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Welcome

Chapter 1

Sage Personal Tax will help you prepare the SA100 tax returns for individuals. Tax computations are

managed by Personal Tax,

making the process of completing the return much simpler.

You have everything you need to complete an SA100 or R40 tax return within Sage Personal Tax.

If a client owns a business

oris a partnerin a business, calculating their tax liability can be much

simpler by using Business Tax and Partnership Tax. Both of these programs can calculate the client's
taxable income and transfer it to Personal Tax.

Finding your

way around

The main Sage Personal Tax window is made up of the following areas:
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Main Menu and Toolbar: From here you can access all the functions in Personal Tax. For
example, this is where you roll the client's data forward to a new tax year. All the functions
can be found in the main menu, but some frequently used functions are also available on the
toolbar for easy access.
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] Annual Data Navigator: You may well be familiar with the 'tree' stricture of folders from other
Windows programs. Each folder in the tree represents an area of tax. You will be using the
Navigator extensively to enter your client information.

] Data Entry window: This is where you view and enter your client information. This window
displays the page you've selected from the navigator.

The Personal Tax workflow

This is a quick overview of the steps that you have to take in order to complete a tax return for one
of your clients.

1 - Create a client
You can create a client from Personal Tax, Control Centre, or Sage Practice Solution.

If you use Sage Practice Solution and have client integration enabled, clients created in any Sage
Taxation program will automatically be available in Sage Practice Solution. For more information,
see Connecting your Sage programs on page 5.

If you are producing a tax return for a client for the first time, you will have to set the client up for
Personal Tax. You only have to do this once; the client is then kept in Sage Taxation so you can
continue to complete tax returns for them year on year.

For more information, see Creating clients on page 4.

2 - Complete the Event Log

Next you will have to complete the client’s event log. This is where you record events in the client’s
life that Personal Tax would have to be aware of in order to accurately calculate their allowances
(e.g. date of birth, marriage, registering as blind).

For more information about the Event Log, see Events & Family Log on page 7 .

3 - Collect your client's income data using the Annual Data Questionnaire
To help you collect your client’s income data, Personal Tax has the facility to produce income
questionnaires that you can send to clients which when completed will provide you with all the
income information you require to complete the client’s tax return.

For more information about the ADQ, see The Annual Data Questionnaire on page 10

4 - Enter the client's income details

Once the client is set up you can start entering the details of the client’s income on the forms in the
Annual Data Navigator for this tax year (in addition to any data you transferred from other Sage
Taxation applications). At any time during this process you can check how the SA100 tax return will
look using the data you have entered so far and create ‘snapshot’ copies of these for future
reference.

For more information about entering income details, see Data entry forms on page 13.
5 - Validate the return

After you have entered all the data, you can use Personal Tax to validate the return before you print
it. This will make a series of automated checks on the return to ensure that the data is valid and will
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not be rejected by the Revenue. If there are any problems, Personal Tax will list them for you.
For more information, see Find errors with the return on page 19.

6 - Generate the final return

Once you are satisfied that you have completed entering the data for the clients, you can then

generate the final return for submission to the Inland Revenue. You can submit the return in two
ways:

[ By post: print a paper copy from Personal Tax;

] Via the Filing by Internet service: click FBI on the toolbar.

For more information, see Submitting the tax return on page 22.

Annual Data Navigator

The Annual Data Navigator is a visual representation of the client's income, outgoings and
allowances for the tax year in question.

] It shows at a glance what data has been entered and whether it is complete.

] It also helps you navigate through the different tax areas.

The navigator has a multi-level structure of folders that contain the data entry forms in which you
enter tax information for the client. The Annual Data Navigator offers two different views of your
data: the default hierarchical view or tree view, and an alphabetical view.

Changing tax years

The navigator displays one tax year at a time for the selected client. The tax year currently selected
is shown in the drop-down list at the top of the navigator.

Er Mr. Percy Alex (EKXE35) - Sage Personal Tay v1
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Creating clients

There are three ways to create a client that can be used in Personal Tax:

Creating clients in Personal Tax will set up the client with the details needed to start entering
information for tax return processing.

If you use Sage Practice Solution and have client integration enabled, clients created in any
Sage Taxation program will automatically be available in Sage Practice Solution. For more
information see Connecting your Sage programs on page 5

Using Control Centre, you can set up clients for any program in Sage Taxation.

Creating clients in Sage Practice Solution gives you the benefit that your details will be
available to all of the subscribed service programs for the client. If you use Sage Time and
Fees, this will also allow you to create jobs and record time against your clients.

To add a client:

Note: If you use Sage Practice Solution and have client integration enabled, clients created in Sage
Taxation will automatically be available in Sage Practice Solution. For more information see
Connecting your Sage programs on page 5.

1
2
3.
4

From the File menu, choose New. The Select Dataset window appears.
Select the dataset where the client is to be created, then click Select.
The New Individual Wizard appears. Click Next.

Enter the Personal Details of the client then click Next.

Tip: If you need to quickly create a client, you can click Complete at this stage. You will be
able to edit the rest of the details later.

Enter the contact and tax details then click Next.

Provide a client code. Personal Tax will suggest one but you may want to tie this into an
existing scheme in your practice. Fill in the rest of the page then click Next.

Select the first year you will be entering tax data. You can also enter a date of birth for the
client. Click Next.

Select which staff members to assign to the client. Click on the magnifying glass button to
see a look up window. Click Next.

Choose whether to password protect the client and whether to include in reports. Click Next
then Finish to create the client.

For more detailed information about each page of the wizard, click Help on the wizard as you create
the client.
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Connecting your Sage programs

With Practice Solution you can share your client data between Sage products for practice.

Accounts
Production

Accounts
Production
Advanced

Corporation Practice

Tax (pbA) Solution

Taxation

Connected programs:

[ Sage Accounts Production

[ Sage Accounts Production
Advanced

[ Sage Corporation Tax
(powered by Abacus)

[ Sage Taxation

When you install Practice Solution, or any of the products listed above, the connections will not be
enabled. This is to make sure that you are comfortable with your new software before you begin
sharing your client data.

Note: Sage 50 Accounts is used by Practice Solution for billing. This integration is available in
Practice Solution after the billing system has been configured in Sage Practice Solution Control
Panel.

Connecting with Sage Practice Solution

Sage Practice Solution allows you to manage your clients’ details, link to other Sage products for
practice, record time against work carried out for them and create invoices based on that time.

The software comprises two elements:
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] Practice Hub
] Time recording and invoicing
Your licence agreement with Sage will determine which elements are available.

Sage Practice Hub is the central store for your client data. You can use Sage Practice Hub to connect
your Sage Programs, for tasks, communications, reporting, letter writing etc.

We refer to Sage Practice Hub with Time recording and invoicing as Sage Practice Solution.

More information

For more information about connecting your Sage programs with Sage Practice Solution, start Sage
Practice Solution (v1.5 or above) and from the Help menu choose Contents. When the Help system
appears, use the table of contents to find the book Connecting your Sage Programs.
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Events & Family Log

Use the Events & Family Log to manage the relationships and events that have occurred in the
client's life which have important tax implications.

For example, if a client has been registered blind you should enter the date and local authority in the
event log. Personal Tax will recognise that the client is eligible to claim blind person's allowance and
will mark the allowance form as such.

You can open the Events & Family Log in the following ways:

[ ] Select Personal Details > Events & Family Log in the navigator.
[ ] Click Events on the toolbar.
(] Choose Event Log from the Tools menu.

[ From Control Centre.

|'¥arto 5th April 2005 =

El-[z2 Personal details Here's where to find the

A Main details Events Family Log on the
. i T navigator. If you can't see it,

the Personal Details folder

-l Residency details may be closed.

-l Allowances

+ Earned income Click "+ next to Personal
Details to open the folder.

If you have created any relationships within Sage Practice Solution such as marriages or children for
this client, the details will come through to Personal Tax and will be available in the Events & Family
Log.

Events & Family Log
|7 Edt  q4dd  3€ Delete @ Help @ Close

Client Paitner |Chid

Jamesz Miglzon whendy Miglzon tiranda

Birth [09/04/1973) Birth [19/08/1375) Birth (10/04/2008)
Co-habitation (01/10,1336)
Married [17/06/2003)

The first column in the Events & Family Log window relates to the client (in this case, James
Nielson). Any subsequent columns correspond to people related to the client, such as partners or
children.

Each column has a number of rows:

] The title row indicates the type of person in each column (for example, client, spouse or civil
partner, or child).

(] The second row shows the name of the person to whom the events in each column relate.

] Subsequent rows contain details of the events that have been entered for each person.
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Add an event

Follow the instructions below to add an event for a client.

How to add an event:

1. Open the Events & Family Log.
2. Click Add on the toolbar. The Event Details window appears.

¥ Event Details for Lara Davies r5__<|

Click here to change the
type of event to add.

Ewent | Mew Marriage or Spouse

Date 1740642004

Some events like marriage
will need details of the spouse.
Name | Click Select to open the Client

Lookup window. You can then
| Select... choose an existing client to
link to, oryou can click Mew to

IT' Cancel ‘ Help ‘ create a new client.

Note: The Details button becomes available when you have linked to another person. The
Details button will open the Client Details for the linked client.

Spouze detailz

3. Usethe Event drop-down list to choose the event to add, then fill in the details. Click OK to
add the event.

As you've made a change to the Events & Family Log, when you close the form the following
message appears:

"Changes have been made in the Events & family Log which may affect the allowances this client
can claim. Do you want to automatically update the allowances? Click ‘No’ to manually change the
allowances later."

This is because the Events & Family Log is closely linked to the Allowances in Personal Tax. Personal
Tax automatically links events and allowances together, so that the details of events that you add or
change in the Events & Family Log are automatically entered in the Allowances section.

Click Yes if you want Personal Tax to automatically work out the allowances or No to change the
allowances details yourself.

Changing existing events

Once you've added events, you can change the event details by opening the Events & Family Log,
selecting the item to change and clicking Edit. Events can be deleted by selecting the event and
clicking Delete.

Remember that changes you make to event may adjust the allowances for the client.
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Claim allowances

As we've already mentioned, allowances are closely linked with the Events & Family Log: a client's
allowances are based on events.

f'earto bth Apnl 2009 -

Fersonal details

Hera's where to find Allowances on

b dietails &
-, .JI__III__ P ir milv Loa the navigator tree. If you can't see
Cocidencs detaje" It the Personal Details folder might
owances Poths
+ g Camed Income

If so, click + next to the Personal
Details folder to open it

Allowances that can be claimed with Personal Tax are:

] Personal allowance
| Age related allowance
[ ] Married couples' allowance

] Blind person's allowance

In the majority of cases you will not need to open the allowances form. Personal Tax looks after all
the allowances based on details you've entered in the Events Log.

You can however use the allowances form to transfer surplus allowances for either Married Couples

Allowance or Blind Person's Allowance.

Allowances

Distails for W Autocalc [ Estmated v Complete

Claim Alowances |

Filling in the Event & Family
Log will cause Personal Tax to
update the Allowances form.

Arnount of personal allovsance EB.035.00 Defauk I

[ Claim age related allowance [f over B5)
—

[ Transfer surplus allowances/use hansfered alowances

[ Claim blind person's allowance
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The Annual Data Questionnaire

The Annual Data Questionnaire (ADQ) is a way of gathering and/or confirming tax data for an
individual. ADQs can be useful as a data confirmation exercise just before the new tax year, or could
be used as an information-gathering device when new clients are created.

Any information that can be entered into Personal Tax for an individual can be included on an ADQ.
Annual Data Questionnaires can be produced within Personal Tax and Control Centre:

] Personal Tax will allow you to produce an ADQ for one client at a time. Select Annual Data
Questionnaire from the Tools menu to set up the ADQ.

] Control Centre will allow you to produce ADQs for any number of clients at once by selecting
from a range or filtering the client list. Select Annual Data Questionnaire (ADQ) from the
Tools menu to see the options for configuring and creating ADQs.

The ADQ can also be created in any of the following three formats.

Standard (Comparative) format: This option will create the ADQ in a questionnaire format in the
same kind of style as the report generator. This format will print the data existing in the system for
the currently selected year and leave a blank space for the client or client’s representative to
complete any changes for the new tax year. Standard ADQs can be produced singly via Personal Tax
or as a batch via Control Centre.

You can also create a cover letter to accompany the Standard ADQ. This can be configured within
Control Centre and is produced via the Batch Production wizard in Control Centre.

Letter (Text Based) format: This option will create the ADQ as a letter within MS Word. You can use
the template supplied with the software or create your own template for the letter and the text that
will be included for each section of the letter. Letter templates are added, amended and deleted
within Control Centre. Letters ADQs can be produced singly via Personal Tax or as a batch via Control
Centre.

Preparing the Annual Data Questionnaire

The following explains how to create an Annual Data Questionnaire for an individual client in
Personal Tax

To prepare an ADQ:

1. Open theclient in Personal Tax and select the tax year previous to the year you want to
produce and ADQ for.

2. From the Tools menu, choose Annual Data Questionnaire. The Print Annual Data
Questionnaire window appears.

10
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3. Choose whether to produce a standard or Letter format.
A Standard ADQ displays last year's details in a report format with spaces alongside for
this year's data.

The Letter ADQ uses Microsoft Word. You can change the content of the ADQ using
Control Centre.

4. Click the Sections tab.

ADQ sections can either be forced to appear, suppressed or appear when data exists for the
last year. Use the lower pane to change which sections will be included. For a new client, you
may want to include all sections in the questionnaire by clicking Include All.

Print Annual Data Questionnaire
Report  5ections | User Tew | Headers and Footers | Display Styles | Dividers |

FKey - Chick on an item to change itz show status

- Section will be shown if data existe in tax pear . i
- Gection wil be forced We've put a cross in the Self-

B - Section wil be suppressed employments box here. If your client has
a year end early in the tax year you may

% Fﬂﬂ:"ﬂ“;ﬂ*h”mpmﬂ already have prepared their accounts so
BElE income from Paitrerships ' don't need their details again.

—j State pensions and banslhits
i E# et U pergiore. Use Disfautt]
+ |7 Land and piopely H 1 1 I I
i j Fomign We've put a tick in the Capital Gains
+ [l ] Other meome box as a disposal in a previous year
EE Captd gains is noindication of future disposals.
+[B] ] Relei:

[ElEd Disclosure of Tax Avoidance Schemes
[EIE Gittid Donation of Tax Repay

All other sections have a blue question
Peszonalized setings are in use b mark. Personal Tax will only include
these sections if data existed in the
section for the previous year.

T
Save Setup | Save Az FQFl FErnt

5. When you've decided which sections to include, you may decide to save your preferences as
your practice defaults. To do this click Set Default.

6. Once you make any deviation away from the default, the window indicates that Personalised
settings are in use for this client.

7. Click Preview to see the report before you print it.

If you are happy with the report, you can choose to print it, or save as PDF. If you want to
make changes to the report, close the ADQ preview, make your changes and click Preview
again to see the result.

Letter (text based) format

You can produce the ADQ as a letter using Microsoft Word.

Each section has a template of predefined text. If that section is included in the ADQ, then the text
will be used.

11
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When you choose Letter (Text Based) format on the Print Annual Data Questionnaire window, you
will then be able to choose a template to use from a drop-down list. A Sage template is included for
you to use, but you can amend this, or you can create your own templates. You should do this in
Control Centre. See the ADQ Letter (Text Based) Template Configuration section of the Control
Centre Help for more information on templates.

12
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Data entry forms

Once the client is set up you can start entering the details of the client's income for this tax year.
Data is entered using the Data Entry Forms; the windows that appear when you click on items in
the Annual Data Navigator.

Data entry forms are where you enter information that is used in a client's tax return. Most data
entry forms are organised into a number of tab pages.

Residence Statuzs | Time in the LIK] Ferzonal &llowances | Dual Residence

At the top of most data entry forms, you'll find three check boxes.

W Autocalc | Estimated | Complete

Auto Calc

When you open a form, you'll see that this option has been selected for you. With autocalc
selected, Personal Tax will calculate the figures for the tax return in this area.

If you clear this option, a Summary tab will appear. You can click the Summary tab and see
the figures that the program had calculated and intended to send to the tax return. You can
however change these summary figures but remember that if you do this, you're taking
responsibility for your own calculations.

Estimated

You can mark figures as estimated to give you a visual cue on the navigator. Estimated
figures don't appear as such on the tax return.

You may want to mark figures as estimated if:
a valuation is required,

there is inadequate information to enable you to arrive at a reliable figure.

You cannot choose to omit figures if they are not known. Instead estimates must be entered.
Complete

Personal Tax judges when an item is complete and ticks this check box. If you're satisfied that
you've entered sufficient information for the tax return, you can mark an item complete at
any time.

When an item is marked as complete, a tick will appear on it in the navigator.

How do I use data entry forms?

Data entry forms are the primary way to enter information into Personal Tax. When you double-click
on most of the items in the navigator, a data entry form appears in the space on the right.

13
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Each form will handle a specific aspect of the client's tax situation, such as Residency status,

Employment details, and Capital Gains.

When you have a form open, you should save the data before moving on to a different area or a
different client. Clicking OK on each form will save it and close the form, clicking Apply will save the
changes but leave the form open, and clicking Cancel will discard any changes you've made and

close the form.

Help is available for most of the data entry forms. Click Help or press F1 on your keyboard.

To add a new employment for a client

1. Open the client and select the correct tax year. Personal Tax will open the client for the tax

year last ended based upon the system date.

2. Using the Annual Data Navigator, select Earned income > Employments > Add new
'Employment’

]| Er

|'vearto Gth April 2009

+-{53 Personal details
—-lgd Earned income

Dretail

- le@ Employments Click Add new
] Add new 'Employment 'Employment
+ lgdl Sage
+ Self-employments

3. Double-click Add new 'Employment'. The Employment Details and Income data entry form

appears in the right-hand pane.

B E o0 F R F R = e &
Open Dmsls Tim Hows  Tmhs  Ceems Dame _diood | g o
- 2 Click the tab to enter
zar o 50 Aprl 2005 Ed|| Employment Details and Income - Ady Benefits and
P L Personul delal: D o wd [ Complete

P bl Ezned ircome Expenses details

= @@ Emalovments
] Add e 'Trapmrnend'
i b E2ge
% 1 Sel-employrart:
+ o Fomnersaigs

Ergogmce: Decce | s and Erpenss:

* L' nens [ ¥ Emcigver i LI, tesden:

Ermgioee's accecs ’7 ¥ Enplomiis & reding agariaion
r

+ 1] Bteng penginng e banad s ™ Erphogwia cncdn cuiey pea
H .’.rh=_| U prnsinnstwreme|  Posicode ,_ I Emplasrrent 5 oznzioracke
7 1 UK senvings endirvezments | g
#1  Foreign P relerence | Ent | o
s ladl Ctherincare <7 s el 4 |"| er emp_oyn_'len
- t_l Craitn qaing ot information in "
o [ Falicfs
# bl Pryrmemts mnd Sepayries al T these boxes ———
e+ I Dieclogure ol 1o evodone ag|  PFTe
= T petumr ard oo Employed fiom [ w
[ T adjustmearts .
[© Lend ard propety lazses e
[Z Plan pape: schedules FEl vamng: | I Emphowses wocked soroed
e Conlac ard Zignadoey Deiz . ,—.
=5 MiDe Tie =
& Fage s raws FE T anng: | Frpigimeri oo in
L BA100 Tax Falurs r r i

El Cumrarbwaraing igures Tas dethied ol sowce |

| Capeson 13400200 7 Hit —
1ot Save and close the
nd  employment when you've |
e Entered data by clicking OK.

s
0% Caresl 1. 7 Hel

Jennifer Sander

4. Fillin the form.

5. Atthetop of the form there are three check boxes that are common amongst all data entry

forms.

v &utocalc | Estimated | Complete

14
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Select Estimated to indicate that some of the figures you've entered on the form are
estimates. This does not appear on the Tax Return but a mark appears beside the
item in the navigator as a reminder.

If you have entered sufficient details for the Tax Return, Personal Tax will mark the
data entry form as complete. You may choose to mark this complete manually.

With Autocalc ticked, Personal Tax will use the details entered in the data entry form
to calculate the figures to send to the Tax Return. You can override this by clearing
the Auto-calc check-box and entering your own summary figures in the Summary
tab.

6. When you have entered the details for the employment, click OK to save the changes.

7. The employment will appear in the navigator. Double-clicking the employment will expand
the item and reveal further sections that can be completed. To complete a further section,
click the plus symbol next to the section, then double-click the 'Add new' item.

[eartn Gth April 2003
+-{53 Personal details

-l e Eamed income You can still add additional
= led Employments employments by double-
Your new emplayment will ] Add new 'Employment’ clicking Add new 'Employment’
appear in the navigator tree
--leg Sage
I &P Wain details

+-{J Lump sum and compensation payment

Expand the e +-|J Car and fuel hanefits

clicking +. This will open the

folderto show other sections +-|] Securities options
that can be completed for +-{7 Enterprise Management Incentive optic
the employment. +-{] Approved Share Incentive Flans
+-{] Securities acquired
+ Interest free/Low interest [oan ar ar
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Viewing the tax return

At any time during this process you can check how the SA100 tax return will look, using the data
you've entered so far (also known as the current working figures). The tax return will be generated
based on data currently entered for the client. The only way to change the information displayed on
areturn or report is to edit the information entered into the data entry forms.

The tax return opens in the Tax Return Viewer.

Tax Return Viewer

The Tax Return Viewer is your centre for managing tax returns and the submission process.

To open the viewer:

] Click Return on the main toolbar.
] Using the navigator, open Tax Return and Computations > SA100 Tax Returns > Current
Working Figures (or any other copy available).

Foura Bloggs (BLO100) - Sage Personal Tax - v12.01

Fle View Tasks Retwn Help
| E W e o« bW Gy 5 @
" Save As PDF Print Next Page Next Sch. Validate Attachments Close
SA100 Tax Return N A
Curent working figures b HM Revenue The Main Toolbar has
Tasks & Customs Taxy navigation and
i3 View dista entry wamings (7) frequently used options
[FE: Edit payments and balances
?Hewew Ife insurance gains g
£ iew plain paper calcuation Find key tasks here Issus addrass
|B\falidde retum &t UG BEriT 200 ;‘sr 'I"\hglgt?-g:l
|_‘l_L Copy retum for editing Town
5 Generate final retum Hid Rravarvie & Customs Cauriy
Forms W334 7FG
|- [5] Tex Retum 2009 ~
g
[E] Page TR2
5] gage E: Access pages of
[] Page
[] PagsTRS the Returnhere |, The pages of the Retumn
[] Page TRE will be shown in thislarge
{2 Employment Your Tax Return preview area
i H Fesi - tance Basis & 3 This Notice requires you, by |aw, 1o make a retum of your
"< J e === > - tamable rcome and capit rn. and ay dotuments
requested, for the year from & April 2008 to S April 2009. the rules bedow so that U Tax Return is read comeciiy
PDF Attachments Deadiines Une Bhack Ik and caphat Ietiens
Ve must recedve your Tax Return by either ™ Se—
« 31 October 2009 - i you are going Lo send us a paper LAV NN
Return, or
«N :-nny!n1n if you are gaing to file anline. Pease o up tax paidk P—
Please note the new filing date for paper Returms. LAT0021 would be [AT] et L LLiLl
e B T e el * ENTYOur iures n whos pounds -ignare the pence 3
User: Test User Tax year: 2009 Page TR 1 Zoom: 72% Read Only |

You can access all the functions of the Tax Return Viewer from the menu. Many of the options will
also be available in the Tasks pane.
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Toolbar
The most popular Tax Return Viewer functions are available on the Toolbar. You'll find many of
these options repeated in the Menu or the Tasks pane.

F oMra Bloggs (BLO100) - Sage Personal Tax - v12.01
File  View Tasks Retun Help

‘ = = « 4 b W = B @
: Save As PDF Print Mext Page Mext Sch. Validate Attachments. Close

Tasks
The most common tasks you're likely to use the Tax Return Viewer for are available in the Tasks
pane. Click on a task to start each process.

Note: The actual tasks available to you are dependent on your access rights in Sage Taxation. If
you click on a task and get a message about increasing your access rights, speak to your
administrator.

I Mr. A Bloggs (BLO100) - Sa§

File  View Tasks Return ©

5 Save As PDF

D0 Tax Re
Current working figures b

Tasks

‘u'iew data entry wamings (7}
& Edit payments and balances
“j‘ Review life insurance gains
%\ﬁew plain paper calculation
1u’ElIidElte retum

[h[:opy retum for editing

E Generate final retum

Forms
+ Tax Retum 2009

Forms

The Forms pane is an easy method of moving through the Tax Return. This is similar to the main
navigator in Personal Tax so you'll already be familiar with it. Click on a page to jump straight to that
page.

| Forms
Personal Tax Retum
=[] Main Retum
[£] Page TR1
[] Page TR2
[E] Page TR3
[] Page TR 4
] Page TR S
[] Page TR &
[£] Additional Information
[E] Employment
[E] Calculations
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Tax return
The page of the return being viewed is displayed in the large preview area. Use the scrollbars to
move through the page being displayed.

¥ Mr. A Bloges (BLO100) - Sage Personal Tax - v12.01
Fle View Tasks Refun Help

| = " ; b w
H Save As PDF Print Next Page Next Sch. Val
SA100 Tax Return
Current warking fi v
working Nigures HM Revenue
Tasks & Customs
E\n\ew data entry wamings (7}
[ Edit payments and balances
“F* Review life insurance gans %er o
ax reference
B! View plain paper calcuiation Employer rafarensa =
[ validate retum Date 06 Mpril 2009 5

LtCuwm.lm fior exditing T

5 L
[ Generte final retum HM Revenue & Customs

Forms

El [& Tax Retum 2005 ~
(Bf Fage TR 1

[[] Page TR2Z

] Page TR3

'] Page TR4 F

View data entry warnings
The Data Entry Warnings window will show a list of areas of the return that are incomplete. You can
print the list and then return to the data entry pages to complete the relevant sections.

A more complete validation is carried out when you click the Validate return task.

To view the data entry warnings:

1. Open the Tax Return Viewer

2. From the Tasks pane click View data entry warnings. The Data Entry Warnings window
appears.

3. Areport on incomplete or estimated data entry is prepared. You can print this to help work
through the list, reviewing each source.

Edit payments and balances

Click Edit payments and balances in the Tasks pane to open the Payments and Balances window.

If you change any figures on this window, click Recalculate to make your changes take effect.

Tax owed/Tax overpaid
This is the total amount of tax that the client owes or has overpaid for the currently selected tax
year. You cannot change this default amount.

Payments due
In the situation where you need to increase the payments made on account, for example where
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reductions may have been claimed erroneously and additional payments are required immediately,
you can manually edit the values.

[ Increase to 31st January <tax year> payment on account.

[ Increase to 31st July <tax year> payment on account.

Balancing payment for year to 5th April <tax year>

(] If 'No Claim' has been selected on the Main Details page of the Repayments form, and a
repayment is due, the repayment will be offset against the first payment on account, to
show a reduced payment amount. A negative value indicates that there is an overpayment
which is to be used to reduce the first payment on account.

[ ] If a claim is made 'Via SA100' on the Main Details page of the Repayments form then the
amount shown here will be the full payment.

First payment on account for year to 5th April <next tax year>
The value for the first payment on account for the next tax year will be displayed here.

Total payment due on 31st January <next tax year>
This is the Balancing payment plus the first payment on account for the next tax year.

Second payment due on 31st July <next tax year>
This is the second payment on account for the next tax year.

Life Insurance Gains
The Life Insurance Gains window displays details you've entered in the data entry forms (at the time
the copy of figures was taken).

Changes you make in this window will be reflected in the copy of figures only.

View the Plain Paper Calculation

The Plain Paper Calculation (PPC) will give a report of the client’s income and any losses, deductions
or relief, to give a final amount of tax to be paid. The PPC will be produced for the year currently
selected for the client. Generally this will be the previous tax year currently being worked on.

You can also view the PPC from the Annual Data Navigator, by clicking Calculation on the toolbar.

Find errors with the return

Personal Tax validates the SA100 tax return according to the rules laid down for submission by Filing
By Internet Returns by HM Revenue & Customs. A return must pass these validations before it can
be submitted via the Internet. We also recommend validating your paper returns before submitting
to reduce the chances of the return being rejected.
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As part of filing online, your clients' returns are validated by HMRC servers. There are some
instances where the HMRC server will incorrectly report a data validation error against a submitted
return. See Special Cases and Exclusions in the Help to see how this might affect your clients'
returns.

Validations are performed whenever the figures are recalculated:

[ ] when you open the Tax Return Viewer, or

[ ] when you generate a final return,

To find errors within the return:
1. With the return open in the Tax Return Viewer, click Validate on the toolbar. If the validation
finds errors, the Validations pane appears at the bottom of the viewer.
2. Double-click an error to go to that place in the return.

3. Ifyou want to print a list of the errors, so that you can return to the data entry forms and
make all changes, right-click on the Validations pane and choose Print Validation Errors.

Notes

[ The return must pass ALL validations with no errors before it can be filed by Internet.

] You should correct the information in the appropriate data entry form then generate a new
final return. You should not correct the error by manually editing the return. If you do this,
the Current Working Figures and all copies generated from them will still contain errors.

Copy return for editing

You can make a copy of a return, which will be a snapshot of the figures at the time that the copy
was taken. Whereas a return from Current Working Figures will always be up to date, copies of
figures will not reflect changes you make in the data entry forms.

You may want to create copies of figures:

(] To change the values on a return without affecting the underlying data.
] To add attachments to a return.
] To manually edit the return within the viewer. You cannot manually edit a return in the

viewer using the current working figures.

Note: Using the data entry forms is the preferred way to make changes to the figures on the
return. This is the only way to make sure that your changes appear in all current working
figures you generate for that client.

To make a copy of figures:

1. Open the Tax Return Viewer.

a. In Personal Tax, use the navigator to find Tax Returns and Computations > SA100 Tax
Returns If an R40 has been selected, this will be Tax return and computations > R40
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Tax Returns.
b. Double-click Current Working Figures.

From the Return menu choose Copy Figures.
You will be asked to enter a name for the copy of the return. You can give it any meaningful
name, or you can use the date and time stamp that is given by default.

The new copy will appear in the Tax Return Viewer.

To switch between copies of figures:

1.

21

In the Tax Return Viewer, click the drop-down arrow at the top of the navigator.

SA100 Tax Return Click here to see a drop-
. down list of all of your
copies. You can give the

Trial Copy 1 copies meaningful names.
Copy on 19/01/2010 &t 15:27
Curment working figures
55 Edit payments and balances

B Review Ife insurance gains

Click the name of the copy that you want to show, and it will appear in the Tax Return

Viewer.
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Submitting the tax return

There are two methods of submitting the client's tax return.

[ By paper

[ By Internet

Both methods use the Submission wizard to walk you through the submission process. You can
close this wizard at any point during the process. When you want to continue with the submission
simply click Continue submission process in the Tasks pane. The submission wizard opens at
whatever stage you left it. You can also click Back at any time to move back a stage. As stages of the
submission process for a return are completed, the dates you enter will appear on the Dates page in
Control Centre.

File a return by paper

If you choose to file by paper, you (or your client) will print out a copy of the return for filing.

When using this method, it's not necessary for the return to pass all validations. Personal Tax will
allow you to mark the return Filed even though it failed some of the validation rules. We recommend
that you ensure the return has passed validation prior to filing.

To file by paper:

Send the return to the client:
1. Click Return on the toolbar. The Tax Return Viewer opens.

2. Choose the figures you want to submit from the drop-down list above the Tasks pane.

SA100 Tax Return

Trial Copy 1

Trial Copy 1
Copy on 19/01/2010 &t 15:27
C__u_rrent working figures

Click here to choose which
set of figures to submit.

%5 Edit payments and balances
e E!E'.'EE'.'.' I'.Fe insurance gains

3. Ifyou are using the Current working figures, click Generate final return in the Tasks pane.

If you are using a copy of the return, click Finalise return for submission.
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10.

4. The return will be validated.

If there are any data entry warning, you will be prompted to correct these before
continuing.

The return is also validated using Filing by Internet rules. This can be a good indication
of whether the return is ready to be filed. Validation errors appear in a pane at the
bottom of the previewer area.

Tip: We recommend that you address data entry warnings and validation errors before
continuing to make sure the return is accepted by HMRC.

When you're ready to continue, a Finalise Return window appears. Enter a name for this
return.

From the Tasks pane, click Start Submission process. The Submission wizard appears.

Choose File on Paper.

Note: If the return has failed validations, File on Paper will be the only option available.

Click Next. The Send Return to Client page appears. Enter the date you sent, or will send, the
return to the client. You can send the return two ways:

Click Print Return. The Print window opens. Choose your print options then print the
return and send it to your client.

Click Save Return as PDF. The Save as PDF window opens. Choose your options then
save the return. You can then send the PDF to your client as an email attachment.

Click Next.

Note: At this stage, you will have sent the return to the client and will be waiting for them to
review and sign it. Personal Tax expects you to close this wizard and continue with it when
you receive approval from your client.

Click Close.

When the client approval has been received:
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1.
2.

Click Return on the toolbar. The Tax Return Viewer opens.

Make sure you have the copy of the finalised return selected in the drop-down list above the
Tasks pane.

Click Continue submission process. The Submissionwizard appears.
Tip: Make sure you're on the Client Approval page.
Select Yes and enter the date of acceptance.

Click Next. The Submit Return to HMRC page appears.

Enter the date you submitted the return.
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7. Click Next.

Note: At this stage, you will have submitted the return to HMRC and will be waiting for a
submission response. Personal Tax expects you to close this wizard and continue with it
when you receive a response from HMRC.

8. Click Close.

When a response has been received by HMRC:
1. Click Return on the toolbar. The Tax Return Viewer opens.

2. Make sure you have the copy of the finalised return selected in the drop-down list above the
Tasks pane.

3. Click Continue submission process. The Submission wizard appears.
Tip: Make sure you're on the HMRC Response page.
4. Enter the date of the response.

Click Next. The status of the return changes to submitted.
6. Click Close.

File a return online

To file a return online, Personal Tax is used to prepare each client's return for submission, validate it
and send a copy to the client for approval or for reference. You can then file the return individually,
or file multiple returns online at once.

Before you begin

] Your practice must be registered for FBI with HMRC.

(] Make sure you've entered your HMRC User ID and password. From Tools, choose Online
Filing > Online Filing Credentials

To file online:

Send the return to the client:
1. Click Return on the toolbar. The Tax Return Viewer opens.

2. Choose the figures you want to submit from the drop-down list above the Tasks pane.

SA100 Tax Return I

__ Click here to choose which

setof figures to submit.

Trial Copy 1
Copy on 19/01/2010 at 15:27
(_:_u_rrerrt waorking figures

75 Edit payments and balances

B Beview life insurance qains

3. Ifyou are using the Current working figures, click Generate final return in the Tasks pane.

If you are using a copy of the return, click Finalise return for submission.
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10.

The return will be validated.

If there are any data entry warning, you will be prompted to correct these before
continuing.

The return is also validated using Filing by Internet rules. Validation errors appearin a
pane at the bottom of the previewer area.

Note: If the return has failed validations, File on Paper will be the only option available. You
must correct failed validations in order to file online.

When you're ready to continue, a Finalise Return window appears. Enter a name for this
return.

From the Tasks pane, click Start Submission process. The Submission wizard appears.
Choose File Online.

Click Next. The Send Return to Client page appears. Enter the date you sent, or will send, the
return to the client. You can send the return two ways:

Click Print Return. The Print window opens. Choose your print options then print the
return and send it to your client.

Click Save Return as PDF. The Save as PDF window opens. Choose your options then
save the return. You can then send the PDF to your client as an email attachment.

Click Next.

Note: At this stage, you will have sent the return to the client and will be waiting for them to
review and sign it. Personal Tax expects you to close this wizard and continue with it when
you receive approval from your client.

Click Close.

When the client approval has been received:

1.
2.

Click Return on the toolbar. The Tax Return Viewer opens.

Make sure you have the copy of the finalised return selected in the drop-down list above the
Tasks pane.

Click Continue submission process. The Submissionwizard appears.
Tip: Make sure you're on the Client Approval page.
Select Yes and enter the date of acceptance.

Click Next. The Ready to File page appears.
Click Close.

File the return online:
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Close the Tax Return Viewer by clicking the Close button on the toolbar.
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Choose Tools > Online Filing > File Returns. The Online Filing window appears.

Note: If there are returns available to file from more than one year you'll be able to select
and process the earlier years before moving on to the later years.

Select the return to file then click the arrow button to move the return to the Returns to file
list.

% Online Filing: File Returns From "Davies & Collinson Smoké
gl Sort By Code X Delete @ Help ° Cloze

Select p— aid uze the arrow buttonz to move then
list. TH ht hand list will be filed ta the HM Rever
There SEIE?D“FI?EREtum e Hi Revenue f: Cuztoms server.

Returne to file

_then click here
ﬂ to move it to the
m Retumns to file list

Click File. Progress bars appear showing the submission status.

Online Filing

Checking for responge (1 remaining]
FEl King, Stephen, Mr. [KIN100) - 2008

T 2

Progrezs update due: 5 zeconds.
E stimated time until all responzes received: less than a minute.

When a response has been received by HMRC:

1.
2.

Click Return on the toolbar. The Tax Return Viewer opens.

Make sure you have the copy of the finalised return selected in the drop-down list above the
Tasks pane.

Click Continue submission process. The Submission wizard appears.

Tip: Make sure you're on the HMRC Response page.

Enter the date of the response.
Click Next. The status of the return changes to submitted.
Click Close.
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Year Update

When you set up a client in Personal Tax you will have one tax year available to enter data for.
Before you can work on subsequent tax years you will need to year update.

Year updating carries forward (or backwards) information that is unlikely to change on a year-on-
year basis. For example, if you create an employment 2005 and year update to 2006, then main
details of the employment will carry forward to 2006 saving you the trouble of re-entering them.

We'd recommend year updating all your clients at the beginning of the tax year rather than on an

individual basis. Your clients will then all be included in progress reports for the year.

] If your client operates a new business but is behind in filing returns, you may need to create
the previous tax year before year updating to work on the current tax year.
(] Clients that have transferred from other practices will have previous returns. It may be

useful to take this information and enter data in the previous year so you have a fuller record
of their tax history.

Note: Sage Instant Taxation customers are not able to year update to the 2011 tax year.

To year update a client's data:

1.

From the Tools menu, choose Year Update. The Year Update window appears.

¥ Tax Year Update for Ford, Phil, Mr. [X)
Update fiam

e ended Sth Ap ”‘I Select ayear to update from
by clicking a year in this list.

''ear ended Sth Apil 200

By default the year update
will carry forwards. If you

need to take the data back a
year, change this option.

(+ Update forwards to vear ended Sth Apel 2010 =
" Update backsards to vear ended Sth April 2002

[ Mak &l income 2nd expenss details being updated {H__,_I Tick to mark the new figures
&z estimated ] as estimated.

ok | Ccancel Heo |

Select the year to update from. You can update from any available year, but if you choose to
update to an existing year; data will be overwritten. You will be warned if you try to do this.

If you are year updating to the current tax year and you want to mark the figures as
estimated in the new year, tick the box.
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4. Click OK. Your client's data will be carried forward or back, depending on your choice. A
message will appear when the update it complete.

5. The new year will now be available in the Annual Data Navigator in the year drop-down list.

¥ M. Per cy Abex (EK

File Edit Vew Took Help
&l B Q@ & B
Dietail Tim Kotes  Tasks

“viear to Bih Agril 2005 |

“rear o Bih Apal 2005
“rear to Bih Apal 2006
“'ear o Bth Apdl 2007
Yeartc Sih April

i -|r|| '=r Api '|||'1

Click the drop-down list to
choose which tax year to
show forthe client. Only
years that you have
updated to will be available.

t -I_.I ':EFllbal Ring
w il Felisfz
¥ G pF-.__-‘V]m i anrd Rl"f'li'-'-_-“\‘]m 1e
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Other features

Here is an overview of a few of some of the other features available in Personal Tax.

Annual Processing Log

You can open the Annual Processing Log by choosing Processing Log... from the Tools menu.

Personal Tax automatically records progress by inserting dates into the Annual Processing Log. The
word Automatic appears alongside these dates in the log (this marker disappears if you then edit the
date). You can keep a more comprehensive record by inserting further dates manually into the log.
You can choose to overwrite all dates in the Annual Processing Log. The dates are ordered into
different categories, which appear on separate pages e.g. Preparation, Payments.

All of the dates within the Annual Processing Log can also be seen in Control Centre. Most of the
dates are 'tax-year specific dates' and can be found by selecting the appropriate tax year. Dates
relating to statements of account are 'fixed dates' which means that only one date will exist relating
to all years.

Annual Processing Log
Dietal: for [ J

Preparaticns  Produchion | Fiing | Statement | Payments |

Where you see Automatic nextto
a date. that means Personal Tax
will fill in these dates based on

Meve bay year crested / updsted 2AM22009  Automabc actions you take inthe software.
Labest aggesement genealed 25012010 Avkomalic
Find azseszment gerarated 25/01/2010  Avkomatic
Hetum zent to chent bor signatune 25200 Aukomahc

Authorisalion 1o e received 23/01/2010 You can type in these boxes if you need

to change the dates forany reason.

0Kk | Canced | gppb | Hep |

Repayment claims

Use the Repayments form to enter details about a claim for repayment of excess tax paid. All details
you enter on this form are used in the Other information section of the return.

Click Repayments on the navigator to open the form.
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[vearto 5th Apnl 2009

+ |g@ Personal details

+ |gd Eamed income

+ |20 UK savings and investments

+ | Foreign

+ 0 Other income

+-i Capital gains

+ . Reliefs

= g Payments and Repayme
[ Clairn to reduce g
@ Repayments
& Refunds

+ Disclosure of tax svoidanc

Here's where to find Repayments on
the navigatortree. If you can't see it,
the Payments and Repayments
folder may be closed.

If so, click the + next to Payments
and Repayments to open the folder.

Choose how to claim a repayment by selecting one of the options:

] No claim
] Claim via SA100
[ Claim via R40

If you choose to make a claim, other tabs will become available to identify how you would like the
claim to be repaid.

Claim to reduce client's payments on account

Use this form if the client is claiming to reduce their payments on account.
These details are used in HM Revenue & Customs form SA303.

Click Claim to reduce payments on account to open the form.

|'earto 5th Apnl 2009 |
* |gd Personal details
+ |gd Eamed income
+ |0 UK savings and investments
+ | Foreign }
+ L_. Other income Here's where to find Claim to reduce
+ h__. Capital gains payments on account on the
+id Reliefs navigator tree. If you can't see it, the
= lg@ Payments and Repayments Payments and Repayments folder
[] Claim to reduce peyments on account 4 may be closed.
@ Fepaymeants
& Rafunds If so, click the + next to Payments
Diisclosure of tax svoidance sct and Repayments to open the folder.

Choose how to claim a payment on account by selecting one of the options:

[ No claim
] Via SA303 form

[ Via Tax Return

If you choose to make a claim, you will also need to complete the details on the Reclaiming tab.
Depending on the options you choose, the Payment and Agent's Details tab may also become
available.
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Blank tax forms

You can view the SA100 and all schedules, plus the P11D, SA303 and R40 with no data entered.
These are useful if you need to print out any blank forms for completing manually.

From the Tools menu choose Blank Forms, then your selection. The blank form opens with it's name
showing at the top of the navigator. Details about the form appear on the status bar at the bottom

of the page.

Note: Sage Instant Taxation customers are not able to view the P11D.
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Product training

Sage offers both standard and tailored training courses. Sage can advise you on your training needs
and recommend appropriates individual or group courses, which we can run at your offices or at one
of the Sage training centre throughout the UK. Product training can benefit all Sage Taxation users -
even the most experienced ones. To receive details of courses available, contact your Account
Manageron 084511111 11.

To view available courses, go to the Sage website at www.sage.co.uk/accountants and choose
Training for Practice in the left hand menu.
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