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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

¢ CIS300, CIS Subcontractor verifications

* PAYE P14, P35, P45 etc data,

Sign Up / Sign In (more details in separate document).
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-file 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 8731 9981

_/
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How Does www.EfileReady.com E-filing Work?

Step 1. Sign Up/ Sign In

Sign Up Process

If you have not yet got an accountto signinto, 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.

Have you got
an account to
sign in to?

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

Yes

A

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

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.

\ 4

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

\ 4

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

A

\ 4

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.

\ 4
Step 8. Print the E-filing Certificate and view reports.

END
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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 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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Horme | How it Works? | Contact Us | About Us | Feedback

www.Efileready.com
Simplifies e-filing to the HMRC Tested and Gained HMRC Recognition for e-filing

Using a Spreadshests C5W file E-F’-’ing Specia’ists

1. Efiling of CIS 300 Monthly Returns
2. Verification of Sub-Contracters” Tax Status
3. Efiling of EOY P14 and P35

b 4. Eiling of Pension, VAT and other returns
E 5. Data Provisioning Services {DPS) Downloading
Efileready.com systemn has been tested to work with the following databases and systems

T oracLe [Dlawarss AN o A

el

e

E-filing wour CIS300, PAYE P14, P35, Pension, WAT and other
) Sign Up ¢ toYoreate Mew accourt ) returns to the HMRC can now be done with just a simple
. spreadsheet /TS file, This is thanks to the Efileready.com server
() Sign In L o coourt ) which is capable of converting your spreadsheet /CEY file data into
the HMRC required %ML format and then e-filing that data for you,

([E] ) Features and How it Works
- To E-File CIS 200, PAYE P14, P35, Pension Scherme Data

() Price

: @ =
T
| = ) E-Mail to a friend

Your Ffilereardy

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 EfileReady Limited. Page 6 of 34
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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 sub-
menu Employer/Contractor Details. Click on the 'View/Edit' button for Manage
Additional Users, then click on the 'Add New User' button.

For more details please refer to the eFileReady Sign Up / Sign In manual.

@ User Internet A/C |2 | Done | Add New User
' Sign In Internet A/C Status | ? i . User
User Name gz?: nin Log S0 %Ztt-?illg“ . Personal
1 Book Enable  Disable Confirm ‘ Details
Douglas, Kirk ABTO0Z654563 Wi o n Confirn | Fesend Details Wiew  Edit
Raoberts, Julia ABTO02342534 Wi o n Confirn | Fesend Details Wiew  Edit
Connery, Sean ABTO0Z2564313 Wiey ' i+ Confirrn |~ Fesend Details Wiew [ Edit
Grant, Hugh ABTO02234754 Wiey i O | Confirrn |~ Fesend Details Wiew [ Edit
q Page 1 of 1 ol Goto IPage 'I | Done | Add New User

Fig 1.2 Add Additional Users
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Sign In :
You must sign in each time you need to e-file.

For more details please refer to our separate eFileReady Sign Up / Sign In manual.

Home | How it Worls? | Contact Us | aAbout Us | Feedback

www.Efileready.com
" Simplifies e-filing to the HMRC Tested and Gained HMRC Recoanition for e-filing
3 Uszing a Spreadsheet/ CSW file -y - - -
E-Filing Specialists

e

1. Efiling of CIS 300 Monthly Returns

2. Verification of Sub-Contractors’ Tax Status

3. Eiling of EOY P14 and P35

4. Eiling of Pension, VAT and other returns

3. Data Provisiening Services {DPS) Downloading

Efileready.com system has been tested to work with the following databases and systems

IEM B oracLe’  |DEdwards mﬁ; sotans )

Entcrprine Sefaware —

E-filing wour ZIS300, PATE P14, P35, Pension, WAT and other
(&) Si nUp(To Create Mew account returns to the HMRC can now be done with just a simple
spreadsheet /CSY file, This is thanks to the Efileready.com server
which is capable of converting vour spreadsheet /CSW file data into

ur acoount
the HMRC required #ML forrat and then e-filing that data for you.

([El ) Features and How it Works
- To E-File CIS 200, PAYE P14, P25, Penszion Scherme Data

( £) Price

- -
. .
| = ) E-Mail to a friend

Your Ffilereadwy

Fig 1.3 Home Page — Sign In
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Step 2. Download Spreadsheet

Download the CIS300 spreadsheet, or any other document spreadsheet as required, to
your local system.

Tax Year : 2006 - 07 Contact Us | Help |

-
¢FileReady © Copight Abe Payroll Lid

—‘ Employer [ Contractor P = Download Spreadsheet vH Upload CS¥ File » -I E-Filing / Status 4 -l DPS 4 -l Reports 4 s

Home = HMRC Office Details| Important Motice
® HMRC Office DetL 15 300, CIS Verification Request Spreadsheets Done
Fi4, P35 Spreadsheets

< HMRC Office Details

P45, P46 Spreadsheets

F110, PED, PL1D(H), P46(Car) Spreadsheet
HMRC Office N (0), P46i(Car) Spreadshects | ice No:0BT) M Revenue
P354 Spreadshests & Customs
City Centre Ho Inited Kingdom

Te MU Spreadshests 70
ok Enrall for E-Filing Semices

Bl other P14, P35 Spreadsheets

Employer's PAYE Ref. | 15 300 eStatement Spreadsheets :Ref.: 0BYPADOO456TE

HMRC Office Re 2Pavsiip Spreadsheets E-Filing Setup View § Edit

— elnvoice Spreadshests
Tax i NI Related Letrowon T

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

Done

Fig 2.1 Go to Download Spreadsheet in the Tasking Zone, then click on the

appropriate sub-menu

© Copyright EfileReady Limited. Page 9 of 34
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® CIS 300, CIS Verification Request Spreadsheets | ?/

Download CIS Spreadsheet (CSV) Formats

f} Please click on the appropriate form to download the respective spreadsheet to your system.

§  Download Spraadshest - CIS 300 Monthly Return

% Download Spreadsheet - CIS Yerification Regquest

\9/. Diownload Efileready User Manual

Fig 2.2 Click on the required spreadsheet
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@ Download CIS 300 Monthly Return Spreadsheet | ? | Read Me First || <Back

Download CIS 300 Monthly Return Spreadsheet

Hr‘ Always dowenload and read the instructions before you populate your data into the spreadsheet.

Drownload Download
Instruction for CI5 300 Manthly Return
CI5 300 Monthly Return Spreadsheet document
Spreadshest { Contractor) { Contractar)
Crownload Download
Instruction for CI5 300 Manthly Return
CI5 300 Monthly Return Spreadsheet document
Spreadsheet { Subcontractor) { Subcontractar)

Once downloaded, yau should enter yaur data inta the Spreadsheet and save it in a CSV format.
Then select Upload C8Y Data from the Tasking Zone to save the spreadsheet back to our server
in a C3Y format ready for E-Filing

=< Back

Fig 2.3 Click to download the required spreadsheet

© Copyright EfileReady Limited. Page 11 of 34
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Note: Full instructions for entering your data in the spreadsheet are provided and can
be downloaded. We recommend you read these instructions before filling in the actual
spreadsheet.

File Download x|

Do you want to open or save this file?

@ Mame: CISRet_Contractor,xls
Type: Microsoft Excel Waorksheet, 14.0 KB

Fram: winal , efileready.co

Open | Save | i Cancel I

~—_

@ While files from the Internet can be useful, zome files can potentially

harm your computer. If pou do nat tuzt the zource, do not open or
zave thiz file. What's the risk?

Fig 2.4 Download and Save the spreadsheet to your local system
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Step 3. Populate your data into the spreadsheet

Populate the CIS300 data from your system into the downloaded spreadsheet. Refer to
the instructions provided if you are unsure of any field.

2 Microsoft Excel - CISRet_Contractor.xls 1Ol x|
”ﬂ Eile Edit Wiew Insert Format Tools Data Window Help ;lill“
“ - = | (] | 4 @ Favorites - | Go~ ’%| E:\CIS300NCISRet_Contractor. s =
13 | = 123/R015
A B = D E F [€] -
1 M1 M2 M3 M4 M5 M6 M7 —
Tax Month End Date Sender U-.II—.F;::':;;?:E Accounts Office | Nil Return Em;lt;z:rslent Verification |Infon

) YYYY-MM-DD) Reference) Reference Indicator Declaration Declaration 1}
| 3 | 2007-05-05 Agent 7325648155 123PPE7E54321 Yes Yes Yes

=+
| 5 |
| 6|
| 7 |
| 8 |
BN
| 10|
11
| 12 |
| 13|
| 14 |
| 15 |
| 16 |
|17 |
| 18 |
BES

4[4 [» [p1]Sheet1 { sheetz f sheeta / <]

Ready i | | NUM | 2

Fig 3.1 Populate your data into the downloaded spreadsheet
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Now save your data in the spreadsheet in a CSV format.

2l

Savein: || C13300

Save I
Cancel |
Cpkions. .. |

File name: ICISRet_CDntractu:ur.csv LI

Save as bvpe: |3V (Comma delimited) (. csv)
Microsoft Excel 5.0/95 Workbook (*.xls)

oft Excel 97 8 5,095 Workbook (7, x|s)
:D o Comma delimited) £, csv)

Microsoft Excel 4.0 Worksheet (*,xls)
Microsaft Excel 3.0 Warksheet (*,xls)
Microsoft Excel 2.1 Warksheet (. xls) i

Fig 3.2 Save the spreadsheet as a CSV file

© Copyright EfileReady Limited. Page 14 of 34



EfileReady User Manual — How EfileReady Works?

Step 4. Upload your data to eFileReady

Sign in to WWW.EFILEREADY.COM

Select Upload CSV File from the Tasking Zone menu and then further select Upload
CIS CSV Files, or any other document CSV file as required.

Tax Year : 2006 - 07 Contact Us | Help |

L]
¢FileReady & opiaht Able Payrell L

—‘ Employer / Contractor P 4 Download Spreadsheet M = Upload CSY File vH E-Filing / Status 4 -l DPS 4 4 Reports 4 s

Home Upload CI5 C5Y Files and Status |

e Emplﬂyer | Contractor Details | 2| Opload P14, Fa5 EOT Cov Files and Status

] i Upload P45, P46 In Year CSY Files and Status
< Employer / Contractor Details

Uplaad P11D Benefits CSV Files and Status
Upload P38a C3Y Files and Status
Demo Employer / Cont
Upload WhU 54 Files and Status
Metwork House, Arundel Road, Uxbridge, Middle| Upload Other €5V Files and Status

Tel. Mo.: 020 8731 9981 FaxNo

. . Upload CI5 300 eStat b CSY Fil d Skak
E-Mail : democo@democo.com Website| Botatemen 165 and Status

Upload ePayslip C3Y Files and Status

Employer's /| Contractor's PAYE Ref. ;| 067 - ) TRPADOD4SETS
Upload eInvoice 5% Files and Status

Employer ! Contractor Details View | Edit E-Filing Setup View § Edit
Systermn Administratar Details Wiew | Edit Manage Additional Users Wiew | Edit
Support Request Enahle Manage Employee Internet Afc Wiew | Edit

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

Fig 4.1 Click on the Upload CSYV File sub-menu
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® Upload CIS CSV Files and Status |2

Upload CIS CSV File

Flease click on an option below

4 Upload CIS 300 Monthly Retumn G5y File

A pload CIS Verification Request C5Y File

A Upload C15 300 Manthly Mil Return CSV File

Status of Uploading

Pleaze click on an option below

I3 300 Monthly Return Uploaded Data Status

IS Verification Request Uploaded Data Status

Fig 4.2 Click on the appropriate Upload CSV File link

Pick up the CIS 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).
Click on the 'Click to Upload CSV File' button to upload the file to the efileready.com
server.

Page 16 of 34
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® Upload CIS 300 Monthly Return CSV File [ | < Back | Click to Upload CSV File *

Upload CIS 300 Monthly Return CSV File

Step 1 - Ensure that vou have prepared wour IS 300 Manthly Return Contractor & CI5 300 Manthly Return
Subcontractar spreadsheet documents and have saved them in a C8¥file format ready to be uploaded. Ifyou
have not done this please go hack to download the CI5 300 Monthly Return Contractor & CIS 300 Monthly
Return Subcontractor spreadsheet documents from "Download Spreadsheet” in the Tasking Zone.

Click

o Flick [05 mAY 2007 ( 060407 10 05-05.07) 7] © |\,

Step 2- TaxMonth End Date ™ 77
{ Reset if to select other tax month )

Step 3- CONTRACTOR (CIS 300) ™

) | Browse. .. |
Click Browwse to Upload Contractor CSW file.

Step 4 - SUBBIES (CIS 300) ™

; | Browsze... |
Click Browse to Upload Subcontractar CEW file.

Step 5-Your own CSY File Reference |
{optional)

about 3 minutes Click here to
load

Fig 4.3 Browse to find the files in your local system and then upload

Page 17 of 34
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As you upload your CSV 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, select E-filing/Status in the Tasking Zone
to proceed on to e-file the uploaded file.

® CIS 300 Monthly Return CSV Data Upload Report | ?!

'1/' Good News. Your files have been successfully uploaded. However, before the files are e-filed
to the HMRC you must check to ensure that the data in the files is correct. If there is any
discrepancy between the original data in the file which you selected to upload, and the data

in the uploaded file, you rmust not e-file the file and should notify EfleReady immediately.

Click here to
Check

Uploaded
" Data

Click the button above to check your data.
The View Print Diata button an the
next page allows you ta view the consalidatad
data as well as individual data.

Fig 4.4 CSV Data Upload Report
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If errors are found, an Error Report will be displayed on screen. You should amend the
errors as indicated and then start the process again from Step 3.

@ CIS300 Monthly Return Details |2 Print Report <Back

User CSW File Ref. CIS300002 Batch Ref. ARADODDODG

M CSV Data Validation Error Report:
Please fix the errors on your CIS300 Manthly Return spreadsheet and upload again.

Error found in Contractor CIS300 CSV file
1 Line 3 Calumn M1== 20071 3/05 : Invalid Date fieldformat.
2 Line 3 Column M3 == ¥27325648155 : Invalid mandatory field value.
3 Line 3 Column Md == 901 23PPE7E54 320001 : Inwalid mandatory field value.

4 Line 3 Column M7 - Invalid mandatory field value.

Error found in Subconmtractor CIS300 CSV file
1 Line 3 Column M2== 9876543212334234324 : Maximum lenath exceeded.
2 Line 3 Column M11==YHJ89753000J : Maximum length exceeded.

3 Line 4 Column K7== 33 Either Individual or Trading Mame should he present.

| Print Report < Back

Fig 4.5 CSV Data Validation Error Report
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Step 5. E-Filing your data

To e-file the uploaded data directly to HMRC, select E-filing/Status from the Tasking
Zone, then select the appropriate sub-menu.

Tax Year : 2006 - 07 Contact Us Help

eF'.’eReady @ Copyright Able Payroll Ltd.

—‘ Employer / Contractor F 4 Download Spreadsheet k -l Upload C5¥ File » == E-Filing / Status v| DP5 4 4 Reports 4 s

Home

E-File CI5 Uploaded Data and Status |

® EI‘I"IID|DYEI' | Contractor Details lil E-File P14, P35 ECY Uploaded Data and Status

- E-File P45, P46 In Year Uploaded Data and
» Employer / Contractor Details Status

E-File P11D Benefits Uploaded Data and Status

Demo Com PanYy e-ie 3z uploaded Data and status -
E-File Wh Uploaded Data and Status
Metwark House, Arundel Road, Ushridge, Middleses, Uog 2ror, Onien ranguour.

Tel Mo.: 02087319981 FaxMo.:020 8922 3402
E-Mail : democoi@democo.com Website : hitp v democo.com

Employer's / Contractor's PAYE Ref. : | 067 | /| W30456 Accounts Office Ref. : 067PAODD045678

Employer [ Contractar Dietails wiew I Edit E-Filing Setup Wiew | Edit
System Administrator Details Wiew | Edit Manage Additional Users Wiew | Edit
Support Request Enahle Manage Employee Internet Afc View § Edit

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

Fig 5.1 Click on the E-Filing/Status sub-menu
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©® E-File CIS Uploaded Data and Status |?!

E-File CIS Uploaded Data

Please click on an option below:

:/ E-File CI5 300 Manthly Return Uploaded Data

&) E-File CIS Verification Request Uploaded Data

Status of E-Filing

Please click on an option below:

’@g C15 300 Monthly Return E-Filed Status

w CIS Verification Reqguest E-Filed Status

Fig 5.2 Click on the appropriate E-File Document link
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® E-File CIS 300 Monthly Return Uploaded Data a <Back| Em

Select

Tax Month D [ UTR Conmtractor | User CSY Total Upload

End date PAYERef. = FileRef. Subbies Status Action

05/05/2007 Contractor Mame 2 2234567890 067 /V30456 CI3300005 0 Successful  View  Remaove

to

E-File

05052007 Contractar Mame 1 4325648151 067 /%30456 15300006 86 Successful  View  Remove [e]
Remove O

?

0ai052007 Contractor Marme 3 4325648151 067 /%30456 15300007 55 Successful  View  Remove
05005/2007 Contractor Mame 4 2325648152 067 /%30456 15300002 og Failed View  Femaove
0&/05/2007 Contractor Mame ¥ 9625648152 067 fv30456 15300001 12 Successful  View  Remove F‘

q Page 1 of 1 [P tholpage 'I < Back M

Fig 5.3 View the data to be E-filed

Before e-filing your data to the HMRC you should double check to ensure that the data
you have uploaded is correct. If it is correct, select those details you wish to e-file by
ticking the appropriate tick boxes, then click on the 'E-file Now!" button.
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& Contractor's Declaration |2 Cancel Continue >

Contractor's Declaration

Tax Month End Date 05 MAY 2007 { 06-04-07 to 05-05-07 ) i
fi NOTE: Flease chack thatyou have entered your E-Filing Setup details correctly, i.e. ensure that
you have selected either Contractor or Agent as appropriate, and that your E-Filing User 1D and
FPassword are hoth entered and up to date.
Your Personal Marme ™® Raobert Redford
Your Acting Capacity Contractar 2

Enter User Sign In Password *
(eFileready =ign In Password)

Date and Tirme ™ 30M 052007 12:21:39

Fig 5.4 Enter your details on the Declaration page
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@ E-File CIS 300 Monthly Return Data

CIS 300 Monthly Return Data E-Filing

s

E-FILE

D

Click on the above round bautton for LIVE E-Filing of CIS 300 Monthly Return Document

Fig 5.5 Click on the 'E-file Now!' button to e-file your data to the HURC

© Copyright EfileReady Limited.
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® E-File CIS 300 Monthly Return Data I# | Please Wait...
g CIS 300 Monthly Return E-Filing in Progress, Please wait... -.
Company 1
=
| -
Compary 1 deiimr HWMRC
l:Jl _ £ eFileReady Server
j—" w Server
O
Company 2 Kﬂ?‘gx__
——l CIS 300 Manthly XML format
_.VTJH Return;/ — <2BmwYjiacOdrg=
= — e
s <
E.:T‘-_ep Compary 3 €
.«,'_JL E-Filing in progress ....
Please wait until the E-Filing process is INITIATED. Please do not carry out
any other processes in the application until the E-Filing is "Initiated'.

Please Wait . ..

Fig 5.6 E-Filing in progress

The above diagram will be displayed as you data is being sent to the HMRC. There
may be a time delay before you receive a response from the HMRC, 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.

© Copyright EfileReady Limited. Page 25 of 34
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® CIS 300 Monthly Return E-Filing Status | %

13 300 Monthly Return E-Filing

INITIATED
for

Demo Company Limited

(UTR Mo 1234567890, PAYE Ref: 067/v30456)

Tax honth End Date: 05 MAY 2007 (06-04-07 to 05-05-07)

Mo, of Subcontractor: 500 Subcontractors

HMRC Refarence (Correlation 1D} . DES12488AF46092E0C5F5332 1FDFOGEF

2

E-Filing of CIS 300 Monthly Return is INITIATED
The Internet E-Filing of wour C1S 300 Monthly Return Data to HMREC is INITIATED. Please
came back again later and click on the "E-Filing f Status" buttan in the Tasking Zone to
check the status of your E-Filing submission.

Click here
to view the
E-Filin

Submission
Details

Click on the button above
to wiew the status of your

E-Filed documents.

Follow the instructions below to check the latest E-Filed Status of this E-Filed document.

e Click on E-Filing / Status on the Tasking Zone
s Click on the appropriate E-File Document and Status menu item
& Click on CIS 300 Monthly Return E-Filed Status under Status of E-Filing section

If vou wish to switch to any other function please click on the abowe Tasking Zone button, Click for a H DEMO

Fig 5.7 E-Filing process initiated
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Check your E-filing Status.

Click on E-filing/Status in the Tasking Zone to check the status of your e-filing. If the
status is shown as 'Completed’, this means the HMRC have received and accepted
your e-filed submission. You can then print your e-filing Certificate as proof of your e-
filing for your records.

® CIS 300 Monthly Return E-Filed Status '™

Donie

Tax Month EEEE CED TR Contractor _HMRC E-Filed E-Filfa(_ICeniﬁc-tne& E-Fil(’:}(l Action

End date PAYE Ref. e Timestamp Status Digital Receipt Details

05/05/2007 Contractor Name 1 4325648151 067 (V304586 2007-05-15T03:30:66.056 COMPLETED Wiew | Print Yiene [ Print
_DSIDSIEDD? Contractor Mame 2 2234567890 067 V30456 2007-05-12T11:30:46.265 COMPLETED Wiew | Print Wiew | Print
_DSIDSIEDD? Contractor Mame 3 4325648151 067 /v30456 2007-05-12T12:25:13.456 COMPLETED Wiew | Print Wiew | Print
_DSIDSIEDD? Contractor Mame 4 2325648152 067 /v30456 2007-05-11T12:25:16.321 COMPLETED Wiew | Print Wiew | Print
_DSIDSIEDD? Contractor Mame ¥ 9625648152 067 fV30456 2007-05-10T12:25:17.235 COMPLETED Wi | Print Wiew [ Print

Page 1 of 1 [ GDtDIPage 'l

Fig 5.8 E-Filing / Status

Done
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@ CIS 300 Monthly Return E-Filed Status ¥al Print Certificate || Done

CIS 300 Monthly Return E-Filed
Certificate

far
Demo Company Limited
{UTF Mo 1234567890, PAYE Ref: D67/V3I0456)
Tax Maonth End Date: 05 MAY 2007 (06-04-07 to 05-05-07 )
HMRC eTirmestamp: 2007-05-08T10:33:04.887 (v r-Mu-DDTHH:MM:S5.555 )

C13 300 Monthly Return E-Filed : 500 Subcontractors

Congratulations: Your CIS 300 Monthly Return document has been successfully
E-Filed by Internet to the HM Revenue & Customs.

CI5 300 Manthly Return E-Filed 400 Subcontractars

Submitter Name Demo Campany Limited

HMRC Accounts Office Ref. 067PADDO45ETE

Inhouse Tracking Reference AAAD198367

HMRC Reference {(Correlation 107 DE812488AF46092E0CAFA3321FOFOBEF
Submission Status Report SUBMITTED SUCCESSFULLY

HMRC Digital Receipt (IRmark)

The Inland Revenue has received the IR-CIS-CIS300MR document ref 123 R014 at
2007-05-09T10:33:04.887. The associated IRmark was:
RLIUVKZIEIDAQKW 25 2MDOGPEY437SBTHNT We advise you to keep this receipt in both
electronic and hardecopy versions for your records. You may wish to use them to identify
wour submission in the future.

| Print Certificate Done

Fig 5.9 E-Filing Acceptance Certificate
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Step 6. E-Filing Multiple Company Details

To use our service to e-file multiple company details, you need to appoint yourself as
an Agent and then enter your Agent details. To do this select Employer/Contractor from
the Tasking Zone menu, further select the sub-menu HMRC E-file/Setup, then click on
the 'View/Edit' button for E-filing Setup.

® HMRC Office Details 17 Done
% HMRC Office Details

HMRC Office Name : BIRMINGHAM (Hire office na:0s7) @ HM Revenue
& Customs
City Centre House, 30, Union Street, BIRMINGHAM, B2 4AE, United Kingdom
Tel Mo, 0121 535 6960 Fax Mo, 0121 535 6970

E-hail : taxmangtax.co Website Dwanw hmre.gov ok Enrall far E-Filing Senices

Employer's PAYE Ref.: 067 | [ %30456 | Accounts Office Ref, : 06TPADDD456T S
HMRC Office Reference iew | Edit E-Filing Setup Wiew I Edit

Tax i Ml Felated Legislation Wi Ey

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

Done

Fig 6.1 E-Filing Setup
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@ HMRC E-Filing Setup  |?/ | % Read Me First || Done | |Edit

o | would like to use eFileReady’s Agent credertials for my E-Filing

~ I aman EMPLOYER / CONTRACTOR and weould like to use my own HWMRC Emplover User ID and
Pazsword for E-Filing / DPS (Data Provisioning Service),

I aman AGENT / BUREAW acting on kehalf of 3 CIS Contractor ¢ Employer client. | vwould like to use my
HMRC Agent User ID and Password for CIS and PAYE E-Filing as well as DPS downloading for my clients.
Fo) (CI= holding companies vwwho wwish to EFile on behalf of their related companies should use this option)

For howy to set yourself up as an Agert, please click here.

% Agent E-Filing Setup Details

Your Client's Mame Dermo Company Limited
Your Client's Employer's f Contractor's PAYE 067/ W30456
Refarence
HWRC User ID (Agent ) QAKBATMGICFSD ks
HMRC Passward (Agent ) R |7
HMRC Agent Reference H143145 1z
Gateway Agent (D Demoagent 8AJCHBMGIGHL 1?7
Agent Company name Jaones
Agent Address Jones Mansions
21 Mansion Lane
Broadland
Broadshire
BR1 3BF United Kingdam
Agent E-Mail Joseph@Demo.com
Agent Contact Person's Mame Jones Joseph
Agent Cantact Tel. Ma. 1 0161 1234 567
Agent Contact Tel. Mo, 2 0208731 9981
Agent Contact Fax Mo. 01327 112 345

Done Iﬂ

Fig 6.2 Select and enter your Agent details

Select the third option 'l am and Agent/Bureau...." and then enter the requested Agent
details.
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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 Manage Additional
Users, then click on the 'Add New User' button and enter the requested details.

® Employer [ Contractor Details | ?/

< Employer / Contractor Details

Demo Company Limited _

Metwork House, Arundel Road, Ukbridge, Middlesex, UBS 2RR, United Kingdom.
Tel.Mo.:020 8731 9981 FaxMo.:020 8922 3402
E-Mail : democo@democo.cam Website | hitpiiwww democo.com

Employer's / Contractor's PAYE Ref. - 067 | /| W30456 Accounts Office Ref. : 067PADDD45678
Emnployer i Contractar Details View [ Edit E-Filing Setup View ! Edit
System Administrataor Details Wiew | Edit Manage Additional Lsers Wiew | Edit

Support Request Enable Manage Employee Internet Alc View | Edit

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

Fig 7.1 Click on the Manage Additional User button
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® Add New System User  |?/ | cancel || save
% Add New System User (#) = required fields.

Systemn User's Email to be used for this *

) User@democo.com |
semvice

Retype System Users Email ™ User@dermoco.com |

Systermn User's Title Mr

Systern Users Sumame ™ [ Cannery

System User's Forename * Sean

Systermn ser's Second Forename

Systermn Llser's Address 12

Gaolders Green

Towen § ity London

Caunty

Post Code r 11P

Country |Please zelect hera... j

Systemn User's Tel. Mo, [p21939218 |

Systern User's Mohile Mo, |

\ cancel || save

Fig 7.2 Enter the details of your Additional User
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® User Internet A/C s | Done || Add New User
' Sign In Internet A/C Status | ? i q User
User Name gz": Inio Log For %ev;ttfillg“ n Personal
o Book Enable  Disable Confirm ‘ Details
Couglas, Kirk ABTO02654563 Wiey i O Confirrn |~ Fesend Details Wiew [ Edit
Rohers, Julia ABTO0Z2342534 Wiey o O confirn |~ Fesend Details Wiew T Edit
Connery, Sean ABTO0Z2564313 Wiey ' i confirn |~ Fesend Details Wiew T Edit
Grant, Hugh ABTO02234754 Wi o n | Confirn | Fesend Details Wiew  Edit
q Fage 1 of 1 ol Gotao IPGQB ’I | Done | Adid New User

Fig 7.3 Manage Additional Users screen

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 sign ins.

© Copyright EfileReady Limited.
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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 and P35

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

5. Data Provisioning Services (DPS) Downloading

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 8731 9981



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