)
DATAFLOW

Financial Software Solutions

Making Tax Digital

User Guide

Contents
INEFOTUCTION .ttt ettt e e bt e e sttt s ab e e sabe e s bt e e sabeesabeeeasbeesabeeesabeesabeesnneeesabeeanns 2
WHhEN 10 SIZN UP FOF IMTD ..ceiiiiiiie ettt ettt e et e e et e e e e te e e e bt e e e e nbteeeesssbaeesansbeeeesnsseeesansseeesennsenns 2
Y T={ o T OO o T oY/ I O 111 SRP 2
WVOIKFIOW. ..ttt ettt e b e bt e s bt e e at e et e e beeebeesaeesaeesabeeabeeabeenbeeeaeeenteennean 3
SELUP OF VAT PEIIOUS oeiiitiiieieitiee ettt ee ettt e e ettt e e et e e e ettt e e e e bt ee e e asaaeeeaasbaaesanssaeeeansseaeaasseeesesseeeeannsenessnnrenas 4
Y AUl oo Lt Y/ I G o T o T PP UPP 5
VAT Registration Numbers (VRN) in DF32 and MTD.....cccuiiiiiiieiiiieciee et cctee ettt e sreesveeesveeeaaeesateesnaeesanas 6
ClOSE VAT PEIIOA (IMTD) c.uvreeiieireeeeetreeeeeitreeeeeetteeeeesteeeeeetsreeeessreseeasseeeeassesesessseesessesesenssseeseassreeeenssreeessseeas 7
(0] oY= oI W@ (o3 Yo V7N I =Y g To o IR 8
VN e IV a0 g YT o R o U o - SRR 9
Setup VAT AdjustmeENnt NOMINGIS.......ooi ittt e e e tee e e e eate e e e e eate e e e e earee e e esabeeeeeenranas 10
Submit VAT 100 REtUIN tO HIMRC ......oieiiiieieeieerte sttt s s e 11
Logging into HMRC Via DAtafloW .....cccuiiiiiiiiiiiccie ettt et e e e saa e e e e saeaeeessaeraeeean 13
THMIBOUL ettt a e s e e s a e s a e e s ba e sabee s 15
HMRC and Dataflow INTEraCtioN .......couiiiiieieeeee ettt st sttt be e sbe e saeesaeeeas 16
MTD CredeNntials .....oooeeeiieeeeee ettt sttt e s e e bt e st e s b e e e sar e e sabeeeabeeesabeesneeesneeesarenesareesn 17
SUDMIt GroOUP VAT L100....ci i i ieceiiiieee e e eeeciittee e e e e e e ettt e e e e e e s e e asttaeeeeeeeaaasssteesaeaasssaanssssaaaeaeesssassssnneeassssnnsrnns 19
Flagged as Submitted vs SUDMIt £0 HIMIRC......cooouiiiiiieie ettt e et e e sare e s e saaa e e e s araeeean 20
ACCESS CONTIOL. ..ttt ettt et she e st st et e b e bt e s b e s bee s ae e s et e e ste et e e sbeesbeesanesaneebeenneenes 21

BT A Oe ] a1 1= ot ALY AT 2SSOSR 22



O DATAFLOW

Introduction

Using the Dataflow MTD Module you will be able to submit your VAT 100 Tax Return Digitally. Dataflow
have aimed to make the procedure of submitting the VAT 100 Tax Return as seamless a process as
possible. How to setup and maintain the newly mandated method of processing the MTD VAT 100 Tax
Return follows.

When to sign up for MTD

DO NOT sign up with HMRC for MTD for VAT until the Dataflow MTD Module is installed and training
provided.

Unless you are going to fall foul of the date on which you are mandated to make an MTD digital
submission, do not attempt to sign up to MTD if your VAT return is due within 72 hours - submit it
manually on the HMRC website and then sign up for MTD.

MTD VAT 100 Returns is not at the time of writing available to all.

Sign up for the pilot
You'll need to have:

= your Government Gateway user |D and password

* your VAT registration number

You may also be asked to confirm your details.

After you have signed up

We will send you a confirmation email within 72 hours of you signing up for
this service.

Do not submit yvour VAT Return until you receive the email.

You must make sure that you either get compatible software, or that
the software you already use is suitable for Making Tax Digital before

you sign up for the pilot.

Sign up for MTD link:

https://www.gov.uk/quidance/sign-up-for-making-tax-digital-for-vat#before-you-start

Once you have successfully signed up you should receive a confirmation email from HMRC within 72
hours. Do not manually submit a VAT100 Return on the HMRC website in between signing up for MTD
and receiving the confirmation email.

Once you have received the confirmation email from HMRC you should immediately log into Dataflow
Accounts, navigate to the “Submit VAT100 Return to HMRC” menu option, select the appropriate
company or VRN, and log into the HMRC website. Your outstanding VAT obligation(s) will be displayed.
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O DATAFLOW

Workflow
1. Login to Dataflow
2. Ledgers
3. VAT & Audit Trails
4. MTD
5. Setup - (Setup the VAT Periods for the Company that will submit via MTD)
6. MTD Credentials — (Setup MTD Credentials)
7. Close VAT Period - (See Close VAT Period)
8. VAT Adjustments if required - (VAT Adjustment Nominals are setup in the Nominal Ledger)
9. Submit VAT 100 to HMRC or Flag as submitted

(You don’t need to login to HMRC to Flag as Submitted, (Logging into HMRC)

The above Workflow does not include granular detail such as which ‘button’ to click. It is an overview of
the workflow and step by step instruction can be found for each routine within this document.
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O DATAFLOW

Setup of VAT Periods

When you are ready to start using Dataflow MTD you will have to ‘Setup’ VAT Periods for the Company.
Dataflow may already have set these up for you during installation of Dataflow Accounts v10.

The start date will default to the date after the last Dataflow VAT Period closure. If no Dataflow Accounts
VAT periods have ever been closed you will have to enter the start date of the first VAT period that you
are going to process using Dataflow.

I'm | =2 |

0]

O setup

Company [4BC Buiding LTD £
WAT Registration Mumber |88898?485
WAT Schemes |Standard VAT Accounting Method

WA T Periods

Sequence Mo, |Starl Date |End Date - Add
1 01/01/2017 | 31/03/2017 7 ]
“p Modify
2 01/04/2017 | 304062017

3010720017 | 30/09/2017 &) Remove

4 01A0/207 31.12/27

=l T 1

i Discard

Start Date (071072007

End Date |31712/207 2] Close

Steps

1. Dataflow Toolbar

2. VAT & Audit Trails

3. MTD

4. Setup

5. Click Add

6. Review the End Date pop-up

If happy with the Date click ok or amend as required
Repeat the above 5-6 until there is a whole years’ worth of Periods
Update

® N

The Setup tries to be intuitive. Depending on whether the VAT Periods are Monthly or Quarterly the time
between Start and End will adjust accordingly. However please control the End Date and enter the correct
date for your organisation.

You must have a whole year’s worth of VAT Periods before you can click update and complete the VAT
Period Setup. Once the MTD VAT Periods are setup the Company will no longer appear in Standard
Dataflow VAT Period Processing.
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O DATAFLOW

Setup of a VAT Group

“VAT Groups are defined by Companies with the same VRN (Vat Registration Number). Once VAT periods
have been set up for the first entity in the VAT Group, each Company added to the group in the MTD
Setup will automatically be assigned the same VAT periods.”

Note: that as there will be more than one Company in a VAT Group the Group identifier is the VRN of the
Group

a Subrmit WAT100 Return to HMRC

Online Submizzion Turnover Analysis

Compary | j WaT due in this peniod on SALES and other outputs

WAT inthiz period due on ACEUISITIONS from ather

‘ear - ECMEMBER STATES

Obligatians | Liabilities | Payments | Total VAT due

SEECT & Cormeas i
‘f} Submit Group WATL00 Return to HRRC

Online Submission

AT Reg. Mumber | ~| AT duein t
Tear =] VAT in this pe
Obligations | Lishiites | Payments | EC MEMBE

Sefect s VR
WAT reclaimed in thiz pe

Note: Companies in the same VAT group must have the same VAT Periods.

Information | 3 |

Companies in the zame YAT group must have the same WAT periods.
WAT periods will be copied ta this company from the target VAT aroup

ok | Cancel |
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O DATAFLOW
VAT Registration Numbers (VRN) in DF32 and MTD

The MTD Module will only accept figures in the VRN field. In the Company Details setup window you may
have letters and spaces in the VRN. Dataflow will strip the spaces and letters from the VRN in MTD.
Company Details setup will maintain the VRN with spaces and letters.

Once MTD VAT periods have been setup for a Company, changing one will NOT change the other. This is
so that the VRN in Company Details can be formatted for printing on documents.

Company Details Setup — VRN is Alphanumeric with space

@ Cornpany Details E@
Company Browse Company |nput I Calendar I Security |
Company Mame I'\-".-'-‘«T Mo Drefault I:unencyIHighIight colourl -
| |ABC Retail Ltd GB 999 5555 B5 |:|
| M|ABC Services 93 77 -
ﬂ Add | % Modify | Q Eemovel @ Dizcard | @ Help | @ LCloze |

MTD Setup - Notice how letters and spaces have been stripped out.

O Dataflow VAT & Audit Trails - [Setup] (=@ ]=]
O Reports  Setup  Period Processing  MTD  Tools  Window mmm
Company IABE Services ;I

WAT Registration Number I???SSES?’?
WAT Schemes IStanda[d

AT Period oo |

Sequence Nn.lSlarlDate |End Date | : :
= e Eemnvel

4 MA0/2017 3122007

Start Date |EI1 0207
End Date |31 M2y

|w

E Close |
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Close VAT Period (MTD)

O DATAFLOW

Once ‘Setup’ is complete the Company will be available for MTD VAT Period Processing (Close VAT
Period). Closure of VAT Periods is in sequential order as per the setup.

E) Close VAT Period o [@ ][ =
YAT100 Turnover Analysis | Detail |
Carnpa
SR WAT due in this period on SALES and other outputs
ABC Building LTD ~|
WAT in this period due on ACQUISITIONS from other ,7
Fepoit Type ECMEMBER STATES
' Current " Re-print ’7
VAT Period Total YAT dus
VAT reclaimed in thiz period on PURCHASES and ather inputs
From |01/071/2017 Net VAT to be ,7
To |31/03/2007 .
Total walue of SALES and all other outputs excluding WAT
s soply ‘ A )
Total value of PURCHASES and all ather inputs excluding YAT
Period End Total value of all SUPPLIES of goods and related services, ,7
Eefore closing the period, check that .the excluding VAT, to other EC MEMBER STATES
Elgurgs =12 ICD”?L Dnc_ﬁéhe \‘;"A-ﬁ pen_od Total value of all ACQUISITIONS of goods and related services, ’7
EB i GCT i D QRO TS excluding AT, from other EC MEMBER STATES
open it until pour VAT 100 Retun has
been submitted to HMRALC.
Mote: m
Close VAT Period
Previgw mode [v & Setup Brint | (&) Close |

Steps
1. Dataflow Toolbar
2. VAT & Audit Trails
3. MTD
4. VAT Period Closure
5.
6. Report Type = Current
7. Click Apply
8. Click Close VAT Period
9. Click OK
10. Click Close

Normally, there are three tabs and a fourth being VAT 652 only if there are errors:

e VAT 100

Select Company from drop down menu

This tab is where you enter which close or re-open VAT Periods.

e Turnover Analysis

Here you find a summary of what makes up the VAT 100
Highlight a VAT Code and Navigate to detail to view Transactional Lines

e Detail

In detail you have all the Transactions which make up a particular VAT Code

However, if there are errors (normally under declarations) that must be corrected using the form VAT652,
a 4th tab will be displayed listing all the error transactions. VAT 652 is not submitted via the MTD Module.
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Open a Closed VAT Period

O DATAFLOW

Closed VAT Periods can be re-opened up to the point of Submission of the VAT 100. Once the VAT Period
has been Submitted to HMRC (or flagged as submitted) you will no longer be able to re-open the VAT

Period.
E) Dataflow VAT & Audit Trails - [Close YAT Period] [= ==
‘f) Reports  Setup  Period Processing  MTD  Tools  Window
YATTOD | Tumsrafahss Detal |
s
S WAT due in this period on SALES and other outputs 2.076,164.53
ABC Building LTD -
VAT in this period due on ACQUISITIONS from other
Fieport Type EC MEMBER STATES SR
" Cument % Re-print T
Total VAT d 085,687,
VAT Period pa e
Apr 2017 - Jun 2017:" YAT reclaimed in this period on PURCHASES and other inputs 7.514,035.67
e | B MetvaT to be RECLAMED |
To [30/06/2017 Total { Confirm @
Lpply | Totsl value| | PN e pou sure you want to open the YAT period 01-4pr-2017 to 30-Jun-20177
Re-open Period End Total . .
exclud Yes
b L Peopen VAT Perod Tetal vakie
excluding Y=o e rrerroe oA e
Mate: |The abowe totals must be checked before use for VAT Retum purposes asno »
account is taken, for example, of imports, bonded goods, or under/aver
declarations notified by HM Customs and Excise, etc..
The WAT corection limit is set at 0. ).
Preview mode v " Setup L Print | (2] Close |

Steps
1. Dataflow Toolbar
2. VAT & Audit Trails
3. MTD
4. VAT Period Closure
5. Select Company from drop down menu
6. Report Type = Re-print
7. Select the most recently closed VAT Period from drop down menu
8. Click Apply
9. Click Re-open VAT Period

10. Click Yes
11. Click Close

Note: Just as closing VAT Periods is done in Sequential order so is Re-opening VAT Periods.

Page 8 of 22



O DATAFLOW

VAT Adjustments Journals

A VAT Period has to be closed before you can perform VAT Adjustments. VAT Adjustments are performed
after VAT Period Closure and before VAT 100 Submission to HMRC.

Before you can make VAT Adjustments you must set ‘Adjustment’ Nominals against the VAT Code.
Once Adjustment Nominals are set against the VAT Code the VAT Code will appear in VAT Adjustments
Journals. (Click here for steps on setting Nominal Codes against the VAT Code. Next page)

@VATAdjustmentJournals | = || =] || 3 |

Company |ABC Building LTD ~|

WAT Detailz
Period |Jan 2017 - Mar 2017 hd

| |N0minal |Date Coritra Reference Amount | VAT Code|Mates -

ﬂ 0.00 K

WAT Code -

Coritra | j VAT Type

" Sales " Purchase
Reference

Motes

Amount 0.00
® Help | @ Lloze |

1. Dataflow Toolbar

2. VAT & Audit Trails

3. MTD

4. VAT Adjustments Journals

5. Using the Parameters provided write the Journal required to perform the Adjustment
6. Add as many Journal Lines as required

7. Update

Add, Modify or Remove and Update when the Journal is complete.

&) Add | S Modify | =] Eemwe| |_JI deateE M Discard | (2) Help | 9] Cloze |

Note: Positive Adjustments will increase the VAT Obligation for both Sales and Purchase VAT Types.
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Setup VAT Adjustment Nominals

To be able to perform VAT Adjustments you must set Adjustment Nominals against VAT Codes

) UAT Mominal Codes [= = =]
Default VAT Nominals | Company Specific VAT Nominals |
Description |Eode|NominaI Code | Mominal Description Rate |Dut of Scope|DefauIt Obszolete | Control Mominal Code Control Momir
LZero Rated 1} WAT 6000 Y at Contral Account 0 Mo 1]
| |Standard Rated |1 WAT G000 Y at Control Account 20 Mo 0
| |Exempt 2 WAT 000 Yat Control Account 0 Ma a i
™ r %, Modiy

Default Mominal |\-’AT BOO0

Adjustment Contral Nominal |

Dizcard

LedLedlel

Adjustment Contra Maominal |

i

@ Help | I.?] LCloze |

w
(=g
]
(7]

Dataflow Toolbar
Ledgers

Nominal

Setup

VAT Nominal Codes
Highlight VAT Code
Click Modify
Select:

O NV AW

Default Nominal, Adjustment Control Nominal and Adjustment Contra Nominal from the Drop
Down menu

Default Hominal | ﬂ
Aduztment Control Hominal | ﬂ
Adjustrment Contra Mominal | ﬂ

Explanation

Default Nominal Is the VAT Default Nominal Code where VAT values will

be posted during day to day transaction processing.
Adjustment Control Nominal Is the Control Nominal. Can be the same as Default
Adjustment Contra Nominal P & L Account

(The above Nominal Codes may have to be created and added to the Chart of Accounts and
Account Level Security if implemented in the Nominal Ledger.)
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Submit VAT 100 Return to HMRC

O DATAFLOW

&) Submit VATL00 Return to HMRC

Online Submission Tumover Analysis

E]

Compary [ABC Building LTD
T'¥FIh; BEGIEPAEE]
Year [2017 hd

Obligations | Liabilties | Papments |

WAT in this period due on ACQUISITIONS from other
EC MEMBER STATES

L gy dr ARAR G FEtEG DEAREIGRE

Met VAT to be

VAT due in this period on SALES and other outputs
Total VAT due
VAT reclaimed in this period on PURCHASES and ather inputs

Lagin ta HMRC

Subrit WAT100 Retumn ‘

Detail |

Total value of SALES and all other outputs excluding VAT

Total value of PURCHASES and all other inputs excluding VAT
Total value of all SUPPLIES of goods and related services,
excluding VAT, to other EC MEMBER STATES

Total value of sl ACQUISITIONS of goods and related services,
excluding WAT, from other EC MEMBER STATES

——
——
—

Mate:

I “when you submit the sbave information you are making a lzgal declaration that the
information is true and complete. & false declaration can resulk in progecution.

-

Wiew Submitted WAT 100
Wiew Submission Details

Create Test User

Preview mode [v

- Setup

@ o= |

Print ‘

1. Dataflow Toolbar

2. VAT & Audit Trails

3. MTD

4. Submit VAT 100 Return to HMRC
5. Login to HMRC

Login to HMRC

To Submit a VAT 100 Return to HMRC you will have to Login to HMRC. This can be achieved in two ways.
Either you enter login details each time there is a VAT 100 Return to submit or, in order to avoid having to
enter your HMRC credentials every time you wish to access the Online Submission module you can save
an "access token" provided by HMRC for up to 365 days. (What are access Tokens? (Link))

Obligations, Liabilities and Payments are returned values from HMRC. The successful submission will be

listed as ‘Received’.

) Dataflow VAT & Audit Trails - [Submit VATL00 Return to HMRC] [= @] =]
&) Reports Setup  Period Processing  MTD  Toals  Window
Dniine Submission | Tumover Analysis | Deetail |
Cornpary [ABC Buiding LTD S AT ds in this period o SALES and cther outputs
(/FIN: BEB452414) AT it peiod e on ACOUISITIONS fom ther [~
ea [2m7 ~ EC MEMBER STATES
Obligations | Lisbilties | Payments | Total VAT due
Sttt O1-Jn 2017 End 31 Mar2017
Due: (7-May 2017 VAT wmclsimed i this period on PURCHASES and ther inputs
Feceived: 05-Map-2017 Lagin to HMAC
+5 Statt 01-Apr2017_ End: 30Jun2017 NetvaT to b RECLAIMED
Dus: 07-4ug-207 AT IO0
B Lol elum
STl S Total value of SALES and al other outputs excluding VAT
Total vale of PURCHASES and all other inputs ssoluding AT P p—
Total vaue of ol SUPPLIES of goocs ard eleted sarvices, [ i o
ercluding VAT, to other EC MEMBER STATES et Submizzion Detail:
Total walue of all ACQUISITIONS of goods and elated services,
sscuding AT, hom cther EC MEMBER STATES
Create Test User
Motz -
™ when you submit the =bove information you are making a legal deckaration that the
infarmatian is rue and complete. 4 alve deckaration can result in prasecution.
Preview mode. 4 Seup Piint ‘ (@ Close
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In the image below we can see two Received Obligations and one Obligation where the VAT Period has
not been closed in Dataflow.

Dbligatiors Liabilities I Payrents I

Q2 Start: 01-Jan-2017  End: 31-kar-2017
Due: O7-Map-2017
Received: 06-kay-2017

9 Start; 01-4pr-2017  End: 30-Jun-2017
Drue: 07-Aug-2017
Feceived: 0B-Aug-2017

Drataflow WAT period not clozed!

o

Analyze your VAT 100 Return Details (Make any Adjustments before Submission)
Tick

~

[ ‘When you submit the above information you are making a legal declaration that the
information i true and complete, & false declaration can result in progecution,

8. Click on the ‘Submit VAT 100 Return’ button which will become active.

Submit VAT 100 Retum

©

Confirm you wish to proceed
Canfirm

=% ‘You are about to submit your YAT100 Feturn for the period 01-4pr-2017 to 30-Jun-2017 to HMRC.

k.

Do you wish to continue?

10. Enter your Dataflow User Password

Pazsword confirmation

Enter your password ||
& Carcel |

11. The Submission Succeeded (or Error details)

Information

e —
/a 3

The submizzion succeeded

- -
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O DATAFLOW
Logging into HMRC via Dataflow

When you click on the Login button in Dataflow your default browser will be directed to the HMRC login
page. HMRC provide user friendly step by step instructions on how to Login.

https st service.goviuki O - @ & HMRC Tax Platform

| @ HM Revenue & Customs

Authority to interact with HMRC on
your behalf

Dataflow Accounts needs permission to interact with HMRC on your
behalf. To grant this authority, you'll need to:
1. Signin to your Government Gateway account.

2. Enter the 6 digit access code we'll send to your mobile phone,
landline or other device.

3. You might need to confirm who you are by answering some security
questions on, for example, your passport, P60 or other documents.

4. Grant authority for this software to interact with HMRC on your
behalf.

This authority will last for 18 menths. You can remove this authority at
any time.

If you’re an agent

To use the Making Tax Digital APls, sign in with the user ID and password
for your agent services account.

To use the APls that pre-populate a Self Assessment return, sign in with
the account that's enrolled for Self Assessment for Agents-it's the
same account you use to access the HMRC agent portal.

Cookies Privacy policy Termsand conditions Help using GOV.UK

OGL Al content is available under the Open Gover Licenoev3.0, except where otherwise stated ® Crown Copyright

Enter Login details as required.

B ntps:ivtestwmmtaxsenvice... O ~ @ & |[ B signin

I HM Revenue & Customs

Signin

Enter your Test User credentials to signin.
Usert)
Problems signing in

Don't have Test User credentials &

Get help with this page

Cookies Privacy policy Termsand conditions Help using GOV.UK

OGL Allcontent s available under the Open Government Licence v3.0, except where otherwise stated @ Crown Copyright
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You must grant Dataflow Accounts authority to perform the actions listed below on the HMRC window.

(=) | wttpsisite stovmantasenvicen, O ~ @ € || B8 HMRC Tax Platform

666671111550

| @ H Revenue & Customs

Authority to interact with HMRC on
your behalf

The Dataflow Accounts software application is requesting to do the
following:

= View your VAT information

= Change your VAT information

It will be able to do the above for 18 months from when you grant
authaority.

Grant authority Do not grant authority

You can remove this authority (opens in a new tab) at any time.

Cookies Privacy policy Termsand conditions Help using GOV.UK

OGL Allcontent is available under the Opsn Government Licence v3.0, except where otherwise stated @ Crown Copyright

Once you have logged in to HMRC and granted Dataflow authority you may return to Dataflow to process
your VAT 100 Return. You no longer require the internet browser.

".:) hitp://dataflow.co.uk/home/mak O ~ & H &) Making Tax Digital | Datafl...

DATAFLOW

Making Tax Digital

Home Products Services Resources News AboutUs ContactUs

MAKING TAX DIGITAL SERVICES
YOU HAVE GRANTED AUTHORITY TO DATAFLOW ACCOUNTS TO INTERACT TR:'N'N“ SUPROHT
WITH HMRC ON YOUR BEHALF. YOU WILL BE ABLE TO VIEW YOUR VAT x;i’:ﬁ]'&“m“

INFORMATION AND SUBMIT VAT RETURNS THROUGH DATAFLOW
ACCOUNTS.

Making Tax Digital (MTD) is a key part of the government's plans to make it easier for you and your
business to get your tax right and keep on top of your affairs as well as transforming HM Revenue and
Customs (HMRC) into a world leading, digital tax authority.

No matter how you choose to work, Dataflow's solutions are fully MTD-compliant and packed with
ground-breaking technology.

‘You may now close this page and continue working in Dataflow.

DATAFLOW

Products Services Resources News

Financials Training & Support Gase Studies

Supply Ghain Implementstion
Management Evaluation
E-Commerce

Online Procurement

Project Accounting
CGustom Solutions

©2018 Datafiow | Terms & Conditions | Privacy Policy

About Us
Brochures

Support FAQ Contact

Release Notes
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Timeout

The Dataflow Accounts default timeout period for logging into the HMRC website is 2 minutes. If you fail
to login within this the 2 minute timeframe then you will have to re-start the login process. This timeout
period should be sufficient unless you suffer from particularly bad connectivity issues, in which case
Dataflow can extend the timeout period for you.
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HMRC and Dataflow Interaction

O DATAFLOW

Various prompts may appear. Please read the prompts carefully and once the message is understood click

OK and continue.

HMRC will share key information with Dataflow Accounts to enable you to Submit the VAT 100 through
Dataflow. This information includes Payments received, outstanding liabilities and obligations.

&) Submit WAT100 Return to HMRC == ES
Online Submission Turnover Analysis | Detail \
Company |ABE Building LTD! j VAT due in this period on SALES and other outputs 166957447
(iR Gl WAT in thiz period due on ACAUISITIONS from other 14.020.27
Year | 2017 - ECMEMEER STATES -
Obligations | Liabiltiss | Paymerts | Total VAT due 1,683,594.74
_ WAT reclaimed in this period on PURCHASES and other inputs £.593.343.06 Lagin to HMRC
NetvaT tobe RECLAMED |
— Subrit YAT100 Returr |
Warning | 3 |
Tot — [0.270.336.00
‘Wwarning! Th tstanding liabilties to HMRC
_— ! X aring! There are outstanding liabiliies to Eoow View Submitted VAT100
Total e Wigw Submizzion Detalls
ercl =
Tatal valu =00 oo
excluding VAT, from other EC MEMBER STATES ] HEIILT0 Create Test Lger
Mote: |The above totals must be checked before use for WAT Return purposes asno »
account is taken, for example, of imparts, bonded goods, or under/over m
declarations notified by HM Customs and Excise, ete. —
™ wihen you submit the above information you are making a legal declaration that the
infarmation is true and complete. A false declaration can result in prosecution,
Preview mode [ & Setup e, Brint | 1) Clos= ‘

Explanation Submit VAT 100 Return to HMRC ‘Tabs’

‘Online Submission’ Tab
Company
Year

Obligations

Liabilities
Payments

This is where Submit the VAT 100 Return is submitted.
Drop down includes all Companies setup for MTD

Select Year you wish to Process

Obligations provides a Status update on the VAT Periods whether
they are Awaiting submission, they have been Received or not

closed.

Liabilities are submitted VAT 100 Returns that are still to be paid

Payments received by HMRC

Turnover Analysis

A breakdown of what makes up the VAT 100

Detail

Transaction Level of the Turnover Analysis

Page 16 of 22



O DATAFLOW

MTD Credentials

In order to avoid having to enter your HMRC credentials every time you wish to access the Online
Submission module you can save an "access token" provided by HMRC for up to 365 days. This access
token is only valid when used with, and presented to HMRC by, Dataflow Accounts and is therefore totally
secure.

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 Reg Number.

You can either login to HMRC services by clicking on the button ‘Login to HMRC’ to generate a new access
token or when you first login to HMRC in the ‘Submit VAT 100 to HMRC'.

E MTD Credentials [=®@][=]
‘Descnpt\nn &ecess Token Expiry Days | Access Token Created Onfécoess Token Expiy Date -
O
Desoiption |
Expires in ’— daps
NOT Valid For VAT Reg. Mumbers Walid For VAT Reg. Mumbers
Users NOT Authorised Authorised Users
Mate: |In order to avoid having to enter vour HMRC credentials evemy time you wish to access the Online Submission module pou can save an "access token' pravided by HMRC for up ta 365 days. This access token iz only valid when used  »
with, and presented to HMRC by, Dataflow Accounts and is therefore totally secure.
HMRC credentials are: anly valid for the VAT registiation numbers that you specified when you signed up to MTD for VAT, Similarly, an acoess token generated for a set of HMRC redentials is anly valid for those same WAT registration
numbers. Make sure that only specify the corect YAT numbers against each saved access token record.
Lagin to HMCR services by clicking on the button below ta generate a new access token,
Modify Bemnva‘ (@) Close |
Steps
1. Dataflow Toolbar
2. VAT & Audit Trails
3. MTD
4. MTD Credentials
5. Click Add
6. Enter a Description
7. Enter an Expire number of days (Max 365)
8. Move the VAT code/s over to the ‘right’ (Valid For VAT Reg. Number)
9. Move Users over to the right who you wish to be able to login to the Submit VAT 100 Return

10. Click OK
11. Now Click Login to HMRC and login to HMRC to save the Access Token
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In th

O DATAFLOW

e image below we can see that for VAT Reg. Number 666922303 the Users ‘User’ and ‘User 2’ are

authorised to use these credentials. The Access Token was created on 02/02/2019. The MTD Credentials

will expire in 365 days which is 04/02/2020.

Ewpires in I 365 days

O MTD Credentials IEI@
|Description access Token Expity Days [ccess Token Created On|Access Token Expiy Datel -
] F
Description I

[MOT Yalid For VAT Reg. Number.

[Walid For VAT Reg. Mumber.

Users NOT Authorised

Authorised User

SUPERYISOR

USER1

USER 3
USER 4 g
Mote: |In order to avoid having to enter your HMAC credentials every time pou wish ta access the Online Submission module vou can save an "access token'' provided by HMAC for up to 365 days. This access token is only valid when used -«

with, and presented to HMAC by, Dataflow Accounts and is therefare tatally secure.

HMRC credentials are only valid for the VAT registration numbers that pou specified when pou signed up ta MTD for VAT, Similarly, an access token generated for a set of HMRC credentials iz only valid for those same VAT registration
numbers. Make sure that only specify the comect WAT numbers against each saved access token record

Login ko HMCR services by clicking on the button below to generate a new access tloken.

Lagin o HMF\El

T oK I & Cancel | 12 Close |

Whe
they

n Users who are authorised to use saved credentials navigate to ‘Submit VAT 100 Return to HMRC’
will be automatically logged into HMRC once the Company they have an Access Token for is

selected.

6 Submit WAT100 Return to HWRC

Online Subrnission

Compary [ABC Building LTD ~|
(VRN 666322303

ear | 2017 hd I

Obligations Liabilities | Payrnents I

a From: 01-Jan-2017  To: 05-Apr-2017
Type: VAT Return Debit Charge
Original amount: 463,872.00
Dutstanding amount; 463,872.00
Due 12-kayp-2017

From: 0-4ug-2017  To: 31-Aug-2017
Type: VAT CA Charge
Original amount: 8,493.38
Outstanding amaount: 7,493 38
Due: 07-0ct-2017

From: 01-0ct-217  To: 01-Dec-2017
Type: VAT 04 Debit Charge
Original amount: 3.000.00
Dutstanding amount: 2,845.00
Due: 31-Dec-2017

Turnover Analysiz I

WAT due in this period on SALES and other outputs I

WAT in this period due on ACQUISITIONS from ather l—

EC MEMBER STATES
Total VAT due I

—
T .
Infarmation

*You have been lagged into HMAC using credentials created an
04-Feb-2013 and they will expire on 04-Feb-2020.

Please ensure that your HMAC User |d and password are available
before that date in order that you can log in to HMRC and efresh

Tatal your credentials.
T Yiou cannot submit your ¥AT 100 Return without valid HMBC credentials
£ and a delay in abtaining therm may result in a penally natice.
Total *
exch
Mote:

™ “when you submit the above information you are making a legal declaration that the
information iz true and complete. & falze declaration can result in prosecution.

Detail

Lagin ta HMRC |
Submit YAT 100 Returm |

“iew Subrmitted YAT100 |
Wiew Submizzsion Details |

Create Test User |

= =]rE=]

Preview mode v

w;‘ Setup Print |

(2] Close |
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Submit Group VAT 100

O DATAFLOW

Submitting Group VAT 100 has a similar workflow as submitting VAT 100 for a single Company.

Submit Group VAT 100 Return to HMRC window

8 Subrmit Group WAT100 Return to HWRC

Qnline Submission

AT Reg, Number >

Tumover Analysis

WAT due in this period on SALES and other outputs

Year| ~|

Obigations | Liabilties | Payments |

Liguis fo FIRC o retvave ol slons

VAT in this period due on ACQUISITIONS from other li
EC MEMBER STATES

Total VAT due

WAT reclaimed in this period on PURCHASES and other inputs:

Met VAT to be

Total value of SALES and all ather outputs excluding VAT

Total vale of PURCHASES and all other inputs excluding VAT

Login to HMRC
Submit VATT00 Retum

Wiew Submitted Y/AT100 |

Total value of all SUFFLIES of goods and related services. I
excluding YAT, to other EC MEMBER STATES

iew Submission Delals |

Total value of all ACQUISITIONS of goods and elated services, I
excluding VAT, from other EC MEMBER STATES

Ninte:

I™ 'when you submit the abave infarmation pou are making a legal declaration that the
information is true and complete. 4 false declaration can result in prosecution.

Create Test User

Detail

[=IErE=]

Preview mode [

- Setup Print

Steps

MTD

vk wnN e

Dataflow Toolbar
VAT & Audit Trails

Submitting Group VAT 100 to HMRC
Follow same Instructions as per ‘Submit a VAT 100 Return to HMRC'

e VAT Periods for all Companies must be closed to be able to process the VAT Period.

[_"') Subrnit Group WATL00 Return to HRRC

Online Submizzion

VAT Reg. Number | 566555693 -]

ear I 207 - I

Obligations | Liabiities | Payments |

T periods for all compani
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O DATAFLOW

Flagged as Submitted vs Submit to HMRC

HMRC will decide when your Company can start submitting MTD VAT 100 Returns. Early adoption of the
new VAT 100 Return regime is not available to all Companies. The ‘Pilot’ has not been made available for
all.

Dataflow have accounted for the above scenario by allowing Users to utilise the MTD Module without
Submitting the VAT 100 Return to HMRC.

How it works is you use the MTD Module and ‘Flag as Submitted to HMRC’ the VAT 100 Return as
opposed to actually submitting to HMRC via Dataflow. The flagged VAT 100 Submission will need to be
submitted to HMRC via the same method used prior to the introduction of MTD VAT Returns.

c/j Dataflow WAT & Audit Trails - [Submit VAT100 Return to HMRE] = | B[ ER
&) Reports Setup  Period Pracessing MTD  Toals  Windaw
Onling: Submission | Tumover Analysis Detall |
Company |AEE Rentals Ltd ﬂ VAT due in this period on SALES and other outputs 2,097 63
) ST WAT in thiz period due on ACQUISITIONS from other 0.00
Year | 2017 - EC MEMBER STATES
Obligations | Liabiiies | Payments | Total VAT due 205763
VAT reclaimed in this period on PURCHASES and other inputs 409.830.12 =
Login to HMRC
@ Start 01:4pr2017 - End: 30Jure2017 Met VT to be RECLAIMED | 40779249
Duwe: 07-Aug-2017 5
Totsl value of SALES and all ather oulputs exciuding VAT 7964238 A e S LI AR
@ Start 01-ul-2017  End: 30-5ep-2017
Due: 07 Hov-2017 Total value of PURCHASES and all other inputs excluding VAT 450,230
o Wiew Submited YATT00
et Tlan. Tatal value of all SUPPLIES of goods and related services,
o Syt DLDct 2T, End: 31-DewZll? excluding VAT, to other EC MEMBER STATES v View Submisson Detais
Tatal value of all ACQUISITIONS of goods and related services. 0
excluding YAT, from other EC MEMBER STATES
Create Test User
Mote: |The above totals must be checked befare use for VAT Retum purposes asno =
accaount is taken, for example, of imports, bonded goods, ar under/owver
declarations notified by HM Custams and Excise, etc..
The VAT correction limit is set at 5,000
¥ When pou submit the above infarmation you are making a legal declaration that the
information is bue and complete. A false declaration can result in prosecution
Preview mode v a Setup | i Brint ‘ 9] Close ‘

In the image to the left we see that a VAT Period is
‘Waiting to be flagged’ and the remaining VAT Periods

Online Submizzion

Company |xf«E=|: Rentals Ltd j have not been closed.
[VRM: BEEERLT23)
et m Above is the button ‘Flag as Submitted to HMRC'. This Flag
Obligations | T | Papments | allows you 'to process .the VAT periods using the MTD
- Stat Dian 2017 End. 31 Ma 2017 Module Whl|-St you.a.walt your first MTD VAT period that
Due: 07-Map-2017 can be submitted digitally.

Waiting to be flagged

You should only ‘Flag as Submitted’ up to the point of your

g _ first VAT period eligible for digital submission.
[ at &bl T periad nat .

3 Start: 01-Jul-2M17  End: 30-5ep-2017
Due: OF-Wow-2017

If you have signed up for MTD and successfully logged into
the HMRC website via the Dataflow Accounts MTD
. b . .
o Start 01-0ct2017 End: 31-Dec:2017 optloné, but have ‘ ataflow VfAT periods that req‘ulre
Due; 07-Feb-2018 “’flagging” as submitted, you will have to be logged into
the HMRC website in order to do so.
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Access Control

Access Control has been placed on the ‘Submit VAT 100 Return’ button.

!l !ccess ! Dn!rn E EEE E

Aszigh Access | View User Access I Yiew Group Access I

-5 VAT & Audit Trails ~

Pazzword Controt
Feparts
Setup

FPazsword I I~ Enforce password
Period Processing
F'asswordl Ve Modify | il Discard | -5 MTD
-

Setup

MTD Credertiak:

Cloze WATPeriod

VAT Adjustment Joumals

Subrmit 47100 to HMRC
2 e-Mail
Data Tab
-3 Submit ¥&T100 Retum
Submit Group YAT100 to HMRAC
e-Mail
Data Tab =
{0 Submit WAT100 Retun

Unavailable b

Available i []g
-
=

2

“window

BTN

Feparts Meszenger
eBIS LS
Toolz

Options -

@ Help m LCloze |
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Test Connectivity

O DATAFLOW

&) HMRC Connectivity Test
Click on the button below to test connectivity to the HMBC MTD for VAT service.

Y'our default browzer should open and will be directed to the HMRBC login page. The Dataflow "busy' dislog will be dizplayed. At this point
wou have achieved connechivity to HMRC and can prezs cancel if vou wizh,

If wou want to continue with the login process, vou can uze the test credentials displayed in the battom left and right comers of the dialog.
The Uszer |d iz shown in the battom left cormer and the pazsword iz dizplaved in the bottam right corner.

Pleaze be aware that logging into HMAC from Dataflow Accounte MTD will time out after 2 minutes.

Follow the instructions on the HMBC web page to login. 4 B digit access code will NOT be zent to your mobile phone, nor will you be
azked to confirm any security questions, az pou are uging TEST credentials.

Double-clicking the credentialz at the bottom of the Dataflow "busy” dialog' to zelect them will automatically copy them to the clip-board
ready far you to paste into the appropriate fields on the HMRC login page.

D ataflow Accounts is not able to close your browser after the connectivity test o please be aware that it will shill be open in the

{

s

m

background. i
Test Connechivity to HMRC
ie] Close
e C(Click on the Test Connectivity to HMRC button
e C(Click on ‘Continue’ when the HMRC page is generated
e Copy the User ID found on the left hand side of the image

below and the Password on the right

O Logging into HMRC.., [ 52

e Paste the User ID and Password into the Sign in window

Cancel ‘

EIE348943755 | [wlremgmmjppk]
L

|@ HM Revenue & Customs

Signin
Enter your Test User credentials to sign in.
Problems signing in

Don't have Test User credentials et

Get help with this page.
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