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INTRODUCTION

I will assume you already have a basic knowledge of what CIS is, and how it operates. If you're not
sure, Google “HMRC CIS” and check out some of the information provided by HMRC.
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There are two main parts to CIS: contractors and subcontractors. Operating CIS as a subcontractor
is quite simple. You apply a deduction of 20% or 30% to the sales invoices you create. The amount
of this deduction depends on whether you're registered with HMRC for CIS or not. If you're not
registered, you need to deduct the higher amount. If you are not registered, and make no deduction,
or deduct the lower amount, the contractor you are invoicing may deduct 30% anyway. Part of the
CIS process as a contractor is to verify the status of their subcontractors. This can be done on-line
via the HMRC CIS portal, or via Adminsoft Accounts. The result is then mailed to the contactor by
HMRC.

NOTE: you can only operate CIS if the accounts system is running in Level 2 (which is the default),
and your company/organisation is located in the United Kingdom.

IF YOU ARE A SUBCONTRACTOR

As a subcontractor, you will be working for another business (the contactor) and sending them one
or more sales invoices. Adminsoft Accounts can automatically deduct the 20% or 30% necessary.
But it needs to be set up to do this. Click on 'Setup' on the top menu bar, go to 'Sales Ledger', and
select the option 'Settings' at the bottom of the menu. Click on the 'Miscellaneous 2' tab at the top
of the form that appears, it will then look something like this:

i Y

Sales Ledger - Ledger Settings
MAKE SURE NO ONE ELSE 1S USING THE ACCOUNTS SYSTEM WHILE YOU ARE IN THIS OPTION

\ Counters and EC Sales List H N/L Accounts & Transaction Defaults Miscellaneous 1 Miscellaneous 2
| Emailing invoice/credit, in email subject Use sales representative code B
| Transaction allocation: default the date to | Transaction being allocated B
i
Allow invoices to be posted to customer o : :
Sl B Y| (YIN) Message to appear in invoices when the UK reverse charge is used:
Allow invs and crd/notes to be back dated | Y | (Y/N) Reverse charge: VAT Act 1994 Section 55A applies. Apply VAT »
| at 20%
\ =
Allow invoices & credit notes to be edited | Y | (Y/N)
Allow proforma invoices to be edited Y| (YIN)
Allow advice notes to be edited Y| (YiIN)
Allow estimates to be edited Y| (YIN)
Allow costs to always be edited Y| (YIN, this affects costs for invoices, credit and debit notes, see 'Help’ for information)
Invoices: warn user if selling below cost | Y | (Y/IN)
Construction Industry Scheme deduction | 20.00 | 9% (usually 20% or 30%)

Show CIS deduction on sales invoices Y| (YIN, only applies if you're a sub-contractor)

e

Help

x|y

| Cancel OK

As you can see, near the bottom of the form is the input field 'Construction Industry Scheme
deduction'. This would normally be 0.00, but in this case I have already set it to 20.00 It should
always either be 0.00 (if you do not operate CIS), 20.00 or 30.00. You can enter other values, but at
this time (Feb."21) HMRC only use 20.00 or 30.00. Next, you need to click the 'N/L Accounts &
Transaction Defaults' tab. Just over half way down the form on the left hand side, you'll see the
input field 'Account for CIS Deductions'. This should already have an account selected. If not,
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you may need to select a N/L account for it. This is complicated by the fact that if your software
has been updated from an earlier version, an account for CIS deductions may not exist. If one
doesn't exist, you'll have to exit this form (click on 'OK' button) and go to the Nominal Ledger
account details form and click the 'New' button to create an account. The account details should
look something like this:

p

{ Nominal Ledger - Account Details

3 T 7 = NOTE: Figures include balance
Account Code | 1600 [‘(_), Find HI q ) F’rev“l b lNeﬂ]‘\-&‘“:‘&{Chgel 3

™ \ / \ / =4
Type of Account | Asset E [7] Account archived Yearto Date
Budget Group (©)| l 1YearAgo

—— 2Years Ago

Report Group | CA ()] ] Current Assets 3 Years Ago
Cash Flw Group D) ‘ 4 Years Ago
Description CIS deduction control 5 Years Ago
CashBookAlc [N | (YIN) Currency | Great Britain PoundB Allow Direct Payments |Payments Received B

Transactions bv Period for the Financial Year l

Then go back to the Sales Ledger 'Settings' form and select the account you have just created.

You may have several customers, and not all of them will be contractors. If you do some work for a
private individual or a business/organisation that is not in the construction industry, you would not
want a CIS deduction on the invoice. So, in the Sales Ledger, select each of your customers who
are contractors, and set the 'CIS' input field in their account details to 'Y'. If the customer is not a
contractor, this input field can be set to 'N' or left empty. In the account details, make sure you're in
the 'Financial' tab, and you'll see 'CIS' in the top right corner. Click the 'Save' button. You can
now raise a sales invoice for this contractor.

You would enter the invoice details as normal. The only difference is you have to be careful which
Sales Analysis Code you use in an invoice line. When you create a sales invoice, only labour is
subject to a CIS deduction, it is NOT applied to other items such as plant hire or materials.
Adminsoft Accounts uses a system of Sales Analysis Codes to identify what each line in an invoice
is. When creating an invoice, you will always have to select a Sales Analysis Code. This allows the
system to make the correct posting into the Nominal Ledger (though it's almost always a/c 4000), it
also allows it to know whether the invoice line is for labour or something else. When the software
is installed, there will be two Sales Analysis Codes set up, one is “MISC” which is for goods (this
could include plant hire as well as materials), the other is “LAB” which as you may have guessed, is
for labour.

Note: the 20% or 30% deduction is calculated on the labour before VAT.

Next, [ have created an invoice with two lines of charges in it, one is labour and one is materials.
Please see the following screen image:
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.;E;J Sales Ledger - Invoice @
fgsgﬂﬂer TESTO14 @ Test Contractor 14 INVOICE N_gw
| Text - Quantity & Prices Details || Costs |
Line Quantityl _Stock Code or Description of ltem/Senice (sort by[Stock(Descl) SiA VAT Each Amount  Line
L 1.00| F| 34 hours labour. site ref. 12GH6 LAB 1 748.0000 748.00 |Ins |Del
£ 1.00 | F 150 concrete slabs MISC 1 450.0000 450.00 ||ns |Del
2 | F Ins |Del
v 4 | F Ins |Del
5 5 |F Ins |Del
S s |F| Ins |Del
E 7 |F Ins |Del
L 3 | F| Ins |Del
) B |F Ins |Del
,.10 | F Ins |Del
L ;_:'."11 |F Ins |Del
12 |F| ins |Del
m-Bconet R @ @ @ %Lesrtr;ﬂ\: . Disc 0.00% 0.00 | Disc
— || Delivery PrintOnly || Print & Post || Address | Sub Total _1_'19&90_1—3-‘ Cale
—+f Copy ‘___ 1 Docs |[ef Save ‘ View (text} || View (text) || View (text) Total VAT 239.60
TaxDate | 04/01/2018 E| Description | Total Value 1,437.60

Mame of selected customer. Single lefi click to view/edit customer details.

weip || () ¢
e B Frev
@

As you can see, on the line for labour I used the Sales Analysis (S/A) code 'LAB', and on the line
below for the concrete slabs I used the code 'MISC'. All the figures look as you would expect to see
on any invoice. But it has calculated a deduction of £149.60 for CIS. This can be seen if I click the
'Details' tab:

£ Sales Ledger - Invoice E@@
(A;giﬁmer TEST014 Test Contractor 14 INVOICE Ngw
Text- Quantity & Prices Details [ Costs }
Delivery Date 04/01/2018 |©) Currency GBP Great Britain Pound (base currency)
Payment Due 03/02/2018 E DeliveryAddress | Test Contractor 14, 100 Some Little Street, Some Big Town, SB10 2LK E
PIO Ref. Notes: (do.not get printed out)
Department WOR A
Our sales rep.
Rep. Sales Com. 0.00 | C
E/S PaymentDue | //
E/S Discount 0.00 (% o
B AmoUni s - 0.00, Tax Details:
Outstanding 1,437.60 Code Rate% Description Goods Tax
Total Profit 1,198.00 1 || 20.000 || STANDARD RATE 1198.00 239.60
VAT Prd End 11
FirstPrintedOn /1
Disputed? No Details
CIS Deduction ~ 149.60 Totals: 1,198.00 239.60
Transaction created on:
04/01/2018 / SUPER

Enter notes. These will NOT appear to the customer, they are for internal use only.

You'll see 'CIS Deduction' on the left hand side, near the bottom of the form. Note, you cannot edit
this amount. When the invoice is printed out, the following image is what it may look like:
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INVOICE STW Services

Accounts software from www.adminsoftware biz

I've shortened the invoice a bit, so it doesn't take up so much space on the page. Ignore the actual
layout, as you can edit invoice layouts as required (there is a separate guide on how to do this). As
you can see, a message has been automatically added to the body of the invoice indicating the CIS
deduction that applies to it, and the balance that is due to payment. Note: the CIS deduction has no
bearing on the VAT calculation (if you're registered for VAT). It does affect your Nominal Ledger
postings though, as the balance due £1,288.00 gets posted to the Debtors Control A/c, while the
£149.60 the contractor is expected to deduct gets posted to the CIS Deduction control a/c. The
postings into the N/L are below:

‘l—‘]{ Sales Ledger - Nominal Ledger Postings = |[-@ @
Alc Code TEST014
Customer  Test Contractor 14
Type Invoice S/L Transaction $13393 Posted by SUPER
Date 04/01/2018 N/L Transaction 10276 Posted on 04/01/2018 at 18:19
Reference 6291 ‘ 0 - ] [ 3 Edit
elp 2 | Images| || S
Description  CIS Demo 1 — History
Journal Asc Description Debit Credit
31611 1101 Debtors Control Account {(Trade) 1.288.00 -
31612 1600 CIS deduction control 149 .60
31613 2202 VAT Control Account 239.60
31614 4000 Sales 1,198.00
Totals: 1,437.60 1,437.60

If you don't know how to use the Nominal Ledger, and/or intend to leave that side of it to your
bookkeeper or accountant, you can ignore most of the references to Nominal Ledger, or N/L as it's
often referred to. Though it will require the 'CIS deductions control' account to exist, normally it's
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created for you automatically.

The customers (contractor) account will now look like this:

5 Sales Ledger - Customer Account Details ||| ==
AMcCode | TESTO14  |C) Find| 4 Prev| b Next Change | Main Contact Information | Additional Contact Information | Business Types |
Customer | TestContractor 14 i Statys | Account OK |3 [T Archive Account Created
Invoice 100 Some Little Street Tel Fax él-n gtgékfm
Address s — - ) | t Updated
ome Big Town pdated
Clipboard e R . On- 04/01/2018
— Web U Vi By SUPER
|PrintLabeI _ ;
| Email Email
[ map | e - =
|'7— . &l o = Sl Sl o || statement
PostCode | SB102LK Country | GBR -4 | Great Britain Reminders || Tran.Alloc. | |List Emails | | Payments ||Sales/Profit| |AIC Details || View (text)
Financial m: History !| Stack || Prices || Diary || Delivery Addr || Contacts i| General E| ProformalAdviEst/'Saved |E \ehicles/Equip II Jobs i| Jobs |
Date  Type Ret Description/Jab Valus _Ostdg | [ Detais
04-01-2018 Invoice 6291 CIS Demo 1 1,437 .60 1.288.00 a
Allocation
Dispute
Postings
Delete
| Print List |
| | Show Profit |
. Create Credit Payment Fayment Early . Debit Mote § . Create
Create En\ropce‘ Mote H Received Bounced Settlement BeluaGaen Received Write Off HAdJustment ‘ Contra ‘

Their main email address. It might be to their accounts department, or to your main contact
there. The “Send’ button will allow you to create and send an email to this address.

6 Help “U New

:: é Clear

Deleta

[

&

The total value of the invoice £1,437.60 is shown, but the outstanding balance is £1,288.00 When
the contractor pays, you would enter their payment (for £1,288.00 in theory) and allocate it against
the invoice, which would then clear the invoice balance. The invoice would then go into history
and no longer appear in the list of current transactions. Please seen the 'Getting Started ' guide for
general details on how to operate invoices and payments.

If you are registered for VAT, and use the Cash Accounting scheme to account for VAT, then as
you're aware, you only pay VAT on invoices that are paid. If an invoice is part paid, then you pay a
proportion of the VAT, depending on how much of the invoice was paid. If an invoice has a
deduction for CIS, even if the invoice hasn't been paid, this deduction will be considered to be a
part payment. This is because, in theory at least, the contractor has to pay that CIS amount to
HMRC. So, for example, if you have an invoice of £1,000.00 plus VAT of £200.00, making a total
of £1,200.00 and there is a 30% CIS deduction (we'll assume the whole invoice is for labour) of
£300.00, the software will report the invoice on your VAT return has having been 25% paid (ie.
£300 of the £1,200 total), and will put £50.00 (ie 25% of the VAT amount of £200.00) on your VAT
return. If the invoice is never actually paid, you need to raise a Credit Note, this will reverse the
CIS deduction, and you will get the VAT back. Normally, if an invoice is not paid and never likely
to be, you would enter a 'Write Off' transaction. But you can't do that on customers (contractors)
that operate CIS, because it would not reverse any CIS deductions.

There is an option in the Sales Ledger menu to list all invoices that are subject to a CIS deduction.
It's at the bottom of the 'Lists' section of the menu, and looks something like the following screen
image:
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I Sales Ledger - List CIS Invoices for All Accounts =
:Déte Aso Custoner Ref. Description Value Outstanding CIS Deduction
15-/12-17 ALL103 E M ALLWOOD & SOW 6288 CIS Test 1 390.00 350.00 40.00 =«
16-12-17 ALL103 E M ALLWOOD & SONW 6289 CIS Test 2 156,00 140,00 16.00
04-01-18 TESTO14 Test Contractor 14 6291 CIS Demo 1 1,437.60 1,288.00 149 .60
Total number of Invoices: 3 1,983.60 1,778.00 205.60

@) 5| [ Load | Print Invoice C. er ] ‘
From| 01122017 ‘;| i DRI |;| ‘Fan«‘ Data ‘ @ fistp ”@ List ‘ Details Details ‘ * 2.9

You can see the invoice I entered above in the list. This is a useful to see just how much CIS
deduction you are suffering over any given period.

As a subcontractor, that's about it. The next section is about operating CIS as a contractor, and
that's rather more involved.

IF YOU ARE A CONTRACTOR

Whereas all the CIS processing involved with being a subcontractor is in the Sales Ledger, all the
processing for a contractor is in the Purchase Ledger. The first thing we need to do is set up the
software up to handle CIS. Click on 'Setup' on the top menu bar, go down to 'Purchase Ledger'
and select the option 'Purchase Analysis Codes'. The following form should appear:

& Setup - Purchase Analysis Codes =l
i Stock and Senvices for Resale s Expenses and Overheads || Assets |
= o e - Code Change Code
| |[Cods Description " Account | M
| [CON1 Workshop Consunables 5005 P e ,
| |LaE Labour 5000 Type -
; PAR Farts Eooo -
PARZ Part= 5000 Tax Cd
| |SHOF Shop Fe=ale 0G0 ML Alc
STOCE Stock for Hesale 1001 —
TEST?Z2 Test code 1 5100 Type |j
| CNCd. {used for EC Intrastat)
Motes o
Print
Lists
Clear Save
. - = [ @
i : I] ] P Q/P oK
| Click on any purchase analysis code to select. Code /

We're only interested in the codes listed in the 'Stock and Services for Resale' tab. This is what
first appears by default. There should be at least three codes listed in there: STOCK, SERVICE,
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and LAB. Although, as you can see, SERVICE is missing from our image. Anyway, the first two
will be set as 'Goods', while the last will be set as 'Labour'. Click on each code to check the
setting, look at the 'Type' drop down field. You need at least one code for goods and one for labour.
These codes are entered into each line of the subcontractors invoice when you enter it into the
system, so the software knows what the charges represent (eg. whether they are for labour for
something else). You may create as many Purchase Analysis Codes as you wish. For example, you
might want a separate code for plant hire, another for vehicle hire, etc. In the Purchase Ledger,
there are reports available that allow you to analyse purchases by Purchase Analysis code. For CIS
they are important, because it's necessary to identify what charges are for labour, as only labour is
subject to CIS deductions.

For the next (and final) stage of setting up, click on 'Setup' on the top menu bar, go down to
'Purchase Ledger' and select the option 'Settings'. The form that appears will look something like

this:
Purchase Ledger - Settings
WARNING: MAKE SURE NO ONE IS USING THEACCOUNTS SYSTEM WHILE YOU ARE IN THIS OPTION.
Counters and CIS I N/L Accounts & Transaction Defaults H Documents H Miscellaneous \
Next debit note number 7
Next transaction reference 2393 | system
Next supplier number 663 | system
These counters can not
t
Next factor address number 14 | system be changed. They are
Next contact name number 38 system for information only.
Next remittance advice number 1971 | system
Operate CIS for Sub-contractors | Y (Y/N)
CIS Return Gateway user ID 27HJR8A4NIT
CIS Return Gateway Piword njd63bd87af3 (min. of 10 characters, max. 64 characters)
Tax Office Number 123 (3 digits)
Tax Office Reference TAX OFFICE (same as your Employer PAYE Reference Number, max. 10 chars)
Employer Accounts Office Ref. 123PP87654321 (3 digits plus 2 letters plus 8 digits, for example: 123PA12345678)
Unique Tax Reference 7325648155 (must be 10 digits)
Your Organization Status Company [E]
Run CIS Return in TEST mode? | Y (Y/N) Run CIS Verify in TEST mode? | Y (Y/N)
It's important no other users are accessing this company/orgization while you are ]
accessing this option l @ Help i ‘x Cancel J OK l

Most of what we need is on the first page (under the 'Counters and CIS' tab). Set the 'Operate
CIS for Sub-contractors' input field to 'Y'. What you do next depends on whether you intend to
submit your CIS Return data to HMRC directly from Adminsoft Accounts (the same details also
allow you to submit a Verification Request to HMRC directly from within Adminsoft Accounts. If
you do not, you can skip the rest of the detail in this 'Counters and CIS' tab concerning gateway
information, tax office references, etc.

The communications between Adminsoft Accounts and HMRC can run in Test mode, which is the
default. This means you can send data to HMRC, they will check that it's valid, but they won't do
anything with it. To use the software in Test mode, you don't need to fill in any other information at
this time, but you will need to fill it in if you want to make a 'live' submission. In other words, send
data to HMRC for real.

The 'CIS Return Gateway user ID' and the 'CIS Return Gateway P/word' are the user ID and

Page 8



Adminsoft Accounts Basic User Guide — CIS

password you would use to access HMRC's CIS on-line web site.

'"Tax Office Number' is a three digit number that specifies which HMRC tax office deals with your
tax affairs. It's the same reference you will have been given for payroll. See below.

'"Tax Office Reference' is usually a few letters followed by numbers, which will be the same as your
PAYE Reference Number. It would not usually be all characters as displayed in the image. The 'Tax
Office Number' and 'Tax Office Reference' are sometimes presented by HMRC as one reference,
with three numbers, a slash, followed by up to 10 characters. A typical example would be:
123/AA54321

'Employer Accounts Office Ref.' is your payroll reference. Bear in mind, the CIS deductions are a
kind of very simple PAYE operation, and so are related to payroll. Even though some
subcontractors may be companies or trusts. The reference is alpha-numeric, consisting of 3
numbers, plus 2 letters, and then 8 numbers. The screen image gives a good indication of what it
may look like.

'Unique Tax Reference' is your tax reference with HMRC (though why its needed in addition to the
above references | honestly don't know, but it is). It's 10 digits, and is sometimes abbreviated as
'UTR".

"Your Organization Status' refers to your business type. The options are sole trader, partnership,
company (as in a Ltd. company), and trust.

If you operate payroll through Adminsoft Accounts, you may have already entered some of the
above information into the payroll system. If so, it does need entering again here, just in case your
payroll details are different (though they're usually the same).

The next two input fields allow you to specify which CIS process you want to run in test mode.
Initially, I recommend you leave them both in test mode, until you have tried them out. Then you
can come back to this option and set them to 'N' to put the system into live mode.

The information in the screen image of the Purchase Ledger Settings form is all made up, but you
can get an idea of what the completed form should look like. Be careful entering the gateway
password, as it is case sensitive, and easy to mistype because of the way the characters and numbers
are mixed together.

One last thing to do in this option is to click the 'N/L Accounts & Transaction Details' tab. In
there it specifies the default N/L accounts to use for various transactions, including CIS deductions.
The input field 'Account for CIS Deductions' may already have a/c 2610 set up ('CIS
Withholding Control'), if not you will need to select it. If you updated your accounts system to
v4.172 or later from an older version, the account may not exist in your Nominal Ledger, so you
will need to create it. The N/L a/c type needs to be a liability type, because the amounts posted to it
are the amounts you are withholding from your sub-contractors, and you will then owe to HMRC.
To create the account, exit the 'Settings' option by clicking the 'OK' button. In the Nominal Ledger
menu, select 'Account Details', then click the 'New' button, and enter the details something like
this:
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~

{7 Nominal Ledger - Account Details
e . 75\ 77,0 i NOTE: Figures include balance carr
AccountCode | 2610 ()\\Emd “\ 4 ) Prev”l\ @) Next“%@’ Chge] De
Type of Account | Liability 3 [7] Account archived Yearto Date
Budget Group @) 1 YearAgo
= 2 Years Ago
Report Group | SL ) | Short Term Liabilities 3 Years Ago
Cash Flw Group @), 4 Years Ago
Description | CIS Withholding Control 5 Years Ago
CashBookAlc |N | (YIN) Currency | Great Britain PoundB Allow Direct Payments A Payments Made B
\ Transactions by Period for the Financial Year l

Once the account is created, you'll need to go back into the 'Settings' option and enter the account
code into the 'Account for CIS Deductions' input field.

We've now set up the system ready to operate CIS for your subcontractors. But, before any invoices
are entered, you need to do some work on each subcontractor account. Note: a 'subcontractor’
account is simply a 'supplier' account. You will see references to both, though they're actually the
same thing. 'Subcontractor' account is simply a 'supplier' account setup for CIS.

Below I've selected the 'Supplier Details' option in the Purchase Ledger menu, and selected an
account:

Purchase Ledger - Supplier Account Details I =R @
Alc Code TES008 l:g gind[ 4 Prev] [» Next IChange' Main Contact Information l Additional Contact Information ‘
J
Supplier Test Supplier 8 Status | Account OK E] ["] Archive Account Created
Main 354 Some Street Tel. | 01263 536352 E Or‘ e
Address P L ax. By SUSEth
ome Town pdate
Clipboard B Eax On 05012018
Web View | By SUPER
Print Label
Email Email
Map = —
PostCode |ST16TT Country | GBR (@), | Great Britain @ = oo
Uty ’ Reminders || TranAlloc. || ListEmails | | Purchases || AIC Details
Financial ] Balances Trn: Current H Trn: History H Remittance 1 Orders H Purchased H Proforma & Factors ‘ Diary H Contacts H General ‘
Balances OverDue Purchases (excl. VAT)
Current 0.00 0.00 Year to Date T ERELEHEGES 2
Over 30 Days 0.00 0.00 One YearAgo 0.00
Over 60 Days 0.00 0.00 Two Years Ago 0.00 R e
Over 90 Days 0.00 0.00 Three Years Ago o fiome- = EHitbep code =
Total Qutstanding 0.00 0.00 Four Years Ago 0.00
VAT Outstanding 0.00 Five Years Ago 0.00
Balances’ show the total amount outstanding, the 'Overdue’ cnly These figures are based on your Lelanltglicode =
shows any overdue amounts (excluding any transactions in dispute). financial year. NOT the calendar year.
Link to CustomerAccount Early Settlement Discount Rate 0.00 % (percentage of goods total)
Early Settlement Discount Period 0 (number of days after invoice date)

Find a supplier. Can also display a list of suppliers and allow you to select cne

E Clear

=

0T~

Epp

By default, the details of the 'Financial' tab would be displayed, but I've clicked the 'Balances' tab.
This shows not just a collection of balances (all 0.00 in this case as the account hasn't yet been
used), but various input fields for miscellaneous stuff, and a button 'CIS Details'. This is what
we're interested in. Click this button and a form will appear, as per the next screen image:

\I{ Delete
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Purchase Ledger - Supplier Account CIS Details

Account: TES008

Name: Test Supplier 8

Apply CIS to Invoices/Crds | No B (It's important you click the "Help’ button if you need to change this to ‘No’)

CIS Rate 0.00 | % (atthe time of writing, 2018, rates are usually 20% or 30%, but can be 0%)

Verification Number (supplied by HMRC, will start with a V" and then have at least 10 digits)
Unique Tax. Ref. (If supplier is a sole trader or partnership, 10 digits)

Partnership Unq. Tax. Ref. (If supplier is a partnership, 10 digits)

NI Reference (If supplier is a sole trader, format AANNNNNNA, 9 characters)

Company Registration No. (If supplier is a company, may have 0 to 2 letters at start, followed by digits)
First Name

Only enter if a sole trader or partnership,
Second or Middle name if you enter a name here, you must enter

atleast a first name and surname.
Surname

Business Type E

Itis recommended that you enter as much detail in here as e x S o
possible. As it gets sentto HMRC when verifying a @ o -

subcontactor, and will assist them with indentification

This allows you to setup the specific CIS details for the subcontractor.

'Apply CIS to Invoices/Crds' needs to be set to 'Yes' if you intend to operate CIS for this
subcontractor. This applies even if the CIS deduction will be 0% (because the subcontractor may
need to be verified every so often).

NOTE: once you have set this to 'Yes', if at any time the account no longer falls under the CIS
scheme, do NOT set this to 'No' if there are any CIS transactions still to be reported in the CIS
Return. Set the CIS rate to 0%, so no further CIS deductions will be made, then once all
transactions that have had a CIS deduction have been reported in a CIS Return, you can set this to
'No'.

'CIS Rate' will be either 0, 20 or 30. This allows any value, and up to 2 decimal places, but this is
only in case HMRC introduce some new rates. At this time (Aug."22) there are only the three rates:
0%, 20% and 30%. The rate to use will be automatically set when you run a Subcontractor
Verification from Adminsoft Accounts. If you verify the subcontractor manually via the 'phone to
HMRC or via their web site, then you can manually set the deduction rate accordingly.

'Verification Number' is a reference that HMRC will give to you to confirm the subcontractor is
registered with them. This is set automatically when you run a Subcontractor Verification from
Adminsoft Accounts. If you verify the subcontractor manually via the 'phone to HMRC or via their
web site, then you will need to enter this number yourself.

If you are moving to Adminsoft Accounts from another accounting system, you may need to enter
the details for the 'CIS Rate' and 'Verification Number' manually anyway to start with. Though if
you wished, there is no reason why you cannot create all your accounts, and then run the
Subcontractor Verification for all of them from within Adminsoft Accounts. Even though you
may have verified most/all of them previously either manually or from within another accounting
system. We'll discuss how to verify subcontractors from within Adminsoft Accounts shortly.

'Unique Tax Ref.' (UTR) is optional, and is used where the subcontractor is a sole trader, company

or a trust. It helps HMRC process your CIS data if you do supply the reference. However, should
you need to re-verify the subcontractor (HMRC call it 'matching'), a valid UTR will be required.

Page 11



Adminsoft Accounts Basic User Guide — CIS

'Partnership Uniq. Tax Ref.' is the Unique Tax Reference (UTR) for partnerships only. It will be
greyed out for other business types. This is optional. However, should you need to re-verify the
subcontractor (HMRC call it 'matching'), a valid UTR will be required.

'NI Reference' can be 8 or 9 characters. It will always start with two letters, followed by 6 digits.
At the end will be a letter in the range A to D, or a space (in which case it looks like 8 characters,
although technically it's still 9). This input field is only required where the sub-contractor is a sole
trader, even then it's optional. But it is advisable to enter the NI ref. if at all possible, as it helps
HMRC to identify the sub-contractor.

'Company Registration No.' is for companies only. Note, this input field also appears in the
account details form (in the 'Financial' tab). So, if you opened this CIS details form from the
account details form (as we have in our example), then edit the 'Company Registration No.' here
and click the 'OK' button, the contents of the company registration input field in the account details
form will be updated. Although HMRC say this is optional, in fact it appears they cannot identify a
company without the company registration number.

'First Name', 'Second or Middle Name' and 'Surname' are only required if the subcontractor is a
sole trader or partnership. It is mandatory for sole traders, but optional for partnerships. Otherwise
the account name is used as the trading name. If you need to enter the names here, then you must
enter a first name and surname, the 'Second or Middle Name' is optional.

'Business Type' can be: sole trader, partnership, trust, or company (as in Ltd. company). If you
select 'sole trader', then you must enter the traders personal name (see above), if you selected
'‘company', then you must ensure the 'Company Registration No.' has been entered. Note, in the
example above the background is pink, because I haven't made a selection, a selection is mandatory,
and the 'OK' button will remain greyed out until the contents of this form are valid.

Enter as much information as you can into this form, as it helps HMRC to identify the
subcontractor. If a subcontractor cannot be identified, they will suffer a CIS deduction rate of 30%.

IMPORTANT: any changes you make in this form will be applied to the account as soon as you
click the 'OK' button. Even if you opened this form from within the account details form (as we
have done in this example), ie. it does not rely on the 'Save' button in the account details being
clicked. So, if you click the 'Cancel' button in account details, these CIS details would still be
saved. If you do not want to save any changes to these CIS details, then click the 'Cancel' button in
this form.

If the above information is completed, you can start entering invoices for that subcontractor.
However, if this is a new subcontractor, or you have not verified the subcontractor or received any
invoices form them in the last two years, you will need to verify them with HMRC.

SUBCONTRACTOR VERIFICATION

As you will be aware all new subcontractors need to be verified by HMRC. This can be done over
the telephone, via HMRC's web site, or directly from within Adminsoft Accounts. In the 'Lists'
section of the 'Purchase Ledger' menu, there is an option 'CIS Subcontractor Verification'. When
you select this option, the following form will appear:
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Purchase Ledger - CIS Subcontractor Verification = e @
AAc Supplier La=tDate Hatch Rate Verification
Mumber of suppliers 0 o Load | Add to Remove :
‘@ PrntList| | o pcontractors ‘ |:E,:| List from List 4
N ar- TEST N Edit CIS Supplier —
‘ @ jici Send WS petails | N Details ‘ ’*J i

You can add individual subcontractors to the list to be verified by clicking the 'Add to List' button.
You can also remove any from the list (this does not delete their account) by using the 'Remove
from List' button.

If you prefer, you can click the 'Load Subcontractors' button to load up a range of subcontractors
all in one go. When you click the button, you'll be presented with a few options. For example, you
can load ALL subcontractors, or if required just load up those that have not been verified before.
NOTE: if you use this option, the list is re-created. So, any subcontractors added from a previous
load or via the 'Add to List' button will be overwritten.

If a subcontractor has not been verified or has not appeared in a CIS return in the last two years, you

will need to verify them again. The 'Load Subcontractors' button when clicked provides an option
to automatically create a list of these accounts. The form will look something like the next image:
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Purchase Ledger - CIS Subcontractor Verification o[- B[]

Asc Supplier LastDate Match Rate Verification

Options for loading Subcontractors

@ LoadALL Subcontractors
~) Load Subcontractors not verified at all
Load Subcontractors not verified in last two years
) Load Subcontractors not verified or appeared in a CIS Return in the two years

Number of suppliers 0 :
Print List

9 Help

In the example below I've loaded up some subcontractor test accounts so you can get an idea of
what the list should look like:

Purchase Ledger - CIS Subcontractor Verification [-=-=
Al Supplier LastDate Match Fate Verification

no4 BEill 0ddie 03-03-18 Unmatched 30X WEE78912367D -
oos Harper & =ons 03-03-18 HMHatched 20 VER78912367 423
CISTEST1 CIS Subcontractor 1 test SEL e Tnmatched 30X VE4998762144
CISTEST2 TA Flumbing L G Unmatched 30% WE7456783094A
CISTEST3I CIS Test 3 S Unmatched 204 V6499876214 238¢
CISTEST4 Factory and Warehouse Fabrication Servic »~ 7 Inmatched 205 VE499876214 298:
CISTESTE CIS Test & A Tnmatched 0% Ved499876214 1982
TESTS1C1  John Smith (FRE Unmatched 0z 2234
TESTS1C2 Fred George Bingham 02-03-18 TUnmnatched 0 934¢
TESTS1C3 Happy Plumbers i Inmatched (14 7234
TESTS1C4  Denby Roofing 02-03-18 TUnnatched 0 2567
TESTS2C1 Wilkinson & Wilkinson Ea Inmatched 0 523
TESTS2C2 Huntley & Palmer 02-03-18 TUnnatched 0 323
TESTS2C3  Sparks 02-03-18 TUnnatched 0 123
TESTSEC1 Sidney Janes 03-03-18 TUnnatched 0 1234
Za00nl Flastered 03-03-18 Unmatched 30% VER7B912378E

Mumber of suppliers 16
@ Print List

TEST
‘ @Help HQ‘ Send

ubcontractors;

Notice information in the list is 'bleeding' off to the right. That's because when the list appears it’s
at its smallest, just to make sure it fits on your monitor. You can drag it wider to display more
columns, or you can click the green arrow above the 'OK' button which will display the list at
maximum width. At its widest it'll look like this:
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Purchase Ledger - CIS Subcontractor Verification [folla =
ac Supplier LastDate Match Fote Verification UIR Type NI Ref Vame if Saletrader/Partner
004 Eill Oddie 030318 Unmatched 30% V6678912367D Sole Trader Eill Cddie
Harper & sons 03/03/18 Matched  20%  VEE78912367 4234567899 Trust
CISTEST1 CIS Subcontractor 1 test ~/ ~/  Unnatched 30%  V6499876214A Sole Trader John Peter Brown
CISTEST2 TA Plumbing / /  Unmatched 30%  V8745678309A4 Partnership
CISTEST3 CIS Test 3 # ~  Unmatched 20% V6499876214 2304921857 Sole Trader AA3S7654A Adam George
CISTEST4 Factory and Varehouse Fabrication Servic ~ - Unmatched 20% V6499376214 2983286482 Company
CISTESTS CIS Test & ~ - Unmatched 0% V6499376214 1982759152 Sole Trader ¥WD00D02  George Bailey
TESTS1C1  John Smith ~/ ~  Unmatched 0% 2234567890 Sole Trader YWOOOD03A John Smith
TESTSI1C2 Fred George Bingham 02/03/18 Unmatched 0% 9345678901 Sole Trader Fred George Bingham
TESTS1C3 Happy Plunbsrs /- Unmatched 0% 7234567892 Partnership YWOOOO11A Christopher Andrevw Biggins
TESTS1C4  Demby Roofing 02/03/18 Unmatched 0% 2867890123 Company
TESTS2C1  Wilkinson & Vilkinson ~ ~ Unmatched 0% 5234567893 Partnership George Wilkinson
TESTS2C2 Huntley & Palmer 02/03/18 Unmatched 0% 3234567894 Partnership Geoffrey Palmer
TESTS2C3  Sparks 02703718 Unmatched 0% 1234567896 Company
TESTSSC1 Sidney James 03/03-18 Unmatched 0% 1234567882 Sole Trader YWOOOO09A Sidney James
Zan01 Flastered 03/03-18 Unmatched 30%  VE678912378E Company
Number of suppliers 16 g
= B s |4 " | =
ST [
‘ @ v H Send etails 'ﬂ 2

As you can see, it's so wide this example image is barely readable in this page.

The list can contain a maximum of 100 subcontractors. This is a limit placed on the system by
HMRC, as they can only process up to 100 at a time. 100 is a lot, and so is only likely to only
affect large businesses. If there are over 100 subcontractors that need verification, the software will
load in the first 100, which you can then verify. If you run the option again, it will load in the next
100, and so on until all subcontractors that need verifying have been verified.

'Edit CIS Details' will produce the form that allows you to view/edit the CIS details for the selected
subcontractor. This is the same form we activated from the subcontractor account in our example
earlier on in this guide. If you edit of the details, they will appear in the list once you have finished
with the CIS Details form.

'Supplier Details' displays the subcontractor account details form. Unlike the 'Edit CIS Details'
option discussed above, if you edit any details in here, including CIS details, the changes will NOT
automatically appear in the list. You would have to remove the subcontractor from the list and then
add them back in using the 'Remove from List' and 'Add to List' buttons.

Once you're happy with the list, click the 'Send to HMRC' button (if in test mode, it will say
'"TEST Send'). A prompt will appear asking you to confirm some details, and then the data will be
sent to HMRC. The form that does this is the same as used by the CIS Return (and Payroll for that
matter). When it's finished and you exit the form, all the subcontractors in the list will be updated
and the list will vanish. It all happens very quickly. However, if there were any errors while
communicating with HMRC, or if the system is in test mode, the subcontractors will not be
updated, and this list will remain on your screen.

ENTERING PURCHASE INVOICES

Below, I have entered a simple invoice containing one charge for labour and another charge for
some materials (stock). As you can see, it's automatically calculated the CIS deduction (30% in this
case) for the labour:
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. Purchase Ledger - Invoice Received |E|E‘
rooun 729008 [Ciging] Test Supplier 8 INVOICE New
TE'XT QUEHtIW&F'”CE!S ! Details ” Purchase Orders |
Line CQuiantity Description of itemiservice PiA WAT Each Amount  Line P/O
1 1.00 | 25 hours labour, site ref. 35F LAB 1 625.0000 |4 625.00 | Ins | Del
2 1.00 | 200 concrete slabs STOCK |1 400.0000 |4 400.00 | Ins | Del
3 0.00 A Ins | Del
! 4 A Ins | Del
Suih A Ins | Del
E{ ] A Ins | Del
E 7 A Ins | Del
£ iF A Ins | Del
9 A Ins | Del
10 A Ins | Del
M A Ins | Del
12 A Ins |Del
Tax Date 05/01/2018 E| ‘ =] H | SubTotal 1,025.00 | = Tax Calc
Suppliers Ref I Convert Images F'ost Fost & Print Total VAT 205.00
CIS Deduction | 18750 c S O e J‘ View (text) [ttal v e T
Mame of selected supplier. Single left click to view/edit Supphﬂr r‘etans
@ Help ‘ O prey et | | Hew Edit | | @ Delete XQancel {‘P OK ‘

Please note: CIS will only operate on invoices that are in GBP (Great British Pounds). If you
receive an invoice from a subcontractor in another currency, even if that subcontractor account has
been set to apply CIS, CIS will NOT be applied. This is because CIS only applies to subcontractors
based in the United Kingdom.

When you have finished entering the invoice, you can edit the input field 'CIS Deduction' if you
wish. But do not change anything in the invoice, otherwise it will be automatically recalculated,
wiping out your edit.

When the invoice is posted (eg. by clicking the 'Post & Print' button if you want to output a copy
of the invoice, or just by clicking 'OK', which is the usual method), it will automatically make all
the necessary postings into the Nominal Ledger, including a posting to the 'CIS Withholding
Control' account. The 'Postings' option (in the supplier account details form, "Trn: Current' tab)
will display something like the following:

1} Purchase Ledger - Mominal Ledger Postings |-= -
AlcCode TESDO0B
Supplier Test Supplier 8

Type Invoice FiL Transaction P2230 Pasted by SUPER

Date 05/01/2018 MIL Transaction 10277 Posted on 05/01/2018

Reference  New ‘ e ‘ — ‘ Sl Edit Account

Help %@ | Images | g J Ok

Description 25 hours labour, sit = p History | | A Details *
JDurnal A/C DBSCI‘lpt—an Deblt Credit |
31615 5000 Purchases for resalerstock 625.00 -
31616 1001 Stock 400. 00

31617 2100 Creditors Control Account (Trade) 1.042 50
31618 2810 CIS Withholding Control 187 .50
31619 2202 VAT Control Account 205,00

Totals: 1,230.00 1,230.00

In the suppliers account, the invoice will show as having a total value of £1,230.00, but the
outstanding balance will only show as £1,042.50, as it will have deducted the CIS deduction
amount. In this example, the labour charge of £625.00 has been posted into N/L a/c 5000, which is
a general purpose account for buying in services or stock for resale. In practice, you may want to
create a separate N/L account to use for labour, particularly labour subject to CIS.
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So, the list of current transactions in the suppliers (subcontractors) account looks like this:

] Purchase Ledger - Supplier Account Details ==
McCode | TES008 [ Find | 4 Prev | b Next|change| Main Contact Information [ Additional Gontact Information |
Supplier Test Supplier 8 | Status | Account OK B [] Archive Account Created
Main | On 25012017
i S| 954 Some Sheet ! Tel. 01263 536352 Fax. By SUPER
Some Town | Updated
Clipboard [ 5 On 05/01/2018
= Web View | By SUPER
[print Label| | :
— | Email Email
[E] map ! - >
!:' t Codi | ST16TT . Country | GBR &) .G t Britail {}) )
SaLEOED I |_| I L Reminders | Tran.Alloc. List Emails Purchases _NCDetaiIs

. = P . - = = T
Financial :! Balances il Trn: History || Remittance | Orders || Purchased |: Proforma & Factors || Diary || Contacts | General |
Date __ Type Ref Description/Job _ Value __Ostds || Deails
05-01-2018 Invoice Hew 25 hours labour, sit 1,230.00 1.042.50 -

Fostings

Delete

Create
Remittance
~|| PrintList |
_ | Invoice CreditFull || Payment Payment Early Create Debit X = Create
Invoice Full H Receipt Credit Rept | Made Boand Settlement Cash Refund Note Write Off ‘Adjustment Contra

Delete

Account status. Mormally "Account OK, but if there are any credit concerns select
D‘
Concemned or “Stopped 6 Help 1 New

Fae

When you pay the invoice, it will of course be the outstanding amount you're paying. So, in this
case, to pay the invoice in full, you would pay £1,042.50 Note, you can pay less than that, and
leave a balance outstanding. If you do, the CIS Return will be based on the part payment. Ifa
further payment is made after the CIS Return, that part payment will be included on the next CIS
Return. You can also increase the outstanding figure, by un-allocating a payment, and this will be
reflected in the next CIS Return. But you should be aware that no CIS figure for a subcontractor
can be negative. So, if un-allocating a payment would produce a total negative figure for the
subcontractor, it will NOT be reported in the next CIS Return. Though any subsequent payment
should correct the transaction. If you find you're allocating and then un-allocating (un-allocating
should be very rare, really), make sure you keep a close eye on the transactions involved.

If you are registered for VAT, and use the Cash Accounting scheme to account for VAT, then as
you're aware, you can only claim VAT back on invoices that are paid. If an invoice is part paid,
then you claim a proportion of the VAT, depending on how much of the invoice was paid. If an
invoice has a deduction for CIS, even if the invoice hasn't been paid, the amount of the deduction
will be considered to be a part payment. This is because the sub-contractor effectively claims the
CIS deduction from HMRC. So, for example, if you have an invoice of £1,000.00 plus VAT of
£200.00, making a total of £1,200.00 and there is a 30% CIS deduction of £300.00 (we'll assume
the whole invoice is for labour), the software will report the invoice on your VAT return has having
been 25% paid (ie. £300 of the £1,200 total), and will put £50.00 (ie 25% of the VAT amount of
£200.00) on your VAT return. If you never actually pay the invoice, you need to raise a Credit
Note, this will reverse the CIS deduction, and the VAT that's been claimed. If you do not pay an
invoice, you need a Credit Note from your sub-contractor, or you need to raise a Debit Note. These
will ensure the CIS deduction and VAT are properly reversed. Do NOT use a Write Off or
Adjustment, as these will not reverse the CIS deduction.

IMPORTANT: CIS is dependent on the date an invoice is paid. It is a cash based system, and so
invoices and invoice tax dates have no bearing on it at all. Just entering an invoice will not cause it
to appear in a CIS Return, until it's paid or part paid. It is of course quite possible for an invoice to
have two or more payment dates if it's not paid in one go. It will be the date when the payment (or
credit note) is allocated to the invoice that determines its 'paid' date. This can be 'todays' date, but
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can be edited in the allocation option. It’s important to remember this, as it’s is critical.

Credit Notes are handled just like Invoices, but in reverse. A Credit Note will reduce the CIS
Deduction amount for the subcontractor. So, for example, if the subcontractor has an invoice for
£1,000+VAT, and has £200.00 deducted from it, if you raise a Credit Note for £1,000+VAT, it will
contain a negative deduction of £200.00. Making the total deduction £0.00, of course. To account
for this in the CIS Return, it's the date of the Credit Note that will be used as the 'paid' date. If you
allocate an old payment/credit note to an invoice, that pre-dates the current CIS period, it will
still appear in the next CIS Return. Backdated transactions will get picked up in the same way as
they do when running a VAT period end.

Be careful with Credit Notes though, because a CIS deduction amount cannot be negative! So, ifa
deduction of say £100 was made in one period, then a Credit Note is raised in a subsequent period
which reclaims the £100 deduction, the -£100 figure will NOT get reported. Credit Notes can
reduce the total amount of deductions for a subcontractor in any one period, but not to the point
where the total deduction becomes a negative figure. If there are insufficient invoices to offset the
Credit Note, you will need to contact HMRC for advice.

It is quite possible to make a payment on account to a subcontractor. The payment then sits in the
account until an invoice is entered. It will not appear in a CIS return until it's allocated to an
invoice. When you allocate the payment to an invoice, the date used will of course be the date of the
allocation. Even if the payment was made months ago, it'll still appear in the current CIS Return
period.

That's it as far as entering invoices and credit notes goes. Please see the 'Getting Started' user guide
for more details on how to handle entering invoices, credit notes, and handling payments (this guide
is general, and not specific to CIS).

There are some options in the 'Purchase Ledger' menu, in the 'Lists' section, that you may find
useful:

'CIS Subcontractors' will list all supplier accounts that have had a CIS rate set. It will list the CIS
details, and has an option that allows you to easily edit those details. It displays the same form as
the 'CIS Details' button in the supplier account details.

'CIS Invoices' will list all invoices and credit notes within a given date range (which you can edit).
One useful thing about this list, is that you can see at a glance which invoices have been reported on
a CIS Return and which have not, and which have been 'Removed' (from a CIS Return, see CIS
processing below). You can un-remove a transaction in this option.

'CIS Previous Returns' will list all CIS Returns that have been processed, whether submitted
directly from Adminsoft Accounts or not.

'CIS Submissions' will list all submissions for CIS Returns and Verification Requests made directly
from Adminsoft Accounts, whether successful or not. Including those made while in "Test' mode.
You can select a submission and view the details.

Finally, is the CIS Return itself. The 'CIS Return' option is at the bottom of the 'Reports' section of

the menu. When you select this option, the form that appears will look something like the
following image:
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Purchase Ledger - CIS Reporting to HMRC - Send to HMRC is in TEST mode =
WARMING: Returns have to be made by the 13th of each month, HMRC issue fines for late returns and inaccurate
information. It is YOUR responsibility to ensure it's accurate, and to submit it on-time. Check all data carefully.
|7 Supplier Gross Materials CIS Deducted |
(TESOO? This is test customesr 7 645.00 120.00 105. 00 e
| TESN08 Test Supplier 8 572.00 223.00 104 . 80
Forthe period: | 061121201710 051012018 [ =] Sttt B0 O
; e Add | == LUst | (&= Edit
— — Print L|5t| ] ‘ g=[; ‘ I ; |
[}J ClS Return Report E;”J CIS Sub, Statements @ IQ Supplier | |——&| Trans, ' Figures
- - = Supplier Sendto | | A Save and ] |
Hel | \
Vimw ey VW ey B Detaits | Q. HHRC % Bxit ‘ | »g o

The actual form is deeper than this, but I've closed it up a bit, so as not to waste a lot of space on
this page, as there's only two subcontractors listed.

First thing to note is the warning message at the top in red. Your CIS Return HAS to be submitted
to HMRC on or before the 19" of each month. The period for reporting is always a calendar month,
it always starts on the 6 of one month and ends on the 5™ of the next month. So, if your period
ends on say 5™ June, you only have until 19" June to submit your CIS Return. That's not very long.
Holidays, sickness, technical issues, one or two invoice queries, it doesn't take much and those two
weeks between the 5 and the 19" are gone. If you are late, or if the information you submit is not
accurate, you could be fined. Therefore, we strongly recommend you process your CIS Return as
early as possible.

For the avoidance of any doubt, Adminsoft Ltd. and its associates and representatives will not
accept any responsibility whatsoever for late submissions or inaccurate submissions, even if
apprised of the possibility. Do NOT assume the figures being presented are correct, always
check them carefully. The CIS Return is entirely your responsibility.

So, the first job is to satisfy yourself that what is being displayed is correct. Is the correct period
being displayed? Are these the sort of figures you were expecting? You can find out how the
figures were calculated by selecting a subcontractor and clicking the 'List Trans.' button. This will
display a list of transaction for that subcontractor. Below, are the transactions for A/c. TES007:

Purchase Ledger - List CIS Invoices and Credit Motes == |
Date Ref . Ij'escript':i.'an VTalus dutstand.:i.'ng CIS Deduction RateX [
02-01-18 HNew labour 100.00 100,00 20,00 20.00 =
03-01-18 HNew labour — invoicerais —-100.00 —-100.00 —20.00 Z0.00
04-01-18 CIS TEST 2 hours labour 645 .00 0.00 105.00 20.00
.Total number of Invoices: 3 . 645.00 0.00 105.00 B
Ao TES007 Print ‘ Remaove Invoice ‘ Supplier ‘ ‘ J ‘

e 2 i 2 ; ‘A OK

Mame: This is test customer 7 test ‘ 0 sl “@ List Irans Details Details *

This list contains two invoices and one credit note. The credit note is the middle transaction in this
list, note the negative numbers. The invoice on the first line and credit note on the second line were
for the same amount, and so their figures cancel each out.

If a transaction should not be included in this CIS Return for any reason, you can select it and click
the 'Remove Trans.' button. The transaction will be removed, and the CIS Return figures
immediately updated. If you abandon this CIS Return, any transactions removed will stay removed.
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The only way to get them back into a CIS Return is to select the 'CIS Invoices' option under 'Lists
in the 'Purchase Ledger' menu, and un-remove it from there. I do not recommend you remove a
transaction that's there simply because there is an issue of some sort. It's better to exit the 'List
Trans.' option and return to the CIS Return, then click on the 'Supplier Details' button. Any
changes you make in there, should be reflected in the CIS Return after you click the 'OK' button to
exit the supplier account details form.

'

If all the transactions are there, but the totals need adjusting (perhaps a correction from a previous
CIS Return is required), you can select the subcontractor, and click the 'Edit Figures' button. Any
figures can be entered in here, provided they are valid. So, no negative numbers, and the figures for
materials and the CIS deduction must be less than the 'Total Value'. Note, unlike removing
transactions, if you abandon the CIS Return, any edits will be lost. You will have to re-enter them
when you go back into the CIS Return option again.

If you need to submit figures for a subcontractor that is not listed in the CIS Return (again, perhaps
to correct a previous error), you can click the 'Add Supplier' button. Locate the supplier, and enter
the required figures. Again, as with the facility to edit the figures, if you abandon the CIS Return,
you will have to select the subcontractor again when you return to the CIS Return option.

When a CIS Return is saved, all the information discussed above is also saved, and can be recalled
at any time.

Once you're sure the figures are all correct, if you're not submitting the CIS Return to HMRC
directly from within Adminsoft Accounts, you may want to click the 'CIS Return Report' button to
print out a report you can use in order to enter the information into HMRC's web site. Though,
even if you are submitting the CIS Return to HMRC directly from within Adminsoft Accounts, you
may want to run this report anyway. It gives you one last chance to check over all the details,
including things like company reg. number, verification numbers, etc. It also means you have a
report showing exactly what was sent to HMRC in an easy to read format.

The next job is to click the 'CIS Sub. Statements' button. This produces a statement for each
subcontractor in the CIS Return. By law, each subcontractor must receive a statement. By the way,
it is possible to re-print a statement for a subcontractor. Go into the supplier account details and
select the subcontractor, click on the 'Balances' tab, and then click 'CIS Returns'. This will list all
the CIS Returns the subcontractor has been reported in. Select the required return, and click the
'"Print CIS Statement' button.

Anyway, once the report and statements have been printed, we have one last step:

If you're not submitting the CIS Return directly from within Adminsoft Accounts, click the 'Save
and Exit' button. The system will process the CIS Period end and save the information. As far as
the accounts system is concerned, that's the CIS Return completed. You will now have to enter the
information into HMRC's web site. In practice, I suggest you enter the information into their
website before clicking the 'Save and Exit' button, just in case there are any unforeseen issues that
need attention before the CIS Return can be filed with HMRC.

If you're submitting the CIS Return directly from within Adminsoft Accounts, click the 'Send to
HMRC' button. If this button is greyed out, it's probably because you have not entered all the
required information in setup to allow this option to function. When this button is clicked, a form
will appear called 'CIS Declarations'. It will ask up to five questions, some of the answers will be
pre-filled in. The form looks like the next image:
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Purchase Ledger - CIS Declarations

Employment Status Declaration

Can you confirm that the employment status of each individual included on this return has been |Yes EI
considered and payments have not been made under contracts of employment?

Subcontractor Verification Declaration

Can you confirm that every subcontractor included on this return has either been verified with HM Yes B
Revenue & Customs, or has been included in previous CIS return in this, or the previous two tax
years?'

Information Control Declaration

You may be penalized or prosecuted if you make false statements. Can you confirm that the Yés EI
information given on this return is correct and complete to the best of your knowledge and belief?’

NIL Return indicator

Can you confirm that no payment have been made to subcontractors in the construction industry EI
in this period?

Inactivity Indicator

Please indicate if you do not anticipate paying subcontractors in the next six months. Answer Yes® EI
ifthis is the case. Otherwise leave blank.

You must answer the questions on this form before the

data can be sentto HMRC. x el (J 3;}?8(?:‘(1 to
7 ow
SUBMISSION TO HMRC IS IN TEST MODE

The options are pretty self explanatory. They are required by HMRC (and sent to them as part of
the submission), and if in any doubt as to how to answer any of them, please explore HMRC's web
site for information, or contact HMRC.

As you can clearly see, this is in test mode. Which means the submission to HMRC will be
validated by them as if it were a real submission, but they will not process the data. When it's in
test mode, after making the test submission (by clicking 'OK, Send to HMRC Now') it will leave
you back in the CIS Return option. You can then save the CIS Return, or abandon it. Ifit's not in
test mode, and the submission was successful, it would automatically save the CIS Return for you
and close the CIS Return option. That would be the CIS Return completed.

Below, I'll go through what you'll see when actually making a submission to HMRC.

When the CIS Return is being submitted directly from Adminsoft Accounts, the following will
appear:

IS Return - Send Document to HMRC (TESTING ONLY)

Process I Received from Government Gateway H XML Document Sent | Message from HMRC \

[Date Time Process

22701718 15:54:52 This is a TEST only. -
22701-18 15:54:52 Setting up communications

22701718 15:54:52 Sending XML Document IR-CIS-CIS300MR

22-01-18 15:54:54 OK 200 XML Document sent

22701718 15:54:54 Asked to wait 10 secs for response from Government Gateway.

Processing...

Help

Close
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The last screen image shows the submission in progress. What happens is that the CIS Return
information is put into an XML file, this is a text file in a special format as specified by HMRC.
The file is then sent to HMRC's computer system over the internet. When the file is sent, HMRC's
computer system will usually ask Adminsoft Accounts to wait for 10 seconds to give it time to
process it. You can see what's happening in the green text displayed.

We want the text to remain green, because that means everything is OK. If it goes red, it means
there's a problem. If it stays green, click the 'Message from HMRC' tab to see if HMRC have sent
you a message. Sometimes, important information is in there. You can then click the 'Close'
button. All data will be saved, this includes the submission details (which can be recalled at any
time) and the CIS Return information itself.

If there are one or more errors, the submission form will look something like this:

CIS Return - Send Document to HMRC (TESTING ONLY)

Received from Government Gateway H XML Document Sent [ Message from HMRC H Error Messages

Date Tine Process

22-01-18 15:54:52 This is a TEST only -
22701-18 15:54:52 Setting up communications.

22701718 15:54:52 Sending XML Document IR-CIS-CIS300MR

22701718 15:54:54 OK 200 XML Document sent.

22701718 15:54:54 Asked to wait 10 secs for response from Government Gateway.
22-01-18 15:55:05 OK 200 XML Document rejected due to error/s.

22701-18 15:55:05 OK 200 Communication ended.

One or more errors
occurred during the
attempt to send this
document. It probably
has not been
accepted by HMRC.
Please click on the
Help’ button for
further information

@ Her

First thing is to click on the 'Error Messages' tab. There may be something in there that will
indicate what the error is. However, HMRC's error reporting is very poor. So, you may have to
click the 'Received from Government Gateway' tab and view the actual XML text file returned by
HMRC. It will look something like this:

File j ’D CIipboardJ [ @ Print

CIS Return - Send Document to HMRC (TESTING ONLY)

Process | Received from Government Gateway : | XML Document Sent ” Message from HMRC ‘ Error Messages ‘
<?xml version="1.0" encoding="UTF-8'?=<GovTalkMessage -~ .

xmins="http:/www.govtalk.gov.uk/CM/envelope™><EnvelopeVersion=1.0</EnvelopeVersion=<Header><Message |
Details==Class>IR-CIS-CIS300MR<=/Class=<=Qualifier=error</Qualifier=<Function=submit</Function=<Transacti
oniD=<=/TransactioniD>==CorrelationlD>DE3B41EC48AF43BDA950913C253A4997</CorrelationiD==ResponseE
ndPoint

One or more errors

Pol jal="10"> / ct ji N ion<iR EndP T, f occurred during the
ollinterval="10">https:/test-transaction-engine.tax.sernice.gov.uk/submission</ResponseEndPoint><Transfor | attemiptio send this

mation=XML<=/Transformation=<GatewayTimestamp=2018-01-22T 5.160</GatewayTimestamp=</Messa (= document. It probably
geDetails><SenderDetails eader=<GovTalkDetails==Keys==/Ke GovTalkErrors=<Error=<RaisedBy=De has not been E
partment=/RaisedBy=<Number=3001</Number=<Type=business</Type=<Text>The submission of this accepted by HMRC.

document has failed due to departmental specific business logic in the Body ¥
tag.</Mext=</Error=</GovTalkErrors></GovTalkDetails><Body=<ErrorResponse SchemaVersion="2.0 |

xmins="hitp//www.govtalk.gov.uk/ICM/errorresponse™=><Application=<MessageCount=2</MessageCount=</Appli —
cation=<Error=<RaisedBy>HMRC-ERIC</RaisedB

umber=5012</Number=<Type=>Schema
Validation=/Type>=<Text=cvc-pattern-valid: Value ‘AB123456T is notfa lid with respect to pattern
[ABCEGHJKLMNOPRS ZJABCEGHJKLMNPRS Z][0-9 \-D | for type o Help
NINOtype’.</Text=<Location=65:38</Location=</Error=<Error: dBy=HMRC-ERIC</RaisedBy=<Number=5 ~

File HDCIipboard l <& Prnt ‘ ] close

It looks horrible! Although as a software developer I can see what the error is straight away. It
doesn't like the NI reference (or 'NINQO' as it calls it). To fix this, I will have to click on the 'Close'
button, select the subcontractor in the CIS Return, click the 'Supplier Details' button, then edit their
CIS details (the 'Balances' tab, 'CIS Details' button). Then I can try the submission again. Note, in

Please click on the
Help® button for
further information.
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Adminsoft Accounts v4.174 onwards, the XML text it is formatted to be a little easier to read.
Though it's still rather cryptic.

If you can't figure out what's wrong, you'll have to email support@adminsoftware.biz and please
include a copy of the XML file received from the government gateway, and copy of the XML file
that was submitted. You can use the 'Clipboard' buttons to put a copy on your Windows clipboard
that you can then paste (Ctrl-V) into an email, or use the 'File' button to save the contents of the
XML to text files and send then as attachments.

When a submission is successful, the submission form will look like this:

CIS Return - Send Document to HMRC (TESTING ONLY)

Process I Received from Government Gateway \ XML Document Sent ‘ Message from HMRC i

Date Tine Process I3
22701718 16:20:21 This is a TEST only - |
22701718 16:20:21 Setting up communications

22701718 16:20:21 Sending XML Document IR-CIS-CIS300MR Finished

22701-18 16:20:22 OK 200 XML Document sent

2270118 16:20:22 Asked to wait 10 secs for response from Government Gateway
2201718 16:20:33 OK 200 XML Document accepted

22-01-18 16:20:33 OK 200 Communication ended

9 Help
+] Close

{ @ Print

) i
File

\ | | Clipboard

That's pretty much it. Your CIS Return is completed. As already stated above, when you click on
the 'Close' button, the submission data will be saved, along with the CIS Return information, and all
transactions associated with the return will be processed. This is all done very quickly, so the CIS
Return form may only remain visible for a second or so, and will then automatically close.

*** end of document ***
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