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SUPPORT SERVICES

Relate Software is committed to strong customer service and satisfaction. At all times you will be able to make contact with our
company and our technical service teams. Relate Software will provide the highest level of customer service and will provide
telephone support as well as online remote access support and where applicable we will call out onsite to help resolve any support
issue.

You can make contact with our support department in the following ways:

Telephone:

Ireland: +353 (0)1 4597800
United Kingdom: +44 (0) 871 284 3446

Fax: +353 (0)1 4597779
Email: support@relate-software.com
Opening Times for Support 09:00-13:00, 14:00-17.30

We also provide out of hours support via mobile phone. If you find that you need out of hours support simply call the support
department and they will provide you with a mobile number where support will be available at an agreed time.
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COPYRIGHT

This document and software described in it are copyrighted with all rights reserved. Under copyright laws, neither the documentation
nor the software may be copied, photocopied, reproduced, translated or reduced to any electronic medium or machine readable form,
in whole or in part, without prior written consent of Relate Software ('Relate’). Failure to comply with this condition may result in
prosecution.

This computer program is the property of Relate. The program is protected under copyright law and is licensed strictly in accordance
with the conditions specified in the Software Licence. Sale, lease, hire, rental or reassignment to, or by, a third party without the prior
and written permission of Relate is expressly prohibited.

Relate does not warrant that the software package will function properly in every hardware / software environment. For example, the
software may not work in combination with modified versions of the operating system, with certain print-spooling or file facility
programs, or with certain printers supplied by independent manufacturers.

Although Relate has tested the software and reviewed the documentation, Relate makes no warranty or representation, either
express or implied, with respect to this software or documentation, his or her quality, performance, merchantability, or fitness for a
particular purpose. This software and documentation are licensed ‘as is’, and you, the licensee, by making use thereof, are assuming
the entire risk as to their quality and performance.

In no event will Relate be liable for direct, indirect, special, incidental, or consequential damages arising out of the use or inability to
use the software or documentation, even if advised of the possibility of such damages.

Disclaimer: Relate’s policy is one of constant development and improvement. We reserve the right to alter, modify, correct and
upgrade our software programs and publications without notice and without incurring liability.

Copyright: 2006 Relate Software
Unit D6, South City Business Park,
Whitestown Way, Tallaght, Dublin 24

Issue Date: 12/01/2009 All Worldwide Rights Reserved
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INSTALLATION
How to install the software for the first time is explained in this chapter. It covers a Standalone (single user) installation and Network

(multi-user) installations.

This chapter will outline how to install Relate Personal Tax Manager on to one computer or a network for the first time. The following
topics will be covered in detail:

e Standalone/Network System Requirements
e  Standalone/Network Installation

e  Starting Relate Personal Tax Manager

e Product Registration

e  Support Services
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Standalone/Network System Requirements

When installing Relate Personal Tax Manager for the first time please take note of the following and recommended system
requirements.

Standalone System Requirements

The minimum requirement for a computer to run the Relate Personal Tax Manager is a P4 processor or better. The computer will
need 512MB of memory (Vista — 1GB) and at least 50Mbytes of free space on the hard disk.

The computer will need to run on one of the following operating systems:

Microsoft Windows 2000 Professional
Microsoft Windows NT Workstation V4
Microsoft Windows XP

Microsoft Windows Vista

The recommended requirement for a computer to run the Relate Personal Tax Manager is a processor of 200MHz or above. The
computer will need 1GB of memory (Vista — 2GB). An SVGA monitor which should support a screen resolution of at least 800 x 600
pixels.

The computer will need to run on one of the following operating systems:

Microsoft Windows 2000 Professional
Microsoft Windows NT Workstation V4
Microsoft Windows XP

Microsoft Windows Vista
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Network System Requirements

The minimum requirement for a SERVER to run the Personal Tax Manager is a P4 processor or better (or compatible equivalent).
The computer will need 1GB of memory and at least 50Mbytes of free space on the hard disk.

The minimum requirement for a WORKSTATION running the Personal Tax Manager is P4 processor or better (or compatible
equivalent). The computer will need 512 (Vista — 1GB) of memory and at least 50Mbytes of free space on the hard disk. An SVGA
monitor which should support a screen resolution of at least 800 x 600 pixels.

The computer will need to run on one of the following operating systems:

Microsoft Windows 2000 Professional
Microsoft Windows NT Workstation V4
Microsoft Windows XP

Microsoft Windows Vista

Relate Personal Tax Manager will run on a Peer-to-Peer network but we do not recommend the use of this kind of network.

The recommended requirement for a SERVER running the Personal Tax Manager is a P4 processor or better (or compatible
equivalent). The computer will need 4GB of memory and at least 200Mbytes of free space on the hard disk

The recommended requirement for a workstation running the Personal Tax Manager is a P4 processor or better (or compatible
equivalent). The computer will need 1GB (Vista — 2GB) of memory and at least 200Mbytes of free space on the hard disk. An SVGA
monitor which should support a screen resolution of 800 x 600 pixels.

The computer will need to run on one of the following operating systems:

Microsoft Windows 2000 Professional
Microsoft Windows NT Workstation V4
Microsoft Windows XP

Microsoft Windows Vista
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Standalone/Network Installation

The installation wizard makes the process of installing Relate Personal Tax Manager an easy and straightforward exercise.

The standalone and network installation can be run from one CD.

1. Place the program CD into the CD-ROM drive. If you have auto run enabled on your CD-ROM drive, the installation
wizard will automatically appear. If it does, skip to step 4

2. From your Windows Desktop, click on the Start Button and the start menu will appear. From the Start Menu choose
Run. The Run window appears as follows:

Run E| E|

Type the name of a program, Folder, docurent, or
o Internet resource, and Windows will open it For you,

open: | dtisetup| w

[ [o]4 l[ Cancel ][ Browse, .. ]

Figure 1
3.  When you press OK the standard Relate Personal Tax Manager installation wizard will appear
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4. The installation wizard begins and the setup program will display the first screen. The screen will appear as follows:

|| Welcome to the Relate Personal Tax Setup Wizard

The installer will guide you through the steps required to install Relate Perzonal Tax on vour
computer.

WARMIMG: This computer program iz protected by copyright law and international reaties.
Unauthorized duplication or distribution of thiz program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

Figure 2

5. Click Next.
6. The following screen appears

Success Built on Service
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Select Installation Folder

The inztaller will install Relate Personal Tax to the following folder.

Ta install in thiz folder, click "Mext". To install to a different Folder, enter it below or click "Browse".

Folder:

C:%Program Files\Felate Personal Taxh Browse. ..

Install Relate Personal Tax for yourself, or for anyone who uses this computer:

@) Everpone

0 Just me

Figure 3

The installation wizard will now ask you where you want the Relate Personal Tax Manager program installed.

We recommend that you use the default directory.

We recommend that you install for everyone who uses the PC, but you may select a specific user if you wish.

Click Next

The installation is now ready to start copying the program and data files to your computer. Should you want to use a
different folder click the back button.

—_ O
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12. Click Next

Success Built on Service

i':_.-% Relate Personal Tax

Confirm Installation

The inztaller iz ready to install Relate Persanal T ax on pour computer.

Click "Mext" ta start the installation.

Figure 4
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5] Relate Personal Tax

Installing Relate Personal Tax

Relate Perzonal Tax is being installed.

Please wait...

E Cancel i | < Back | | Mest »

Figure 5

13. The installation of the program and data files occurs as shown on the above screen.
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Installation Complete

Relate Personal Tax has been successiully installed.

Click "Cloze" ta exit.

Pleaze use Windows Update to check for any cntical updates to the MET Framework.

i Cancel i i < Back i E LCloge

Figure 6

14. Click Close, the installation is complete

Success Built on Service
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GETTING STARTED
-
1. Once the package is installed the following icon will appear on the desktop click the icon to start the program.

2.

When you launch the program for the first time, you will need to enter the Sever details as well as your Database Name.

14 Change Database

Select Server FLA SOLEXP

Select Database DRIVE_UserDay

|| Cancel ‘

If you are a DRIVE CRM user you can get these details from DRIVE by clicking on Tools> Change Database. Take the
details and enter them into the screen above.

If this is a new installation and a new database the default login User ID. Is SYSADM and no password.

Click on the desktop icon again and the system will load the Registration screen. A Relate Software technician may
have already registered the product for you and if so move onto the next section. If the system is not registered follow
the instructions below.
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Product Registration
When you access the program for the first time the system will recognize that the program has not been registered. The
system will not run unless it is registered.

1. To register your product call the Relate Software Hotline at

the following number: REEEUEUEY (%]
Ireland  +353 (0)1 4597800 =
UK +44 871 284 3446 S
2. The registration screen will appear as in Figure 7: A 1089-9908-1726-3360
Mumber of Companies ’? il Print
3. In order to register the software you must speak to a Relate Nurber of Lisers [z =]
Support staff member who will take you through the
regiStration prOCGdUre. Licence Renewal Date  |31/12/2007
Activation Key ’m
4. The support person will ask you to call out the Serial Number
(registration key) that will be displayed automatically when
you install the system. Clase

5. Complete the licence screen based upon the licence you
have purchased along with the licence renewal date.

Figure 7
6. The support person will now call out an Activation Key based on the information provided.
7. Enter the Activation Key and click the Register button. The system has now been registered.

8. You should retain a copy of your Serial Number and the best way to do this is by clicking the Print Screen button on
your keyboard, which will print a copy for you.

9. The system is now registered and ready for use.
When the Licence Renewal Date is reached, you will need to renew your licence. This will usually be a year from the date of

registration. One month in advance of the renewal date the system will give a warning to call the support hotline in order to
get a new registration key. One month’s warning will be given.
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Login @
Double click on the icon on your desktop. The Login screen will be displayed (see Figure 18). If you do not get the Login
Screen, see Trouble Shooting.

-,
@ Relate Personal Tax (Version 1.0) - ﬂ

Enter your User ID and Password and click the Ok button to login to tax. If the User ID or password is incorrect then the following
screen will appear

Information

Click the OK button. Re-enter the correct User ID and Password. If the problem persists, check your User Id and Password with your
System Administrator.
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CONCEPT BEHIND RELATE PERSONAL TAX MANAGER

Relate Personal Tax Manager has been developed to help firms manage and maintain their client personal tax information. The
package is linked to DRIVE, the most widely used Accountants CRM package on the market. The personal tax client information is
shared between the two packages. All individuals and soletraders from DRIVE will appear in the personal tax package. If you do not
do personal tax returns for some of these clients you can hide them.

The system highlights through the tax return summary dashboard all clients with outstanding returns, returns not created as well as
the status of their returns such as sent to client for signing or submitted to ROS.

The system allows you to Import last years ROS f11.xml file into the tax database. This will read the tax information on your client and
automatically load it as a client into Relate Personal Tax Manager. This saves a lot of time and it also allows you to roll over the
client’s tax return information so that you can easily do the new tax return.

The package allows for updating of clients personal tax information into a central database. Once updated the user can click the
calculate button and the system will automatically send an xml file to the Revenue online calculation engine. Within seconds the
system will return the Form 11 Calculation report.

If you are happy with the tax return, simply click the submit button and the system will create the f11 file for submission. The package
will automatically bring you to the upload section of ROS so that you can upload the file. Relate Personal Tax Manager will soon have
the function to automatically upload the file directly to the ROS engine with notification number and status being returned to the
package itself.

The Datamining routine allows a firm to send information requests of impending tax returns to clients by using the mail merge

function. It also allows you to run a series of data queries to get information from the tax database for example: produce a list of all
tax clients who have rental income or list all clients who took advantage of film relief last year.
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HOW TO NAVIGATE PERSONAL TAX

Navigation bar: you can drag shortcuts to different positions on the navigation bar to suit the order of your work. The tax package
does not have many shortcuts so the standard layout probably does not need adjusting.

Use the text drop down menu to select the options you want to execute.
Use the tool bar (new, open, print, delete and find plus screen-specific icons) by clicking on the option.

The right click option on most browse screens will allow you to add, edit and delete records. On the clients & tax returns screen view
the status of a client’s tax return can be changed by right clicking. You can also perform a tax year rollover from this menu.

Columns can be sorted (where relevant) by clicking column headers, you can filter (where relevant) columns as well as change
column widths. Additional columns can also be selected using the Column Chooser option.

Double click will generally bring you into a drill down facility where appropriate.

Click on hyperlinks (to add new database items on the fly or to expand the information). Blue or blue underlined text indicates a
hyperlink to a smaller database or lookup.

Use the Find option: clicking a second time turns it off.
Use Fast Search (on long browse screens).

Pressing F1 will generally call up online Help if it is available.
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HELP

The help menu contains a couple of important options to help you when you contact our support department. The first one is the
Relate Software Remote Support. This option allows a Relate support consultant to remotely logon to your pc and look directly at
your screen so that you can better explain the issue you are having. When you click the option below, the system will automatically
launch Internet Explorer and bring you to the login site. The support person will give you a secure code and you can follow their
instructions.

(4 Relate Personal Tax
| File Reports Tools Theme
I Help T |
il er =] ROS Import =3
FErequently Asked Questions Ly [
Support Informatia
@ Clients i Relate Software Remote Suppoi Sewd,.. | PPSNumber Status Staff | Last Access Date/Time | Checked-Out LAl
& staff & About 2007 | 123455 Draft Return Generated ~ RMM 27/02/2003 10:46:46 Mo [%] [e123]
Remote
Support

The second option is About, click on about to find out what version of the software you currently have installed.

e ———

I tem Informati il

Relate Personal Tax

Version 1.0 Build 21

Copyright © Relate Softuare 2009

allRights Reserved

|

Version 1.0 Build 21 for example is what you tell the support person should they ask.
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MAIN PROGRAM WINDOW

Relate Personal Tax manager opens on the client and Tax Returns screen. This acts as the main menu for the system.

File Repo Theme Help
! |j H i, ")‘ | New Tax Year W Rollover % Ros Import i: ;‘J t E) | _f Payment ,E" Expand All G& Collapse All -
@ Cents [ Clients Tax Return Tax Year | PPS Number Status St... | Last Access Date/Time | Checke... [ - [E
& stff £ ALLO01 John Allen 2007 1234567 Draft Return Generated RMM  27/02/2009 10:46:46 No [%] [a23]
3 Data Mining £ BRA0D1 Peter Brady 2007 87655450  DraftRetum Generated MM 27/02/2009 10:47:13 Mo @ [
£ conoo1 Mary Comnors 2007 5545877 Sent to Client for Signing RMM  27/02/2003 16:02:29 No ‘é
- O N o SN |
& EBB0D1 George Ebbs 2363464 Sentto Client for Signing RMM | 14/05/2009 10:24:30 [~] =
& FOGO01 Winona Fogarty 2007 75432127 Sentto Client for Signing RMM | 27/02/2009 15:33:32 o @ |(Z|Ed
£ GOROO1 Susan Gordon 2007 1234269 SenttoClient for Signing RMM | 27/02/2009 11:31:59 no [~] ked
& 1aM001 Peter James 007 643625 Sentto Client for Signing RMM  27/02/2009 12:52:92 no w Eid
£ ROGDO1 RayRogers 2007 Submitted RMM | 14/05/2009 10:24:18 No ("4 %
£ samoo1 sample One 84515100 \Z/
Tax ear 2007 007 Submitted RMM | 14/05/2009 10:20:06 No "4 )
Tax Year 2008 2008 RMM | 14/05/2009 10:20:10 No (%] (AT}
£ saMO02 Sample Two 007 8451510L  Information Received RMM | 07/05/2009 08:53:28 (%] End
£ SAMO03 Sample Three 2007 8451510L  Reminder Sent RMM | 14/05/2009 10:25:25 @ %
£ SAMOD4 Sample Four 2007 RMM | 27/02/2009 12:58:06 Mo (%] fod
Return Summary Return Status Return Summary ‘\%
No. Tax Clients 5 No Status 2 \Z/
Returns Submitted o | Information Requested 0 (|
Returns Incomplete 2 | Reminder Sent o [
e g | DfomationReceived 0 b
| Deskiop. b ) - Draft Re(\fm Generated 0 \g\
Sent to Client for Signing 0 Ev
Recent Clients No. Days to 16th November 186 | signoff 0 k2
Submitted 0

Figure 8
On a new installation the list of clients will be blank. If you are a DRIVE or RAP User, the DRIVE/RAP client list will automatically
appear. Only Individuals and sole traders will appear but you can add a tax return to each of the clients listed from DRIVE/RAP. You
can add new clients, other than DRIVE/RAP clients to Personal Tax by clicking on the new button.

The Return Summary dashboard allows you to keep track of returns for the current tax year.
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USER ACCESS GROUP

When you enter the system for the first time, you will have to use the default System Administrator's access rights and password.
Once Access Groups have been defined, they can be applied to individual staff. Using the access rights, you can restrict routines.
You can password individual client returns by applying a password.

Defining User Access Groups
From the Tools menu, choose the User Access Groups option. The Access Groups window appears listing all of the available groups.

Click Add. The Access Group window appears.

) Access Group X
Bt} Access Groups __ AccessGrowp [pra ] [select il f[unselect Al
(5 Access Group
SUPER [

~Reports 7 New
Other

[ Edi
| Delete

—_— %] Prink

| o E—
W Edit
| 7IDelete
9] Staff ficcess Group

[¥] User Access Groups

Ok || Cancel .,
T ]

Enter a Name for the Group and then tick the
options you want available to the group you are
creating

To apply an access group to a staff member go to the staff section and edit the staff members details and apply.
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ADD A CLIENT AND TAX YEAR

New clients can be added through the normal add button from the clients and tax return browse but you can also use the Ros Import
button which will automatically load your client information from their last years .f11 ROS xml file. This can save considerable time
and effort as it will upload all the relevant information. Please note that this will upload the information into the year that the .f11 file
relates and you will then need to do a rollover. See below for details.

To add new a client tax year, click New from the toolbar. New Client and Tax Year window appears as follows:
() New Client and Tax Year ==

Entity Type [rndividual -]

Name

Partner

Lead staff

4

P

|
|
Manzger [
|
[

Business Type

Confirm Password l:l

Tax Year

Tax Client 4

Figure 9
Add the following details:
Entity Type. This can only be either individual or sole trader, all other entity types are not applicable.

Client Code: Client codes can be manual or automatically created. In case of automatic coding, each code may be broken up into
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several segments. The client code can be based on up to six criteria, i.e. client name, office, partner, department, manager and a
unigue number generated by the system. For further details, refer to the Settings section.

Name: Enter the name of the client. Clicking the lookup displays an additional screen to add details on the individual such as Gender,
Title, Forename and Surname, salutations (both formal and informal).

Partner: Select the name of the partner in charge of this client from the drop-down list. Alternatively, click the Partner link to display
the Select Partner window. Select a partner from the list.

Manager: Select the name of the manager from the drop-down list. Alternatively, click the Manager  link to display the Select
Manager window. Select a manager from the list.

Lead Staff: Select the lead staff from the drop-down list. Alternatively, click the Lead Staff link to display the Select Staff window.
Select the lead staff from the list.

Business Type: Select business type from the drop-down list. Alternatively, click the Business Type lookup to display the Business
Type window.

Password: Enter the password for the client. System will ask for the Password if you try to edit the client.
Confirm Password: Enter the Password again to confirm and save it in the database.

Tax Year: Select the Tax Year from the drop down list. Initially this will be 2007 or 2008 but each year will be added in annual
updates

Tax Client: This will automatically be set to on on the add screen but can be taken off on the edit. Tax Clients will be displayed in the
Client and Tax Returns Browse with this icon beside them .

To save the client details, Click OK.
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Add A New Tax Year

For existing clients, you can add a New Tax Year from the Client and Tax Returns browse. Add Tax Return window appears.

B Add Tax Return
Entity Tvpe

Client Cade

Business Mame
Password

Confitm Password

Tax Year

|Individua|

|TEST

3

|test

I
L 1

QK

Cancel

Figure 10

It will display the Entity Type, Client Code and Business name. You can enter Password and Confirm Password to restrict access of
the client. Select Tax Year from the drop down menu. Click ok to save the details. A new Tax year will be generated for the client.
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ROS Import

The ROS Import option allows you to find and select a clients ROS .f11 file and import their information into the Relate Personal Tax
database. The first thing to do is to setup your default Path For F11 Files. To set this up goto Tools >Settings and then select the Tax
Details Tab.

Half way down the screen enter the Path for F11 Files.

(¥ Settings (=3
| Fractice Getais | Clent Coces[[REEEETRI

Tax Details

TAIN No. [123455 |

ROS Server URL

View Last Year Details
UK Conversion Rate 0.900000
US Conversion Rate 1.200000
Path for F11 Files C:\ROSF11 Files E|
Use ROS Online B
Use Offices 0O
Use Departments D
Hide Closed Clients ]
| oK ‘ | Cancel
Figure 11
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Once this has been setup click File > ROS Import from the main menu or click the ROS Import button from the Clients and Tax
Return browse.

The following screen will appear:

() Convert ROS Form 11 XML files to Tax Database o |[=]E5)
Client C.., | Name PPS Number TaxRetun | Filename Imported |
Pw 83515100 2007 C:\ROS\form 1112007 tax Return - 2.F11 [ e |
LF 85515101 2007 C1ROS\form 1112007 tax Return - 3.711 | wo |
€0 86515101 2007 C1ROS\form 1112007 tax Return - 4.f11 | ne |
vE 451510 2007 C:\ROS\form 1112007 tax Return - 5 - Copy. 11 | |
VB 81515100 2007 C:\ROSYform 1112007 tax Return - 6.F11 “
6 Form 11 files found

The system will list all of the .f11 files that have not been imported into Relate Personal Tax Manager. If you have other
directories and not one master directory you can click on the “Search for F11 files” button and select the XML folder
path. The list of all xml files automatically appears in the window with imported flag set to ‘No’. Select the file you want
to import.
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Click ROS Import button. Select Code window appears.

@ Select Code [=5]

Select a Client for V B
003 Jeffrey Wiliamson N

PPS Mumber B797976T

Address

| Ok | | Cancel

Figure 13
This should default to the client if the PPS number agrees. If they do not you will need to select the client which the .f11 file relates to/
Select a client code from the drop down menu. The xml file will be imported into this client. Once you select the client code, the PPS
number and address will be displayed. Once the xml file has been completely imported the imported status will be set to ‘Yes’.

use the ROS Import & Rollover button, to import the XML files and perform a tax year Rollover. This will do exactly the same as the
ROS Import button but it will also create a new blank tax year for the clients next tax year. It is a timesaver.

Use find tool to search for a client’s form 11.

Use Refresh tool to refresh the list of xml files in the import window based upon the path selected.
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Rollover
Click the Rollover button on the clients and tax return browse to create a new tax year. When you click the button on an existing tax
year the following message will appear.

‘E} Rollover [E3m]

Rollover for [BO0&G] Derek Daniels 2007 Tax Year to 2008,
This will create a new tax year and will leave 2007 so
that you can go back into it at any time.

Cancel |

Once the procedure ends, a new tax year will be generated.

Note: The status must be set to ‘Submitted’ before a rollover can be run on a clients tax return. To update the status on a return
simply right click on the return in the browse and click the Status option or click the Status button on the toolbar.
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Status

To view the Status on a Client Tax return, Click on the Status tool from Toolbar

window appears as follows.

B _ Client and Personal Tax Year Status

@ Clients and Personal Tax Year Status
Task Status
Information Requested
Reminder Sent Completed

Information Received Mot Started
Draft Return Generated Mot Started
Sent to Client for Signing Mot Started
Sign Off Mot Started
Submitted Mot Started

Staff
MM Richie McMahon
RMM  Richie McMahon

Completed
05/01/2009
02/06/2009

<

MNotes

dient never broughtin information

oK | | Cancel

Figure 14

The Tax Return Status screen shows the workflow Tasks as listed on the left side of the screen. Tasks can be marked Completed
only if the previous Tasks are also marked as Completed. See Figure 4. The different status types available are ‘Not Started’, ‘In
Progress’ or ‘Completed’. The Staff member responsible for the Task and the Completed date may be selected. A Note may also be
entered. The Staff name will automatically default to the user logged in but this may be changed by clicking on the down arrow.
Similarly the date will default to today’s date. Only when the Status “Submitted” is set to Completed the system will allow performing

rollover routine.
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Backup/Restore

The backup routine allows the user to backup a single client tax return to a local pc or memory key. This allows you to take details of
a clients tax return home to work on. The Backup screen will appear as follows:

@ Backup ()
Client Code |D001 | Date
Client Name |Derek Daniels |
Template |Individual |
Tax Year 2007
Backup Tao C:\Program Files\Relate Software\Relate Personal

Tax'\Backups\D001 31st December 2007 on 262005, ptax

| Backup || Cancel |

Click Backup and a message will appear “Backup Completed”. If you go to explorer you will see a series of backup files with the
extension .ptax.

Restore will perform the reverse routine and update the database with the new information.
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Check-Out/Check-In

The check-out routine works in the same as the backup routine but the difference is that the clients tax return is now locked on the
system so that nobody can change the details until the return is checked back in. The Checkout screen will appear as follows:

() Check-Out Ex3
Client Code [poo1 | Date
Client Name |Derek Daniels |
Template |Individual |
Tax Year 2007
Check-Out Ta C:\Program Files\Relate Software\Relate Personal Tax\D0O01 31st

December 2007 on 262009.ptax

Click the Check-Out button a message will appear “Check-Out Completed”. If you go to explorer you will see a series of checked-out
files with the extension .ptax.

The Checked-Out column on the client and tax return screen will have the word “Yes” filled in. The tax return will also change colour
from black to red to indicate is has been checked-out.

Check-In will perform the reverse routine and update the database with the new information.
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Payment

& Payment

Select the = button from the toolbar. The payment window opens.

@ D001 Derek Daniels - Payments = |5 ][E]
E Save & Close

r Tax Year Previous Tax Liability Current Tax Liability Balance Due

2008 0.00; 0.00 0.00
2009 0.00 0.00

Figure 15
It displays each of the tax years entered for this client and holds the following information , Previous Year Liability, Preliminary Tax
Paid, Current Tax Liability, Balance Due. Enter the amount you have paid as Preliminary Tax, Balance Due will be the difference of
Current Tax Liability and Preliminary Tax Paid.

Expand All/Collapse All
As the number of returns on the system hit hundreds of returns it is often helpful to collapse the main client and tax return list. This
effectively displays just the client list with the clients most current year displayed. Expand will reverse this and show all clients and all

tax returns.
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Return Summary Dashboard
The Return Summary screen is updated as you process information. It will tell you how many returns have not been created yet, how
many are incomplete. The middle Return Status will quickly show you how many of your current year tax returns are at different

stages of completion.
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B xR NewTaxYen () Rotever T Roslmport EY t & romen ,L Epand Al &m.wmu B s
T
B Cents r Clents Tax Retun. TaxYear | PPSNumber | LastAccess Date/Tme Status Staff | TaxCient | Checked-Out | EntityType [ - [
& seff & § A001 Lars Anderson 2007 87767467 31/03/2009 17: Submitted RMM  Yes No Indvidual < lazs)
P -8 A007 Hery Anderson 207 ey oo e w e | @ |3
5 3005 Anderon Gora 207 QYOI VAT ematenRenested B Yes N
- § oot siyGates 007 InformatonRequested R Yes R I N
& § 5005 Bary Ancrens 2008 Simited WM e N mevde ¥ | |Ced
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e e e
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& § Mooz MichaelByme 007 essaess Sumited w e vwvida | @ | [Esd
& § 003 AenMaguire w7 sressso Submited W e Moo meve @ | [T
& § 005 Mandy Smith 207 osssEseY 3032009 1701:27 M ves No  Indvidual @ }%}
£ 005 Mary Wnterbum e Indvidisl )
T TRr— w7 e 26022009 1 w e oo meiee v G0
& § N0z Nodismith W7 e 030420 15 W e Yoo mavde @ V]
-5 006 TedNeligan W07 st 03042009 1405 W e Mo Indvides FN ==
- § Roo1 RayRogers ;s s osida0ng s W e N movdel @
+ £,R003 Ridhe Rich Enterprises No Sole Trader

s
Recent Clents

Return Summary Return Status
No.Tax Clients 2 | Nostws
Returns Submitted 4 | information Requested
e Svcomgiis o | Remindersent
Information Received
Returns Not Created 2
Draft Retum Generated
Returns Outstanding 2

Sent to Client for Signing

No.Days to 16th November 167 | signoff

Subrmitted

Return Summary

ot Createdi 61 %)

{inconplete: 15%

Figure 16
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Search

The Fastsearch feature is activated as soon as you begin to type part of the client name while in the clients and tax return browse. If
you cannot find the client using the Fastsearch feature click on the magnifying glass button and you can search the full list using all

fields.

There is also a filter option on the search screen which allows you to further reduce your search criteria.

(B Relate Personal Tax

| New Tax Vear

@ Clents

8 seff

Status

formation Requested
eminder Sent

By [T Clients with Tax Year
Tax Return Not Created

Rollover [T, RosTmpart S
S

=

t f Payment ,EJ Expand All

Desktop « Clients and Tax Returns

C\& Collapse Al \5 Status

Find [/

Find

Search All Fields

Search

Search Anywhere in Field

b cer

=

53 Data viring formation Received I Tax Cients
raftRetn Generated [ (i) [oiearitef]
Gients Tax Return Taxear | PPSpfmber | Last Access Date/Tme Status Staff | TaxClent | CheckedOut | Entity Type (]
— a7pbTa6T 31/03/2009 17:20:51 Submitted RMM  Yes Mo Individuzl « 2]
for a client using the Find | /7o ceeov=e wps e =
3412345 31/03/2009 17:21:32  Infor . . .
T I M .| Begin Typing on browse to use Fastsearch function
- £ BODS Bamry Andrews 2008 ubmited "M Yes o Tnandoa! [ Ted
£ 5005 O Blacky Connors 2008 3815686) 27/05/2008 17:5429  [OraftRetun Generated  RMM  Yes Mo Indiidual (%] (]
4§ D001 Derek Daniels 2008 2323343 RMM  Yes No Individual [%] \El
£ £010 EO ererer 2007 3815686) 08/04/2009 17:56:26 RR Yes Individual [%] End
4 FO01 Fergus GiNeil 2007 12132610 13003/200909:43:15 | SenttoClientforSgring  RR  Yes Individual %] ‘\i:
4 G001 Susan Garvey 2007 2321230 10/03/200909:46:30 [ SenttoClientforSgring  RR Yes No Individual @ |0
£, 6002 Gary Grant Bakers Mo Sole Trader \i]
§ HO01 Harry Little 2007 4sa7eTeL 10/02/2000 16:25:38]  Sign OFF R Yes Mo Indivicual Q ml
) Ko01 Mary Kennedy 2007 56353401 31/03/2008 17:27:4: Sentto Client for Signing~~ RMM  Yes Mo Individuzl ] kn
8 xo02 CarlKennedy 2007 45698524 13/02/2002 09:46: Submitted RR No No Individual "4 \‘U:‘I
- £ M002 Michzel Byrme 007 69346606 180243008 16-47- Submittad RR Yes Individual "4 ‘%
- § 003 Alan Magure 2007 87415550 ot RR Yes No Individusl v B
2 oo wandy st 207 ssnsese R ves v mavie @ [MCs]
& M006 Mary Winterburn Individual xd
a---“ =
5 N002 Noel Smith 2007 758454 03/04/2009 16:48:05  Sent to Client for Sigring e Individual (]
£ N006 Ted Neligan 2007 87979457 03/04/2009 14:05:02 Information Requested RMM  Yes No Individual [%] =4
]
Return Summary Return Status Return Summary Ez
No. Tax Clients 2 | Nostatus
Returns Submitted 3 || Information Requested
Returns Incomplete g4 | Remindersent
=y gy | Iformation Received s
[Submitted 4 %
ok [rars B iomiiiomine e
Recent Cients No. Days to 16th November 167 | signoff
Submitted
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PERSONAL TAX RETURN FORM 11

The tax return schedules are made up of the following sections:

Personal Details
Self-Employed Income
Irish Rental Income
PAYE/BIK/Pensions
Foreign Income

Irish Other Income
Exempt Income

Charges & Deductions
Personal Tax Credits
Restriction Of reliefs
Request For Short Notice
Capital Gains
Chargeable Assets
Property Based Incentive

Each section will have a number of subsections, each of which contains information which must be completed depending upon the

complexity of the clients tax return.

Some of the sub sections have additional drilldowns into the schedules where you can add a breakdown on a particular figure, an

example of this is Irish Rental Income under Gross Rent Receivable
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Personal Details
When you add a new tax year or double click onto an existing tax year the following screen will appear:

() Derek Daniels Tax Return 2008 (o ===
= = =
E Save 8 Close Horme Back Net | 7 Caleulate Submit Form 11
i & <
top. « | Personal Details
y/ Personal Detais SELF SPOUSE
Seif Emplayed Incame Personal Details & Status o Personal Details
Trish Rental Income: Change of Contact Details o To indicate for 2008 if you were ;
PAYE/BIK Pensions Remitiances

Non-Resident

Foreign Income
Additional Notes
Iish Other Income
Expression of Doubt
Exempt Income
Charges &Deductions

Personal Tax Credits
Restricton of Reliefc
Request For Short Notice
Capital Gains
Chargeable Assets

Property Based Incentive

D001 Derek Daniels Tax R

Figure 17
The layout and content of the above pages are very familiar to users of the Revenue Offline application. These have been developed

with users of this application in mind. It allows for an easy transition. Simply go through each page by using the Back and Next
buttons. If you have converted the data over from an .f11 file the information will just need to be edited to complete the return.
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The following screen shows an example of where sections have been filled in.

(3 Ray Rogers Tax Return 2008 =1 E=h 5]

[l s e g e e s 0 pre
= - - = E = N

SELF SPOUSE
Personal Details & Status (] Personal Details o
Change of Contact Details o To indicate for 2008 if you were o

o

Foreign Income

/ Iish Other Income

Additional Notes
Expression of Doubt o

Exempt Income

Chargeable Assets

 Property Based Incentive

The above screen is highlighting all of the tax return areas that have been filled in for Ray Rogers. The system has a series of alerts

and messages as well as validation errors where information has not been entered properly or completely.
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Click on Personal Details and the following screen will open. You will have to provide details on Self and Spouse on the client
depending upon marriage status.

Complete the information requested.

(2 Ray Rogers Tax Return 2008
E Save & Close i 1\ Home @ Back Q Net i f; Submit ‘ o Fermit
Personal Details

+/ Personal Detais

V/ seemioed one I
+ Trish Rental Income name Ray Rogers

+/ PAYE[EIKPensons - PPSNo. z815686)
Foreign Income Agents TAIN [ersses ]
/ Irih Other Income Client Reference No.
Exempt Income:
* Pieasendiate yourmarta taus —
+/ Charges &Deductions
-If Married, pleaseindicate yourbasis of assessment |J0int Assessment

Restriction of Reliefs - If Married But Living Apart, tick the box if
‘you arewholly maintaining your spouse

I

Persanal Tax Credis

Request For Short Hotice:
T your personal dreumstances have changed in 2008 please indicate :
Capital Gains

Chargesble Assets sPEOEEES

/ Property Based Incentve -Date of change in status (dd/mm/yyyy)
Number of Dependent Children
Date of Birth (dd/mm/yyyy)

¥ you wish to Claim Widowed Parent Tax Credit
state date of death of

MHHHH

1 you sre complatng ths Retum on behalfof o
deceased individual enter the date of

INote: in the case of amarried person, umy
complete this section where the deceased was the
ass essable spouse inthe period to which this retum
refers.]

Please ind| you are deemed to b 95t
TCA 1997. This may apply where adjusted income is greater than €250,000
and where specified rellefs are greater than €250,000.

@No  ©Ves

| Desktop i

Figure 18
Name
Enter the name of the client. For example, Ray Rogers (refer Figure 7).
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PPS No

Enter the PPS no of the client. Personal Public Service Number (PPS No.) is unique. This is mandatory information for filling the Tax
Form. This is an eight digit unique number in which the first 7 numbers are digits and the last one is an alphabet for self. In Figure 7,
it is 3432024B.

Agents TAIN
Tax Consultant’s TAIN number will be automatically displayed in the cell. This is the Tax Adviser Identification Number. This can be
added through Tools>Settings>Tax Details.

Client Reference Number
Enter the Client's reference number here. This is usually an internal file reference and is not mandatory.

Marital Status
Enter Marital Status of the Client. This is mandatory field. Marital status may be: single, married, married but living apart, divorced or
widowed. If you choose ‘Married’, the next few Points will be active.

If ‘Married’, please indicate your basis of assessment
Select from the drop menu the basis of assessment. The options are: Joint Assessment, separate Assessment, Separate Treatment.
In Figure 7, ‘Joint Assessment’ is selected.

Note: Continue to complete all the information you deem necessary to complete the Personal Details section for your client. You can
click the Next button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Self Employed Income

This section provides details of any income or expenditure from Trades and Employments. From the Tree view, select Self-Employed
Income. The Self Employed Income section opens. You can add upto a maximum of eight trades under this section. Simply click the
“Add Trade” button and run through the sub section information to complete the trade.

(3 Ray Rogers Tax Return 2008 (=1 E=R ()

E Save & Close Home Back N
seitEmpioyed ncoe

T/ submit| ) Form11
E N

v =
i Add Trade |, Edit Trade ], Delete Trade |
+/ irshRentd Income TradeMeme | AdustedNetP... | AdustedNetloss | ExtractsFrom ExtractsToDate | NetProfit Net
arhtect 50000.00 o007 (311007 50000.00
v/ TATERECE Consuitent. 25000.00 0.00 01/01/2007 3171272007 0.00 000
Foreign Income
/ Trih Other Income
Restricton of Reliefs
Request For Short Notice
Capital Gains Trade Details ) Income
Chargeable Assets Profit assessable in 2008 /] Trading Account Items
/ Property Based Incentue Capital Allowances for the year 2008 Expenses and Deductions
Losses Capital Account and Balance Sheet Items
Election under Section 6578 TCA 1997 Extracts from Adjusted Profit Computation o
Residential Development Land Adjustments
Review of Income Tax Year 2007 Additional Notes
PSWT
Extracts From Accounts o

Figure 19
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The only additional information which can come from outside the database is the “Extracts From Accounts”

(3 Ray Rogers Tax Return 2008

Es_;m&clmi 1‘ Home @gazk @umi

= =
leulate ‘ [ Submit ‘ Form11
= =Y

o Personal Detais

o/ Trish Rental Income Extracts fiom Accounts
/' PAYE[EIKPensions

Foreign Income:

= Sales | Receipts / Tumover
= Receipts from Govemment Agencies (GMS ctc)
= Other Income including tax exempt income
o/ Irich Other Income:

Exempt Income
/ Charges & Deductions Purchases
Personal Tax Credits = Gross Trading Profits

Restricton of Relefs
Request For Short Notice
Capital Gains * Salaries [ Wages, Staff Costs
Chargeable Assets

¥/ Property Based Incantive

luding bad debts - posiive
IFnegative state amount here

Other Expenses (Total)

e —TT T
o seltenplyed ncne E——

[ )

Last Year Current Year

0
0
0
0
0
0
0
0
0

Mmoo M omm momom

Mmoo m m o m omom

Extracts from Accounts will automatically pull
accounts figures in from Relate Accounts
Production

Figure 20

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next
button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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When the “Extracts from Accounts” Button is pressed the Relate Personal Tax extracts specific Nominal Reporting Group Values
directly from the set of accounts in Relate Accounts production. Below is a list of the nominal reporting groups broken down by
section. The “Adjustments” section on page three refers to the “Disallowed for Tax” total on the groups as opposed to the year end
figure.

Personal Tax ltem RAP Nominal Group
Income
Sales/Receipts/Turnover TurnTax - GovGrants
Receipts from Government Agencies GovGrants

Other Income including tax exempt income OthincProf
Trading Account ltems
Purchases CostSalesTax + DirCostsTax
Gross Trading Profits Total of Groups above

Expenses and Deductions

Salaries/Wages, Staff Costs EmpeeCost

Sub-Contractors SubConCost

Consultancy, Professional Fees LegProf

Motor, Travel and Subsistence MotExpTax + TravSubsist

Repairs/Renewals Repairs

Depreciation/Goodwill capital write-off DepnPrLsAdmin

Provisions including bad debts — positive BadDebts

If negative state amount here

Other Expenses (Total) OthExp + PremCosts + GenAdmin + AdvPromEnt +

InterestTax + OthFInChg
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Capital Account Mappings

/' Personal Detais

Irish Rental Income
PAYEfBIK/Pensions
Foreign Income
Irish Other Income
Exempt Income

Charges & Deductions

SN

Personal Tax Credits

Restriction of Reliefs
Request For Short Notice
Capital Gains

Chargeable Assets

Property Based Incentive

MIOL Mr. Michael Johnson Tax Return 2007

M
Egave&ckm‘ _’t Home @Ea(k Qum| _JSuhmil‘ ; Form 11

| Self-Employed Income

Cash/Capital Introduced
Drawings (Net of Tax and Pension contributions)
(2)Closing Capital Balance- positive

(b) I negative state amount here

Stock, Workinprogress, Finished goods
Debtors and Prepayments

Cash/gank (Debit)
Bank/Loans/Overdraft(Credit)

Client Account Balances (Debit)

Client Account Balances (Credit)

Creditors and Accruals

Tax Creditors

Net Assets -positive

(b) I negative state amount here

Mmoo m Mo omomom

¥ sefenpredinane e ]

Current Year
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Personal Tax ltem

RAP Nominal Group

Capital Account and Balance Sheet ltems
Cash/Capital Infroduced

Drawings (Net of Tax and Pension contributions)
Closing Capital Balance — positive

Stock, Work in progress, Finished goods
Debtors and Prepayments

Cash/Bank Debit
Bank/Loans/Overdraft Credit

Client Account Balances Debit

Client Account Balances Credit
Creditors and Accruals

Tax Creditors

Net Assets — positive

CapAccFndsintr

CapAccFndsWd

CapAccBFwd + RetPrBFwd + RetPr + CapAccFndsintr +
CapAccFndsWd

StkFinGdsRawMatWIP

DrsPrepOthCurrAss

BankCash

LnsOdBankAccs

ClientBank

ClientBank

TradeCrAcc + OthLiab — TaxSocSecCr - CorpTaxCr
TaxSocSecCr + CorpTaxCr

NetAss
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Adjusted Profit Computation Mappings

O W Vel oo T e e E._ .

Egave&cum ‘ 1\
D:

/ Fersonal Details
 Self€Employed Income
Irish Rental Income
PAYE/BIK/Pensions
Foreign Income.
Irish Other Income
Exempt Income.

Charges & Deductions

SN

Personal Tax Credits
Restriction of Reliefs
Request For Short Notice
Capital Gains

Chargeable Assets

Property Based Incentive

Home @Eﬂ(k @L‘ﬂd‘

Form 11

Self-Employed Income
oo e ]

Profit/Loss
Current Year

= Net Profit per Accounts

[

= Net Loss per Accounts

Current Year
Motor Expenses © 0|
! litical and cf € 0
Light, Heat and Phone € 0|
Net gain on sale of fixed f chargeable assets € 0
Netloss onsale of fixed/ chargeable assets € 0

IF required, please enter any additional information here.
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Personal Tax ltem

RAP Nominal Group

Extracts from Adjusted Profit
Computation

Profit/Loss
Net Profit per Accounts
Net Loss per Accounts

Adjustments

Motor Expenses

Donations (Political and
Charitable)/Entertainment

Light, Heat and Phone

Net gain on sale of fixed/chargeable assets
Net loss on sale of fixed/chargeable assets

RetPr
RetPr

MotExpTax
CharPolit

LightHeatTax + TeleFaxTax
PrLsDispAdmin
PrLsDispAdmin
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Irish Rental Income

The main rental income screen appears as soon as you click Claim To Tax Relief sub section from the main Irish Rental Income

section. Complete the schedule as laid out.

|
Calculate ;

| = —aam
7 - C
ES&V:&CIM:! 3 Home {g) Back {g Nt | |

" Personal Details

been complied with in respect of all residential

Charges & Deductions it o Gk Hi bx

T submit | (| Formil
Y

" Trish Rental Income Self
' PAYE/EIK/Pensions Last Year Current Year Last Year
Where 3 claim to tax relief on property based
Foreign Income incentive schemes is included tick the box and
give details onthe property based incentives
o Trish Other Income panel
Where the registration requirements of Part 7
Exemptince of tre Resicsntia] Tenancies Act 2004 have s

Spouse

Current Year

o s e —

" Personal Tax Credits Number of properties let 1| 1
Restriction of Reliefs Area in hectares, if applicable o 5
Request For Short Notice Gross Rent Becelvable € 5,875 € 5,875

Chargeable Assets - z
pouse

Pronetib et iR Last Year Current Year Last Year Current Year
Repairs H | | 1,25 € ] | 1,25
Interest e | ] o] € ] o]
“Section 23" type relief where 2007 is thefirst € | | ] 0] € | o]
year of claim
Exempt income arising from Early Farm €| | | o] | ] o
Retirement Scheme
Other € | | 1,074 ¢ | ] | 1,074
Net Rental Income €| | ] 3,506 € | ] | 3,506

| Desktop 1l

Figure 21

If the client has more than one property click on the “Gross Rent Received” hyperlink. A Schedule for Irish Rental Income Window will

appear. Complete the details of each Property here. Enter Property details, to whom applicable (self/spouse), income, Interest,
Interest, Repairs, Others, Section 23, Exempt, Net Profit, Capital Allowance Balance figures
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B Schedules for Irish Rental Income

= &

Property Detals Selff Spouse Income Inkerest Repairs Other Section 3 Exempt et Profit EBalance
house at spotl i self 4,000,00 12.00 125.00 120,00 100.00 S0.00 3,593.00 3,093.00
house at spotl Spouse 25,000.00 12.00 2,000.00 1,500.00 2,000.00 1,500.00 17,9858.00 13,488.00
house at spak 2 Self 7,000.00 12.00 1,000.00 700,00 2,300.00 1,500.00 1,488.00 738.00
36,000.00 36.00 3,125.00 2,320.00 4,400.00 3,050.00 23,063.00 17,319.00 | .
Figure 22

Information can be added like in a spreadsheet. Simply right click to the field you want type in the detail and press enter to save. Click

on the Save & Close button to exit the schedule and go back to the sub section.

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next

button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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PAYE/BIK/Pensions
This section is one of the largest sections of the database. The sections to complete are as follows:

() Ray Rogers Tax Return 2008
E Save & Close | Home Back

/' Personal Detais

Submit | Form1l

=2 )

/st oy Employment o Convertible Securities - (Section 128C TCA 1997)
Other Payments (2] share Options exercised, released or assigned in 2008
ViIshieaiegs Allowable Deductions Incurred in 2] Deferred Payment
/" PAYE[EIK Pensions Taxable Benefits (not taxed at source under PAYE) (] Election under Section 128A(4A)
Foreign Income: Social Welfare Payments, Benefits or Pensions Received Directorships
/ ish Other Income: Irish Pensions Received Q
e PAYE Tax deducted / refunded 2]

/ Charges & Deductions
Personal Tax Credits
Restriction of Reliefs
Request For Short Nofice
Capital Gains
Chargeable Assets

o/ Property Based Incentive
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There are only two sections that vary to the other sections, Deferred Payment (Seven year deferral under Section 128A TCA 1997)
and Election under Section 128A(4A) TCA 1997 [SOS3 Election].

() Joe Walters Tax Retumn 2008 [=2{1cR~x~
~ 7 = = = =

E&ve&cwm 7L Home (G Beck g Net | | 5| Coleubte | T submit |~ Fomntd

(= T PAYEBK/Pensions

v

e

Self-Employed Income

[ shares Disposed Self | Shares Disposed Am. self spo. Am....| Tax PaymentDue Sp... |

Irsh Rental Income
PAYE/BIK/Pensions
Foreign Income

Irsh Other Income
Exempt Income
Charges &Deductions
Personal Tax Credts

IFyou or your spouse elected to defer payment of Income Tax on a share option exercised! in 2003,2002 or period 1/03/2003 to 28/03/2003,
Restriction of Reliefs andyou :

self Spouse

Request For Shart Notice B Current Year
Capital Gains [ o |
Chargeable Assets ome Tax | o € |
Property Based Incentive | of €] |
]

aginally I B I

option
(ddjmmyyyy)

o Taron jon exercised in 2001 andyou or your spouse
1y of those shares as at 31 December 2008 enter:

“The number of shares not disposed
of at 31/12/2008

The amount chargeable to Income Tax e [l €
on the shares not disposed of

The ment €

< 9

Simply click the “Add” button and the system will display the details to enter to complete a deferred payment, click Next and the
browse will be updated.

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next
button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Foreign Income
Foreign dividends are quite popular and we have ensured that you can add a detailed schedule drilldown of dividends under the
following headings:

Schedules

Great Britain and Northern Ireland Dividends
US Dividends

Canadian Dividends

Grids

Foreign Life Policies
Offshore Funds

Other Offshore Products
Foreign Bank Accounts

Success Built on Service 52



Foreign Income — Great Britain and Northern Ireland Dividends

@ Foy Rogers Tox Retorn 2008 el
E Save & Close i 7 ome (o Bk (g e i [ submit ‘ O} Fom1l
Ea—TTTYTT

77 should only be entered below a2 credit gn taxis only allowed 25 2
ceduction, the amount of income retumed belonshoui beneof s oreign a6 Whers the Foreign ta vies rerunded (or 1
" SeffEmployed Income refundable) by risdiction the gross amou foreign tax should

e SR e oy T A P mare earaton e i o avm o e
o/ TishRental Income

+ Foren Income serf Spouse

 Tish Other Income Last Year Current Year Last Year Current Year

EremptIncame 3 9 | T e o[ |

Y ey _

Personal Tax Credits

Spouse
Restriction of Reliefs Last Year Current Year Last Year Current Year
Request For Short Notice: Gross amount of pension €| o | o [ of
T I
Chargeable Assets Spouse
" Property Based Incentive Last Year Current Year Last Year Current Year
(5)20 Deposit Ttsrest €| 9 [ o e 9 | ]
(5)Savings i aede | 9 | 9 e q | o
() Foreign tax (other than (b) above) € | o | o €] o [ of
(6)EU ather nerest €| 9 [ o €] 9 | bl
(e)Savings Directivevithholding taxcred € | 9 | 0 €] 9 | bl
(0 Forcign tax (other tan (e} above) € | 9 | 0 €] 9 | bl

Figure 23

The above schedule has a hyperlink so that you can add a schedule of dividends. Click into the “Net Amount Received” and the
following screen will appear:
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Enter Property Details, for Self/Spouse, along with the date, Nominal Value and Dividend amount received. The Sum of
Dividend for Self as well as Spouse, appears in the Self and Spouse cell of Figure 24.

US and Canadian Dividend Schedules are done in the same way as the GB/NI Dividends but the schedule has more information to

enter.

Bt Schedules for GB/NI Dividends

= 5
—
Propetty Details Selff Spouse Date Morminal Dividend

fand |Sef [ 17042009 S2,000.00  1,250.00

| house | 5elf 17j04fz008 25,000.00 2,500.00
3,750,00 |

3,750.00

Figure 25

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next

button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Irish Other Income

This section is straight forward with only two drilldown schedule which are similar to the Dividend schedules and are held under the

sub heading Irish Deposit Interest.

Click the “Gross Amount of Dividends from Irish Resident companies (from which Dividend Withholding Tax was deducted” and the

following screen will appear:

@ Schedules for Irish Dividends
=
m

Save & Close

Company

=

Selff Spouse

Date

=)

Scrip Mo, of |

) " .
Nominal Gross W'hold Tax | Met Dividend Shares %

0.00

0.00

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next
button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Exempt Income

This section is straight forward with only one screen as follows:

(i} Ray Rogers Tax Return 2008

+/ Personal Details

+ self-Employed Income

+/ Irish Rental Income:

+ PAYE[BIK Pensions

+ Foreign Income

+/ rh Gther Income
Exempt Income.

+ Charges & Deductions
Personal Tax Credits
Restriction of Reliefs
Request Far Shart Notice
Capital Gains
Chargeable Assets

+/ Property Based Incentive

[ e

Artists Exemption

August 2008

August 2008

Self Spouse
Last Year Current Year Last Year Current Year

Profit on income for which you have been granted € | o | o €] o | of
Profit gains ar distributions fram Stallon Fees ¢ | o [ 9 e ol o
prior to 1 August 2008
IF 2 loss, enter the amount of the loss priorta 1 € [ o | o €] o [ of
Profit,gains ordistributions fromWoodlands €| o | o e of [ of
If a loss, enter the amount of the loss €| of | o ¢ [ o [ o
Profi, gains or distributions from Greyhound ef o [ 9 e 9 | Bl
Stud Fees prior ta 1 August 2008
2 loss, enter the amount of the loss prior o 1 ¢ | 9 | i €] 9 | o]

empt from €| o | o €] o | of
Exempt Patent Income
Income received under Rent-a-Room Relief Scheme € | o | o €] o | of
TFyoudo not wishto avail of Rent-a-Room Relief,
tick the box and indude the income and expenses | a O
inthe Irish Rental Income panel
Lconfirm that 1 have notified the relevant person
recognised by the Health Service Executive €| of | o € qf | [}
that T am providing Childcare Services, and
elect to have the oross income, before expenses,
in respect of these services exempted from
income tax (o elect enter the gross income recaivec

€ o | of €] o [ o

Other Exempt Income

Details ofincome sources e.g. exempt investment
income received under Section 189 TCA 1997

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next

button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Charges & Deductions

This section contains RACS which are not the run of the mill postings that we have shown to date in the manual. There are a number
of hyperlinks which need to be updated in order to complete the creation of an RAC.

() Ray Rogers Tax Returm 2008 [o]@ |-
s oy 5 2 = -
Save & Close Home Back Net | Calculste Submit Form 11
= D rene (e (G i 1
/ Personal Detals
V/ self-Enployed Tncome
+/ b Renta Income (To calculate Retirement Annuity Relief / PRSA Relie, lick Fallowing Link)
o Calculate Relevant Earnings and Net Relevant Earings

Calculation of Maximum Relief due in year of assessment 2008

Retirement Annuity Relief
v/ Tish Other Income Seif

y/ Foreign Income:

spouse
e Last vear Current Year Last Year Current Year
Fyou are claiming reief n respectof
v/ Charges &Deductons R Stet eyl ‘
Personal Tax Crecits gensionablacamings
Restriction of Reliefs
Total amount of RAC relief daimed in2008 € 0 0 e 0 o]
Request For ShortNotice
Capital Gains
Charg

V/ Froperty Based

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next
button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Personal Tax Credits
This section defines the allowances, reliefs and credits that are applicable to your client. The number of subsections are as follows:

3 Ray Rogers Tax Return 2007 =)

| E Save & Close Home Back Next

I —TE

Personal Details

T submit _ Formll
=¥ 5

Personal Tax Credit Medical Insurance

i Self-Employed Income Home Carers Trade Union Subscriptions
Irish Rental Income PAYE Tax Credits Purchase of New Shares in a Compan
PAYE/ELK/Pensions Elind Persons Tax Credit Owner Occupier Relief

. Guide Dog Tax Credit Jab Assist Allowance

Foreign Income

Dependent Relative Tax Credit Seafarer's Allowance
Irish Other Income

Employing a Carer Credit Rent Tax Credit
Exmmet Income Permanent Health Benefit Year of Marriage Credit
Charges & Deductions Seed Capital Scheme One Parent Family Credit
Persanal Tax Credits Business Expansion Scheme Approved Bodies
e Film Relief Approved Sports Bodies

Qualifying Tuition Fees Health Expenses
Request For Short Notice

Incapacitated Child Tax Credit Widowed Parent Tax Credit
Capital Gains X

Service Charges
Chargeable Assets

Property Based Incentive

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next
button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Restriction of Reliefs

This section is meant for higher income Individuals. To enter amounts in different accounts click on the following links. To remove
entries from the links click Delete RR1 form button.

" Personal Details

Self Spouse

o self ek i Excess relief forward from 2007 which i Ijl E
o Trish Rental Income is available for claim in 2008

PAYE/BIK/Pensions

. Amounts below should be transferred from a completed High Income Individuals Statement: Form RR1
Foreign Income
o Self Spouse
Irish Other Income
Last Year Current Year Last Year Current Year
Exempt Income Taxable Income calculated on the basis & ‘ ‘ | 0\ I3 | ‘ ‘ ;|
that limitation on use of reliefs does

Charges &Deductions RaarEn

" Personal Tax Credits Recalculated Taxable Income for 2008 ¢ | | [ o € | ]

e To complete a High Income Individuals Statement, Form RR1, click the following
Request For Short Notice Link (Form 11 details entered will not be lost)
Capital Gains

Chargeable Assets

Computations
Ring-Fenced
Specified Reliefs

Property Based Incantive

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next
button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Request for short notice

This section contains only a single tick box where you request a Short Notice of Tax Assessment. This is a shorter form and does not
give a breakdown of allowances etc.

Capital Gains
This section outlines any Asset Disposals that your client has undertaken from Shares, Land & Property to Foreign Life Policies.

© Ty vz S i
Egave&clm f _/l_\ Home @ Back Q Next |
E— T |

/ Personal Detais
o/ sy s e

o/ TrishRental Income Details of Assets Disposed of  No. of Disposals. Aggregate Areas in Hectares Aggregate Consideration
Last Year CurrentYear Last Year Current Year Last Year Current Year

) submit | ) | Formil
L 1

PAYE/BIK Pensions
Shares / Securities - Quoted

Shares | Securities - Unquoted

Foreign Income:

« 0
€ 0|
3 € 5
« 5
. 0

Irish Other Income Agrieultural Land / Buildings [ ][
Foreign Life Policies (chargeable
Charges & Deductions Ea0%) (e

+/ Personal Tax Credits Offshore Funds (Section 7474
TCA 1997) chargeable @ 40%
Restriction of Reliefs

(050 B [
LULLILILLL

Commercial Premises € 0
v/ Rt S Residential Premises € 0
Coriias Shares o Securties exchanged € 0|
Chargesble Assats (Section 813(5) TCA 1897)
L |
Property Based Incentive Ottier Actietn
Total Consderation on Disposals L I | I
Tick the box(es) to indicate: Self Spouse
- IF any disposal was between connected

parties or otherwise not at arms length
~Tany of the ariginal acquisitions were o)
between connected parties or otherviise

not at arms lengtl

-1 the market value has been B
substituted forthecost of acquisitionof
any assets disposed of

Note: Continue to complete all the information you deem necessary to complete this section for your client. You can click the Next
button to go onto the next sub section. If you click Home it will bring you back to the start of the section you are on.
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Chargeable Assets
This section covers any assets acquired during the tax period. Simply fill in the information, there is only a single input screen to
cover this area.

]
Ei}m&(:lwse‘ 7" Home Back le Calculate

" Personal Details

) Submit | Form11
¥

Enter the number of assets d and the consi i iption of Asset
v Seff-Employed Income Self Spouse
 Irish Rental Income Last Year Current Year Last vear Current Year
i and unquoted) € 0 =€
Residential Premises € o =
Foreign Income
Numberof sssets 0
Irish Gther Income
Commercial Premises € o =
Exempt Income Numberofsssets o
Charges & Deductions Agricultural Land € o = 0
" Personal Tax Credits Nunbailacels o
Restriction of Reliefs Development Land S LI
Numberofassets 0 0
+ Request For Short Notice
Business Assets € o € 0
(Capited Gemic Numberofsssets 0
Chargeable Assets Antiques/Works of art € o =
Property Based Incentive Numberofsssets 0
Other € o €
Numberofassets 0
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Property Based Incentive
This section covers investments in property with specialist interests such as Park & Ride, Seaside Resort and Urban Renewal. It
covers a considerable list of such investments for both Self and Spouse.

L3 Terry Jones Tax Return 2008

Success Built on Service

E Save & Close i 1\ Home @ Back w Next i Form 11
e — T
o Personal Details E
¥ seemoyec e e
o/ Trsh Rental Income. Residential Property Sections in TCA1997  Owner Occupler $.372 AR Investor - Lessor $.372 AP/AU
PAYERIKFensions Last Year Current Year Last Year Current Year
e, Urban Renevial S372AP & AR €| ] [ o €| | | o
e O Tovin Renewal S3724P 8 AR €| ] [ of €| ] [ of =
vk I Seaside Resort S372AU €| ] | of
Charges & Deductions Rural Renewal S DiE AR €] I | ] €] | [ ]
o/ Personal Tax Credits Living over the Shop S3724P 8 AR €| ] [ of €| ] [ of
Re=HRDATOER S Park and Ride 5.3724P € ] [ of €| ] | of
" Request For Short Notice Student Accommodation 5.3724F €| | o
ol e where the scheme(s) on which you are dlaiming isfare not listed above state the name of the incentive schemel(s), ¢ | T o
Chorgeatins quote the relevant section and enter the amount of relief claimed in the year (Qwner Occupier, Investor - Lessor)
Property Based Incentive
Industrial Buildings Owner Occupier Investor - Lessor
Allowance Last Year Current Year Last Year Current Year
Urban Renewal 5.372C&D €] | o] €] | [ ]
Towin Renewal S372ACBAD ef i ] e [ o]
Jpesiiop. Seaside Resort 535285353 €] ] [ o] ] | o]
Rural Renewal S372M &N €] | | o] €] | [ ] 3
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CALCULATION & SUBMISSION

Once you have completed inputting the tax return information and you are happy that you have completed each of the sections and
subsections, simply click on the Calculate button on the tax return screen.

Terry Jones Tax Return I
0 Eﬁave&c\cvsa Home Back Ne T [ i

" submit| | Formil
h Y

Desktop «
| " Personal Details SELF SPOUSE
||| v seif-Employed Income Personal Details & Status Personal Details
o IshRental Income Change of Contact Details To indicate for 2008 if you were :

Remittances

PAYE[BIK/Pensions
Non-Resident

Additional Notes
Expression of Doubt

Foreign Income
Irish Other Income
Exempt Income
Charges & Deductions
" Personal Tax Credits

Resriction of Reliefs

v Reguest For Short Notice
Capital Gains

Calculate using ROS Web Services

Chargeable Assets

Property Based Incentive

When you click the calculate button Relate Personal Tax Manager will automatically go onto the internet and go to the Revenues Tax
Calculation Engine and return a Form 11 Calculation Report. The report is based upon figures returned from Revenue.

The figures are not live and are not submitted anywhere, they are simply returned to the package so that the user can see what the
clients tax liability and return will be like.
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Calculation Report
The calculation report created looks like the following:

Form 11 Calculation
Summary of 2008 Tax Return for Terry Jones
Tarry Jones PPS Number 24515101

Allowances | Reliefs / Deductions
e sern Bt
o

Taxable Income
Taxae Income

Charged To Tax As Follows
[eisNu,

Credits/Reliefs set against Tax on Income
s
T

et Tax Ly
PRSI / Health Levy / TRS
=
iy
e
T
Total Liability
Faraie

*Minus Sale of Residentisl Land, Cass IV Assessable under Sect 4856 (3) TCA 1957 and Withdrawal of 5514
Tax Credit Income:

The total labilty figure showm here does not take account of surcharges or any financil transactions with
Revenus relating t the year of assessment 2008, Information relating to Payments, Tranafer of Credits o
Repayments for this year can be cbtained thiough RS Information System by selecting the Informaton
Sanvices b,

For Customer/Tax Agent Use
Papane

Amount Paid to the Collector Genaral
Balance Payable

Current Page: 1 Total Pages: 1 Zoom Factor: 70%

As per the screen above the layout has been formulated to be in line with the Revenue Offline Application but has been improved to
ensure that the layout stays on as few pages as necessary and that the fonts have been consistently applied.
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Validation Error Report
The validation error report is created when something ahs been entered which cannot be returned to the ROS calculation engine.
Self validations help to ensure that returns adhere to the Revenues systems. The validation error report will appear as follows:

Validation Errors

PPS Number 87633450
Tax Year 2007

Description

1. Invalid Formatfor Pps (Personal Details)

< G

Current Page: 1 Total Pages: 1 Zoom Factor: 100%
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Form 11
Once you are happy with the Form 11 calculation report you can decide to print the full Form 11 form by clicking on the Form 11
button on the tax return screen.

) Terry Jones Tax Ret

Submit
=g

| |
Egme&cnm | Home Back Nest
l

Desktop « | Personal Details
" Personal Details SELF
|| v seif-Employed Income Personal Details & Status [/]
o/ Tish Rental Income Change of Contact Details
PAYE/BIK /Pensions

Foreign Income

Irish Other Income

Exempt Income

Charges & Deductions
" Personal Tax Credits

Resriction of Reliefs

v Reguest For Short Notice

Capita Gains Form 11 Return

Chargeable Assets

Property Based Incentive

Success Built on Service 66



The Form 11 Form will look like the following screen and will run to a few pages outlining every section that has been completed as

well as sections that are not applicable.

il Current Page:1

Form 11 Return Summary
Summary of 2007 Tax Return for Sam|

PPS Number:

Name:

Agents TAIN:

Vour dateof birth (dd/mm /yyyy):
Marital Status:

Self-Employed Income
Primary Trade:

TRADE:

Descrigtion of Trade, Srofession o Vosstion:
Profit assessable in 2007

Aot of afjctel net proft for scccating perol

[
Capital allowance for the year 2007
£
Extracts From Accounts:
Fram

o
Income:

S [ Rt | T
Trading Account Ttems:

(Tetsl):
Extracts from Adjusted Profit Computation
et P e ez
Adjustments
Vit Expmrm
Cxnsiore (Fevies v Chavistie) s
Ut 2o P

Irish Rental Income
Trers iz e e inis 2meien

PAYE/BIK/Pensions
Trere 2 e intis zestion

Foreign Income
Foreign Trade
Tocorme from Forsign Trate or Frofersion on which o foreh

Total Pages: 5

Excel File
CSVFile
Text File

Image File

Zoom Factor: 75%

Create PDF Formi11 for
emailing to your client

The last page has the signing section and declaration which your client needs to sign. There is an option to create an export file to

PDF for sending to your client for signing.
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Submission

Once you are happy that the client has accepted the tax return and the tax liability, it is time to submit the return. Click the Submit

button on the tax return screen.

" Formil
=

Deskiop «

+ Persondl Detais SELF SPOUSE

I + Self Employed Income Personal Details & Status (V] Personal Details
+/ Trish Rental Income Change of Contact Details T indicate for 2008 if you were :
PAYEfBIKPensions Bemiftances

MNon-Resident
Additional Notes
Expression of Doubt

Foreign Income
Trish Other Income
Exempt Income
Charges & Deductions
+ Personal Tax Credits
Restriction of Reliefs
+ Request For Short Notice

Capital Gains

Chargesble Assets

Submit

Property Based Incentive

@ Form11is saved to C:\Program Files\Relate Personal Tax\ROS Form 11s8451510L.f11
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The message explains that the software has generated a Form 11 xml file in the default ROS F11 directory. When you click OK the
system will automatically launch the ROS login screen as follows:

1) Login

C % httpsy//www.ros.ie/loginjsp

Revenue 3

i Revenue On-Line Service

ROS Login «f Back

Please select your certificate, enter your password and click the Login button to enter your ROS secure
services

Information  |f you experience any problems logging into ROS, please click on the icon to the left for further information.
Alternatively, please read the latest ROS Mews or contact the ROS Helpdesk for further assistance.

Please note that your digitial certificate is installed locally on your computer.
In the event that your certificate is lost, you will have to repeat the registration process to request
a new one.

Staying Secure On-line

Select Certi Loading Certificates..... E » Change your pass
» Forgotten your password?
» Chanqe your digital certificate location?

» Help?

You do not have permissions to access your certificate directory

Enter Password

ROS Home | FAQs | Help | Accessibility
Terms & Conditions | Privacy Policy | Certificate Policy Statement | Certification Practice Statement
Eolas as Gaeilge

m

Login as you normally would and upload the return. Relate are working on a direct submission routine from the package itself which
will cut this cumbersome part of the process out. This upgrade will be made available to all users as part of their normal licence

agreement.
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DATA MINING

Data mining is a tool used to interrogate the tax database of client information to help manage the tax return process. It is also used
to target, sell and market the firms tax services. The data mining routine will give the user the ability to do complicated search and
retrieve operations on the client database i.e. create a list of all clients who have income in excess of €100,000 who did not do BES

or use Film last year.

The user can create as many data queries as they like. To create a datamine click on Data Mining on the navigation bar.

= - =

_e
Desktop « Data Mining
@ Cients [ Desaription Source of Information LastRun By Last Run Date )
& saff {5 Client Listings

~[E] Giients with Rental Income: Clent RMM _Richis McMzhon 27/05/2008
1 Dot BE] Clents With Income from Foreign Employment RMM _Richie McMahon 22/04/2009

Recent Clients

Richie McM
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Then click New. The Query window appears showing the Details tab.

CECRmms . aa—

E Save & Close ;J Run Q Delete Select All Fields Un-Select All Fields Expand All I

[ oesis [TEEEERE A

Description of Query [Ciien s With Income from Foreign Employment]

Source of Information et ]
Date Last Run

e I
Number of Records I:l

In the Details tab page, you have to specify the kind of query that you want to generate.

Enter the following information:

Description of Query
Query Group - Select the group of the query from the drop-down list. If the group you are looking for is not a part of the list, then you

can enter the name of the query group here. It will be added to the list, for you to use the next time.
Source of Information

71
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Click on the Query Builder Tab. The Query Builder window appears showing the following:

(Erams .  wae
E Sove&Close = Run H Delete Select All Fields Un-Select All Fields Expand All =il
[ o < |
¢ Field Condition vale )
Income. Foreign_Employment "~} Is less than 0.00
Column Name: Category
Early_Farm_Retrement_Scheme Irish Rental Income
Other Irish Rental Income
No_of_Properties Trish Rental Income
Gross Rent Iish Rental Income:
Net_Rent Irish Rental Income
Income_Lrish_Employment PAYE
Income_Foreign_Employment. PAYE
PRSAS PAYE
Shares ParE
Other ParE
Iiness_Occupational_lohsesker  PAYE
Carers_Allowance PAYE
Other_Social_Welfare PAYE
Early_Farm_Retirement_Pension PAYE
x 4
selectal Client where Income_Forelign_Employment Is less than 0,00 1

The Query Builder helps you define the information you are looking to retrieve from the database. The query statement appears at
the bottom of the screen.

Select the section or field name that you are looking for, from the Field drop-down list. Then select the condition that you want to
specify from the Condition drop-down list. Once that has been done, enter the value that you are looking for in the Value box. Select
either “and” or “or” depending on whether you want all the conditions that you have specified, to be met or any one.

Multiple lines can be entered here for detailed queries.
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Click on the Fields Tab to select or unselect the fields of information you want to appear on your datamine. These fields will be
available for mailmerge once the query is “run”.

&7 Delete ﬂs;m.quneus w Un-Select Al Fields &'_ Expand All

Fiekds |

Desaription Select
{5 Irish Rental Income
~[Z] Claim_for_Relief_Made_Self
~[Z] Claim_for_Relief_Made_Spouse
[Z] Area
[Z] Repair
[Z] interest
[5] Early_Farm_Retirement_Scheme
[E] other
[E] No_of Properties
[Z] Gross_Rent
~[E] net_Rent
PAYE
Foreign Income
Irish Other Income
Calculation

OEEEOOEEEOE

Once you are happy with the created query Click Save & Close to retain your data mining results.
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Back on the datamining screen click the Run Query button as in the screen below.

Desktop « Data Mining
r Description Source of Information Last Run By Last Run Date
RMM  Richie McMahon 27/05/2003

G Cients
2 s {5 client Listings

[Z] Clients with Rental Income: Client
etz s rcome o Fregn e

13 Data Mining

Deskiop

Recent Clients

IVE_UserDay
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The Query screen will appear as follows: it lists up all the records in the database that fulfill the criteria set in the query builder. The
user can now click on the Microsoft Word button and do a standard letter mail merge requesting or offering information to the clients
listed. The user can click on the Microsoft Excel button and export the list into a perfectly formatted Excel Spreadsheet for further
analysis.

g
. — -
g Save W Regenerate | Merge I’\: V Export | Print | ﬁ Delete ‘r_l Find

Cllents with Rental Income

CDDE MAME PHONE 1 MOBILE1 CLAIM_FOR_RFLIFF_MADE_SELF NO_OF_PROPERTIES GROSS_RENT )
s lsene L e s
SAMOO3 SEmDIE Three 11.00 672207.00
DUNOD1  Dr. David Dunne II No 1.00 876.00
EBB001 George Ebbs No 1.00 5000.00

TOO1 Terry Jones No 1.00 20000.00

5Items
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If you are on a network you may want to keep all of your particular saved queries in a directory so that they are available to all staff
members. If you click the Settings button on the Data Mining screen you can agree a network path.

Gy I =

Save Data Mining Result Sets in

C:\Program Files\Relate Personal Tax]
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REPORTS

There are two main reports which can be run from the text Reports menu:

Client Listing Report
Exception Report

Client Listing Report

The Client Listing Report selection criteria is as per the screen below. Make the relevant selections you require such as give me a list
of all clients with a status of “Draft Returns Generated”.

The report will then list all clients with this status along with their other information.

Success Built on Service

B Client Listing L ‘

Clienk From
Client To
Partner

Manager
Lead Staff

Sork By

Status

E3

4

4

4

4

| Information Regue
| Reminder Sent

™| Information Receiy
| Draft Return Gene B3

| Clients with Tax Vear

| Tax Return Not Created

| Tax Clients

Presvies ‘ | Print

Close
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Figure 26
Exception Report
The Client Exception Report Compares each Client record according to the Tax year chosen with each field value entered into the
Tax form of the previous year and generates a report of unmatched fields for the Clients chosen. If you have entered something into
2007 but have not entered something into the same section for 2008 it will throw up an exception.

® Exception Repori 3

Client From || d

CientTo | -

Partner | -|

Mensqer | -
|

Lead Staff

| Prewiem || Print: || Close |

Figure 27

This is very important and helps to identify potential missing information. Generally speaking if a client had something last year, they
should have it again this year.
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STAFF

If you are a firm who already use ether DRIVE or Relate Accounts Production your staff file will automatically appear in Relate
Personal Tax Manager, as it is the same database which is being used by all three applications.

If you are not an existing user go to the Staff option on the navigation bar and click on New, the following screen will appear:

Staff S
General Address ﬂl
I Staff Code Address
Name ‘
Type Other -]
Partner 3
Manager - Town/City =
Grade - County | v|
Title ‘ Post Code | |
Country | v|
Others Phone/Fax/E-Mail/Web
Status prEee = Phone 1
Date of Joining = Fax
Date of Leaving < Mobile
Date of Birth = E-Mail
Marital Status - web
Spouse Name [ | More....
Security
Password/Confim | | | |
T | =R

Fill in the relevant information and click OK to save the new staff member.
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TOOLS
Settings
From the Tools menu, choose Settings. The Settings window appears. Select Practice Details tab.

(G seving:

| Practice Details
| Name user oay Jbd
Address 142 Ballymount Road
Walkinstown
Town/City -

County

Post Code

Country

Phone 2

Fax

Mobile

E-Mail

\
\
\
\
Phone 1 I
\
\
\
\
Weh [

Figure 28
Enter the name of the practice. Enter the contact address along with the contact phone numbers, mobile and fax numbers, e-mail and
web address. This information is used as the contact information for the Revenue when queries arise and also for email responses.
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Select the Client Codes tab.

I Practice Details I Client Codes W

I Client Codes
(| UseAutomatic Code Generation
No. Chars Position
Client Name
Department

System Unigue Mumber = |

o

4k

Example

Client Name Murphy and Sons
Office Dublin

Partner Richie McMahon
Department Audit Department
Manager Ray Rogers

(o]
~

of - Cancel -y
Figure 29

Select the Use Automatic Code Generation check box, if you want the client codes to be automatically generated by the system,
when entering Client Details. Each code may be broken up into several segments.

The client code can be based on six criteria: client name, office, partner, department, manager and a unique number. This unique
number may be system unique or it may be code unique.
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Select Tax Details Tab.

Tax Details

TAIN No.
ROS Server URL
View Last Year Details

UK Conversion Rate 0.000000

i

US Canversion Rate 0.000000

Path for F11 Files C:\Program Files\Relate Personal
Tax'ROS Form 11s

Use ROS Online
Use Offices

Use Departments

oooo

Hide ClosedClients

b o o | cone

Figure 30
The following information is critical for the proper setup of your tax package:

Enter the TAIN Number of the Practice. This is your official TAIN as issued by ROS.

Enter the ROS Web Server URL here. (The complete Form 11 will be posted here automatically at a later release.)

View Last Year Details — (This will show last year’s figures alongside the current year for comparison on the schedules)

UK Conversion Rate & US Conversion Rate

Path for Saved F11 Files.

Use Web Services for F11 Files (This will automatically submit F11’s without needing ROS upload, only available in a later release )
Use Offices, Departments

Hide Closed Clients
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Change Database
The Change Database feature allows the user to work with multiple databases and change the database from within the application.
This is very rarely used and is not a free option.

Changing the Database
From the Tools menu, choose Change Database option. The Change Database window appears.

B Change Database E|

Select Server | |

Selact Database |drive43tax v |

|l 04 l| |l Cancel l|

Figure 31

Enter the following details:

Select Server - Enter the server name in which the database you want to change to resides.
Select Database - Select the database you want to change to.

Click ok to save.
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