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There are 2 occasions where you will want to print Levy certificates. The first is when
an employee leaves and they are “P45’d” and are entitled to a levy cert along with
their P45. Secondly at the end of a tax year where Levy Certs are to be printed for all
employees who were in employment in the company as at the 31 of December of
the tax year that you are printing certs for.

To print a cert for someone who has been P45’d go to the following menu option...
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4. Revenue Online

P45 / Lewy Certs | Output | Definitions

Contact Name |Michael Collire
Unit [444

Lazer Frinter W Show Preview !

Ernp. Mo, |Forename SuUrname |LeFt on |Se|ect
oot  Edel Deasy 03f01/2010

What this screen shows

This screen will show a list of people who have been removed from the payroll and
deemed to have left the company. By default the current tax year is the one used
when the screen opens. You may select another year by changing the year and
clicking the “Change” button. The Contact Name and the Unit number are picked up
automatically once they are entered once. The Form Version is currently defaulting
to 4 on this screen — this is a revenue requirement and may in the future be
changed. Wiztec will advise you of this change if and when the time comes. Also the
Select All and Deselect All buttons may be used if there are a lot of employees
output to the screen and you want to print for all of them.

Processing (P45 or Levy cert print) will only be performed on employees who have
the “Select” column ticked. If you want to see the Levy Cert displayed on the screen
tick the “Show Preview” button. In this case when you click the “Levy Cert” button the
following cert is displayed for you and may be printed...
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Income Levy Certificate 2010

—— Employee Details

Date of Commencement
Surname of Employee {if after 1 January 2010)

DEASY

First Name Date of Cessation

EDE L 030110

PPS Number Payrall/Works Number

90837121 0017

—— Income Levy Details
Below are the details of the Income Levy deducted in this employment only in the year 2010

0000595y

Gross Income for Income Levy

{Insart Euro figuras only )

Amount of Income Levy Deducted € D D D 1 1 L91 |[Induuinga>nl]

Where an employee had more than one pericd of employment with the same employer in the
year 2010 please insert the Income Levy figures in respect of the latest period of employment.

’— Employer Details

To Print Levy Certs for all Employees (at end of Year)

This routine is run because all employees are entitled to levy certs at year end as
well as P60s. To run this routine you must go to the following menu item...
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In the case of the following screen | have chosen the Tax Year 2009 (then clicked
the Change button) clicked “Show Preview” to output firstly to the screen and then
clicked the “Select All” button to automatically tick all the employees to print certs for
all of them. The certs can now be printed at any time during a year and for previous
years the user needs to know if Employees Certs refer to year end or not. The
options to print Levy Cert or Year End Levy Cert may be used depending on the time
frame required.
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