Ciphr Payroll 2026/2027 Tax Year Update Procedure for Hosted Users

Appendix. Update procedure checklist for Hosted Users
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Ciphr Limited

The below Steps should be carried out for each company starting

Company 01
Run Data Validation and correct all errors if there are any

Run RTI Submission To Date Summary Validation, correct all errors if
there are any, resubmit RTI files accordingly

Print RTI YTD Summary Reports

Print P35 Continuation Sheet report

Print P32 Yearly Totals report

Reconcile YTD total figures

Important! Do you process benefits in kind via Payroll? If so,
print/save BIKs EE Statements and ER Summary reports

If you are processing Car and Fuel Benefits through payroll,
please be advised that you are required to complete Step 2.9
Car/Fuel Benefits Year-End Procedure of the “Payrolling Car
and Fuel Benefits in Ciphr Payroll” document.

Create New Tax Year in the company

Adjust default calendar if you are in company 01 or in a company with a
company specific payroll calendar

Reset employees Accumulators

Update Employees Tax Codes

Delete Employee Processing History

Check Pension Rates

Distribute P60 using one of the options listed below:

Print P60s

Email e-P60 forms to your employees

Confirm that the P60 forms are available on the secure online portal. If
not, please contact Ciphr Customer Care team

3rd Floor, 33 Blagrave Street, Reading, RG1 1IPW | +44 (0)1628 814000 | info@ciphr.com | ciphr.com

Ciphr Limited - Registered in England No: 04616229. Registered Office: 3rd Floor, 33 Blagrave Street, Reading, RG1 1PW. VAT Registration No: 242 6611 24

40 | 40



