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Key Summary of the E-Filing Process

This summary shows you the steps involved to e-file your data.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Whatever you are e-file, the steps involved are the same.

e (CIS300, CIS Subcontractor verification

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 the same 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: sales@efileready.com Tel: 020 8452 9516
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How Does www.EfileReady.com E-filing Work?

Step 1. Sign Up/ Sign In Sign Up Process

If you have notyet gotan accountto signinto, 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
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
fromalink givento you by your organisation. You should
not sign up a fresh account other than from the given
signuplink.

Yes

A

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

v

After signing in, you can see the Tasking Zone menu
bar at the top of the page. Each button leads you to
various functionalities associated with the application.

\ 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.

\ 4

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

\ 4

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
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Step 1. Sign Up / Sign In

1.1 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 process.

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.

This sign up process is carried out only once.

W Home ) Abouiie B bevinmgnn@etissodyoom G 000 B45T ¥R

s
EFJ’EREH‘D".CDT PREOCUCTS AFJSFTF  PRICT  TRAIMING[FAQ CONTACT & siGMUR 4 SIGNIN

~FILING SPECIALISTS

'ﬂl'lrhu First Coampany 1o hawe Goined HWIG RTI Recogrition
ﬂl R0 Pt M Bimon Tt - Ussdd B Suatedeiflly
120 B0 and B0 I occresdRod
0 Ecoagrticraly v Irignciy ond Comt offethng o= fling Tyatern

0 MOny CUSEOITHN S Narl LD oUr SESiom b o1 codo

upsanes

[ SIGNH UP NOW +1 516N IN

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.

© Intersoftware Solutions Limited. Page 5 of 31
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1.2 SignIn :
After your account has been created, sign In to the account from the link http://efileready.com.

Road Map:
Click on activation link — Set up your Sign In security details (password, pattern word etc.) —
Final Confirmation

After a successful sign up process, you can sign In to your account with your credentials - User ID,
e-mail ID, password, and pattern word. Each time you sign in you will be asked to enter your Sign
In credentials. You must sign in each time you need to e-file.

W Homw ) Abouiie B bevinmgnn@etiseadycom  JF 000 B45T R

£
EFJ’ERE“@CDT FEOOUCTS  AFJSFTR  PREICT  TRAIMING[FAQ CONTACT WMW ﬂmm

~FILING SPECIALISTS

!
B Tha First Company 1o have Gained HWRC AT) Recogrition
I
& AT Plot MarnDar Bores Toet = Usesd I Succasafully
=0 B0 and IS0 FPHH occrediod :
Rectification

0 Excapticaally uiir Irgndly ard Somt ofecting o= fiirg TyEberm

) MOy CUSHOITHN'S MOl LS DUT Sy S1m B oLUAD-100 coda
Ut

B SIGM UP NOW +1 5IGM IN

Fig 1.2 Sign In Page

1.3 How to Add 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 road map below.

Road Map :

Employer/Contractor — Employer/Contractor Details — View/Edit Manage System Users —
Add New User

© Intersoftware Solutions Limited. Page 6 of 31
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Manage System Users © At Akt Unes
ST LLET K SytEm e Tagnin ImbEmas LA ftatus & fyvam Ler Forget Sigm i System User
Sign In B0 Loy Besak Aroeus Rights Durtails Fersenal Detail
Emable f Dhuabla Cenfirm
Cooruggars. i ABFIDEELSES Wiew o ) 5 et el vt
Ristsprta, jully ARPOOE TSN Vi H o [ i e wa T
Consry, Sean AT T Ve Cavilrs. & - ruend Dl ra
Grant. Hugh AEMOOIRATEL i (.} Cardtars, RO e Dels g

Fig 1.3 Manage system users

Step 2. Download Spreadsheet

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

& Employer / Contractor ~ &y Download Spreadsheet « O UploadData v & Efiling~v B DPS ~ [ Reports v+ B Others «
el

PAYE RTI FPS, EPS. NVRL F5Y. Additional FPS. EYL. Template Download

P45 Part 1/ PE0 eReports Termglate Download

PAYE F110 etc. Template Download

C15 300, CI5 verification Template Download

Pengion Scheme & Others Ternplate Download

‘ED
WAT 100 Template boad {lesex. UBE 2RA, United Kingdom.
MTD VAT Termphate Downdoad ail: demaco@democo.com

Office Bef: BOT F OBTFAD0OASLTE
Co. House IXBRL Accounts Template Download

HMRC CT & IMBRL Accounts Template Download

Charities Claims Template Download Wiew | Edit E-Filing Credentials Setup
Rectification of Pensioner Payment Errors Template Download
Rectification of Employee Payment Errors Template Downioad
Rectification of Subcontractor Payment Errors Template Download

Setup MTD Authorisation

Enable Support Request

Fig 2.1 Download Spreadsheet
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Click on the required spreadsheet

CIS 300, CIS Verification Request Spreadsheets (7]

Download CIS Spreadsheet (CSV) Formats

Please click on an option below to download the Spreadsheet template and
Instruction Manual based on your upload option

SFTP / €5V Upload: The CIS 300 / CIS Verification templates are for you to
populate your CIS 300 7 Verification data and e-file your return via SFTP / CSV
approach

Download CIS Spreadsheet (C5V) Formats

& CIS 300 (For Full Payment Return)

& CI5 300 (For NIL Payment Return)

& CIs verification Request

Download Instruction Manuals

& Instruction Manual for Uploading CIS in CSV Format

& Instruction Manual for Uploading CIS via SFTP
{eFileReady provided SFTP services)

& Instruction Manual for Uploading CIS via SFTP
{Others / Third-party SFTP services)

Fig 2.2 CIS 300 Spreadsheet

© Intersoftware Solutions Limited.
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Download CIS 300 Spreadsheet @ Back  Read Me First

Always download and read the instructions before you
populate your data into the spreadsheet.

Fq

Download Download
CIs 300 CIS 300
Instructions Spreadsheet

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

Fig 2.3 Click to download the required spreadsheet

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.

© Intersoftware Solutions Limited. Page 9 of 31
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Opening CI5300_e5tatement.xls X

You have chosen to open:

‘T C15300_eStatement.xls

which is: Microsoft Excel 97-2003 Worksheet (9.0 KB)
from: https://test].efileready.com

What should Firefox do with this file?
-3 Openwith | OpenOffice.Xls (default) e

(®) Save File

[ ] Do this automatically for files like this from now on.

CIE: Cancel

Fig 2.4 Download and Save the spreadsheet to your local system

© Intersoftware Solutions Limited. Page 10 of 31
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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.

This can be done off-line, so after downloading the spreadsheets, and help files, you can log out
from eFileReady. You do not need to be logged in to eFileReady to enter data into the
spreadsheets.

[T R — . [- B

Ein Edd Porw fmnd Fpomsl Jook Dele  edow i
B-E-dm B ERASR = L - e - B LR
s = RE =] 5
[ " [- T [] [ T [} T ] " ] 1 [ 1 e
[ [H M3 W M5 e MT [T M3
1 UTR (Unigus
Tax Month End Dats Cander® 1 " Accounts Office | Peaseignore | Employmant Siatus Wendication Indormanien oamec) P by Declaia
Y -MM-00) hm""".. Refaramncs * this colmn D claration e karadion * Deciaration * I
3 A&
L
! Wi NZ [5] Nd ] Ni [T =] [E]
! | Tax Month End Dabe Wariks - SaCod - = |Unmgiched Tax rate | UTR (Unigss Taxp
] oy se-poy Refatmmce Title First Farenams - iipsl Surmame Trading Kama InRcaine = Folerenca) =

EHEETYCSETYSE TS

Fig 3.1 Populate your data into the spreadsheet
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B Save As
(e + 1 |l » ThisPC » CIS300 v G P
Organize Mew folder = -
& Fciites Marmme Date modified Type
B Deskiop
g Downloads
“Zl Recent places
v o< >
File name: | CIS300.csv VI
Save as type: | Microsoft Excel 97/2000/XP (xls) (*xls) e

ODF Spreadsheet (.ods) (".ods)

ODF Spreadsheet Template (.ots) (*.ots)
OpenOffice.org AML 1.0 Spreadsheet (sxc) (*.sxc)
OpenOffice.org XML 1.0 Spreadsheet Template (stc) (*.stc)
Data Interchange Format (.dif) (*.dif)

dBASE (.dbf) (*.dbf)

Microsoft Excel 97/2000/XP (xls) (*.xls)

Microsoft Excel 97/2000/XP Template (xIt) (*xlt)
Microsoft Excel 95 (axls) (*.xls)

Microsoft Excel 95 Template (xlt) (*.xlt)

Microsoft Excel 3.0 (xls) (*xls)

Microsoft Excel 5.0 Template (xlt) (*.xlt)

SYLE (.slk) (*.slk)

| 3 Te CSV (csv) Ccsv)

HTML Document (OpenOffice Calc) (html) (*.html)
Microsoft Excel 2003 XML Caml) (*xml)

Uniform Office Format 2 spreadsheet {.uos) (*.uos)

Fig 3.2 Save the spreadsheet as a CSV file

© Intersoftware Solutions Limited.
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Step 4. Upload your data to eFileReady

Select 'Upload Data' menu from the tasking zone. Then further select 'CIS 300 & CIS Verification
Upload' sub menu.

& Employer / Contractor ~ &% Download Spreadsheet v gy Upload Data ~ 1 E-Filing ~ & DPS «  [@ Reports ~ & Others v
E

Uipload RT1 - FPS, EPS. NVR. FSY, Additional FPS, EYL

P45 Part 1/ PE0 eRepons Upload

PAYE P110 ¢, Upload
Employer Details @

I C15 300 and C15 verification Upload
Pengion Stheme & Others Upload
Mebesr AT 100 Upload ngdam.
MTD VAT Upload
Emg MMEETR

HMRC CT & MBERL Accounts Upload

Co. House XBRL Acoounts Uplaad

Wiew / Edit Emplayer iling Credentials Setup
Charities Claims Lipload

View £ Edit Manage Rectification of Pensioner Payment Errer Data Uplead TD Autharisatien

Rectification of Employee Payment Ermor Data Upload
Rectification of Subcontractor Payment Error Data Upload  SUPPort Requast

Fig 4.1 Upload CIS 300 & CIS Verification Spreadsheet

© Intersoftware Solutions Limited. Page 13 of 31
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Upload CIS Files @

2 Files Upload

Cl5 Verification Request

Upload CIS Files - Single File Upload

Single File Upload C5V Format

€15 300 (For Full Payment Return) Upload C5V File
€15 300 (For MIL Payment Return) Upload C5V File
Cl5 Verification Request Upload CSV File

Upload CIS Files - 2 Files Upload

C5V Format

€15 300 (For Full Payment Return) Upload CSV File

Upload CSV File

XML Format

Upload XML File

Upload XML File

Upload XML File

XML Format

Upload XML File

Upload ¥ML File

Fig 4.2 Upload CIS300 CSV Files

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).

“Your own File Reference” is where you can enter a short description of the upload. This can also
include the date of submission. Click on the “Upload CSV File” button to upload the file to the

efileready.com server.

© Intersoftware Solutions Limited.
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Upload CIS 300 eStatement CSV File © Back | X Upload CSV File

Upload CIS 300 CSV File { with eStatement - 1 File )

Step 1 - Please ensure that your CIS 300 data for your monthly return e-filing is in a
C5V file foarmat.

Step 2 - Select Tax Year™ 2020 - 21 -
Step 3 - Tax Month End Date * 05 DEC 2020 { 06-11-20 to 05-12-20 )|+
Step 4 - C15 300 with Mo file selected. Browse ...
eStatement * S
Click Browse to Upload CIS 300 aStatement
sV file
Step 5 - Your own File
Reference
(optional)

Back X Upload CSV File

Fig 4.3 Upload CIS 300 CSV File

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.

© Intersoftware Solutions Limited. Page 15 of 31
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HMRC CIS 300 eStatement Data Upload Report Back

+ Upload Successful

* Good News Your files have been accepted for validation.

* You can now go to the "E-Filing" Tasking menu to E-file the Uploaded Data.

* You can now go to "Reports > HMRC eReturn Upload Status" in the Tasking
menu to check the validation status of the Uploaded Data.

MNote - Please be informed that the validation of your data may take some time.

Check the Upload Status to know the validation result of your file after some time.

Back

Fig 4.4 CSV Data Upload Report

© Intersoftware Solutions Limited. Page 16 of 31



EfileReady User Manual — How EfileReady Works?

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.

File Upload Report Back

©Error!

Please rectify the possible errors as indicated below

1. Wrong file selected to upload to this position
2. Spreadsheet contains empty rows or columns
3. Maximum file size limit exceeded

4. Multiple companies not permitted

Fig 4.5 CSV Data Validation Error Report

© Intersoftware Solutions Limited. Page 17 of 31
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Step 5. E-Filing your data

To e-file the uploaded data directly to HMRC, select E-filing from the tasking zone, then select the
appropriate sub-menu.

& Employer / Contractor ~ &8 Downboad Spreadsheet ~ & UploadData v ¢ EFiling ~ B DPS ~ Reports ~ B Others ~
ES

E-File PAYE RTIFPS, EPS, NVR. FSY, Additicnal FPS, EYL

E-File PAYE P110 Uploaded data.

| E-rile 015 Upinaded Data and Status |

Employer Details @
E-File Pension Return Uiploaded Data

E-Filla VAT 100
D
retwork Howse. Arundel Rosd,  E-File MTD VAT

Tel No.: G20 873

Ernpleyer's PAYE Rel.: 067 4V
E-File Co. House IXBRL Accounts

E-File HMIRC CT B XBAL Accounts

E-File Charities Claims

Wiew f Edit Employer Contact Details tup
E-File Rectification of Pensioner Payment Data —
View / Edit Manage System Users E-File Rectification of Employee Payrment Data
E-File Rectification of Subcontractor Payrment Data e —
Enable Support Request

Fig 5.1 E-File CIS Uploaded Data and Status

© Intersoftware Solutions Limited. Page 18 of 31
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E-File CIS Uploaded Data and Status @

E-File CIS Uploaded Data
Please click on the document that you wish to E-File to HMRC

X E-File CIS 300 Monthly Return Uploaded Data

& E-File CIS Verification Request Uploaded Data

Status of E-Filing

Please click on an option below

» CIS 200 Monthly Return E-Filed Status

7 CIS Verification Request E-Filed Status

Reinstate Suspended E-Filed Data
Please click on an option below

L7 Reinstate CIS 300 Monthly Return E-Filed Data

Fig 5.2 E-File CIS Data

E-File €IS 300 Monthly Return Uploaded Data @

Tax Menth  Contractor Name UTR Contractor User own Tatal Upload
End date PAYE Ref. File Ref. Subbies Status
OSAE2020 Dema Contractor Lid. 4325640159 1EEETES CIS0025 10265 SUECERFUL
Q5062020 Hannah Distilleries Lid. 2325648152 10ERITIZ CI50024 [ 5coessFuL |
050652020  Stephen Wineyards 4315648151 361HEE013 CrS00%3 23085 SUCCESSFUL

OSM0E2020 Ruth Ward Ld. A3IS64R151 201/P031174 CIS0022 2ESE [ FasLEn |
Q5A0ES2020  Teresa Bollers Lidl WH25648152 275DE0805 CIs002] 13965
Q502020 Gordon Plumbers 4335548151 4 TIHGTI0 CIS0030 10895 B

Back = E-File Now

LEo ]

Ve

Wi

Actlon Select to
E=File

Remiie

REfmowe

REmiowe

Refmowe

Remce

Remiowe

Fig 5.3 Select to E-file

© Intersoftware Solutions Limited.
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Back = E-File Now

Contractor's Declaration @

Contractor's Declaration
Tax Month End Date: 05 MAY 2020 (06-04-20 to 05-05-20)
MOTE: Please check that you 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 ID and Password are both entered and up to date.

AEA ADATIAR -
DECLARATION :

Your Personal Name *

Your Acting Capacity Contractor

Enter User Sign In Password *
(eFileReady Sign In Password)

Date and Time Wed Sep 2 2020 10:26am

Fig 5.4 Declaration Page

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. Fig 5.4 Declaration page

© Intersoftware Solutions Limited. Page 20 of 31
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E-File CIS 300 Monthly Return Data (J Please Wait

CIS 300 Monthly Return E-Filing in Progress, Please wait....

D i

Efileready Server HMRC Server

Please 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 5.5 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.

© Intersoftware Solutions Limited. Page 21 of 31
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CIS 300 Monthly Return E-Filing Status Q

CIS 300 Monthly Return E-Filing
INITIATED

for
Demo Company Limited

UTR No.: 1234567890; PAYE Ref. 067/ V30456

Tax Menth End Date 05 MAY 2020 (06-04-20 to 05-05-20)

No. of Subcontractor 86 Subcontractors
HMRC Reference (Correlation ID) OFF3EA4E1DE2425CAF1 CB6B6B44C5982
E-Filing of CIS 300 Monthly Return is INITIATED
The Internet E-Filing of your CIS 300 Monthly Return Data to HMRC is INITIATED.

Please come back again later and click on the "E-Filing” button

in the Tasking Zone to check the status of your E-Filing submission.

E-Filing Submission Details

Click on the button above to view the status of your E-Filed documenits.

Fig 5.6 E-Filing process initiated

© Intersoftware Solutions Limited. Page 22 of 31
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5.1 Check your E-filing Status.

Click on E-filing 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.

CI5 300 Monthly Return E-Filed Status & Back
Sebect Tax Year 020. 21 &
Tax Month  Coetractse Name UTR  Contractor  Userown TotalSubbies  HMAC e TimeStamp EFiled  E-Filed Cortificate & E-Flled Action
End date PAYE Ref. Flle Red. Status Digital Receipt  Detalls
DAMGOZ0 DemoContractor LI A3ZSGAEN51 THRIGATES C15002% 0265 MO0051ITORIG605%  (EENTED
OSAMNI0  Haonah Distileries L1l 2325648157 10RMATII  CIS00M 0 HOO0513TOTARSIINE (SN
0SMED0I0  StephenWineyords 4325643151 ISDMESMI 150023 3085 IOCOOSITIEISIAASE  (CEDTED)
OSMEHOI0  Ruth Ward Lid 4375G4MIST ZONPOIE  CISOOID ziess xooosaTizzsne i (R VewiErros

Fig 5.7 E-Filing / Status
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CIS 300 Monthly Return E-Filed Status Back & Print Certificate

CIS 300 Monthly Return

q E-Filed Certificate

for
Demo Company Limited

UTR Mo.: 12345678590; PAYE Ref.: 067/ V30456

Tax Month End Date 05 MAY 2020 (06-04-20 to 05-05-20)
HMRC eTimestamp 2020-05-13T10:34:31.111554

(YYYY-MM-DDTHH:MM:55.555 )
€IS 300 Monthly Return E-Filed 86 Subcontractors

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

CIS 300 Monthly Return E-Filed 86 Subcontractors
EfileReady User Sign In ID TEST8081234
Submitter Name Demo Contractor Limited
HMRC Accounts Office Ref. 123PPE7654321
Inhouse Tracking Reference AAAD198367
User own File Ref. CIS300_004
HMRC Reference (Correlation I1D) OFF3EALET1DE2425CAF1 CRBGB6844C5982

Submission Status Report | SUBMITTED SUCCESSFULLY |

HMRC Digital Receipt (IRmark)

HMRC has received the IR-CIS-CIS300MR documentref: 067/ V30456 at
2020-05-13T1(:33:50.840. The associated IRmark was:
SKAMUOGAPIDXEE|GXKMFSX2UBMDSLGPR, 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 submission in the future.

Back &= Print Certificate

Fig 5.8 E-Filing Acceptance Certificate
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Step 6. HMRC E-Filing Credentials Set Up

If you are an agent / pension scheme administrator / company using our service, you have to
enter your Agent / company details to file the returns online to HMRC. To do this select 'Employer /
Contractor' menu from the tasking zone, further select the 'E-Filing Credentials Setup', then click
on the appropriate link for E-filing Setup.

E-filing Credentials Setup @

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

@ HMRC CT & iXBRL Accounts @ HMRC RTI FPS. EPS, NVR. EYLI +
@ Companies House & DPS - PG, P9, 501, 502 etc

B VAT 100 €& MTD VAT Authorisation Setup
& Pension Scheme e CI5 300

©@ P11D{b), P11D, P4B(Car) & CI5 verification Request

@ Charities Claims

« By default, the system is set up with our Agent ID and Password for you to E-File your returns,

Fig 6.1 E-Filing Setup
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6.1 CIS 300 E-Filing Setup

If you are an Employer / Contractor and have your own HMRC User ID and Password, select | am
an Contractor option. Please enter your HMRC User ID and Password to e-file your CIS 300
returns to HMRC. If you are an Agent / Bureau acting on behalf of a CIS Contractor / Employer
client, select | am an Agent / Bureau option and enter your HMRC Agent User ID and Password for

CIS E-Filing.

Please note, to e-file the CIS 300 returns as an Agent, you should have registered as an CIS

Agent with HMRC.

CIS 300 E-Filing Setup @

Employer's / Contractor's E-Filing Details

HMRC User ID 611)5Q12ABVBC

HMRC Password AR

I would like to use eFileReady's Agent credentials for my E-Filing

By default E-Fileready has set up E-Fileready's Agent ID and Password ready for
you, to use to E-File your CIS300 monthly returns. Please note, this default setting
DOES NOT allow you to E-File your CIS Verifications.If you wish to conduct CIS
Verifications you need to apply to the HMRC for your own User ID and Password.

click here.
)1 am a CONTRACTOR

If you are an employer / Contractor and have your own HMRC User ID and
Password, you can use these to E-File your CIS returns to HMRC. To set up your
E-Filing details click on the Edit button, then enter your HMRC ID and Password and

click on Save. You can then easily E-File your C15300 monthly returns to HMRC. To
| am an AGENT / BUREAU

If you are an Agent / Bureau acting on behalf of a CI5 Contractor / Employer client
you can use your HMRC Agent User 1D and Password for CIS E-Filing. To set up your
E-Filing details click on the Edit button, then enter your Agent HMRC 1D and
Password and click on Save. You can then easily E-File your client's CIS300 monthly

returns to HMRC. To register as an CIS Agent, please click here,

Back

Edit

Fig 6.2 CIS 300 E-Filing Setup
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If you do not have the HMRC User ID and Password, you can use the eFileReady's Agent ID and
Password to E-File your CIS300 monthly returns. To use this option, please select | would like to
use eFileReady's Agent credentials for my E-Filing option.

Please note, this default setting DOES NOT allow you to E-File your CIS Verifications. If you wish
to conduct CIS Verifications you need to apply to the HMRC for your own User ID and Password.
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6.2 CIS Verification Request E-Filing Setup

If you are an employer / Contractor and have your own HMRC User ID and Password, select | am
an Contractor option. Please enter your HMRC User ID and Password to efile your Verification
Requests to HMRC.

If you are an Agent / Bureau acting on behalf of a CIS Contractor / Employer client, select | am an
Agent / Bureau option and enter your HMRC Agent User ID and Password for your client's CIS
Verification Requests.

CIS Verification Request E-Filing Setup @ Back

Contractor's E-Filing Details Edit

HMRC User ID 611)5Q12ABVBC

HMRC Password KRR RRELE LXK

/1 am a CONTRACTOR

If you are an employer / Contractor and have your own HMRC User ID and
Password, you can use these to E-File your Verification Requests to HMRC. To set
up your E-Filing details click on the Edit button, then enter your HMRC 1D and
Password and click on Save. You can then easily E-File your CIS verification
requests to HMRC. To apply for a HMRC E-Filing User 1D and Password, please click

here.

I am an AGENT / BUREAU

If you are an Agent / Bureau acting on behalf of a C15 Contractor / Employer client
you can use your HMRC Agent User ID and Password for your client's CIS
Verification Requests. To set up your E-Filing details click on the Edit button, then
enter your Agent HMRC ID and Password and click on Save. You can then easily
E-File your client's Verification Requests to HMRC. To register as an CIS Agent,

please click here.

Back

Fig 6.3 CIS Verification Request E-Filing Setup
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Step 7. Appointing Additional Users

If you wish to allow additional users to access your eFileReady account, you can create an
additional user. Please follow the below road map to appoint an additional user.

Road Map :

Employer / Contractor — User Accounts Manager — Manage Additional User — Add New User

& Employer / Contractor ~ i Download Spreadshest & Upload Data 1 E-Filing « B Dps ~ & Reports - B Others
-

Employer ! Contractor Detads

E-filing Credentials Setup

User Accounts Manager

ils @

MTD Autharisation Seus

MTD Agent Clent Authorisation
DEMO LIMITED

Matwork House, Arundsl Road, Uxbridpe, Middlgsex, UEE ZRR, United Kingdom.
Tel. Mg 020 8731 9081 E-Mai: democedemoco com

Emiployer's PAYE Ref.: 067 § V30456 #sce. Office Ref: 067 F D6TPADIDMSETE

Wiew / Edit Ermployer Contact Detasils WView / Edit E-Filing Credentials Setup

Vikirwe 7 Edit Manage System Users Setup MTD Authorivation

Enable Support Request

Fig 7.1 User Accounts Manager

Manage System Users @ Back | Add New User
EYISET LiEr R Eystam Usar fagmin Intemat A Status Syriam Uer Ferges fgn in Fywiem Usar
Hgn In D Ling Besak Acoeis Rights Dwrlanly 0 Fersenal Detail
Eraable § Dia bl Confirm
Corusghs, K B FOODEELSEY aw o 3 AL 1 - 1 W
Rodserts, julin AR A0 Nl e u F—
Conrery, San AT EE. o
Grant. Hugh ARMOIIRTEL ) (.} Cardtars, e ghots B e D L]
Back Add New User

Fig 7.2 Manage System User

On this screen, you can add new users as well as 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.
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Add New System User @

System User's Email to be used for this
service ™

Retype System User's Email *
System User's Title

System User's Surname *
System User's Forename *
System User's Second Forename

System User's Address

Town / City
County

Post Code

Country
System User's Tel. No.

System User's Mobile No.

Cancel

Continue

(*) = required fields.

Dr 4

Flease select your Country |+

Cancel

Continue

Fig 7.3 Add New System User

© Intersoftware Solutions Limited.

Page 30 of 31




'S
eFileReady.com
i

Other E-Filing Services

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

E-filing of CIS 300 Monthly Returns

Verification of Sub-Contractors' Tax Status
E-filing of Pension, VAT and other returns

Data Provisioning Services (DPS) Downloading
E-filing of P11D, P11D(B), P46(CAR)

E-Filing of CT and iXBRL Accounts to HMRC
E-Filing of Companies House iXBRL Accounts
E-Filing RTI Returns (FPS, EPS, EYU, NVR)

©® N o o s~ 0w Dd-=

Click here to log on to_www.eFileReady.com

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

Support Email: sales@efileready.com Tel: 020 8452 9516
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