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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 a tax 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.  

Software 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 special 
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 CT6002009?  

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 all 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 FY2009 are included;  

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

Last year s version

  

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. You 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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Before installing CT6002009  

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 allow 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 QMS for advice.  
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Getting started  

What do you need to run CT6002009?  

To run CT6002009 on your PC you should have:  

 

A Pentium with a minimum 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 CT6002009 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 spreadsheet; 

 

You 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 CT6002009 master spreadsheet  

You 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 a display similar 
to the following:  

Figure 1 

  

Enter the following database information:  

 

the location of the database in cell J4. 
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You can also 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:   

 

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. This will 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 CT6002009  

Introduction  

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 schedule to another and calculating tax.  

What can it do?  

CT6002009 allows you to enter all 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 a return 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 allows you to select whether you wish to complete 
the Short or Full tax return:  

Figure 2 
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This information will be copied to page 1 of the short or full CT600 tax return 
depending on the option selected. This sheet also includes information such as: 

 

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 FYs and the limits have changed.  

Payment information: 
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After completing the company details then move to the Chargeable Profits sheet to 
complete the accounting and tax details: 


