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Making Tax Digital  

User Guide 

 

 

 

Dear user, 

 

You must make sure that you have read ñNavigating the Systemò first before reading any other Clarity 

guides as without a good knowledge of the navigation you will not fully benefit from the features and 

shortcuts that Clarity will provide for you.  

 

Click here to read Navigating the System: 

https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf 

 

Also at the end of each guide, there may be a list of other supplements for further explanation of 

features within this routine.  

 

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be 

useful to add to this document. 

 

Warmest regards 

 

Dataflow (UK) Ltd 

 

 

 

 

https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf
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Introduction 
 

Using the Clarity MTD module you will be able to submit your VAT 100 Tax Return Digitally. We have 

aimed to make the process of submitting the VAT 100 Tax Return as seamless as possible. 

 

Company Vat Registration Number 
 

In order to submitt a company Vat 100 via Clarity you must first ensure that the VRN has been 

entered for that entity within the Company Setup. To do so navigate to the System tab (red arrow 

below), click on the Company & Consolidation option and select Company Setup (highlighted in 

green). 

 

Within the Company Setup window select the required company (if more than one) and click the 

Modify button (highlighted in yellow). Enter the VRN in the VAT Number field (highlighted in blue). 

 

Click the OK button highlighted in orange to commit changes. 
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Setting up VAT Periods 
 

If you were previously using the Dataflow application and have migrated to Clarity the existing VAT 

period detail and status will automatically be pulled across from the database and displayed within 

the Clarity application. The start date will default to the date after the last VAT period closure carried 

out within the Dataflow application. If no VAT periods have ever been closed within the Dataflow 

application you will need to enter the period dates within Clarity, starting with the first VAT period 

you will be submitting using Clarity. In the following example we have used quarterly periods but 

you should enter the periods as required. 

 

To create the VAT periods navigate to the Audit & VAT tab (red arrow below) and select the Manage 

VAT Periods option (blue arrow). You may notice that the VAT Reg. Number field has been 

automatically populated with the VRN for the company in use (highlighted in yellow). You may also 

notice that if you have prefixed the companies VRN with GB (for example) this detail has been 

removed within this window as only the numeric value is required for MTD processing. 
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To add your first VAT period simply adjust the year display using the left or right arrows highlighted 

in orange below and click on the required start date for the first period (highlighted in blue). Once 

you have selected your start date Clarity will enter the selection on the left-hand side (highlighted in 

yellow).  

 

Note - Initially the end date dislayed will automatically default to 365 days after the defined start 

date. This will automatically adjust once you add the remaining periods and complete your year. 
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To add your next VAT period adjust the year display if required (highlighted in orange below) and 

click on the required start date of the next period (highlighted in blue). Once you have selected the 

start date for the next period Clarity will enter the selection on the left-hand side (highlighted in 

yellow).  

 

¸ƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ōŜŎŀǳǎŜ the selected start date of 01-Apr for the next period Clarity has 

automatically adjusted the first period end date and set it as the 31-Mar. 
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As before adjust the year display if required (highlighted in orange below) and click on the required 

start date of the next period (highlighted in blue). Once you have selected the start date for the next 

period Clarity will enter the selection on the left-hand side (highlighted in yellow).  

 

¸ƻǳΩƭƭ ƴƻǿ ƴƻǘƛŎŜ ǘƘŀǘ ƘŀǾƛƴƎ ǎŜƭŜŎǘŜŘ ŀ start date of 01-Jul for the next period Clarity has 

automatically adjusted the second period end date and set it as the 30-Jun. 

 

Repeat the process for the remaining periods until you have a complete year. 
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Once you have completed your VAT calendar setup click the Update button highlighted in orange 

below to commit the changes. 
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If you find that you have accidently selected an incorrect start date for one of the periods and wish 

to undo it simply locate that date in the calender and click on it (highlighted below in blue). In this 

example we have chosen to remove 01-Jul as a demonstration. Note that Clarity has automatically 

adjusted the period end date for 01-Apr period from the 01-Jul (as it has been removed ) to 30-Sep.  
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To insert the required date simply locate the date and click on it. We are re-inserting 01-Jul 

(highlighted in blue below). Note that the period end dates have been automatically adjusted 

(highlighted in yellow). 

 

 

 

Once you start processing MTD via Clarity you will not be able to amend the period structure so it is 

important to ensure that it is correct before you start processing VAT returns. 

 

Once you start processing, MTD Clarity will automatically roll-over the Vat period dates and insert 

the next required period based upon the existing calendar entries. So once established you will not 

need to re-visit this process and maintain the period dates manually. 
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Testing MTD Connectivity 
 

For troubleshooting ǇǳǊǇƻǎŜǎ /ƭŀǊƛǘȅ Ƙŀǎ ǘƘŜ ŦŀŎƛƭƛǘȅ ǘƻ ǘŜǎǘ ǘƘŜ ŎƻƴƴŜŎǘƛƻƴ ǘƻ Iaw/Ωǎ a¢5 ǇƻǊǘŀƭΦ 

¢Ƙƛǎ ǎƘƻǳƭŘ ōŜ ǘŜǎǘŜŘ ƛƴ ŀŘǾŀƴŎŜ ŦǊƻƳ ǘƘŜ t/ ƻǊ ƭŀǇǘƻǇ ȅƻǳΩǊŜ ƭƻƻƪƛƴƎ ǘƻ ǳǎŜ ŦƻǊ ǎǳōƳƛǎǎƛƻƴǎΦ 

 

To test the connection navigate to the Test MTD Connectivity option (highlighted below in red). 

There are two ways of testing the connection, the first is to use the Login into your HMRC VAT 

account button (highlighted in blue), the second option is to use the Login into the HMRC VAT test 

service (highlighted in orange). 

 

 

 

In this example we are going to use the Login into the HMRC VAT test service option. Clicking the 

option will launch your default internet browser and direct you to the GOV.Uk HMRC Developer Hub 

ǿŜōǇŀƎŜΦ ¸ƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŀǘ there will be an additional Logging into HMRC window appear 

(highlighted below in orange). 
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Click the Continue button (highlighted above in red).  

 

Clicking Continue will take you to a Sign In ǇŀƎŜ ǿƘŜǊŜ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŜƴǘŜǊ ŀ User ID and Password. 

The User ID is highlighted below in blue. Double click on this value, click on the User ID field 

(highlighted below in orange) and press Ctrl+V to paste the value into the User ID field. 
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The Password is highlighted below in blue. Double click on this value, click on the Password field 

(highlighted below in orange) and press Ctrl+V to paste the value into the Password field. 
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Once you have entered both the User ID and Password click on the Sign in button (highlighted above 

in red). 

 

Clicking the Sign in button will take you to the next page Authority to interact with HMRC on your 

behalf. In order to complete the test connection you must click the Grant authority button 

(highlighted below in red). 
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Clicking the Grant authority will take you to The MTD landing page on our website shown below. If 

you are not able to reach this page your browser may indicate that the page is restricted. This will be 

an accessibility restriction applied internally to your ƛƴǘŜǊƴŜǘ ǳǎŀƎŜ ŀƴŘ ǿŜǎƛǘŜ ŀŎŎŜǎǎƛōƛƭǘȅΦ LǘΩǎ not a 

restriction applied by Clarity or HMRC. 
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If successful you should also receive a confirmation dialogue upon returning to Clarity. Highlighted 

below in orange). 
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You do have a reasonable amount of time to complete the test connection but if the allowable time 

ŜƭŀǇǎŜǎ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ŀ ǎƛƳƛƭŀǊ ƳŜǎǎŀƎŜ ǘƻ ǘƘŜ ƻƴŜ ōŜƭƻǿΦ LŦ ȅƻǳ Řƻ ƛǘΩǎ ƴƻǘ ŀ ǇǊƻōƭŜƳΦ Wǳǎǘ ŎƭƻǎŜ ǘƘŜ 

dialogue and re-do the test connection, but quicker. 

 

 

 

The other option of testing the connection is to use the Login into your HMRC VAT account button. 

The stages are exactly the same as detailed above but instead of using our test account User ID and 

tŀǎǎǿƻǊŘ ȅƻǳΩƭƭ ǳǎŜ ȅƻǳǊ Iaw/ ŎǊŜŘŜƴǘƛŀƭǎ ƛǎǎǳŜŘ ǘƻ ȅƻǳ ōȅ Iaw/Φ ¸ƻǳ ǿƛƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ Ǝƻ ǘƘǊƻǳƎƘ 

the multi-factor authentication method you use with HMRC, whether this is a code sent via text or 

email etc. 

 

Manage MTD Credentials 
 

If you prefer not having to enter your HMRC credentials each time you wish to access the online 

submission module you have the option of saving an Access Token provided by HMRC for up to 365 

days. 

 

HMRC credentials are only valid for the VAT registration numbers that you specified when you 

signed up to MTD. Similarly, an access token generated for a set of HMRC credentials is only valid for 

those same VAT registration numbers. Make sure that you specify the correct VAT numbers against 

each saved access token record. Users are set against the VAT Registration Number.  

 

To create an access token navigate to the Manage MTD Credentials option (red arrow below). Tick 

the user (or users) you wish to be able to process HMRC submissions. 
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Having selected the required users for that VRN click on the Update button to proceed to the HMRC 

login via your default browser. Click continue in the first HMRC browser page. 
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Enter your HMRC User ID and Password credentials and click the Sign in button.  

 

 

As this is a test example there is no multi-factor authentication. You will need to enter your multi-

factor authentication. On the next page click the Grant Authority button. 
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Clicking Grant Authority will complete the process and take you to the landing page for MTD on our 

website. 

 

 

 

The process is now complete and access tokens have been assigned to the specified users. 
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Closing VAT periods 
 

To close a VAT period navigate to the Audit & VAT tab (red arrow below) and select the Close VAT 

Period option (blue arrow). VAT periods need to be closed before you are able to submit your VAT 

100 to HMRC via MTD. 

 

In this example this is the first VAT period closure so you will only see the single period in the VAT 

Period list (highlighted in yellow).  

 

CƛǊǎǘƭȅ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǊŜǘǊƛŜǾŜ ǘƘŜ ±!¢ млл ǾŀƭǳŜǎΦ ¢ƻ Řƻ ǎƻ ŎƭƛŎƪ ƻƴ ǘƘŜ /ŀƭŎǳƭŀǘŜ ōǳǘǘƻƴ όƘƛƎƘƭƛƎƘǘŜŘ 

in green) 

 

 

 

Having clicked the Calculate button the VAT 100 figures will be displayed (highlighted below in 

yellow) and the Close button will become active (highlighted below in green). 
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A number of reporting options will also become available once you have clicked the Calculate 

button. The first option is Turnover Analysis (highlighted above in blue). 

 

Selecting the Turnover Analysis option will open a new window containing the totals for each VAT 

code used  for both Outputs and Inputs. An example of this window is below. 
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There are additional reporting options within the Turnover Analysis window, the first is Print in PDF 

Viewer (highlighted above in blue). This will open a PDF containing the totals that allows you to save 

or print. 

 

 

There is also the option to Print in Browser (highlighted below in blue). Once exported to a browser 

you have various options available, you can choose to save the information as an Excel, PDF or Word 

file. In this example we have chosen to save the information in Exel format (highlighted below in 

green).  

 

hƴŎŜ ȅƻǳΩǾŜ ŎƘƻsen your required format the downloaded file will appear on the footer of the 

window. Click the down arrow (highlighted in orange) to show file accessibility options. 
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As it apears in Excel  
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When choosing the option to Print to Browser you also have the option of clicking on the Turnover 

value to drill down and view the underlaying transactions. To do so simply hover the mouse cursor 

over the required value, the mouse arrow will change to a finger pointer, click on the required value 

and the window will display the source transactions making up the selected turnover value. 

 

 

The window previously displaying the turnover totals is replaced with one listing the source 

transactions. Like before you are able to export the information in Excel , PDF and Word formats 

(highlighted below in green), and as before the downloaded file will appear on the footer of the 

window (highlighted in orange). You can return to the previous totals window by clicking the back 

arrow (highlighted below in yellow). 



 

26 | P a g e 
 

 

An example of the source transaction export to Excel below. 
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There is also the option of right clicking on the Turnover value from the Turnover analysis window to 

view the source transactions (highlighted below in orange). 

 

 

 

By doing so opens up another window containing the source transactions of the selected turnover 

total. Example below. From this window you will also have the same Print in PDF Viewer and Print in 

Browser reporting functionality detailed previously. 
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The screen below shows an example of the VAT 100 when using the Print in PDF Viewer option. 

 

 

The screen below shows an example of the VAT 100 when using the Print in Browser option where 

you have the facility to export to Excel, PDF or Word (highlighted below in green). Like the other 

windows the exported file displays on the footer of the window allowing you to choose your 

required action. (highlighted in orange). 
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Once the VAT 100 figures have been reviewed and you wish to close the period click on the Close 

button (highlighted below in green). Clicking the Close button will open a prompt confirming that 

you wish to close the selected VAT period (highlighted below in orange). 

 

 

Clicking Yes on the prompt will finalise the closing of the selected period.  

 

Having closed the period you will notice that the next period will automatically appear in the VAT 

period listing (highlighted below in orange). The closed period will also now appear greyed in the list 

of VAT periods. 

 




























