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Signup

1. Click sign up in the top right hand corner.

@ taxoptimiser

Don't panic!
MTD is easy

Send MTD VAT Returns for Free*
; reants

2. Select Accountant/Bookeeper

Who are you

Accountant/Bookkeeper »
1 submit on behalf of multiple organisations.
Trial period is free until you send your first real VAT return

Business/Organisation =+
| submit on behalf of less than 2 organisation.
Includes first year free per organisation.
First year free starts from when you send your first real VAT return.

3. Sign up with your details

O

& Firm Name o

I'am an accountant
Create a taxoptimiser account in 2
minutes

2 First Name 2 LastName

No credit card required
@ Email address

2 Password ® | & Confirm Password ®

if Reference

[ Accepttems of senvice

If you are an business owner sign up here
Beckisiognfom
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Setup - Create Organisations

You will be presented with an initial dashboard >> click Organisations

© taxoptimiser

2 @ v

) Vichael Litte

o HMRC Will be down for maintenance from Friday 15 March at 5:00pm to Tuesday 19 March at 8:30am. During this period you willnot be able sign be able to sign up to MTD or submit VAT returns. We wilsill be running and all other aspects of

the system will be running as normal

i pr g VAT return for MTD Pilot Scheme. of soon. If you have any questions please contact on hello@taxoptimiser.co.uk

Organisations

z @) vaT Retums Calculator p—
IndividualClints

() 08.

Firm Detalta 5 To send VAT returns through Tax Optimiser you must complete the following steps. o arn =

Recent activity

Click Actions >> Add New

© taxoptimiser

'3 1:' Michael Little ~

+ addNew

M Michael Little

Filter.

Q Show 10 ~ entries cfl & Bukupload csV

No data available in table

Showing 0 to 0 of 0 entries

Logout
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Enter your details, only the VAT Registration No is required. Press Save at the bottom of the
screen.

© taxoptimiser

L}
»
»

@) VicraoiLiio

Organisation Name Example Lid a
Company Industry Accountancy or book-keeping

Organisation Type Limited Company

Organisation Reference

Company House No

VAT Registr:

No 666873590

VAT Scheme Standard

VAT Entity Single Organisaiton
Corporation Tax No

Company Paye Reference

Accountant Not Selected
Manager Not Selected

Partner Not Selected

You will now be presented with a sub menu indicated in red to navigate around the organisation
account indicated in orange. To get back to the accountants main menu such as the list of
organisation click on the menu indicated in green.

Example Ltd Example Ltd

Connect to Accounting System ~

i Overview Organisation Name Example Ltd <
Details Company Industry Accountancy or book-keeping -
Individuals Organisation Type Limited Company -
iR o
Hotes Company House No
Back to Organisations VAT Registration No 566873590

VAT Scheme Standard
VAT Entity Single Organisaiton

To add additional organisations, go back to the organisation list and click add new.

Corporation Tax No

Company Paye
Reference

Internal

Accountant

Not Selected
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VAT Settings Setup

The organisation’s VAT settings are stored per organisation.
If you are using a your own spreadsheet or a different format from our standard template click
on HMRC >> VAT Settings.

A m Michael Little ~

VAT Return Settings

Example Ltd

HE overview \slﬁ;l" ﬁ;lrbemﬁswn Tax Optimiser ]
Details Excel Template
Individuals
Software Template Select Template ¥
HMRC 5 (optional)

VAT Returns:

Excel Sheet Name (tab VAT
- at the bottom of Excel
SRR NOT the filename)

Notes 1. VAT Due on Sales B4
Cell

Back to Organisations 2. VAT Due on EC 85
Acquisitions Cell

3. Total VAT Due Cell B6
4. VAT Reclaimed Cell B8
5. Net VAT Due Cell B10

6. Total Sales Value Ex B12
VAT Cell

7. Total Pulll'chaseVaIue B13

Cu \IAT .

Other System Template

If you are using another systems format such as Sage 50, Sage 200, Access Dimensions,
Quickbooks desktop etc.. Select it from the template and press Save.
Software Template Select Template =
(optional)

Q|

Excel Sheet Name (tab at the | | =
bottom of Excel NOT the Sl Fangte
filename)

Sage 200 - CSV file

1. VAT Due on Sales Cell Sage 200 - Excel

2. VAT Due on EC Account Master
Acquisitions Cell

Quickbooks Desktop
3. Total VAT Due Cell

Tax Optimiser

4. VAT Reclaimed Cell Sage 50 - Excel

5. Net VAT Due Cell R1N
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Using your own format spreadsheet

If you are using your own format then you need to enter the sheet and cell references.

The sheet is indicated below in red. It is important that the names must match including spaces.
The cell reference must match the relevant cell in the excel document.

Excel Sheet Name (tab atthe VAT =
bottom of Excel NOT the
filename) Clpbo

D3 f
1. VAT Due on Sales Cell B4

A ® c o 3 F (4 H ] )

2. VAT Due on EC BS L
Acquisitions Cell =

3 = | i |
3. Total VAT Due Cell 86 4 |VATDue Sales £ 30,000.00

5 |VATDue Acquisitions € -
4. VAT Reclaimed Cell B8 : TotalVATDWE £ 30,000.00

8 Reclaimed VAT £ 10,000.00
5. Net VAT Due Cell B10 S

10 [NET VAT Due £ 2000000
6. Total Sales Value EXVAT ~ B12 n
Cell 12 Total Sales ex VAT £ 150000

VAT

7. Total Purchase Value Ex B13
VAT Cell

8. Total EC Goods Supplied  B14
Value Ex VAT Cell

9. Total EC Acquisitions B1S B it
Value Ex VAT Cell —

Woupuysettings | [ (B

=
]
i
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Connecting up in demo mode

Click Connect to HMRC DEMO MODE
o~ I\ (D Michael Little ~

Example Ltd You are currently in demo mode and nothing will be sent to HMRC. If you are on the pilot scheme and we would like to send live returns click here

EE e

Details

Individuals

Connect to HMRC A\ “ ;
DEMO MODE =

W HMRC

VAT Returns

VAT Settings

Notes

« Backto Organisations

You will be presented with a screen for the dummy gateway. This is to simulate the steps you
will go through when connecting up your real account to HMRC. Click Continue.

Dummy Gateway

| Testsite

THIS IS ADUMMY VERSION OF THE
HMRC PLATFORM

FOR SIMULATING TESTING WITH TAX OPTIMISER

Because this is adummy site nothing will be sent to the HMRC site. Tax
Optimiser needs permission to interact with HMRC on your behalf. To
grant this authority, you'll need to:

1. Sign in to your Government Gateway account.
2. Grant authority to interact with HMRC on your behalf.

This authority will last for 18 months. You can remove this authority at
any time.

» Details

Cookles Privacypolicy Termsand conditions  Help using GOV.UK

© Tax Optimiser Copyright
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You will be presented with a login screen to simulate the HMRC gateway. You do NOT need to
enter your credentials here, just press sign in and it will take you to the next step.

Dummy Gateway

| Dummy Gateway

THIS IS ADUMMY VERSION OF THE
HMRC PLATFORM

FOR SIMULATING TESTING WITH TAX OPTIMISER

This is a test site you just need to press sign in.

User ID testuser123

You will then be presented with a screen to grant authority. Click Grant authority.

Authority to interact with HMRC
on your behalf
The Tax Optimiser software application is requesting to do the
following:

« View your VAT information

» Change your VAT information

It will be able to do the above for 18 months from when you grant
authority. Just press Grant Authority

Grant authority Do not grant authority.

You will then be taken back to tax optimiser with some demo data. When you connect it in the
live mode. We will populate this with your VAT returns from HMRC API. You can not enter your
own VAT period dates. As you can see in the data 18A1 is Completed, therefore we can not
submit our data against it. You will need to click on 18A2.

Y @ Michzel Litte
You are currently in demo mode and nothing will be sent to HMRC. If you are on the pilot scheme and we would like to send live retums click here.
Action:
n Details
VAT Returns iabilites Payments
Individuals
¢ HMRC )
Fiter  Typeto filter Q show: 10 v Copy  Excel | csv | POF
VAT Returns
End Date Due Date. Net Due Retum Status ‘Submission Status Actions:
VAT Settings
01/01/2018 31/03/2018 300472018 8000.00 Fufiled Completed =

Notes

Back to Organisations
Showing 10 2 of 2 entries -
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Uploading your file

Drag

You can either drag your file on to the upload area

axoptimiser = 2B
Mark 0'Grady
s demo My aes o the pilt schems and we would ke to send live returms click Here.
i
D A
Period Key 18A2
startDate aanma
1 [ = | ProcessingFiles - o X
End Dat
i Home  share  View [
3 T - m-
Due Date 2 Moveto = | € Delete = T ®, O~ Hseecan
- . el | P Select none
HMRC Status Scopytor =fRename  Mew i e
Sibrassion G Glipboarg Organize New open seledt
<« © 4« 08(C) » Code » TmOptimiser » ProcessingFiles M)
Values ~ Download Example Front Sheet Excel Fie | Download Example Excel File with Tanssction
2 O Name Date modified Tig

# Quick access

1. VAT due on sales

&6 Incarporation tax calculator 161715

To change the what sheet and cells to extract the data from, please change the

Wicrosol settings here

Microsoft bx

Microsoft x

Microsoft Excel
Microsoft Excel W..
Microsoft Excel C...
Microsoft bx

other inputs excluding any VAT

5. Totalvalue ofal supplies of goads 0
and related costs, excluding any VAT, to
other EC member states

9. Total value of acquisitions of %oeds o
and related costs excluding any VAT,

Or

Click

B Deskiop -
2. VAT due on EC Acquisitions ke @' VAT Example - Bad Cellisx
& Downloads # 5 VAT Example - No Sheetdsx
3. Total VAT due Documents B VAT Example 200315
& Pictures. * 718" VAT Exampleadsx
4. VAT reclaimed on purchases Code . 0. VATEample.cov
5. et VAT ue t e prid o custo Frcre % VATExample-WithTransaction xsx
vocisimnd by yon Accounting Wet
6. Total value of sales and all other Nudge
outputs ex VAT
KdTooksCore o ¢
7. Total value of purchases and all | 7iemc 1 item selected 113 KB

click on the panel to open a file select dialog box and select the file you want to upload

E ]

gy ey -

€ Open

« “ A s ThisPC > OS(C) » Code » TexOptimiser
I Organize v New folder
Accounting ~  Name
Accounting.Wet BE Incorporation tax calculator 1617l
Nudge ' VAT Example - Bad Cellxdsx
XdTools.Core B VAT Example - No Sheetuds
[T VAT Example 2003.ds
@ Creative Cloud Fil
| VAT Exampledsc

ATExample.csv
" VATExample-WithTransactionadsc

22 Dropbox

& OneDrive
[ This PC
J 3D Objects
I Desktop

Documents

» ProcessingFiles

Date modified

13/10/2018 08:36 ..
109/02/2019 02:
16/11/2018 11:54

18/02/2019 10:31 ...

~ O

Type

Microsoft Excel
Microsoft Excel W.

Micrasoft Excel \

Microsoft Excel
Microsoft Excel W.
Micresoft Excel C...

Microsoft Excel W...

X
Search ProcessingFiles

»
m @

Size

ok Here.

(Click here)

Download Example Front Sheet Excel File | Download Example Excel File with Transaction

change the what sheet and cells to extract the data from, please change the
settings here

¥ Downloads
File name: VAT Examplexisx ~| | Customised Fies (“alsc* s:"al
i o
0.00
purchases 0.00

paid to customs or

0.00
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It will then take a few seconds to upload the file

VAT Retum

[T (P —

the data from,

settings e

C
Processing this may take a few second

The data will then be updated.

VAT Retum

Details
Period Key 1842

Start Date E  o0104/2018

End Date 30/06/2018

Due Date 30/07/2018

HMRC Status Open

Submission Status Gonfirmation of data required
Values

1. VAT due on sales 2000.00

2. VAT due on EC Acquisitions 0.00

3. Total VAT due 2000.00

4. VAT reclaimed on purchases 112,00

5. Net VAT Due to be paid to customs or 1888.00
reclaimed by you

6. Total value of sales and all other 10000
outputs ex VAT

7, Total value of purchases and al 560
other inputs excluding any VAT

8. Total value of all supplies of goods 0

and related costs, excluding any VAT, to
other EC member states

9. Total value of acquisitions of goods | o
and related costs excluding any VAT,
from other EC member states

15 all the data correct?

10
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Checking and sending the data

You then need to check the data and make sure it is correct and press Send VAT return

VAT Return
Details Audit Log

Period Key 1842

Start Date Z  ovoa01s

End Date 30/06/2018

Due Date T 30072018

HMRC Status Open

Submission Status Confirmation of data required

Values

1. VAT due on sales 2000.00

2. VAT due on EC Acquisitions 0.00

3. Total VAT due 2000.00

4. VAT reclaimed on purchases 112.00

5, ggtmvgrhuuem be paid to customsor | 1388.00

6. Total value of sales and all other 10000

outputs ex VAT

7. Total value of purchases and all 560

other inputs excluding any VAT

8. Total value of all supplies of goods 0
and related costs, excluding any VAT, to
other EC member states

9. Total value of acquisitions of goods | 0
and reted costs excluding any VAT,
from other EC member staf

15 all the data correct?

You will then be presented with a declaration box to confirm the details. The notes are internal
and Click Accept.

Declaration

When you submit this VAT information you are making a legal declaration that the information is true and complete. A
false declaration can result in prosecution.

1. VAT due on sales 2000.00

2. VAT due on EC 0.00
Acquisitions

3. Total VAT due 2000.00

4. VAT reclaimed on 112.00
purchases

5. Net VAT Due to be paid 1888.00
1o customs or reclaimed by
you

6. Total value of sales and
all other outputs ex VAT

7. Total value of purchases
and all other inp:
excluding any VAT

8. Total value of all
sipples of goods

od costs, excluding
any VAT 10 oifer &
member states

jons of goods and
Felated costs extluding any
V&T |mm other EC member
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Completed Return

If there are no error and HMRC accept your return you will receive a receipt with the Processing
date, Payment indicator, Form Bundle Number and Charge Ref Number.
These are all generated by HMRC and the Payment indicator is the form of payment they have

for you on file.
In the demo mode nothing is actually sent to HMRC.

e s i
LI

— T oo X

Start Date £ 01/042018 Form Bundle 256660290587
e

End Date £ 300612018
Gt [T

— e

Values

1. VAT due on sales
2. VAT due on EC Acquisitions
3. Total VAT due

4. VAT reclaimed on purchases

5. Net VAT Due
reclaimed by yc

2000.00

000

2000.00

11200

r | 1888.00

10000

Resetting the demo data

In demo mode you can reset to the test data by clicking Actions on the VAT return screen and

Reset Test Data

® taxoptimiser

i

M Mark O'Grady

Optimiser Corp

2% Dashboard

Organisation

Organisation Individuals

HMRC

VAT Retums

VAT Set

Settings

Logout

@ Mark O'Grady v

I ]

You are currently in demo mode and nothing will be sent to HMRC. If you are on the pilot scheme and we would like to send live returns click here.

W Reset Test Data

VAT Returns iabilites
Filter Type to filter... Q Show: 10 v Copy Excel CSV  PDF
Start Date End Date Due Date Net Due Return Status Submission Status Actions
18A1 01/01/2018 31/03/2018 30/04/2018 8000.00 Fulfilled Completed &
18A2 01/04/2018 30/06/2018 30/07/2018 1888.00 Fulfilled Completed &

Showing 1 1o 2 of 2 entries
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Switching to live mode

Before April you need to sign up to HMRC MTD Scheme.

https://www.gov.uk/guidance/sign-up-for-making-tax-digital-for-vat#sign-up

Once you have received email confirmation. You will need to click the banner on the VAT returns

screen

A En @Mavko@rauyv

il

© taxoptimiser

M Mark O'Grady

You are currently in demo mode and nothing will be sent to HMRC. If you are on the pilot scheme and we would like to send live returns click here.

ashboard
Organisatio
Organisation Individuals VAT Returns Liabilites Payments
HMRC

Filter: Type to filter. Q Show: 10 v Copy  Excel CSV  PDF

VAT Retums

AT Setting Period  ~ Start Date End Date Due Date Net Due Return Status Submission Status Actions
& 18A1 01/01/2018 31/03/2018 30/04/2018 8000.00 Fulfilled Completed “
Settings

18A2 01/04/2018 30/06/2018 30/07/2018 1888.00 Fulfilled Completed “

Logout

Showing 1 to 2 of 2 entries

Then click set to live mode.

Live mode

Please ensure you have received an email from HMRC confirming that you are on the HMRC Pilot. Once you set to live

Close Set to live mode

mode all your returns all your submission will be your actual live returns.

If you need to sign up to the pilot scheme please click here



https://www.gov.uk/guidance/sign-up-for-making-tax-digital-for-vat#sign-up
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Connecting the live account.

If you are using your Agent account for the first time then you will need to click using the Connect
to HMRC using the agent account. If you are using the organisation account then click view and
submit using the organisation account

Example Ltd

VAT Returns

E vaien Connect to HMRC Connect to HMRC
View and Submit (using w

Details

using Agent Account
View and Submit Organisation Account)

Individuals

HMRC

VAT Returns

VAT Settings

Notes

Back to Organisations

You will then be taken the HMRC’s gateway. Click Continue.

& GOV.UK

| HM Revenue & Customs

Authority to interact with HMRC on
your behalf

Tax Optimiser needs permission to interact with HMRC on your behalf. To
grant this authority, you'll need to:

1. Sign in to your Government Gateway account.
2. Enter the 6 digit access code we'll send to your mobile phone,
landline or other device.

3. You might need to confirm who you are by answering some security
questions on, for example, your passport, P60 or other documents.

4. Grant authority for this software to interact with HMRC on your
behalf.

This authority will last for 18 months. You can remove this authority at
any time.

If you’re an agent

To use the Making Tax Digital APIs, sign in with the user ID and password
for your agent services account.

To use the APIs that pre-populate a Self Assessment return, sign in with
the account that’s enrolled for Self Assessment for Agents - it’s the same
account you use to access the HMRC agent portal.

14
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Enter your real gateway credentials

[z131.Y This is a new service - your feedback will help us to improve it

Signin using Government
Gateway

Government Gateway user ID
This could be up to 12 characters.

| =]

Password

[ %)

Create sign in details

Problems signing in

| have forgotten my password

| have forgotten my Government Gateway user ID

At this stage it may ask you to set up more 2 factor authentication. This video explains the

concept of 2 factor authentication https://www.youtube.com/watch?v=0mvCeNsTalg. Once you

get to the final screen, Press Grant authority, this allows our software to retrieve the data and

submit data on your behalf.

5 GOV.UK

| HM Revenue & Customs

Authority to interact with HMRC on
your behalf

The Tax Optimiser software application is requesting to do the following:

* View your VAT information
* Change your VAT information

It will be able to do the above for 18 months from when you grant
authority.

Grant authority

Tax Optimiser will act in accordance with their privacy policy# and their
terms and conditions#.

You can remove this authority (opens in a new tab) at any time.

Mark O'grady

15



https://www.youtube.com/watch?v=0mvCeNsTa1g

® taxoptimiser

You will then be presented with your VAT Periods. To select a period click on the period link in

blue and follow instructions from Uploading vour file

A Es @ Mark O'Grady v

© taxoptimiser

M Mark O'Grady

Tax Optimiser

i Dashboard
VAT Returns Liabilites Payments

Organisation

Organisation Individuals Filter Type to filter. Q Show: 10 v Copy Excel CSV = PDF

HMRC

Period ~ Start Date End Date Due Date Net Due Return Status Submission Status Actions
VaTikeoins #001 02/11/2018 28/02/2019 07/04/2019 0.00 Open Confirmation of data required =
VAT S
1981 01/03/2019 31/05/2019 07/07/2019 0.00 Open Confirmation of data required =
Settings >
Showing 1 to 2 of 2 entries “

Logout
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Refreshing Data

We intermittently refresh your periods however if your periods do not appear or you have fixed

an error then click Refresh data
‘ ﬁi m Mark O'Grady +

N Reconnect to HMRC

i Dashboard
VAT Returns Liabilites Payr
C  Refresh data
Organisation

(® taxoptimiser

Organisation Individuals Filter: Type to filter Q Show: 10 + Copy  Excel CSV  PDF
HMRC

Period ~ Start Date End Date Due Date Net Due Return Status Submission Status Actions
VAT Returns

ems #001 0211172018 28/02/2019 07/04/2019 0.00 Open Confirmation of data required &

1981 01/03/2019 31/05/2019 07/07/2019 0.00 Open Confirmation of data required r_;/

Settings >
Showing 1 to 2 of 2 entries -

Logout
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Errors

If you there are any problems you will receive an error. With an explanation. You then just need
to fix the error. If it does not make sense then please contact our support

support@taxoptimiser.co.uk

)

There was a problem

There have been the following errors: You need to enter your
VAT registration number in the organisation details

18
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Adding Organisation Individuals

You can give clients access to their organisations. Within the organisation click on individuals and
Add New. They will only be able to see organisations that they belong to.

a m Michael Little v

Example Ltd

3 Overview .
Fitter  Typeto fifter. Q show: 10 ¥ Copy Excel CSV PDF

Details

Individual User - Actions.

Individuals
No data available in table
W HMRC

Notes Showing 0t 0 of 0 entries

Back o Organisations

You only have to enter the first name, last name and email address and specify to Send
Credentials. The user will then receive an email with a link to create a password.

First Name Mark
Last Name Jacobs
Email mark jacobs@taxoptimiser.co.uk|

SendCredentials ®

Phone Number 7879775840
National Insurance

Number

Personal UTR

Address Line 1 5Kings Road
Address Line 2

Address Line 3

Address Town London
Address Postcode SE1 2EE
IncomeTaxCode

IsDefaultTaxCode

TakeHomePay 0

The rest of the details will be used later for self assessments.

19
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Adding Additional Accountants

Click on Firm Details >> Users and Add New

a (z) Michael Little v
Add New

® taxoptimiser

M Michael Little

antl

Filter ype to filter Q show: 10 v Copy Excel CSV PDF
i Dashboard
A Organisations AccountantUser ~ Actions

Individual Clients Michael Little Z &

Showing 110 1 0f 1 entries -

You only have to enter the first name, last name and email address and specify to Send
Credentials. The user will then receive an email with a link to create a password.

a m Michael Little +

M Michael Little
Accountant1 Accountant

© taxoptimiser

First Name Jessica o]
i Dashboard
Last Name Preston
Organisations :
Email jessica.preston@taxoptimiser.co.uk|
Individual Clients i
SendCredentials =
Firm Details.
o [

® s
B users
User

Logout

20




