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Coronavirus Job Retention Scheme

This document aims to give you guidance on processing Furlough payments in Capital Gold Payroll,
making it easier to calculate what you can claim back from the government, using the Coronavirus
Job Retention Scheme (CJRS).

The calculation is suitable for:

Monthly, weekly, two weekly and four weekly paid employees
Full pay period furlough

Full pay period furlough with top-up payments

Part pay period furlough

vk wn o=

Part pay period furlough with top-up payments

Further information can be found here.

Summary of Changes
1. Identify the pay element(s) you have used to make furlough payments
2. ldentify the pay element(s) you have used to make top-up payments
3. Enter furlough dates for your furloughed employees
4

Print the new furloughed employees report. The report shows all employees’ furlough pay
for a selected range of pay periods, including their employer's NI and employer’'s pension
reclaim values. The report will calculate your company's claim values for entry into the
HMRC Job Retentions Scheme Portal

5. Create an output file that is suitable for upload to the Job Retention Scheme Portal. Like the
report, the output file will include all your furloughed employees with your company’s claim
value

NOTE

IT IS IMPORTANT THAT YOU IDENTIFY THE PAY ELEMENT(S) YOU HAVE USED TO MAKE
FURLOUGH PAYMENTS AND YOU ENTER YOUR EMPLOYEES’ FURLOUGH DATES SO THAT
WE CAN CALCULATE YOUR CJRS CLAIM ACCURATELY. IF YOU MAKE TOP-UP PAYMENTS,
YOU MUST ALSO IDENTIFY THE PAY ELEMENT(S) YOU HAVE USED TO MAKE TOP-UP
PAYMENTS.

IF YOU DO NOT WISH TO IDENTIFY SEPARATE PAY ELEMENTS FOR FURLOUGH PAY, WE
CAN STILL HELP YOU CREATE AN OUTPUT FILE. TO DO THIS YOU MUST ENTER YOUR
EMPLOYEES' FURLOUGH DATES. WE CANNOT GUARANTEE THE RECLAIM VALUES
PRODUCED ON THE REPORT OR IN THE OUTPUT FILE WHERE YOU HAVE NOT IDENTIFIED
THE FURLOUGH PAYMENTS SEPARATELY.
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Preparation - Create New Pay Elements

If you have already created separate pay elements using our previous advice go to Step 1

Salaried Employees

For salaried employees we recommend you create a new payment with a name that is easily
identifiable e.g. Furlough Payment or Furlough Payment 80%.

To do this:

1. From the Company menu, select Alter Payments / Deductions
2. Click Add New and choose No when asked if you would like to use the Wizard

1D Murmber ’? M ame |Fur||:|ugh Payrment

Categaory

|,.-:-.,|;.|;.|_|,| Before Tax & Ml Calculation

+0r-

| Payment

Tupe
|Value

Fange check

|N|:une

Report Group

btbtb L Lo

|<N0ne>

Clear to-date totalz

|.~'1'l.r1r'|l.AaII_l,I ﬂ [

m [ Qualifying E armingz

-
I~ [ Include in TP Tier Calz

-
-
“what are Qualifying & oK |

Penzionable E armings? = Lancel |

3. From the Category dropdown, choose Apply Before Tax & NI Calculation as the payment is
subject to tax and NI
4. Tick the Qualifying Earnings and Pensionable Earnings boxes

Once saved, you can use the new payment to pay your employees 80% of their usual pay.
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Things to consider

e You will have to alter the normal payment (e.g. salary) each time you process payroll.
Alternatively, you can temporarily set the salary to zero in the employee’s record. If you
want to continue paying your furloughed employee 100% of their pay, we advise that you
follow the steps above to create a Furlough 20% payment and pay the 20% of salary against
this payment/deduction

e  We will not be able to calculate your NI and pension reclaim amounts accurately unless you
do so

e If you do not set/adjust standard values in the employee details, you need to enter or
import the furlough payment each pay period

e If you process costing in Capital Gold Payroll, you will have to assign a nominal code to the
new pay element. To do this go to Company | Accounts Link | Configure Accounts Link |
Payments/Deductions tab and enter a nominal code for the furlough payment

Hourly Paid employees

For hourly paid employees, we recommend you create a new pay rate with a name that is easily
identifiable e.g. Furlough Payment or Furlough Payment 80%.

To do this:

1. From the Company menu, choose Alter Company Details
2. Select the Pay Rates tab and click Add New

rﬁ Company Details @

Compary ] Tax ] Bank Detals  Pay Rates I Oxertirme ]

Mo Marmative Amnount Fived | Manual ==

Surgeon

Parter

Conzultant

Adrniniztrar

b atron

Cleaner 11.8000
9 Mortician

10 | Midwife

11 |Pharmacist

12 [Furlough Payment |

(== S = p R ) I S ]

ooooEUOooobooo
oooooococoboo

|

Add new

HMRLC Details Payment Surmmary (1] 8 Cancel
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You will also have to indicate that the new hourly rate is part of Qualifying and Pensionable

Earnings.

To do this:

Go to the Pension menu
Select Configure Earnings

M wn o=

Then Save

Salary Rates l F'a_l,l.v'Deds]

Rates

Qualifying
E arnings

Pensionable
E arnings

Doctor
Hurse
Surgeon
Porter
Consultant
Administrar
Matron
Cleaner
Mortician
Midwife
Pharmacist
Furlough Payment

EBEEEEEEEEEEE

ﬂﬁlﬂlﬁlﬂlﬂﬁﬁlﬂlﬂlﬂlﬂ
4

‘whhat are Qualfying & Pensionable E amnings?

Things to consider

Save | LCancel |

Next to the relevant Pay Rate, tick Qualifying Earnings and Pensionable Earnings

e You will have to alter the normal hours paid each time you process payroll, or you could
temporarily amend the hours and rate in the employee’s record. If your employee’s normal
pay is 40 hours at £10 per hour, set the number of hours to zero in the Pay Screen Default
section and pay the employee 40 hours using the new furloughed rate, setting the

employee’s rate to £8 per hour

e If you want to continue paying your furloughed employee 100% of their pay, we advise that
you follow the instructions above and create a new rate for Furlough 20%. In the Pay Screen
Default section, you could enter the 40 hours (using the example above) @ £2 per hour

Preparation
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Employee Details

Bl Employee details - DUNSTON Arnold (1) (=3
Qeneral] Eeriod] Salary Rates ]lam’NI] Pa_l,u'gedsl To-Datg] Eank] Eost_ing] QSPI Auto Enrol] Pgnsions]

Haourly Rates far | No | R ate | £/Hour Tl—ol?[;‘;ste H | £ ToDate | H -
this Empleyes 175 Fleaner 11.8000
3 |Muartician
10 | Midwife
11 | Pharmacist 1
12 | Furlough Payment £.0000 = g~
Hours Fiate Factor Rult by
Pap Screen
D efault for this 0.00 Doctor wertime 1.2500
Employee 40.00 Furlough Payment 1.0000

User-Defined | Clone | Furlough ak Save LCancel

Original Payslip

DUNSTON Amold W NI NWor TM3422198 NI Rate: A Tax Code: 12347
Wek Na: 1 Emplovee MNo: 21 Dept Neurology Date: 10/4.2020
Pavments Oty Rate Am ot Deductions Sum mary this Week
Basc 40.00 10.00 40000 ER AE Pension 840 | Gross Taxable 400.00
EE AE Pensan 14.00 | PAYE Tax 3160
NIC 16.04
Totel Paym ents 400.00
Total D eductions T1.64
Net Pay 31836
Detalls Gross Tazatle 400.00 Hals Left (Days) 2150
To-date: PAYE Tax 31.60 NcetFPay 328.36
NIC 26.04
Piverzside Hasgpital PLC I Payable by BACS 328,36

Furloughed Payslip

DUNSTON Ameld W NI N NMP3I656A NI Rate. A Tax Code: 1254T
Week Noo 1 Emplayes Na: 21 Dept Neurdogy Drare: 10042020
FPayments Qty  Rate Am ount Deductions Summ ary this Weel
Furloegh Pay 8 40,00 200 320.00] ER AE Pension 240 | Gross Taxable 400.00
Furloegh Pay 2 40,00 200 2000] EE AE Pension 14.00 | PAYVE Tax 3160
NIC 2604
Total Paym ents 400.00
Total Dedudtions 7164
Net Pay 32836
Details Gross Taxzble 400.00 Hdls Left{Days) 2230
To-date:  PAYE Tax 31.60 NetPay 328.36
NIC 26.04
Riverade Hosptal FLC I Pavable by BACS 13838
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Employer Pension Contributions

HMRC state that you cannot claim any automatic enrolment contributions above the minimum
mandatory employer contribution of 3% of income (above the lower limit of qualifying earnings
which is £512 per month until 5th April and £520 per month from 6th April 2020 onwards).

B ermployee details - KILDARE Kevin (12) (=3
ﬁeneral] EBliDd] Sglaly] Bates] Tau/Ml  Pay/Deds l To-Datgl Eank] D:-st_ing] §SF'I Auto Enml] F'gnsions]

o oo Period Period | Carry Reference | «
Mo Dezcrption ‘ Standard ‘ | Lower | Upper | To-Date Dwer ‘ H ‘ Number
E Penzion Employes 5.00 LOWER UFFPER Q.00

7 Penzion Employer 10.00f & LOWER UFPER 000 EI

[2e0 setwas

Uszer-Defined | Clone | Furlough | K | Save | LCancel |

If you provide more than 3% in employer's pension contributions and do not want to be out of
pocket for furloughed employees, you must reduce the employer contribution.
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STEP 1: Identify Furlough Payments

Identify the pay element(s) you have used to make furlough payments.
To do this:

1. From the Company menu, select Company Options
2. Click the Furlough button and then select the Configuration tab

Place a tick in the Furlough column for any pay elements used specifically to make furlough
payments

4. If you make top-up payments, place a tick in the Top-up column for any pay elements used
specifically to make furlough top-up payments
i |

Furlough T Configuration

Taxable/Nlable Payments | Furlough | Top-up Rates Furlough | Top-up

Bonus ] ] Doctor
Furlough Payment g ] Murse
Surgeon
Porter
Consultant
Administrar
Matron
Cleaner
Mortician
Midwife
Pharmacist
Furlough Pay

EOOOOOOOooooo
DHEEEEEEEEEE

QK. Lancel
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STEP 2: Enter Employee Furlough Dates

Enter your Employee Dates
To do this:

1. From the Employee menu, select Alter Current Employee
2. Click the Furlough button and enter your employee’s furlough dates

Enter any furlough periods for the employee. If &
furlough period is ohgoing, just enter the start date.

Start D ate End Date
01,/04/2020

Ok | Cancel |

Import Furlough Dates

If you have many employees for whom you would like to set the furlough dates, you may find it
quicker setting up a csv file or excel file and importing the data. We have added Furlough Start Date
and Furlough End Date to the import process.

To do this:

1. From the File menu, select Import Data
2. Click the Add button and choose not to copy the current structure

You can configure the following import structure. Perhaps at this point you may just need
the Furlough Start Date

Selection ] Details  Fields ] Oplions ]

Start

Default | = Check
Poszition Lang i Walue s

Save

Field 1D Line

CODE
Furlough Start D ate

Furlough End Diate
Inzert
Delete
Format

<

Impart | Cloze
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STEP 3: Print Employee Furlough Report

Print your Furlough Reclaim report

To do this you will have to select the new report from the Report Library:

1.
2.

From the Reports — Library Selection menu, choose Multi Period Reports

Highlight Furlough Reclaim and click the Select button, or simply double click Furlough

Reclaim

Search |

Descrphion

Apprenticeship Levy

Furlough Beclaim

History Statutary Payments

Hiztary Summary

Hiztory Summary [Department T atals By Period)
Lacal Govermment Penzion Scherme Surmmany
i ulti Perniod Lazer Payzlip

M ulti Period Owertirme Surmmary

ulti Period Payment Deduction Surmmary

Chooze a report to be copied out of the libran.

Select |

To print the report, go to Reports - Multi Period Reports and select Furlough Reclaim

Chose the pay period(s) for which you want to calculate your Job Retention Scheme Claim

The report displays furlough payment, employer's NI claim, employer’'s pension claim and

total claim value. It will also display the top-up payments if you are using them

STEP 3: Print Employee Furlough Report
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STEP 4: Create Output File for CJRS Portal

Create the Job Scheme Retention Claim file for upload to the CJRS Portal
To do this:

1. From the Company menu, select Company Options
2. Click Furlough button and then select the Furlough tab

ﬂ Job Retention Scheme Settings

,gl‘! T Configuration
JRS Claim File
Compary Bank Account Holder
“ou muszt enter one of the following Only enter details if papment iz going to a personal bank
account
Cormpany Registration Mumber

Corporation Tax Unique Reference Mumber First Mame |

Self Azzeszment Unique Reference Mumber Last Mame |

Contact Details

Mame |

Murnber |

Start Period End Period Claim D ate Range
wieek Mo ls_ﬁ v wieek No ls_j v Y'ou must enter the date range

MonthNe [2 =] [ | MonthMo [2 = [ || ClaimPerod Start Date [17/06/2020  F)

Year 2020421 - ‘ear 2020421 - Clairn Period End Date | 17/06/2020 E

File Creation

+ Usze Paproll data Amount claimed for furlough pay 0.00
" Use Gross Nlable Amount claimed For Ermployer's M1 0.00
= Manually erter Reclaim Values Amount claimed for Employer's Pension 0.00

Create File Taotal Claim Y alue 0.00

ok | LCancel

3. Enter the appropriate Company, Bank Account Holder and Contact Details as required

4. Select your pay period or range of pay periods. If you have weekly and monthly paid

employees, they must all be included in a single claim

5. Take care when entering the Claim Date Range. You are only allowed to make a single

claim for the same claim period

6. If you identified your furlough payments, leave the File Creation option set to Use Payroll

data

7. If you did not identify your furlough payments, but you have entered your employee's
furlough dates, you can choose the File Creation option Use Gross Niable. This option
assumes that all the employee’s pay in the pay period is furlough pay and there is no top-

up payment

STEP 4: Create Output File for CJRS Portal
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8. If you did not identify your furlough payments, but you have entered your employee’s
furlough dates, you can choose the File Creation option Manually enter Reclaim Values.
This option allows you to enter your Reclaim Values. You will also have to manually
calculate your reclaim values for each employee and enter them into the file after you have
created it

9. Select Create File

a. If you have already created a file for this claim period, you will be prompted to
overwrite the existing file

b. You will receive confirmation when the file is created and be asked if you want to

open the file
B
Murnber of Employees in File: |
Furlough Reclaim Total: n.on
Employer NI Feclaim Tatal: Q.00
Employer Pengion Reclaim Tatal: n.on
Tatal Claim Amount: 0.00

Succezsfully created: C:hPegazushGold
Payrol\Furloughs 002071 _0B0420. xlsx

Would vou like to open the file?

Yes Mo

10. If you would like to change the location where the output file is created, you can create a
file in the payroll program installation folder called furlough.loc. Simply type the file
location into the file e.g. C:\HMRC Furlough Claims. In our example we created
furlough.loc using Notepad

- furlough.loc - Notepad

File Edit Format View Help
C:\HMRC Output Files

@ccenfull}l created: C:AHMRAC Output Filesh 00207 _01 0420, #lsx )

Would you like to open the file?

Mo

STEP 4: Create Output File for CJRS Portal Page 13 of 17
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How much money do | claim?

You will receive a grant from HMRC to cover the lower of 80% of an employee’s regular wage or
£2,500 per month, plus the associated Employer National Insurance contributions and minimum
automatic enrolment employer pension contributions on that subsidised wage.

Employee is furloughed for part of a pay period

If an employee is furloughed part way through a pay period, only a portion of the employer’'s NI and
employer’s pension will apply to the furlough payment.

Assuming a monthly paid employee with annual salary of £24,000 is being paid in April 2020/2021.
The employee is paid from April 1st to April 30th, works Monday to Friday and is furloughed from
Monday 13th. The employee has 12 working days and 18 furloughed days in April. The employee in
this example is on NI Letter A and has contributed 3% to an Automatic Enrolment scheme on
earnings above £520.

Normal Pay £2,000 /30 * 12 £800.00
Furlough Pay (£2,000 / 30 * 18) * 80% £960.00
Total Pay for Month 1 £1,760.00
Employer’'s NI on Gross of £1,760 £141.86
Employer’s Pension on Gross of £1,760 £37.20

Proportion to claim back

You can claim back the proportion of the NI and pension associated with the furlough payment.

Employer’s NI
(£800 + £960 - £732) * 13.8% = £141.86
£141.86 /30 * 18 = £85.11

Employer’s Pension

Furlough Pay is £960
£960 — (£520 /30 * 18) = £648
£648 * 3% = £19.44

NOTE: PAYROLL WILL NOT CALCULATE THIS FOR YOU IN A QUICK REPORT.
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Paying Employees 100% of Pay

If you are paying employees 100% of pay while furloughed, you will have to work out how much
employer’s NI and employer’s pension you can claim back.

The Quick Report will not calculate this for you.

Example

| pay an employee £3,500 (which is 100% pay). NI Letter A. Pension is 3% above £520. £2,500 is
identified in the payroll as a separate payment element.

e Employer's NI is £381.98
e Employer's Pension is £89.40

Furlough Reclaim is:

Employer's NI: £2,500/3500 * 381.98 = £272.84
Employer’s Pension: £2,500 — £520 * 3% = £59.40
Employee Payment: £2,500.00
Therefore, | can only reclaim: £2,500.00 + £272.84+ £59.40 = £2,832.24

Employment Allowance

NOTE: IF YOU ARE CLAIMING EMPLOYMENT ALLOWANCE, YOU MUST NOT CLAIM
EMPLOYER’S NIC UNTIL YOU HAVE MET YOUR THRESHOLD. FOR INSTANCE, IF YOU ARE
CLAIMING £4,000 EMPLOYMENT ALLOWANCE AND THE EMPLOYER'S NIC DUE IS LESS
THAN £4,000, YOUR EMPLOYER'S NIC CLAIM WILL BE NIL.
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What information do | need to make a claim?

To claim for furloughed individuals, you will need the following:
To claim, you will need:

e Your employer PAYE scheme reference number

e The number of employees being furloughed

e National Insurance Numbers for the furloughed employees

e Names of the furloughed employees

e Payroll/employee number for the furloughed employees (optional)
e Dates each employee was furloughed

e The claim value per employee

e Your Self-Assessment Unique Taxpayer Reference, Corporation Tax Unique Taxpayer
Reference, Company Registration Number or Employer Name (as appropriate)

e The claim period (start and end date)

e Amount claimed (per the minimum length of furloughing of 3 consecutive weeks)
e Your bank account number and sort code

e Your contact name

e Your phone number

As advised in this document, you need to calculate the amount you are claiming. HMRC will retain
the right to retrospectively audit all aspects of your claim.

If you use an agent who is authorised to act for you for PAYE purposes, they will be able to make a
claim on your behalf. If you use a file only agent (who files your RTI return but doesn’t act for you on
any other matters) they won't be authorised to make a claim for you and you will need to make the
claim yourself. Your file only agent can assist you in obtaining the information you need to claim
(which is listed above). HMRC are endeavouring to make the claim process as straightforward as
possible.

Useful Links

HMRC are endeavouring to make the claim process as straightforward as possible, for further
information see:

e Guidance to claim for wage costs through the CJRS

e Guidance to work out 80% of your wages to claim through CJRS
e CJRS calculator

Further information Page 16 of 17


https://www.gov.uk/guidance/claim-for-wage-costs-through-the-coronavirus-job-retention-scheme
https://www.gov.uk/guidance/work-out-80-of-your-employees-wages-to-claim-through-the-coronavirus-job-retention-scheme?utm_source=050b4a63-453d-4aed-93ce-67e981006b92&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.tax.service.gov.uk/job-retention-scheme-calculator/?_ga=2.181034020.2091949645.1587402281-387771673.1586716679

Furlough Guide

Temporarily Stop Direct Earnings Attachments (DEA)

The Department of Work and Pensions (DWP) is writing to employers asking them to temporarily
stop benefit debt repayments. You should not take any DEA deductions from your employees’ pay
in April, May or June 2020. You will be told if this will be extended.

To do this in Capital Gold Payroll

1. Go to Employee | Alter Current Employee

2. Select the individual
On the Pay/Deds tab, click the AEO Settings button
Bl employee details - DUNSTON Armold (1) [==3a]
ﬁeneral] Eeliod] Sglaly] Bates] Tau/Ml  Pap/Deds l To-Datg] Eank] D:-st_ingl ESP] Buto Enml] F'gnsionsl
o oo Period Period | Carry Reference | *
Mo Dezcription ‘ Standard ‘ | Loweer | Upper | To-Date ‘ Dwer ‘ H‘ Humber
1 Bonus 200.00 0.00 1000.00 2187.00
2 |Expenzes 2153.00
4 AT 25.00 -225.00
10 Season Ticket Loan 40.00 0.00
11 Advanced Money 000
12 Council Tax Order 0.00
22 |DEA Standard - 0.00 0.00 ﬁl
AED Settings
Uszer-Defined | Clone | Furlough | g | Save | LCancel |
4. Take note of the Outstanding Balance. You will need to re-enter the value when advised to
start taking the deductions again, currently planned for July 2020
m AEQ Settings - DUNSTON Arneld (1) x
Mo Drescription lssue Date Standard | E;‘%Eﬁ‘[ | To-Date Dutslt:'r:ding Reference Nurnber Agency Mame =
12 | Council Tax Order Auto 0.00 0.0o 0.00
22 DEA Standard 01/01/2019 At 1500.00 248.23' 1251.?7' -
To configure new AED deductions, you must first add them on the Pay/Deds tab in Employes Details. Ok Lancel
Set the Outstanding Balance to zero
6. Click OK and save your changes

For more information see: https://www.gov.uk/government/publications/direct-earnings-
attachments-an-employers-guide

Further information Page 17 of 17


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

