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Key Summary of the E-Filing Process

ssssssssssssssssssssssss

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

e 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?

Step 1. Sign Up/ Sign In

Have you got
an account to
sign in to?

Yes

Sign Up Process

If you have not yet got an accountto sign into, simply go
to www.efileready.com and click on Sign Up to create
one now. Itis very easy to do - as easy as signing up to
hotmail, or yahoo mail, or Google mail etc.

Note, if you are an additional user of an organisation
which has already signed up with us, you must sign up
fromalink given to you by your organisation. You should
not sign up a fresh account other than from the given
sign up link.

Sign In: You must sign in each time you need to e-file

A

:

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.

Y

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

Y

Step 3. Populate the
into the given

data from your system
spreadsheet.

A

Y

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

Y

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

Y

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

Check for errors
in the uploaded CSV file.
Errors found?

Yes

Amend the errors as
indicated in the report

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

Y

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

END

© Copyright Able Payroll Ltd.
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The following steps explain how you can use www.efileready.com to e-file your returns.

Step 1. Sign Up / Sign In

Sign Up :

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.

© Copyright Able Payroll Ltd. Page 5 of 32


http://www.efileready.com/

EfileReady User Manual — How EfileReady Works?

o
Companies House & gained HMRC recagnitl

Specialists + Data Services

Tested for a-filing to

HMRC & Companies House E-filing

HMREC E-FILING SERVICES

. CT and (®BRL Accounts to HMRC

. ZIS 300 Manthly Returns & Verifications

. P45, P46, P14, P35, PL1D, WHU

. P&, P9 & SL1 ete. downloads for auto-updates
WAT e-filing in batch

. Pension Scherme Returns

. Supports CEV, GFF and =ML formats.

www.eFileReady.com
) 020 8450 2290

ot N = LT B = o T N R

COMPANIES HOUSE E-FILING SERVICES
. I®BRL Accounts

. Company Incorporation

. All other CH Forms

. Downloading Company Data from CH

R U  E

OTHERS

1, ixBRL Accounts Data Extraction & Reports
2, ePayslips
3. eDocurments

Innovative and Compatible with all payroll, accounts & ERP systems

i
il
]

. B oracLe  |DEdwards mﬁ: soare O

Buonrpisss Ralimais

& ; e e eFileReady specialises in e-filing to and getting data from HMRC
and Companies House (CH), We arg also specialists in extracting
ImBRL Accounts Data for making comparative reports, Over the last

6 years our services have kept expanding to more than what are
listed abowe. The beauty of our system 15 that it 15 very user

= - . L Ba wmE W -

) Sign In (7 vour aseoum

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.

© Copyright Able Payroll Ltd. Page 6 of 32



EfileReady User Manual — How EfileReady Works?
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.

3 Additional System User Details ? | Add New User § < Back

Iriterme
System User S e Status |71 Forget Sign n System User Personal
System User Nayme Sign In 1D Log Book Details |7 Details
Enithile Diisabile Corfirm
Testing, AddinfAdmin ETEST? 056796 View " i Confirm it [ it
Testing, Ketan ETEST7098073 View d €  |confim  ResendDetal

Pagalall | Go te | Page '-‘] | Add New User | <Back

Fig 1.2 Add Additional Users

© Copyright Able Payroll Ltd. Page 7 of 32
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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

House B gained HMRC recognition

jalists +pata services

to Companies

. E-filing Spec

Tested for e-filing

HMRC & Companies Hous

HMRC E-FILING SERVICES

. CT and <BRL Accounts to HMRC

L ZIS 300 Monthly Returns & Verifications
P45, P46, P14, P35, P110, WHU

. PA, P2 & SL1 etc, downloads for auto-updates
. MAT e-filing in batch

. Pension Scheme Returns

. Bupports 8%, GFF and XML formats,

www.eFileReady.com
o 020 8450 22390

=omon oW pa

COMPAMNIES HOUSE E-FILING SERVICES
I®BRL Accounts

. Cormpany Incorparation

. &l other CTH Forms

. Diownloading Company Data from CH

B oM

OTHERS

1. i%BRL Accounts Data Extraction & Reports
z. ePavslips
3., eDocurents

7 oracLe’  DEdwards mﬁ: sotaris ) ~

-~ Sign Up Vo Broata: Mant So55art Y eFileReady specialises in e-filing to and gettina data from HMRC
and Companies House (CH), We are also specialists in extracting

imBRL Accounts Data for making comparative reports, Owver the last
ﬁ (¢ 3F SCEOUnT ) v "
& vears our services have kept expanding to more than what are

listed ahnve. The heantwy of nor swvatem 0= that it 1= werv n=er

Fig 1.3 Home Page — Sign In

© Copyright Able Payroll Ltd. Page 8 of 32
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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 # = Download Template = H Upload Data b 4 E-Filing 4 4 Get Data 4 4 Reports o 4 Others 4 &

Important Motice

B Emplnyer | Contrac |HMRC CTA00 & Accounts Template Download |

15 300 & 15 Verification Template Download

4 Employer / Contractor |
ploy PAYE P14, P45, P46, P11D etc, Template

Download
YAT 100 & WAT 101 Templake Download
Der P :d HSBC <X»
Pension Scheme & Others Template Download The world's local bank
Metwiork Hnusn_ar, Tr ePayslip Template Download ;Jznited Kingdarm.
Bl

E-tail : derr| Co. House iXBRL Accounts Template Download| mococom

o, House Secretarial Template Download
Employer’s / Contract -| Accounts Office Ref. : 06TRADDD456TS
Co, House Incarparation Template Download

Employer [ Contractor Details wiew | Edit E-Filing Credentials Setup View | Edit
System Administrator Details ey | Edit Additional User Details Wiew | Edit
Support Request Enable Employer Address far GFF Users iew | Edit

=) To continue with other tasks please click on appropriate button at the above Tasking zone buttons [El pEMO

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

Menu item

© Copyright Able Payroll Ltd. Page 9 of 32
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® Accounts, CT600 & Computation Template Download | ?/

Download Accounts, CT600 & Computation Spreadsheet

E FPlease click an an option below to download the spreadsheet & other formats o vour system.

£ Download Accounts

e Diownload CT 600 Computation

£ Download Spreadsheet- STEO0 (Corporation Tax return)

s Download Spreadsheet - CTEODA (Loans)

£ Download Spreadsheet- CTEOOE (CharitiesiCASC )

3 Download Spreadsheet - CTEOQY (Disclosure of Tax Avoidance Schemes)

\2; Download 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 Payroll Ltd. Page 10 of 32
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& Download CTB00 {Corporation Tax return) Spreadsheet |2 | Read MeFirst ||<Back

Download CT600 (Corporation Tax return) Spreadsheet

'..:__r Always download and read the instructions before you populate your data into the spreadsheet,

Diownload Download
e E
Instruction for CTEOD (Corporation Tax return)
CTROD (Corporation Tax refurn) Spreadsheet document

Spreadsheet

Once dovwnloaded, you should enter your data into the Spreadsheet and save it in a CSV format .
Then select Lipload C5Y Data from the Tasking Zone to save the spreadsheet back to our semver
in a C8Y format ready for B-Filing.

< Back

Fig 2.3 Click to download the spreadsheet

© Copyright Able Payroll Ltd. Page 11 of 32
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Opening CT600.xls X]

Yo hawe chosen ko open

B CT600.xls

which is a: Microsoft Excel Worksheet
fram: https:fitestl efileready.cam

What should Firefowx dowith this File?

) Open with [ EgccelShee;:Ei{deFault} |

(¥} Save File

[ ] Do this auktomatically For Files like Ehis from now.on,

(] ] [ 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 Payroll Ltd. Page 12 of 32
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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 < D E =
1 <71 12 <13 T4 g - CT6
Return: Type - - -
z (New Bmended) Company Marms Registration Mumber Reference Company Type Address Line 1
3 |NEWY Demo Company A234567 G 2541256982 7 Demo Address

Fig 3.1 Populate the data and save in a CSV format.

© Copyright Able Payroll Ltd. Page 13 of 32
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My R
Dlac

Deskia Ju]

L

by Documents

®r
-

ty Compriter

Save jro |_; CTEOD

=l Q2 &

File name:

Save az lype:

QDF Spreadzheet [ods)
ODF Spreadzhest Template [ots)
OpenQffice.org 1.0 Spreadsheet [ axc)
OpenOffice.ong 1.0 Spreadsheet Template [ stc)
Data Interchanage Format [dif)
dBASE [.dbf)
Microzaft Excel 97/20005P [ =iz
Microgoft Excel 37/20005P Template [.=1]
icrogoft Excel 95 [ xlz]
Microzaft Excel 95 Template [ =]
Microzoft Excel 5.0 [ xlz)
Microzoft Excel 5.0 Template [ =l
StarCalz 5.0 [ zdc)
StarCalz 5.0 Template [ var)
StarCalc 4.0 [ =dc)
StarCalz 4.0 Template [ vor)
StarCalz 3.0 [ zdec)
StarCalc 3.0 Template [wor)
I I ]

icrogoft Excel EDDS L [ :-:ml]
Pocket Excel [ pxl]
|Inified Office Format spreadshest [unz]

Microzoft Excel 97/20005P [ xlz) j

[v Automatic file name extension
[~ Save with pazzword
[T Edit filter, zettings

Fig 3.2 Save the spreadsheet as a CSYV 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 Payroll Ltd.
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Step 4. 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 » -‘ Download Template ¢ = Upload Data » H E-Filing -I Get Data 4 -‘ Reports 4 -‘ Others 4 =

@ Employer [ Contractor Details '™

< Employer / Contractor Details

Demo Compan

Metwork Houze, Arundel Road, Usbridge, Mido
Tel Mo. : 020 8731 5981 Fax
E-mail : democo@democo.com  Wehs

Employer's / Contractor's PAYE Ref. : | 067
Employer f Contractar Details
Systerm Administrator Details

Support Reguest

Wiew [ Edit
Wiew [ Edit
Enable

HMRC CTE00 & Accounts Upload

CI5 300 & CI5 Verification Upload
PAYE P14, P45, P45, P11D etc, Upload

P&, P9, SL1 Notice

| WAT 100 & WAT 101 Upload

Pension Scheme & Others Upload

ePayslip Upload

ISBC

ne world's local hank

Co, House iXBRL Accounts Upload
Cno. House Secretarial Forms Upload

0, House Incorporation Forms Upload

omparative iBRL Accounts Upload

: 0G7PADOD45673

E-Filing Credentialz Setup

Additional User Details

Employver Address for GFF Lisers

View [ Edit
View [ Edit
View [ Edit

© Copyright Able Payroll Ltd.

To continue with other tasks please click on appropriate button at the ahove Tasking zane huttons

H DEMD

Fig 4.1 Click on the Upload Data

Fig 4.3 Browse to find the files in your local system and then click Upload button
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2 Upload CT600 Return CSV File |2 ' <Back | Click to Upload CSV File # |

Upload CTE00 Return CSV File

Ensure that you have prepared your CT 600 Return spreadsheet document and have saved them ina CSY file
format ready to be uploaded, Ifvou have not done this please go back to download the ©T 600 Return
spreadsheet document from "Download Spreadsheet! inthe Tasking Zone.

Step 1 - Company (CT 600)"
B,
Click Browse to Upload CTEO0 Return GSY file, L Browse. ]

Last Step - Yourown CSY File Reference |
{optional)

about 3 minutes

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 Payroll Ltd. Page 16 of 32
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2 Accounts, CTE00 & Computation CSV Data Upload Report |

& Good News Your files have heen successfully uploaded.
® Yol can now go to "E-Filing" in the Tasking menu to E-file the Uploaded Data.
® Yoy can also Yiew S Remove the uploaded data atthe E-Filing Page ! Reports Fage.

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

the data inthe uploaded file, vou must not e-file the file and should natity EfileReady immediately

Fig 4.4 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.

© Copyright Able Payroll Ltd. Page 17 of 32
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® CT600 Return Details Exik Bepors |\SBans

User CEY File Ref, Batch Ref, AAAD48366

Ll Errors in Data Validation,

Flease fix the errors listed below and upload agamn.

Error found in CT600 Return validation

1 Accounts must be attached or a reason for no accounts must he provided.

| Print Report | | < Back

Fig 4.5 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
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.

© Copyright Able Payroll Ltd. Page 18 of 32
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Step 5. E-Filing your data

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

| | | | |
—‘ Employer/Contractor P -! Download Spreadsheet b -l Upload Data P == E-Filing + I—i Get Data 4 JI Reports 4 -| Others 4 &

| E-File Accounts, CTEO0 & Computation ,.[h~.-. |

: il ek s o)
&) Employer Details E-File CI5 300 & CIS Yerification Request

| E-File PAYE P14, P45, P46, P110 etc

% Employer Details | E-File YAT 100 & VAT 101 |

| E-File Pension Scheme & Others

HSBC <

E-File Co, House data The world's local bank

Fetwork House, Arundel Road, Ukbridge, Middlesex, UBE ZRR, United Kingdom,

I E-File Co, House iXBRL Accounts

Tel. Mo, 020 8731 9931

Fax Mo, 020 8922 3402

E-mail : Website:
Employer's PAYE Ref.:| 999 ‘I Fagg J Accounts Office Ref. : 3959399
Employer Contact Details Wiews ) Edit HMRC E-File Credentialz Setup |_ViewIEdit
Systern Administrator Details Wiew J Edit Additional User Details Wi § Edit
Support Request Eriable Employer Address for GFF Users | Wiew | Edit

If vou wish to switch to any other function please click on the above Tasking Zone button. Click for a EDEMDl

Fig 5.1 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.

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.

© Copyright Able Payroll Ltd. Page 19 of 32
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i . | m
@ E-File HMRC CT600 & Accounts Uploaded Data ? | <Back || Approve Selected -Eile Now
Period of Account Approval Status |?
UTR User CSV i . Select to
Company Name Number FileRef,  Period From Period To Client |? Admin. |? Action E-File
(DD/MMATT (DDMMATTYY) Approval Approval [~
Demo Company 3 9625648152  CTEOOO3 01/08/2008 310772009 r View Remuove
Demo Company 2 4326648151 CT60002 01/08i2008 310752009 Disapproved for eFiling r Viﬂ Remuove
Demo Company 3 9625648152 CTEOOD3 131072008 10/07/2009 Disapproved for eFiling r View Rermove
Demo Company 2 4325648151 CTE00O0Z 2100712004 180772010 Approved for eFiling r Viﬁ Rermove
Demo Company 2 4325648151 CTe0002 10052008 020572009 Approved for eFiling r Viﬂ Remove r*
Demo Company 2 4325648151 CTB0O02 1410512009 13042010 Approved for eFiling r View Remove r
Demo Company 1 2325648152 CTBOODY 01/06/2008 30/05/2008 Uploadl Failed View Rermove
q Page 1 of 1 | | Go to | Page vl |cBack | Approve Selected EF' Nl

Fig 5.3 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.

© Copyright Able Payroll Ltd.
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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 | ?! | cancel | [Confirm |

Employer's Declaration

; MNOTE: Flease check that you have entered your E-Filing Setup details correctly, i.e. ensure that
vou have selected either Employer or Agent as appropriate, and that vour E-Filing User 1D and
Fazsword are both entered and up to date.

Your Personal Mame ™ Fohert Redford

Your Acting Capacity Employer ™

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

[TTIIIIIL] I

Date TEMO 200121737

ntinue fo,

-

Fig 5.4 Enter your details on the Declaration page

© Copyright Able Payroll Ltd. Page 21 of 32
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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 5.5 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.

© Copyright Able Payroll Ltd. Page 22 of 32
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2 E-File CT600 Return | Please Wait ...

Covers CTAEO0 Return

Company 1
.ii |
Companyl Al LS
q £ eFileReady Derver
.JL— “‘H,.J'"-?' X -"-D;?I% T r -
“‘&’L e Est Server I 1
D.F,f,.c | ..I‘
Campany 2 \ = 1
: — g : XML format | —I
— 600 o — <AfBmOwYj28acdrg> | -—r;‘
— et = | —
Company 4 S— —
1 - 0."“5 l
._IL:J 3 ?tnﬁ\ L
S Company 3
!!_JI all data transmission are encrypted by HMRC listed
E‘ﬁa 25L Technology

Fleaze wait while the results are being processed. .
We recommend you to Log-out of the programme,
and Login later to check the E-Filing status

Please Wait . . .

Fig 5.6 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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3 HMRC CT600 & Accounts E-Filed Status 2 Print Certificate || <Back
HMRC CTEOD & Accounts E-Filed
Certificate
far
Demo Company Limited
{UTR Mo.: 6234567890 )
Period From: 01/082008 - Period To: 31072009
HMRC eTimestamp:  2010-05-09T10:33:04.888 (-MW-DOTHHMM:S5.555 )
Mo, of Records: 1
Congratulations: Your HMRC CTEOQ & Accounts document has been
successfully submitted by Internet to the HM Revenue & Customns.
HWMRC CTEND & Accounts E-Filed 1
eFileReady User Sign In 1D HESB01407800
Inhouse Tracking Reference ARADDS302
HMRC Reference {Correlation 10} DES12488AF 46092E0CEFA3321 FDFOGEF
Return Type Mew
Submission Status Repont SUBMITTED SUCCESSFULLY
HMRC Digital Receipt {IRmark)
The Inland Revenue has received the HMRC-CTE00-ADD-SCHA document ref A1111170 at
12.05 on OW052010. The associated IRmark was:
BWRILUB4EMZQZPWABYSSEVEYSRUHHSCWYRY We advise you to keep this receipt in both
electronic and hardcopy versions for your records. You may wish to use them to identify your
subrmisgion in the future Your submission has been successful.
Below is the list of decuments submitted successfully to the HMRC.
Accounts \/l
T GO0 Computations e
Cormpany (CT 600} kv
Gther Supporting documents in PDF farmat Mot Provided
CT 600 Supplement & Mot Provided
CT 600 Supplement E Mot Provided
CT 600 Supplement J Mot Provided
Mot Provided: Data related to this docurnent was not uploaded by the user.
| Print Certificate | | < Back
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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.

@ HMRC CT600 & Accounts E-Filed Status

| =l

UTR

Company Name Humber

User CSV
File Ref.

Period of Account

Period From
(DDAMMATYYY) (DDAMMATTY)

Period To

HMRC
e Timestamyp

E-Filed Certificate &
Digital Receipt

Demo Contractar Limited G234567890

Demo Contractor Limited 2 4325648151

Demo Contractor Limited 3 9625648152
Demo Contractor Limited 2 4325648151

Demo Contractor Limited 3 9625648152

CTEODOD3
CTEODOO2
CTEODOO1
CTEODOO2

CTEODOO1

01/08r2008 310752008
210752004 16/0772010
10/0572008 0204552008
210752004 16/0772010

10/0572008 0204552008

2010-05-13T03:30:66.056
2010-05-13T0O7:18:53.276
2010-05-13T12:25:13 456
2010-05-10T12:258:16.321

2010-05-10T12:25:17.235

Wie [ Print

Wie f Print

Wie [ Print

Wiew Error

Wiew Error

4 Fage 1 of 1 [} Go to |Page l‘
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Step 6. 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 I? < Back |

E-filing Credentials Setup

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

[?] HMRCGT & iXBRL Ac [?2] P14, P35, P38A, P45, P4A, WL +
lp| WAT 100 & VAT 101 I P10k, P110, PAD, P4R{Car) +
7] Compahies House I#| CI5.300 +

I2) CIE Verification Reguest

I#| Fension Scheme

|7l DFS-PB, P9, 5L1, 5L2 etc.

t By default, E-Fileready sets up E-Fileready's Agent 1D and Password for you to E-File yvour returns,

If you wish to switch to any other function please click on the above Tasking Zone button, Click for a EDEMD

Fig 6.0 E-Filing Setup
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CT600 E-Filing Setup

® CT 600 E-Filing Setup ! ?! <Back
+ Company E-Filing Details Edit
HMRC User D GGGEEEGGGGG6 I?
HMREC Pasgwiord i,

o COMPANY
If you are a Company please use your HMRC Uszer ID and Pazsword for e-Filing your CTE00 returns.

To =zet up vour E-Filing detailz click on the Edit button, then enter your HWMREC I and Password and click on Save.
You can then easily E- File your CT returns to HWMRC,

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

To apply for & HWMRC E-Filing U=ser ID and Pazsword, please click here

C I am an AGENT
If you are an Agent / Bureau please use your HMRC Agent User ID and Passyord for E-Filing.

To =et up your E-Filing detailz click onthe Edit hutton, then erter your Agert HMREC ID 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 HWMRC's Online
Service and must be authorised by your CT client to e-file on their behalf using the HMRC's Online Agent
Autharization service.

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

< Back

Fig 6.1 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.
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VAT 100 and VAT 101 E-Filing Setup

® VAT 100 & VAT 101 E-Filing Setup | ?! <Back
# Company E-Filing Details Edit
HMREC Lser ID GGGEGEGEEGEGGGEG 1?

HMRC Password i

« 1am a TRADER / COMPANY

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

To =et up vour E-Filing detailz click on the Edit button, then enter your HWMRC ID and Password and click on Save.
Y'ou can then easily E-File wour AT returns to HMRC,

Pleaze note, to file a WAT Return onling you will nead to registered and enrolled for VAT online Services with
HMRC

To apply for & HWMRC E-Filing Uzer [0 and Password, please click here.,

O | am an AGENT
If you are an Agert § Bureau pleaze use yvour HMRC Agent User ID & Password for E-Filing.
To set up your E-Filing detailz, click onthe Edit button, then enter your Agent HMRC ID and Password and click
on Save. You can now easily E-File vour client's VAT returns to HWRC,
Pleaze note: %ou should be enrollzd for the "VAT for Agents" service through the HWRC's Online Services and
must be authorized by your WAT clients to e-file on their behalf using the HMRC's Online Agent Autharization

SErVICE.

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

< Back

Fig 6.2 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 HMIRC.

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.
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Companies House E-Filing Setup

® Companies House E-filing Setup ' ?! < Back |
4 Companies House Input Service ( for E-filing of Forms & iXBRL a/c) Ed'rt.!
FPresenter 1D 46256481452
Fresenter Passward fidnas
= Companies House Output Service ( for searching company details ) Edit |

FPresenter 1D Q625648152

Fresenter Passuward R

Reqgister 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.

< Baci

Fig 6.3 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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Step 7. 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 12

% Employer Details

ITCS Testing Co. HSBC ix»

The world's local bank

7T Lucky Street, Metwork House, Boston, Uk, BES 6BF, United Kingdom.
Tel Mo 0123 456 789 Fax Mo
E-hlail ; Wiehsite

Employer's PAYE Ref. ;| 9494 ‘I a99 | Accounts Office Ref, : 999PC994

Emplover Contact Details Wiew | Edit HWMRC E-File Credentials Setup Wiew | Edit
Systemn Administratar Details Wiaw | Edit Additional User Details Wiew | Edit
Support Reguest Enabla Employer Address for GFF Lisers Wiew | Edit

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

Fig 7.1 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.
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3 Additional System User Details ? | Addl Mow User § < Back
Intermet
Systiin User Hame ggnir‘n";lsn L::jg:;h e Sigtus |76 . Fnézin; !':g:: I Sa.rslmng:t;tul:ersonal
Enoble  Disable  Confirm
Testing, AddinAdmin ETEET? 056796 Wiew * i |£ml|'||-_m Resend Dedaifs
Testing, Kefan ETESTI092073 & | confim Resend Detalls
Pagelofl I | Goto[Page 7]

Fig 7.2 Click on Add New User

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.

7]

® Add New System User

Cancel | | Sawve

% Add New System User

() =

required fields,

Systern User's Email to be used far ™
this service

Fetype System User's Email *

Systemn User's Title

Systern User's Surname *
Systern Lsers Farename ™
Systern User's Second Forename

Systern User's Address

Towen | ity
County
Post Code

Country
Systern User's Tel. Mo,

Systern User's Mohile Mo

Userg@democa.com |

USER@Uemoco.com |

hr W

cannery

Sean

12

London

|
|
|
|
Golders Grean |
|
|
N 1P |

| Flease select here...

021939219 |

Cancel | | Sawve

Fig 7.3 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

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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