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Chapter 1 – Absence reports 

Absence analysis 

Brief description: 

The Absence analysis report provides analysis of absences within a defined date period. 

The report is highly configurable and can be run on individual, or all, business units to 
analyze absences within: 

 A defined age group. 

 Individual genders. 

 A particular location. 

 A line managers' jurisdiction. 

 A particular Service Band. 

 A combination of all the above. 

 

Who should run this report? 

The report is intended for use by the human resource team, to collate and distribute 
information, and for management as an aid in assessing attendance levels and employee 
morale. 

 

When should the report be run? 

This report can be run at any time, possibly as part of a trouble shooting exercise when 
examining production level trends. 
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Absence review 

Brief description: 

The intent of this report is to provide a comparison of the periods of absence taken with the 
documentary evidence logged for those same time periods. Ultimately Payroll 
Administrators will have judge themselves whether the documentary evidence is relevant, 
and whether it is sufficient to justify the absence. 

 

Who should run this report? 

The report is intended for use by both payroll and HR when deciding on occupational and 
statutory absence payments. 

 

When should the report be run? 

This report can be run at any time, but more likely to be run prior to the issue of any 
statutory or occupational health payments. 
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Bradford Factor  

Brief description: 

The intent of the Bradford factor report is to analyse absence by an accepted method known 
as the Bradford factor. The Bradford factor is a way of illustrating how disruptive frequent 
short-term absence, around weekends for example, can be, relative to occasional longer 
spells of absence.  

Bradford scores are a way of identifying individuals with serious absence and patterns of 
absence worthy of further investigation. It helps highlight causes for concern and often is 
one of the first steps in an attendance procedure. 

The Bradford Factor is calculated using the following formula S * S * D where S = instances 
of sickness and D = total days of sickness within the 52 week period. 

So, for example: 

 One absence of 14 days is 14 points (1 x 1 x 14). 

 Seven absences of two days each is 686 points (7 x 7 x 14). 

 14 absences of one day each is 2,744 points (14 x 14 x 14). 

 

Who should run this report? 

The report is intended for use by HR as a specific check on a particular employee where it is 
suspected that, habitually, days off are being taken for reasons other than ill-health. 
Additionally, the report can be utilised as an overall confidence check by providing a 
Bradford factor for all employees. 

 

When should the report be run? 

This report can be run at any time, but more likely as a result of a particular employee's 
attendance issue. In any case it is recommended that the report is run for business units at 
regular intervals to highlight any potential attendance issues. 



Chapter 1 – Absence Reports ADP freedom Reports Catalogue 

ADP freedom  Page 1-6 

 



Chapter 1 – Absence Reports ADP freedom Reports Catalogue 

ADP freedom  Page 1-7 

Employee absence in selected period  

Brief description: 

This report provides a complete list of recorded absences for the requested reporting period. 
It identifies the duration of each absence within the reporting period. This may not be the 
entire duration of an absence e.g. if it began before the report From date and/or ended after 
the To date. In this case, messages are included on the report e.g. “Absence continues after 
period end”. 

The report can be based on the following criteria: 

 A specific Company or All 

 A specific Pay Group or All 

 A specific Business Unit Type 

 A specific Business Unit or All  

 A specific Business Unit, including the business units that report to it ie Child 
Bus 

 A specific Location or All 

 A specific Cost Centre or All 

 Report Date From and Report Date To 

 

The report can be grouped by Absence category, or by Employee. 

 

Who should run this report? 

The report is intended for use by management and the human resource department as an 
overview of absence for a selected period. 

 

When should the report be run? 

The report should be run on a regular basis and possibly as part of a trouble shooting 
exercise when examining production level concerns. 
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Employee balance of annual leave  

Brief description: 

The purpose of this report is to provide management with the balance of leave of their 
employees. The report can be either by business unit or by line manager. If the report is by 
business unit, the user has the option to select an individual business unit, or all business 
units.  

 

Who should run this report? 

The report is intended for use by HR and management to ensure that un-taken leave is not 
accumulating to such a level that it would eventually pose a problem for staffing levels. 

 

When should the report be run? 

This report can be run at any time, but the recommendation is that it should be run at least 
quarterly. 
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Employee enrolment history  

Brief description: 

The purpose of this report is to provide management with the history of their employees’ 
enrolment, during the selected period, into the various leave and occupational health plans 
that they have implemented. 

Once an absence plan type has been selected then the user has the option to select an 
individual plan or All plans that are of the selected type. Alternatively, the user can elect to 
report on all absence plans by placing a check-mark into the All box adjacent to the Absence 
plan Type drop-down list. 

 

Who should run this report? 

The report is intended for use by management and the human resource department as an 
indicator of the success and popularity of optional absence plans 

 

When should the report be run? 

The report is a useful tool in assessing the impact of a new absence plan or following a 
management drive to encourage employee take-up of particular plans.  
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Enrolment log review  

Brief description: 

The Enrolment log maintains a record of both automatic and manual enrolments that have 
been processed during the last 21 days. It provides an enrolment status (whether it was 
completed or not), the date of the enrolment, and the name of the employees who were 
enrolled. 

 

Who should run this report? 

The report is intended for use by management and the human resource department as a 
confidence check that automatic enrolment is functioning correctly for both existing 
employees and new starters. 

 

When should the report be run? 

Typically, the report should be run after a number of new starters have been fully processed 
to ensure that automatic enrolments have been successful. Additionally, when an existing 
plan is terminated and a new plan is implemented than this report will confirm that eligible 
employee's have been assigned the new plan automatically.  
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Recalculated absence durations 

Brief description: 

Whenever an employee’s shift pattern changes, either because the definition of the shift 
pattern is amended, or because the shift pattern they are assigned to changes, an automatic 
process will recalculate the durations of any affected absences. This in turn might trigger an 
update of the employee’s balance of annual leave and may affect sick pay. 

An example of when this might be needed is when an employee has booked annual leave for 
some future date, but then changes job (and therefore shift pattern) to work a different 
number of days per week. 

This report identifies where absence durations have been calculated within the specified 
period. 

 

Who should run this report? 

HR should run this report as part of the confirmation process when employee working times 
are changed.  

 

When should the report be run? 

Any of the following may require that absence durations are recalculated, the report should 
be run for each occurrence.  

 A user modifies an existing shift pattern definition 

 If a user modifies a shift pattern, such that the times/days worked are 
altered, this affects all employees who have, are or will be assigned to this 
pattern. 

 A user changes the shift pattern assigned to a Company/Position/Appointment. 

 This could be as a consequence of adding a new assignment, changing an 
existing assignment, or a deleting an assignment. 

 A user changes an employee’s appointment. 

 An employee transfers to a different pay group. 
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Recovering SSP 

Brief description: 

Note: This report cannot be run on data for tax years 2014/15 onward as following the 
abolition of the Percentage Threshold Scheme (PTS) it no longer relevant. 

The purpose of this report is compare the amount of SSP paid out each tax month with the 
Class 1 NIC for the same tax month, thereby indicating to the user if they are entitled to 
recover some of the cost of SSP under the Percentage Threshold Scheme. 

 

Who should run this report? 

Payroll should run this report. 

 

When should the report be run? 

The report should be run against pay groups that involve SSP payments. The report should 
be run at the same periodicity as the pay group payrun frequency. 
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Self certification 

Brief description: 

This report emulates the content and approximate layout of the Self-certification form. 

 

Who should run this report? 

HR should run this report. 

 

When should the report be run? 

The report is intended for issue to employees who are self certifying their sickness absence. 
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Sickness pattern analysis 

Brief description: 

The Sickness Pattern Analysis report will analyse data within a parameter defined date 
frame of single day or multiple day instances of sick absence by day of the week, and 
optionally identify a trend using a second set of parameter entered dates. 

 

Who should run this report? 

HR should run this report. 

 

When should the report be run? 

The report should be run on a regular basis as part of absence trend analysis. 
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SMP entitlement statement 

Brief description: 

This report produces an SMP entitlement statement that may be attached to a letter or from 
which the details may be transcribed onto a letter. 

 

Who should run this report? 

HR should run this report as part of the maternity recording process within ADP freedom. 

 

When should the report be run? 

The report can be run after the required maternity details have been entered into ADP 
freedom. The running of the report is prompted as part of the recording process but equally 
HR can run the report at a later date if required. 

 

Note: ADP freedom provides similar Statutory Entitlement reports for Statutory Paternal 
and Statutory Adoption. To avoid repetition and to reduce the size of this document, these 
reports have not been included. 



Chapter 1 – Absence Reports ADP freedom Reports Catalogue 

ADP freedom  Page 1-24 

 

 

 

 

 

 

 



Chapter 1 – Absence Reports ADP freedom Reports Catalogue 

ADP freedom  Page 1-25 

SMP1 statutory maternity pay 

Brief description: 

An SMP1 form is used to tell an employee why she does not qualify for Statutory Maternity 
Pay (SMP). 

An employee may not be eligible to receive SMP if: employee has not been employed for 
long enough, employee's earnings are too low, employee has not given adequate notice, 
employee did not provide medical evidence soon enough, employee did not inform employer 
that baby had been born soon enough. In addition, an employee is not eligible for SMP if she 
was detained in custody on or after the first day of the SAP period, or if the employee 
returned to work after the birth for an employer who did not employer her in the 15th week 
during which her baby was due. 

 

Who should run this report? 

HR should run this report. 

 

When should the report be run? 

This report should be run where the maternity assistant, People Absence Management 
Maternity New, has analysed the information that has been entered for this maternity and 
has concluded that payment is not due. The report can be run directly from the assistant page 
that issues the non-entitlement message, or at a later stage from the Reports menu. 

 

Note: ADP freedom provides similar Statutory Payment reports for Statutory Paternal and 
Statutory Adoption.  

To avoid repetition and to reduce the size of this document, these reports have not been 
included. 
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SMP2 statutory maternity pay 

Brief description: 

The SMP2 form should be used by the employer to record details of an employee's Statutory 
Maternity Pay (SMP). Employers are required to keep statutory pay records for at least 3 
years after the end of the tax year to which they relate. 

The SMP2 form helps employers to meet their legal obligations of recording: SMP payment 
dates and amounts, the start of the payment period, any weeks within the period when SMP 
wasn't paid and reasons why. 

 

Who should run this report? 

HR should run this report. 

 

When should the report be run? 

This report can be run to provide a hard copy of SMP payments to an employee. The report 
can either be issued to the employee, or held on file as required. 

 

 

Note: ADP freedom provides similar Statutory Payment reports for Statutory Paternal and 
Statutory Adoption.  

To avoid repetition and to reduce the size of this document, these reports have not been 
included. 
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Chapter 2 – Benefit reports 

Note: The Benefits module must be enabled for these reports to be available. 

Analysis of benefit take-up (Benefits module only) 

Brief description: 

The purpose of this report is to provide a comprehensive list of benefits that have been taken 
up by employees in the selected Business Unit(s). The date that the report defaults to, is take-
up as at the current date but the user is free to enter any date from which to report on.  

The report displays both employee and employer contributions. 

 

Who should run this report? 

The report is intended for use by the human resource team. It is especially useful after the 
launch of a new benefit package. 

 

When should the report be run? 

This report can be run at any time, but should be run on a regular basis after the launch of 
any new benefits. 



Chapter 2 – Benefit Reports ADP freedom Reports Catalogue 

ADP freedom  Page 2-2 

 

 



Chapter 2 – Benefit Reports ADP freedom Reports Catalogue 

ADP freedom  Page 2-3 

Employee benefit changes within period (Benefits module only) 

Brief description: 

This report allows employers to view the details of any benefits that have changed within the 
period specified in the Report From and Report To parameters. 

 

Who should run this report? 

HR should run this report as a confidence check to view changes that they have made during 
the reporting period. 

 

When should the report be run? 

This report can be run at any time, but essentially the report should be run to review and 
confirm changes that have been applied to employee benefits. 
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Employee benefit statement (Benefits module only) 

Brief description: 

The Employee Benefit Statement report provides a benefit statement for all relevant 
employees within the selected business units. Benefit statements will not be produced for 
employees who are not in receipt of any benefits. 

 

Who should run this report? 

HR should run this report, it could be used as part of a six monthly, or annual, statement to 
be issued to employees. 

 

When should the report be run? 

If an employee requests a benefit statement, then this report can be run at any time, but more 
likely on a six monthly or annual basis for issue to employees. 
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Employees by benefit plan (Benefits module only) 

Brief description: 

The Employees by Benefit Plan report allows employers to view how well their benefit 
plans are subscribed.  

 

Who should run this report? 

The report is intended for use by the human resource team. It is especially useful after the 
launch of a new benefit package. 

 

When should the report be run? 

This report could be used as part of a six monthly, or annual, review of the success of benefit 
plans. 
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Chapter 3 – Benefits –P11D reports 

Note: The P11D module must be enabled for these reports to be available. 

P11D – Class 1A NICS (P11D module only) 

Brief description: 

This report details the amount of Class 1A NICs due to HMRC per pay group, and provides 
the overall total of Class 1A NICs due for the PAYE reference.  It includes the details of 
P11D benefits that attract Class 1A NIC. At present these are: 

 Benefit Type A – Assets Transferred 

 Benefit Type D – Living Accommodation 

 Benefit Type F – Cars and Car Fuel 

 Benefit Type G – Vans and Fuel Result 

 Benefit Type H – Interest Free and Low Interest Loans 

 Benefit Type I – Private Medical Treatment or Insurance 

 Benefit Type J – Qualifying Relocation Expenses payments and Benefits 

 Benefit Type K – Services Supplied 

 Benefit Type L – Assets Placed at the Employers Disposal 

 Benefit Type M – Other Items (Including subscriptions and professional fees) 

It can be used for the manual completion of P11DB.  

The report can be run during the P11D processing for a tax year to check on details, and 
should also be run after the processing is complete. 

 

Who should run this report? 

Payroll should run this as part of the P11D processing for each tax year. 

 

When should the report be run? 

As part of the P11D processing. 
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P11D – Class 1A NICS Funding (P11D module only) 

Brief description: 

This report identifies the total amount needed to fund the Class 1A NICs due to HMRC per 
pay group.  It includes the details of P11D benefits that attract Class 1A NIC. At present 
these are: 

 Benefit Type A – Assets Transferred 

 Benefit Type D – Living Accommodation 

 Benefit Type F – Cars and Car Fuel 

 Benefit Type G – Vans and Fuel Result 

 Benefit Type H – Interest Free and Low Interest Loans 

 Benefit Type I – Private Medical Treatment or Insurance 

 Benefit Type J – Qualifying Relocation Expenses payments and Benefits 

 Benefit Type K – Services Supplied 

 Benefit Type L – Assets Placed at the Employers Disposal 

 Benefit Type M – Other Items (Including subscriptions and professional fees) 

 

Who should run this report? 

Payroll should run this as part of the P11D processing for each tax year. 

 

When should the report be run? 

As part of the P11D processing. 
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Chapter 4 – Employee development reports 

Note: The Employee Development module must be enabled for these reports to be available. 

Appraisal analysis (Employee Development module only) 

Brief description: 

This report provides the means to track appraisal reports that were due to be completed 
within specified dates. Appraisals that have not been given a Complete by date will not 
feature in this report. 

The report can be run to return listings by: 

 Business unit 

 Location 

 Appraiser 

 Appraisal type 

 Employments type 

 A combination of all the above. 

The report provides both a summary and a detailed breakdown. 

 

Who should run this report? 

The report is an aid to HR and management to track the progress of appraisals that have been 
given a Complete by date.  

 

When should the report be run? 

The report should be run on a regular basis during the appraisal periods. 
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Appraisal Grades Analysis 

Brief description: 

This report aggregates the overall grades that have been recorded for a selected type of 
appraisal, by Business Unit. It allows the user to identify the proportion of those appraised 
who achieved each grade. 

For each business unit it lists the grades that have been defined and identifies the number of 
employee appointments who achieved each grade, and identifies this number as a percentage 
of the total. 

Each business unit is reported on a separate page. 

The report can be run to return listings by: 

 Appraisal type 

 Completed on or after, and before 

 Business Unit 

 Employment type 

 Permanent Employees only 

 Excluding or including leavers. 

 

Who should run this report? 

The report is an aid to HR and management to track the progress of appraisals that have been 
given a Complete by date.  

 

When should the report be run? 

The report should be run on a regular basis during the appraisal periods. 
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EE development history (Employee Development module only) 

Brief description: 

This report provides details of all development events that have been recorded against 
employees. It specifies the employee name, age, ethnic origin and position, the course/event 
title, dates and the number of personnel who attended. 

The report can be run to return listings by: 

 Business unit 

 Location 

 Who the employee Reports to 

 Job 

 Job classification 

 Manager classification 

The report provides both a summary and a detailed breakdown. 

 

Who should run this report? 

The report is an aid to HR and management when assessing employee development. 

 

When should the report be run? 

The report should be during the appraisal periods and when planning or reviewing employee 
development projects. 
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EE development needs analysis (Employee Development module only) 

Brief description: 

This report provides details of all development needs that have been recorded for employees. 
It specifies the employee name, the target date of the development requirement, any 
development event that has been identified that would be beneficial in providing the 
development and the skill that is being developed. The report also provides a count of the 
number of employees within each business unit that have development needs recorded 
against them. 

The report can be run to return listings by: 

 Business unit 

 Location 

 Who the employee Reports to 

 Job 

 Job classification 

 Manager classification 

 

Who should run this report? 

The report is an aid to HR and management when assessing employee development. 

 

When should the report be run? 

The report should be during the appraisal periods and when planning or reviewing employee 
development projects. 
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Chapter 5 – Employee management reports 

Additional roles by location 

Brief description: 

The additional roles report provides management with the names of employees who have 
been recorded as fulfilling extra assignments on top of their official appointments.  

These assignments may be along the lines of Fire Officer, First Aider or similar role that is 
not recorded as an appointment. 

 

Who should run this report? 

Managers and HR should run this report. 

 

When should the report be run? 

The report should be run on a regular basis, at least quarterly, to ensure that each location 
has its pre-requisite number of personnel that are fulfilling the additional roles that may be a 
Health and Safety, or legal, requirement. 
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Address labels report 

Brief description: 

The purpose of this report is to produce name and address mailing labels in five different Avery label 
layouts - L7159, L7160, L7161, L7162, and L7163. 

 

Who should run this report? 

The HR department should run this report when they are required to send out mass mailing 
to employees. 

 

When should the report be run? 

Whenever there is to be a mass mailing to employees. 
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Appointment analysis 

Brief description: 

This report produces appointment and base rate salary information and also highlights 
position and job grades for comparison to actual appointment grade. 

  

Who should run this report? 

This report is a management aid to plan budgets and head-counts. 

 

When should the report be run? 

The report should be run as and when required but as a minimum, whenever budgets are 
being planned and reviewed then this report should provide valuable assistance. 
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Career Progression report 

 

Brief description: 

This report identifies each employee’s current position and pay details and identifies the 
reason for any change in position. 

 

Who should run this report? 

This report should be run by management or human resources, as required. 

  

When should the report be run? 

This report can be run at any time e.g. prior to an employee’s pay review. 
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Company Car/Van Allocation report 

Brief description: 

This report identifies the details of each company car that has been allocated to the 
employees in a selected tax year. It includes many of the company car details. 

The report includes the following parameters: 

 Year  

 Sort by Employee Code or Employee Name 

 Sort Order - in Ascending or Descending order 

Who should run this report: 

The report is intended for use by management and the human resource department. 

When should the report be run: 

The report should be run as required. 
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Employee disciplinary record 

Brief description: 

This report provides a listing of an employee’s disciplinary offences, occurring in a selected 
date range, and the resultant actions taken. 

  

Who should run this report? 

This report is a management aid when assessing employee disciplinary records and when 
conducting disciplinary meetings. 

  

When should the report be run? 

Management, or HR Administration, should run the report prior to conducting an employee 
disciplinary meeting or when reviewing employee disciplinary records. 
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Employee grievance record 

Brief description: 

This report provides a listing of an employee’s recorded grievances, occurring in a selected 
date range, and the resultant actions taken. 

  

Who should run this report? 

This report is a management aid when reviewing employee grievances and assessing 
management response. 

  

When should the report be run? 

Management, or HR Administration, should run the report on a regular basis to assess 
management response to employee grievances, and as an indication of employee morale. 
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Employee life cycle dates 

Brief description: 

The report returns details of employee lifecycle dates that fall within the date range entered 
when the report was run. Lifecycle dates can include Birthday; Age next birthday; 
Probation end date; Hire date; 5 Year anniversary date; 10 Year anniversary date; 
Contract end date; Pension eligibility date; Employment end date. The report can be run 
for: 

 Individual business units or All business units 

 Individual Locations or All Locations 

 Individual Cost centre or All cost centres 

The user can also specify an individual event to report on, for example, purely run a report to 
return a list of employees whose length of service will reach the 10 year point between 20th 
March 2006 and 20 July 2006. 

  

Who should run this report? 

HR and management should run the report to view employee anniversary dates that are 
approaching. 

 

 When should the report be run? 

Management, or HR Administration, should run the report on a regular basis to prepare for 
any awards that the company may issue to employees. 
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Employee listing 

Brief description: 

The report returns a list of employees and identifies the following details for their primary 
appointment: 

 the business unit for which they work. 

 the location that they work. 

 their job title. 

 their job classification. 

 their grade. 

 their manager classification 

 their shift pattern or contracted working hours. 

 

Who should run this report? 

HR and management should run the report when reviewing staffing levels for whatever 
reason. 

  

When should the report be run? 

The reports assists management in assessing and reviewing staffing levels and should be run 
as required. 
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Employee Working Hours 

Brief description: 

The purpose of this report is to identify the current terms of contract and working hours for 
each current appointment (or the workings hours that applied at a selected point in time).  

The report can analyse the appointments by business unit, business unit type, business 
location or by line manager.  

The report can also be restricted to employees’ with a first and/or last name starting with 
particular characters. For example, to report on a particular employee only. 

Who should run this report? 

The report is an aid to HR and management to view employee shift patterns for specific 
dates.  

When should the report be run? 

As required 

Report parameters 

 Report Date  - the date for which the appointment working hours apply 

 Group By – determines how the appointments are selected for the report, and the 
order they are included on the report. The options are: Business Unit, Business 
Location, Reports To  

 Business Unit Type – if the Group By – Business Unit option is chosen, this field 
can be used to restrict the type of business units for which appointments will be 
included on the report 

 Business Unit, All, Child BUs – if the Group By – Business Unit option is chosen, 
this field can be used to report on appointments within a particular business unit by 
selecting if from the dropdown list; or all business units by ticking the All option. 
Subordinate business units are also included if the Child BUs flag is ticked. 

 Business Location – if the Group By – Business Location option is chosen, this field 
can be used to report on a particular business location by selecting if from the 
dropdown list; or all business locations by ticking the All option 

 Reports To – if the Group By – Reports To option is chosen, this field can be used to 
report on a particular line manager by selecting the manager from the dropdown list; 
or all line managers by ticking the All option 

 First Name Starts With – can be used to limit the appointments to those with 
employees’ with first names starting with the characters you enter here. 

 Last Name Starts With - can be used to limit the appointments to those with 
employees’ with last names starting with the characters you enter here. 
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Expiring qualifications/licences 

Brief description: 

This report provides the means to track qualifications and licences that are about to, or 
already have, expired. 

The report can be run to return listings by: 

 Qualification type 

 Business unit 

 Location 

 

Who should run this report? 

The report is an aid to HR and management to track the currency of qualifications and 
licences. 

 

When should the report be run? 

The report should be run on a regular basis, probably monthly, to ensure that all personnel 
who require qualifications or licences to be renewed can plan and book in advance. 
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Internal contact list 

Brief description: 

As the title of the report suggests, this will return a listing of employees displaying their 
contact details. The report will include work telephone number, email address, fax number, 
mobile number and location address (if different from business unit address). 

There is also an option of including employee photographs. The report can be run for the 
following: 

 Business unit 

 Location 

 Cost centre 

 A combination of all the above. 

 

Who should run this report? 

The report should be run by HR or management to produce contact information for 
distribution or for individual use. 

 

 When should the report be run? 

As required. 
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Leave plans 

Brief description: 

This report provides details of all leave plans that have been created within ADP freedom for 
your organisation. It lists such things as: 

 Type of plan 

 Anniversary dates 

 When the leave plan is/was in use 

 Any rounding rules that apply 

  

Who should run this report? 

HR should run this report when analysing the range of leave plans that the company 
provides. 

 

 When should the report be run? 

The report has been provided as an analysis tool to be run whenever required. 
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Chapter 6  – ezLaborManager Reports  

Note: The ezLaborManager interface component must be enabled for these reports to be 
available. 

Audit Report 

Note: This report is only available if the ezLaborManager component has been enabled. 

Brief description: 

The Audit report can be used to interrogate the audit logs maintained by the 
ezLaborManager integration component. For example, to check the audit log for a specific 
employee, if an issue has been raised for the employee. 

The exchange of data between freedom and ezLaborManager occurs in the background and 
any failures that occur are logged in an audit table so that they can be followed-up. This 
report can be used to selectively view these audit log entries.  

Report Parameters 

 Events logged since – to limit the report audit entries after a selected date 

 Include Information events (Yes/No) – to limit the report to errors only, or include 
information events as well 

Use one of the following parameters to identify a particular employee, or leave these blank 
to report on all employees: 

 Employee code 

 ezLaborManager Employee ID 

 Last name starts with 

Who should run this report? 

The report will primarily be used by ADP support to investigate issues with 
ezLaborManager integration.  

When should the report be run? 

As required. 
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ezLaborManager Set Up 

Note: This report is only available if the ezLaborManager component has been enabled. 

Brief description: 

The ezLaborManager Set Up report shows the information has been entered on the 
ezLaborManager set up page (System > ezLaborManager > Set up). It is designed to be 
signed by the client to confirm the ezLaborManager integration configuration and data 
transfer requirements. 

Who should run this report? 

The Implementation Team to confirm back to the client the set-up options, and (if necessary) 
to obtain sign-off. 

The Support Teams to query how the ezLaborManager integration has been configured for a 
client. These users do not have access to the set-up page, so must use this report to see the 
data. 

When should the report be run? 

As required. 
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Shared Data 

Note: This report is only available if the ezLaborManager component has been enabled. 

Brief description: 

The Shared Data report provides a snapshot of the shared data item values for employees, 
taken when freedom last attempted to automatically send an update to ezLaborManager for 
these people.  

If the ezLaborManager data integration process failed for some reason it is possible that 
some employee’s details in freedom may no longer match those in ezLaborManager. The 
ezLaborManager audit trail can identify the employees that may not be in synchronisation 
and this report provides the shared data item values for these employees. 

An authorised individual will need to check each employee’s details in ezLaborManager 
against those on this report and manually edit the employee details in ezLaborManager (if 
necessary) to ensure they match. 

Note: This report does not attempt to show why the employee has fallen out of sync; for that 
the user would have to run the Audit report for the employee. 

Report Parameters 

 Out of sync employees only (Yes/No) – to limit the report to the employees known to be 
out of synchronisation 

Use one of the following parameters to identify a particular employee, or leave these blank 
to report on all employees: 

 Employee code 

 ezLaborManager Employee ID 

 Last name starts with 
 

Who should run this report? 

This report is intended primarily for use by the Support and Implementation Teams. 

 

When should the report be run? 

As required. 
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Shared Employees 

Note: This report is only available if the ezLaborManager component has been enabled. 

Brief description: 

The Shared Employees report provides a simple inventory of the ADP freedom employees 
that are (or have been) ‘connected’ to ezLaborManager i.e. the employees for whom their 
shared data is being kept in synchronisation between both systems. It shows both their 
freedom Employee Code and their ezLaborManager Employee ID.  

The report results are grouped by Department, and the employees are sorted by employee 
name. 

Report Parameters 

 Department (Cost Centre) (or All) – to limit the report to employees within a 
department or include all employees (Department is the ezLaborManager equivalent of 
Cost Centre) 

 Connected employees only (Yes/No) – to limit the report to the employees currently 
connected, or include all employees who have been connected at any time 

Use one of the following parameters to identify a particular employee, or leave these blank 
to report on all employees: 

 Employee code 

 ezLaborManager Employee ID 

 Last name starts with 
 

Who should run this report? 

This report is intended primarily for use by the Support and Implementation Teams, although 
it may also be of use to HR and/or Payroll Administrators. 

 

When should the report be run? 

As required 
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Chapter 7 – HR Compliance Reports 

Data protection 

Brief description: 

The Data Protection report will provide upon request all information maintained within the 
ADP freedom database against an individual. 

  

Who should run this report? 

HR should run this report in response to a request from an employee. 

  

When should the report be run? 

Whenever an employee requests details of themselves that are held on computer. 
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Employee diversity 

Brief description: 

The Employee Diversity report provides analysis, by ethnicity or gender, of age ranges, 
manager classification and contract details. 

 

Who should run this report? 

This report is a management aid in reviewing and reporting equal opportunities. 

 

When should the report be run? 

The report should be run as and when required. 
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Working time directive 

Brief description: 

This report aids the management of statutory working time directive requirements as it can 
be distributed to line managers who may not have access to the necessary information. 

 

 Who should run this report? 

The HR department should run this report and then issue it to line manager's who have 
responsibility for their employee working hours. 

 

When should the report be run? 

As and when required. 
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Chapter 8 – Manpower Planning Reports 

Employee headcount 

Brief description: 

This report provides an actual, or full time equivalent (or both) count of employees by 
specified grouping based upon current employees. 

The report can be run for the following: 

 Business unit 

 Location 

 Cost centre 

 Job title. 

 

Who should run this report? 

The report should be run by HR or management. 

 

 When should the report be run? 

As required. 
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Employee turnover analysis 

Brief description: 

This report provides a summary of employee starters and leavers within the reporting period. 
The header of the report includes the following: 

 Turnover % - From a 12 month period ending at Report Period End this is 
calculated from the number of leavers divided by the average number of 
employees for that period multiplied by 100. 

 Stability Index - The number of current employees as at Report Period End 
with 1 or more years service divided by current employees a year ago 
multiplied by 100. 

 Starters in Year - A count of all employees with a hire date that falls within 
the report period. 

 Leavers in Year - A count of all employees with a employment termination 
date that falls within the report period. 

 Leavers Average Service - An average of the length of service for all 
employees who have left during the reporting period. 

The body of the report contains month by month statistics for starters and leavers for 12 
months ending at Report Period End. 

 

Who should run this report? 

The report should be run by HR or management to provide employment retention statistics. 

 

When should the report be run? 

As required. 
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Employee turnover analysis by business unit 

Brief description: 

This report provides a summary of employee starters and leavers within the reporting period 
for the selected business unit or business units. The header of the report includes the 
following: 

 

 Turnover % - From a 12 month period ending at Report Period End this is 
calculated from the number of leavers divided by the average number of 
employees for that period multiplied by 100. 

 Stability Index - The number of current employees as at Report Period End 
with 1 or more years service divided by current employees a year ago 
multiplied by 100. 

 Starters in Year - A count of all employees with a hire date that falls within 
the report period. 

 Leavers in Year - A count of all employees with a employment termination 
date that falls within the report period. 

 Leavers Average Service - An average of the length of service for all 
employees who have left during the reporting period. 

 

The body of the report contains month by month statistics for starters and leavers for 12 
months ending at Report Period End. 

 

Who should run this report? 

The report should be run by HR or management to provide employment retention statistics. 

 

When should the report be run? 

As required. 

 

Note: This report is also available as Employee turnover analysis by company but to avoid 
repetition and to reduce the size of this document, this report has not been included. 
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Length of service / age analysis 

Brief description: 

This report can be run without Employee details to simply produce the statistics of how 
many employees belong to each age group and the number of employees that have 
completed various years of service. This report will also provide an average length of service 
from all employees. 

If Employee details are included then the report is expanded to show each employee's: 

 Name 

 Gender 

 Age 

 Work location 

 Hire date and actual number of years service. 

 Continuous service date and number of years continuous service. 

 Adjusted service date and number of years adjusted service. 

 

Who should run this report? 

The report should be run by HR or management to provide statistical information where 
required. 

 

When should the report be run? 

As required. 
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Position budget analysis 

Brief description: 

The position budget analysis is an employee head-count and/or Full Time Equivalent report 
that compares forecasted manpower requirements against actual numbers. The report can 
include both annual position budgets and monthly position budgets.   

This report is based on appointments, allowing the user to determine where there are 
vacancies and conversely where the budget figures have been exceeded. 

The report can be run against individual business units or against specific jobs. The user can 
elect to show only positions over budget, only positions under budget or all budget 
information. 

 

Who should run this report? 

The report should be run by HR or management to provide manpower planning and review 
information where required. 

 

When should the report be run? 

As required. 
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Chapter 9 – Operational Reports 

8 weeks average earnings 

Brief description: 

The 8 Week Average Earnings report provides the 8 week average weekly earnings values 
required for the calculation of statutory leave payments:  

 Statutory Maternity Pay 

 Statutory Adoption Pay 

 Statutory Paternity Pay 

 Statutory Sick Pay. 

 

The report is available at any time and the user must input a qualifying date which will be 
used to derive the 8 week period.  The report is run on a single employee.  Eligible earnings 
comprise of the National Insurance earnings liable for class 1 NI codes. 

 

Who should run this report? 

The report should be run by HR or management to provide information required for statutory 
payments. 

   

When should the report be run? 

As required. 
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Accumulator Adjustment Transactions Outstanding 

Brief description: 

The Accumulator Adjustment Transactions Outstanding report provides details of any 
adjustments made to accumulators that have not been included in a payroll calculation or 
commit at the time the report is run.  The report details the opening balance of the 
accumulator and the details of the adjustment being made.   

Unlike the Accumulator Adjustment Transaction Review and Final reports, this report 
identifies any adjustments to employees who are not included in a payrun for any reason and 
should therefore include the employee status. 

The report can be run by company, pay group or accumulator group. 

  

Who should run this report? 

The report should be run by payroll provide information on accumulator adjustments that 
have been made but not included in payruns as yet. 

  

When should the report be run? 

Prior to payruns to ensure that any adjustments that have been made are valid and that all 
adjustments that were meant to have been made are listed. 
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Audit summary employee absence 

Brief description: 

The Audit Summary Employee Absence report provide details of audit records created 
against employee absences within a parameter defined date range.  

The report can be run by company, pay group or accumulator group. 

  

Who should run this report? 

The report should be run by HR or management when reviewing time and attendance details. 

  

When should the report be run? 

As required. 
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Audit summary (outstanding) financial impact 

Brief description: 

The Audit Summary (Outstanding) Financial Impact report identifies outstanding data 
changes that could have a financial implication, for example, changes in 

 tax codes 

 bank accounts 

 salary. 

The items in this report will not have been identified in other audit summaries and, when 
run, will complete the financial ‘picture’. 

Who should run this report? 

The report should be run by payroll to ensure that data that has changed does not impact on 
pay-runs that have already been committed. 

  

When should the report be run? 

As part of the post-calculation process and otherwise, as required. 
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Changes Made To Uploaded Data Prior To Import report 

This report allows the user to compare changed values with those values on the source HR 
system.  

 

Report parameters 

 Wide Import Name 
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EDI NINO Verification Reply Errors report 

The EDI NINO Verification Reply Errors report lists any NINO Verification Reply 
messages that have not been matched with an employee successfully and require further 
investigation. 
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The report can be run for all or a selected PAYE Reference. 

Tip: Each error should be reviewed and dealt with individually e.g. by manually applying 
the NI number change to the correct employee using the Company > Real Time Information 
> NINO Reply menu option.   

Who should run this report? 

Payroll staff responsible for dealing with inbound EDI changes. 

When should the report be run? 

Where NINO verification reply messages are received, then this report should be run 
regularly to check for any errors e.g. weekly. It is particularly important that this report is 
run and any errors dealt with before the payroll is committed. 

Report parameters 

 PAYE Reference or All 

 Sort by - Employee Name, Employee Code, Date of Change, ICR Number  

 Sort order – Ascending or Descending order  
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EDI Student Loan Notice Errors report 

The EDI Student Loan Notice Errors report lists inbound EDI student loan notice changes 
that could not be processed for employees because either of the following errors occurred: 

 the worker number could not be mapped to an employee 

 the employee no longer works for this employer. 

The report can be restricted to a range of Effective Dates and can be run for all or a selected 
PAYE Reference. 

Tip: Each error should be reviewed and dealt with e.g. by manually applying the student 
loan notice change to the correct employee and/or contacting HMRC to correct invalid EDI 
details. The errors must be confirmed as Actioned using the People > Statutory 
Information > HMRC Inbound EDI > Student Loan Errors menu option to be removed 
from this list.   

 

Who should run this report? 

Payroll staff responsible for dealing with inbound EDI changes. 

  

When should the report be run? 

Where student loan notice changes are received via EDI, this report should be run regularly 
to check for any EDI errors e.g. weekly. It is particularly important that this report is run and 
any errors dealt with before the payroll is committed. 

 

Report parameters 

 PAYE Reference or All 

 Display exceptions for Unidentified Employees or Employees Who Have Left, or 
All   

 Sort detail by Last Name/First Name, NI Number, Employee id, SLR Start Date, 
SLR Stop Date, Issue Date, Leaving Date, ICR Number  
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EDI Tax Code Change Errors report 

The EDI Tax Code Change Errors report lists inbound EDI tax code changes that could not 
be processed for employees because either of the following errors occurred: 

 the worker number could not be mapped to an employee  

 the employee no longer works for this employer. 

The report can be restricted to a range of Effective Dates and can be run for all or a selected 
PAYE Reference. 

Tip: Each error should be reviewed and dealt with individually e.g. by manually applying 
the tax code change to the correct employee and/or contacting HMRC to correct invalid EDI 
details. The errors must be confirmed as Actioned using the People > Statutory 
Information > HMRC Inbound EDI > Tax Code Errors menu option to be removed from 
this list.   

 

Who should run this report? 

Payroll staff responsible for dealing with inbound EDI changes. 

 

When should the report be run? 

Where tax code changes are received via EDI, then this report should be run regularly to 
check for any EDI errors e.g. weekly. It is particularly important that this report is run and 
any errors dealt with before the payroll is committed. 

 

Report parameters 

 PAYE Reference or All 

 Display exceptions for Unidentified Employees or Employees Who Have Left, or 
All   

 Sort detail by Last Name/First Name, NI Number, Employee id, Effective Date, 
Issue Date, Leaving Date, ICR Number  
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Employee Changes Affecting Payroll Audit report 

The Employee Changes Affecting Payroll Audit report lists changes made to employment, 
appointment, employee rate or person records that may affect payroll. 

 

Who should run this report? 

Paryoll administrators. 

  

When should the report be run? 

As part of the post calculation process. 

 

Report parameters 

 Company or All 

 Pay Group or All 

 Break on Pay Group – Yes or No 

 Audit Table – Appointment, Employee Rate, Employment or Person – or All 

 Report Date From 

 Report Date To 
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Employee Changes for Review by Payroll 

Brief description: 

The Employee Changes for Review By Payroll report identifies fixed data changes to 
employee details that may have an impact on payroll and therefore need to be reviewed by 
payroll administrators. Examples of these changes would be changes to the employees’ 
status, pay rate, etc. 

  

Who should run this report? 

Payroll administrators 

  

When should the report be run? 

As part of the pay-run process. 
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Extract Tax Credit History report 

Tax credits ceased to apply at the end of the 2005/06 tax year and references to the tax credit 
details have been removed from the standard Freedom screens and reports.  

The Extract Tax Credit History report option provides an extract of tax credit history that 
is maintained for employees which can be used to answer any queries that may arise. 

The report example overleaf identifies the tax credit details that are provided. These details 
can also be output as an Excel spreadsheet. 

 

Extract parameters 

 Company or All 

 Pay Group or All 

 Pay Period or All 

 Employee Code 

 N.I. Number 

 Last name starts with 

 First name starts with 
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Import Errors and Warnings Batch report 

The Import Errors and Warnings Batch report lists errors and warnings generated for a 
given template that was uploaded and validated. This report will list the number of errors and 
warnings along with the number of rows that have passed the validation process. 

 

Who should run this report: 

The Implementation team or whoever else is performing the import. 

 

When should the report be run: 

As part of the import process. 

 

Report parameters  

 Batch description or All 

 Errors and/or Warnings – Errors and Warnings, Errors or Warnings 
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Import Errors and Warnings Schedule report 

The purpose of this report is to list errors and warnings generated for a given schedule, i.e. a 
collection of templates, that was uploaded and validated. This report will list the number of 
errors and warnings along with the number of rows that have passed the validation process. 

 

Who should run this report: 

The Implementation team or whoever else is performing the import. 

 

When should the report be run: 

As part of the import process. 

 

Report parameters 

 Schedule description or All 

 Errors and/or Warnings – Errors and Warnings, Errors or Warnings 
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Key dates diary 

Brief description: 

This report is run to identify employee key dates that fall between the specified dates. 
Employee key dates can include Hire dates, Probation end, Statutory Maternity Start date, 
Statutory Maternity End date and Pension Eligibility date. 

  

Who should run this report? 

HR should run this report to assist in planning anniversary processes. 

  

When should the report be run? 

On a regular, probably monthly, basis. 
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NI Number Changes report 

Brief description: 

The NI Number Changes report identifies any employees whose NI number has been 
updated during a range of dates, irrespective of whether the changes were made manually 
through Freedom, via an import, or as a result of an NVREP message from HMRC. You 
may need this information to ensure the employees' NI numbers are updated in other 
systems. 

A NINO Verification Reply Message is sent by HMRC in two circumstances: 

 in response to an NINO request message sent to check or request an employee's 
National Insurance number 

 as notification of the National Insurance number of an employee included in an RTI 
submission e.g. if the NI number was incorrect. 

Note:  NINO Verification messages are only received if Real Time Information (RTI) is 
being used to transfer data to and from HMRC. 

 

Report parameters 

 Report Date From/To – Enter a range of dates to restrict the report to employees 
whose NI numbers were updated during this time 

 Sort by  - The employee details can be sorted by Employee Code,  Employee Name, 
Person  ID, HR ID or the date of change. 

 Sort order - The report details can be sorted in ascending or descending order. 

 

Who should run this report? 

A payroll administrator should run this as required. 

  

When should the report be run? 

As required. 
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Notification of Pension Starting report 

 

Brief description: 

This report prints the P46(Pen) form details that have been sent to HMRC for individuals 
who have been added as new pension recipients to a pension pay group. As such, this report 
it is only available if a pension pay group has been defined.  

Who should run this report? 

A pension payroll administrator should run this as required. 

  

When should the report be run? 

As required. 
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PDE Batch Audit report 

 

Brief description: 

The PDE Batch Audit report identifies who has added, changed or deleted items in PDE 
batches.  It should be used in conjunction with the PDE Batch Detail report e.g. to monitor 
the changes that have been made to a batch. 

Each batch is reported separately and the report can be run for a particular batch, if required. 

For each item in a batch, the report includes the basic item details – employee, quantity, rate, 
and amount and then identifies action that was taken on the item (add, change or delete), the 
date/time it was actioned and by whom. 

The items in each batch are grouped into Earnings, Deductions, Overrides and Attachment 
orders/Student loans. 

Tip: This means that a single row in a PDE batch will appear in more than one section of 
the report if it contains details that relate to different sections. The employee name and batch 
row ID are included on the report to enable the report items to be matched back to the PDE 
batch content. For example, if row 1 in a batch contains both an Earning value and a PDE 
Override for employee Joe Brown, the appropriate details for this row will appear in both 
the Earnings and Overrides sections of the report and will reference "Joe Brown row 1". 

 

Who should run this report? 

Payroll administrators should run this report. 

  

When should the report be run? 

On a regular basis. 
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Pending Backpay Items report 

Note: The Backpay Processing module must be enabled for this report to be available. 

Brief description: 

The Pending Backpay Items report identifies the rate changes that have been made that 
may result in backpay adjustments, that have not yet been processed by the Backpay 
Processing assistant. 

 

Report parameters 

 Group By - Business Unit or Cost Centre 

 Business Unit or All including or excluding Child Business Units 

 Cost Centre or All 

 Report From 

 Report To 

 Break on Group – Yes or No 

 

Who should run this report: 

Payroll should run this as part of the payroll process. 

 

When should the report be run: 

Before each pay-run is committed. 
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Pending items outstanding 

Brief description: 

The Pending Items Outstanding report provides information, for each selected pay group, on 
items that have not yet been swept up for processing. 

The Incomplete Manual Payment section identifies any manual payments that have not been 
completed using the manual payment assistant. These items will remain on the report until 
they are either deleted or completed. 

  

Who should run this report? 

Payroll should run this as part of the payroll process. 

  

When should the report be run? 

Before each pay-run is committed. 
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Pending student loan notices 

Brief description: 

The Pending Student Loan Notices report permits the Payroll Administrator to obtain a list 
of the Student Loan start/stop notices that have arrived via EDI but that have not yet been 
applied to employees. 

  

Who should run this report? 

Payroll should run this as part of the payroll process. 

  

When should the report be run? 

On a regular basis to ensure all student loan notices are implemented. 
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Pending tax code changes 

Brief description: 

The Pending Tax Code Changes report allows allow the payroll administrator to view the tax 
codes changes that have arrived via EDI before they are applied to the database. 

  

Who should run this report? 

Payroll should run this as part of the payroll process. 

  

When should the report be run? 

On a regular basis to ensure all tax code changes are implemented. 
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RTI: Quality of Employee Data 

Brief description: 

The RTI: Quality of Employee Data report checks the quality of the data that is used by 
HMRC to match employees to the correct NINO account when the Real Time Information 
(RTI) is in use. It highlights data that may need to be corrected prior to running the RTI data 
alignment process i.e. the Employer Alignment Submission.  

Note: Other data quality issues may exist with your employee data that cannot be identified 
by this report. For example, the report cannot check for things like correct dates of birth and 
the correct spelling of names. 

The report checks the following data items, all of which are maintained on the People - 
Personal Information - Personal Details page: Last Name, First Name, Middle name(s), NI 
Number, Date of Birth and Gender. It will also check the employee’s address if an NI 
Number has not been entered. The types of issues it will highlight include: 

 Surname missing or just one character 

 Forename missing or just one character 

 Middle name missing (warning) 

 Date of birth missing 

 Date of birth of dubious value (warning for age > 80 or < 16) 

 NI Number missing 

 NI Number in concurrent use by an employee with a different name 

 Gender missing 

It checks the data for employees who have been employed at some stage during the current 
tax year. Employees who left before the start of the current tax year are ignored. 

The report is to be split into three sections to suggest the severity of the problem:  

 Errors - data that will cause the Employer Alignment Submission to be rejected by 
HMRC. This missing data must be added. 

 Warnings - data that HMRC has highlighted as causing the most problems with data 
matching. The Employer Alignment Submission will be rejected if there are 
significant mismatches. Please check this data carefully to make sure it is correct.  

 Suspect - data that HMRC has highlighted as causing them occasional issues with 
data matching. The Employer Alignment Submission will be rejected if there are 
significant mismatches. Please check this data carefully to make sure it is correct.   

  

When should the report be run? 

Prior to the implementation of the RTI. 

  

 



Chapter 9 – Operational reports ADP freedom Reports Catalogue 

 

ADP Freedom   Page 9 - 54 

 



Chapter 9 – Operational reports ADP freedom Reports Catalogue 

 

ADP Freedom   Page 9 - 55 

Starters and leavers outbound EDI 

Brief description: 

This report provides a list of all starters and leavers that have been included in the EDI 
transmissions to HMRC for the reporting period. 

  

Who should run this report? 

HR should run this report as a confidence check to ensure that correct information has been 
transmitted to HMRC. 

  

When should the report be run? 

As required. 
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Student loan changes since last pay run 

Brief description: 

The Student Loan Changes since Last Payrun report identifies the Student Loan notices that 
are about to take effect for clients that allow ADP freedom to automatically apply EDI 
messages.  

  

Who should run this report? 

HR/Payroll Administrators should run this report as a record of changes that have been made 
to employee student loan details. 

  

When should the report be run? 

Where student loan changes are automatically applied via EDI, then this report should be run 
prior to each payrun. 
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Tax code changes since last pay run 

Brief description: 

The Tax Code Changes since Last Payrun report identifies the Tax Code notices that are 
about to take effect for clients that allow ADP freedom to automatically apply EDI 
messages.  

  

Who should run this report? 

HR/ Payroll Administrators should run this report as a record of changes that have been 
made to employee tax code details. 

  

When should the report be run? 

Where tax code changes are automatically applied via EDI, then this report should be run 
prior to each payrun. 
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Tax code uplift exceptions 

Brief description: 

The Tax Code Uplift Exceptions report provides a list of employees who have not met the 
relevant criteria to enable their tax code to be automatically updated following the Tax Code 
Uplift procedure. 

  

Who should run this report? 

Implementation teams or HR/Payroll Administrators should run this report. 

  

When should the report be run? 

Post tax code uplift. 
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User Login Audit report 

Brief description: 

The User Login Audit report can be used to monitor user access to the system. In particular it 
can be used to list: 

 the users that have accessed the system between selected dates showing when they 
logged in and out 

 the users who accessed the system outside normal working hours i.e. Monday to Friday 
9.00am to 5.30pm, during the selected dates 

 any users who did NOT access the system during the selected dates. 

 

Who should run this report? 

HR/ Payroll Administrators should run this report either to provide a record of who has 
accessed the system during selected period or out of hours, or who has NOT accessed the 
system. 

  

When should the report be run? 

The report should be run and reviewed on a regular basis to monitor user access and identify 
inactive users. 
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Chapter 10 – Payments Reports 

BACS Payments 

Brief description: 

This report provides an audit listing of the BACS transactions submitted to the ADP Data 
Centre for the selected payrun. The report is broken down by pay group and payment 
category. 

  

Who should run this report? 

This report should be run by the payroll team as a confidence check against BACS 
payments. 

  

When should the report be run? 

As required, following each payrun. 

  

Note: ADP freedom provides similar reports for Employee cheque payments and Employee 
other payments. To avoid repetition and to keep this document at a reasonable size, these 
reports have not been included. 
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CMEC Payment Summary Schedule 

Brief description: 

This report contains the payment summary schedule required by the Child Maintenance & 
Enforcement Commission (CMEC). A single consolidated BACS payment is sent by  
Freedom to CMEC for all the employee Deductions from Earnings Orders (DEOs) made 
during a payrun.  

The payment schedule is required by CMEC to identify each individual employee’s 
deduction so that it can be matched by CMEC to the person’s CMEC account. 

The report includes two sections: 

 a header section that identifies the organisation, it's PAYE Referencem, the payment 
period covered by the schedule and the total amount paid 

 a detail section that identifies each employee by name, NI number, employee code 
and CMEC reference number; and identifies the amount due, the amount paid and the 
reason for any difference.  

Note: This information can also be output as a csv extract file using the Payroll Extract 
facility. 

Report Parameters  

 Date From/To - Select the start and end dates for the report.  

 Payrun - Select the payrun to be reported on, or select All to include all payruns in 
the period defined above. Only employees with DEO deductions during this payrun 
are included in the schedule. 

 Company or All - Select the individual company to be reported on, or select All to 
report on all companies included.  

 Pay Group - Select the individual pay group to be reported on, or select All to 
include all pay groups. 

 Sort by - The report details can be sorted by Employee Code or Employee Name. 

 Sort order - The report details can be sorted in ascending or descending order. 

 

  



Chapter 10 – Payments Reports ADP freedom Reports Catalogue 

 

ADP Freedom   Page 10 - 4 

 



Chapter 10 – Payments Reports ADP freedom Reports Catalogue 

 

ADP Freedom   Page 10 - 5 

Coinage breakdown by employee 

Brief description: 

Where cash payments are made, this report provides a detailed breakdown of the coinage 
required in each employee’s pay packet. 

  

Who should run this report? 

This report should be run by the payroll team as an aid to making up pay packets. 

  

When should the report be run? 

As required, for each payrun that included cash payments. 
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Coinage required 

Brief description: 

The Coinage Required report provides a summary of the total coinage required, broken down 
by denomination, and totalled by Payrun / Company / Pay Group. This report should be 
suitable to supply to a bank, to enable them to supply the correct coinage. 

  

Who should run this report? 

This report should be run by the payroll team prior to making up pay packets. 

  

When should the report be run? 

As required, before each payrun that includes cash payments. 
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Payee schedule 

Brief description: 

The Payee Schedule report provides a list at employee level of payments due to third parties. 
 These schedules will be suitable for submitting directly to third parties and will provide the 
breakdown required for a BACS payment or be included with a cheque or other method of 
payment.  Pensions and AEO’s will not be shown on this report. 

  

Who should run this report? 

This report should be run by the payroll team. 

  

When should the report be run? 

As required, after each payrun that includes third party payments. 

 

Note:  The Payee Schedule by Date  report is also available which reports on the payments 
within a range of dates. To avoid repetition and to reduce the size of this document, this 
report has not been included. 
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Payee schedule AEO 

Brief description: 

The Payee Schedule AEO report provides specific data to allow the courts and other 
statutory bodies to allocate payments correctly relating to the employee and their AEOs. 
Only employees with AEOs this period will be included in this report. 

 

Who should run this report? 

This report should be run by the payroll team. 

  

When should the report be run? 

As required, after each payrun that includes Attachment of Earnings payments. 

  

  

 Note:  The Payee Schedule AEO by Date  report is also available which reports on these 
details within a range of dates. To avoid repetition and to reduce the size of this document, 
this report has not been included. 
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Payee schedule pension 

Brief description: 

The Payee Schedule Pension report creates a report suitable for sending to pension providers 
detailing all information required, including Earnings, National Insurance calculations, 
actual and notional, Employee name and Number and Year to date totals.  Note that this 
report will only show employees who have pension contributions this period or who have 
adjustments to a pension contribution. 

If a pension contribution has been made as a part of salary sacrifice scheme, this is shown as 
an Employee Pay Over. 

  

Who should run this report? 

This report should be run by the payroll team. 

  

When should the report be run? 

As required, after each payrun that includes Pension contributions. 

  

Note:  The Payee Schedule Pension by Date report is also available which reports on these 
details within a range of dates. To avoid repetition and to reduce the size of this document, 
this report has not been included. 
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Payments summary 

Brief description: 

This report provides a summary of all payments made to third parties within the selected 
date range, including AEOs, Tax payments and Pensions. 

  

Who should run this report? 

This report should be run by the payroll team. 

  

When should the report be run? 

As required, after each payrun. 
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Payroll funding 

Brief description: 

Note: This report is provided for Payroll Disbursement information. 

This report is provided to ensure that there are sufficient funds to cover amounts due from 
this pay-run. It provides a summary of all payments and can be filtered so that individual pay 
groups only are reported.  

Who should run this report? 

This report should be run by the ADP payroll team. 

  

When should the report be run? 

As required, after each payrun that includes payroll disbursement pay groups. 
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Salary Sacrifice Exceptions (Post-Commit) report 

Brief description: 

The Salary Sacrifice Exceptions (Post-Commit) report focuses on employee salary sacrifice 
deductions.  By default it identifies any employees whose salary sacrifice amount has been 
reduced to ensure a statutory payment is made in full i.e. the exceptions only. For example, 
when an employee is on maternity leave her statutory maternity pay must be paid in full and 
should not be reduced by a salary sacrifice. 

Alternatively, it can report on all of the employee salary sacrifice deductions made during 
the payrun. .  

Who should run this report? 

This report should be run by the ADP payroll team. 

  

When should the report be run? 

As required, after each payrun that includes salary sacrifice payments. 
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Third party cheque payments 

Brief description: 

This report provides a list of employee deductions for third parties to be paid by cheque. 
 Information includes the organisation, employee name, number, payee, payment due date 
and a blank space for the cheque number.  The report can be run showing just a summary or 
at detail level. 

  

Who should run this report? 

This report should be run by the payroll team. 

  

When should the report be run? 

As required when third party cheques are being issued. 

  

Note: ADP freedom provides three similar reports: Third party cheque payments by date, 
Third party other payments and Third party other payments by date. To avoid repetition 
and to keep this document at a reasonable size, this report has not been included. 
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Chapter 11 – Payroll Analysis Reports 

Accumulations by employee 

Brief description: 

The Accumulations by Employee report provides accumulator details and balances by 
employee.  The report includes details of both tax year and special accumulator balances, as 
well as goal and limit information.   

The report can be run for single or a subset of employees. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required. 

 

 

Note: ADP freedom provides a similar report for Accumulations by types. To avoid 
repetition and to keep this document at a reasonable size, this report has not been included. 
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Accumulator adjustment transactions by tax year 

Brief description: 

The Accumulator Adjustment Transactions by Tax Year report provides details of any 
adjustments made to accumulators that have been included in a payroll commit for the 
selected tax year. The report details the opening balance of the accumulator and the details of 
the adjustment being made.   

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required as an aid to audit the payroll when unexpected results occur. 
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Accumulator Adjustment Transactions final 

Brief description: 

The Accumulator Adjustment Transactions Final report provides details of any adjustments 
made to accumulators that have been included in a payroll commit for the period. The report 
details the opening balance of the accumulator and the details of the adjustment being made.  

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required as an aid to audit the payroll when unexpected results occur. 
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Audit Summary (Final) Financial Impact 

Brief description: 

The Audit Summary (Final) Financial Impact report identifies fixed data changes that could 
have a financial impact, for example, tax codes, bank accounts and salary etc. The post 
commit version can be used as part of an audit trail. 

  

Who should run this report? 

The report should be run by payroll to ensure that data that has changed does not impact on 
pay-runs that have already been committed. 

  

When should the report be run? 

As required as an aid to audit the payroll when unexpected results occur. 
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Backpay Payments Report 

Note: The Backpay Processing module must be enabled for this report to be available. 

Brief description: 

The Backpay Payments report identifies the backpay payments that were generated by the 
Backpay Processing assistant for a selected payrun. It can be restricted to a selected 
company, pay group or employee, if required. 

By default it will include all of the backpay transactions, but can be restricted to include only 
those paid or not paid (excluded from payment). 

Note: This report identifies the back payments as they were generated by the Backpay 
Processing assistant and posted to the PDE batches for the period. If the PDE batch was 
subsequently changed, that is not reflected back into this report 

 

Report parameters 

 Payrun 

 Company or All 

 Pay group or All 

 Employee or All 

 Sort by Employee name, or Employee code  

 Sort order -  Asc or Desc 

 Include – All, Paid or Non Paid 

 

Who should run this report: 

This report should be run by the payroll team. 

 

When should the report be run: 

As required, prior to each payrun. 
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Calculate Holiday Pay AWE Report 

Brief description: 

The Calculate Holiday Pay AWE report shows the holiday pay an employee is entitled to, 
which is normally equivalent to their average weekly earnings calculated. The report shows 
the different average weekly earnings calculated for each employee under the EU Working 
Time Directive (EU WTD) and under the UK Working Time Regulations (UK WTR), 
depending on their working week. 

Note: The EU WTD and UK WTR calculations return different values because different 
earnings are included in each. This is based on the earnings definition (Company-Company 
Setup-Earnings-Additional Definition). 

The average weekly earnings calculation varies according to the employee's typical working 
week. Different rules apply to: 

 employees with normal fixed hours per week 

 employees with variable hours per week – for a worker with no normal working 
hours the average weekly pay is calculated as the average pay received over the 
previous 12 weeks in which they were paid 

 employees who work shifts - for a worker who works shifts then the average weekly 
pay is calculated as the average number of hours worked in the previous 12 weeks at 
their average hourly rate. 

 

Report parameters 

 Company or All 

 Pay group or All 

 Employee or All 

 Reference Period 

 Reference Period End 

 Sort by Employee name, or Employee code  

 Sort order -  Asc or Desc 

 

Who should run this report: 

This report should be run by the payroll team. 

 

When should the report be run: 

As required. 
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Copy Payslip 

Brief description: 

The Copy Payslip report allows payroll professionals to view individual employee payslips 
for a given payrun. 

  

Who should run this report? 

This report should be run by payroll when required to check individual payslips. 

 

When should the report be run? 

As required, to answer queries. 
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Employee earnings and deductions goals and limits 

Brief description: 

This report displays by payrun details of an employee’s earnings/deductions incorporating 
any annual goals/limits that may be associated. 

The report can be focused either by employee (i.e. listing by employee their 
earnings/deductions) or by earning/deduction (i.e. listing all employees receiving specific 
earnings/deductions). 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required. 
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GL costing details by payrun 

Brief description: 

This report contains employee level figures and provides information on costings by payrun, 
company and cost centre.  It will report differences if the total credits are not equal to the 
total debits or if the total employee cash earnings less the total employee deductions do not 
equal the net pay figure.  This information is suitable for keying in to a company general 
ledger. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

When maintaining the company general ledger, or as required. 

 

 

Note: ADP freedom provides a similar report for GL Costing details by period. To avoid 
repetition and to keep this document at a reasonable size, this report has not been included. 
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GL costing exceptions by payrun 

Brief description: 

This report contains employee level figures and provides information on costing exceptions 
by payrun, company and cost centre. Exceptions include a company with an amount not 
associated with a GL code or employees without assigned primary positions.  This 
information indicates errors in the costing process that should be corrected before keying to a 
company general ledger. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

This report should be run prior to entering data into the company general ledger. 

  

 

Note: ADP freedom provides a similar report for GL Costing exceptions by period. To avoid 
repetition and to keep this document at a reasonable size, this report has not been included. 
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GL costing summary by payrun 

Brief description: 

This report summarises by GL code and provides information on costings by Payrun, 
company and cost centre.  It summarises differences such as total credits not equalling total 
debits and total employee earnings less total employee deductions not equalling the net pay 
figure.  This information is suitable for keying in to a company general ledger. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

This report should be run prior to entering data into the company general ledger. 

 

 

Note: ADP freedom provides a similar report for GL Costing summary by period. To avoid 
repetition and to keep this document at a reasonable size, this report has not been included. 
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Hours paid analysis 

Brief description: 

The Hours Paid Analysis report provides statistical analysis of hourly-related data.  This 
report will only list employees receiving payment as a result of an hourly rate calculation, 
i.e. hourly paid employees and employees receiving hourly paid enhancements. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

This report is an aid to payroll in providing statistical information. It can be run at any time, 
or on a regular basis to maintain running totals. 
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Payroll control book period 

Brief description: 

This report provides a period on period comparison of regular earnings and deductions.  The 
report displays headcounts, impact of new starters, leavers, salary adjustments, maternity 
leave, payments in advance and other relevant information.  

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

This report is an aid to payroll in providing actual comparisons of totals from the previous 
period to the current period. The report should be run for each payrun. 
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Payroll costing 

Brief description: 

This report provides statistical analysis of all payroll costs at summary level suitable for 
internal distribution. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required to provide an overview of payroll costs. 
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Payroll costing by period 

Brief description: 

This report provides statistical analysis of all payroll costs by selected tax periods. This 
report is suitable for internal distribution. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required to provide an overview of payroll costs per tax period. 
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Payroll register 

Brief description: 

This report provides detailed payslip information for all employees at post commit.  Pending 
items are included and displayed separately. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required. 
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Payrun control book summary 

Brief description: 

The Payrun Control Book Summary report provides a summary of pay group results totals, 
showing payslip net pay, deductions, employers’ costs, disbursement key dates and HMRC 
payments. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

This report should be run for every payrun. 
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Pending items by tax year 

Brief description: 

The purpose of this report is to provide details of manual payment and reversal adjustments 
by tax year showing earnings/deductions type including the impact on year to date values at 
post commit stage of the payroll process. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

This report provides an audit trail for manual payments and payment reversals and should be 
run as required. 
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Pending items final 

Brief description: 

The purpose of this report is to provide details of manual payment and reversal adjustments 
by employee showing earnings/deductions type including the impact on year to date values 
at post commit stage of the payroll process. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

This report provides an audit trail for manual payment recording and should be run as 
required. 
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Starters and leavers analysis (post-commit) 

Brief description: 

This report provides a list of starters and leavers included in the payrun after the payrun has 
been committed.   

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required. 
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Statement of earnings 

Brief description: 

The purpose of this report is to provide a breakdown of earnings for an employee from a 
specific tax year, including details of National Insurance and tax payments. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

As required, or if requested by employee. 
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Chapter 12 – Payrun Review Reports 

The reports in this chapter have been provided to allow users to view various aspects of their 
data prior to committing the payrun.  

Note: To avoid repetition and to keep this document at a reasonable size, the reports listed 
below have not been included. Instead, where a corresponding report exisits post-commit 
showing similar details, a link has been provided to that corresponding report. 

 

 Accumulator adjustment transactions review – details of which can be viewed from 
Accumulator adjustment transactions final. 

 Audit summary (review) financial impact – details of which can be viewed from Audit 
summary (final) financial impact. 

 Coinage breakdown by employee (pre-commit) – details of which can be viewed from 
Coinage breakdown by employee. 

 Coinage required (pre-commit) – details of which can be viewed from Coinage 
required. 

 Payee schedule pension (pre-commit) – details of which can be viewed from Payee 
schedule pension. 

 Payroll register (pre-commit) – details of which can be viewed from Payroll register. 

 Pending items review– details of which can be viewed from Pending items final. 

 Starters and leavers (review) – details of which can be viewed from T1TStarters and 
leavers analysis (post-commit). 

 

Accumulator Adjustment Transactions Review 

Brief description: 

The Accumulator Adjustment Transactions Review report provides details of any 
adjustments made to accumulators that have been included in a payroll calc for the period. 
The report details the opening balance of the accumulator and the details of the adjustment 
being made.   

The report can be run by company, pay group or accumulator group.  

  

Who should run this report? 

The report should be run by payroll provide information on accumulator adjustments that 
have been made prior to committing the payrun. 
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When should the report be run? 

Prior to payruns to ensure that any adjustments that have been made are valid and that all 
adjustments that were meant to have been made are listed. 
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Audit Summary (Review) Financial Impact 

Brief description: 

The Audit Summary (Review) Financial Impact report identifies fixed data changes that 
could have a financial implication, for example, tax codes, bank accounts, salary, etc. 

  

Who should run this report? 

The report should be run by payroll to ensure that data that has changed does not impact on 
pay-runs that have already been committed. 

  

When should the report be run? 

As required as an aid to audit the payroll when unexpected results occur. 
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Backpay Payments (Pre-commit) report 

Note: The Backpay Processing module must be enabled for this report to be available. 

Brief description: 

The Backpay Payments (Pre-commit) report identifies the backpay payments that were 
generated by the Backpay Processing assistant for a selected payrun. It can be restricted to a 
selected company, pay group or employee, if required. 

By default it will include all of the backpay transactions, but can be restricted to include only 
those paid or not paid (excluded from payment). 

Note: This report identifies the back payments as they were generated by the Backpay 
Processing assistant and posted to the PDE batches for the period. If the PDE batch was 
subsequently changed, that is not reflected back into this report 

Report parameters 

 Payrun 

 Company or All 

 Pay group or All 

 Employee or All 

 Sort by Employee name, or Employee code  

 Sort order -  Asc or Desc 

 Include – All, Paid or Non Paid 

Who should run this report? 

This report can be run by the payroll team prior to making up pay packets. 

  

When should the report be run? 

As required, before each payrun. 
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Employee payment methods (pre-commit) 

Brief description: 

This report provides information on the payment methods that will be used for employees in 
the selected payrun. 

  

Who should run this report? 

This report can be run by the payroll team prior to making up pay packets. 

  

When should the report be run? 

As required, before each payrun. 
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Payee Schedule Pension (Pre-commit) report 

Brief description: 

The Payee Schedule Pension (Pre-commit) report details all information required, 
including earnings, National Insurance calculations, actual and notional, employee name and 
number and year to date totals.  Note that this report will only show employees who have 
pension contributions this pay period or who have adjustments to a pension contribution. 

If a pension contribution has been made as a part of salary sacrifice scheme, this is shown as 
an Employee Pay Over. 

Tip: You can include several pension schemes on the report by selecting them individually in 
the Pension Scheme parameter. 

Note also that as this report is pre-commit the actual data may be subject to change. 

  

Who should run this report? 

This report should be run by the payroll team. 

  

When should the report be run? 

As required, prior to each payrun. 
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Payment summary (pre-commit) 

Brief description: 

This report provides a summary of all payments made to third parties within the selected 
date range, including AEOs, Tax payments and Pensions. 

  

Who should run this report? 

This report should be run by the payroll team. 

  

When should the report be run? 

As required, prior to each payrun. 
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Payroll control book review 

Brief description: 

The purpose of this report is to provide current payrun totals and reconciliation to the 
previous payrun of all pay elements at pay group, company and payrun level.  All payments, 
deductions and employer contributions (including pending items) that are automatically 
generated will be reconciled.  The report will highlight the impact of starters, leavers, 
suspended and SSP/SMP/SPP/SAP leave starting and ending, employees paid in advance 
and salary adjustments. One off amounts entered via pay data entry will be totalled to 
provide a complete breakdown of the payrun, company and pay group. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

This report is the major aid to payroll in reviewing the current payrun. It is highly 
recommended that this report is run for every payrun. 
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Payrun warnings and alerts 

Brief description: 

This report provides the user with system generated warnings and alert messages generated 
during the payroll calculation or commit phase, listed and grouped by severity including No 
payroll activity for active employees, Payroll activity for inactive employees and 
Insufficient net pay.  The report details employees who have met specific criteria to identify 
goals set and values met or, over/under a threshold.   

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

Where warnings and alerts are indicated for the current payrun, then this report should be run 
to list the relevant items. 
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PDE batch detail 

Brief description: 

The PDE Batch Detail report provides details of the data contained within the PDE batches. 
This report should be used in conjunction with the PDE Batch Summary report. 

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

Where PDE payments are included in a payrun. 
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PDE batch summary 

Brief description: 

The PDE Batch Summary report provides batch control totals of the PDE batches for a 
particular period.   This report should be used in conjunction with the PDE Batch Detail 
report.    

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

Where PDE payments are included in a payrun. 
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PDE employee detail 

Brief description: 

This report provides details of PDE payments made and is listed by employee. The report 
includes details of all quantities, rates and amounts paid along with any overrides that have 
been made.   

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

Where PDE payments are included in a payrun. 
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Salary Sacrifice Exceptions (Pre-Commit) report 

Brief description: 

The Salary Sacrifice Exceptions (Pre-Commit) report focuses on employee salary sacrifice 
deductions.  By default it identifies any employees whose salary sacrifice amount has been 
reduced to ensure a statutory payment is made in full i.e. the exceptions only. For example, 
when an employee is on maternity leave her statutory maternity pay must be paid in full and 
should not be reduced by a salary sacrifice. 

Alternatively, it can report on all of the employee salary sacrifice deductions made during 
the payrun.  

Note: As this report is pre-commit the actual data may be subject to change.   

  

Who should run this report? 

This report should be run by payroll. 

  

When should the report be run? 

Where salary sacrifice payments are included in a payrun. 
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Statutory parental pay weeks processed 

Brief description: 

The purpose of this report is to list employees who will receive statutory parental pay (SMP, 
SPP, SAP) in a payrun, and the payments by week number of entitlement.  Where an 
employee is not entitled to a payment, the non-payment will be listed, together with an 
explanatory reason code.   

  

Who should run this report? 

The HR should run this report. 

  

When should the report be run? 

This report can be run prior to commit to ensure that all statutory payments are as expected. 
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Time and expense sheet report 

Brief description: 

This report provides a review of either time sheet or expense sheet details submitted for a 
payrun. 

 

Who should run this report? 

HR or payroll should run this report. 

  

When should the report be run? 

This report can be run prior to commit to ensure that all time and expense payments are 
included as expected. 
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Chapter 13 –Pension Reforms Reports 

Employee within Opt-Out Period report 

This report identifies the employee pension contributions that have been withheld from the 
BACS payment run i.e. have not been paid to the pension providers, because the employees 
are currently within the opt-out period. 

Report content 

For each employee it identifies the employee’s name, and employee code, date of auto 
enrolment, opt out period end date, opt out date, PRP end date, deduction amount, deduction 
reference and pension scheme description. 

 

Report parameters 

Date in time Select a date to report on details up to and including this 
date.  

Company or All Select the individual company to be reported on, or select 
All to include all companies. 

Pay Group or All Select the individual pay group to be reported on, or 
select All to include all pay groups. 

Employee or All Select the individual employee to be reported on, or select 
All to include all employees. 

Sort by The report details can be sorted by Employee Code or 
Employee Name. 

Sort order The report details can be sorted in ascending or 
descending order. 

Detailed report Select Yes to include the individual employee 
transactions. Select No to include a summarised total of 
the transactions for each employee. 
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Figure 13 - 1 – Employee within Opt-Out Period report 
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Manual Assessments (Pre-Commit) report 

The Manual Assessments (Pre-Commit) report identifies any employees who have been a 
member of a qualifying pension scheme and have since left the scheme, but may need to be 
re-assessed manually (to determine whether they meet the criteria to be enrolled into the 
default workplace pension scheme).    

As an employer you are required to re-assess those employees who have been members of a 
qualifying scheme but who were not eligible. For example, an employee under the age of 22 
who was a member of a qualifying scheme but who subsequently left the scheme (the 
employee could have been a member as at the Duty Start Date or alternatively manually 
enrolled after that date).  

This report will assist you in identifying employees who have never been assessed (either 
automatically or manually) as an Eligible Jobholder in the last three years or since the Duty 
Start Date (whichever is the later date), AND who were also either:  

 members of a qualifying pension scheme as at the duty start date, and who 
subsequently left the scheme but are still employees 

 manually enrolled on or after the duty start date and who subsequently left the scheme 
but are still employees. 

Note: This report is required because ADP Freedom will not currently re-assess employees 
automatically if they have been members of a qualifying pension scheme. 

Report content 

For each employee it identifies the employee’s name and code, NI number, date of birth, 
date of 22nd birthday, expected retirement date, last calculated qualifying earnings, last 
assessed category,  pension scheme code, date of joining scheme, date of leaving scheme. 

Report parameters 

Payrun Select the payrun to be reported on.  

Company or All Select the individual company to be reported on, or select All to 
include all companies. 

Pay Group or All Select the individual pay group to be reported on, or select All to 
include all pay groups. 

Group by Report details can be grouped by Company or Pension Scheme. 

Group ascending Report details can be sorted in ascending or descending order. 

Sort by Employee details can be sorted, within Group, by Employee Code or 
Employee Name. 

Sort order The report details can be sorted in ascending or descending order. 
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Figure 13 - 2 – Manual Assessments (Pre-Commit) report 
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Pension Action (Post-Commit) report 

The Pension Action (Post-Commit) report is designed to help you ensure your employees are 
kept up to date with the statutory information relating to pensions.  

This report will allow you to identify: 

 employees who have been manually enrolled in a pension in the current pay 
reference period so they can be sent the opt-in information 

 employees who have been automatically enrolled in the current pay reference period 
so they can be sent the automatic enrolment information e.g. identifying their opt out 
rights etc. 

 employees who have recently become Non-eligible workers so they can be provided 
with information on the right to opt into a qualifying pension scheme 

 employees who have recently become Entitled workers so they can be provided with 
information on the right to join a pension scheme 

 employees who have recently begun a postponement period so they can be provided 
with the relevant postponement period notice. 

These details are required to meet the requirements of the Workplace Pension Reform 
scheme. 

Report content 

For each employee it identifies the employee’s name and code, date of birth, address, gender, 
NI number, date of auto enrolment, enrolment type, and pension scheme code. 

The Worker Category Check section identifies any employees whose assessment category 
has changed. Similarly, the Postponement Check section identifies any employees whose 
postponement rule has changed. 

Report parameters 

Date From/To Select a range to dates to restrict Payrun selection list to 
runs within this period.  

Payrun Select the payrun to be reported on.  

Company or All Select the individual company to be reported on, or select 
All to include all companies. 

Pay Group or All Select the individual pay group to be reported on, or 
select All to include all pay groups. 

Include worker category 
check 

When ticked, the Worker Category Check section is 
included in the report. 

Include postponement check When ticked, the Postponement Check section is included 
in the report. 
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Figure 13 - 3 – Pension Action (Post-Commit) report 
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Pension Enrolment Assessment Results report 

The Pension Enrolment Assessment report displays the results of the Pension Reform 
assessment process. The assessment process determines whether or not an employee meets 
the criteria to be enrolled into the default workplace pension scheme.  

The report is produced by the processes that assess multiple employees : the Mass Pension 
Enrolment assistant, Starter processes and the Payrun Post Calculation process. 

Alternatively, you can reproduce this report manually using the Pension Enrolment 
Assessment Results report option in the Payrun Review report category (for the report 
produced by the Payrun Post Calc process) or the Pension Reforms report category (for the 
report produced by the Payrun, Mass Pension Enrol/Starter). 

Report content 

For each employee who has been assessed, the report identifies the key assessment details. 
These include the employee’s name, current pension scheme details, relevant earnings 
information including the upper and lower thresholds and the employee’s assessable 
earnings, key dates e.g. date of birth and expected retirement date, and the assessment details 
including the Pay Reference Period dates, and Assessment date.  

Report parameters 

Assessment called from The Payrun option is selected by default if the enrolment assessment was 
performed by the Payrun Post Calc process. 

The Mass Pension Enrol/Starter option is selected by default if the 
enrolment assessed by performed by the Mass Pension Enrolment assistant 
or Starter processes.  

Date From  Select the starting date for the report. This is mandatory if the Payrun 
option is selected, otherwise optional. 

Date To  Select the end date for report. This is mandatory if the Payrun option is 
selected, otherwise optional. 

Payrun If the Payrun option is selected, you must select the payrun to be reported 
on. Only employees assessed during this payrun are included on the report. 

Company or All Select the individual company to be reported on, or select All to report on 
all companies included. This is mandatory if the Mass Pension 
Enrol/Starter option is selected above. 

Pay Group or All Select the individual pay group to be reported on, or select All to include 
all pay groups. 

Assessment requested date or 
All 

Select a particular assessment date to limit the report to employees 
assessed on this date, or select All. 

Employee or All Select an employee to restrict the report to this individual or select All for 
all employees. 

Sort by The report details can be sorted by Employee Code or Employee Name. 

Sort order The report details can be sorted in ascending or descending order. 
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Figure 13 - 4 – Pension Enrolment Assessment Results report 
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Pension Enrolment Results report 

The Pension Enrolment Results report displays the results of the Pension Reform automatic 
employee enrolment process. The report is produced automatically by the two processes that 
enrol employees, the standalone Mass Enrolment Assistant and the Payrun Commit process. 

In each case you are notified by a Home page message when the report has finished and is 
available to be viewed. A link is provided to the report. 

Report content 

The report is divided by pay group, into two sections:  

 Employees automatically enrolled into a pension scheme 
 Employees un-enrolled from a pension scheme i.e. those who have opted out. 

For each employee it identifies the employee’s name and code, the default pension scheme, 
the effective date of the enrolment, an error code and description.  

Report parameters 

Enrolment called 
from 

If the report is the result of enrolments made by the Payrun process, it is run using the 
Payrun option. If it is the result of enrolments made using the standalone mass 
enrolment process, or the Starter processes, it is run using the Mass Pension 
Enrol/Starter (i.e. company) option. 

Date From/To Select a range to dates to restrict Payrun selection list to runs within this period. These 
fields are mandatory if the report is being run for a Payrun. 

Payrun Select the payrun to be reported on. Only enrolments during this payrun are included on 
the report. This field is mandatory if the report is being run for a Payrun. 

Company or All Select the individual company to be reported on, or select All to include all companies. 

Pay Group or All Select the individual pay group to be reported on, or select All to include all pay groups. 

Enrolment 
requested date or 
All 

Select a particular enrolment date to limit the report to employees enrolled on this date, 
or select All. 

Employee or All Select an employee to restrict the report to this individual or select All for all employees. 

Sort by The report details can be sorted by Employee Code or Employee Name. 

Sort order The report details can be sorted in ascending or descending order. 
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Figure 13 - 5 – Pension Enrolment report 
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Pension Regulator Compliance Report 

The Pension Regulator Compliance report provides the details the Pensions Regulator 
requires to monitor compliance, in particular identifying the number of employees enrolled 
into each scheme at the Staging date and subsequently. 

Report content 

The report identifies the PAYE Scheme Reference number and the following employee 
totals: 

 Number of active employees at the Staging date 
 Number of active employees today 
 Number of employees in a scheme at the Staging date 
 Number of employees currently in a qualifying scheme 
 Number of employees automatically enrolled into a qualifying scheme 
 Number of employees not enrolled in a qualifying scheme. 

For each pension scheme it also identifies: 

 the type of scheme e.g. Occupational 
 scheme reference 
 the number of employees in scheme at the Staging date 
 the number of employees currently in the scheme 
 the number of employees automatically enrolled into the scheme. 

Report parameters 

Company or All Select the individual company to be reported on, or select All to 
include all companies. 

Pension Scheme or All Select the individual pension scheme to be reported on, or select 
All to include all schemes. 
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Figure 13 - 6 – Pension Regulator Compliance report 
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Pension Statutory Data (Post-Commit) report 

The Pension Statutory Data (Post-Commit) report provides the information that is required to 
comply with statutory regulations. This data must be kept for 6 years and includes details of 
every worker who has made pension contributions during this period.  

Report content 

The report is produced by pension scheme, within pay group, within company and includes 
details of each. It includes the following details for every worker within each pension 
scheme who has made contributions: 

 Name, employee code & NI number (where in existence)  

 Date of birth 

 Scheme policy number 

 Employment start date 

 Automatic enrolment date & Scheme joining date 

 Scheme leaving date. 

For each pay reference period in which contributions have been made it identifies: 

 Qualifying earnings 

 Earnings payable  

 Employee & employer contribution  

 Employer’s pay over (salary sacrifice) 

 Total contributions 

Report parameters 

Date From/To Select a range to dates to restrict Payrun selection list to runs within this period.  

Payrun Select the payrun to be reported on. Only enrolments during this payrun are 
included on the report. 

Company or All Select the individual company to be reported on, or select All to include all 
companies. 

Pay Group or All Select the individual pay group to be reported on, or select All to include all pay 
groups. 

Pension Scheme or All Select one or more particular pension schemes to limit the report to that scheme, 
or select All. 

Sort by The report details can be sorted by Employee Code or Employee Name. 

Sort order The report details can be sorted in ascending or descending order. 
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Figure 13 - 7 – Pension Statutory Data (Post-Commit) report 
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Chapter 14 –Sick Pay Processing Reports 

Changes That Affect Sick Pay 

Brief description: 

ADP freedom recognises when an event takes place on an employee that may affect their 
sick pay for the period and ‘registers’ the employee for Sick Pay Processing.  

The Changes That Affect Sick Pay report identifies all of the employees that have been 
registered for Sick Pay Processing. For each employee it lists each change that has been 
made to the employee details to trigger the Sick Pay Processing, and identifies who made the 
change and when it was made. 

Report Parameters 

The following parameters can be entered for the report to restrict the employees that are 
included: 

Company or All / Pay Group or All  - Employees can be restricted to a selected 
company/pay group for the payrun. By default, the employees are included for All of the 
companies/paygroups included in the payrun. 

Events logged since – A date must be selected and only employees registered for sick pay 
processing on or after this date are included i.e. where a sick pay related change was made 
on or after this date.   

By user or All – The employees can be restricted to those registered by an event that was 
carried out by a particular user or All users. 

Employee Code – Enter an employee code to only include this employee on the report. 

Last name starts with/First name starts with – Enter the first few characters of an 
employee’s first and/or last name to restrict the report to only the employees with matching 
names. 

Who should run this report? 

The report is intended for an administrator to determine the reasons why sick pay has been 
calculated for particular employees. For example, to identify the events that resulted in a sick 
pay adjustment transaction being generated for an employee. 

When should the report be run? 

It is recommended that the report is run on a regular basis in line with the Sick Pay 
Processor. 
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Errors and warnings 

Brief description: 

The Errors and Warnings report provides a consolidated list of all errors and warnings that 
were issued on the last running of the Sick Pay Processor for sick and occupational health 
entitlements. 

The report can be configured to display the following details: 

 Just error messages. 

 Just warning messages. 

 Both errors and warnings. 

 Only errors or warnings with a specific message. 

 

Examples of the messages that may be issued include: 

 Not enough notice provided. 

 Not enough documentary evidence provided. 

 You should issue an SSP1 for this person. 

 

Who should run this report? 

The report is intended for the HR department as a confidence check that they have any 
outstanding actions that relate to employee health and sickness entitlements, in hand. 

 

When should the report be run? 

It is recommended that the report is run on a regular basis in line with the Sick Pay 
Processor. 
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Review Sick Pay 

Brief description: 

This report identifies the total amount of sick pay payable to selected employees in the 
current payrun. For each employee it identifies the total amount payable for SSP, OSP and 
Salary Offset. 

The report separate the sick pay into the different transactions types available i.e. 

 sick pay due for new absences this period 
 

 sick pay adjustments (from previous periods) 
 

 discretionary adjustments. 

 
By default this report only includes the sick pay payments that have been released for 
payment in the payrun. However, the Include unpaid items parameter can be set to Yes to 
include any sick pay payments that were calculated as payable but have been de-selected for 
payment. 

The report can be based on the following criteria: 

 A specific Payrun 

 

 A specific Company or All (within the payrun selected) 
 
or 
 

 A specific Pay Group or All (within the payrun selected) 

 

 Include unpaid items – Yes or No 
 

 Show adjustments only – Yes or No 

 

Who should run this report? 

The report is an aid to HR and management to review employee sickness payments. 

 

When should the report be run? 

The report should be produced following the running of the Sick Pay Processor. 
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Review Sick Pay Audit 

Brief description: 

The Review Sick Pay Audit report documents the details that appear on the Review Sick 
Pay assistant for a payrun. It includes the employees that have been processed by the Sick 
Pay Processor, or a filtered selection of these. For each employee it lists all of the sick pay 
transactions, identifying the type (source) of the transaction, the date/time it was generated 
or entered, and the SSP, OSP, Salary Offset and total amounts.  

For discretionary sick pay transactions that have been entered manually in the Review Sick 
Pay assistant to adjust an employee’s sick pay for the payrun it identifies the user who 
entered/or updated the transaction. 

Report Parameters 

The following parameters can be entered for the report to restrict the details that are included 
on the report: 

Company or All / Pay Group or All  - Employees can be restricted to a selected 
company/pay group for the payrun. By default, the employees are included for All of the 
companies/paygroups included in the payrun. 

Pay Period From or All – The report can include the sick pay transaction details for a range 
of pay periods, for the payrun, or for All pay periods.  If a pay period is selected here, this is 
the pay period from which transactions will be included on the report. 

Pay Period To – If a Pay Period From is selected above to identify a range of pay periods 
for the report, this is the pay period up to and including which transactions will be included 
on the report.   

Show final result only (Yes/No)– If this is set to Yes, then the report will only show the 
final transaction details that were included in the payroll. If this is set to No, then the report 
will show all of the incremental changes that were made to a sick pay transaction prior to it 
being included in the payrun. 

Employee Code – Enter an employee code to only report on sick pay transactions for this 
employee. 

Last name starts with/First name starts with – Enter the first few characters of an 
employee’s first and/or last name to restrict the report to only the employees with matching 
names. 

Who should run this report? 

The report is intended to provide a detailed audit trail of all the transactions generated by the 
Sick Pay Processor. It will identify all of the sick pay transactions including any 
discretionary transactions that were entered/amended. 

When should the report be run? 

It is recommended that the report is run on a regular basis in line with the Sick Pay 
Processor. 
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Sick days evaluated 

Brief description: 

This report shows a history of the sick days for a selected employee as they were interpreted 
by the Sick Pay Processor. It does not include any sick days that have not yet been evaluated 
by the processor (even though they may be recorded as absences). 

The selectable criteria for the report is: 

 A specific Company 
 A specific Pay Group 
 A specific Employee 
 The Sick days from date i.e. the date from which the sick days will be evaluated. 

 

The Employee dropdown will include employees for the chosen pay group and company 
who are: 

 current employees who belong to the chosen pay group on the selected date 
 leavers who left within the last 3 months (of the selected date) who belonged to the 

pay group. 
 

Who should run this report? 

The report is an aid to HR and management when assessing employee sickness payments. 

 

When should the report be run? 

The report can be run at any time when requiring information about an employee’s sickness 
payments. 
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SSP1 Claim form 

Brief description: 

The SSP1 Claim form is produced in a letter format and is used to advise employees who are 
not entitled to statutory sick pay from a particular date, for either of the following reasons: 

 the employee’s absence on or after the chosen date does not qualify for Statutory Sick 
Pay. 

 the employee’s entitlement to Statutory Sick Pay will end on or after the chosen date. 

In each case, the letter will provide the reason why the payments cannot be made. 

This report can be produced and attached to the back of the official HMRC SSP1 Claim 
form. 

The SSP stops on/after date selected for the report determines the absences the report 
analyses.  

The report can be produced for a single employee or for all employees to whom an SSP1 
Claim form should be issued. 

  

Who should run this report? 

The HR should run this report. 

  

When should the report be run? 

This report should be run when the Sick Pay Processor has analysed the information that has 
been entered for this employee’s absences and has concluded that payment is not due. Once 
run, the report should be issued to the employee(s). 
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Chapter 15 – Statutory Records Reports 

ADP Quarterly Reconciliation Letter 

Brief description: 

The ADP Quarterly Reconciliation Letter is a formal letter to one or more recipients in 
each pay group. Attached to the letter is a set of balances taken from Freedom for the 
selected pay group, for a quarter. These balances should match the values that were actually 
debited from the company's bank account each period and paid to HMRC. The balance page 
also includes YTD accumulation values for the total tax and NI liability to date. 

The recipient of the letter is asked to confirm that the balances shown are correct by signing 
and returning the balances page.  

The recipients for whom this letter is produced are determined by the contacts identified on 
the Pay Group Contacts page with a Responsibility of Qtrly Letter. If no contact has been 
set up with this Responsibility for the company, the recipient defaults to the company 
contact set on the Company Details page. 

The address on the letter is that identified on the Company Address page with an Address 
Type of Company. 

 

Who should run this report: 

The report is intended to be run by the ADP Reconciliation team.  

When should the report be run: 

This report is intended to be run each quarter. 
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ADP Quarterly Reconciliation Letter – Pre April 2014 

Brief description: 

The ADP Quarterly Reconciliation Letter is a formal letter to one or more recipients in 
each pay group. Attached to the letter is a set of balances taken from Freedom for the 
selected pay group, for a quarter. These balances should match the values that were actually 
debited from the company's bank account each period and paid to HMRC. The balance page 
also includes YTD accumulation values for the total tax and NI liability to date. 

The recipient of the letter is asked to confirm that the balances shown are correct by signing 
and returning the balances page.  

The recipients for whom this letter is produced are determined by the contacts identified on 
the Pay Group Contacts page with a Responsibility of Qtrly Letter. If no contact has been 
set up with this Responsibility for the company, the recipient defaults to the company 
contact set on the Company Details page. 

The address on the letter is that identified on the Company Address page with an Address 
Type of Company. 

 

Who should run this report: 

The report is intended to be run by the ADP Reconciliation team.  

When should the report be run: 

This report is intended to be run each quarter. 
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Employee P60 report 

The Employee P60 Report identifies the P60s that have been produced for the employee’s 
e.g. in a selected pay group, and identifies the date the P60 was produced. It does not include 
the P60 details. 

Report parameters 

 PAYE Reference - Select the PAYE Reference for which the Employee P60 report is 
required. 

 Company or All - Select the individual company to be reported on, or select All to 
report on all companies included.  

 Pay Group or All - Select the individual pay group to be reported on, or select All to 
include all pay groups. 

 Employee or All - Select the individual employee to be reported on, or select All to 
include all employees. 

 Tax Year – Select the Tax Year for which the P60(s) are required. 

 Group By – The employees can be grouped by cost centre, business unit or work 
location. 

 Sort by - The report details can be sorted by Employee Code or Employee Name. 

 Sort order - The report details can be sorted in ascending or descending order
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EAS Detail report 

The EAS Detail report identifies the employees and employee data that has been sent to 
HMRC in the EAS submission. 

Report parameters 

 Employers PAYE Reference - Select the PAYE Reference for which the proposed 
EAS submission report is required. 

 Company or All - Select the individual company to be reported on, or select All to 
report on all companies included.  

 Pay Group or All - Select the individual pay group to be reported on, or select All to 
include all pay groups. 

 Group by - The report details can be grouped by pay group, if required.   

 Sort by - The report details can be sorted by Employee Code or Employee Name. 

 Sort order - The report details can be sorted in ascending or descending order. 
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EAS Pre-Submission Review report 

The EAS – Pre-Submission Review report identifies the employees and employee data that 
would be sent to HMRC as part of an EAS submission, if the process to generate the 
submission was run as at a selected date. It is extremely important to ensure that the correct 
employee details are sent to HMRC on this first submission and this report is designed to 
help you check this.  

You can use this report to check that: 

 the expected set of employees is going to be sent to HMRC 

 the data to be sent is as expected 

 there are no mandatory data items missing from the data to be sent. 

The report identifies missing mandatory data by printing MISSING in red where the 
mandatory data should be.  

Tip: If the employees are grouped by pay group, employees who have been transferred 
between pay groups during the year appear in the most recent, live, pay group. 

Report parameters 

 Proposed EAS production date - Select the date you propose to produce the EAS 
submission. The report will include all the employees and employee data that would 
be included on the submission as at this date.    

 Employers PAYE Reference - Select the PAYE Reference for which the proposed 
EAS submission report is required. 

 Company or All - Select the individual company to be reported on, or select All to 
report on all companies included.  

 Pay Group or All - Select the individual pay group to be reported on, or select All to 
include all pay groups. 

 Group by - The report details can be grouped by pay group, if required.   

 Sort by - The report details can be sorted by Employee Code or Employee Name. 

 Sort order - The report details can be sorted in ascending or descending order. 
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EPS Detail report 

The EPS Detail report summarises the EPS submissions that have been sent to HMRC each 
pay period. It identifies the total amount recovered from HMRC in each month, and breaks 
this total down into the following amounts for each submission: 

 total SMP, OSPP, SAP and ASPP recovered 

 total SMP, OSPP, SAP, and ASPP compensation. 

This report is run for a selected tax year for a PAYE reference, and can be restricted to a 
particular month within this, or chosen EPS submission. 

This report also includes the answers to the end of year declaration that are included on the 
EPS Final submission which is sent to HMRC at the end of each tax year, or when a 
company ceases trading.  

Report parameters 

 Year – Select the tax year to be reported on. 

 PAYE Reference - Select the PAYE Reference for which the EPS submission report 
is required. 

 Tax Month or All - Select the individual month, within the chosen year, to be 
reported on, or select All to report on all months of the year.  

 Submission or All - Select the individual EPS submission to be reported on, if 
required. 
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FPS Detail report  

The FPS Detail report can be run after an FPS submission has been sent to HMRC. It 
documents all of the information that has been included in the FPS submission.  

This report is run for a selected payrun for a PAYE reference, and can be restricted to a 
particular company and pay group within this, if required. It can also be run for a selected 
employee, if required. 

Report parameters 

 Date from/to – Select the range of dates to be reported on. 

 PAYE Reference - Select the PAYE Reference for which the FPS submission report 
is required. 

 Company or All - Select the individual company to be reported on, or select All to 
report on all companies included.  

 Pay Group or All - Select the individual pay group to be reported on, or select All to 
include all pay groups. 

 Employee or All - Select the individual employee to be reported on, or select All to 
include all employees. 

 Group by - The report details can be grouped by pay group, if required. 

 Sort by - The report details can be sorted by Employee Code or Employee Name. 

 Sort order - The report details can be sorted in ascending or descending order. 
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EYU Detail report 2014/15 

The EYU Detail report 2014/2015 can be run after an EYU submission has been sent to 
HMRC. It documents all of the information that has been included in the EYU submission.   

This report is run for a selected payrun for a PAYE reference, and can be restricted to a 
particular company and pay group within this, if required. It can also be run for a selected 
employee, if required. 

Report parameters 

 Date from/to – Select the range of dates to be reported on. 

 Payrun - Select the Payrun for which the FPS submission report is required. 

 PAYE Reference - Select the PAYE Reference for which the FPS submission report 
is required. 

 Company or All - Select the individual company to be reported on, or select All to 
report on all companies included.  

 Pay Group or All - Select the individual pay group to be reported on, or select All to 
include all pay groups. 

 Employee or All - Select the individual employee to be reported on, or select All to 
include all employees. 

 Sort by - The report details can be sorted by Employee Code or Employee Name. 

 Sort order - The report details can be sorted in ascending or descending order. 
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FPS Detail report 

The FPS Detail report can be run after an FPS submission has been sent to HMRC. It 
documents all of the information that has been included in the FPS submission.  

This report is run for a selected payrun for a PAYE reference, and can be restricted to a 
particular company and pay group within this, if required. It can also be run for a selected 
employee, if required. 

Report parameters 

 Date from/to – Select the range of dates to be reported on. 

 PAYE Reference - Select the PAYE Reference for which the FPS submission report 
is required. 

 Company or All - Select the individual company to be reported on, or select All to 
report on all companies included.  

 Pay Group or All - Select the individual pay group to be reported on, or select All to 
include all pay groups. 

 Employee or All - Select the individual employee to be reported on, or select All to 
include all employees. 

 Group by - The report details can be grouped by pay group, if required. 

 Sort by - The report details can be sorted by Employee Code or Employee Name. 

 Sort order - The report details can be sorted in ascending or descending order. 
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FPS Summary report 

The FPS Summary report can be run after an FPS submission has been sent to HMRC to 
summarise the submission’s content. The report is split into four sections:  

 Starters 
 Leavers 
 Payments 
 Included in FPS but not Paid 

All the employees in the Starters and Leavers sections are also included in either the 
Payments or Included in FPS but not Paid section. An employee who both started and left in 
the payrun is reported in both the Starters and Leavers sections. 

This report is run for a selected payrun for a PAYE reference, and can be restricted to a 
particular company and pay group within this, if required. 

Report parameters 

 Date from/to – Select the range of dates to be reported on. 

 PAYE Reference - Select the PAYE Reference for which the FPS submission report 
is required. 

 Company or All - Select the individual company to be reported on, or select All to 
report on all companies included.  

 Pay Group or All - Select the individual pay group to be reported on, or select All to 
include all pay groups. 

 Group by - The report details can be grouped by pay group, if required. 

 Sort by - The report details can be sorted by Employee Code or Employee Name. 

 Sort order - The report details can be sorted in ascending or descending order. 
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FPS YTD Summary report 

The FPS YTD Summary report can be run at any time after FPS submissions have been sent 
to HMRC, to view the year-to-date FPS submission totals by employee i.e. the total tax, 
NICs and student loans recorded on FPS submission up to a selected month of the tax year, 
for each employee.  

The report is run for a selected PAYE Reference and includes the year to date values for a 
selected tax year, up to and including a particular tax month. 

Report parameters 

 PAYE Reference - Select the PAYE Reference for which the report is required. 
 Tax Year - the tax year for which FPS submission summary totals are required.  
 Tax Month - the month up to and including which will be included in the summary 

totals. 
 Company or All - Select the individual company to be reported on, or select All to 
 report on all companies included. 
 Pay Group or All - Select the individual pay group to be reported on, or select All to 

include all pay groups. 
 Sort by - The report details can be sorted by Employee Code or Employee Name. 
 Sort order - The report details can be sorted in ascending or descending order. 
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P11 substitute 

Brief description: 

The purpose of this report is to provide a substitute Employers Deduction Working Sheet 
(P11) that includes system generated values and adjustments. The report details all tax and 
national insurance payments that have been made per employee. 

The NI Contributions section of the report now includes the UAP Earnings threshold, 
introduced in tax year 2009/2010 and tax credits are no longer included. 

  

Who should run this report? 

Payroll should run this as part of the year end process. 

  

When should the report be run? 

As part of the year end process. 
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P14 YTD Reconciliation by PAYE Reference report 

Brief description: 

The purpose of this report is to provide a year to date summary of totals, at PAYE Reference 
level, of information that will be included on the P14/P60.   

 

Who should run this report? 

Payroll should run this each pay period to ensure that tax payments and receipts are correct. 

  

When should the report be run? 

On a regular basis each tax period and as part of the year end process. 
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P14 YTD Reconciliation by PAYE Reference report - Pre April 2014 

Brief description: 

The purpose of this report is to provide a year to date summary of totals, at PAYE Reference 
level, of information that will be included on the P14/P60.   

 

Who should run this report? 

Payroll should run this each pay period to ensure that tax payments and receipts are correct. 

  

When should the report be run? 

On a regular basis each tax period and as part of the year end process. 
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P14 YTD Reconciliation 

Brief description: 

The purpose of this report is to provide year to date information at employee and pay 
group/company level of the fields included on the P14/P60.  This report also includes details 
of payments made to the HMRC to assist the user with the tax and national insurance 
reconciliation that should be carried out each tax period.  

  

Who should run this report? 

Payroll should run this each pay period to ensure that tax payments and receipts are correct. 

  

When should the report be run? 

On a regular basis each tax period and as part of the year end process. 
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P14 YTD Reconciliation – Pre April 2014 

Brief description: 

The purpose of this report is to provide year to date information at employee and pay 
group/company level of the fields included on the P14/P60.  This report also includes details 
of payments made to the HMRC to assist the user with the tax and national insurance 
reconciliation that should be carried out each tax period.  

  

Who should run this report? 

Payroll should run this each pay period to ensure that tax payments and receipts are correct. 

  

When should the report be run? 

On a regular basis each tax period and as part of the year end process. 
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P32 Liability 

Brief description: 

The P32 Liability report provides details of the payments due to the HMRC on a tax period 
by period basis (whether already paid or not).  This report provides a breakdown of all 
payment types due to the HMRC. 

  

Who should run this report? 

Payroll should run this each pay period to ensure that tax payments and receipts are correct. 

  

When should the report be run? 

On a regular basis each tax period and as part of the year end process.  
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P32 Liability – Pre April 2014 

Brief description: 

The P32 Liability report provides details of the payments due to the HMRC on a tax period 
by period basis (whether already paid or not).  This report provides a breakdown of all 
payment types due to the HMRC. 

  

Who should run this report? 

Payroll should run this each pay period to ensure that tax payments and receipts are correct. 

  

When should the report be run? 

On a regular basis each tax period and as part of the year end process.  
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P32 Substitute 

Brief description: 

The P32 Substitute report provides details of the payments made to the HMRC on a tax 
period by period basis.  The main objective of this report is to provide a breakdown of the 
BACS payment to the HMRC  

  

Who should run this report? 

Payroll should run this as part of the year end process. 

  

When should the report be run? 

As part of the year end process. 
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P32 Substitute – Pre April 2014 

Brief description: 

The P32 Substitute report provides details of the payments made to the HMRC on a tax 
period by period basis.  The main objective of this report is to provide a breakdown of the 
BACS payment to the HMRC  

  

Who should run this report? 

Payroll should run this as part of the year end process. 

  

When should the report be run? 

As part of the year end process. 
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Chapter 16 – Tax Year End Reports 

P14 End of year summary 

Brief description: 

The purpose of this report is to provide a post validation view of the P14 data for all 
employees. 

  

Who should run this report? 

Payroll should run this as part of the year end process. 

  

When should the report be run? 

Payroll should run this as part of the year end process. 
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P35 Employer’s annual return 

Brief description: 

The P35 Employers Annual Return report provides a post validation summarised view of the 
P35 data for the selected PAYE reference. 

  

Who should run this report? 

Payroll should run this as part of the year end process. 

  

When should the report be run? 

Payroll should run this as part of the year end process. 
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QSV Errors and Warnings 

Brief description: 

The QSV report provides users with a hard copy of messages that appear in the Quality 
Standard Validation viewer. 

  

Who should run this report? 

Payroll should run this as part of the year end process. 

  

When should the report be run? 

Payroll should run this as part of the year end process. 
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