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Introduction

The Tax Office requires all employers to submit an annual employer’s statement regarding gross
earnings, tax and social insurance paid to all employees. This statement historically was once a
Gibraltar Government form that employers needed to complete by hand called the P8 form, however
it was changed a few years ago to automate the process. Instead, employers need to upload a specially
formatted P8 XML file to the Tax Office website.

Note: This P8 XML file needs to be submitted to the Tax Office website by Wednesday 31 July 2024.
There is a fine for late submissions. The Income Tax Act 2010 states that this fine is £100 per employee
for every day overdue.

Creating the P8 XML File
There are two methods for creating the XML file.

1. Generate the XML file automatically from EasyPay and upload it. This is the process described
in this document.

2. Generate the file manually using a tool, which can be downloaded by clicking the link
“Complete Form P8” from the website https://tax.egov.gi

There are instructions on how to perform a P8 manually on the Gibraltar Tax Office Website:
https://www.gibraltar.gov.gi/income-tax-office/employers-and-trusts/employers
The instructions are called “2022/2023 Electronic P8 Guidance Notes”

Checking Your Submission

Before generating the file automatically from EasyPay we recommend running a report in EasyPay.
This report will summarise the payroll data that will be included in the file to send to the tax office.

To run the report, go to the EasyPay Payroll section.

Check that the right tax year is selected at the top. At the top, where it says “Period,” the year should
be 2023 for the tax year that runs from 1° July 2023 to 30 June 2024.

Next, click Company Reports at the top and run the report called “Form P8 Page 2”.
It is worth checking:

a. All the expected earnings / payslips are included for the tax year.

b. The social insurance contributions listed for each person reflect the right number of
contributions and type. In most cases a full-time employee would pay fifty-two contributions
of social insurance of type ER (Earnings Related). However, the most common reasons for
variations in social insurance contributions are new starters, leavers, absence from work,
Maternity and people reaching pensionable age.

c. Check no key information is missing from the report. This report will run checks on the payroll
data and provide a report if any key information is missing such as employee tax reference
numbers.

Note: You can run the “Form P8 Page 2” report at any time for any tax year. There is no need to close
(or reopen) a tax year in EasyPay to run the report.
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Automatically generating the XML file from EasyPay

To export the file, go to the EasyPay Payroll section.

First check that the right tax year is selected at the top. At the top, where it says “Period,” the year
should be 2023 for the tax year that runs from 1°t July 2023 to 30" June 2024.

Click on the top drop-down menu, Payroll Options. Then go to Tax Year End and select “Online Tax
Submission.” This selection is shown in the picture below.

A0 EasyPay Professional V22,11 - Easy Bakeries Limited - [Payroll]

File | Payroll Options | Tools Help

Payro set Payroll Processing Date l] |2023 LI Payroll Processing
Payroll Shortcuts >
=-Al Payroll Period End - | Sumame Status W
ljj Payroll Reports > Smith Paid
c Johnson | Paid

Monthly Tax And S| Remittances

. Smith Not Paid
Email »

Export Options > Johnson Not Paid
William Hill Export Options > |Mann | Not Paid
Tax Year End (End Of June) > | P:rfor.m Tox Near Enc.i. e
Vertical Payslip Editor Layout Undo Tax Year End

: """ Online Tax Subrmission

Next a window will pop up to request further information. This window is shown on the next page.
Check the contact information and tax year being submitted at the top are correct.

You will then need to specify the total tax due for Benefit in Kind payments made to staff. This is the
total from the P10 form which each employer needs to submit by 31 July by email to the Tax Office.
You will also need to confirm the amount of tax for Benefit in Kind that has already been paid to the
Tax Office.

Next, read the declaration statement and tick the three boxes to confirm you have read the various
points.
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5! Tax Office - End Of Year XML Submission File (Contains P8 and P12 information) X
‘Your company's contact information
Company Name  |Easy Bakeries Limited Tax Reference I—
Contact Person IBob Smith Position IDirecto:
ContactEmail  |cs@easybakeries.qi Telephone 200 74121
Tax year being submitted Filing Date W
Summary YTD
Salary YTD 0.00 BenefitinKind TaxPaid ~ [000

TaxYTD
SIYTD

Note: | he F1U torm [tor Benehts In Kind FPayments) should be submitted via email to paye.enquinestedgibraltar. gov.gi
A nil P10 is not required. This file also contains P12 (Pensions) information, but you should also
submit a P12 seperately to the T ax Office.

Declaration

It is important that you carefully consider each of the statements below before you accept and submit this form. If necessary,
please take independent legal advice. The cosequences for any failure to compliy with these statements are serious as you
may be found guilty of an office and therefore liable under Gibraltar Law.

72 | understand that the provision of any false, inaccurate or misleading information within this declaration is an offence
under Gibraltar Law.

[V | confirm | am authorised to make the declaration on behalf of this firm or business.

v | declare and certify that all the particulars requested to be entered on this form are in every resepect, fully and truly
according to the best of my knowledge and belief.

Generate Tax Submission File | Tax Submission Website Export to P8 Tool Abort

At the bottom there is a button “Generate Tax Submission File” which generates the P8 XML File.

You can then click the button “Tax Submission Website,” to launch the tax office website so that you
can submit the file. On the next few pages of this document, we summarise the process to upload the
file to the tax office.

Additional Notes

You can generate the XML file from EasyPay at any time for any tax year. There is no need to close (or
reopen) a tax year in EasyPay.

There is also an additional button for “Export to P8 Tool”.

This button is only to be used if you are creating a MANUAL SUBMISSION. This button exports a file
summarising the payroll data for the year which can then be loaded into a P8 tool that the tax office
provides for manual submissions.
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Uploading the file to Tax Office website

1. Visit https://tax.egov.gi

& Income Tox eGov senvices x [ = [} X
< -2 O m () httpsy/ftacegov.gi A s B e [V

¥ a f

Accounts Saction (payment enquiries) o + 1z senquines@gibraltargov.gl | Gontributions S 3enquinies) oF = peratums@oibratargov.gl

HM Government of Gibraltar

% Income Tax Office & Home B Contact EHNews iHelp

INCOME TAX ONLINE SERVICES

Welcome to the Income Tax Services homepage.

Important: Please note that this site works best when viewed through Geogle Chrome's web browser. We would
recommend using this to run all cur eGov services

-

Form P8 — Employer's Annual Statement Declaration

The P8 upload service will allow companies o easily verify and submit their P forms electronically. Use for 2021/2022 and onward

2, Upload Form P8

Payment of Income Tax and Form P8 2020/2021 - Form P8 2019/2020 -
Social Insurance Employer's Annual Employer's Annual
Statement Declaration Statement Declaration 1y

1. Click the button to “Upload Form P8” for the tax year 2023 / 2024.

eGov.gi - Income Tox Office - Fil X | =+ B = %

&< C m (31 https:A/taxegov.gifuploads/4 »

ONLINE PUBLIC SERVICES
N M Government of Gibralfar

Please enter your e-mail address below and press submit. Once you do so you will receive a link from which you will then be able to
upload your submission.

It is important to note that the link you receive via email is for a single use only. If you wish to submit any further files you will need to
access this page again and make a new request. A separate email will be sent to you for each new submission.

E-mail address

™
/" Imnotarobot

jht @ 2022 HM. Government of Gibraltar, All Righis Resarv:

2. Enter your email address and click the button to certify you are not a robot.
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eGov.gi - Income Tax Office - Fil. x| = - (=] ®

< G @ o

ONLINE PUBLIC SERVICES
H.M. Government of Gibraltar

Please check your e-mail and click on the link provided.

[f vou cannct find the e-mail, please check your SPAM and your JUNK folders. If the issue persists, please add no-reply@egov gi to vour safe senders list

H.h. Government of Gibraltar

3. An email will be sent to your email address. Check your email.

[ File upload E-mail link - Message (HTML) S search = [m} b4

File Message Help

[ m 5 9y g m% > To Manager : o E_‘_‘ P o 2y 5§ Q

1 & =i e ; : ;
@~ Delete Archive 2 Replyisl . Shareto it Mo Tegs | Editing  Immersive Translate  Zoom View Wiva
1 2 = Forward Tearns 7 Done > - B~ " . ¥ - Headers | Insights
Delete Respond Tesins Cuick Steps 5 WMove Lenguage | Zoom | addin | “adsin v

1 File upload E-mail link

) Reply | % Replyall | —> Forward | | K| |-
3 no-reply@egov.gi £ -
1 @ To Paul Jennings Wed 13/0772022 08:17

() click here to download pictures. To Kelp protect your privacy, Outlook prevented automatic download of some pictures in this message.

i File submission service

To continuethe file upload process, pleaze click on thalink below:

] https:/ftax. esov. gifuploads/Portal/index 7Code=6135504C4151 2B 4846385530 & Type=4

4. Click the link in the email to continue the P8 upload process.
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C 3 hitps/taxegowgiiuploads/Portalindex?Code=6135504C415125484 638! 6 [} &)

2. ONLINE PUBLIC SERVICES
HM. Gavernment of Gibraltar

Templates available for download

Please, select a document.

Step 1 - Select the template you wish to upload

Pleass, select a document.

Step 2 - Attach the

HM Government of Gibraltar

Document uploads

Choose file

022 H.M. Government of Gibraltar.

5. Goto Step 1 and click on “Please select a document”. Select “P8 2023”

6. Click Choose file and select the P8 submission file to upload.

7. Tick the box to verify you are authorised to make the submission on behalf of the business.

8. Click the Upload button.

9. You should then see a thank you message confirming that the file has been uploaded. (See

below)

| eGowgi-Income Tax Office - Fil. % | ==

< C @

ONLINE PUBLIC SERVICES
Ry M. Govermment of Gbraltar

] https://tax.egov.gi/uploads/Portalindex

{ Gibraltar GX11 144

 Thark you for subrmitting the P8 retum. A detaled report will be sert o you once processed

ot @ 2022 H.M. Gevernment of Gibraltar All Rig!

]

10. Within usually 7 days you will receive an email to confirm that your submission has been

processed successfully or it has been rejected. If it has been rejected, a report will be included
explaining the reason for the rejection. A rejection will typically require you to make additional
changes to your P8 submission and resubmit the file.
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