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About Vat2Go

Vat2Go was designed from the ground up to provide users with the simplest of bridging solutions for users.

Rather than having to change your entire accountancy procedure or updating all of your software, you can
simply use your existing systems and then import the data automatically into our bridging software.

How it all fits together

The HMRC wants all data uploaded to them to be more accurate, lots of mistakes are made by companies by
simply typing the wrong numbers into the wrong boxes.

Combine this with the hassle of having to run online VAT returns individually through the governments servers,
remembering all those gateway details, settings and passwords its become somewhat a nightmare.

But equally upgrading all of your accounts systems, methods and procedures is also a nightmare - just so
you can automatically send the VAT returns in.

So what's the answer ?
Well we have it - Vat2Go is simplifying both requirements by acting as a bridging application.

Vat2Go will simply allow you to export data from your existing system and then automatically import / upload
directly to HMRC in compliance with there new Making Tax Digital requirements.

Your Subscription Fees

Due to the very nature of the system, it will require a subscription.

This is because the system has to be kept secure, data kept encrypted, secure connections to HMRC and
constant compliance.

As new requirements are issued by HMRC we will be required as the software provider to implement these on
your behalf, all of these requirements are paid for by your subscription.

We allow two types of subscriptions, a simple monthly subscription payable via direct debit or a single yearly
fee payable in advanced but offers you 12 months for the price of 10 months - so you get a discount of 2
months subscription.



{686B4319-220B-46C0-9AF8-65E00E29525D}

Vat2Go 1.0 Manual

Getting Support

We pride ourselves on the support we offer.

There are several ways of contacting us, these are as follows:

By Email - Support@hestor.com
or

By Telephone - 0151 909 5695
0161 660 1366

We understand that when you need help you need it there and then, we try to answer all calls within 30
seconds of it first ringing.

However during excessive busy times this may not be possible in which case you might be better to Email.
We always look to contact within the hour.

Phone support is offered between the hours of 9:00 AM - 5.30 PM Monday - Friday (UK Times).

Contacting Support

If there is a question that isn't urgent, but you would like clarification, then why not email us;

By Email - Support@hestor.com
or
By Telephone - 0151 909 5695
0161 660 1366
NOTE:

We operate a normal support service, Monday to Friday, only those sites who pay for 24/7 support can ring
and contact us at the weekends.

You will be given a different number to contact us on for the weekend and you must quote your support
contract number.

Bespoke Modifications

As we are the Developers we are able to offer more than the average company.
if you have a bespoke requirement be it a feature or function we are able to add bespoke modifications.

We have written software utilising Barcode Scanners, Receipt Printers, Bio-Metric Readers, Digital Signage,
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PDA Devices, Symbol Readers and much more.
We have a well diverse group of Developers, Engineers and Support Staff.
Our development languages range from Windows PC to the very latest Iphone / Ipads and Android devices.

With the ability to mix and match both hardware and development languages we are sure that we can resolve
any issues / requirements that you may have.

Legal Licence Agreements (EULA)

You must accept and be duty bound by our End User Licence Agreement policy document which can be
found online.

http://www.vat2go.com/eula.html

The use of Vat2Go and its associated services require a VALID monthly payment subscription.
You are only licensed to use this software when such VALID licence exists.

All coding, applications, windows coding, web coding and all other digital material belongs and is copyrighted
to HESTORLTD

Terminating Your Subscription Contract

You can cancel your subscription at any time, you do however have to give 30 days notice.

NOTE:

Once your cancellation request has been accepted by us, you MUST ensure that all your data is backed up.
You will still be able to access all previous information via the Windows application but you will NOT be able
to access any HMRC documents including but not limited to; Vat Returns, Vat Obligations, Vat Liabilities

All coding is copyrighted to HESTOR LTD and will NOT be made available to you.

You have a licence to use the coding for the purpose of providing you with a service only whilst you have an
active and paid subscription.
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Registration Required

istrati i Vat
Registration Required L

Mame: David Smith
Company.  Hestor

Address: 46 Fountain Street
Manchester

Posicode: M2 2BE Tel 0161 BG0 1366

Emait  davedivat?go.co.uk

Licence:
Passward -'i:.ﬁ.qantl [Maiaging Multiple Accauiis)
- f _—
Retype 1 Limited Company / Organisation
" Personal (Single Account | User)
You Must Enter

Mame, Address, Postcode, Tel, Email & Licence before

you can proceed to regater. Leave bolh the Fassword &

Ratypa’ fislds blank to configure the systam without & Register
passwaord - NOT RECOMMEMNDED !

Before you can begin you will need to enter in your registration details.

NOTE:

If you are an agent or the member of staff responsible for submitting vat returns for multiple businesses, the
information you enter here is NOT your clients / customers - it is YOUR information, or the lead companies
information !

So fill in all the required information into the relevant boxes, select the type of user you are and then click the
Register Button.

WARNING:

You need to select the correct type of user from the options (Agent, Limited Company / Organisation,
Personal)

Refer to each of the topic pages for a more detailed explanation if your are unsure which one you should tick.
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You use AGENT if you are exactly that, you prepare accounts for your customers, you do work on their
behalf and you submit the likes of the Vat Returns for them.

So, pick this option if you DO NOT WORK for them directly but are acting on their behalf as their AGENT.
HMRC have said that they will be implementing the true requirements for AGENTS, so rather than you having
to have all your customers gateway details and passwords, the system will be set up that you simply
Request Agent Authorisation on behalf of the third party.

So your own HMRC credentials will be automatically linked to those companies / etc that you can act on
behalf off.

NOTE:

Do not use this option if you are employed as an accountant and are responsible for submitting multiple
returns for numerous companies within a group as it were.

If you are unsure please ring support on 0161 660 1366 or 0151 905 5695

Limited Company / Organisation

@iLimited Company / Drganisationé

You would select this option if you worked for a single limited company / organisation and only submit a
SINGLE VAT RETURN.

NOTE:
The one exception to this rule, if you are employed as the accountant for multiple limited companies within
the same group, so you are not actually an AGENT you just have authority from each of the companies to act

and submit on their behalf, then you would select this option !

Again, if you are unsure please ring support on 0161 660 1366 or 0151 909 5695

Personal (Single Account / User)

@Personal (Single Account / User)

This option is only used if you are say a sole trader but have to provide Vat Returns.
NOTE

Do Not use this option if you are a limited company !
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Register Button

Reqister |

When this button becomes enabled, the system believes you have filled in all the information that is required.

So, click the Register button to register and launch the application.

Password

Password:

Retype: XX

If you would like to restrict access to the Windows application you can do so by specifying a Password
from the word go.

You will need to re-type the password to confirm what it is.

When ready click onto the Register button when it becomes enabled.

NOTE:

You can switch off the password required later on or change the password at a later time.
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The Screen Explained

You are in TEST MODE

B Clients [ MTD - Vat | Self Assessments a8 HMRC Documents

@ Profile Settings

Arcess ] Licence I'I'lmt!lnd-ul Reeg Info ]

Using TEST Data

Yious can uese the sysiem in TEST MOOE, when you do this al
dala returned or submimed will B2 resticlad 1o 8 give date
penod I rangs

LUisa in TEST MODE: e -

Period Start  09-01-2018 & Single Results
Pariod End:  31-12-20M8 - Multiple Resulls

The screen is really split into three areas, the Header, the Menu and the Working Area.
As you can see from the example screen above, the Header will show alerts, the current user logged on, etc.

The Menu is exactly that and the Working Area is where all other screens will be displayed / shown.

Header

You are in TEST MODE

Logged in as : [Agent) TSAC, Admin

The Header is the very top part of the screen, as you can see from the above image any Warnings / Alerts
or even Update Messages are shown in the middle of the Header area.

By default, the currently logged on user is shown on the right hand side of the screen,
NOTE:

We believe it is important to show you at all times your current status, so if you are an AGENT this will be
shown.
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Additionally their is a bespoke Networked version of Vat2Go, this will work on multiple computers, it is not
generally released - however should you require information on this version please contact support.

Menu

B Client= ¥ MTD - Vat I Self As g HMRC Documentz [} Step by Step

The Menu area is shown above, as you move your mouse over an option it will turn RED, any option shown in
BLUE is the current or last used option.

To use the option just click the image or caption / wording.

Working Area

@& Profile Settings

Access | Licence ]Tntllndn] Reg Info ]

Using TEST Data

You can use the system in TEST MODE, when you do this all
data retuned or submitted will be restricted to a give date
period | range.

Use in TEST MODE: |Yes ~

Period Start: 01-01-2018 @ Single Results

Period End: 31-12-2018 ' Multiple Results

The Working Area is shown in Grey, with the appropriate option / panel being shown in the centre of the
Working Area.
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As a rule, when an additional panel is being shown the Menu and Header options are disabled.

To exit any of these panels simply click the Red Cross (top right hand side of the panel).
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Clients

B Clients - Editor

[ Clients - Add, Delete, Edit

Company LMEGEK
Company AZF3X
Company RMDSWT
Company GOUWRL
Company NTPVGY
Company AHDTGLU
Company GCFHUU
Company IDEHMGQ
Company XDVCAN
Company NTXODK
Company OBOWCZ

Add | |thate| | Edit ]

Client Datails | Hrmec Access ]

GUID: S0efidda-S5d%b-4c73-841f-Bbcddfeb0 70 CB: 13
I 1 { Fields n this colowr can nod be changed 7
Mame: Dale Lawrence
Company. Company 9£GCHEH
Comp. Reg: Wat No: B45977663
Address; 24 Xavier Sireet
Cambndge
Postcode: TS19 1PA Mobile:
Tel Fax:
Email: dale lawrence@example.com
Cancel Save

Everything will revolve around the Clients part of the system, even if you are a single user or single limited

company.

Here you can create your Client's account, attach the governments HMRC gateway information, create the

required security tokens and then go on to Authorise and submit the likes of your Vat Returns.

NOTE

If you are an AGENT then you will add in (x) number of clients that you are acting on behalf of. You will need
to be licensed for the correct number of clients !

Add Client

Add

To begin the process click the Add button.
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You now need to follow three simple steps;

1) Create the clients ledger,
2) Attach the HMRC gateway details,
3) Authorise with HMRC on behalf of the client.

Once you have done the three simple stages you are good to go.

NOTE: (Non Editable Fields)

GUID:

|- { Fields in thiz colour can not be changed )

Any fields with this colouring (see above) can not be changed by you !

Step 1 — Enter Basic Details

Step 1 - Entering Basic Client Details
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Client Details ] Hmrc Access |
GUID:  678ccdf9-TB4e-4dbd-9122-5783c735328d CB: 0
Id: -1 { Fislds in this colour can nat be changed )
Name:
Company:
Comp. Req: Vat No:
Address:
Postcode: Maobile:
Tel Fax:
Email:
Cancel Save

So, just fill in the boxes, making sure that you specify both the Company Registration & Vat Numbers
Your current cursor position is shown by the colour being different (see above - Name)

Press the Enter key and the focus will automatically move from one field to the next one.

Fill in as much information as possible.

Once you have done this click onto the Save button.

Step 2 — Enter HMRC User Id

Step 2 - HMRC gateway access details



Vat2Go 1.0 Manual

Client Details | Hmrec .ﬂrmssl

HMRC MNotifications:

Before you can use Making Tax Digital’ senices provided by HMRC you will need to authorise
gach Client. A Client will need autherising ence every 18 months, internally the system is
automatically validated every three to four hours.

HMRC will record various information for FRALUD preverntion, additionally they collect
information about your computar, intarmet connection and various other system stats

User ID: 380216249078

Password: viAzHd23yfps| [¥ Tick to Reveal Password (if allowed)
PY:
{ Fields in this colour can not be changed !)
HMRC Authorised Date:
Mitd Key: Mtd Date:
Refresh Key: Refresh Date:
Cancel Save

So for step 2, simply type in (better still copy & paste if available) both the User ID & Password as given by
the government gateway system.

When your ready click the Save button.

TIP:

We would recommend that if you are an agent acting on behalf of clients, that you have a signed document
from the client saying that you are allowed this information !

Step 3 — Validate Authorisation

Step 3 is the longest process, this is where we have to validate and obtain your security tokens from the
HMRC servers.

We have spent considerable time and effort to ensure that this step is performed as easily as possible, we
believe we have achieved this.

So, click onto the Authorise HMRC button.
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Authorise with HMRC: I

When you do this, you will be asked to confirm that this is what you want to do.

Ready to Authorise

’ 1 You are being redirected to the HMRC website for Authorisation.

You need to sign in using the above User ID & Password.

When ready click the OK button, if the Authorisation FAILS or CRASHES
the systemn will time out and return to here

When you are ready click the OK button.

B Clients - Editor Cliank |¢ﬂn':-an5-'$€D’-‘JL‘-2 User ld- [I9021624%07F  Password:  hoocooooooo Abort | -

=

ity GOV.UK

GOV.UK uses cookies to make the site simpler. Find out more about cookies

|@ HM Revenue & Customs

Authority tointeract with
HMRC on your behalf

TaxPortal needs permission to interact with HMRC on your
behalf. To grant this authority, you'll need to:

1. Sign in to your Government Gateway account.

2. Enter the & digit access code we'll send to your mobile

phone, landline or ather device.

3. You might need to confirm who you are by answering some
security questions on, for example, your passport, PS0 or
other documents.

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

This authority will last for 18 months. You can remove this v

The screen will now change, the above should appear, if it doesn't click the Abort button and try again.

You will see that a scroll bar has appeared on the right hand side, move the bar down and you will see the
Continue button.
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Click this button to begin the process of Authorising your clients account.

iy GOV.UK

| HM Revenue & Customs

Signin

Enter your Test User credentials to signin.

User D

Password

You now need to enter in the Clients gateway information, here's a little trick for you !

Look at the top part of the panel, you can see Client, User Id & Password (see below)

E.« clientS_EditDr Cliant |Ce:|n-gan5-':€[?|.".ll,':2 User id 30021624507 F  Password:  booooooooooos Ahort I

Double click the User Id box at the top, it will turn blue, now simply paste it into the User ID box the
government website shows.

WE-1-Tals Ml B 0021624907 ¢

And now click onto the government's User ID box, right hand mouse button, click Paste
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User ID |

Password

Problems signing in

Repeat the same process for the Password box and then click Sign In

i@y GOV.UK

| HM Revenue & Customs

Undo

Redo

Cut
Copy

Paste
Delete

Select All

Authority to interact with

HMRC on your behalf

The TaxPortal software application is requesting to do the

following:

¢ \fiew your VAT information
¢ Change your VAT information

It will be able to do the above for 18 manths from when you

grant authority.

Grant authority

And lastly click the Grant Authority button.

And as if by magic, the screen will disappear and all your security tokens and validation keys will

automatically appear within Vat2Go

390216249078
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Client Details ‘ Hmre Access ]

HMRC Notifications:

Before you can use Making Tax Digital' seraces prowided by HMRC you will need to authonse
each Client. A Chient will need authorising once every 18 months, intermally the system is
automatically validated every three to four hours

HMRC will record various information for FRALUD preverntion, additionally they collect
information about your compater, intemet connection and vanous other system stats

UserID: 3902168249078

Password: viAzHd23yfps W Tick to Reveal Password (it alowed)
PV
256M1ce01193868084fechbbaf3eefd?2 i Fields in thia colour can not be changed 1)
HMRC Authorised Date:
14560cd13c2bTecdcBf1748b1b3bc 12/03/2019 11:38:33
Mitd Key: Mid Date:
14560cd13c2bTecdcBf1748b1b3be 12/03/2019 11:38:33
Refresh Key: Refresh Date:
8558b398ce3bdd31e931e68bfadalchd 12/03/2019 15:38:33

Cancel Save

Click the Save button when ready.

NOTE:

Again this information is in fields you can not change, by default the rolling keys change every four hours,
Vat2Go will automatically re-authorise itself as and when you will not need to do anything else.

Currently for the purpose of security the government has decided that you will have to repeat the manual
Grant Authority every 18 months.

Abort Button

Abort

If you can not sign into the HMRC portal or there servers are down or offline, you can click the Abort button
shown at the top of the panel.

This will return you back from their portal to the system, you can then try again later.
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Delete Client

| Clients - Add, Delete, Edit

Company 92GCRH
Company UABGEK
Company AZFIXU
Company RMDSWT

To delete an existing client simply click onto the Client within the listing.
There details are automatically shown opposite.

Now click the Delete button.
Confirm

Delete this Client - Are you Sure ?

You must confirm that you do indeed wish to DELETE the currently selected client.

Confirm DELETE

Once deleted - ALL data will be lost - Be Sure - DELETE NOW 7

You will be asked to confirm once more that this is what you want to do.

Click Yes and the Client will be DELETED.

WARNING !

You can not recover the client once you have deleted them, all their data is destroyed - use with caution !

Edit Client
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| Clients - Add, Delete, Edit

Company UABGEK
Company AZFIXLU
Company RMDSWY

Company GOUWRLU
Company NTPVGY

To Edit an existing client or to carry on with Steps 2 & 3, simply click onto the client and then click the Edit
button.

the Tabs (Explained)

‘ Client Details] Hmrc Access ]

The Tabs are really just grouping methods.
So as in the above example, all of the Clients details are grouped under this tab.

Likewise everything to do with the HMRC access is grouped together under this tab.

Client Details

Under the Clients Tab, the following information is recorded

Name: [EENE
Company. Company GCFHUU
Comp. Req: Vat No: 688476955
Address: 9 Islington High Street
Edinburgh
Postcode: TS1 1PA Mobile:
Tel Fax

Email

Please try and fill in as much information as possible, you must ensure that you have entered the correct
Company Registration & Vat Number where applicable.

If these are wrong, you will not be able to get information from HMRC !
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HMRC Access

Under the HMRC Access tab

HMRC Notifications:

Bafore you can use Making Tax Digital’ senices provided by HMRC you will need to autharise
each Client. A Client will need authonsing once every 18 months, intemally the system is
automatically validated every three to four hours

HMRC wall record various information for FRALUD preverntion, additionally they collect
information about your computer, internet connection and vanous other system stats.

User ID: 313301733989

Password: ocononons [T Tick to Reveal Password (f allowed)

Other fields shown on this tab are reserved and locked by the system, you can not override these or change
them !

Cancel Button

Cancel

If you wish to abort your current operation at any time click onto the Cancel button as shown.

Save Button

Save

Click the Save button to update any of the details you have changed.

Close Button

To close the entire panel, click onto the Red cross button at the top right hand side of the panel.
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AGENT Details

| Clients - Add, Delete, Edit

AGENT Details

Company EIGQAI
Company YWVJPM1

If you are an AGENT when you go into the Clients listings, you will see on top of the list - AGENT Details

This allows you to configure all your personal details as the acting agent and provide the system with your
personal HMRC Access details.

In the future you will be using your credentials to access the government gateway and NOT that of your
Clients.

Please refer to the topic - Future HMRC Plans

Future HMRC Plans

The HMRC have already indicated the direction they would like to go, this includes the new software being
able to automatically send out invite requests to new clients to automatically grant authorisations, etc

To this end, it is expected that when the AGENT connects, transmits of receives information from the
government gateway that your personal credentials are used and not that of the Clients.

We have already included this feature into the system, and as soon as the HMRC request that it is
implemented it will work.
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MTD - VAT

Making Tax Digital
Its now time for everyone who has to submit VAT Returns to go digital.
Sounds a lot more complicated than it actually is.

In a nutshell, you need to transmit the data (boxes 1-9) electronically to the HMRC servers without the users
having to duplicate the figures.

Instead of going online and typing the information into the old government web portal, its done directly via
either your accountancy software or via the likes of Vat2Go's bridging software.

As with all our software applications, it takes the hassle, the grief, the pressure out off you.

Vat2Go will support Microsoft Excel, SAGE and virtually all other exported CSV/TXT files.

What Services You Can Use

Vat2Go currently offers the following services via the HMRC automation;

Get Obligations - Get list of Vat Returns due
- View Previous Vat Return
- Submit a New Vat Return

Get Liabilities - Get list of all Clients liabilities due to HMRC
Get Payments - Get list of all Payments made by the Client
HMRC Documents - Direct access to the governments document portal services
Step by Step - Direct access to HMRC Step by Step guides

- Direct access to Vat2Go Step by Step guides

NOTE:
We intend to add all MTD services made available to all via the HMRC MTD services.

It is always worth asking if certain forms / uploads have been released as we may be in BETA testing stages.

Select a Client


{0BD37828-BE68-4DFD-8EE1-BEAE739E3662}
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Select Client: | -
Company EIGQAI
Company VVJPM1

To begin with you will need to select the Client you are dealing with, this is in any case, regardless of you
being a single user or agent.

When you do select a Client, you will be requested to select from the list of Service Required.

Vat Number (shown)

Select Client: | Company EIGQAI ~| Service Required: |

Vat No: 932282531 From: |

After selecting the Client from the drop down list, you will see that the Client' VAT number is automatically
shown, this allows you to reference that you are working with the right Client.

Select a Service Required

Service Required: | Select ._.

Obligations
From: |Liabilities

FPayments

Now you need to select the MTD Service Required from the drop down list.

After doing this you will automatically be asked to confirm a period date (only if you haven't already set a
date)

Set from / to Dates
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Vat Start Date

N February 2019 |Febmary ~| [2019 ~|

Sun | Mon | Tue | Wed | Thu Fri Sat
27 28 29 30 31 1 2z
3 4 i} il T i 9
10 11 12 13 14 15 16
17 18 19 20 21 s 23
24 25 26 27 20 1 2z

Cancel Use

You need to specify the vat start period and the vat end period.

You can do this by simply clicking onto the start period date via the calendar.

Either double click on the date you want to use or click it once, and then click the Use button.

To abort click the Cancel button.

TIP

By default the system will automatically set the end period to 3 months after the start period, although you
can change this yourself.

Also be aware, if 'You are in TEST MODE!' then the dates will be changed to the predefined dates, regardless
of the date you pick.

Clear Button

Clear

To clear the entire form and start over click onto the Clear button.

Search Button

Search .
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Click onto the Search button, to force the system to scan for Obligations, Liabilities & Payments.

The results are automatically shown in the results gird.

Print Button

Print

To print out the grid shown on your current screen click the Print button.

Obligations

Vat Obligations

Period Period Due ) ~
Start End By Status Received

01-01-2017 | 31-03-2017 | 07-05-2017 Fulfilled 06-05-2017 | & View

01-04-2017 | 30-06-2017 | 07-08-2017 Open - £ Submit

Please Note:

You can only search as 12 month period, this is a limitation set by the HMRC
and not the system. Please ensure that you check all periods for any
outstanding VAT obligations.

After clicking the Search button, the system will securely contact the live HMRC servers and retrieval all Vat
Obligations.

As you can see from the above example, the system will return information from HMRC and display it in an
easy to follow grid.

As a rule, anything that says 'Open' needs to be looked at and anything that says 'Fulfilled' has been
completed - this does not mean that you have paid VAT that may be due, only that the forms have been filled
and received by the HMRC correctly.
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View Obligation

01-04-2017 | 30-06-2017  07-08-2017 Open = View

To review a previously submitted Vat Obligation simply click the grid, it will turn yellow and then double click
onto the View button as shown above.

Submit VAT Return
Period Period Due _
Start End By Status Received

01-01-2017  31-03-2017  07-05-2017 Fulfilled 06-05-2017 || ] Submit

To begin the process of Submitting a new Vat Return, again click onto the grid - it will turn yellow. Then
double click the Submit button.

Import Electronic File

Import Electronic Data Figures

Import File: | [

Accounts Application: Format: | File Read: |

Sage Accounts 50 |
Microsoft Excel
Raw Text File

Quick Help

1) Chose your import file, set
your file format and choose
the accounts application.

2) Click TEST bution, when
testing is successful click
the IMPORT buttan. Cancel Test Import

DON'T PANIC
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This looks far more worrying than it actually is, in fact once you have done this a couple of times it will
become very easy.

HMRC no longer allow you to type up the figures manually to be submitted, therefore you have to export your
figures from your current accountancy system and then import them to be submitted automatically via
Vat2Go's bridging software.
Four Steps;

1) Select your accounts application that you use.

2) Select the file you want to import

3) Click the Test button to check all is well

4) Click the Import button to actually import the data
From there you can simply Submit the data to the HMRC live servers.

NOTE:

Because we write software, day in and day out, we are able to create bespoke import routines which can
handle virtually any type of exported data file.

Virtually all systems will export a basic CSV, Text or Excel file but even if your existing system cant
generate these files there are still things we can do to help.

Call support on 0161 660 1366 or 0151 909 5695

(...) Open / Locate Export File
L]

To locate your exported file click the above button (...), the following screen will now appear.
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2 Open “
T o ¢ ThisPC » Datal (D) » MTD ¢ Impost w 5 Search Impost i<
Organise = Mew folder == - [l
|\ Shared favourite: & Rapme ° Date modified 1,1,"VAT due in this pericd on
N sales",0.09
Y Homegroup El] VATDET. TMPDATA 5 I}E _zmﬂ b 2,2,"VAT due in this periocd on
| Zh] VATRET.csv 11/03,2019 16:47 EC acquisitions™,8.88
B This Be 3,3, "Total VAT due (sum of boxes
o 1 and 2)7,8.00
!.Desk'bap 4,4,"VAT reclaimed in this
£ Documents peried on purchases",844.08
& Downloads 5,5, "Het VAT to be paid to
K Music Customs or reclaimed by
£ Pictures you', -844 6@
B Videas 6,6, "Total value of sales,
B Loesl Disk () excluding VAT",9.88
g Datal (D) 7,7,"Total value of purchases,
. Data2 (E) excluding VAT", 4220, 08
8,8,"Total value of EC sales,
excluding VAT",2.08
9,9,"Tetal value of EC
purchases, excluding WAT",8.88
B Mrhuirr ¥ % >
File pame: | VATRET.csv v Comma Seperated Values [*.cs %

As you click onto the file, its contents are shown on the right hand side of the form. You can change the file
type by clicking the drop down box (see topic File Formats) for further information on this topic.

When ready click the Open button, or click the Cancel button to abort.

File Formats (supported)

Commma Seperated Values ("o v

Comma Seperated Values (*.csv)
Microsoft Excel (*ads; *ulsx)

All Files (*.%)

More and more file formats are likely to be added during the roll out over the next 3-5 years.

To begin with the most common and most likely to be available in all applications as export routines are as
follows;

Csv - Comma Separated Values
Xls - Microsoft Excel (including the newer format of Xlisx)

Txt - Standard text output files

NOTE:
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If you have another file extension that is simply text based then you can click the (*.*) format and the system
will attempt to read the file as it would any exported txt file.

Accounts Applications

Accounts Application:

Sage Accounts 50

Microsoft Excel
Raw Text File

You need to specify what accounts application you are using, do this by simply clicking on the name of your
application in the list.

NOTE:

This list will be increasing as new accountancy systems are verified as being compatible with Vat2Go's
bridging software.

If you have a different piece of system that you need instantly checking please call support on 0161 660 1366
or 0151 909 5695

Cancel Button

Cancel

If you want to cancel your current operation click the Cancel button

Test Button

Test

Once you have selected your Accounts Application and have specified your Import File, you can then click
the Test button.
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Format: | CSV File (csv) File Read: | Ok

1 1 AT due in this period on sales 0.00

2 2 WAT due in this period on EC acquisitions 0.00

3 3 Total VAT due {sum of boxes 1 and 2) 0.00

4 4 VAT reclaimed in this period on purchases 844.00
5 5 MNet VAT to be paid to Customs or reclaimed by you -844 .00
6 6 Total value of sales, excluding VAT 0.00

7 T Total value of purchases, excluding VAT 4220.00
8 & Total value of EC sales, excluding VAT 0.00

9 9 Total value of EC purchases, excluding VAT 0.00

As you can see from the above example, the system has read the exported file, it contains four columns of
data but only three are used by the system - these are highlighted in yellow.

Anything highlighted in red has been spotted as an error by the internal checking systems and will prevent
you from Importing the data and Submitting it to the HMRC.

NOTE:

Different import routines will have different number of columns, etc, so your screen may look slightly different
to the one shown above. But in a nutshell you should find that boxes 1 - 9 are automatically shown.

Import Button

Import

Once the exported file has been tested ok, and the File Read: states that it is Ok you can click the Import
button.

Review the Return



Vat Return - Details

VAT Retumn for the period: 01-01-2017 to 31-03-2017

VAT due on sales and other outputs 0.00
VAT due on acquisitions from other EC Member States 0.00
Total VAT due (the sum of boxes 1 and 2) 0.00
Vat reclaimed on purchases and other inputs 844 00
(including aguisitions from the EC) ’
Met VAT to be paid to ( s or reclaimed by you .
(difference between boxes 3 and 4) 844.00
Total value of sales and all other outputs excluding A 0.00
any VAT. 0 ’
Total value of purchases and all other inputs
excluding any VAT 4220.00
Total value of all supplies of goods and related = 0.00
costs, excluding any VAT, to other EC member states. “ ’
Total value of acquisitions of goods and related costs q 0.00
excluding any VAT, from other EC member states. = ’
Cancel Submit

Before you Submit the Vat Return you can review the information, it is at this point HMRC do not want you
to be able to retype or change the information being submitted.

With that in mind, should you find an error or need to make an adjustment you will need to do this in your
original accountancy system and then export the file again.

When ready you can click either the Cancel button or the Submit button.

Cancel Button

Cancel
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If you want to cancel your current operation click the Cancel button

Submit VAT Return

Submit

When ready click the Submit button and the Vat2Go application will begin the process of submitting your
Vat Return.

DECLARATION Statement

DECLARATION

| confirm that the data shown is correct and that | wish to submit this VAT
declaration electronically to HMRC.

5

| confirm that my client has received a copy of the information
contained in this return and approved the information as being
correct and complete to the best of their knowledge and belief.

| = | =S5 3 ]

Tick to Proceed I

-
(=]

| Cancel / Abort Submit to HMRC

[ | L AUR LT B I

Before you can proceed to Submit to HMRC you must confirm that you have read and accepted the
confirmation statement (see above).

To abort click Cancel otherwise click the Tick to Proceed tick box and then click Submit to HMRC.

Tick to Proceed

Tick to Proceed ¥

| Submit to HMRC

Once you have read the statement and agreed by its terms, you should place the tick in the box (Tick to
Proceed).

Upon doing this the Submit to HMRC button will become available to use.
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Cancel / Abort Button

| Cancel / Abort

If you are unsure or don't want to Submit the Vat Return click the Cancel / Abort button.

Submit to HMRC Button

| Submit to HMARC

When you are good to go, simply click the Submit to HMRC button and Vat2Go will begin the secure
connection to the live HMRC servers.

Outcome / Results

In reality there are only two outcomes from a live transmission to HMRC.

The first is Success - your Vat Return submission has been accepted, this is confirmed by you being able to
print out a hard copy of the Vat Return showing the date / time stamp accepted by the live HMRC servers
along with uniquely identifiable markers.

Secondly, FAILED - your request for whatever reason failed, it will need to be redone, this could be various
reasons such as;

Wrong Vat Number

No Client Authority

Data Details are incorrect
HMRC servers are too buys

If you receive the last error, simply give it 20 minutes and try again, sometimes coming to the last few days
before the expiry date millions of people are trying to submit their returns and the servers are just too busy !

Successful Transmit — Print Report
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Success

Congratulations your VAT return has been Accepted, you can now preview and
print your return notifcation.

The above message box shows you that HMRC has received and accepted your submission, it does not
mean that the return is correct, only that they accepted the data you sent them !

After clicking the OK button, you will be able to print out your Submitted Vat Return, for details on this see
the topic - Printing Options

Unexpected HMRC Error - Close

Unaxpactad HWRC Error Returned

Ciode: A0 Text: Bad Request

Error: Raason
Imvalid_request Imvalid request

Inwalid_monetary_amount  amount should be a monetany value (o 2 decimal places), between 0 and
98 509 050 209 09

| Close |

If you get the following screen back, in a nut shell the HMRC servers were not happy, and as such simply
refused to accept your Vat Submission.

Depending on the actual error message shown, depends on if you should try again in 20 minutes.

If you believe your data to be correct and cant get the submission to go through please ring support on 0151
909 5695 or 0161 660 1366.

Printing Options
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3 Flexible Grind Report Utility - Report Settings. == Ech ==
Page T tlarging T Header  Footer ]
[ Printing Options Mot all options may be available as

some reports may be fixed

Paper Size: | A4, 210 x 297 mm =] Ik Sty
n 2

Orientation: (® Paortrait " Landscape Print in: |Enlnur j

" Document Spechic

Fages: [All

Rows | Cols
Rows:|0 I Print Grid Lines Print Fixed: | W | T
. i : . I_
e’ [~ Duplicate Titles on Bottom Prnt Titles: | T

 Mumbering "~ Alignment Create PDF I
W Show Page Numbers ¥ Centre Horizantally
Export Excel

Start Page Numbering At: [1 I Centre Vertically

| Freview Report | | Cuit |

You can change various settings from here prior to printing, but in reality you just need to click the Preview
Report button and then click the Print Icon once the report is shown.

NOTE:

It is possible for you to create a PDF of the report from here, this you could email to your client should you be
working as an agent for others.

Print Preview
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L T
Serint | Hloptons [ varans | -] | (3 (3 10 | Clese l

Yat Retun - Document Printed - 14 March 2019 at 17:02-31

Company XEEDOK
28 Zealand Road

Glasgaw
Vat Mo:

E44522272

| VAT due on sal=s and other owlputs

| VAT gue on sequisitions kom gther EC Member swmn a9.00

|Tnulm7dun:ﬂ1nmmn‘fbnm1md2‘] “ a.00

Vit reclmimed on purchases and other inputs
lincluding agulsiticns frem the EC)

Total value of sales and all other owtpuets exdueding
any VAT,

Total value of purchases and all other inputs
exciuding any VAT,

Total value of all supplies of goods and nelated
oo6ts, excluding any VAT, to olher EC member slates

Taotal value of seguisitions of goods and relaled costs

0
wxdluding any WAT, from other EC member states. =

DECLARATION

| condirm that this is & wue copy of the VWal Return [data) |
have submitted elecronically to HMRC.

HMMRC Validation

Processing Date: 2015-03-14T17.01:25.0082  Fay Via: BANK
Fonm Bundle Number: TEZ4836880861  Charge Ref Number:

VAT Return for the period: 01-04-2017 to 30-06-2017

Once you are happy with your Print Preview click the Print Icon.
NOTE:
You can see at the bottom of the report, the HMRC validation details, these include;

Processing Date, Payment Via Notification,
Form Bundle No, Charge Ref Number
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Not all fields are returned by the HMRC live servers, the important two are the Processing Date & Form
Bundle No.

Having those two pieces of information mean you can be sure that the HMRC have you Vat Return.

Make Payment to HMRC Now ?

Confirm Make a Payment?

Do you Wish to Make a Payment to HMRC now ?

HMRC would like to get all payments as fast as they can, to this end, after successful acceptance of a Vat
Return you will be asked if you would like to make a payment to the HMRC now, either confirm Yes or No.

Clicking Yes will take you to the governments payment website (see below)

VRLEED - Simglifying 38 oo BMRC oiligations

Yat %0 . looged
A
B Clients [5G 2 Salf A ents 80 HMRC Docurnants g

= HMRC Documents

ity GOV.UK

Hi e ESiTsrEs AN [ 2 E iiﬂgii"g!

Pay your VAT bill

Cantents

— Sfarding coder

— Checl your payment has been received
— Pay your VAT MOES bill

Overview Related content

Loegin to e VAT anlind sandices

WAT Returns

VAT recond kesping

Thare are different deadlines if v gse Freciaiming VAT |+
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During the life cycle of Vat2Go we do expect that more and more functions will become embedded into the
system such as that of making a payment or setting up direct debits through Vat2Go.

Liabilities

Service Required: | |

Obligations
From: pErigee

[Payments

Select Liabilities from the drop down box and then click the Search button.

Remember that if nothing appears, check that you have specified both your start and end periods correctly.

Overview

Vat Liabilities

P;:;?td pa";' Tipe AMOURLE Dutstanding £ ':‘I;‘: =
01:01-2017 | 05-04-2017 WAT Rt Dabil Charge 63,872.00 63.872.00 | 12-05-2017
09-04-2017 | 30-04-2017 WAT Rietwm Debil Charge E.00 09-08-2017
01-08-2017 | 31-08-2017 VAT CA Charge 493.38 49138 07-10-2017
01-10-2017 | 09-12-2017 WAT OnA Debit Charge 0.00 845,00 | 3-12-20197

-

Any matching results are automatically shown (see above).

You can print this report out, but there is no further actions possible.

Payments

Service Required: | ~|

Obligations
From: |Liabilities

Select Payments from the drop down list and then click the Search button.

Any payments made within the given period will then be displayed.
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Overview

Date Received Amount Paid £ 8

1M-02-2017 5.00

11-03-2017 50.00

12-03-2017 1,000.00

05-08-2017 321.00

- 91.00
12-09-2017 5.00 W

As you can see from the above image, any matching Payments received by HMRC are displayed.

Whilst you can Print the above report out, you can not change or alter any of the information contained
within.
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Self Assessments

Vat2Go will be adding in many new features, we intend to add all MTD options, this includes Self
Assessments.

To access all options pertaining to submitting Self Assessments click onto the menu option.

RESERVED for future development

&

Unless you are a registered BETA tester for both the HMRC and Vat2Go you will not current have access to
any of the Self Assessments features.

Please contact support for further information - ring 0161 660 1366 or 0151 909 5695
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HMRC Documents

Vat2Go has embedded a direct link into its system, this allows you to instantly access documents held and
offered by HMRC

By clicking this link, you can speed up access to vitally important documents, without having to waste time
trying to find the relevant pages.

Overview

& Vat2Ga - Simlifying 29 your FMRC ol patioes == EaE |

IIHZ' .....

B Clients [ MTD - Vat | Self As
%= HMRC Documents

iy GOVL.UK

Departments Worldwide Howgovermment works  Getinvolved
Seanch 0 - ) - L
Publications Consultations Statistics MNewsand communications

Hosme * Mongy > Dealing with HMBZ > Tas acent and achizer quidange

Collection

HMRC forms

HM Revenue and Customs (HMRC) forms and associated
guides, notes, helpshests and supplemsntary pages.

Published 1 lanuary 2014
Fram: HM Bevenus & Cuslems

* Aggregates Lavy

= fir Passenger Duty
= Alcohol duties

= Capital Gains Tax

= Charities

Think of this as a web browser inside the Vat2Go application. But it allows you to print correctly, search the
HMRC website for given documents, etc

To close the panel click the RED CROSS shown on the top right hand side of the form panel.
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Step by Step

Two sets of guides are available online, the first is compiled directly by HMRC and cover there topics (such
as agent sign ups) and the second set of guides are intended as quick reference guides on using Vat2Go.

To close the panel click the Red Cross.

HMRC - Step by step guides

Step by Step Guides

HMRC - Agent Step by Step

HMEC - Business Step by Step

As the HMRC notify us of additional step by step guides we will automatically added them to the internal
system, making it easier for you to find helping guides.

Vat2Go — Step by step guides

Step by Step Guides

Vat2Go - Which Oneam [ 7

Vat2Go - Creating a Client

Wat2Go - Submutting a Vat Eeturn
Puklished 7 Mareh 2019
We will be adding both more step by step guides and normal user guides over the next couple of months.

Anything you need right now please feel free to ring us on 0161 660 1366 or 0151 909 5695.
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Profile

Each user of the system will have their own Profile Settings.

From here you will be able to configure various options, including;
Passwords, Password On Start Up
Licence, Subscription Code, User Type, Number of Clients
Test Mode, Period Start / End, Single / Multiple Results
Registration Information

Once configured, other than changing your password or switching into TEST mode you are unlikely to revisit
this section.

the Tabs

& Profile Settings

‘ Access I Licence ] Testl'uﬂode] Reg Info ]
' |

You can access the different parts of your Profile Settings by clicking onto the Tab Name.

Each Tab groups together various pieces of profile information. Refer to the individual topic chapters for more
information.

Access
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Access I Licence ] Test Mude] Reqg Info ]

Log On With Password:

To restrict access to this application, ensure that you have
configured your password, including the 'Auto LogOut' timer.

Require Password:
Password
on Startup: |Nu v| Retype:
Auto Log Out
(after x minutes) 15

| Save Updates

Vat2Go can be set to use passwords, this is where by the user will have to type in their user name followed
by their current password before being allowed to access the system.

Require Password on StartUp

Require
Password
on Startup: | v|

Yes

You can restrict access to the Vat2Go application by forcing a user login.
To do this simply set a Password and then set Require Password on Startup to Yes.
NOTE:

To disable user login, set this to No

Changing your Password
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Password: 30000K

Retype: 000K

If you want to change your password, simply type in your new password into the first field. Now retype your
password for a second time,

When you click the Save Updates button, your new Password will be saved and required from thereon.

NOTE:

If your new passwords don't match - the new password will NOT become active !

Auto Log Out (x)

Auto Log Out
(after x minutes) 0|
You can configure the system to automatically log you out after (x) minutes.
NOTE:

This only works if you have selected Require Password on Startup, have an actual Password and have the
timer set to more than 0.

Setting this to 0 will switch the Auto Log Out off.

Save Button

| Save Updates

When you have made all you alterations, click the Save Updates button.

Licence
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Access ] I Test Mude] Reg Info ]

NOTICE:

Without a VALID licence you will not be able to view, download or
submit any new information to the HMRC.

Licence:
213-2237-cab6e7362cdd2a49c944d8940c581e17-
11554
Subscription Code: 6C-31-2583D5:4FA
User Type:  Company/ Ltd / Organisations
Number of Clients: 49
Save Updates

Within the Licence tab you can update your Licence & Subscription Code.
NOTE:

Your Subscription Code is automatically renewed by the Vat2Go application, the only time you would need
to change this manually is if your account falls into arrears and the system locked due to non payment.

Additionally you can not change the contents of either of the other fields !

Subscription Code

Licence:

321-2237-cacbe7362cdd2a49c944d8940c581e17-
20411

You should always use copy & paste to insert these code into there relevant fields as typing it will usually
result in a typo-error !

Subscription Code: 16C-31-2583D5:FA4

Licence Codes are unique and must not be shared with anyone else otherwise they may corrupt your data !

Subscription Code will automatically renew after each monthly subscription payment has been made via
the Vat2Go application.
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Increasing / Decreasing Clients

Should you want to add more clients to Vat2Go simply ring up the support line.
They can adjust your subscription and update your Subscription Code.
The true in reverse, should you loose a number of clients you can ask us to reduce your level of subscription.

Please refer to our online guide on pricing / charges.

Save Button

| Save Updates

When you have made all you alterations, click the Save Updates button.

Test Mode

Access ] Licence ] I Reg Info ]

Using TEST Data

You can use the system in TEST MODE, when you do this all
data returned or submitted will be restricted to a give date
period / range.

Use in TEST MODE: -

Period Start: 01-01-2018 1 Single Results

Period End: 31-12-2018 @® Multiple Results

Save Updates

To allow you to get to grips with new features / functions Vat2Go allows you to switch into TEST Mode.

When in Test Mode and data transmitted to HMRC will be automatically verified, and then dumped.
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Existing test data is also provide by HMRC so you can view what results you can expect to see.
NOTE:

You must switch off Test Mode before trying to process any true and live data for your clients !

Use in TEST MODE

Use in TEST MODE: | v|

Yes
Period Start: [11-[11-

To active the system in Test Mode set the drop down box to Yes.

Within a few seconds of clicking Save Updates, your screen will change and show a flashing message.

Vat2Go - Simplifying all your HMRC obligations

I You are in TEST MODE I

Before submitting any live client data you must turn off Test Mode.

Single / Multiple Results

1 Single Results

@ Multiple Results

When in Test Mode it is possible to return either a single result or multiple results from HMRC.

Set this value here, its useful when searching for Liabilities & Payments.

Period Start / End

Period Start: 01-01-2018

Period End: 31-12-2018

By default the system will automatically create the above Period Start & End dates,

Although you can change these to suit your own purpose.
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NOTE:

These dates will override any date you pick prior to Searching !

Save Button

| Save Updates

When you have made all you alterations, click the Save Updates button.

Reg Info

Access ] Licence ] Test Mnde] Reg Info I

Name: David Smith

Company: Hestor Ltd

Address: 46 Fountain Street
Manchester

Postcode: M2 2BE Tel: 0161 660 1366

Email: dave@hestorcom

| Save Updates

The Reg Info tab allows you to correct your original setup Registration Information.

This may be because you have moved offices, changed your telephone number or just changed your email
address.

Name, Company
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Name: David Smith|

Company: Hestor Lid

Simply type in your Name and Company name if one exists.

NOTE:

You do not need to enter in a Company Name but that will take preference over the persons Name.

Postal Address

Address: 46 Fountain Street
Manchester

Postcode: M2 2BE

Type in your postal address, this can be shown on any printed documents or service letters (future use)

Telephone

Tel: 0161 660 1366

Type in your Telephone number here.

Email

Email: dave@hestor.com

Type in your Email address here, make sure you type it in correctly as support will use this email address for
notifications.

Save Button
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| Save Updates

When you have made all you alterations, click the Save Updates button.
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Login Required

2> Login

Username: PR

Password: R

Forgot your password ? Login |

If activated you will need to login by providing both your user name and your password.

Username

Username: Admin

By default and if you are not using a bespoke network version of Vat2Go your username will always be
Admin

Type this in and then press the Enter Key to continue.

Password

Password: renan

Now type in your password and press Enter.

The Log In button will now become available to use.

Forgot your password ?

Forgot your password 7

If you have done so, you will need to ring support, they and only they can remotely access your computer
and reset your password.
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Ring support on 0161 660 1366 or 0151 909 5695

NOTE:

We do not keep copies of your passwords, all we can do is remove the password and get you to create a new
password.

Log In Button

Log In

When you have entered both your Username & Password click onto the Log In button.

So long as the details are correct, the main screen will now appear.
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