Self Assessment Company Tax Return
CT6002009

User Manual and Customer Agreement

We accept theterms and conditions set out in this document:

Signed Dated

Capacity in which signed

Crown copyright forms are reproduced with the permission of the Controller of Her
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Limited Licence

The Licence hereby granted to the Customer by Quality Management Software Ltd
(“the Supplier”) shall take effect in respect of the Self Assessment Company Tax
Return (“CT6002009”) for accounting periods ending on or after 1 April 2009.

The Supplier reserves the right to terminate the licence agreement granted forthwith
on giving notice to the Customer in writing.

Disclaimer

The Supplier shall have no liability in any way arising out of the use of CT6002009
by the Customer and the Customer by using the software acknowledges this. It is
imperative that the user of CT6002009 understands that it is not a substitute for the
knowledge and skill of atax practitioner. CT6002009 has been designed to assist the
practitioner not to replace him or her and accordingly users should always check the
Tax Return before it is submitted.

Softwar e Support

Telephone support is available to help users solve any questions they have with the
functionality of CT6002009 on the following numbers:

01483 429078 Andrew Bolton
01453 761956 Rebecca Benneyworth FCA

Email Andrew_Bolton@compuserve.com or sales@sa2000.co.uk

The Supplier undertakes to respond to messages left on voicemail within eight hours
of the call being lodged between the hours of 9.00 am to 4.00 pm Monday to Friday.
The Supplier will endeavour to respond quickly to any call. Any specia
circumstances which prevent this response time being met at any time will be reported
on voicemail.

The Supplier will provide support for the installation for approximately one hour to
assist the customer in using CT6002009 for no extra charge. Any additional training
time will be charged at £100 an hour by agreement in writing with the Customer.

The support will not provide technical tax advice. Enquiries about the tax return
should be directed to HMRC.

Copyright

This document represents a limited licence granted to the Customer by the Supplier.
CT6002009 may not be reproduced in any way, lent or sub-let to any other third party
without the express permission of the Supplier.
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What is CT 60020097

CT6002009 (© Quality Management Software Ltd and Mercia Group Limited) is an
Excel spreadsheet that is designed to assist tax practitioners completing Self
Assessment Company Tax Returns. It allows the user to quickly and simply complete
a Tax Return on screen as they would on paper providing al the necessary
supplementary sheets on request. It performs the calculation of tax following
HMRC’s guidelines.

CT6002009 includes a database which allows you to keep track of client information
from year to year and to store each year’s return in less space than each spreadsheet
requires.

What is new?

CT6002009 includes facsimiles for the new short and full CT600 forms and
supporting supplementary forms. Our software works in a similar way to earlier
versions but you must use one of the tick boxes (Short/Full) to indicate which type of
CT return you would like to prepare. We have also added some new features:

a) The CT rates for FY 2009 are included;

b) Changes to rates used to calculate allowances from 1 April 2009 are included.

L ast year’sversion

Please note that if you used last year’s software (CT6002008) with the database, you
do not need to keep this available if you have uncompleted tax returns as you do not
need to use last year’s version to complete any outstanding returns. Y ou can read the
return from the database with the “Open Client from the database” option. You can
still use the “Open client from previous year” option on the Setup sheet in this version
to bring forward client information and carried forward Written Down Values, unused
losses and any unmatched non-corporate dividends.
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Beforeinstalling CT 6002009

CT6002009 has an optional database and you must ensure the appropriate Excel
options are installed in order to use it. The Setup program in earlier versions of Excel
or Microsoft Office includes these options. From Office 2000 onwards the options are
automatically included.

If you wish to use the database please first run the Office Setup program. You may
need your original Office CD or disks.

Run Setup and choose the Add/Remove option. Confirm that you have installed the
options which alow Excel to use a database. These are referred to as:

Office 97 “Data Access”

Please select all the sub-options by selecting the “all”” option or ticking the boxes with
the mouse.

If you have any doubt please contact QM S for advice.
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Getting started

What do you need to run CT60020097?

To run CT6002009 on your PC you should have:

A Pentium with aminimum of 32 Mb of RAM, preferably 64 Mb
Windows or Vista

A copy of Microsoft Excel 97 or above

A knowledge and understanding of the Tax Return and the company tax
regime

The Revenue has approved printouts from a HP Laserjet printer.

Installing the spreadsheet.

The CT6002009 spreadsheet should be copied into any suitable folder.

Insert the CT6002009 Spreadsheet CD into your CD drive.

Select Start, Programs, Windows Explorer;

Select the CD drive;

Select the file CT6002009.xls

Select Edit, Copy

Find and Select the suitable folder

Select Edit, Paste, this action should cause the CT 6002009 spreadsheet to
be copied from the installation disk to your PC.

Installing the database - you only have to do this if you did not use the database

last year.

Insert the CT CD into your CD drive.

Copy the file CTDATA.MDB from the disk to the C: drive in a similar
manner to that used for the spreadshest;

Y ou can choose the C:\ directory, if you choose another directory:

Update you master Spreadsheet with the name of the directory (see below).
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Changing the CT 6002009 master spreadsheet
Y ou only need to change the master spreadsheet if you have copied the database to a

directory other than the C:\ directory. The introductory screen shows adisplay similar
to the following:

Figurel

6002009 v [Compatibility

Home Insert Page Layout Formulas Data Review View Developer @ - T X
f X AutoSum - i@ Logical - [, Lookup & Reference - 5 Define Name ~ #2= Trace Precedents 1] Show Formulas j et ]
Ef Recently Used ~ EA Text ~ @ Math & Trig = Ji&& Use in Formula - ECfTra(a Dependents 'ﬁ) Error Checking ~ L= I—ll
Insert - . Name Watch Calculation [
Function ﬁ% Financial ~ ﬁ‘jnata & Time ~ ﬁﬁj More Functions ~ Manager B Create from Selection “{ Remaove Arrows ~ l& Evaluate Formula | windew | Options =
Function Library Defined Mames Formula Auditing Calculation
| Metwork_Path - S | [
A B c D E F G H J K L M N ‘i
1
2
3 Company Tax Return (Version 2)
4 Database --= ”E:\ |
5 For accounting periods ending on or after 1 July 1999
6 =
7
8 This program is not a substitute for the knowledge and skill of an experienced tax professional.
9 Crown copyright forms are reproduced with the permission
10 of the Controfler of Her Majesty's Stationery Office
1"
12 Open Client from Open Client from Save Client changes Go to Company
13 previous year the database to database Details
14
15 Go to Page 1 of Go to Page 1 of
16 CTE00 CT600 short
17
i By ErEle Prepare Online return|  Submit Online retum Check Warnings
19 Profits
20
21 Go to Tax Go to Tax calculation
22 calculation (NCD)
23
24
25 Print all the return Go to Other Losses Go to White space | . Click here for Additional information (white space)
26
27 Remove details from
28 Delete from database Tidy up database
= all screens
AN | Taw ratee affective nn tn and including the Financial ¥Year 2009
M 4+ M whitespace | Setup - Company details Chargeable Profis Tax Calculation QOther expenses and losses Capital Alowances S|
Ready | 23

Enter the following database information:

e thelocation of the databasein cell J4.
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You can aso enter your HMRC user id and password for online filing (the password
will not be displayed). When you prepare a return for online submission the program
will display these and prompt you for any changes lower down the setup screen as
shown:

«t6002009 v0 [Compatibility Mode] - Microsoft Excel =
a =
- Home Insert Page Layout Formulas Data Review View Developer @ - T X
f . AutoSum * i Logical - [4 Lookup & Reference - @ A7 Define Name ~ #laTrace Precedents 1] Show Formulas j —r ]
[E- Recently Used ~ /LA Text ~ ﬁ:e Math & Trig ~ £ Use in Formula ~ =CfTracE Dependents ‘@ Error Checking ~ = l—“
Insert . - o Name . Watch Calculation Q
Function [ Financial © ¥ Date & Time ~ (fffJ More Functions - Manager B Create from Selection | 4, Remove Arrows ~ (#) Evaluste Formula | window Options ~
Function Library Defined Mames Formula Auditing Calculation
| userid - r:3 |
A B c D E F G H J K L M N F:'
50
51 Administration and Control
52
2431 Agent status Received (Inprogress ) Completed ‘
55
56 Date agent status changed ]
57
gg Revenue status ) Issued Crsubmitted (O Accepted ‘
60
61 Date Revenue status changed I:l
62
63 Tax total 0
64 Tax paid 0
65
66 Payments made I:|
67 (reported in SACTL)
68 [
6 ser D ——
70
m Passwaord [ |Location [c:\My Documents\ |
72
[ Copyright Quality Management Software Ltd & Mercia Group Ltd 2009 =
4 CT600 is not a substitute for the knowledge and skill of an experienced tax professional.
75 Grown copyright forms are reproduced with the permission
76 of the Controfler of Her Majesty's Stationery Office
T
78
79
4 4 » M whitespace | Setup - Company detais Chargeable Profits Tax Calculation Other expenses and losses Capital Alowances 5//[4 I [
Ready | [ | (200 ] ao0ss

You can the administration options to keep track of the status of each client’s tax
return.

Remember to save the spreadsheet with File and Save back to the Spreadsheet
directory.

Starting CT6002009

Open Microsoft Excel, select File, New and choose CT6002009 from the
spreadsheets available. Thiswill create a new Tax Return from the spreadsheet.

Save the Tax Return

We recommend that you save the Tax Return immediately if you are not using the
database options. Select File and then Save As, Excel will then prompt you for a
name.

Filenames

You can use a long filename, up to 32 characters, for example ‘James Brown
Ltd2009.xls’.
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Working with CT 6002009

I ntroduction

CT6002009 is a computer system which helps agents prepare Self Assessment tax
returns for clients. It is not a substitute for the knowledge and skill of a tax
practitioner, it assists agents with the routine tasks of data entry, transcribing figures
from one schedul e to another and calculating tax.

What can it do?

CT6002009 allows you to enter al the necessary information for a client’s tax return,
it automatically calculates the tax liability and allows you to print a facsimile Tax
Return or submit areturn with HMRC’s e-filing service.

CT6002009 uses the HMRC recommended method of calculating tax. It follows the
rules in the HMRC notes and working papers and as advised to us. Consequently the
calculated tax will agree with the Revenue’s calculation. If you enter all sources of
income and allowances correctly then the tax will be correct.

You can use the database options to save each client’s tax return information. There
are two main advantages. the first is the saving of space as you do not need to store
each client’s return as a separate spreadsheet, the second is that the information will
be available for next year.

Use the “Tidy up the database” option to do as it says, please remember to take
separate copy of the database first. The Tidy Up option may take a few moments
depending on how large your database is.

Using the database

You do not need to save and load each client’s tax return as a separate spreadsheet.
Use the “Save client to database” and “Open client from the database” buttons on the
introductory page to save and retrieve the client’s return. Please remember to use the
“Save” option if you make any changes you wish to save, CT6002009 overwrites any
existing information already in the database.

The “Open Client from previous year” button allows you to open a client stored in the
database for the previous tax year. The company standing information is brought
forward and the accounting period dates are moved on to the new year. If these
change you can overwrite them.
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Opening the Tax Return

A new Tax Return

After opening Excel, select File then New and choose the CT6002009 spreadsheet. If
you are not using the database options save the spreadsheet with an appropriate name
as discussed above.

Opening a client from the database will automatically lead to a new screen; the
‘company details’ screen. This screen contains CT600 return information boxes
which will be copied to page 1 of the short or full CT600 tax return depending on the
option selected. You can return to this screen at a later time if do not have all the
information for the client (by selecting ‘Go to Company Details’ on the setup page.

The company details screen also alows you to select whether you wish to complete
the Short or Full tax return:

Figure 2
6002009 v [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer '@ - 2 X
ﬁ ¥ AutoSum ~ ﬁj Logical = C(, Lookup & Reference = § 22 Define Name ~ +4 Trace Precedents ﬁ Show Formulas j = Ij
E_ Recently Used ~ CA Text ~ ﬁj; Math & Trig = S Use in Formula ~ EC+Tra(E Dependents ‘fg) Error Checking =~ l—"
Insert = s Watch Calculation "u:J
Function [_ﬁj Financial = ﬁ‘j Date & Time ~ ﬂ[J Mare Functions ~ Manager EES Create from Selection || 7% Remove Arrows = \& Evaluate Formula | window | Options ~
Function Library Defined Mames Formula Auditing Caleulation
| company_name - p23 |
A B|C D E F G H | J K L M N 0 P

4 Short Full

5 For accounting periods ending on or after 1 July 1999 0 Please enter 3 digits for the tax

6 office and 10 digits for the UTR

= = for Internet submissi

(@ Company information or terner submisson

8 |Company Hame

g 1 | Please enter as:

10 Company registration number Tax Reference asm on the CT603 Type of Company 1231234567830

1 | I e | [ | for Internet submission

12 |Registered office address Please enter a Tax Reference

13 There is no need to send

14 the address if it has not

15 changed from the Notice

16 to file (CT603).

17 Tick if company taxable at full corporation tax rate [ Tick here to send the address in the

18 (eg Close Investment Holding Company) internet return O

i} About this return

20 This is the above company's return for the period Tick here if you want 366 days [

21 | from (s to (¢ in the CA calculation

22 01’01F2009| I 31’12F2009| (These details will be copied to the Short or Full tax return)

23

24 | Put an X' in the appropriate box(es) below

25

26 A repayment is due for this return period l:l

27

28 A repayment is due for an earlier period l:l

29

30 'Making more than one return for this company nowl:l

3

22 [ Thir raturn ~antaine actimatad fiaoene

[
4 4 ¢ M whitespace - Setup | Company details .~ Chargeable Profits Tax Calculation Other expenses and losses Capital Allowances § ! I !

Ready [ | =[] 100%
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This information will be copied to page 1 of the short or full CT600 tax return
dependlng on the option selected. This sheet also incl udes information such as:

6002009 w0 [C
Home Insert Page Layout Formulas Data Review View Developer g X
f . AutoSum * i Logical - [4 Lookup & Reference - A7 Define Name ~ #laTrace Precedents 1] Show Formulas j ]
fj Recently Used ~ (A Text ~ fQ Math & Trig ~ £ Use in Formula ~ =C‘ Trace Dependents ‘@ Error Checking ~ A=
Insert - N Name Watch Calculation l\:J
Function @} Financial = t?DEtE & Time ~ ﬁj Maore Functions ~ Manager B Create from Selection ,q)\, Remove Arrows \a Evaluate Formula | window | Options ~
Function Library Defined Mames Formula Auditing Calculation
| company_name - r:3 | .
A B C D E F G H J K L M N 0 B
13 Turnover - the Upper or Lower limit for any relevant marginal relief has varied, an
56 - the number of associated companies was different in the parts of the A

57 |Total turnover from trade or profession n:l falling into the two financial years

58

G2} Tax Calculation Effect of abolition of starting rate and NCD rate:

60 You will only need to use boxes 40 and 41 instead of box 39 in a period straddling
61 38 Franked investment income I:| - the starting Rate and/or NCD Rate is being used for FY2005, and

62 - the number of associated companies was different in the parts of the A
63 39 Number of associated companies in this period I:l falling into the two financial years

64 OR

65 40 Associated companies in the first financial year I:l

66

67 41 Associated companies in the second financial year l:l

68

(] Small repayments (These details will be copied to the Short or Full tax return)

70 |Do not repay £20 or less Do not repay sums of

71 139- ' if sppropriste or less. Enter whole figure only

ils (for person to whom is to be made)

75 Repayment is made quickly and safely by direct credit to a bank or building society account.
76 Please complete the following details:

7

78 Bank or Building Soc. | | Branch sort codel:l

79 Name of account

80 |Account number I | I |

81

82 Building societyref [ ]

83 [These details will be copied to the Short or Full tax return)

4 4 » M whitespace -~ Setup | Company details .~ Chargeable Profits Tax Calculation Other expenses and losses Capital Allowances 5]

Reaty | 2 [EEER
Note that the computation of Marginal Rate Relief expects you to use box 39 rather
than boxes 40 and 41 unless the AP straddles two FY s and the limits have changed.

Payment [ nforman on:

- I Pagelayout | Formulas Data R View @ - = x
i 'EF {a}~ -
f X AutoSum ~ @ Logical ~ (1 Lookup & Reference ~ ) Define Name ~ 343 Trace Precedents @ show Formulas j = @
ﬁ’( Recently Used ~ LA Text ~ @ Math & Trig = Ji&& Use in Formula - EG Trace Dependents 'i) Error Checking ~
Insert - . Name Watch Caleulation [
Function ﬁlt Financial ~ i‘j’DatE & Time ~ ﬁﬁj More Functions ~ Manager B Create from Selection “‘i Remove Arrows = l& Evaluate Formula | windew | Options =
Function Library Defined Names Formula Auditing Calculation
| company_name - ra |
A B|C D E F G H | J K L M N

L8 Payments to a person other than the company
85 Complete the authority below if you want the repayment to be made to a person other than the company.
6b

87 1, as (enter status - company secretary, , liquid or autherised agent, etc.)

88 154 [ |
89 |of (enter name of comparny)

90 155 [ |

91 authorise (enfer name)
92 |

93 |(enter address,

99 |Nominee reference

o] 158 | |

101 to receive payment on the company’s behalf.

102 Name (in capitals)

0z 160 | I

105 Declaration (These details will be copied to the Short or Full tax return)
106 Warning - Giving false information in the return, or concealing any part of the company's profits or tax
107 payable, can lead to both the company and yourself being prosecuted.

108|Declaration

109 The information | have given in this company tax return is correct and complete to the best of my

110 knowledge and belief.

112 Hame (in capitals) Date {dd/mm/yyyy)
113 v [
I whitespace -~ Setup | Company details -~ Chargeable Profits Tax Calculation QOther expenses and losses Capital Alowances 5[]

[
Ready = “E @ m
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After completing the company details then move to the Chargeable Profits sheet to
complete the accounting and tax details:
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