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Note:  Employment Allowance for 2015/16 
If your company started claiming Employment Allowance in 2014/15, there is no need to re-apply or re-inform 
HMRC of your wish to do so again in 2015/16. 

Simply do the following: 

1. Go to Setup> Payroll Information and check that your Employment Allowance indicator is ticked. 

2. Use Section 3 of the guide to start claiming your £2000 allowance again from month 1 of 2015/16. 
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Please read this guide carefully.  We recommend that you print this guide to make it easier to 
follow.  Please also visit HMRC’s website for additional information: 

https://www.gov.uk/government/publications/employment-allowance-more-detailed-guidance 

 
 

Employment Allowance: up to £2000 off your Class 1 NICs 
 

1. Key Facts 
 

1.1) Who can claim? 

The Employment Allowance became available from 6 April 2014. If you are eligible you can reduce your employer 
Class 1 NICs by up to £2,000 each tax year. 

You can claim the Employment Allowance if you are a business or charity (including Community Amateur Sports 
Clubs) that pays employer Class 1 NICs on your employees’ or directors’ earnings. 

If your company belongs to a group of companies or your charity is part of a charities structure, only one 
company or charity can claim the allowance.  It is up to you to decide which company or charity will claim the 
allowance. 

You can only claim Employment Allowance against one PAYE scheme, even if your business runs multiple 
schemes. 

Not all businesses can claim the Employment Allowance, check HMRC’s guidance HERE. 
 

1.2) How to apply for the Employment Allowance 
 

If you’re eligible, applying for the Employment Allowance is simple:  just tick a box in your AccountEdge Plus or 
AccountEdge Plus NE software and submit an Employer Payment Summary (EPS) to HMRC to inform them of 
your intention to claim.  That’s it!   (Full details about how to apply can be found in Section 2, below) 

Once you have applied for Employment Allowance, HMRC will automatically carry your claim forward each tax 
year.  So, at the beginning of each year you should check your circumstances haven’t changed. 

 

1.3) How to claim your Employment Allowance 

Once you’ve sent an EPS informing HMRC of your intention to claim the Employment Allowance, you can use 
your AccountEdge Plus software to help make your claim.  Making your claim simply involves reducing the 
amount of Class 1 NICs that you would normally pay to HMRC for a period.  You continue to reduce your Class 1 
NIC’s until you reach the maximum claimable yearly allowance of £2000. 

AccountEdge’s P32 Report will automatically display the amount claimable and the reduced total liabilities due 
for a given period, up to the £2000 maximum.   (Full details can be found in Section 3, below) 
 

1.4) How the Employment Allowance works 

When you make your claim, you must reduce your employer Class 1 NICs payment by an amount of Employment 
Allowance equal to your employer Class 1 NICs due, but not more than £2,000 per year. 
 

For example, if your employer Class 1 NICs are £1,200 each month, in April your Employment Allowance used will 
be £1,200 and in May £800, as the maximum Employment Allowance is capped at £2,000. 
 

Further HMRC guidance about claiming the Employment Allowance can be found HERE. 

https://www.gov.uk/government/publications/employment-allowance-more-detailed-guidance
https://www.gov.uk/government/publications/employment-allowance-more-detailed-guidance
https://www.gov.uk/government/publications/employment-allowance-more-detailed-guidance
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2) Applying for the Employment Allowance 
 

2.1) Check you are in the payroll year 2014/15 or later 

Employment Allowance became available from 6 April 2014 onwards.  AccountEdge’s Employment 
Allowance features will only operate in payroll years 2014/15 or later. 

 

2.2) Indicate your intention to claim Employment Allowance 

a. Go to Setup> Payroll Information, found at the top of your screen. 
 

 
 

b. In the General Payroll Information window, tick the Employment Allowance checkbox. 
 

 
 
 

Once ticked, the Max. Claimable amount of £2000 will appear. 
 
The Starting Tax Month will indicate the month in which you wish to start claiming the Employment 
Allowance.  For most employers this will be Month 1 (April). 
 
Note: If you start to claim Employment Allowance after month 1 of your payroll year, please see additional 
HMRC guidance HERE. 

Note:  If your company started claiming Employment Allowance in 2014/15, there is no need to re-apply or 
re-inform HMRC of your wish to do so again in 2015/16.  Simply check that the Employment Allowance 
option is ticked and use Section 3 of the guide to start claiming your allowance for 2015/16 

 

When you have checked your information, click OK. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/298927/claiming.pdf
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c. You will receive an information window indicating your intention to claim Employment Allowance: 
 

 
 
 

Unless your company started claiming Employment Allowance in a previous year, you must submit an 
Employer Payment Summary (EPS) to HMRC to inform them of your intention to claim Employment 
Allowance before you start reducing your Employer Class 1 NIC payments. 
 

We recommend that you submit an EPS now to apply for Employment Allowance. 
 

2.3) Send an Employer Payment Summary (EPS) to HMRC 

Note:  Not required if your company started claiming Employment Allowance in a previous year. 

Note: This EPS will be sent for the sole purpose of informing HMRC of your intention to claim Employment 
Allowance where you have never claimed it before.  Any liability amounts that you may be entitled to recover 
later (such as SMP, SAP, OSPP, ASPP or CIS deductions) can be sent in a subsequent EPS, as normal. 

a. From the Payroll command centre, select Employer Payment Summary. 
 

 
 

b. The Employer Payment Summary window will appear, similar to below: 
 

 

 Confirm that the Employment Allowance option is ticked and that the Starting Tax Month is correct. 

 Click Next. 
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c. The Enter Company Information window will appear, similar to below: 
 

 
 
Note:  The Refund Information fields are not related to Employment Allowance.  Enter your banking details 
to inform HMRC of the account you wish to receive other refunds, if they become due. 

 
Check your company information and click Next to submit your EPS. 

 
That’s it!  You’ve applied for your Employment Allowance. 

 

3) Claiming your Employment Allowance 
Making your claim simply involves reducing the amount of Class 1 NICs that you would normally pay to 
HMRC for a period.  You continue to reduce your Class 1 NIC’s until you reach the maximum claimable 
yearly allowance of £2000. 

Note: If you start to claim Employment Allowance after Month 1, please see further HMRC guidance HERE. 
 

 

3.1) Process your payroll as normal for the month 
 

Process your weekly, fortnightly and monthly payroll(s) as normal for the month.  Print your payslips 
and send your Full Payment Submissions to HMRC, absolutely as normal. 

 

3.2) Check your P32 Report before paying PAYE/NIC liabilities 

AccountEdge’s P32 Report will automatically display your claimable Employment Allowance and 
adjusted total liabilities due for a given period, up to the yearly £2000 maximum allowance. 

Each month, before paying your PAYE/NIC liabilities to HMRC, check your P32 Report to check for any 
available Employment Allowance for the period.   
 

a. Go to the Index to Reports, select the Employer’s Payment Record [P32] report and click Display. 
 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/298927/claiming.pdf
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b. Your P32 Report contains three additional columns to help you claim your Employment Allowance: 
Employer’s NIC,  Employment Allowance and Adjusted Total Due. 
 

Important!  Employment Allowance values will only be displayed when the P32 Report’s filters are set to the 
default settings of  Pay Frequency: ‘All’  and  Tax Period: ‘Year to Date’  
 

In the example below, the company pays weekly and monthly and has processed April, May and June pays. 
 

 
 

Total Due 
This is the total amount of PAYE/NIC liabilities that the company would normally be due to pay, without the 
Employment Allowance being claimed.  In the example, the company would be due to pay £3036.84 for April. 
 

Employer’s NIC 
This is the Employer’s Class 1 NICs.  In the example, the company’s Employers Class 1 NICs were £920 for April. 
 

Employment Allowance 
This is the amount of Employment Allowance that the company is entitled to claim against Employers Class 1 
NICs for the period, up to a maximum of £2000 for the year.  In the example, the company can claim £920 of 
the maximum £2000 yearly Employment Allowance in April. 
 

Adjusted Total Due 
This is the actual amount of PAYE/NIC due to be paid for the period after any available Employment Allowance 
has been deducted from the original Total Due.  In the example, the company would only need to pay £2116.84 
of their original £3036.84 total liability for April. 
 

Notes: 
 

 The Employer Allowance column will continue to display allowance values until the £2000 yearly allowance 
has been reached.  After £2000 has been reached, 0.00 will be displayed in this column.  In the example 
above, the £2000 maximum allowance was reached in week 12 (month 3). 

 

 The Adjusted Total Due column will continue to deduct the Employer Allowance amount from the Total 
Due until the £2000 yearly allowance has been reached.  After the £2000 maximum has been reached, the 
Adjusted Total Due column will display the same values as the Total Due column. 

 If you start to claim Employment Allowance after Month 1, please see additional HMRC guidance HERE. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/298927/claiming.pdf
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3.3) Record your reduced PAYE/NIC payment for the month 
 

Depending on your preference, use either section 3.4 - Spend Money or 3.5 - Pay Liabilities below when 
claiming Employment Allowance in a given month. 
 

Important!  You should continue to reduce your PAYE/NIC payments in the manner described below 
until you reach the £2000 yearly maximum.  Once you have reached the £2000 maximum, return to 
recording your payments as normal. 
 

In both examples that follow, we will use the values found in the sample P32 Report, above. 
 

3.4) Recording your reduced PAYE/NIC payment from Spend Money 
 

If you prefer to record your HMRC payments via Spend Money, then follow the steps below when 
reducing your payment by claiming Employment Allowance. 

 

a. Go to the Banking command centre and select Spend Money. 
 

 
 

b. In the top section, enter the adjusted total that you are going to pay to HMRC.  In our example, we are 
going to pay April’s adjusted total of £2116.84. 

 

c. Enter a Memo similar to the example, indicating what the payment is for and the amount of 
Employment Allowance claimed in this payment. 
 

d. Enter two lines to allocate the payment: 
 

1. The unadjusted total due amount, allocated to your PAYE/NICs Payable account.  In our example we 
are allocating April’s original £3036.84 total due, to the PAYE/NICs Payable account. 

 

2. Your claimed Employment Allowance, entered as a negative value, allocated to your Employers NIC’s 
expense account.  In our example, we are recording our -£920 Employment Allowance claim to the 
Employer’s NIC’s expense account. 

 

e. Use VAT Code N-T on both lines.  When ready, click Record.   That’s it - you’re all done! 
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3.5) Recording your reduced PAYE/NIC payment from Pay Liabilities 
 

If you prefer to record your HMRC payments via the Pay Liabilities window, then follow the steps below 
when reducing your payment by claiming Employment Allowance. 

 
a. Go the Payroll command centre and select Pay Liabilities.  The following information window will be 

displayed: 
 

 
 
If you have not already viewed your P32 Report to help calculate any Employment Allowance you may 
be able to claim for the month, you should do so now by clicking P32 Report. 
 

If you wish to proceed to the Pay Liabilities window, click OK. 
 

b. The Pay Liabilities window will appear.  As noted above, you will see that your liabilities will remain 
unadjusted in this window.  Proceed to record your Pay Liabilities for the month as you would normally. 

 

In our example, April’s Pay Liabilities transaction will result in us recording a £3036.84 payment for what 
was an adjusted total due of only £2116.84.  We therefore now need to record a £920 adjustment to 
reflect the actual reduced amount you will pay HMRC. 

 

c. Go to the Banking command centre and select Receive Money. 
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d. In the top section, ensure that Deposit to Account is set to the same bank account you used in your Pay 

Liabilities transaction. 
 

e. Enter the value of the Employment Allowance you are claiming for the month.  In our example we are 
claiming £920 for April. 

 
f. Ensure that you use the same Date on this adjustment as that used in your Pay Liability transaction. 

  
g. Enter a Memo similar to the example above, indicating what the adjustment is for. 

 
h. Allocate the transaction to your Employers NIC’s expense account.  Use VAT Code N-T. 

 
i. When ready, click Record.   That’s it - you’re all done! 
 
 
Note – Bank Reconciliation  This method of recording your HMRC payments will result in two transactions in 
your AccountEdge bank, equalling the value of the one payment actually made to HMRC. 
 

In our example, when reconciling the AccountEdge bank account we would find a payment of £3036.84 and 
a receipt of £920 on the same date, which would be reconciled against April’s bank statement payment of 
£2116.84. 

 
 

 
 
 


