Identifying The Vouchers Missing From CIS

From CIS Function CLERICAL CASEWORKER PROCESSING or CIS function CASE MAINTAINER PROCESSING

· Select ‘File’ on the toolbar menu at the top of the screen and select ‘Taxpayer from the drop down menu


· Enter the employer’s Accounts Office reference and select the [OK] button


· Within the List Taxpayers screen select the line with the appropriate Scheme Identified (001, 002, and so on or EMP)


· Within the Taxpayer screen select Captured Vouchers from the navigation buttons


· Enter the tax year ended and select voucher type CIS25 from the drop down menu


· Select the [Captured Vouchers Total] button on the right hand side of the screen


· Within the captured Vouchers Total screen select the [View List of Vouchers] button on the right hand side of the screen


· Compare the list of vouchers on CIS with the CIS25s received from the employer

