BDO P11D Enterprise version 21.0

Introduction:

¢ Installation instructions for Version 21.0 are provided in this guide; see “Installing P11D
Enterprise 2014-15” on page 7. Please read the instructions carefully. This version uses
Microsoft SQL server which may be installed onto a single computer (software included free
of charge) or an existing SQL server.

e The installation contains a full manual in PDF format which can be viewed or printed from
the installation CD. A copy of this should also be accessible from your Start/Programs menu.
The contents of the manual are also available via the Help within the system.

e The CD contains a self-playing demonstration which provides a simple introduction to the
basic functions.

e Additionally the CD contains a PDF copy of the official HM Revenue and Customs 480 (2014)
expenses and benefits tax guide

e Should you have any queries or require support please contact us on Freephone 0808 100
7113 or email p11d@bdo.co.uk.
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Quick overview:

P11D Enterprise is designed around simple principles, which once understood can help you navigate
easily and quickly to where you want to be.

In common with many modern applications, the main options can be selected from the four buttons
in the bottom left corner of the screen.

& P11D Enterprise 2008/09

& StartPage - + Mew Company | }kEmp\uyee Search = 57 Employee Filter

© T @Add New Company

&[] Hyperfield
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.......| Company Information =
Company Mame: ‘ | @ Address 1: | |
Name on P11D: ‘ | t_),' Address 2: | |
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Impart Key: | | @ Address 4 | |
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MNotes: @J

o » 'Company Name' and 'Name on P11D' fields are required for P110.
# 'Address’ and 'Post Code' are required for online submission,

++ Tane Office Details =

A

-+ Other Required Details ¥

-+ Online Filing -

A A

-+ Company Progress i

Save Cancel

o|| Department: X

MAIN OPTIONS 4

Each of these bars expands to allow input to
. . that section. As you complete each section,
Main Optlons click on the next bar to move on. You can
also move between each section expanding
or minimising as you add more details.

Companies / Employees

This provides access to the company list. From this you can display departments, employees,
employee benefits and expenses

Reports

Lists the standard reports which can be produced. These reports can be printed, saved as PDF files,
or emailed.

Tools
Lists various useful options, including:
e the vehicle and mileage registers
e change the expenses and benefits available
¢ allocate benefits to multiple staff
¢ roll forward data from previous version
e import and export options

e software update facility which allows you to get the latest updates to P11D Enterprise via
the Internet.

Settings

Provides a number of options to customise how you use the software, and to set up links to your
email system and the Internet.
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Navigating the System

The navigation buttons on the bottom left of the screen are duplicated in the top of the screen for
whichever option you are accustomed to.

Once the company details have been inputted, the option of further information is offered in the
form of a blue bar, enabling you to expand or minimise the area you wish to work on.

The main screen is split into four distinct areas as shown below:

B& P11D Enterprise

Menu Bar iz} StartPage + %} New Employee | 2 Employee Search 57 Employee Filter @ Help i) About 11D Enterprise 2008/03 24 Switch User
e - P - 1 User: System |
o=
B[] Hyperfield

. o & Diechrs Empiovee Information -

List of options or oy g e

list of companies Administration Staff ¥i Hyvperfield

departmen?s/em[ilmyees 49 Deagn T

Contents ch = -\l Ross Greenacre Basic Details -

Oen _5 thange ’ - Roger Harding (§ ; IiG | _ . T3 =
depending on options g First Name: entde e DateOfart | /[ ¥ © 1 rumber
selected. - Secretaries [wiliamson | @& Date of
Last Mame: Williamson | @ Gender: Male Female
Manchester |7: = o o ?::".h and
Nottingham NI Number: FGE64823C @ [ Director? @ :’ee;:_:\i.dalfg"

- Surveyors i i o
Detail area. Contents R Payroll Number: (002345 @ Crw: @ EééD and
_usually rEIatE .tO thE . Acchints Start Date: | _V_! Leave Date: [EF ;i Import Key: | | _
item selected in the list 1 Manufacturing — : i W i
area. b8l Sales TaxPay Type: |Basic Rate v| @ Last P46 (car) date: |

Other Details =
Save ] [ Delete ] [ Cancel ] [ Move... @
Benefits i
Main system options

Where to Start

Select the system area you require using one of the four Main System Options in the bottom
left corner.

Select the option you require from the list on the left side of the screen. |If using the
Companies/Employees option, use the ‘New ...” button at the top left corner of the screen
to add a new company, department or employee. When you click on the arrow next to this
button it displays the New Company, New Department and New Employee options.

Use the Detail area to enter data, make selections, or view results.

Many screens in the detail area contain sections [company -
denoted by blue bars. To make input easier and

reduce the need to scroll, only one section is open at a time. To open or close sections click
on the blue bar.
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Installing P11D Enterprise 2014-15 Version 21.0

The following sections describe how to install P11D Enterprise software.

First you need to install the software onto your PC’s. Then when you start the program for the first
time, if you have used a previous version of P11D Enterprise you can connect to an existing
database, otherwise you can decide where to install the database (see page 10).

To install P11D Enterprise make sure you are logged into the PC as a user who has administrator
privileges, then insert the installation CD. If the setup facility does not run automatically browse to
the CD with Windows Explorer and double click on Setup.exe.

2 LD Ermrpr B & e following screens guide you through the
Welcome to the InstaliShield Wizard for P11D i i
e o Ins installation process

3 /.
‘PmDEm

The IrstalShield(R) Wizard will nstall P11D Enterprise 2014-15
2014-2015 (v21.0) | on your computer. To contnue, dick Next.

WARNING: This program s protected by copyright law and
nternational teates.

Chea> ) [ conce

[ 1 110 Enterprise 2014015 - intarsheid wzard WL s Confirm agreement to the software licence.
' Please note that P11D Enterprise is licensed for
use within specific terms. BDO retains all rights
and ownership to the product.

License Agreement
Please read the following icense agreement carefully.

ISOFTWARE LICENCE AGREEMENT -
PLEASE READ THIS CAREFULLY BEFORE PROCEEDING WITH THE INSTALLATION.

IYOUR RIGHT TO USE THIS SOFTWARE PRODUCT 1S SUBJECT TO THE TERMS SET OUT IN

[THES LICENCE AGREEMENT. OPENING THE DISK PACKAGE INDICATES YOUR ACCEPTANCE

IOF THESE TERMS. IF YOU DO NOT ACCEPT OR UNDERSTAND THEM, YOU SHOULD PROMPTLY
RETURN THE DISK PACKAGE AND THE REMAINDER OF THIS PRODUCT UNUSED AND INTACT
ITO YOUR SUPPLIER TOGETHER WITH PROOF OF PURCHASE FOR A FULL REFUND.

L GRANT OF LICENCE

lUnder copyright law you are not permitted to instal or run the software product ("the
ISoftware”) or use the user manuals and other documentation ("the Manuals”) suppled to you
hthout the permission of 800 LLP (B00"). In consideration of your agreement to the terms

of this Acreement BOO arants you, the purchaser of the disk packace, 8 non-excdusive richt  ~

© 1 pccept the terms in the kcense agreement | Bt
1 go not accept the terms in the icense agreement

alSheid

<ok (o> ][ coe

("8 P11D Enterprise 2014-15 - InstaliShield Wizard =) . . .
Aedan = W —= Complete the customer information and click
Customer Information N eXt
Please enter your information. ﬁ *
7o €]
User Name:
Organization:
[soo P
Install this application for:
© Anyone who uses this computer (all users)
2 Only for me (BDO LLP)
InstaliShield
[ <Bak J[ Next> ][ cancel |

Please note that these screens will also display if you download and install the software from our
website www.p11dsoftware.co.uk
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[ 1 P110 Enterprse 2014-15 - InsalShield Wizard &=’ Click Next to confirm the installation location.
Destination Folder
Click Next to install to this folder, or dick Change to install to a different folder.

Install P11D Enterprise 2014-15 to:

// C:\Program Files (x86)\BDO\P11D Enterprise 2014-15\

InstaliShield

[ <Bak J[__Next> ][ cancel ]

— 4

"ﬁ, PO, .o =y Once the installation is complete a confirmation
— o screen will be displayed. Click Finish to exit.

| Instalishield Wizard Completed

P{)D Enterprise The Instalhisld Wizard has successfully installed P10
2014-2015 (v21.0) Enterprise 2014-15. Click Finish to exit the wizard,

K

Creating or connecting to a database

Although the programs are installed you still need to create or attach to a database. You have a
number of different options which the wizard will help you through.

1) If you have used the previous version of P11D Enterprise, connect to last year’s P11D
Enterprise 2013-14 database.

2) Create a single user Microsoft SQL 2005 Compact Edition database. This is the most basic
form of database and places no additional requirements or services on the computer.

3) Install Microsoft SQL 2012 Express and create a database. The software for this is included
on the CD and provides a database capable of being accessed by multiple users.

4) Create a database on an existing Microsoft SQL server.

Run the P11D Enterprise program from All Programs on your Start Menu. If the software has never
been run on the PC, then the system will default straight to the Data Connection Wizard, otherwise

11D Enterprise DatabaseWizord 4| you will be presented with the login page where
Welcome to the P11D data connection you can select Conﬁgure Database.
wizard
“You can use this wizard to create/connect to a SQL Server database or . . .
SQL Server Compactdition database fik. Click Next to proceed with the data connection
PED )
Database Configuration Wwiza rd .
< Back Mest Cancel Help
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Three options are available on this screen as follows:

1) Connect to last year’s database. This will retrieve the settings for P11D Enterprise 2013-14
and use the same database. Note: This does not amend any data for previous years.

2) Single Connection Version. This option uses Microsoft SQL 2005 Compact Edition. It extends
the SQL Server Mobile technology by offering a low maintenance, compact embedded database for
single-user client applications. This technology is file based and it doesn’t require any additional
services or applications to be installed. This version only supports single user versions.

3) Multiple Connections Version. This option will allow you to install either Microsoft 2012
Express version and create a new database, or connect to an existing Microsoft SQL Server database.
Depending on your licence there is no limit to the number of employees that can enter into the
system.

P11D Enterprise Database Wizard

e e — . jé Select the appropriate option from the screen and
Choose Single Connection/Network version =]

= =

£ —

Do youwant to use a single connection database or a network database? :
click Next.

) Connect to last year's database (F110 Enterprise 2013/14) @)

7 Single Connection Version (Simpls) @)
71 Network Version/Muttiple Connections &)

< Back Cancel Help

Connect to last year’s database (P11D Enterprise 2013-14)

This option will import the necessary connection settings from last year’s settings. Select this option
and click Next, then click Finish to exit the wizard. You will then be presented with the login
screen.

Single Connection Version

This option uses Microsoft SQL 2005 Compact Edition which does not install any services onto the
PC.

If you select Create a new database file, this will create a single stand-alone database file in the
location of your choice. The default path is C:\Users\username\My Documents but ideally this should
be amended and saved onto a network so it gets backed up. The only restriction with this version is
that it only supports single users.

"““”""‘“‘““’ “ Select the option required and then click on the
ing! onnection Version > -
Creat database fil isting database file. =
reate anew aatabase rile or use an existing database file. 1‘% Browse button
€ Create anew database il If you selected Create a new database file,
' select the location and enter your database
™ Connect to an existing database file f]lename, and then Cl]Ck on Save. Th]S W]“.

! [ oowee.. | create a blank database.

< Back et I Cancel I Help |
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If you selected to Connect to an existing database file, browse to the location and select the
database, and then click on Open. Select Finish to exit the wizard.

Multiple Connection Version

You have 3 options here

P11D Enterprise Database Wizard

— =]
it Vi R E s ﬁ‘ 1) Install SQL Server 2012 Express Edition

Select one of the options available for the network version.
and create a new P11D database

() Install a new database system (SQL Server 2012 Express)

2) Create a new P11D database on an

"1 Create anew P11D database on an existing SQL server

1 Connect to an existing P11D database existing SQL Server

3) Connect to an existing P11D database

Install SQL Server 2012 Express Edition and create a new P11D database

To use this option you need to be logged into the PC as a user with Administrator privileges.

PLLD Entorpras Daialasc Wecaal - 4l You will be asked to set a SQL administrator
Install SQL Server Express . — :-' . .
L e h password (remember this). Depending on your

local PC settings some installations insist on

Click MNext to install SQL Server Express 2005. This cannot be interupted.

s S having complex passwords, which need to be at

least 8 characters long and include both upper

cesck | tee |[ s | we || and lower case letters and at least 1 number.

Unfortunately we are not able to test for this before the installation so if this is the case the

installation will fail and you will have to redo this step again.

This will install SQL server 2012 express edition onto your PC. This process can take quite a while so

please do not cancel it while it is running. When it has completed the install click Next.

|PL1D EnterpriseDatabaseWizard _________________ . A Enter the name of the P11D database you want
Create P11D Database 2 . .
Choose  name for the new P110 daisbase h“ to create, select Next. This will create the
database, and then select Finish to exit the
Database [F110 wizard and you will be able to login to the
system
< Back | Ilext. | Cancel I Help |

Create a new P11D database on an existing server.

NB: If you have previously used any P11D Enterprise software we recommend you do not create a

new database but use the Connect to an existing database option below.
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If the SQL Express server is installed on the same PC as the software then select Create database
locally, otherwise if the SQL server is installed on a different PC or server select Create database on

a remote server

Al Enter the server and database name. Please make
Create a Network Version Database E T — . . .
el hers o want 16 reate e Y0 datalines ;*?gf' sure you do not overwrite an existing database as
© Creats detabase locally this will delete all existing data in that database
'atabase: On Instance: [N oes j
12/ Gost it ot kit it Select Advanced Settings and specify your own
Server: |SQLT Database: [P11D
i database SQL user and password. This user will be
database userto connect to the database
User Passuor: | created during the install process and you will
Ci ct to the s ing: .
"6 Vindows Asberticston have to remember this username and password to
% 5QL Server Authertication
yo
i | v connect other PC’s in future. We recommend you
cseee | 1o | camee | wee || do not select this and use the system defaults

For the database to be created, the system needs to use a SQL account that has sysadmin privileges

on the SQL server. This is only used during the creation of the database.
Connect to an existing database.

If you are connecting to a SQL Express database installed on the same PC as the software then
select Connect to SQL Server installed locally, otherwise if the SQL server is installed on a different

PC or server select Connect to a remote SQL Server.

|
Connect to Network Version Database l _ ﬁ Enter the Server and Database name or Instance
Specify where you want to connect. ==
e as applicable.

" Connect to SQL Serverinstalled locally
Database I On Instance

& Connect to a remote SQL Server

If you have specified your own database user

R and password when the database was created
Datebase [FTD | then select Advanced Settings and enter you
B b e User and password.

Use a specific database userto connect to the database
User: I Password:

You can click on the Test Connection button to
do a test to make sure you can access the

<Back | ted: | Canos | Hem | database.

Test Connection

For further help on connecting to other computers please see “Connecting to a server or other

computers” on page 12 of the full manual.
Problems connecting to a server or other computers

Please refer to page 13 of the full manual for more help.
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Roll Forward Data from 2013-14

Roll Forward Data

To roll forward information from version 20 select Roll Forward Data from the Data Maintenance

section of the Tools menu.

& PARoll Forward Data

) Use this tool to roll forward data from P11D Enterprise 2013/14 into the current year,

Source Database
@ Use this database
() Use a different SQL Server database
() Use a different SQL Server Compact Edition database

| LoadDatabase |
Options
[¥] Indude system settings [] Indude employees with leave date specified
[¥] Indude employee's benefits [ Indude disposed of vehides
Companies Benefits
0 O
@0 P11D .

[T} WXR Electronics Ltd [@) ) Accommodation

(V] [£] Assets Available

(V] [£) Assets Transferred

[£] car Owned by Director/Employee

V] E) Company Car (Motor trade frequent changes)
V] &) Company Car /Fuel -

m

Click the Roll Forward Data button to start the import process

Roll Forward Data

Select the Source Database. If you select a Different SQL Server Database you will have to specify
the SQL server and database name. If you select a Different SQL Server Compact Edition Database
you will have to select the name and location of this file. Click on the Load Database button to
populate the Options section. Select as applicable and then click on the Roll Forward Data button.

The first time you use this you have the option to roll forward the system settings from the previous
year. You also have the option to roll forward individual Companies and Benefits.

This option can be run more than once and the system will only allow you to roll forward Companies
that do not exist in the current year.

June 2014 Roll Forward Data from 2013-14 8



BDO P11D Enterprise version 21.0 IBDO

Initial Configuration

Full Manual

The installation contains a full manual in PDF format which can be | P11D
. P11D Enterprise 2012-13

viewed or printed from the installation CD. A menu shortcut is | PI1D Enterprise 2013-14

also automatically created to the manual once the installation is !} PILD Enterprise 2014-15
l %E P11D Enterprise 2014-15
complete. & P11D Help

B P11D Manual

First login and Software Licence

P11D Enterprise 2013/14 a0 The default user name is “system” and password

“p11d”. Before using P11D Enterprise software

Enter your login details

e I you will need to enter your company name and
e licence key. This can be found in the

u Remember my user name
accompanying letter together with the CD. If

Database File:

Gpmpoaspiin these details are not completed, the software
will be restricted as an evaluation version and

limited to five employees. See “Software Licence” on page 73 of the manual.
Upgrading/Roll forward from previous versions

See “Roll Forward Data from Previous Versions” on page 15 of the manual.

Vehicle Register

The software incorporates a vehicle register. This allows you to record details of each company
owned vehicle once, so data can be reused each time the vehicle is allocated. It also allows
reminders to be set for road tax, MOTs etc. Use of the Vehicle Register can be enforced so users
cannot enter vehicle details directly into benefit screens. If this option is appropriate to your
company, it needs to be set BEFORE ANY BENEFITS ARE ADDED. To choose the appropriate settings
see “System Options” on page 72 of the manual. By default use of the Vehicle Register is not
enforced unless this selection is made.

System Options and User Options

These tailor the way the system works to suit your own preferences. In particular you can choose
what information is displayed each time you go into an item. This can save mouse clicks and time.
These options can be set at any time.

Users

If several staff are to have access to the software, set up a separate login for each. This aids
security, and you can also control what each user is allowed to do. See “Setting up new logins” on
page 76 of the manual. If you are acting as an Agent or an Accountancy firm you may want to base
the security on the Case Worker Office. See “User permissions for Agents and Accountancy Firms”
on page 78 of the manual.
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Changes and new facilities since version 20.1

The manual provided on the CD contains further information on the following, some of which were

also included in later versions of 20.

Company Car / Fuel Benefit Changes

The software has been updated to reflect the changes announced in the latest budget in March
2014. These include:

e The lower threshold (the CO2 emissions figure which sets the 15 per cent rate) will be
reduced from 115g/km to 110g/km.

e The lowest appropriate percentages are still 0 per cent and 5 per cent up to 75g/km but the
10 per cent rate has been abolished. A new 11% rate will apply to cars with emission levels
between 76g/km to 90g/km. From 95g/km the rate is 12 per cent and rises by 1 per cent for
every 5g/km to the current maximum of 35 per cent for emissions of 220g/km and above.

e The fuel benefit charge multiplier to calculate the tax payable on the benefit of free fuel

for company cars increased from £21,100 to £21,700.

Advisory Fuel Rates for Company Cars

The user manual has been updated to include the revised advisory fuel rates that come into effect
on June 1* 2014.

Beneficial Loans threshold

The software has been updated to reflect the changes announced that the beneficial loans
threshold has been increased from £5,000 to £10,000. Any beneficial loans under this amount are
not required to be reported on the P11D.

Maintain Caseworker and Office facility

A new feature has been included in the Tools menu that allows Caseworkers or Caseworker offices
to be easily updated. For instance Caseworkers can easily be switched between offices and
companies can be moved between different Caseworker offices

Support

Please remember that support is free! If you have any problems please phone 0808 100 7113, or
email p11d@bdo.co.uk. Many of the changes incorporated into our software result from feedback
from users. If you have any comments or suggestions, please do not hesitate to call or email us.
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