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Welcome!

In this manual, you will learn:

e how to set up FreeAgent’s built-in payroll
functionality

@ how to run monthly payroll and make RTI
submissions to HMRC

e how to edit payslips, make adjustments and
explain payroll-related bank transactions

® how to run payroll in bulk for multiple clients

e how to use FreeAgent’s CIS functionality



Contents
PAYTOll SETUD .veeeteeeeeeeeeeeeeeeeete ettt et a e e ae e re b enaens 4
Payroll ProfileS.... ettt 8
EMPIOYEE AELAIIS ..ottt a e b ens 8
Employment details ...ttt 8
TAX & Nttt ettt s b sa e sese e s e e sesesasansssas 9
STUAENT [OBNS ...ttt r et a e e rs et e aesbaereennen 10
LeaVING detailS....cueeeeeieieieeeeree ettt aas 1
Previous pay this taX YEar ...ttt 1
Y/ oY a1d o1 VA o Y- )T TSRS 1
STAtULONY PAY ittt et ettt nn s 12
Monthly dedUCHIONS ...c.oiiiiiieieieee ettt 12
Pension CONtIIDULIONS........ccuiiiieieieteteteceeeeeete ettt b s re e naes 12
Processing Payroll ... e 14
RUNNING PAYIOILceiiiiieeeeeeeee ettt a e e 14
Checking HMRC NOLICES.....ctiieerieieeeeserieteee ettt sa e sae s 15
Switching betWeen tax YEars .......cceeevieeeeeeeeeeee e 16
PaYrOll FEPOIS ..ottt st et ta s saenens 19
Making adjustments to PaYroll.......ccoeirnennireeeeeeeee e 21
MOVING 10 @ NEW taX Y AN .c.cviririeieierieeeeteteeree ettt saens 22
How to view payslips, P60s and P45s............ccoeiiiiiiicncnnen, 24
How to explain payroll payments.......ccccooveceevenieniececieceeceeeeeee, 25
Closing a payroll scheme........c.oooiiiceeeeeeeeecee e 26
BUIK RAYTOI] ettt 27
CIS sUDCONTrACtOrS ..ottt 29
CIS CONTraCtOrS ...ttt 33
(OF ST 1Y o T o 4] o T FS USRS 36
CIS reverse Charge.... ettt a e 39
SAIES INVOICES ...ttt sttt e be e e e s e b e b e sbe e e e st abansaeseennan 39

Reverse Charge billS........u et 41


http://freeagent.com

Payroll setup

There are a few settings you’ll need to enter before you can start using
FreeAgent’s payroll functionality.

Note: FreeAgent only supports monthly payroll submission to HMRC. If your
client runs payroll on a different basis, such as weekly, you can file payroll to
HMRC separately and import the payslips into FreeAgent via ‘CSV Imports’ in
the main menu of your Practice Dashboard. Alternatively, you can record the
payroll in FreeAgent by posting journal entries in the client’s account.

The first step is to ensure that all of the client’s employees and directors have
been added to FreeAgent as users. If this is not done, you will not be able to

add them to the payroll system.

To add an employee or director, navigate to Settings and then select ‘Users’.

Overview Contacts Work v Bills MyMoney v Banking v  Taxes v  Accounting v Q G payroll demo v
Settings

My Company

Company Details Company Logo Users Export All Data

&

Edit your address details, contact details and Upload or change your company logos for use Add and manage users, passwords and control Export all FreeAgent data from your account in

other company information. on invoices, estimates, and within FreeAgent user access levels. Excel (XLSX) format.

Delete Account Reset Data Date Format Support Access

Permanently delete your FreeAgent account. Wipe the slate clean by resetting your account. Choose what date format to use throughout your  Grant account access to a member of our

FreeAgent account support team.

Emails, Invoices & Estimates

Sending Emails Email Templates Price List & Stock Theme Gallery
Manage the email sddresses you use for sending  Set up and manage your invoice and estimate Manage your list of commonly sold product or Choose & template for your invoices and
emails email templates. service items. estimates or create your own.

Accounting, Tax & VAT

Accounting Dates Initial Tax Data VAT Registration Accounting Categories
Set your Company, FreeAgent start and other Your Losses Brought Forward and Asset Pool Set your VAT registration status, including Flat Manage your categories for sales income, admin
Accounting Dates. Value for Corporation Tax Rate Scheme reporting and VAT options for VAT  expenses, cost of sales expenses, assets,

MOSS and domestic reverse charge. Kabilities and equity.
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Select ‘New User’ and fill in the required details.

User Details Required fields"

Role Director (Y

Login/ Email [ ]

First Nome
.
Last Name

National Insurance Number

Unique Tax Reference

Dateof Birth Day v Month v Year ~

Status  Active

Hiding a user will remove them from most ksts and dropdowns, but won't affect data relating to them or

hange their USer DEMMISSONS Or SCCOUNT SCCeSS

Please note that for employees and directors to see their own salaries, P45s,
P60s and payslips, they need to have a minimum permission level of 2.

" Opening Mileage (at start of 31 Mar 22)

Miesge 00 miles

User Access

Send this user an invitation to set their password

User Permissions

16

(3] 0 o o (7] o

No Access Time My Money Contacts & Projects  Invoices, Estimates Bils Banking Tax, Accounting Full Access
and Files and Users
Users can: Users can't
7 Create and edit their own expenses X See billing rates or other financial information

v Upload attachments to expenses

7 View their own salary and paysfips (if applicable)
7 View and download dividends

+ all permissions from previous levels

More about user parmissions —
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Next, navigate back to Settings, then select ‘Company Details’. Enter your
client’s PAYE and Accounts Office reference numbers.

Company Details
Company Name  payroll demo
Company Aoduu' Parkgates Bury New Road

Prestwich

Town Menchester
Region or State
Post/Zip Code.  M25 OUW
Country ~ United Kingdom
Business Phone Number
Compeny Registration Number 10653029

PAYE Reference
Accounts Office Reference

Corporation Tax Reference

Return to Settings and this time select ‘Payroll’. Here you can specify how
often your client pays their PAYE/NI contributions to HMRC and whether they
are able to claim Employment Allowance.

0
Overview Contacts Work v Bills MyMoney v Banking v Taxes v  Accounting v Q [ peyrolidemo v

Payroll v

Payslip Styling

Show company logo

) Show company address

Payroll scheme settings Required fields"

PAYE & NI payments are made Monthly

Employment allowsnce (@) Don't claim

Claim

Automatic Enrolment

Staging/duties date  dd mmm vy m

Is your pension scheme with (@) No
NOY 2
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The final section is for automatic enrolment, where you can select the type of
pay that is pensionable. The selected ones will be added to the pension
calculation.

Please note when amending the selection above, it will only apply to a new
employee or when you turn on pension auto calculation for an existing
employee (under Payroll > Employees > Edit profile).

Once you’ve entered the required initial settings, you can move on to the
payroll period setup. Navigate to the My Money menu and select ‘Payroll’.
Here you will be given some options relating to your payroll period setup.

Overview Contacts Work v Bils MyMoney v Banking v Taxes v  Accounting v

Payroll

Stress-free payroll

Run payroll with a fully integrated payroll system, L]
including support for RTI submissions to HMRC, in
FreeAgent.

PAYROLL

Select which month payroll should run from

2023/24 Month 4 (6 July - 5 August)

Select a user to add to payroll

Ben Mo+
Set up payroll

Already use another Payroll system?
Not a problem, you can still use FreeAgent payroll to record
those details.

The accounting dates set in FreeAgent will determine how many tax years
appear here. The first drop-down menu lets you select the tax year in which
you want to start running payroll. The menu to the right lets you select the
month in which payroll should start.

When selecting the month, you have two options if your client has previously
been running payroll using another system:

1. You can select the current month of the tax year and enter year-to-date
figures.

2. You can select the first month of the tax year and mirror the payroll in
FreeAgent up to the current month.
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You should choose this option on a case-by-case basis, depending on the

circumstances of each client. The final drop-down menu is to select which
employee you would like to set up first. Once you are happy with all of the
selections, select ‘Set up payroll’.

Payroll profiles

Employee details

After selecting ‘Set up payroll’, you will need to enter the payroll profile
settings for the employee you selected in the previous step. Note that the
information you enter here will apply to the employee for the whole year, not
just for an individual month’s payslip.

Overview Contacts Work v Bills MyMoney v Banking v Taxes v  Accounting v

Create Payroll Profile for 2022/23 - Ben Mor

Employee Details Requred fields®

Dateof Bith 7 v July v 1976

UK Postco de

Foreign Country

NI Number provided? Yes

Fields with a red asterisk are mandatory. You will need to enter at least two
lines for the address field, and the National Insurance number must use capital
letters with no spaces.

Employment details

Select the options that are suited to that employee. Please note that if you
specify that an employee is paid hourly, then when you run the payroll for a
particular month, you will need to enter the number of hours worked in that
month by that employee.
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Employment Details

This person is (@ An existing employee

A new employee

NICs calculated as (®) Director
Director (slternative arrangements,

Empichee

Directorship Starting Date n

Normal Weekly Hours  Less than 16 hours
16 or more hours, but less than 24 hours
24 or more hours, but less than 30 hours
30 hours or more

Other (0.g. changeable hours)

Employee paid hourly? Yes No

The ‘Payroll ID’ field is very important if you are moving from another payroll
software to FreeAgent. If the payroll IDs for an employee do not match
perfectly, HMRC will assume that the person has two jobs and will charge
their PAYE at the basic rate instead of the correct rates.

Employee paid hourly? Yes @® No

Employee paid irregulary? Yes @® No

Payroll ID | 123456789

On the other hand, if the employee started within the current tax year, add
their unique payroll ID. If their starting declaration is letter B, FreeAgent will
enable the fields to add the previous employment figures.

Tax & NI

When initially setting up the payroll profile, you will need to enter all the
employee’s tax and National Insurance details manually, including the tax code
used.

Tax & NI
TaxCode 12501

Make deductions on a Week 1/Month 1 Yes ® No
basis?

National Insurance Category Letter A
Deduct student loans? (] Undergraduate loan
Postgraduate loan

Undergraduste loan type Plan1
Plan 2

Plan 4

Total pay in orevious emolovment 0.00
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Student loans

For student loans, there are five repayment plans in total, defined as follows:

Plan 1

e English or Welsh students who started an undergraduate course anywhere
in the UK before 1st September 2012

e Northern Irish students who started an undergraduate or postgraduate
course anywhere in the UK on or after 1st September 1998

e EU students who started an undergraduate course in England or Wales on or
after 1 September 1998, but before 1st September 2012

e EU students who started an undergraduate or postgraduate course in
Northern Ireland on or after 1st September 1998

Plan 2

e English or Welsh students who started an undergraduate course anywhere
in the UK between 1st September 2012 and 31st July 2023

e EU students who started an undergraduate course in England or Wales
between 1st September 2012 and 31st July 2023

e students who took out an Advanced Learner Loan on or after 1 August 2013

Plan 4

e Scottish students who started an undergraduate or postgraduate course
anywhere in the UK on or after 1st September 1998

e EU students who started an undergraduate or postgraduate course in
Scotland on or after 1st September 1998

Plan 5

e A new repayment plan being introduced for students starting undergraduate
courses, a Postgraduate Certificate of Education (PGCE) or an Advanced
Learner Loan course on or after 1st August 2023. They won’t be expected to
make repayments until April 2026 at the earliest, even if they leave their
course early.

Postgraduate Loan

e English or Welsh students who took out a Postgraduate Master’s Loan on or
after 1st August 2016

e English or Welsh students who took out a Postgraduate Doctoral Loan on or
after 1st August 2018
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e EU students who started a postgraduate course on or after 1st August 2016

Leaving details

You’ll only need to enter leaving details when an employee or a director leaves
the company. The leaving date will be sent through to HMRC and the
employee will not be able to be paid again through FreeAgent’s payroll. If you
have an employee or director that needs to go back on to the payroll, then you
can easily remove the leaving date of the employee.

Leaving Details

Employee leaving during the next pay No ® Yes

L]

Employee Leaving Date is]

Previous pay this tax year

In this section, you can enter the year-to-date figures from this employment
(i.e. not P45 info) if you are not mirroring the payroll in FreeAgent. You will get
these figures from your previous payroll software. Do not enter the P45
information for a new starter here.

Previous Pay This Tax Year
been run

Pay to date that's not been run as part of your payroll in FreeAgent. F

This person has (@) not been paid for this employment since 06 Apr 22

been paid for this employment since 06 Apr 22

]

Monthly pay

Enter the figures for the employee’s gross monthly entitlements. If any of these
figures are going to be variable, do not enter them in the payroll profile.
Instead, you should add these variable figures through the payslip when you
run payroll each month.

Monthly Pay
Unsure how to

e how to enter monthly pay or deductions? Let
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Statutory pay

If the employee will only be receiving statutory pay for a short period of time,
you should enter the figures on their payslip. You should only enter the figures
here on the payroll profile if you know the employee is going to be receiving
the same amount for a long period.

Is this employee receiving statutory pay? n

Monthly deductions

Enter figures for any schemes that the client’s business might offer, or for any
charitable contributions the employee makes through their salary.

Monthly Deductions
Payroll Giving  500.00

Other Deductions From Net Pay  0.00

ubject to Class INICbutnot  0.00
taxed under PAYE regulations

Pension contributions
The pension options for the employee are the following:
e Not yet eligible

e No, opted out or ineligible
e Yes, making contributions

In the screen select ‘Yes, making contributions’. Then, select ‘Yes’ if you want
FreeAgent to auto calculate the pension contribution for you.
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You can then select what is the basis of the pension contribution: either
calculated on all pay or calculated on automatic enrolment thresholds.

The next selection is for the contribution type: Net Pay, Relief at source or

Salary sacrifice. In the screen select ‘Net Pay’. Then, choose the employee and
employer contribution in percentage.

15 this emplcyee making monthly penson contrbutions?
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The last section is for choosing the type of pay that is pensionable. The
preselected options reflect the company payroll set up previously under the

‘Settings’ area.

Is this "
ey manm; penaon contrt. o
e o . e
N
bas A
® Ascman et Perestc e
- pe ® Net P
Havat
Saiary 5.

Processing payroll

Running payroll

To run payroll from a client’s account, go to My Money, then select ‘Payroll’
from the drop-down menu.

Q [ payrolidemo v

Overview Contacts Work v  Bills MyMoney v Banking v  Taxes v  Accounting v
Payroll 2022/23 v ‘Continue Month 10 Payroll
Status Year-to-date
L]
Month ¥ Total Pay £12,345.00
O RTI Report Unfiled
Total Tax £384.00
Your payshps have been created, but your RTI report hasn't yet been filed with HMRC,
Continue Month 10 payroll Total NI £82713
Filing deadline 05Feb23 PAYE/NIDue £9M13 Employment Allowance £0.00
Ben Mor (@ is possibly eligible for pension auto-enrolment.
History
Date Pay Tax Employee NI Employer NI Due to HMRC
Month 10 25Jen 23 £12,345.00 £384.00 £5663 £47.50 £9113 Export suto-enrolment CSV
Employees Add an employee v
Auto-enrolment

Monthly Pay Total Pay Total Tax

Ben Mor £12,34500 £12,345.00 £384.00 Possibly eligible @ Edit Profile
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You will see an overview of the payroll. The first box on the left shows the
current payroll status. The first box on the right shows the year-to-date
figures.

In the top right, there is a green button that will allow you to prepare the next
month’s payroll. Payroll for each month can only be processed after the 1st of
that month.

Under ‘History’ is a list of the months that have already been run for the
selected tax year. The box below shows you a list of employees currently
included in the payroll.

Leavers will continue to show for the remainder of the tax year. They don't
appear when you prepare the month following the date being submitted, but
they still show in the list on the overview.

To add an employee, first ensure you have set them up as a user in FreeAgent,
then select their name from the ‘Add an employee’ drop-down at the top-right
of the employee list. This will allow you to create their payroll profile.

Overview Contacts Work v Bills MyMoney v  Banking v Taxes v  Accounting v Q O payroll demo v

Create Payroll Profile for 2022/23 - Bodger Badger

Employee Details Requred fields”

First Name  Bodger

UK Postcode

Foreign Country

NI Number provided? Yes

Checking HMRC notices

To check HMRC tax code changes click ‘Check HMRC notices’, then select
‘Request HMRC Notices’ and fill in your Government Gateway ID and
password.
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HMRC notices N Request HMRC sotices

@ Missing PAYE reforsnce

11 0 16 request HMRC notices, yos Mast provics your Enploye PAYE Retessrce i Comosny Deiails

For agproval HMRC notices

To pull through all changes for employees’ tax codes and student loan
deductions, select ‘Request notices’.

In the ‘For approval’ tab you will see requests to approve tax changes for
employees. When you select approve beside the ‘Notice details’ column it will
automatically apply to that individual on the payroll run. These can be
managed in bulk by ticking the box beside the date to highlight those you
want before clicking ‘approve’.

The ‘Unmatched’ tab includes any changes to tax codes for employees under
the client’s Government Gateway ID that have not been added to the payroll
in FreeAgent. This occurs when we have been unable to match the National
Insurance number provided by HMRC with a user within your client's
FreeAgent account.

In the ‘Upcoming’ tab you will see notices that have been reported by HMRC
that do not require action within the current payroll run.

The ‘History’ tab will show details of all historical approvals.

Switching between tax years

To switch between tax years, select ‘Payroll [year/year]’ at the top-left. You
will see a list of all the previous tax years that have been processed for that
particular client.
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Payroll 2023/24, - Contrue Mosah 2 Poyrel

200428

Status Year-to-date

RT Report Unfiled

Your paysion have beee craated, But your RT] rport Masn yet been fied with HMRC
W et N smes
Fiing Gesdine Umpioymart Alomanc e
PAYE/NI Oue
AT
= riory
Dase e T [ mpioree N [mpicver N Due to HARC
- w €380 [ £204.48 smes
Employess —e
Meneny Pay Yoral Puy Totad Tax At omoimant

Torm Praas £2.00000 £2.00000 000 Masing comvttions

P — £18000¢ £1800.¢ © Masiry comvtnton

To run the next month’s payroll, click on the green ‘Prepare Month [X] Payroll’
button. (This button will be labelled ‘Continue Month [X] Payroll’ if you have
started preparing the payroll and payslips but have not yet filed.) FreeAgent
will then generate the payslips for that pay run. Please note FreeAgent will

'Propan Month 10 2022/23 Payroll Delete Month 10 Payroll | |

A Sorry, you can't file payroll with HMRC

As the end of the 2022/23 tax year has passed this period can only be submitted if you've already made a payroll
submission in this tax year. Because you have not filed your payroll with HMRC through FreeAgent for the
2022/23 tax year we cannot make this submission.

@ Please check your settings before you Run & Report Month 10 Payroll.

HMRC will require your PAYE Ry A nts Office Ref and C Jax Ref s part of
your RTI submission.

Learn more about getting up Payroll —

1 Enter the date you will pay your staff

25Jan 23 a

You must report your payroll to HMRC on or before your payday, otherwise it is considéyed late
Dates between 06 Jan 23 and 05 Feb 23 are valid for this pay period.

2 Review and edit payslips

Review and edit the payslips for all employees in this month's Payroll. To add an employee you need to create 8
payroll protie for them

Name Total Pay Tax Employee NI Other Deductions Net Pay Employer NI

Ben Mor £12,34500 £38400 £55.63 £0.00 £N1,90637 £4T150  Edit Payslip

default to the 25th of the month, but you can change it.

Once the payslips have been generated, you can edit them - for example, if
you need to add in a bonus or commission. To do this, select ‘Edit Payslip’ to
the right of the employee’s name.
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Edit Payslip for 25 Jan 23 - Ben Mor

Payslip Details
Hours worked this month 8 hours

Comment

Basic Pay  12345.00
Overtime'  0.00

Bonus 000 |
Commision  0.00
Allowance ~ 0.00
Absence Payments 0.00

Other Payments.  0.00

Once you have checked all the figures and made any adjustments that you
need to, you can run the payroll. If you are late running the payroll, you will
need to select a reason from the drop-down menu for each employee.

2 Review and edit payslips

Review and edit the payslips for all employees in this month's Payroll. To add an employee you need to create &
payroll profile for them.

Name Total Pay Tax Employee NI Other Deductions Net Pay Employer NI
Ben Mor £17,345.00 £1,384.00 £69213 £0.00 £15,26887 £1198.00  Edit Payslip
£17,345.00 £1,384.00 £69213 £0.00 £15,268.87 £1198.00
3 Please provide appropriate for late submissi
This submission is considered late because the date you have entered for your payday is prior to today.
HMRC require that you provide a reason for late jon for each
Name Reason for Late Submission

Ben Mor
Notional payment: Payment to Expat by third party or overseas employer
Notional payment: Employment related security
Notional payment: Other
Payment subject to Class 1 NICs but P11D/P9D for tax
No requirement to maintain a Deduction Working Sheet or Impractical to report work done on the day
4 Double-check ev  p,oconable excuse

Make sure that you hav  Correction to earlier submission
and that all employee detans are correct.

If you are mirroring the payroll in FreeAgent and not reporting to HMRC, tick
the box labelled ‘Don't report Month [X] payroll to HMRC’. Once this is done,
you can then run the payroll.

4 Double-check everything

Make sure that you have chosen the correct date, that all employees you need to pay are included in your Payroll
and that all employee details are correct.

On the Payroll Profiles On the Payslips
7 Employee leaving dates 7 Bonuses, commission and deductions
/ Tax code and student loan 7 Sick pay, maternity, paternity, adoption,
+ Childcare vouchers and other benefits and parental bereavement pay

7 Pension contributions

LR
L]

Don't report Month 10 payroll to HMRC., ¢ A you sure you den't need to file RTI?
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If you are running the payroll in FreeAgent and reporting to HMRC, select the
green ‘Run & Report Month [X] Payroll’ button at either the top or bottom of
the page. You will then have to enter your Government Gateway ID and
password.

Once you have run the payroll, under ‘History’ click on the month and it will
give you a breakdown of the money owed to HMRC on the right.

If you click on any payroll month, you will be able to see and save the payslips
and also check the figure due to HMRC, which will show on the right of the
screen. Here, you need to click on the month to show the breakdown of the
liability on the right.

Payroll 2022/23 v Prepare Month 11 Payroll
Status Year-to-date
Mont Total Pay £17,345.00
You have until 05 Mar 23 to prepare Month 11 Payroll.
Total Tax £1,384.00
Prepare Month 11 Payrol L
Total NI £189013
@ . -
: Marked as filed Employment Allowance £0.00
This month has been manually marked as filed and no RTI submission was made through FreeAgent for this
month. Please ensure you have made any appropriate RTI submissions by other means.
Payment deadline 22 Feb 23 PAYE/NIDue (327413
Ben Mor (D is possibly eligible for pension auto-enrolment.
History
Date Pay Tax Employoe NI Employer NI Due to HMRC
Month 10 25Jan 23 £17.34500 £1384.00 £692.13 £1198.00 £3.27413 Export auto-enrolment CSV
Employees Add an employee v
Monthly Pay Total Pay Total Tax Auto-enrolment

Payroll reports

Under the History section, there is an ‘Export report’ drop-down list at the end
of each line of a payroll month.

The following reports are available:

e National Insurance breakdown which can be exported to a CSV file.
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Payroll 2023/24 Prepere Month 3 Payrell
Status Yoor-to-date
. b w2l Py 4,000
B You have until 05 Jul 23 to prepare Month 3 Payroll.
Tae £0
Frepare Mores 3 Payr
N 5728
Emgioymect Alowance ®
BT submisson was e trouzn FreeAgant for tha
W71 submarsons by ofher maans
PAYE/N Due
ooy
Oute Poy Tox Ersloyes NI Employer N1 D 1o HMAC
Month 2 25 May 23 £4.000.00 £000 c2anan 34290 cenze (D
NI brashdows [CSV) o
Supt Ao anvoiment (CS
Submvssion dats (POF
Maomthiy Py Total Pay Total Tax Ado-enroimant o e
Tom Place £2.0000¢ £2,0000¢ £0c Making convitntions Summary (PDF

Arnci Schmerrenegger £180000 £2,00000 £000 Mabirg comrtons

e Auto-enrolment - this is a CSV file which contains details of pension and
other values which you can use to fill in your pension providers’ file
requirements for upload each month.

e Submission data - this PDF report will return the response from HMRC

e Summary in Excel and in PDF showing the monthly and Year-to-date
breakdown of payments and deductions. It also includes the Net Pay and
Employer’s NI and Pension figures.

If you click on any payroll month, at the top right, you can also export the
various payroll reports.

Maney 6.0 ts HMRC

PAYEN  £5T128
TOTALDUE £57128
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Making adjustments to payroll

Current tax year

You can only make adjustments to earlier months in a tax year up to the point
when month 12 is submitted. Once month 12 is submitted, no further
adjustments can be made to that tax year.

To make adjustments to any employee’s payslip in any month in the current tax
year, navigate to the month in question, then select ‘View Payslip’ to the right
of the relevant employee’s name.

Overview Contacts Work v Bils MyMoney v Banking v Taxes v  Accounting v Q [ peyrolidemo v

Month 2 Payroll to 05 Jun 23 Export auto-enrolment CSV
Month 2 v TaxYear2023/24 v Poyrell Summary

Name Total Pay Tax Employee NI Other Deductions Net Pay Employer NI © Markad a4 Filed
This month has been manually

8en Mor £12,34500 £3,936.60 £1454.40 £000 £6,954.00 £1703.61 | View Paysip marked as filed and no RTI
submission was made through

£12,345.00 £3,936.60 £1,454.40 £0.00 £6,954.00 £1,703.61 FreeAgent for this month. Please

ensure you have made any
sppropriste RTI submissions by
other means.
Find out more about RTI &

Export NI Breakdown

Money due to HMRC

PAYE/NI £7.094.61
TOTALDUE £7,094.61

This is the amount owed to
HMRC this period after any
deductions such as statutory
reclaim or employment
allowance.

Next, select ‘Edit Payslip’ at the top-right of the screen and adjust or add the
required figures to the payslip. Once you have made the amendment, the
payslip will update immediately.

Overview Contacts Work v  Bils MyMoney v Banking v Taxes v  Accounting v Q [ peyrolidemo v

Edit Payslip for 25 May 23 - Ben Mor

©  Bofore making changes we recommend downloading 3 PDF of the paysiip for your records. Please note,
amendments will only be sent to HMRC when a subsequent payroll period is filed in this tax year, and at least one
director or employee paid

Payslip Details

Hours worked this month hours N

Comment

Pay
Basic Pay  12345.00
Overtime  0.00
.
Borus  0.00
Commission  0.00

Allowaccs: 000
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The amendment will be sent through to HMRC, in the year to date figures, on
the next payroll run where at least one director or employee is paid.

Previous tax year (2020/21 tax year onwards)

The option to make a correction for a previous tax year in FreeAgent will only
be available after 19th April of the following tax year once you’ve filed, or
marked as filed, Month 12 payroll for the tax year in question and if there are
no account locks in place dated after the Month 12 payslip.

To make corrections for a change that happened mid-tax year, such as a tax
code amendment, you’ll need to edit each impacted payslip

individually. Before proceeding with corrections, make sure you save a copy of
any original payslips and reports as it won’t be possible to undo changes.

Please note FreeAgent currently supports the filing of an FPS correction but
not an EPS correction for a previous tax year.

Moving to a new tax year

You can only start a new tax year once Month 12 has been submitted to
HMRC. When you're ready to move to a new payroll year, you’re presented
with this screen. You’re given the chance to make any corrections to the
previous payroll year by selecting the ‘Make corrections’ button.

Payroll 2022/23 v Make corrections

@ The payroll year for 2022/23 has been fully filed

Before making changes please download a PDF of the existing payslips for your records. Learn more about
making pavroll corections —»

You con now start a new payroll year for 2023/24,

Start 2023/24 payroll year

Status

®

Marked as filed

P60s are now available to download from the employee salary pages

This month has been manually marked as filed and no RTI submission was made through FreeAgent for this

month. Please ensure you have made any appropriate RTI submissions by other means.

Payment deadline 22 Apr23 PAYE/NIDue £562564

History

Date Pay Tax

Month 12 25 Mar 23 £12,345.00 £2,26040

Month 11 25Feb 23 £12,345.00 £2,260.60

Employee NI Employer NI

g£15n52 £1,793.72

£15M52 £1,79373

Due to HMRC

£562564

£562585

Year-to-date

Total Pay

Total Tax

Total NI

Employment Allowance

£42,035.00

£5,905.00

£8,620.62

£0.00
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You’ll see that the employees’ tax codes have been updated automatically. To
make any changes to an employee’s payroll profile, select the ‘Edit’ button to
the right of the employee’s name.

v

Overview Contacts Work v Bils MyMoney v Banking v Taxes v  Accounting v Q [ payrolidemo

Payroll 2023/24 v Start new Payroll year
Status Year-to-date
Payroll Setup Total Pay £0.00
Transfer your employees' profiles for 2023/24 »
Total Tax £0.00

To start your new payroll year, we've brought across the employee profiles from last year. Just update the
information on each profile to ensure that your payroll runs correctly. If an employee has left the company, please

enter the leaving dete on their profile. Total NI £0.00
Employment Allowance £0.00
Employees Add an employee v
Tax codes Monthly basic pay Status
Ben Mor 12501 — 1250L £12,345.00 - £12.34500 Ready for 2023/24 Ect

To start a new payroll year, select the green ‘Start new Payroll year’ button at
the top-right of the page. You will then be able to start submitting payroll from
Month 1 of the new tax year.

Overview Contacts Work v  Bils MyMoney v Banking v Taxes v  Accounting v Q [ payrolidemo v

Payroll 2023/24 v Prepare Month 1 Payroll
Status Year-to-date
]
Month 1 Total Pay £0.00
You have until 05 May 23 to prepare Month 1 Payroll.
Total Tax £0.00
Prepare Month 1 Payroll
Total NI £0.00
Employment Allowance £0.00
Employees Add an employee v
Monthly Pay Total Pay Total Tax

Ben Mor £12,34500 £0.00 £000 Edit Profile
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If an employee wants to view their payslip, P60 or P45, they will need to have
a minimum permission level of 2. They will then need to log in to FreeAgent,
navigate to ‘My Money’ and select ‘Salary’.

Overview

Contacts Work v Bills My Money v

Banking v Taxes v  Accounting v

Salary for Tax Year 2023/24 so far - Ben Mor

25Apr 23

25 May 23

25Jun 23

v Current Tax Year So Far v

Description Owed Paid
&

Brought forward

Apr 23 Payslip for Ben Mor 8,408.85

May 23 Payslip for Ben Mor 30,896.00

Jun 23 Payslip for Ben Mor 6,92745

Q D payroll demo v

06 Apr23-12Jul 23

Balance Owed

£35,367.05

£43,775.90

£74,67.90

£81,599.35

Here they will be able to view all of their payslips that have been generated in
FreeAgent, as well as their P60s for each tax year. Their P60 is automatically
generated once Month 12 payroll has been processed.

To change tax years, select the year from the grey drop-down menu

left.

P60 for 2020021 - Ben Morley

10 £ ef Youe CortTicate

Errployne's datats +

Meriey Naccrnl marance ot ABIEMI8C
L L e r—

Pay 00 Incoma Tax details

at the top


http://freeagent.com

25

How to explain payroll payments

When payroll payments go through the client’s bank account, you need to
explain these as ‘Money Paid to User’, selecting the relevant employee and
choosing the ‘Net Salary and Bonuses’ category.

0
Overview Contacts Work v Bils MyMoney v Banking v Taxes v  Accounting v Q [ peyrolidemo v

Business Current Account v Upload statement  Enable bank feed  Editdetails =~ More v
Al transactions  Unexplained @  Forapprova Statement uplosd
All time periods v Q Sesrch 0% transactions explained
Latest Upload
Date Description Money in Money out 12 Jul 2023 at 3:46
25 Nov 22 7 DAN CARTER/OTHER/E392.84 39284 View latest statement

Type | Money Paid to User .

Paymentto  Ben Mor Total unexplained transactions

..

Category = Net Salary and Bonuses v November 22 o
Get ith choos .
t help w ng a category N .
Description  Dan Carter
Attachment  Upload a file... Bank details
Explain transaction  Concel More sptions
£-6,957.84
25 Nov 22 7 STEVE ROGERS/OTHER/£1,558.84 155884 Bank
Unknown
25 Nov 22 7 PETER BANNER/OTHER/£1,520.84 152084
25 Nov 22 7 TONY STARK/OTHER/£843.64 84364

Please note that if your client pays themselves or their employees any out-of-
pocket expenses at the same time as their payroll payment, you will need to
split the transaction to show the expenses separately. For more details on how
to split bank transactions in FreeAgent, see the Knowledge Base.

If your client has any pension payments, then explain the transaction to the
‘Pension Creditor’ category under ‘Other Money Out..

o
Overview Contacts Work v Bils MyMoney v Banking v Taxes v  Accounting v Q [ peyrolidemo v

Business Current Account v Upload statement  Enable bank feed  Edit details = More v
Al transactions  Unexplained @  Forapprova Statement uplosd
Al time periods v Q Search 16% transactions explained
-
Latest Upload
Date a Money in Money out 12 Jul 2023 at 3:46
Other Payroll Deductions
25 Nov 22 v Payment from Contra Account 39284 View latest statement
? Payment to Initial Creditor
25 Nov22 Payment to Other Creditor 155884
- Tl erpaned vansacos
Category v  Realized Currency Exchange Loss November 22 °
Get *h choosi egory —
t help with ci Ing & cate Tota! unexpleined .

Description ~ Steve Rogers

Attachment  Upload a file... Bank details
Explain transaction  Corcel More options Total balance
£-6,957.84
25 Nov 22 7 PETER BANNER/OTHER/£1,520.84 152084 Bank
Unknown
25 Nov 22 7 TONY STARK/OTHER/£843.64 84364

25 Nov 22 7 BRUCE WAYNE/OTHER/£1,520.84 152084
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Closing a payroll scheme

To be able to close a payroll scheme, you first need to make sure all of the
employees and directors have a leaving date and that these have been filed to
HMRC. To do this, go into their payroll profile and enter the date under
‘Leaving Details’.

Postgraduate loan
Total pay in previous employment 00

Total tax in previous smployment  0.00

Leaving Details

Employee leaving during the next pay No o Yes

(D Any changes to the options below will not be applied to existing payslips
To make changes to the current month's payroll either edit payslips individually or delete and run the payroll
agein

Monthly Pay
Un

sure how to enter monthly pay or deductions? Let

Before you enter the leaving date, make sure all of the payroll details for each
employee are correct, as once you have entered a leaving date you will no
longer be able to edit a previous month’s payroll.

If you need to pro rata any of the pay for anyone then simply click on the edit
payslip button to the right of the screen. This will enable you to pro rata the
pay for that month. Once you have made the relevant changes click on ‘Run
and report month [x] payroll’.

After you’ve done this, you’ll need to run the next month's payroll to be able to
close the scheme.

To do this, select ‘Run and report month [x] payroll’. On the next screen, you'll
see the option to close the scheme next to number 3. Tick this box and enter
the date that the payroll closes. This date needs to be after the date of the
previous month's payroll.
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----- o o ray ax cmpoyes v viner veuutcuons et ray cmpwyer i

£0.00 £0.00 £0.00 £0.00 £0.00 £0.00

2 Please provide appropriate reasons for late submission

his submission is considered late because the date you have entered for your peyday is prior to today
HMRC require that you provide a reason for late submission for each individual employee.

Name Reason for Late Submission

3 Payroll scheme closure

¥} Close this payroll scheme

4 Double-check everything

Make sure that you have chosen the correct date, that all employees you need to pay are included in your Payroll

and that all employee details are correct

On the Pavroll Profi On the Pavil

Once you’re happy with all the information, you can select ‘Run and report
month [X]’. This will now close the payroll.

Please note:

e |If you’re trying to run the payroll before the beginning of the month - i.e. the
6th - then you’ll receive an error message.

e If in future you want to reopen the payroll, you’ll need to first check with
HMRC that you can use the same PAYE reference as before. In some cases
you’ll need to request a new one, depending on how much time has elapsed.

Bulk payroll

When using bulk payroll, you can only run payroll for clients that have been
assigned to you on the Practice Dashboard. You can also only use bulk payroll
for those clients that have been authorised in your HMRC agent services
account.

To run bulk payroll from the Practice Dashboard, select ‘Payroll’ on the main
menu. This will take you to the bulk payroll screen, where you will see a list of
all of your clients who currently run payroll through FreeAgent.

Selecting the arrow to the right of any of the names will take you directly
through to that client’s payroll, where you can make any adjustments
needed. To run the payroll, you can either click on ‘Prepare Payslips’ or
‘Prepare & File Payslips’ at the top-right.
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Prepare payslips for 1 company
Payroll must be reported to HMRC on or before the
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aymom date

payday, otherwise it is idered late. Dates b
Jul 23 and 05 Aug 23 are valid for this pay period.

25Jul 23 (=]

Clicking ‘Prepare Payslips’ generates payslips for your clients and allows you
to review all the details for that month’s payroll before you file, including your
clients’ tax figures. You might want to give your clients the chance to double-

check this information before filing.

If you’re confident that payroll for that month has been set up correctly and
you don’t need to review your clients’ tax figures, you can prepare and file
payroll on behalf of all your selected clients in a single step by selecting

‘Prepare & File Payslips’.

Run Month 4 payroll for 1 company
Payroll must be reported to HMRC on or before the
payday, otherwise it is considered late. Dates
between 06 Jul 23 and 05 Aug 23 are valid for this
pay period.

Enter the date your clients will pay their staff, then
your Government Gateway (£ login details.

Find out more about RTI &2

Payment date
25 Jul 23 -]

Government Gateway 1D

Gateway password

Forgot password? &2
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If you select ‘Prepare & File Payslips’, you will be prompted to select a
payment date for the payroll run and to enter your Government Gateway login
credentials. Please note that you can only submit payroll in bulk through
FreeAgent if you have been set up as an agent with HMRC.

Once you’ve entered these details in the pop-up window, select ‘Run & Report
Payroll’ to complete the process. FreeAgent will file payroll on behalf of all the
clients you’ve included in that month’s payroll run and will submit their RTI
data to HMRC. For more details on how to file your clients’ payroll in bulk, see
the Knowledge Base.

CIS subcontractors

FreeAgent supports the Construction Industry Scheme (CIS) for sole trader
and limited company subcontractors. To set this up, navigate to Settings and
select ‘Construction Industry Scheme’.

Company Details Company Logo Users Export All Data

Edit your address details, contact details and Upload or change your company logos for use Add and manage users, passwords and control Export all FreeAgent data from your account in

other company information on invoices, estimates, and within FreeAgent user access levels. Excel (XLSX) format

Delete Account Reset Data Date Format Support Access

Permanently delete your FreeAgent account Wipe the slate clean by resetting your account Choose what date format to use throughout your  Grant account access to a member of our
FreeAgent account support team.

Emails, Invoices & Estimates

Sending Emails Email Templates Price List & Stock Theme Gallery

Manage the email addresses you use for sending  Set up and manage your invoice and estimate Manage your kist of commonly sold product or  Choose a template for your invoices and

emails email templates sarvice tems estimates or create your own

Accounting, Tax & VAT

Accounting Dates Initial Tax Data VAT Registration Accounting Categories

Set your Company, FreeAgent start and other Your Losses Brought Forward and Asset Pool Set your VAT registration status, including Flat Manage your categories for sales income, admin

Accounting Dates. Value for Corporation Tax Rate Scheme reporting and VAT options for VAT  expenses, cost of sales expenses, assets.
MOSS and domestic reverse charge. abilities and equity.

Payroll Account Locking Construction Industry Scheme

Manage PAYE/NI payment frequency, auto Manage the locking of your account data to Enable the scheme and enter an initial balance

enrolment details and the Employment prevent changes being made.

Allowance

Security

The first option, ‘Making submissions via RTI’, relates to FreeAgent’s payroll
system. If you want to make RTI payroll submissions then select ‘Yes' and
enter the tax year in which you want to start.

The next box lets you enter any CIS deductions that have occurred on invoices
created in the tax year selected in the previous box, but that have not been
recorded in FreeAgent.
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Q [¥ ©sSsubcontractor v

Construction Industry Scheme v

& Locked
This settings is locked beceuse RTI payroll is in progress

Making submissions via RT!

Will you submit RTI payrollin ~ Yes ~
FreeAgent?

Starting Tax Year  2019/20

CIS deductions not ded in FreeA

Initial CIS Balance = 0.00

Select available deduction rates

CIS deduction rates () CIS Income Gross

CIS Income 20%

Required fields”

How does this work?

If you're 8 subcontractor in the
construction industry, simply
enable CIS to start recording
CIS deductions on the invoices
you send.

This makes the necessary
income categaries available
when creating an invoice.

Learn more about CIS support

The final box is to select which rate applies to your client - either 20%, 30% or
gross. You only need to select one of these. If and when the business needs to
change CIS type, you can return and select either of the other options.

Once you have entered these settings, you can start accounting for CIS on
your sales invoices. When creating a new invoice, you will see a ‘CIS
Category’ box. Select from the drop-down and the CIS deduction line will be

added to the invoice.

"New Invoice

Contact and Project Details

Contact  Sub Contractor 1

Project -~ No Project - v

Invoice Details

Invoice Reference. 015

Invoice Date  12Jul 23 m

PaymentTerms 30  deys

Currency  Pounds Sterfing

CIS Category
CIS Income (20%)
Additional Text 15 Income (30%)

Invoice Emails Email this invoice automatically using my default template

Required fields"

Required fields"

Once you have filled in the other information required, you can select ‘Create

New Invoice’.
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You can then add line items to the invoice. When either selecting an item from
your price list or creating a specific line item, select the appropriate CIS
income category.

New Invoice Item

Autofill from your price list v

Select 8 price list item to sutomatically fil in the form belor

Qu-mry. 1 “nounit- v

Details = CIS Reverse Charge Applies at @20%

UnitPrice € 1000.00

3 and credits a1 negate

o CT

Category

VAT  Standard (20.0%) ~

Add this to your Price List

_ Create and Add Another Cancel

You will notice that the correct amount of CIS deduction has been calculated
on the invoice. Once the invoice has been sent to a customer or marked as
sent, the system will know that the amount due will have both CIS, and VAT, if
applicable, deducted from the total.

Invoice 015 (Open - £1,000.00 due in about 1 month) SaveasPDF  Send by Email | More v
I
Make Draft @® Sent Paid Actions v Total value
£1,200.00

Show Income Categories (will not appear on sent invoices) —

223
CIS SUBCONTRACTOR e Ao 23
Alnchagter Contact
- Sub Contractor 1 -

VAT: 123545678

vl Oasibaaton 1 INVOICE 015
12 July 2023

Payment 30 Days

Payment dus by 11 August 2023

Quantity Oetats Unit Price (£) VAT Net Subtotal ()
1 CIS Reverse Charge Applies st ®20% 1,000.00 % 1,000.00
Net Total 1,000.00

VAT 20000

CIS Deduction (20%) £200 00
GBP Due £1,000.00

When the invoice payment is received into the bank account, it’s a simple
case of explaining the transaction with ‘Invoice Receipt’ as the “Type' Then
select the appropriate invoice from the drop-down list.
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Overview Contacts Work v  Bills MyMoney v Banking v Taxes v  Accounting v Q [§ c1sSubcontractor v
Business Current Account v Upload statement  Enable bank feed  Editdetails = More v
All transactions Unexplained For approva Manually added Bank feed
July 23 v Q Search It doesn't look like you've set up
2 bank feed
Dato « Description Money in Money out Balance Find out more about bank feeds
Balonce brought forward £10,996.00 Enable bank feed
12 ul 23 2 sales Sales. lnc £200.00 VAT 1,200.00 12196.00
Bank details
Type Invoice Receipt
o Total balance
Valve £ | 1200.00 £12,196.00
Invoice | Search by reference tact, or tota v Bank
Unknown
Sub Contracto®, £120000 Overdue
Attachment
006 Sub Contractor 1 £120.00 Overdue
More options
010 Sub Contractor 1 £1,000.00 Overdue
25
J Explained 7 Unexplained 2 Manually added

Once you have marked the invoice as paid, the CIS deduction will then be
posted to the CIS Deductions account on the balance sheet.

Overview Contacts Work v  Bills MyMoney v Banking v  Taxes v ccounting Q [F c1sSubcontractor v
Show Transactions v Export Report v
Current Year So Far v 812 CIS Deductions v

Current Accounting Year to 12 Jul 23

812 CIS Deductions

Date Description Debit Credit
01Jan 23 Brought Forward 2,236.00

12Jul 23 Invoice receipt against 003 Invoce Receipt 24000

Total £2,476.00

If you’re using FreeAgent’s payroll system, then it will also be posted in there
and used to lower the amount owed to HMRC.

If there is PAYE due, you can also view the CIS offset in the PAYE/NI account.
Navigate to the Taxes menu, select PAYE/NI and then choose the appropriate
tax year from the drop-down menu at the top-left.
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Overview Contacts Work v Bills MyMoney v Banking v Taxes v  Accounting v Q [¥ ossubcontractor v

PAYE and NI Summary for Tax Year 2019/20

Tax Year 2019/20 v 06/Apr 19 - 05 Apr 20
Date Description Owed Paid Balance Owed
Brought forward * £0.00

30 May 19 Payment of CIS Tax PAYE/N 100.00 -£100.00
31May 19 CIS New Off PAYE/N 10000 £0.00
210619 Payment of CIS Tax PAYE/N 20000 -£200.00
210ct19 CIS New OFf PAYE/N 20000 £0.00
250ct19 Oct 19 Paysiip for CIS Subcontractor 000 £0.00
25 Nov19 Nov 19 Payslip for CIS Subcontractor 000 £0.00
25Dec 19 Dec 19 Paysiip for CIS Subcontractor 000 £0.00
25Jan 20 Jan 20 Paysiip for CIS Subcontractor 000 £0.00

CIS contractors

FreeAgent does not fully support CIS for contractors as you are not able to
make the required submissions from within FreeAgent. However, you can use
FreeAgent to handle the transactions that will enable you to gather all the
information required to be able to do the submissions.

To set FreeAgent up for CIS for contractors, there are a number of steps to
complete.

1. Navigate to the name of your client’s account in the top-right of the
screen. Select ‘Settings’ and then from under the heading ‘Accounting, Tax
& VAT, select ‘Construction Industry Scheme’. Then, under the heading
‘Contractor details’ select ‘Yes' beside ‘Are you a registered CIS
contractor?..

Overview Contscts Work v Bils  Expesses Banking v Taxes v Accounting v

Construction Industry Scheme (CIS) v

& Some of your CIS settings are locked

« The contractor settings are locked. You may have bills, barik sccount entries or journals in CIS categories.
« The subconteactor rates are locked. You may have invoices or josrnals in CIS categories.

Learn more abost the Conatruction lnduatey Scheme &

Contractor details

Are you 8 regstered CIS contractor? Neo
Yor

Reporting start date 06 Apr 25 a

CIS paymert frequency  Monthly

Subcontractor details

Are you a registered C'S subcontractor?  No
Yos

CIS deduction rates | Gross (0%)
Standard (20%)
Higher (30%)

Save changes  Cancel
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2. Create your CIS subcontractor contacts in FreeAgent. Navigate to the
‘Contacts’ tab at the top of the screen and select ‘Add New Contact’.
Complete the Subcontractor’s contact details. Under the ‘CIS Options’
tab, select ‘Yes’ beside ‘Is this contact a CIS Subcontractor?’. Under the
‘CIS deduction rate’ select the applicable rate for this subcontractor and
add the their ‘Unique Tax Reference’ number. Next you must enter and
verify the ‘Subcontractor verification number’ by clicking the link to the
HMRC website. Finally you can save the subcontractor’s details by
selecting ‘Create New Contact’.

Invoices that have already been created will not be affected by changes made here.

Default Payment Terms days
Use cortact-level emsil cattings?
Centact-level Invoice Sequence?

7] Display Contact Name

Charge VAT  Onlyif contact is 8o based in the United Kingdom VAT area

VAT Ragistation Nember

Invoice/ Estimate Language  English

CIS Options.
s this contact a C sbcontractor?  Ne
®) Yos
CIS deduction rate Gross (0%

Subcontractor verification nember | VI234567890A

3. You can now raise the Bill for this CIS contact by navigating to the ‘Bills’ tab.

Owrview Comtacts Work v Bds  Epesses Banking v Tams v Acoourting v

Eoin McNamara EditDetals  Delete Contact  Hidecontsct ~ Addnew v
Summary ¥
Received ard Paid Eoin McNamara
® Incoming @ Outgoing Active

Eoin McNamara
£on McNamara
£05 Unted Kingdom

£0 Global sequerce
Aug Sep Oct Now Dec Jan Feb Mar Apr May Jun Juf

Download vCard

Outstanding Al Tima Totals
CIS datails

£0.00 £0.00 £0.00 £0.00 £0.00 £0.00 troctor Verif
V1234567890A

Standard (20%)

ortact with HMRC 2
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Then select ‘Add new bill’.

Owerview Comtscts  Work v Bills

Al bits v | fromall time
DeaOna BilDate  Roference Supplier Contact, Details Total Value  Status
¥Jn30 19Jun25  Shell Amazon Inc £1,555.55 VA 20,000.00 Open an
Hire parchase b

25May30 26May25 Shall Amazon Ine £3,355 35 VAT 20,000.00 Open w 6

1BMay30 19May25 Shell e 20,000.00 Open Ean
25Mar30 25Mar25  Shell Amazon Inc £4,000.00 VA 24,000,00 Open
O3Mar30 O3Mwr25 Bill 20,000.00 Open e
30Ag25 O1Jun25  Shell Bob Builder bne £33 53 VAT 2,000.00 Paid on 11.Jun 25 - 6
30Aug25 31JU25  Shell B0b Buiider ke £333.33 VAT 2,000.00 Paid on 31 Jul 26 w 8
2TAug26 28Ju25  bill John Ryan 10.000.00 Open - deein 27 days o
22Aug26 23025  Shell John Rysn inc £333.34 VA 200000 Paid on 31 il 26 w 8
WAg2S 1628 shell Amazon 10,000.00 Open - dee in 15 days Edn
09Ag25 10225  bill Amazon Inc £110 VA 19.15 Open - desin 9 days i
08AUg25 09JU25 BAQO234674 Aldi 1nc £3,355.53 VA 20,000.00 Open e

dire purcrase b
03Ag25 040425 shell Amazon 2.000.00 Open - desin 3 days Edn
03Aug25 044425  she'll Amazon 2.000.00 Open - desin 3 devs e

You must ensure your subcontractor has been selected in the ‘Supplier
Contact’. Then complete the ‘Reference’, ‘Bill Date’ and ‘Due On’ fields.

Fietoatisch Uploada fle  Choose from saved files o« @ Upload vis Smart Capture

Attachment descripton

Bill Detaile Roquired fisids"
Swpplier Contact  Bob Buider v | Adda new contact
Raference | Shell
BilDste 310d25 (i)

DueOn  30Aug25 Q
Currency Pounds Sterling
B3 sotals will be estered ) Including VAT

Exchuding VAT

Hro purchase This wit be paid using & hre purchase sgreement
prchuses.

VAT opticns ®) UK VAT Rates
Reverse Charge

Comments

Bill Contents.

This billcontains ®) A single item or itemss of the seme category

Multiple items with di¥ferent categories asd VAT rates

Spending Category  Accommodation and Meals

When it comes to Bill Contents you will notice FreeAgent has added three
nominal codes; CIS labour, CIS Travel and CIS Accommodation and Meals.
When these codes are selected it will revert to the supplier contact’s CIS
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deduction rate which you selected in step 2. There is also a code for CIS
Materials but this is at a CIS Rate of 0%.

4. Once the money has been paid to the subcontractor, it will appear as a
banking transaction as the net amount in your account.

Overview Comiscts Work v Bils  Expesses Banking v Tams v Accounting v
Bill Shell (Paid) Edit bill details | Add ancther bill
Shell Paid on 11Jun 25
Bob Builder
3 Date Jutgoing
01Jun 26 30 Aug 25
Detais. VAT Not ine total (£)
CIS Matarisis (0%) 20% 1,666.67 it
Net total £1,000.067
VAT. £333.33
GBP tota £2,000.00
CIS deduction (20%) £0.00
Payment: 11 Jun 25 £2,000.00 N
GBP due: £0.00

From there you select the bill in question to explain the bank transaction as a
bill payment for. The amount withheld will then populate the CIS 300 report.

CIS reporting

To view the CIS 300 report in FreeAgent navigate to the ‘Taxes’ tab and select
CIS. On the top-left of the screen you can select to view all CIS reports, ‘Open
or due’ and ‘Marked as filed’ reports. You can also view ‘Changed since filing’
and ‘Non-nil returns’.

Overview Comtacts Work v Bils  Experses Banking v Twms v Accounting v

v Al J

Open or dee Dates « Status File by Total due to HMRC
CIS roturn - O Aug 26 06 Jul - 06 Aug 26 Open  Aug 26 £600.00
CIS return - 08 Jul 25 08 Jun - 05 Jul 25 Overdue Bol2s £333.33
CIS roturn - 05Jun 25 06 May - 05 Jus 25 Overdue 9 Jun25 £0.00
€IS return - O5 May 26 06 Apr - OF May 26 Overdue 19 Moy 26 £000

25 por page


http://freeagent.com

37

Select a CIS return from the list to view the report. In the report you will see a
list of all subcontractors paid during that period with four columns covering
Total payments, Cost of materials, Liable for deduction and CIS deducted.

Overview Contacts Work v Bils Expesses  Banking v Tams v Accounting v

CIS return - 05 Jul 25 v Export v Markas filed
Subcontractor Total payments Cost of materials Lisble for decuction CIS doducted Staterment Submission detals
Bob Builder £3,333.34 £1,666.67 £1,666.67 £333.33 R View | Sem @ Unfled

06 Jun 25 - 05 Jul 26
25 v perpage Fibe by
19 Jul25
Amounts are exclusive of VAT Payment due
220425
Return ssmmary
£3,335.34
st of material
£1,866.67

atsle for deduct
£1,666.67

Joducted
£333.33

You can also view and send ‘CIS Payment & deduction’ reports directly to your
subcontractors from the same page.

Owerview Contacts Work v Bils  Expesses Banting v Taxes v Accounting v

CIS return - 05 Jul 25 v Export v Mark as filed
Subcontractor Total payments Cost of materials Lisble for decuction CIS decucted Staternent Submisson detals
Bob Builder £3,333.34 £1,666.67 £1,666.67 £33333 Vi) Seme @ Unfled

06 Jun 25 - 05 Jul 2§
25 v perpage Plo b
9 i2s
Amounts are exclusive of VAT Payment dua
220425
Return ssmmary
£3333.34
Cost of materisls
£1,668.67

atsle for decduct
£1,666.67

£33333

This will take you into the ‘Contacts' page in FreeAgent and open the selected
statement during the period of the report. From there you can select to save
the report or send in an email.
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Owerview Contscts Work v Bils  Experses Banking v  Tams v  Accounting v

Bob Builder EditDetals Hidecontact Addnew v
Estinatos  CIS Payments & Deductions  Statement of Account  Acoount Hister
2026/26 06 Jus - 05 Jui 25 Save a5 POF | Sorgd by ermai Bob Builder
Active
Construction Industry Scheme Solo Deme. ‘: Mu ai
~ . ob Builder
Payment and deduction statement 2 Hatherley Road 8ob Builder
Side
06 Jun 25 - 050 25 — Unted Kingdom
DAM 480G
RI/A246

woece Reterences
Glebal saquesce

Bob Builder UTR: 1234567890 30deys
Bob Buider SVN: V1234567890A

United Kingdom

Download vCard

CIS details
11Jun 25 £1,665.67 £1,666.67 £0.00 £0.00 £1,666.67 V12345676904
180en 28 £1,666.67 £0.00 £1,666.67 £333.33 £1,333.34 Standard (20%)
Totals £3,335.34 £1,666.67 £1,666.67 £333.33 £3,000.01 Verify contact with HMRC 2

Currently you can’t file the CIS 300 return through FreeAgent, but you can
export the report as a PDF or CSV file to file outside of FreeAgent.

Overview Contacts Work v Bils  Expesses  Banking v Tams v Accounting v

CIS return - 05 Jul 25 v Mark as filed

CI$300 (POF)
Subcontractor Total payments Cost of materials Lisbla for decuction CIS deducted Statyy CIS300(CSV) s
Bob Builder £3,333.34 £1.666.67 £1,666.67 £33333 View Sem @ Unfiled

06 Jun 25 - 05 Jul 26
25 v perpage e by
19 Jul25
Amounts are exclusive of VAT Payment due
220425
Return ssmmary
£3,335.34

st of material

£1866.67

sble for decuct
£1,666.67

£333.33

Once you have filed your CIS 300 report outside of FreeAgent you will be able
to mark the report as filed by selecting ‘Mark as filed’.

If any amendments are made after the filing has been completed, you can
view the status of the CIS 300 by clicking ‘Taxes’ and then ‘CIS’. Under the
status column it will state ‘Edited since marked as filed’ if any changes have
been made since submission.
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Owerview Contscts Work v Bills  Expesses Banting v T

@ Payments on 1filed CIS retum have changed and must be resubmitted to HMRC

1 you haven't slrsady, plesss review these changes and resubmit this retun to HMRC. You wil 8iso need to
reseed anry atlectad subcontractors ther updated payment and ceduction statements.

A
Description Dates . Status File by Total due to HMRC
CIS return - O Aug 26 06 Jul - 05 Aug 26 Open 9 Aug 25 £166.67
CIS return - 05 Jul 25 06 Jun - 05 Wl 25 Edited since marked as filed 8wl 25 £0.00
CIS return - 05 Jun 25 06 May - 05 Jun 25 Overdue B Jun25 £0.00
CIS return - 05 May 26 06 Apr - 05 May 25 Overdue B May 25 £0.00

25 v perpage

CIS reverse charge

To set up the CIS reverse charge, navigate to Settings and then select ‘VAT
Registration’. Make sure that ‘Do you need to use VAT rates other than
standard UK ones?' is set to ‘Yes’.

Overview Contacts Work v  Bils MyMoney v Banking v Taxes v  Accounting v Q [§ c1sSubcontractor v

UK VAT Registration v

VAT registration status Requred fiolds*

Are you VAT Registered?  Registered v

VAT settings

VAT Registration Number 123545678

9 digit

Doyouneed to use VAT rates other - No @ Yes
than standard UK ones? o, H you tradh

Important dates on your VAT registration certificate
You will find these dates on the VAT registration certificate HMRC sent you. Make sure you copy them exactly.

Effective Date of VAT Regmrnho«. OlJan 19 [:=]

First VAT return period end date 31 Mar 19 -

Frequency of returns  Quartery ~

Sales invoices

First, set up a price list item. Navigate to Settings, select ‘Price List & Stock’,
then enter a description to comply with HMRC rules, for example ‘Labour rate
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20% VAT: customer to pay VAT to HMRC’. Adding the item to the price list
avoids you having to fill it in every time you create an invoice.

Edit this Price List Item

O 7

Tha it to idertity the tem when sdding 1t to an Avoice or estTate

Oummy. 1 “nounit- v

CIS Reverse Charge Applies at @20%

Save Changes Cancel

Once you have made sure that ‘Do you need to use VAT rates other than
standard UK ones?’ has been set to ‘Yes’ in the VAT registration settings, you
will see ‘Reverse Charge’ is an option when you create a new sales invoice.

Invoice Discount %
Custom Contact Name

Custom Payment Terms

This PO reference will override any PO set for the project

Bank Account  Business Current Account

This will be used to display remittance sdvice on this invoice.

Are you using Letterheaded Paper?

Your logo and company address will be omitted

Display the project name in the Other Information section.
Always display the BIC and IBAN numbers, if defined, on this invoice.

VAT Options UK VAT Rates
@® Reverse Charge
EC VAT MOSS

CreateNew Invoice Cancel

On the sales invoice, you can either create an item if it’s a one-off, making
sure to add the text to the description box so as to comply with HMRC rules,
or you can select the item from the drop-down menu under ‘Autofill from your
price list’.
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New Invoice Item

Autofill from your price list v

Select a prce kst item to automaticaly #

.
1 “nounit- v

" | CIS Reverse Charge Applies at @20%

UnitPrice £ 1000.00

er Giscounts and credits as negative

Income  Sales
Category

Add this to your Price List

On the VAT return, the relevant figure has been added to box 6. You’ll need to
reverse this by going into the VAT return, clicking on ‘Edit Details’ and then
entering a negative figure to reverse it.

VAT Return for period 09 23 v Export v  Edit Details

Preview  Full Report

Sales Unfiled
Datea  Description Box1® Box 6 © Box8 @
VAT period dates
1] s20000 | [l 200000 | £0.00
: ) Start End
12Jul 23 Invoice 015 20000 1000.00 01Jul 23 30Sep23
I . 1
12023 Invoice 016 000 1000.00 ..
Purchases File by Pay by
07Nov23  O7 Nov23
Datea  Description Category Box4 @ Box7® Box9 @
a £833.33 | sasesst| [ £000|  Calculation details
12Jul 23 Sub Contractor 1- Bill sub 1 Subcontractor Costs 83333 436667 Scheme
Standard Scheme
Calculation Basis
Invoice
Fuel Scale Charge
None

Reverse charge bills

If you receive a bill from a subcontractor where the reverse charge is applied,
you will need to select ‘Reverse Charge’ under ‘Options’ on the ‘Add new bill’
page. You will only see this option if you have ‘Do you need to use VAT rates
other than standard UK ones?’ set to ‘Yes’.
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Supplier Contact  Sub Contractor 1
Reference.
Bill Date  12Jul 23 )
DueOn 1 Aug23 n
Currency Pounds Sterling
Bill totals will be entered (@) Including VAT
Excluding VAT

Hire purchase This will be paid using a hire purchase agreement

VAT Options UK VAT Rates
Q Reverse Charge

Comments

Bill Contents

This bill contains (@) A single item or items of the same category

Multiple items with different categories and VAT rates

Spending Category __Accommodation and Meals

If you need to account for only 5% VAT on the bill, for example if the work is
related to converting premises, then you will need to create journal entries to
reduce the relevant amounts of VAT in boxes 1and 4, using the VAT codes 819

and 818 respectively.
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Support for your clients

FreeAgent offers you and your clients a wide range of support, including:

e bespoke practice training for you and your colleagues

e ‘Getting Started’ webinars for you, your staff and your clients to help them
understand the FreeAgent basics

e a searchable online Knowledge Base

e telephone and online support for you and your staff from our dedicated
Practice Support team

e telephone and online support for your clients from FreeAgent’s customer
support team

e a co-branded onboarding email journey to help clients get started and
understand the basics of the software

Security measures at FreeAgent mean our Practice Support team will only
communicate with account managers who are listed on your Practice’s
dashboard. Make sure that you add your staff members so they can receive
support when they need it.

For more information on how to use FreeAgent, visit our Knowledge Base
online. You’ll find step-by-step instructions on how to complete a wide range
of actions in FreeAgent, from basic functions right through to more complex
accounting procedures.

Knowledge Base

Accountants’ Knowledge Base

Practice Support team

You can also contact our dedicated Practice Support team via email or
telephone, 9am - 5pm on Monday to Thursday and 9am - 4pm on Friday.

Email: practicesupport@freeagent.com
Telephone: 0800 025 3800

Please have your account manager ID ready when contacting the Practice
Support team.



https://support.freeagent.com/hc/en-gb?kb=
https://support.freeagent.com/hc/en-gb/categories/115000400624-For-accountants
mailto:practicesupport@freeagent.com
https://support.freeagent.com/hc/en-gb/articles/360001734680
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