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A

Key Summary of the E-Filing Process

v EFileReadycor

This summary shows you the steps involved to e-file your data.
Whatever you are e-filing, the steps involved are the same.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

CT600, Companies House, VAT

Sign Up / Sign In.

Download the given spreadsheet template from our
website

Populate the data from your system into the given
spreadsheet.

Assign a file name to the spreadsheet and save it in a CSV
file format.

Sign in to the website and select Upload CSV File from the
top menu bar.

Click on the Browse button to find the CSV file that you
just assigned a name to, and then upload that CSV file.

E-fle the uploaded file by clicking on E-File Now!, or
amend the file based on the error report we have given
you and then upload the file again.

Print the E-filing Certificate and view reports.

( More information about each of the steps is detailed below. )

Support Email:

Kevin.Munn@efileready.com Tel: 020 8452 9516
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How Does www.EfileReady.com E-filing Work?

C START

| Step 1. Sign Up /S Sign In ‘

¢ If vou hawve not yet got an accountto signinto, simply go
T to wasnwefileready.com and click on Sign Up to create
/ one nove. Itis wery easy to do - 85 easy as signing up to
o Hawve you got Mo hotrnail, or yahoo mail. orSocgle mail eto.
an account to S ot
sign in to? / Motz if you are an additional user of an organisation
which has already signed up with us, you must sign up

Sign Up Process

fremalink givento you by your organisation. rou should
not sign up a fresh account other than from the given

res sign uplink.

Sign In: You must sign in each limea you need to e-file %1
|

v

After signing in click on the yellow button in order to
get to the page where you can see the Tasking Zone
menu bar which runs across the top of the page.

)

Step 2. Download the given spreadsheet template
from our website after signing in.

|

Step 3. Populate the data from your system
into the given spreadsheet.

:

Step 4. Assign a file name to the spreadsheet and
save it in a T8V file format.

A

:

Step 5. Sign in to the website and select Upload
SV File from the top menu bar.

|

Step 6. Click on the Browse button to find the
CSY file that you just assigned a name to, and
then upload that CSV file,

/l\

Check for emars
in the uploaded T3V file.
Emors found?

Amend the emrors as
indicated in the repornt

Step 7. E-file the uploaded file by clicking on
Live E-Filing, or amend the file based on the
emor report we hawve given you and then
upload the file again.

v

Step 8. Print the E-filing Cerificate and view reports.

EMD
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The following steps explain how you can use www.efileready.com to e-file your returns.

1 Step 1. Sign Up/ Signin

1.1 SignUp:

If you have not yet got an account to sign in to, simply go to http://www.efileready.com and click on
'Sign Up' to create one now. It is very easy to do - as easy as signing up to an email account such
as hotmail, yahoo mail, or Google mail etc.

Before you start the sign up process, please ensure you have the following details to hand. They
will need to be entered to complete the sign up:-

Accounts Office Reference and PAYE Reference Number (optional)
All employers who register with the HMRC are issued with an Accounts Office Reference and a
PAYE Reference Number. They can be found on any documents or correspondence received from

your tax office. For example, on your yellow paying-in book and your P35 form.

This sign up process is carried out only once.
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ww.€FileReadycor

ition
nies House & gained HMRC recagnith

cialists +pata services

to Compa

. E-filing Spe

Tested for e-filing

HMRC & Companies Hous

eFileReady is an e-filing specialist providing an exceptionally
user friendly e-filing system allowing you to e-file almost
every document you need to the HMRC and Companies
House (CH) with ease, The system saves vyou from
complicated XML e-filing processes because eFileReady is
equipped with data conwversion intelligence that can
automatically convert vour data to the HMRC and CH required
®ML or |=BRL formats for any return. Any responses or
electronic acknowledgments due to you from HMRC and CH
can also be downloaded from our system to your system for

wiewing purposes andfor to update your data.

E-File your E-File your
RTI IXBRL CT
with Ease with Ease

Innovative and Compatible with all payroll, accounts & ERP systems

L"l "d

5.7  ORACLE lm mﬁ: soLaris ’?‘

d
i

i|l
¥
ly

: Listed below are the range of e-filing services we provide, You can
& 118ign Up | creste tew account find out rore details by clicking on the list,

# ) Sign In How PAYE, YAT and CIS E-FILING to HMRC works?
; Please click on the links for demo
1. €T and i¥BRL Accounts to HMRC

[El ) Features and How it Works
j 2. P45, P46, P14, P35, P110, WHU

Fig 1.1 Home Page — Sign Up

Important Note to Additional Users: If you are an additional user of an organisation which has
already signed up with us, you must sign up via a link emailed to you by your organisation's system
administrator. You should not sign up for a fresh account from our home page.
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1.2 How to Appoint Additional Users :

If you are a system administrator and wish to allow other people in your organisation to have
access to the e-filing service, please follow the steps detailed below.

In the Tasking Zone menu click on Employer / Contractor, then further select the Employer /
Contractor Details. Click on the ' View / Edit ' button for Additional User Details, then click on the '
Add New User ' button.

Please complete the further screens by entering the new user details. The new additional user will
be sent an activation mail along with the sign in ID details, which he / she has to enable to use e-
fileready services.

Please refer to Step 7 for more details on appointing additional users.

@ Additional System User Details ? =Bach

Internet
System User Sign n R Status |7 Forget Sign In System User Personal
Goraiam baac BT Sign In ID Log Baok Details |2 Details
Enahle Disishle Confirm
Testing, AddinAdmin ETEST? 056796 Wiew ol G Confirm Resend Details Wiew | Edit
Testing, Ketan ETEST7 008073 Wigw o] C | Confirm Resend Detalls vilew | Edit

Page 1 of 1 b | Gote|Page ® | Add New User | < Back

Fig 1.2 Add Additional Users

© Copyright Able Internet Payroll Ltd. Page 7 of 31
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1.3 Signin:

You must sign in to http://www.efileready.com/ each time you need to e-file. Please keep your Sign
In ID and other sign in details you received from eFileready handy to login to www.efileready.com

ww.CFileReady on

to Companies House &

SpECiEIIiStS + Data Services

gained HMRC recagnition
Tested for e-filing

HMRC & Companies House E-filing

eFileReady is an e-filing specialist providing an exceptionally
user friendly e-filing system allowing vou to e-file almost
every document you need to the HMRC and Companies
House (CH)Y with ease, The system saves wyou from
complicated XML e-filing processes because eFileReady s
equipped with data conversion intelligence that can
autormatically convert your data to the HMRC and CH required
®ML or i=BRL formats for any return. Any responses or
electronic acknowledgments due to vou from HMRC and CH
can also be downloaded from our systerm to your systern for
viewing purposes and/or to update your data,

E-File your E-File your
RTI IXBRL CT
with Ease with Ease

Innovative and Compatible with all payroll, accounts & ERP sysiems

" & = 'I" n.“'fo" :
57  ORACLE IDEdwards 8- Solars A

Listed below are the range of e-filing services we provide, You can

& Sign Up B Create Hewaccount find out more details by clicking on the list,
# ) Sign In e How PAYE, ¥AT and CIS E-FILING to HMRC works?
- Please click on the links for demo

1. CT and iNBRL Accounts to HMRC

2. P45, P46, P14, P35, PL1D, WNU

3. P&, P9 & 311 etc, downloads for auto-updates
4. £1S 300 Monthly Returns & Yerifications

El | Features and How it Works

Price

Fig 1.3 Home Page — Sign In
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2 Step 2. Download Spreadsheet — CT & iXBRL A/c / Co.
House / VAT

To download the HMRC CT spreadsheet to your local system, go to Download Template on the
tasking zone. Further click on HMRC CT600 & Accounts Template Download.

_| Employer/Contractor b = Download Spreadsheet « H Upload Data » 4 E-Filing 4 4 DPs 4 4 Reports 4 4 Others 4  —
Imporkank Motice

S EITIP'CI'YEI‘ Details | PAYE P14, P45, P46, P11D etc Template Download |

(15 300 & CIS Verification Template Download

@ Employer Details Pension Scheme & Others Template Dovnload

ePayslip Template Download

WAT 100 & VAT 101 Template Download HSIBC ‘x»

HMR.C CT & i%ERL Accounts Template Download The world's local bank

777 Lucky Stre Co, House iXBRL Accounts Template Dovnload o Kingdarn.

Co, House Secretarial Service('Web based)

Employer’s PAYE Ref.:| 9349 |.f P984 | Accounts Office Ref.: 899PC299

Employer Contact Details Wiew ! Edit E-Filing Credentials Setup Wiew ! Edit
System Administrator Details Viewe | Edit Additional User Details Wiew | Edit
Support Request Enahle Emplover Address for GFF Users View ! Edit

Client Internet Afc Manage

If vou wish to switch to any other function please click on the above Tasking Zone button, Click for a ﬂ DEMOD |

Fig 2.1 Go to Download Spreadsheet in the Tasking Zone and click on the appropriate

Menu item

© Copyright Able Internet Payroll Ltd. Page 9 of 31
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® Accounts, CT600 & Computation Template Download | ?/

Download Accounts, CT600 & Computation Spreadsheet

.E., Flease click on an option below to download the spreadsheet & other farmats to vour system.

t2 Download Accounts

E2 Download CT 600 Computation

S Download Spreadsheet - CTE00 (Corporation Tax return)

E2v Download Spreadsheet - CTEOOA (Loans)

t2 Download Spreadsheet- CTEOOE (CharitiesiCASCS)

t2 Download Spreadsheet- CTEOOJ (Disclosure of Tax Avoidance Schemes)

\?J Cownload Efileready User Manual

Fig 2.2 Click on the Download Spreadsheet Link

Now, click on the required Download Spreadsheet link to download the spreadsheet onto your
local system.

Please note, we do not provide Accounts spreadsheets for you to download and fill in.
You need to attach a PDF / iXBRL document. Normally you will have accounts to go with the
CT600. If you do not have these because your company is dormant or has ceased operation, you

must spell out the reason for the absence of the accounts in the CT600 spreadsheet.

Up until April 2011 your accounts and the computation documents could be in either an iXBRL or
PDF format. On and after April 2011 these two documents can only be e-filed in an iXBRL format.

Currently, we do not convert your accounts documents (Excel spreadsheet) to a PDF or iXBRL
format.

You need to use iXBRL software to do this. When you have converted the data into an iXBRL

format you can upload it to our server and we will e-file it for you, together with other documents, to
the HMRC.

© Copyright Able Internet Payroll Ltd. Page 10 of 31
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@ Download CT600 (Corporation Tax return) Spreadsheet |2 | Read Me First || < Back

Download CT600 (Corporation Tax return) Spreadsheet

Al

/ Always download and read the instructions befare wou populate your data into the spreadsheet.

Download Download
Instruction far CTROD (Corporation Tax return)
CTREOO (Corparation Tax return) Spreadsheet document

Spreadsheet

Cnce downloaded, you should enter vour data into the Spreadsheet and save it ina CSV format.
Then select Upload C3Y Data from the Tasking Zone to save the spreadsheet back to our server
in a CSY format ready far E-Filing.

< Back

Fig 2.3 Click to download the spreadsheet

© Copyright Able Internet Payroll Ltd. Page 11 of 31
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Opening CT600. xls

¥ou have chosen to open

Sﬁ CT600.xls

which is a: Microsoft Excel Waorksheet
fram: https:ftestl . efileready.cam

What should Firefox do wikh this File?

) Open with _P-E-xcel..S.Hee-I:".S:!::dn.al:.au-li:::‘:l: v

{(#): Save File

[ ] Do this automatically For Files like this From now on,

i l [ Zancel

Fig 2.4 Download and Save the spreadsheet to your local system

A instruction document in PDF format is provided for all the spreadsheets which guides you to
enter the data in the spreadsheet. We recommend you read these instructions before filling in the
actual spreadsheet.

Please follow the same steps to download the Companies House spreadsheets and VAT
Spreadsheet onto your system.

© Copyright Able Internet Payroll Ltd. Page 12 of 31
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3 Step 3. Populate your data into the spreadsheet

Populate the data from your system into the downloaded spreadsheet. Refer to the instructions
provided if you are unsure of any field.

a B = [ E F

1 LOE & | LT LTS cT4 i ] CTE

x weturn | ype q B

2 | (Newsnmendedy LCarmpary Mamns ~Egastratian RUmb ~atere e LCompany 1yps Address Lne 1
2 [MNEW Dervo Company ALSAEES G 2547 2ERDS2 7 Deme Address

*

(s

.

-,

o

o

-
o

-

=
I

Fig 3.1 Populate the data and save in a CSV format.
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4 Step 4. Assign a file name to the spreadsheet and save it in
a CSV file format.

2=

Save jn: [ () CTAO0 = 9 F &

QDF Spreadsheet [.ods]
QDF Spreadzhest Template [Lotz)
Openlffice.org 1.0 5preadshest [ sxc)
Openlffice.org 1.0 Spreadsheet Template [ stc)
Data Interchange Format [Ldif]
dBASE [ dbf]
Microzoft Exoel 37/20005F [xlz)
Microzoft Excel 97/20005%F Template [«
Microzoft Excel 95 [als]
Microzoft Excel 95 Template [xl]
Microzoft Excel 5.0 [ xlz]
Microzoft Excel 5.0 Template [R1)
StarCalc 5.0 [ zdc)
StarCalc 5.0 Template [wor]
. StarCalc 4.0 [ =dc]
: StarCalc 4.0 Template [ vor]
:'l._'r StarCalc 3.0 [ =dc)
StarCalc 3.0 Template [vor]
k]
T e~

by Documents

by Computer

Lacument [UpenUthoe.org Cale] |,
Microzoft Excel 2003 =ML [xml]

Fil : Pocket Excel [ psl] -m
Il hame | Inified Qffice Format spreadsheet [ uos] =
A

Save az hupe; Microzaft Excel 97,/20007P [xlz] j Cancel

¥ Autornatic file name extenzion
[T Save with password
[ Editfilter, settings

Fig 4.1 Save the spreadsheet as a CSV file

Please save the completed spreadsheet in the CSV format.
Follow the same steps to download the Companies House spreadsheet and VAT returns

spreadsheet onto your system. Populate the data in the spreadsheet by following the instructions
provided in the instruction document and save the spreadsheet in the CSV format.

© Copyright Able Internet Payroll Ltd. Page 14 of 31
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5 Step 5. Upload your data to eFileReady

Sign in to http://www.efileready.com/

Go to Upload Data on the Tasking Zone and further click HMRC CT600 & Accounts upload.

—| Employer/Contractor k -I Download Spreadsheet » - Upload Data « H E-Filing 4 -‘ DPS 4 -‘ Reports 4 -‘ Others 4

PAYE P14, P45, P46, P11D etc Upload

® Employer Details & Jrl e ptutlke

I3 300 & IS Yerification Upload
% Employer Details Pension Scheme & Others Uplaad

ePayslip Upload

ITCS TEStiI’I{ WAT 100 & WAT 101 Upload gBqu»

HMRC CT & XBRL Accounts Upload vorld’s local bank

77 Lucky Street, Metwork House, Boston, Uk Co, House i#BRL Accounts Upload

Tel Mo.:123 456 788 |
E-Mail© Wiebsite Co. House Secretarial Service{\Web based)

Comparative iXBRL Accounts Upload
Employer's PAYE Ref.: 999 |I Pa99 | Accounts Office Ref, ; 999P 959

Employer Contact Details wiew | Edit E-Filing Credentials Setup Wieny | Edit
Systern Administrator Details s | Edit Additional User Details Wiew | Edit
Support Reguest Enable Employer Address for GFF Users Wiew f Edit

Client Internet Afc Manage

If you wish to switch to any other function please click on the above Tasking Zone button, Click for 2 [ DEMO

Fig 5.1 Click on the Upload Data

© Copyright Able Internet Payroll Ltd. Page 15 of 31
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® Upload CT600 Return CSV File |2 | < Back | Click to Upload CSV File * |

Upload CT600 Return CSV File

Ensure that vou have prepared your CT 600 Return spreadsheet document and have saved them in a SV file
farmat ready to be uploaded. If you have not done this please go hack to download the CT 600 Return
spreadsheet document from "Dovwnload Spreadsheet” inthe Tasking Zone.

Step 1 - Company (CT 600)"
Browse..
Click Browse to Upload CTEOD Return CEV file. ;l

Last Step - Your own CSY File Reference |
(optional)

about 3 minutes

Fig 5.2 Browse to find the files in your local system and then click Upload button

Pick up the CT600 or any appropriate spreadsheet file you just saved in your local system by
clicking on the 'Browse' button (in just the same way as you sign in to an e-mail account and then
go to your local system to pick up a file you prepared previously to attach to an e-mail).

Enter any reference for the CSV file you upload. This is optional. You can also leave it blank.

Now, Click on the 'Click to Upload CSV File' button to upload the file to the efileready.com server.

Please note, do not move the mouse or click on the screen, while upload is in progress it might
interrupt the upload process.

© Copyright Able Internet Payroll Ltd. Page 16 of 31
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@ Accounts, CTB00 & Computation CSV Data Upload Report i

® Good News Your files hawe been successfully uploaded.
® You can now go to "E-Filing" in the Tasking menu to E-file the Uploaded Data.
® You can also View ! Remaove the uploaded data at the E-Filing Page f Reponts Page.

Hote: Before the files are e-filed to the HMRC you must check to ensure that the data in the files is
correct, If there iz any discrepancy between the original data in the file which you selected to upload, and

the data in the uploaded file, you must not e-file the file and should notity EfileReady immediataly .

Fig 5.3 CSV Data Upload Report

As you upload your CSYV files, our service instantly converts the files into XML and validates them
against the HMRC provided SCHEMA and BUSINESS RULES, ready for e-filing.

If no errors are found in the uploaded data, you will see a successfully uploaded message on the
screen as shown below in the fig 4.4.

@ CTe00 Return Details Print Report | | < Back

User CSY File Ref. Batch Ref. ARAD48366

A, Errors in Data Validation,

Flease fix the errors listed below and upload again.

Error found in CT600 Return validation

1 Accounts must be attached or 5 reason far no accounts must he provided.

| Print Report | | < Back

Fig 5.4 CSV Data Validation Error Report

If errors are found, an Error Report will be displayed on screen as shown in the fig 4.5. You should

© Copyright Able Internet Payroll Ltd. Page 17 of 31
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amend the errors as indicated and then start the process again from Step 3.

Please follow the same steps to upload the Companies House spreadsheet and VAT returns
spreadsheet to efileready.

6 Step 6. E-Filing your data

To e-file your uploaded data to HMRC go to E-fiing on the Tasking Zone and click on E-file
Accounts, CT600 & Computation.

—| Employer/Contractor # -‘ Download Spreadsheet ¢ -I Upload Data » = E-Filing « H DPs 4 -I Reports 4 -‘ Others 4 s

E-File PAYE P14, P45, P46, P110 etc
) EI'I"IP'DY'E.‘I' Details . E-File 15 300 & CI5 verification Request
E-File Pension Scheme & Others
¢ Employer Details E-File: WAT 100 & WAT 101 |

E-File HMRC CT & iXBRL Accounts

ITCS = E-Filz Cn. House iXBRL Accounts HSBC 11’

E-File Co. House Secretarial Forms The world's lacal bank

TTT Lucky Street, Metwork House, Boston, UK, BRS 6BF, United Kingdarm.
Tel.Mo. 0123 456 789 Fax Mo, .
E-Mail :  Website

Employer's PBYE Ref. ;| 9949 |.l' PEa49 | Accounts Office Ref. : 989PC9494

Employer Contact Details Wigw | Edit E-Filing Credentials Setup Wigw | Edit
System Administrator Details Wi | Edit Additional User Details YWiew | Edit
Support Reguest Enahle Employer Address for GFF Llsers Wiew | Edit

Client Internet Afc Manage

If wou wish to switch to any other function please click on the above Tasking Zone button, Click for a H DEMOD

Fig 6.1 Click appropriate option to E-File

Please note, the Companies House forms (uploaded data) will be e-filed directly to the Companies
House. To E-File the Co. House data select the appropriate option from the drop down menu.

If you are a Company who is filing CT returns you should enter your HMRC User ID and Password
for e-Filing your CT600 returns. You must have enrolled for and activated the Corporation Tax
Online service with HMRC before you can e-file your Company Tax Return.

If you are a VAT registered Trader or Company, you should enter your HMRC User ID and

Password for e-Filing your VAT returns. Please note, to file a VAT Return online you will need to
be registered and enrolled for VAT online Services with HMRC.

© Copyright Able Internet Payroll Ltd. Page 18 of 31
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To file the Companies House forms you should have registered as an Electronic Filer from the
Companies House to obtain a Software Filing Credit Account along with Presenter ID and
Presenter Authentication code by filling an application form.

Please note, the HMRC User ID & HMRC Password OR the Presenter ID & Presenter Password
should be entered in E-Filing Set up section before you e-file. The E-Filing Credentials set up is
explained in Step 6 of this training manual. Please refer to it before you start to e-file.

@ E-File HMRC CT600 & Accounts Uploaded Data s |+ Back || Appove Selected @

Period of Accourt Approval Status | ?
Companyame TR SO it om Period To Cliert |? Admin, 2 — e
MOAMMAYTY) (DDAMMATYY) Approval Approval [

_ CemoCorpany3 9625648752  CTEOOO3 0173872008 30772009 r Wew Remove

Cemo Comrpany 2 4329648741 CT6O002 011852008 31072009 Disapproved for eFiling r Vﬂ w

Cemo Corrpany 3 9625648-52  CTEO0OO3 1300702008 10i07i2004 Disapproved for eFiling r Vﬂ w
N Cemo Corrpany 2 4325648751 CTEO002 2101772009 1B/07/20°0 Approved for eFiling [ Vew Remaove
I Cermu Currpany 2 4325648°51  CTROOOZ 10/25/2008 02i05/2009 Approved T efiling r Vﬂ Fernue .
I Cemo Corrpany 2 43266487541 CTROOO2 14i15/2009 13042070 Approved for eFiling r \Iﬂ Rermove r
Pl Cemo Corrpany 1 2325648°52  CTEO00° 01/36/2008 30/05/2009 Upload Failed Wew Rermove

] Mage 1 of 1 [+ ] Co to | Page 'I

< Dack |A|>|:-|we5ele-:ted

Fig 6.2 View the data to be E-filed

This screen displays the list of uploaded documents that are ready to be e-filed. The uploaded
documents should be approved either by Client or Admin before e-filing. If the documents are not
approved yet, please check the boxes corresponding to the respective client and click the Approve
Selected button. Once the documents are approved you can select them and click on E-File Now
button to proceed to E-filing the returns.

You can also view the data before e-filing your data to the HMRC / Companies House to ensure

that the data you have uploaded is correct. To view the data, simply click on the View link. Once
you are sure about the data you can proceed to e-file the data.
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Enter your name and sign in password in the employer's declaration page and click on the confirm
button. You will be taken to the E-Filing page.

@ Employer's Declaration |7 Cancel || Confirm

Employer's Declaration

:T, MOTE: Flease check that vou have entered yvour E-Filing Setup details correctly. i.e. ensure that
yvou have selected either Emplover or Agent as appropriate, and that your E-Filing User 1D and
Password are both entered and up to date.

Your Personal Marne ™ Rohert Redford
YourActing Capacity Employer |z

Enter User Sign In Password #
(eFileReady's Sign In Passward)

TIII |51

Date ™ 1507200121737

{tﬂn finue fo

Fig 6.3 Enter your details on the Declaration page
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& E-File CT600 Return Document

CT600 Return Document E-Filing

Click on the above round button for LIVE E-Filing of CT600 Return Document

Fig 6.4 Click on the 'E-file Now!" button to e-file your data

Please follow the same steps to e-file your VAT Returns and Companies House related forms to
the Companies House.

Please do not move your mouse or click on the screen while e-filing is in progress.
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& E-File CT600 Return Please Wait .. .

Covers CTEO0 Return

Company 1

Company 1 e HWRC

= e eFileRead Senver
EEL@ “‘*-f:&gL W’b% Test Serv;r —
Company 2 %ﬁh& == g i =
g —a— S
Je=—" f__r--"'; g - : m w}‘ﬂ23amﬂ:lrg:— 3
Company 4 - % — —
—

| all data transmission are encrypted by HMRC listed
Vo= =5L Technology

Fleaze wait while the results are being processed. .

We recormrmend you to Log-out of the programme,
and Login later to check the E-Filing status

Please Wait ...

Fig 6.5 E-Filing in progress

The above screen will be displayed as your data is being sent to the HMRC / Companies House.
There may be a time delay before you receive a response from the HMRC / Companies House,
especially at peak times.

During this time you can either carry out other processes in the system, or sign out and sign back
in later to check on the status of your e-filing.

Once the data is submitted to HMRC / Companies House a E-Filing Certificate is generated from
HMRC / Companies House which you can view in the Reports section.

Simply go to Reports on the tasking zone and click on the HMRC E-Filing Status & Certificate or
Co.House forms E-Filing Status & Certificate. Further select HMRC CT & iXBRL A/c or HMRC CT
& iXBRL A/c OR Co. House iXBRL Accounts to view the E-Filing Status Certificate.

This certificate is a token of submission of your data to HMRC / Companies House. It displays the
status of your e-filing. The status can be Initiated, pending, parked, rejected or completed. Please
keep checking the status.

If you get authentication failure please view the errors, correct them and e-file once again. Please
follow the same steps as explained above for successful e-filing.
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SHMRC CTB00 & Accounts E-Filed Status 7 Prnt Certmnicate | <Back

HMRZ CTEOO0 & Accounts E-Filed
Certificate

far

Demeo Company Limited
CUTR M- R?34ARTFAN )

FPrind F-aom 01082008 - Parind Too 31072008

HMHEC e limestamp:  2070-US-U8 110 3504 8es (Y e-MM-UL T FHMMSE 555 )

Mu. ol Recods. 1

Cangraulations: Your HMRC CTEQDD & Accounts document has koeon
successtilly submitt2d by Internet 1o the HW RevenLe & Customs.

HM=IC GTEOO & Accounts E Filcd 1

eFileReady User Sign 11 1D XESB811407900

Inhouse Tracking Refersnce AAL005202

HM=IC Rafererce (Corralation 1DY DES12488AF 46092E0CEF5Z321FDFOGEF
Retn Tvpe I ey

Subm ggion Status Repord SUBMITTED SICCESSFULLY

HMRC Digital Receipl (IRman k)

The Inland Revenue has received the HMRC-CTE00-ADC-SCHA docurrent ref: A1111170 at
12.05 on 03/05/2011. "he assceisted IRmarkwas:
EWOUBASW2DZMNWABYESEVEYERUHHECVRA We advise you to <eep this receipt n boty
eleclioniv dand hardeopy wersions oryoor records, oo gy wish o ose e Lo id2nlife your
subrrission in the fiture.Your submission has keen suczessful.

Below is the list of documents submitted successfully to the HMRC.

Accounts vl
CTORIN Carmpntatinns | 1/'
Comaany (T 600 el
Other Suppodine docements in POF format Mat Provded
C7 610 Supplement A Mot Provded
T B10 Supplement E Mat Provded
C7 610 Supplement J Mot Provded

Mot Provided Data related to this dJocument was not sploaded by the uszr,

| Print Certificate | < Back

Fig 6.6 E-Filing Status
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7 Step 7.Check your E-filing Status.

Simply go to Reports on the tasking zone and click on the HMRC E-Filing Status & Certificate or
Co.House forms E-Filing Status & Certificate. Further select HMRC CT & iXBRL A/c or HMRC CT
& iXBRL A/c OR Co. House iXBRL Accounts to view the E-Filing Status Certificate.

If the status is shown as 'Completed’, this means the HMRC / Companies House has received and
accepted your e-filed submission. You can then print your e-filing Certificate as proof of your e-

filing for your records.

Fig 7.1 E-Filing / Status

© Copyright Able Internet Payroll Ltd.

@ HMRC CTB00 & Accounts E-Filed Status 2 <Back
Petiod of Account
- § g UTR User CSV . - HIARC E-Rled E-Filed Certificate & E-Filed
S EIUHLD Numnber Fie Ref.  Fericd Fiom Period To e Timestamp Status Digital Receipt Details
(COMMATCNT) (DDMMAT)
Dz2mo Coatractor _imited E234567390 CTEOO0OO3 01508/2008 30752009 2010-0£-13T03:30:66.056 COMPLETED Wiew J Print Wiew f 2rime
Dz2mo Coatractor _imited 2 4325648151 CTEO0002 072009 160752010 2010-0£-13T0O7:18:53.276 COMPLETED Wiew §Print Wiew f 2rim
Dzmo Coatractor _imited 3 625648152 CTE00001 10/05/2008 0208/2009  2010-0£-13T12:26:13.456 COMPLETED Wiew S Print Wiew 7 =rine
Dz2mo Coatractor _imited 2 4325648151 CTEO0002 072009 160752010 2010-0£-10T12:25:16.321 | AUTHENTICATION Wiew Errar
_ FAILURE
Da2mo Coatractor _imited 3 625648152 CTE00001 1 0505/2008 02052009 2010-0£-10T12:25:17.235 ERROR Wiew Errar
FESTMNSE
] page L of L b | Go to |Page 7] < Hack
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8 E-Filing as an Agent /| Companies / Trader - HMRC
Credentials Set up

If you are an agent / company / trader using our service, you have to enter your Agent / company /
trader details to file the returns online to HMRC / Companies House. To do this select Employer /
Contractor from the Tasking Zone menu, further select the E-File Credentials Setup, then click on
the appropriate link for E-filing Setup.

® E-filing Credentials Setup 12 <Back

E-filing Credentials Setup

Flease select one of the following to setup E-filing credentials.

|?| HMRC CT & iXBRL Afc |?] P14, P35, P3BA, P45, P4E6, WL +
|7 WAT 100 &WAT 101 I2| P11Ddhy, P110, PA0, P46(Car) t
|?]  Companies House 12| 15 300 +

J2| CIS Verification Reguest

7| Pension Scherme

}?| DPS - P&, P8, 5L1, 5L2 etfc.

t+ By default, E-Fileready sets up E-Fileready's Agent ID and Passward for you to E-File your returns,

If you wish to switch to any other function please click on the above Tasking Zone button. Click for a E DEMO

Fig 8.1 E-Filing Setup
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8.1 CT600 E-Filing Setup

® CT 600 E-Filing Setup '?' < Back
# Company E-Filing Details Edit
HMRC Lser (D GGGGGGGGGGGG I'Z
HMRC Pasgword AL

1o COMPANY
If you are a Company please use your HMRC User ID and Password for e-Filing your CTEO0 returns.

To =et up your E-Filing details click on the Edit button, then enter your HMREC ID and Password and click on Save.
You can then easily E- File your CT returns to HMRC,

Pleaze note, you must have enrolled for and activated the Corporation Tax Online service with HMRC before
you can e-file your Company Tax Return.

To apply for & HWMRC E-Filing User ID and Password, please click here

L@ I am an AGENT
If you are an Agent / Bureau please use vour HWMRC Agent User ID and Passyord for E-Filing.

To zet up your E-Filing detailz click onthe Edit hutton, then enter your Agert HMRC 1D and Password and click
on Save. You can then easily E-File your client's CT returns to HMRC.

Pleaze note, you must first register for the "Corporation Tax for Agents" service through the HWMREC's Online
Service and must be authorized by your CT client to e-file on their behalt using the HMRC's Online Agent
Autharization service.

To regizter for "Corporation Tax for Agents”, please click here.

< Back

Fig 8.2 Select and enter your Company / Agent HMRC User ID & Password

If you are a Company, please select “Company” and enter your HMRC User ID and Password to
further e-file your CT returns to HMRC.

If you are an Agent e-filing the CT returns for your clients, then select “ | am an Agent” option and
enter your Agent details to further e-file the returns to HMRC.

Please note, you must have enrolled for and activated the Corporation Tax Online service with
HMRC before you can e-file your Company Tax Return.

© Copyright Able Internet Payroll Ltd. Page 26 of 31



eFileReady User Manual — How eFileReady Works?

8.2 VAT 100 and VAT 101 E-Filing Setup

® VAT 100 & VAT 101 E-Filing Setup ' ?'

< Back

% Company E-Filing Details

HMRC Uger [D GGGGGEEGGGGEGEE

HMRC Passwoard AR

Edit

=

| am a TRADER / COMPANY

If you are a YAT registered Trader or Company, please use your HWMRC User 1D and Passwword for e-Filing your
WAT returns.

To st up your E-Filing details click on the Edit button, then enter your HMREC 1D and Password and click on Save.
YWou can then easily E-File your WAT returns to HMRC.

Fleaze note, to file & YAT Return online you will need to registered and enralled for YAT online Services with
HiRiC

To apply for & HMREC E-Filing User ID and Passwoard, please click here.

| am an AGENT

It wou are an Agent S Bureauw please use yvour HWMRC Agent User 1D & Password for E-Filing.
To st up wour E-Filing details, click onthe Edit button, then enter your Agent HMEC ID and Passwoard and click
on Save. You can now easily E-File your client's VAT returns to HWMRC.

Pleaze note: You should ke enrolled for the "™/ AT for Agents" service through the HMRC's Online Services and
must be authorized by your WAT clierts to e-file on their behalf using the HMRC's Online Agent Authorization
SErvice.

To register and find out more about e-filing AT, please click here,

< Back

Fig 8.3 Select and enter your Trader / Company or Agent HMRC User ID & Password

If you are a VAT registered Trader or Company, select “| am a Trader / Company* option and enter
your HMRC User ID and Password for e-Filing your VAT returns to HMRC.

If you are an Agent, filing the VAT returns on behalf of your clients, select “I am an Agent” option
and enter your agent details to further e-file the returns to HMRC.

Please note: You should be enrolled for the "VAT for Agents" service through the HMRC's Online
Services and must be authorized by your VAT clients to e-file on their behalf using the HMRC's
Online Agent Authorization service.

© Copyright Able Internet Payroll Ltd.
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8.3 Companies House E-Filing Setup

® Companies House E-filing Setup ' ?' < Back
%+ Companies House Input Service ( for E-filing of Forms & iXBRL a'c ) ' Edit |
Presenter ID Q6256481452
Presenter Password s
% Companies House Output Service ( for searching company details ) Edit |

Presenter 1D Q625648152

]

Fresenter Passwiord

Register as a Electronic Filer from the Companies House to obtain a Software Filing Credit Account along with
Presenter ID and Presenter Authentication code by filling an application form.
Please click here for an application or click here to register online,

< Back

Fig 8.4 Enter your Presenter ID & Password

To file the Companies House forms you should have registered as a Electronic Filer from the
Companies House to obtain a Software Filing Credit Account along with Presenter ID and
Presenter Authentication code by filling an application form.

If you want to E-File the forms and iXBRL Accounts to the Companies house, click on Edit under
Companies House Input Service (For E-Filing of Forms & iXBRL a/c) and enter your Presenter 1D
and Presenter Password and save the details.

If you want to utilize the Companies House Output Service to search the Directors or other

Company details, you should have a different Presenter ID and Presenter password. Please do not
use the Electronic Filer Presenter ID and Password for Companies House Output Service.
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9 Appointing Additional Users

If you wish to allow additional users to access your eFileReady account, in the Tasking Zone menu
click on Employer/Contractor, further select the sub-menu Employer/Contractor Details. Click on
the 'View/Edit' button for Additional User Details, then click on the 'Add New User' button and
enter the requested details.

® Employer Details ¥

# Employer Details

ITCS Testing Co. HSBC ix»

The world's local bank

77T Lucky Street, Metwark House, Boston, UK, BRA 6BP, United Kingdam.
Tel Bao. 123456789 FaxMo.:
E-Mail . Website

Employer's PAYE Ref. ;| 999 |I 489 ‘ Accounts Office Ref. ; 999P 398

Emplover Contact Details Wiew | Edit HMRC E-File Credentials Setup Wiaw | Edit
System Administrator Details Wiew | Edit Additional User Details Wiew | Edit
Support Request Enabla Emplover Address for GFF Lisers Wiew | Edit

If you wish to switch to any other function please click on the above Tasking Zone buttan, Click for a [ DEMOD

Fig 9.1 Click on the Additional User Details button

On this screen, as well as adding new users, you can also control the access rights of your
existing additional users, send them reminders of their sign in details should they ever forget
them, and even view a log of their previous signins.

© Additional System User Detalls 2 asach

Internet

System User Shgn In Ric Status |7 Forget Sign In System User Personal
System User Name Sign In ID Log Baok Details |2 Details
Enahle Disishle Confirm
Testing, AddinAdmin ETESTI 056796 Wiew & 'y Confirm Resend Detalls Wiew | Edit
Testing, Ketan ETEST7033073 View & C | confirm Resend Detalls View | Edit

Page 1 of 1 l| Gote|Page = | Add New User | <Back

Fig 9.2 Click on Add New User
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Enter the details of the additional user and click on the Save button. The additional user details will
be saved and an activation mail will be sent to the email address which you have entered. The
user has to activate the Sign In ID and can start E-Filing.

® Add New System User | ?! Cancel | | Save
< Add New System User (*1 = required fields,

Systermn User's Email o be used far ™

' _ User@democo.com |
this service @

Retype System User's Email * user@democo.com |

Systemn User's Title hr L

System Users Sumame ® | Connery

Systern Users Forenarme ™ | Sean

Systern User's Second Forename

Systern User's Address 12

Towen ity Landan

County

|
|
|
|
Golders Green |
|
|
|

FPost Code B 1P

Country |F'Ieaae select here... b

System User's Tel. Mo, [ 021939219 |

System User's Mobile Mo. |

Cancel | | Sawve

Fig 9.3 Enter the details of your Additional User
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E-Filing Specialists

( Automated E-filing to the HMRC at anytime over the Internet )

1. E-filing of CIS 300 Monthly Returns

2. Verification of Sub-Contractors' Tax Status

3. E-filing of EOY P14,P35,P45,P46,WNU,P160

4. E-filing of Pension, VAT and other returns

5. Data Provisioning Services (DPS) Downloading

6. E-filing of P11D,P11D(B),P46(CAR)

7. E-Filing of CT and iXBRL Accounts to HMRC

8. E-Filing of Companies House iXBLR Accounts

9. E-Filing of Companies House Secretarial forms
10. E-Filing of Companies House Incorporation forms

11. E-Filing RTI Returns (EAS, FFPS, FPS, EPS, NVR)

Click here to log on to www.EFileReady.com

( For more information about our products and services,please contact our Support Team )

Support Email: Kevin.Munn@efileready.com Tel: 020 8452 9516



mailto:Kevin.Munn@efileready.com
http://www.efileready.com/
http://www.efileready.com/
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