If you arenew to our CT software or using the accounts
facility for thefirst time:

Please see the accounts section near the end of this
manual. Therearelotsof screen printsto guide you.

IT ISESSENTIAL THAT THE COMPANY
REGISTRATION NUMBER IN ANY SET OF
ACCOUNTSMATCHESEXACTLY THE NUMBER IN
THE CT600, IF ONE HASA LEADING ZERO AND
THE OTHER DOESNOT THE SUBMISSION WILL
FAIL (HMRC/CO HOUSE RULE)

Self Assessment Company Tax Return
CT6002011

User Manual and Customer Agreement

We accept the terms and conditions set out in this document:

Signed Dated

Capacity in which signed

Crown copyright forms are reproduced with the permission of the Controller of Her
Majesty’s Stationery Office
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Limited Licence

The Licence hereby granted to the Customer by Quality Management Software Ltd
(“the Supplier”) shall take effect in respect of the Self Assessment Company Tax
Return (“CT6002011”) for accounting periods ending on or after 1 April 2011.

The Supplier reserves the right to terminate the licence agreement granted forthwith
on giving notice to the Customer in writing.

Disclaimer

The Supplier shall have no liability in any way arising out of the use of CT6002011
by the Customer and the Customer by using the software acknowledges this. It is
imperative that the user of CT6002011 understands that it is not a substitute for the
knowledge and skill of a tax practitioner. CT6002011 has been designed to assist the
practitioner not to replace him or her and accordingly users should always check the
Tax Return before it is submitted.

Softwar e Support

Telephone support is available to help users solve any questions they have with the
functionality of CT6002011 on the following numbers:

01483 429078 Andrew Bolton
01453 761956 Rebecca Benneyworth FCA

Email Andrew_Bolton@compuserve.com or sales@sa2000.co.uk

The Supplier undertakes to respond to messages left on voicemail within eight hours
of the call being lodged between the hours of 9.00 am to 4.00 pm Monday to Friday.
The Supplier will endeavour to respond quickly to any call. Any specia
circumstances which prevent this response time being met at any time will be reported
on voicemail.

The Supplier will provide support for the installation for approximately one hour to
assist the customer in using CT6002011 for no extra charge. Any additional training
time will be charged at £100 an hour by agreement in writing with the Customer.

The support will not provide technical tax advice. Enquiries about the tax return
should be directed to HMRC.

Copyright

This document represents a limited licence granted to the Customer by the Supplier.
CT6002011 may not be reproduced in any way, lent or sub-let to any other third party
without the express permission of the Supplier.
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What is CT 60020117

CT6002011 (© Quality Management Software Ltd and Mercia Group Limited) is an
Excel spreadsheet that is designed to assist tax practitioners completing Self
Assessment Company Tax Returns. It allows the user to quickly and simply complete
a Tax Return on screen as they would on paper providing al the necessary
supplementary sheets on request. It performs the calculation of tax following
HMRC’s guidelines.

CT6002011 includes a database which allows you to keep track of client information
from year to year and to store each year’s return in less space than each spreadsheet
requires.

What is new?

CT6002011 includes facsimiles for the new short and full CT600 forms and
supporting supplementary forms. Our software works in a similar way to earlier
versions but you must use one of the tick boxes (Short/Full) to indicate which type of
CT return you would like to prepare. We have also added some new features:

a) The CT ratesfor FY 2011 are included;

b) Changes to rates used to calculate allowances from 1 April 2011 are included;

¢) Data entry boxes are shaded in yellow.

L ast year’sversion

Please note that if you used last year’s software (CT6002010) with the database, you
do not need to keep this available if you have uncompleted tax returns as you can use
this year’s version to complete any outstanding returns. Y ou can read the return from
the database with the “Open Client from the database” option. You can still use the
“Open client from previous year” option on the Setup sheet in this version to bring
forward client information and carried forward Written Down Values, unused losses
and any unmatched non-corporate dividends.

ACCOUNTS
We now include an Accounts template for straightforward accounts. This includes
built-in XBRL tags. The accounts and the XBRL tags will be included automatically

with the CT600 submission to the Revenue.

Companies House

Y ou can submit the accounts prepared with our template to companies house provided
you have registered for online filing with them.

Please see The Accounts section near the end of this manual for more information.
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Beforeinstalling CT6002011

CT6002011 has an optional database and you must ensure the appropriate Excel
options are installed in order to use it. The Setup program in earlier versions of Excel
or Microsoft Office includes these options. From Office 2000 onwards the options are
automatically included.

If you wish to use the database please first run the Office Setup program. You may
need your original Office CD or disks.

Run Setup and choose the Add/Remove option. Confirm that you have installed the
options which alow Excel to use a database. These are referred to as:

Office 97 “Data Access”

Please select all the sub-options by selecting the “all”” option or ticking the boxes with
the mouse.

If you have any doubt please contact QM S for advice.
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Getting started

What do you need to run CT60020117?

To run CT6002011 on your PC you should have:

A Pentium with aminimum of 32 Mb of RAM, preferably 64 Mb
Windows or Vista

A copy of Microsoft Excel 97 or above

A knowledge and understanding of the Tax Return and the company tax
regime

The Revenue has approved printouts from a HP Laserjet printer.

Installing the spreadsheet.

The CT6002011 spreadsheet should be copied into any suitable folder.

Insert the CT6002011 Spreadsheet CD into your CD drive.

Select Start, Programs, Windows Explorer;

Select the CD drive;

Select the file CT6002011.xIs

Select Edit, Copy

Find and Select the suitable folder

Select Edit, Paste, this action should cause the CT6002011 spreadsheet to
be copied from the installation disk to your PC.

Installing the database - you only have to do this if you did not use the database

last year.

Insert the CT CD into your CD drive.

Copy the file CTDATA.MDB from the disk to the C: drive in a similar
manner to that used for the spreadshest;

Y ou can choose the C:\ directory, if you choose another directory:

Update you master Spreadsheet with the name of the directory (see below).
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Changing the CT6002011 master spreadsheet
Y ou only need to change the master spreadsheet if you have copied the database to a

directory other than the C:\ directory. The introductory screen shows adisplay similar
to the following:

Figurel

ct6002011 [Compatibility Mo

Home Insert Page Layout Formulas Data Review View Developer '\_’)} -

% lj’i [i:LJ a% lj _J fj '?j ) show/Hide Comment Z’B Llﬂ% I;;:] € Protect and Share Workbook

4 Show All Comments @Allnw Users to Edit Ranges

Spelling Research Thesaurus Translate New Delete Previous Mext Protect  Protect Share
Comment Show Ink Sheet Workbook Workbook 15# Track Changes =
Proofing Comments Changes
| a - 5|
A B c D E F G H J K L M N
! I |
3 Company Tax Return (Version 2)
4 Database --= |c:\my documentst
5 For accounting periods ending on or after 1 July 1999
6
T
8 This program is not a substitute for the knowledge and skill of an experienced tax professional.
9 Crown copyright forms are reproduced with the permission
10 of the Controfler of Her Majesty's Stationery Office
1
12 Open Client from Open Client from Save Client changes Go to Company .
13 previous year the database to database Details Eheckllno
14
15 Go to Page 1 of Go to Page 1 of
16 CTB00 CT600 short
17
18 Go to A t Go to Chargeable Prepare and Submit Submit Online return Submit Online return Check Co House
19 0 to Accounts Profits Online return (using Excel) (Internet Explorer) status
20
21 Go to Tax Go to Tax calculation
22 calculation (NCD)
23
2 . .
25 Print all the return Go to Other Losses Go to White space . Click here for Additional information (white space)
26
27
28 B Delete from database Tidy up database
all screens
29
PRl Fv;ﬁt_és_plicé_ J rS-h_l;-r-n_Lr:s_\o_n_ She-eti'méét_L:SM C_omlp’arl‘ﬂ; Eéﬁ]b_l- "CJharr'g-é‘a'b-lé-i5r-c»f-|Y:J5x Tax Calculation Capital Alowances Sum
Ready | 23

Enter the following database information:

e thelocation of the databasein cell J4.
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You can aso enter your HMRC user id and password for online filing (the password
will not be displayed) and Companies House codes lower down the setup screen as
shown. When you prepare a return for online submission the program will display
these and prompt you for any changes

-GS E - 6002011 v5 [Compatibility Mode] - Microsoft Excel =]
a =
- i Insert Page Layout Formulas Data Review View Develaper @ - =7 X
ﬁ ¥ AutoSum ~ ﬁl Logical = ﬂ'l Lookup & Reference = § 22 Define Name ~ +4 Trace Precedents ﬁ Show Formulas j = J
E— Recently Used ~ ’LA Text ~ ﬁj; Math & Trig = S Use in Formula ~ ECfTra(E Dependents ‘fg) Error Checking =~ & l—"
Insert . ) = s Name ) ~ Watch Calculation l:,]
Function [ Finandial = ﬁ‘j Date & Time = LE[J More Functions ~ Manager B Create from Selection ,,{, Remaove Arrows ~ '& Evaluate Formula | window Options ~
Function Library Defined Names Formula Auditing Caleulation
| H3g - £
A B c D E F G H J K L M N F:'
55 Administration and Control
56
gg Agent status Received (Inprogress ) Completed ‘
59
60 Date agent status changed ]
61
g% Revenue status () Issued Crsubmitted (O Accepted ‘
64
65 Date Revenue status changed I:l
66
67 Tax total 1] Tick here to send the accounts as a PDF O
68 Tax paid 0
69 Tick here to send a separate accounts file with XBRL O
70 Payments made I:| (You will be prompted for the file when)
7 (reported in SACTL) (you prepare and submit online)
T2 File extension
73 HMRC  UserID ]
74 Tick here to exclude the detail P & L from the XBRL O
75 Password I:l Tick here to exclude the Accountant’s report O
76
I Co House Co Ho Presenter ID | |Location [c:\My Documents\ |
78
78 Presenter password [ | Companies House submission O
80
81 Company Auth code I:l Resubmission number (rarely used) :
82
83 Please tick for Abbreviated Accounts O
84 v
14 4 + M whitespace Submission | Setup - Company details Chargeable Profits Tax Calculation Capital Alowances Summary =l I »
Ready | 25 | ][] 100%

Y ou can use the administration options to keep track of the status of each client’s tax
return.

Remember to save the spreadsheet with File and Save back to the Spreadsheet
directory.

Starting CT6002011

Open Microsoft Excel, select File, New and choose CT6002011 from the
spreadsheets available. Thiswill create a new Tax Return from the spreadsheet.

Save the Tax Return

We recommend that you save the Tax Return immediately if you are not using the
database options. Select File and then Save As, Excel will then prompt you for a
name.

Filenames

You can use a long filename, up to 32 characters, for example ‘James Brown
Ltd2011.xls.
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Working with CT6002011

I ntroduction

CT6002011 is a computer system which helps agents prepare Self Assessment tax
returns for clients. It is not a substitute for the knowledge and skill of a tax
practitioner, it assists agents with the routine tasks of data entry, transcribing figures
from one schedul e to another and calculating tax.

What can it do?

CT6002011 allows you to enter al the necessary information for a client’s tax return,
it automatically calculates the tax liability and allows you to print a facsimile Tax
Return or submit areturn with HMRC’s e-filing service.

CT6002011 uses the HMRC recommended method of calculating tax. It follows the
rules in the HMRC notes and working papers and as advised to us. Consequently the
calculated tax will agree with the Revenue’s calculation. If you enter all sources of
income and allowances correctly then the tax will be correct.

You can use the database options to save each client’s tax return information. There
are two main advantages. the first is the saving of space as you do not need to store
each client’s return as a separate spreadsheet, the second is that the information will
be available for next year.

Use the “Tidy up the database” option to do as it says, please remember to take
separate copy of the database first. The Tidy Up option may take a few moments
depending on how large your database is.

Using the database

You do not need to save and load each client’s tax return as a separate spreadsheet.
Use the “Save client to database” and “Open client from the database” buttons on the
introductory page to save and retrieve the client’s return. Please remember to use the
“Save” option if you make any changes you wish to save, CT6002011 overwrites any
existing information already in the database.

The “Open Client from previous year” button allows you to open a client stored in the
database for the previous tax year. The company standing information is brought
forward and the accounting period dates are moved on to the new year. If these
change you can overwrite them.
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Opening the Tax Return

A new Tax Return

After opening Excel, select File then New and choose the CT6002011 spreadsheet. If
you are not using the database options save the spreadsheet with an appropriate name
as discussed above.

Opening a client from the database will automatically lead to a new screen; the
‘company details’ screen. This screen contains CT600 return information boxes
which will be copied to page 1 of the short or full CT600 tax return depending on the
option selected. You can return to this screen at a later time if do not have all the
information for the client (by selecting ‘Go to Company Details’ on the setup page.

The company details screen also alows you to select whether you wish to complete
the Short or Full tax return:

Figure?2

ctfi002011 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer '@ -

¥ (4 [0 8 05t tagie (8 G ) S

“p Show All Comments ok

Spelling Research Thesaurus Translate New Delete Previous Mext Unprotect  Protect Share
Comment Show In Sheet Workbook Workbook L Track Changes ~
Proofing Comments Changes
Al2 - e | Registered office address
A B|C D E F G H | J K L M N 0 P
4 Short Full
5 For accounting periods ending on or after 1 July 1999 0
6
s : Please enter 3 digits for the tax Please enter Tax
[l Company information office and 10 digits for the UTR Reference as:
3 |Company Name for Internet submission 1231234567890
Elaiestlconhrbor ] for Internet submission
10 Company registration number Tax Reference as‘:h/own on the CT603 Type of Company
11 (00700700 | [9995267935323" | [ | Please check all the digits in the utr
12 [Registered offidk address
13 |an address
14 |add 2
15
16 There is no need to send
17 Tick if company taxable at full corporation tax rate [ Tick here to send the address in the the address if it has not

changed from the Notice

18 |(eg Close Investment Holding Company) internet return to file (CT603).
i} About this return

20 This is the above company's return for the period Tick here if you want 366 days [

21 | from (s ) to (¢ ) in the CA calculation

22 01/01/2009] I 31/12/2009] (These details will be copied to the Short or Full tax return)

23

24 If the start and date of the accounts template are different please enter:

25 | \ |

26

27 |Put an X' in the appropriate box(es) below

28

29 A repayment is due for this return period l:l

30

31 A repayment is due for an earlier period l:l

32

W 4 b M| whitespace -~ Submission - Sheetl . Setup | Company details .~ Chargeable Profits -~ Tax Calculation Capital Alowances Summi JIL___i____ [
Ready | *3 | =[] 100%
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This information will be copied to page 1 of the short or full CT600 tax return
dependlng on the option selected. This sheet also includes information such as:

ctfi002011 [Compatibility Moy - Microso -t't Excel
Home Insert Page Layout Formulas Data Review View Developer @ - 7 X
I-_;u a‘% |j \_J E ID ) Show/Hide Comment @ LLE‘% €1 Protect and Share Workbook
“Z» Show All Comments : €1 Allow Users to Edit Ran
ing Research Thesaurus Translate New D Previous Mext Unprotect Protect Share
Comment Show Ink Sheet Workbook Workbook Lo Track Changes ~
Proofing Comments Changes
| Al2 ~ [ r:3 | Registered office address
A B C D E F G H J K L M N 0 B
62 - the Upper or Lower limit for any relevant marginal relief has varied, ar
63 - the number of associated companies was different in the parts of the
64 |Total turnover from trade or profession .. £989.819 falling into the two financial years
65
66 Effect of abolition of starting rate and NCD rate:
67 You will only need to use boxes 40 and 41 instead of box 39 in a period straddling
68 38 Franked investment income - the starting Rate and/or NCD Rate is being used for FY2005, and
69 - the number of associated companies was different in the parts of the 4
70 39 Number of associated companies in this period falling into the two financial years
71 OR
12 40 Associated companies in the first financial year I:l
73
74 41 Associated companies in the second financial year l:l
75
6 (These details will be copied to the Short or Full tax return)
77 |Do not repay £20 or less Do not repay sums of
78 139- ' if sppropriste or less. Enter whole figure only

ils (for person to whom is to be made)

82 Repayment is made quickly and safely by direct credit to a bank or building society account.

33 Please complete the following details:

84

5 Bank or Building Soc. [ | Branch sort codel:l

86 Name of account

87 | Account number I | I |

88

89 Building societyref [ ]

90 (These details will be copied to the Short or Full tax return)

4 4+ M| whitespace Submission Sheetl - Setup | Company details .-~ Chargeable Profits Tax Calculation Capital Allowances Sumi

Reaty | B3 : I@L}%
Note that the computation of Marginal Rate Relief expects you to use box 39 rather
than boxes 40 and 41 unless the AP straddles two FY s and the limits have changed.

Payment information:

e w BB - ctf6002011 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer © - T X

.1.5/(" f |j:|J a% lj \_J E ID ‘_J show/Hide Comment @ LLE% Q m Protect and. Shar-eWork-bjl‘olc

5 Show All Comments 1 Allow Users to Edit Ranges

Spelling Research Thesaurus Translate New Del Previous Mext Unprotect Protect Share
Comment _» Show Ink Sheet Warkbook Workbook Li# Track Changes ~
Proofing Comments Changes
| A12 -l S | Registered office address
A B|C D E F G H | J K L M N 0 B

t}ll Payments to a person other than the company
92 Complete the authority below if you want the repayment to be made to a person other than the company.
93

94 1, as (enter status - company secretary, , liquid or autherised agent, etc.)

95 154 [ |
96 |of (enter name of comparny)

97 155 [a test ca xbrl x0¢ |

98 |authorise (enfer name)
99 -Eh |

100|(enter address

101

102

103

104

105

106 Nominee reference
0] 158 | |

108 to receive payment on the company’s behalf.

109 Name (in capitals)

e 160 I

112 Declaration (These details will be copied to the Short or Full tax return)
113/ Warning - Giving false information in the return, or concealing any part of the company's profits or tax

114 payable, can lead to both the company and yourself being prosecuted.

115|Declaration

116 The information | have given in this company tax return is correct and complete to the best of my

117 knowledge and belief.

119 Hame (in capitals) Date {dd/mm/yyyy)

120 a name o] [

= I ha
W 4 r M whitespace Submission Sheetl - Setup | Company details -~ Chargeable Profits Tax Calculation Capital Allowances Summi | m

Ready = “E 5] .m
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After completing the company details then move to the Chargeable Profits sheet to
complete the accounting and tax details:

ct6002011 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer @ - 7 X

af:,(; ﬁ’i [-iu a% _J \_J fj IU 3 Show/Hide Comment @ L‘-ﬂ% @ Protect and Share Workbook

43 Show All Comments -SE'J Allow Users to Edit Ranges
Spelling Research Thesaurus Translate New Delete Previous Mext Unprotect Protect Share

Comment Show Ink Sheet Workbook Warkbook 152 Track Changes ~
Proofing Comments Changes
[ G10 ~ ( £
A B c D E F G H J K L M N Co
1 Profit & Loss account and disallowable items
3 Company Name
4 |atest co xbrl xx | 5257935323 Return to Setup page
5 Period covered by this return
£ Start End Print profit schedule
7 I 01017200 I 171272009,
8
g Print trading loss summary
10 | Profit/(Loss) before tax - per accounts
12 | Add:

14 | Depreciation and amortisation T e— Fill in depreciation
15 i —

Loss/(Profit) on sale of fixed assets
16 Loss/(Profit) on sale of investments
17 |Increase/(Decrease) in general provisions
18 Adjustments for trade debts 0
19 Pension contributions not paid
20 |Capital items expensed

22 0

23 |Add: other additions to profit
T Fill in expenses

25 Entertaining
26 | Gifts, subscriptions and donations 7
Fill in lease cars
32
33

27 Legal & professional fees

28 Repairs and renewals

24 H

4 4+ M whitespace Submission Sheetl - Setup Company details | Chargeable Profits .-~ Tax Calculation Capital Allowances Surmmil [8u]

Ready ] | HO 100%

o

coococoo

29 | Sundry expenses
30 |Leasing of expensive cars
N

Each page of the tax return is stored in a separate sheet: these are identified by tab
labels at the bottom of the screen.
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Page 1 of the short tax return looks like:

Home Insert Page Layout Formulas Data Review
f X AutoSum ~ ﬁ Logical ~ C¢ Lookup & Reference — 5 Define Mame ~ +3a Trace Precedents @ Show Formulas j
ﬁr Recently Used ~ lA Text ~ @ Math & Trig = & Use in Formula ~ =Cf Trace Dependents 'ﬁ) Error Checking = L=
Insert - . Name Watch Calculation ':J
Function @3 Financial ~ @Data & Time ~ ﬁﬁ'_j More Functions ~ Manager EES Create from Selection ,q), Remowve Arrows ~ @ Evaluate Formula | window | Options -
Function Library Defined Mames Formula Auditing Calculation
| AL - £
A B c D |E|F G H | J K |L M N 0] E li
1 | Page 1
" Print this page 9
2 HM Revenu —wcnlnpany - Short Tax Return form
3 |& Customs Go to Chargeable Profits ‘ CT600 (Short) (2008) Version 2
4 for periods ending on or after 1 July 1999

5
6 GotoSouppmss_|

7 If we send the company a Notice to deliver a company tax return (form CT603) it has to comply by the filing

§ |date, or we charge a penalty, even if there is no tax to pay. A return includes a company tax return form, any
9 | Suppl ry Pages, p i and any rel t information.

11 Is this the right form for the company? Read the advice on pages 3 to 6 of the Company tax return guide

12 (the Guide) before you start.

13 The forms in the CT600 series set out the information we need and provide a standard format for

14 calculations. Use the Guide to help you complete the return form. It contains general information you may

15 need and box by box advice

16

7
18 Company name

19 |
20

21 Company registration number Tax Reference as shown on the CT603 Type of Company
2 | || |

23 Registered office address
24
25
26
27
28

pi:] About this return

30 | This is the above company’s return for the period | [Accounts |
LR L] Plant Machinery Expenses Gains and losses Property Income Depreciation Amortisation Page 1 short - Page 2 short

Ready ﬂ

There are also options to move to the Supplementary pages of the tax return from
buttons lower down page 1.
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Opening existing Returns
If you would like to review an existing return:

e Open Excel
e Select File and then Open;
e Locate the return you would like to review.

Alternatively with the database:

e Open Excd

e Load the master spreadsheet CT6002011 (you must re-load the spreadsheet before
opening each client or click the button “Remove details from all screens” first)

e Click the button “Open Client from the database” or “Retrieve Client from last
year”

¢ You will be prompted with alist of clients (name and year-end), select one;

e CT6002011 refreshes the spreadsheet with the previously stored client information.
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Getting around the Return

We have added grey navigation buttons to help you move to and from the different
sections of the return and from page to the supplementary pages (the buttons are not
printed). Clicking on these buttons allows you to move to your desired destination.
You can also click the left and right arrows immediately to the left of the tab labels at
the bottom of the screen to move quickly to the required page or sheet.

Clicking on the button marked “Company tax return” on each supplementary section
will take you back to the middle of page 1. Each page is laid out as the printed
equivalent. You can print a “blank” page (there are print buttons at the top of each
page) if you wish, you do not need a stock pile of returns and supplementary pages.

Page 1 of the Tax Return allows you to move to each supplementary section in turn.
Click on the “Fill in” button to go directly to the section. Y ou can move within each
section in a similar manner to the Tax Return. Clicking on the Tax Return button
underneath the last page of each supplementary section takes you back to page 1 of
the Tax Return. The “x” for each question will be completed automatically when you
have completed the supplementary section.

If you are lost
If you are lost a combination of the Control key (Ctrl key) and the arrow keys (up and

left) will get you back to the top left of the sheet. The Control key and the letter “0”
together will al'so get you back to the top left of the sheet.
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Using the Tax Return

You can use the tax return pages directly or preferably start with the Chargeable
Profits screen, enter the profit as per the accounts and build up the various
adjustments to reach the taxable profit. The “Go to Chargeable profits” from the
introductory screen takes you to:

Figure3

ctfi002011 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer

ABC “J show/Hide Comment = @ Protect and Share Warkbook
OLC N e b o o SR

. Show All Comments f=: 1 Allow Users to Edit Ra nge

Previous Mext Unprotect  Protect Shar

Spelling Research Thesaurus Translate I Delete )
Gomma ShowIn Sheet  Workbook Workbuuk Lk Track Changes =
Proofing Comments Changes
| G610 - E|
A B C D E F G H J K L M N C'i
1 |Profit & Loss account and disallowable items
3 Company Hame
4 atest co xbrl xx | 5257935323 Return to Setup page
5 |Period covered by this return s
6 STt o End e Print profit schedule
7 IR 07/0772009 I 22003 P
8
g Print trading loss summary
10 | Profit/(Loss) before tax - per accounts E E
12 Add:
14 Depreciation and amortisation ) —— Fill in depreciation
15 Loss/(Profit) on sale of fixed assets 0 ‘/

16 Loss/(Profit) on sale of investments
17 |Increase/(Decrease) in general provisions
18 Adjustments for trade debts 0
19 |Pension contributions not paid
20 |Capital items expensed

22 0
23 |Add: other additions to profit
—— Fill in expenses

25 |Entertaining
26 | Gifts, subscriptions and donations 7
< Fill in lease cars
32
33

27 Legal & professional fees
24
W 4 b M| whitespace - Submission - Sheetl . Setup .~ Company detais | Chargeable Profits .~ Tax Calculation Capital Alowances Summil JRN[u RN |

28 Repairs and renewals
Ready | *3 | =[] 100%

29 | Sundry expenses
30 |Leasing of expensive cars
N

coocooo

You start with Profit/Loss as per the accounts, enter depreciation and other
disallowable items and continue down the page moving to sections such as Capita

Allowances.

The information from the Chargeable Profits page is automatically used to complete
the tax return pages.
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The various buttons take you to appropriate schedules. For example “Fill in expenses”
will allow you to enter details of disallowable expenses as follows:

Figure4

Home Insert Page Layout Formulas Data Review View Developer @ - T X

:tﬁ}? I:;u a% _J J fj ID —d Show/Hide Comment E LL@ Elﬁ Protect and Share Workbook

3y Show All Comments 21 Allow Users to Edit Ranges

Spelling Research Thesaurus Translate New Delete Previous Mext Unprotect Protect Share
Comment Show Ink Sheet Workbook Warkbook Lj# Track Changes -
Proofing Comments Changes
| AL - A
A B c D E F G H J K L M N "
1 _|Analysis of Expenses
2 Print this page ‘
3 Company Hame
4 _atest co xbrl xoc |
5
6 Period covered by this return Retumn to Chargeable Profits
T Start End
8
9 £ £
10 Entertaining Per accounts Not allowable
1"
12
13
14
15
16
17
18
19
20
21 Total 0 0
22
23 Gifts, subscriptions and donations Per accounts Mot allowable
24
25
26
27
28
29
30
LR L] Chargeable Profits Tax Calculation Capital Alowances Summary Expensive Cars Industrial Agricultural | Expenses h m 1]
Ready E
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Capital allowances

The “Fill in Capital Allowances” button takes you to the Capital Allowances
summary page:

Figure5

6002010 w0 [Compatibility

Home Insert Page Layout Formulas Data Review View Developer "_'f) -2 X
f X AutoSum ~ ﬁ Logical ~ Ll Lookup & Reference ~ @ 2 Define Name ~ 3= Trace Precedents @ show Formulas j |_'“| Ij
e Ef Recently Used ~ EA Text ~ @ Math & Trig = Ji&& Use in Formula - ECfTra(a Dependents 'ﬁ) Error Checking ~ & I—l‘
Insert .. ) 5 s Name ) Watch Caleulation [
Function @; Financial ~ ﬁ‘jnata & Time ~ |JjJ More Functions ~ Manager B Create from Selection “), Remaove Arrows ~ l& Evaluate Formula | windew | Options = i
Function Library Defined Names Formula Auditing Calculation
| Al -l S | Capital Allowances - Summary
A B c D E F G H J K L M N 0] i
1 Caﬁltalihllowances - Summary
2 Print this page ‘
3 Company Hame
4 |Please enter the client |
5 Return to Chargeable Profits
6  Period covered by this return
T Start End
3 Return to Setup page ‘
9
10 Short Industrial  Agricultural Property  Specii—
1 Total Total General Special Life Expensive Buildings  Buildings BPRA Income  Rate pq
12 Claimed Trading Pool Rate pool  Assets cars  Allowances Allowances Traders
13 ; - - - e .
1 £ £ Fill in ‘ Fill in ‘ Fill in | Fill in | Fill in | Fill in | Fill in ‘ Fill in | Fill i
15 Brought forward 0 0 0 0 0 0 0 0
16 Additions not qualifying for FYA 0 0 0 0 0 0 0 0
17 |Additions not qualifying for AlA 0 0 0 0
18 |AlA qualifying expenditure 0 0 0 0 0
19 De-pooled assets 0 0 0 0
20 Disposal proceeds 0 0 0 0 0 0 0 0 0
21 Balancing charge 0 0 0 0 0 0 0 0 0 0
22 Balancing allowance 0 0 0 0 0 0 1] 0 0 1]
23
24
25 \WDA 0 0 0 0 0 0 0 0 0 0
26
27 |Annual Investment Allowance 0 0 0 0 0 0
28  Additions qualifying for FYA 0 0 0 0 0
29 First year allowance at 40% 0 0 0 0 0
30 |First year allowance at 50% 0 0 0 0 0
W 4 » W “internet - Chargeable Profits .~ Tax Calculation | Capital Allowances y . Plant Machinery -~ Expenses -~ Gains and losses| [N [IORR ||
Ready | P |[E= O I} 2003

This page summarises the Brought forward, First Year Allowances, Writing Down
Allowances and Carried forward amounts for the different type of allowances.

The Carried Forward amounts are stored in the database and appear as the Brought
Forward amounts in the following year’s tax return.
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Each “Fill in” button takes you to the detailed page, for example the Expensive cars
page:

Figure6
ctf002011 [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer ® - = x
ABC ’__i = a“ - [y ) Show/Hide Comment - = €1 Protect and Share Workbook

it Lu @ 4 Cd '—a '—a 3 Show All Comments JE"I Hlj% ”-_‘g'J & Allow Users to Edit Ranges

Spelling Research Thesaurus Translate MNew Delete Previous Mext Unprotect  Protect Share
Comment Show Ink Sheet Workbook Workbook Lo Track Changes ~
Proofing Comments Changes
| AL ~ [ r:3 | Capital Allowances - Expensive Cars

A B C D E F G H J K L M N 0 F
21 CaEltaI Al_owances - Expensive Cars
3 Company Name
: atest co xbrl xx ] Print this page
6  Period covered by this return =
7 Start End
8 01/01/2009 Return to Capital
E Allowances
10
1 Description/ Ref. Tax WDV Amount Balancing Balancing Tax WDV
12 Registration number bffwd  Additi Disposals WDA disclaimed charge allowance cifwd
13 £ £ £ £ £ £ £ £
14 a 0 0 0
15 0 0 0 0
16 ] 0 0 0
17 ] ] 0 0
18 0 0 0 0
19 0 0 0 0
20 a ] 0 0
21 0 0 0 0
22 0 0 0 0
23 ] ] 0 0
24 ] 0 0 0
25 0 0 0 0
26 ] 0 0 0
27 ] 0 0 0
28 0 0 0 0
29 0 0 0 0
30 ] ] 0 0
4 bl Chargeable Profits Tax Calculstion Capital Alowances Summary Expensive Cars . Industrial Agricultural Other expenm
Ready 2 |22/ I 0036

The WDA, Baancing charge or Balancing allowance are calculated automatically for
each entry in thelist of expensive cars.

The totals are copied back automaticaly to the Capital Allowances Summary page
and the Chargeable profits page.
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Supplementary Sections

Navigation buttons on page 1 of the short or full Company Tax Return allow you to
move to each Supplementary Section

Each Supplementary schedule has its pages arranged on separate worksheet pages.
Each page is laid out as the printed equivalent. Some boxes can be calculated from
other boxes (following HMRC’s specification) and the calculated total is provided.
The time taken for each calculation depends on the capacity of your PC but will
generally be at most afew seconds, the calculation isimmediate with fast computers.
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Print Options
Choose the “Print all the return” button on the introductory page to print the complete

return. The program prints either the short or full return depending on the option
selected on the Company Details screen. Each page has its own print button as well.
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Calculating tax

CT6002011 calculates tax automatically. The Tax calculation sheet summarises the
calculation. The rounding procedure follows the Revenue’s guidelines. Y ou can move
to the calculation by clicking the “Tax calculation” button on the introductory screen.

Figure?7

6002010 v [Compatibility

Home Insert Page Layout Formulas Data Review View Developer @ -
f % AutoSum ~ @ Logical - [, Lookup & Reference ~ -2 Define Mame ~ %37 Trace Precedents U] Show Formulas j et ]
E;:J Recently Used ~ lA Text ~ @ Math & Trig = & Use in Formula ~ =CfTraca Dependents 'ﬁ) Error Checking = L= I—“
Insert - s Name Watch Calculation ':J
Function @J Financial ~ @Data & Time ~ lEU More Functions ~ Manager EES Create from Selection ,q), Remowve Arrows ~ l& Evaluate Formula | window | Options -
Function Library Defined Mames Formula Auditing Calculation
| Al - £
A B c D E F G H JHN N |O E
) _
2 Company Tax Return (Ve Company tax retum Print computation Return to Setup page
3
4 |For accounting periods ending on or after 1 July 1999 Print NCD analysis | Go to NCD analysis |

6 Computation of Corporation Tax

8 |company Name Return to Chargeable Profits

9 |Please enter the client |

10 'Company registration number (if registered) Reference - as shown on the Notice

1"

12 | From dad/mmidiyyy To

(K1 I 7 £

14

15 | Profit 0.00

16 Franked Investment Income 0
17 | Profit + Franked Investment Income 0.00
o

19 First Financial year 1900 Number of Associate Cos 0
20  Second Financial Year
1

22 Number of accounts days in first year 457
23 | - from 00/01/1900 to 31/03/1801

24 |Number of accounts days in second year Not applicable
25 Mot applicable

26

27 |Eirst financial year
£0

T e gy

29 |Adjusted upper limit T ENIA For very small companies " #NIA

30

3

Iz

33 | Adiusted lower limit T ENIA T ENIA

W 4 b M| “Internet  Chargeable Profits | Tax Calculation .~ Capital Alowances Summary Plant Machinery .~ Expensive Cars -~ Expenses
Ready = | HO

The tax calculation page summarises the tax computation and should accompany the
tax return. The page sets out the calculation of margina relief for very small and
small companies.
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Filing by the Internet

HMRC has introduced some changes to the way the online process works. Y ou have
some choices:

a) Fileon paper, thisis possible for earlier years,

b) Usethe default XBRL option for the computation but you must provide in
most cases the accounts as an XBRL attachment prepared by other accounting
software;

¢) Use both the computation and accounts with XBRL which our software
provides.

If there isareason for not providing the computation and accounts please go to the
Company Details screen, move down the page to see this screen:

ctfi002011 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer '@ - 2 X
ABC )1 = a‘ 4 [ “) Show/Hide Comment = 2 € Protect and Share Warkbook
( B g -

il U'J ) '—a ~d '—a |_; 3 Show All Comments L% R-“"J e Allow Users to Edit Ranges

Spelling Research Thesaurus Translate New Delete Previous Mext ) Unprotect  Protect Share
Comment ShowIn Sheet Workbook Workbook L Track Changes ~
Proofing Comments Changes

Al2 - e | Registered office address

A B|C D E F G H J K L M N 0 P =
40 |Motice of disclosable avoidance schemes
4
42 Transfer pricing
43 Compensating adjustment claimed I:l
44
45 | Company qualifies for SME exemption I:l
46
47 |Accounts
48 || attach accounts and computations INTERNET SUBMISSION
49 for the period to which this return relates In almost all cases you need an X in one or other of these boxes
50
51 for a different period l:l =
52
53 |If you are not hing and p i
54 |say why not Plepse select the reason you are not hing and P i
gg \ E] (Accounts reason) Click here to remove
57 \ E] (Computation reason) potiiessons
58
59 From the CT600 guide:
60 You will only need to use boxes 40 and 41 instead of box 39 if all of the
61 - the AP straddles two financial years, and

- the Upper or Lower limit for any relevant marginal relief has varied, ar
- the number of associated companies was different in the parts of the /
£9594.819 falling into the two financial years

62
63

64 Total turnover from trade or profesyfon
Effect of abolition of starting rate and NCD rate:

65
5] Tax Calculation
67 You will only need to use boxes 40 and 41 instead of box 39 in a period straddling

RR ETY igfliestment incamea - the ctartinn Rate_and/or NCD Rata is_heinn ysed for EY200A and
44 F Company detAils -~ Chargeable Profits Tax Calculation Capital Allowances Summary Industrial Agricultural Other exp I

Ready [ | =[] 100%

Note: in almost al cases you need an X in one or other of these boxes.
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The XBRL option for the accounts

The default option is to include accounting information from our accounts template
but you can change it. Go to the Setup screen and move down to the Administration
and Control:

EFO-C-B4E - €t6002011 v5 [Compatibility Mode] - Microsoft Excel =
o
- Home Insert Page Layout Formulas Data Review View Developer @ - T X
f % AutoSum ~ @ Logical - [, Lookup & Reference ~ % -2 Define Mame ~ %37 Trace Precedents U] Show Formulas j - ]
E' Recently Used ~ [A Text - ﬁ) Math & Trig ~ & Use in Formula - =CfTraca Dependents ‘@) Error Checking = )
Insert - _ . Name - ‘Watch Calculation (‘
Function [9 Financial ~ ﬁj‘Data & Time ~ L[]_J More Functions ~ Manager EES Create from Selection £fu Remove Arrows ~ '& Evaluate Formula | window | Options -
Function Library Defined Names Formula Auditing Calculation
| HB9 - £
A B c D E F G H J K L M N ‘f‘
55 Administration and Control
56
gg Agent status {Received In progress ) Completed ‘
59
60 Date agent status changed I:l
61
g Revenue status ) Issued (Crsubmitted  (r Accepted ‘
64
65 Date Revenue status changed ]
66
67 Tax total 0 Tick here to send the accounts as a PDF O
68 Tax paid 0
69 Tick here to send a separate accounts file with O
70 Payments made I:l (You will be prompted for the file when)
71 (reported in SACTL) (you prepare and submit online)
T2 File extension
73 HMRC  UserID ]
74 Tick here to exclude the detail P & |/from the XBRL O
75 Password I:| Tick here to exclude the Accountafit's report O
76
i Co House Co Ho Presenter ID | ‘anatmn ||::\My Documentst |
78
79 Presenter password I:| Companies House subpfission O
80
81 Company Authcode [ | Resubmission nupfber (rarely used) |
82
83 Please tick fpf Abbreviated Accounts O
84 -
4 4+ M whitespace Submission | Setup . Company details Chargeablg’Profits Tax Calculation Capital Allofvances Summary Pail [ I j
Ready | 73 (/£ O | a00se

L form in the submission
ick in the box and you will
onlinereturn.

The program will automatigdlly include accounts in X
unless you choose to sengyyour own accounts as a PDF.
be prompted for a PDF computation when you prepare t

Alternatively you can provide a separate accounts file from third party accounts
software. Tick the second box if appropriate. There are tick boxes to exclude some
information from our accounts template, note: these tick boxes are ignored if you
using a separate accountsfile.

Please tick the Companies House option and optionally the Abbreviated accounts
option if you want to file to Companies House before using the Prepare button. The
two submission processes are quite different, you need to Prepare and Submit twice.

Each prompt will allow you to select one or more files. Almost always you will
select one file. Select the Cancel option in place of a second file prompt when
requested.
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Return to the setup sheet to see the following display:

ct6002011 [Compatibility Mode] - Microsoft Excel

] -
- Home Insert Page Layout Formulas Data Review View Developer @ - T X

v J_j\ = ab 3 [ 2} show/Hide Comment _’g L'@‘ _J Protectand Share Workbook
i & J l J J L\ =
— 3y Show All Comments == @Allow Users to Edit Ranges
Spelling Research Thesaurus Translate New Delete Previous MNext N Protect  Protect Share

Comment Show In Sheet Workbook Workbook o# Track Changes =
Proofing Comments Changes
| Al - £
A B c D E F G H J K L M N
! L1
3 Company Tax Return (Version 2)
4 Database --> |c:\my documents\
5 For accounting periods ending on or after 1 July 1999
6
7
8 This program is not a substitute for the knowledge and skill of an experienced tax professional.
9 Crown copynght forms are reproduced with the permission

10 of the Controller of Her Majesty's Stationery Office

12 Open Client from Open Client fram Save Client changes Go to Company

‘ Check Wamnings

13 previous year the database to database Details

14

15 Go to Page 1 of Go to Page 1 of

16 CTB00 CT600 short

17

18 Go to A . Go to Chargeable Prepare and Submit Submit Online return Submit Online return Check Co House

19 0 to Accounts Profits Online return {using Excel) {Internet Explorer) status

20

21 Go to Tax Go to Tax calculation

22 calculation (NCD)

23

24 ) )

25 Print all the retun Go to Other Losses Go to White space | Click here for Additional information (white space)

26

27 :

28 Rem:\l;iesli?tansfrom Delete from database Tidy up database

29 A
PRl :';Hit_és_ﬁicé_ 7 rS-h_l;}ﬁ_\s-s_\cTn_ Ahehetim-séﬂ:sm C-UFI':D;-I:I-;’ Eéﬁi\;h "CJhalrr'g-é‘a'b-l'e-iir-uf-rtJSx Tax Calculation Capital Allowances Summil [ ¥ I j
Ready ] [ E=]E] 100%

Use the Prepare online return button to prepare the internet return. You will be
prompted for your HMRC user id and password (or the Companies House equival ent)
and, depending on the tick boxes (see previous page), any attachments which you
wish to include. These are in the form of PDF or XBRL files and typically will be
prepared by third party accounts software.

One convenient method of preparing PDF files is with a PDF printer driver such as
WIN2PDF available on the internet.

After the tax return is prepared you will be prompted to submit immediately and
select yes if appropriate. Alternatively you can select either of the two Submit buttons
(The Excel method or the Internet Explorer method). The Excel method is a bit
quicker and needs Excel from Office 2002 onwards. The Internet Explorer method
requires Internet Explorer. Other browsers do not work as they do not have the
necessary technology to link to HMRC’s website and the Government Gateway .

Y ou must use the Excel method to submit to Companies House.
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The prepare and submit processes may take alittle time depending on the speed of the
computer and the complexity of the tax return and accounts. HMRC’s specification of
the return requires a large file for a simple return. The XBRL tag names are
inordinately long, if not verbose. Since neither the accountant as sender nor the tax
inspector as receiver sees the actual tag name we do not understand HMRC’s
rationale for the long tag names.

A typical tag name is “uk-gaap-pt:V ehicleRunningCostsAdministrativeExpenses”

The Excel method of submitting the tax return

A red warning message is displayed indicating progress in reading the gateway, then
acceptance or rejection of the return:

Microsoft Excel [i_E-J

HMRC has received the HMRC-CT-CTB00 docurnent ref: 5257935323 at 17.10 on
08/11/2010. The associated IRmark was:
KGEHUTDQPYICZQRKGBYCETOARTCAPL. We strongly recommend that you
keep this receipt electronically, and we advise that you also keep your submission
electronically for your records. They are evidence of the information that you
submitted to HMRC,

And then afurther screen to print for your records.

Submitting accounts to Companies House is quicker as there is no tax return or
computation.
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The Internet Explorer method of submitting the tax return

An Internet Explorer window opens and there will usually be a pause and you will see
a message about reading the Gateway at the bottom of the screen. Depending on the
Gateway’s response you may get a warning about slow running. Select No to
continue. The screen will show acceptance or rejection of the tax return.

We try 10 times to read the Gateway, if there is no response we stop and you should
try again by selecting the refresh button in Internet Explorer. If the Gateway is very
busy you may haveto try again after some time.

) C:\submit_tax_online2006.htm - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help 1]
Q Back = > \ﬂ \ELI (| ! Search . Faworites 6’-‘{ M = @ @
Address @ C:\submit_tax_online2006, hkm v . Go

THE RESPONSE FRONM HM REVENUE AND CUSTOMS IS

UTR: 1111111111

Taxpayer name: a

Period end: 2006-04-05

Date and Time: 2006-03-27T14:54:03 641
Schedule:

Ocowmrence:

Frror Box No:

Cross reference:

Message Code: 1044

Message Text: Anthentication Failwre. The supplied user credentials failed validation for the requested service.
Which disk drive? {only required if you are using a different disk)

(=AY

@ Trying to read the Government Gateway 1 of 10 j My Computer

The above shows an unsuccessful submission.

Note for older versions of Excel: you may not be able to see the screen above
automatically. Please start Internet Explorer and open the “submit_tax_online2011”
program found in the location you selected when you prepared the tax return for
submission.
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The Accounts

Most internet CT filings require a set of accounts. Accounting periods ending after 31
March 2010 and filed after 31 March 2011 require the accounts to be in XBRL form.
Y ou can use accounting software which prepares accounts in XBRL form or you can
use our accounts option. We have introduced a simple accounts template with built in
XBRL tags for internet filing.

The CT filing will include the XBRL accounting information automatically unless
you specify otherwise in Aministartion and Control section on the setup page.

From the setup screen:

6002011 [Compatibility Mode] - Microsoft Excel =]
— Home Insert Page Layout Formulas Data Review View Developer @ - = x

v J)l m a% _J ) U U ") ShowyHide Comment ﬁ Hb@l u}-:J €1 Protect and Share Workbook

i Show All Comments ﬁf-\llnw Users to Edit Ranges

Spelling Research Thesaurus Translate Mew  Delete Previous MNext ~ ) Protect  Protect Share N
Comment ShowIn Sheet Workbook Workbook L2 Track Changes ~
Proofing Comments Changes
| Al - £
A B c D E F G H J K L M N ‘?
i L1
3 Company Tax Return (Version 2)
4 Database - |c:\my documents'
5 For accounting periods ending on or after 1 July 1999
6
7
8 This program is not a substitute for the knowledge and skill of an experienced tax professional.
9 Crown copyright forms are reproduced with the permission

of the Controfler of Her Majesty's Stationery Office

==

12 Open Client from Open Client from Save Client changes Go to Company

‘ Check Wamings

13 previous year the database to database Details

14

15 Go to Page 1 of Go to Page 1 of

16 CTROO CT600 short

17

18 Go to Chargeable Prepare and Submit Submit Online return Submit Online return Check Co House

Go to Accounts

19 [ Profits Online return {using Excel) (Internet Explorer) status

20

21 Go to Tax Go to Tax calculation

22 calculation (NCD)

23

24

25 Print all the return Go to Other Losses Go to White space | . Click here for Additional information (white space)
26

27

28 Rem:‘l‘iegi?::sg e Delete from database Tidy up database

29 | 4
14 4 F M \'}Hﬂ:_és_picé_ Sub\pission She-eti'méét_up -C_oh'ﬂﬁanv details _'-Char'g-éab-lé-ﬁr-of-its Tax Calculation Capital Alowances Summi [ I »
Ready | 3 ¥ | HO 100%
Please select the Go to Accounts button to take you to accounts section.

Our template is a straightforward set of accounts and notes pages. It is not
complicated and will handle the accounts of the vast mgority of small limited
companies.

Printing and filing the accounts

You do not have to use al the lines in the accounts or all the analysis and notes.
Provided you use the specia print buttons for each page then unused lines and notes
will not be printed. The internet filing process will also ignore unused lines and notes
— the only items which are sent are what you want to send. If you don’t select a note
then it will not be sent.
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The Template

The template is like many other accounts templates, it has a title page, a table of
contents, information about the company, profit and loss page, balance sheet, notes
and a detailed schedule of costs and expenses.

One of our guidance models is HMRC’s accounts template which is included in its
CT software. Oursis alot easier to use when you move around from page to page. It
is designed for small and medium sized companies with straightforward accounts. A
CT return for alarge company may need more specialised accounting software.

The template needs comparative figures the first time you use it. Provided you use the
database facilities (see above) the template behaves as you would expect: this year
figures become the comparatives when you move onto the next year’s accounts. (Not
like HMRC’s).

It starts as you would expect with the introductory page:

2 3 2 "7 Z ct6002010b ac xbrl v22 [Compatibility Mode] - Microsoft Excel NIl ==
- e I Pageﬁrout Fulas Rw \.' - Devar @ - =7 x
| Colars J % Ij {j % tos Width: |Automatic = | Gridlines | Headings 4 Bring to Front ~ |2 Align =
! [A]Fon =] i 4] Height: Automatic - View | W] View || 24SendtoBack - [ G
Margins Orientation Size Print Brea Background Print
Effects - - Area~ Titles 1—_L] Scale: 100% - Print Print L_?—Q Selection Pane
Themes Page Setup ) Scale to Fit (] Sheet Options F} Arrange
| Al ~ £|
A B E D E F G H K L M N 0 P Q 'f
1 :l
2 Print this page
3 Light Engineering Limited
4 Go to Setup
5 Contents of the Financial Statements
6 for the Period Ended 30 June 2010
7 =
8
9 Page
10 | Company Information Go to Info 3
1"
12 |Report of the Directors Go to Report 4
13 1
14 Report of the Accountants Go to Audit report 5
15
16 | Profit and Loss Account Goto P &L 6
17
18 Balance Sheet Go to BS 7-8
19
20 Notes to the Financial Statements Go to Notes 9-14
21
22 |Schedule of costs and expenses Go to Detail 15-16
23
24
25
26 4
4 bl Page 3 short Page # short .~ Page 1 .~ Page 2 " Page 3 , Page4 ~Page5 ~Page 6 .~ Page 7 . Page 8 - front | index ,info [’T‘Tl_}m
Ready | | (200 ] ao0ss

And you select a button to move to the page you require.
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The company infor mation

Move to the company information sheet and see the following:

ct6002010b ac xbrl v22 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer '@ -

S . Show/Hide Comment = )
éy d_‘i = I a&‘ ; ! « ; [ 4 g ?a. ow/Hide Commel _E;l L‘E‘ n::;—v] €4 Protect and Share Workbook
h “» Show All Comments @Alluw Users to Edit Ranges
Spelling Research Thesaurus Translate New Delete Previous Mext . ) Protect Protect Share

Comment Show In Sheet Workbook Workbook 1;# Track Changes ~
Proofing Comments Changes
| H21 - £ |
A B = 5] E F G H [£] ] 5 T u 3 W F3 T z A AE If

1
z Frint this page

3 Light Engineering Limited

+
5 Company Information Giorto Index
3
7

for the Period Ended
30 June 2010

L Flease see
4 Dirsciors  |the neat M F Gray
[} page Mr A Baxter

n Mrs I Jenkins
12 Mr R Spancer
:3 Flease tick if
signing the
15
1@
1w Mr 8 Thomas
18
13 | Registered office Unit 5 Nerth Town Industrial Estate
20 North Town
2 Yorleshire I II
2z NO5 6TT
23
24 |Company Registration Number 24680133
5
26 | Accovntants Name Mercia & Co
a7 Seleat iF required Address  Chartersd Accountants & Rapistersd Auvditors
2% & fccountant: 100 High Straat
23 3 duditors ,\:Mlh 'I.’mm
an TYorkshire
3 NOI 1AP
az
33 |Bankars Name  Barclays Bank ple
34 Address 1 High Street
North Town

kit
WA b H Page 4 short "Page1 .~ Page2 ~Page3 ~Page4 . Page5 . Page6 - Page7 . Page8 front index | info ~report ~audill [l ! |

Ready 25 | R O | s

NOTE: boxes which you can enter are yellow shaded. The names of the directors
come from the next page (the director’s report). If you don’t wish to disclose bank
details then leave it blank. It will not print if you use the Print button and it will not be
included in the XBRL submission.

Items such as dates and company name and number are already completed from the
Company details screen (part of the CT software). You will need to distinguish
between an accountant and an auditor or choose to have neither. This affects some
wording on alater page.
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Profit and L oss

The screen looks like:

ct6002010b ac xbrl v22 [Compatibility Mode] - Microsoft Excel =
ua =
- i Insert Page Layout Formulas Data Review View Develaper @ - =7 X
| Colors Y Ij j =j‘ 54 Width: |1 page - Gridlines |Headings 1, Bring to Front ~ |2 Align ~
! [A]Font =1 ] - 4] Height: 1 page - View | ] View || 21 Send to Back - [ Group
me Margins Orientation Size  Print Breaks Background Print _ . . r .
Effects - - - Area~ Titles 4] Scale Print Print || &{; Selection Pane
Themes Page Setup ) Scale to Fit T Sheet Options T Arrange
Al - e | =company_name
A B ™ 1] E F G H 1 u W W F3 T z A, AE AC AD AE IEI

Lizht Engineering Limited . 1
Print this page -

1

2

E Profit 2nd Loss Account fioto Indes

+ for the Period Endad 30 June 201

5 2010 2005

B Notes i £

T

& | Turnover, Go tonote |2 2,500,000 2,451,400 =
g Sotanse|

10 | Cost of saled 1,510,107 1,534,950
i Ng detai e
12 | Gross Profit/(\oss] 585,883 5364350
13

14 | Distribution costs 491663 403228

16 | Administrative sxpiyses Q52,27

18 |Operating costs
20 |Other operating income
2

22 | Total other operating ins
24 | Operating Profit/(Loss)

26 | Interest rzesivable and similar

Gotonote |3

2% | Interest payable and similar

30 |Net Finanes income/(Loss)

The notes form part of thede financial statements
4+ b Page 2 ~Page 3 “Page4 .~ P\ge 5 . Page 6 . Page 7 .  Page 8 . fron
Ready | 3

index info . report - audit

v
account | pand |l b N I :
| HE 75%

Some figures, such as Turnover, come from a sypporting note. Tick the note box and
the note number will show, then select the “Go to note” button to go to the note,
complete it and the total will show automatically inthe Pand L.

Other figures don’t warrant a note, please enter the items directly in the yellow
shaded boxes.

Calculated figures are updated automatically as you enter the data, our software uses
the standard facilities of Excel spreadsheets.

Sign convention

Most figures are positive numbers. For example on the line for Interest receivable
the interest figure is usually positive. On the line for Interest payable the interest
figure is also usually positive. The calculated subtotals and totals include the
appropriate formul ae.
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Notes

Note 1 for accounting policies is mandatory. Y ou need to choose which paragraphsto
print and whether turnover includes or excludes VAT.

Other notes are automatically numbered in sequence depending on the note tick box
in the Profit and Loss or Balance Sheet. A typical set of notes is as follows from the
notes turnover sheet:

ct6002010b ac xbrl v20 [Compatibility Mode] - Microsoft Excel

Pageﬁrout Formulas Review Viewy Developer .@') - = X
Hﬂ "T
ff m i® Logical - [4 Lookup & Reference - @ .7 Define Name ts 5] show Formulas j - ]
ecently Used = A ext - B Ma Tig ™ fi~ Use in Formula =~ “i» Error Checking -~
r R itly Used ~ [A Text 6 Math &Ti FEu Fi I l—“
Insert = Name Watch Calculation ]
Function Lﬂz Financial = [ Date & Time = [fffJ More Functions - Manager B Create from Selection || .74 Re ows = () Evaluate Formula | window | Options = ]
Function Library Defined Mames Formula Auditing Calculation
| H31 - £|
A B C 1] E F = T u 4 w X hd Z Ak
1 QMS full notes
2
3 Notes to the Financial Statements FOLEDEER
4 for the Period Ended 30 June 2010
& |Note not required!!!!. Turnover 5 5
ease complete as 5 2
Al emepnmoions | 10 2009
8 will not bee printed £
§ |Upited Kingdom 100,00 90,000
10 |Efrope
11 | Nprth America 444
12 Oher
13
14 Tptal Please check the notes 100,444 90,000

16 |2 O%‘amlg profit/(loss)
17 |Pfofit pefore tax as stated after charging \he following

18 2010 2009
19
20 |Qeprepiation - owned assets 123 333

i

21 |Qeprepiation - assets on hire purchase contragt
BrofitfLoss) on disposal of fixed assets

23 | Accoyntants and audit fees

24 Taxation services fees

25 (pperahing lease rentals

26 dfill ion charge for the year

22 ote got required!!!!. Directors’ remuneration
A

30 £

31 D 15" renfl I II

32 | Yalueof direcfors’ pension contributions

33

34 |Total 0 0

35

LR pgnd | “bs ~bs2 - notes polices | notes tyrnover - notes fixed notes assets notes capital notes other detail - Subf ! m !
reafly | | e =

First|note on the screen

This|{note has not been selected, Rence the title of the note. However the user has
entefed |[some figures and the red warning message reminds you to check the note
selegtion.

Second hote on the screen

This hag been selected and is complete with some figures.

Third note on the screen

This note has not been selected, hence the title of the note. No figures have been
entered and there is no red warning message.
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Printing and filing

Notes that have not been selected are not printed (provided you use the Print button
provided in the software) and are excluded from the submission to the Revenue. Lines
without figures are excluded from printing and filing.

The corresponding printout for the notes on the previous page appears as follows:

B notes tumover.pdf - Adobe Reader L= B X
File Edit View Document Tools Window Help ®

=5 & E 1 /1  ® ® 667% - i = ] { Find

QMS fall notes
Heotes to the Finaneial Statements
for the Period Ended 30 June 2010

1. Operating profit/{loss)
Profit before tax as stated after chargmg the following

010 2009
£
Depreciation - owned assets 13 333
3. Employees
2010 2009
£ £
Wages and salaries 2 33
Total staff costs 2 33
4. Taxation
The tax charge on the profit on ordinary activities
for the period was as follows 2010 2009
£ £
UE Corporation Tax net of reliefs 21,000 20,000
Tax on profit on ordinary activities 21,000 20.000
£, Dividend: 2010 2009
£ £
Dividend on ordnary shares paid in period 69.421 345
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More about notes

Some notes adlow for a limited amount of free form narrative. The “other notes”
worksheet allows you to describe, for example, “Related party transactions”:

ctf002010b ac xbrl w22 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer l@ -

ABC Eﬁi |-_, I a% l % l f_] m 7) Show/Hide Comment E LL@ Q € Protect and Share Warkbook
4 - i Show All Comments g4 Allow Users to Edit Ranges
Spelling Research Thesaurus Translate New Delete Previous Mext Unprotect  Protect Share

Comment _> Show Ink Sheet Workbook Workbook L Track Changes ~
Proofing Comments Changes
| Al -2 e | =company_name
A B C D E F G H | s T U \' W X
[ QMS full notes 1

Notes to the Financial Statements Print this page

for the Period Ended 30 June 2010

TSR g

Go to BS

6 20. Related party transactions

7 | The ultimate controlling party during the period the directors

8

9 Related party name

10

1" 2010 2008

12 i £

13 | Amount due from (to) related party 1 2

16 |sale of goods

25 21. Capital itments

26 £
27 (At 1 July 2009
28

29 | At 30 June 2010, 1,234
30

4N -p and (| bs " bs2 . notes policies notes turnover notes fixed - notes assets notes capital | notes other , detail - detd [l

Reasy | [EEE

All the text in the narrative will be included in the submission with the appropriate
XBRL tag.

WARNING:

Excel is peculiar if you copy and paste text from say Word or another Excel
spreadsheet into a protected sheet. Y ou may not be able to edit the text after pasting
and the text may be too long. The best thing to do is “Copy” and then “Paste Special”
and choose Vaue or Text, please DO NOT “Copy” and “Paste”.

The maximum length of text in any one cell is 120 characters for storing the database.
Thisis more than the width of the shaded boxes in the template.
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The Detailed Profit and L oss section

These two pages have been designed to be consistent with the remainder of the
Financial Statements. The two pages come after the notes pages and the first looks
like:

ct6002010b ac xbrl v22 [Compatibility Mode] - Microsoft Excel

i+ =
- Home Insert Page Layout Formulas Data Review View Developer @ - T X
A B colors By Ij 3 '='j‘ io.Width: Lpage - Gridlines |Headings 4 Bring to Front ~ |2 Align ~
=] L 4] Height: 1 page - View | W] View || 2 Send to Back - [f Group
Themes Margins Orientation Size Print Breaks Background Print o
Effects - - - Area~ Titles Y] Scale . Print Print EI& Selection Pane Rotate
Themes Page Setup il Secale to Fit (] Sheet Options [ Arrange
Al - r:3 | =company_name
A B G D E F G H 1 5 T u 3 W F3 T z ) BE =
1 Liaht Enmnesnns Linuted 1
7 Pint this page '—-
9 Detailed Profit and Loss
[ for the Pariod Endad 30 Jun= 2010 BetoPEL
] 2010 2009
& £ £
7 |Turnover 2,500,000 2,451,400
3 |Cost of Sales 3
10 | Opening stock - raw materials 143,200 139,700
11| Opening work in prograss 75,600 74,700
i 111,200 111,000
1,035,800 1,060,435
216,300 205,343 L
13,000 12,800
59,500 58,200
6,307 6,160
5,000 4750
6,000 6,000
80,000 75,200
66,100 64,540
10.000 5,760
27 |Entertaining
2% |Repairs and maintenance 15240 24,160
23 |Marksting and Advertising
30 |Depraciation 14,460 8,000
31 |Bad and doubtful debts
32
33
E3
35 |Sundry Expensas
LS
37 Total 1,857,907 1,864,930
38
33 |Less
40 | Closing stock - raw matprials 143,600 143,200 4
4 bl pand!| |bs ~'bs2 - notes polifies notes turnover notes fixed assets notes capital notes other | detail , detd| N m 3

Ready | [ | (i3] i=] 75%

Y ou must emnter opening stock and WIP (if required) here and the C
They are automatically copied to the Balance Sheets and notes.

ing values here.
This page iq also used for the Cost of Sales figures on the main Profit and Loss
schedule.

There are a few lines which alow you to include free form narrative together with
appropriate figures.

The second detail page is used for the analysis of Distribution and Administration
costs.

The carry forward of information from one year to the next is sensible, the closing

stock and WIP becomes the opening stock and WIP, and the current year figures are
transferred to the comparative figures.
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Only those lines which are non-zero (in either year) are included in the XBRL
submission. However you can choose to omit the detailed section from the filing
submission. Please return to the Setup page and move down to the Administration and
Control section:

rPo--BeE - 6002011 v5 [Compatibility Mode] - Microsoft Excel =
i+ .
- Home Insert Page Layout Formulas Data Review View Developer @ - T X
ff . AutoSum * i Logical - [4 Lookup & Reference - g A7 Define Name ~ #laTrace Precedents 1] Show Formulas j —r ]
[f{- Recently Used ~ [[A Text - ﬁ:e Math & Trig ~ £ Use in Formula ~ =CfTracE Dependents ‘@ Error Checking ~ = l—“
Insert . — o Name . = Watch Calculation Q
Function [ Financial © ¥ Date & Time ~ (fffJ More Functions - Manager B Create from Selection | 7, Remove Arrows ~ (&) Evaluate Formula | window | Options »
Function Library Defined Mames Formula Auditing Calculation
| H89 - £ |
A B c D E F G H J K L M N 'f'
55 Administration and Control
56
57 Agent stat
s gent stalus (rReceived CrInprogress () Completed ‘
59
60 Date agent status changed l:l
61
gg Revenue status ) Issued rsubmitted () Accepted ‘
64
65 Date Revenue status changed |:|
66
67 Tax total 0 Tick here to send the accounts as a PDF O
68 Tax paid 1]
69 Tick here to send a separate accounts file with XBRL O
70 Payments made I:l (You will be prompted for the file when)
71 (reported in SACTL) (you prepare and submit online)
T2 File extension
73 HMRC  UserID ]
74 Tick here to exclude the detail P & L from the XBRL O
75 Password I:| Tick here to exclude the Accountant’s report O
76
v Co House Co Ho Presenter ID | |Location [c:\My Documents\
78
79 O
80
81
82
83 feviated Accounts O
84 -
4 4+ M| whitespace Submission Tax Calculation Capital Alloyfances Sughmary Pall [N m 3
Ready | 2 |8 O | 1003

Select the tick box to ude the detail schedules from the file/sent to HMRC.

clude the A ccouRtant’s report from the file sent to HMRC by

If you wish to exclude either of the two you myist select the appropriate tick box
before you run the Prepare stage,

Submitting accounts to Compani&s Holyse

Companies House (CH) uses its own Xdentifjers for the “presenter” or submitter of the
information. Y ou must also providean Authorisation code for the company. We allow
the option of sending Abbreviated accounts.

CH usualy reects invalid accounts immediagely but stores accounts for later
acceptance. Y ou need to check the status of a previous submission later, possibly after
one day, and we provide an option to perfgrm this check. We will revise our
documentation when this procedure is clearer.
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There may be rare cirgdmstances when you have to re-submit a return for the same
company and the e year and month to CH. If so please indicate in the
Resubmission number box the appropriate number, for example put 1 for the first
resubmission.

Checking the status of a submission

Home Insert Page Layout Formulas Data Review View Developer
ﬁ == = record Macro ‘ ’:1 M & Properties E " Map Properties [ZfImport
5= | Use Relative References ?\YJ T QJV\EW Code é;,'j Expansion Packs 1) Export
Visual Macros ) Insert Design . Source . -
Basic A Macro Security - Mode # Run Dialog “§ Refresh Data
Code Controls XML
| AL ~ £ |
A B c D E F G H J K L M N
i L1
3 Company Tax Return (Version 2)
4 Database - |c:\
5 For accounting periods ending on or after 1 July 1999
6
7
8 This program is not a substitute for the knowledge and skill of an experienced tax professional.
9 Crown copyright forms are reproduced with the permission
10 of the Controller of Her Majesty's Stationery Office
1
12 Open Client from Open Client from Save Client changes Go to Company
13 previous year the database to database Details EheckiN RS
14
15 Go to Page 1 of Go to Page 1 of
16 CT600 CT600 short
1w
18 Go to Accounts Go to Chargeable Prepare and Submit Submit Online return Submit Online return Check Co House
19 Profits Online return {using Excel) {Internet Explorer) status
20
21 Go to Tax Go to Tax calculation
22 calculation (NCD)
23
24
25 Print all the return Go to Other Losses Go to White spaee™| Click here for Additional information (white space)
26
27 -
28 e (R ST Delete from datab; Tidy up database
all screens
29
A :;Hit’ésip.;ciei % rSu’b‘rn’\ss’\uin’ Set[lp : 'Cu}ﬁ;mnd{a}g;ébierI;r;ﬁ't’s‘ 7 :I:a)(JCIa\(ulatiun Capital Alowances Summary Pa ! m !
Ready 25 |22/ I 0036

Use this option to check the status of a previous submission to CH. Y ou need to make
sure you have the company and accounting period on the company details screen first.
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Alternatively CH may also advise you by email of previous submissions which have
not been checked. These submissions are identified by an envelope number or
submissions number. Please move down the screen to:

ct6002011 vBf [Compatibility Mode] - Microsoft Excel =
]
—/‘ Home Insert Page Layout Formulas Data Review View Developer © - 7 X
ﬁ X AutoSum ~ ﬁl Logical ~ ﬂ_l Lookup & Reference ~ @ 2 Define Name ~ 3= Trace Precedents ﬁ show Formulas j = Ij
Er Recently Used ~ ’\'_A Text ~ @ Math & Trig = Ji&& Use in Formula - ECfTra(a Dependents ‘(ﬁ) Error Checking ~ = l—l‘
Insert . X ~ o Name . ~ Wateh | Calculation L:J
Function ﬁ_'-a Financial = ﬁ‘j Date & Time = de Mare Functions ~ Manager B Create from Selection “/, Remaove Arrows ~ '& Evaluate Formula | window Optians ~
Function Library Defined Names Formula Auditing Calculation
| I - 5|
A B c D E F G H J K L M N F:'
65 Date Revenue status changed
66
67 Tax total 0 Tick here to send the accounts as a PDF O
68 Tax paid 0
69 Tick here to send a separate accounts file with XBRL O
70 Payments made ] (You will be prompted for the file when)
7 (reported in SACTL) {you prepare and submit online)
T2 File extension
73 HMRC  UserID ]
74 Tick here to exclude the detail P & L from the XBRL O
75 Password I:l Tick here to exclude the Accountant’s report
76
v Co House Co Ho Presenter ID | |Location [c:\My Documents\ |
78
79 Presenter password I:l Companies House submission O
80 (Presenter authentication code
81 Company Auth code Resubmission number (rarely used) S
82
83 Please tick for Abbreviated Accounts O
84
85 Companies House check status O
86
87 Submission number
88 (Maybe referred to as Envelope number)
89 & mail [ |
90
i Please tick to include angther PDF O
92 {only for HMRC)
93 Copyright Quality Management Software Ltd & Mercia Group Ltd 2011
94 CT600 is not a substitute for the knowledge and skill of an experienced fax professional. .
WA n whEespace Submission Setup' 6Dmaaﬁy details Chargeable Profits Tax Calculation Capital Alowances Summary = Ji »
Ready | 3 | =)= 100%

And enter the Submission number here before selecting the button to Check Co House
status. Please don’t include the Presenter ID here, just the last 6 characters. It is case
sensitive.

Companies House | dentifiers

Every company must have an authorisation code. You can obtain this from CH and
you can write to CH to changeit.

Each person or organisation, whether it is the company or an agent acting on their
behalf, needs a “presenter id” in order to present or submit accounts. Y ou can obtain a
form to apply for theid from:

The form is a “credit account application”. CH has told us that the form may be
upgraded in the future. At present you can ignore the sections about trade references
and payment details if you are planning to only submit accounts.
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http://www.companieshouse.gov.uk/toolsToHelp/pdf/ofscaa.pdf

Please Note

Neither CT6002011 nor this manua can replace the skills of an experienced tax
adviser. Matters which require detailed technical considerations from a tax point of
view will still need to be addressed under CT, and we recommend that consideration
is given to tax planning issues before the tax return completion is commenced. These
matters should be a separate exercise which precedes the preparation of the tax return.

Detailed guidance on the tax technical aspects of completion of the forms is best
obtained from the HMRC package of guidance notes and help sheets on the forms.
Other technical guidance should be sought from appropriate reference manuals on the
subj ects concerned.
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