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Chapter 1
Introduction

This chapter introduces you to Alphapack. It covers:
About Alphapack
About this guide
Technical support

About Alphapack

Alphapack is designed to expedite the way in which you (the Tax User) collect the
data required from finance professionals (referred to throughout this guide as
Accounts Users) in order to generate tax computations and returns.

You can customise the statements each Alphapack should contain and you can
choose to hide a number of columns within certain statements.

Once an Alphapack is ready you publish it for use by the Accounts User who is
notified by email that the Alphapack is ready. The Accounts User receives a
system-generated user id and password.

Accounts Users download and install the Alphapack software and can then open
and complete the Alphapack before signing it off and sending an email
notification to you the Tax User.

Every time the Accounts User saves the Alphapack while online, the Alphapack is
saved directly back to your Alphatax database on your network. As a result,
whenever an Alphapack is saved, you can review it and give the Accounts User
advice on any problems they may have.

Once an Alphapack has been signed off, you can make changes within the
Alphapack before importing it back to Alphatax or re-publishing it if you require
further information from your client.

Introduction
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About this guide

This document guides you through the process of preparing an Alphapack:
* Creating an Alphapack (Chapter 2)

= Preparing an Alphapack (Chapter 3)

» Transferring the collected data back into Alphatax (Chapter 4)

Technical Support

We provide a technical support help desk for users requiring assistance with the
Alphatax and Alphapack software. The help desk is manned by qualified
professionals experienced in both tax practice and IT applications.

The help desk can be contacted by telephone between the hours of 9.00 am and
5.30 pm, Monday to Friday excluding public holidays. If a consultant is not
available to speak with you immediately, every effort will be made to return your
call within one hour.

The technical support team can be contacted by telephone or Email as follows:
Tel: +44 (0) 1784 410229
Email: support@taxcomputersystems.com

Note. We recommend that you use the E-mail Support option from the Help menu
(in both Alphatax and Alphapack) to send copies of the computation and the
Alphapack directly to Support.
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Chapter 2
Creating an Alphapack

This chapter gives you the information you need to create an Alphapack.

Preparing the computation

1.

Check that the Alphatax document contains the accounting period for
which you wish to create an Alphapack. If the accounting period does not
already exist you will need to add it first.

Check that the company name is correctly defined in the Standing data
Input statement. If not, enter the name and then save the document. Avoid
long names and non-alphabetical characters, particularly the ":" character.

Check that trades have been correctly set up in the computation before
export as you cannot create these within the Alphapack.

Where Accounts Analysis is in use, ensure that the required settings are
defined in the Accounts analysis options Input statement as there are no
configuration options within the Alphapack itself.

Ensure that any Freeformats sent out in multiple Alphapacks are
Divisional Freeformats. This will allow values to be aggregated when
importing multiple Alphapacks. Freeformats will only be exported to an
Alphapack if marked as divisional or assigned to the Alphapack. For
details, see page 10.

Check that any relevant data entered is assigned to the Alphapack or
Alphapacks (if there are multiple Alphapacks for the computation). For
details, see page 6.

Creating an Alphapack
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Setting up Alphapacks and assigning data

Before you can export company data to an Alphapack, you must set up details of
the recipient.

Select Alphapack from the Compliance process section on the Contents list.

Enter the recipient’s name and email address.

Note. Any email address entered here will be displayed automatically in the
Alphapack Email Details statement and the Publish dialog within the Alphapack
(see page 21).

TCSL Alphatax - [Sample Company - 31/12/2010] =13
U File Edit Yiew Tools Statement Cell ‘Window Help -8 x
D|a|gl@m|m|n| L|@=|el o <o~ v 2| =[] s]os]| =[=]=]| 8] &
| =l Xl

(=] Administration A Enter Alphapack name E-mail address Status  Creation date

- [#] Standing data
Return detailz n
% Azsociates and GIPs Sliliegel Eetiglz

- [ Small, medium or large
- [] Group information

- [#] Configuration options Is more than one Alphapack required for the period? Ma
= Complisnce process
- [¥] Process cortral Note: Please select Refresh Alphapack Status from the night click menu to ensure

- [2] Data collection and docume current status is displayed
[ TaxPack

D Al -k

<[] Division consolidation
-] Divisional adjustments
-[] Revenue documerts

- [#] Reviewy and issues

[#] Corporation tae computstion

[E] Trading sources list

- [=] Trade 1

i [ Accounts adjustments
<[] Losses

[ Adjustments analysis

i [ Income adjustments v
< > < b4

Sample Company : Alphapack AUTO MEW
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Single Alphapacks

In most cases, only one Alphapack will be created for a computation period. In
this case:

Only one row is available in the Alphapack statement and you cannot add new

Tows

All company level brought forward data is exported to the Alphapack

All company level data (e.g. Profit & loss account and Balance sheet data) is
exported to the Alphapack

Brought forward values exported to the Alphapack can be edited in the first
period but not thereafter

Items assigned to the Alphapack will have their brought forward values
exported to the Alphapack.

Assigning data to single Alphapacks

Use the right mouse click menu to assign data or statements to the Alphapack(s).

Normally assign data to the Alphapack (Alphapack Sample in the example
below). If you choose <All divisions>, any item description (Adjustment 1 to 3 in
the example below) will not be editable within the Alphapack.

| e 3 | 7
DJHléillmlmi IJ ¢=| | #ln||v] @] =] A 8| z|u|s]
108 _] ]{ Adjustment 1
----- v ) Sphepack:: Unallowed &
""" [ Division consolid bff Adjustment Allowable Disallowable —
----- D Divizional sdjustr
Enter expense
----- L[] Revenue docume :
adiustments
- [F] Review and issues =
E| Corporation tax comput: O d_ustment 1 Assign to Division
[=] Trading sources list ~ — [ Adjustrnent 2
.. [] Trade 1 [0 Adjustment 3
- [ Accounts adjust O Divisiar: J<Main Computation> __'_j
[} Losses O T P
P A <Main Computation:
E ! O Alphapack Sample [Pack)
-l Incotme adiisl [Py <&l Divisions>
-0 Beemsed] |y il Cancel | Help |
- [#] Provisions
-] Cepitalised re O
----- [} Expensive ls: O
L R _v_ v_
A3l Bl || >
| Sah'lple Compary - Trade 1 : E:-:pensé adjustm ['auTO ME"W :
Note. Where items are not assigned, a new Assigning items dialog is displayed
when you start to create the Alphapack. For details, see page 11.
Creating an Alphapack
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Multiple Alphapacks

Set the Is more than one Alphapack required for the period? field to Yes on
the Alphapack Input statement within the Compliance process section of the
Alphatax Contents tree before creating the Alphapack(s).

TCSL Alphatax - [Sample Company 2 - 31/12/2010] (=03
u File Edit Yiew Tools Statement Cell ‘Window Help = | B %
B, 5, HE! =
D|a|s|a|m|m| 2| &[=l@f | «+]sl]-|¥] o =| A =] |ofs] =[=]=] 0] &
D5 -
(=] Administration A Enter Alphapack name E-mail address Status  Creation date
- [#] Standing data
- [] Associstes and QIPs
- [0 Small, medium or large D
- ] Group information O
- [#] Configuration options 0O
[3] Complisnce process
.. [¥#] Process control
- [2] Deta collection and docurm: Is more than one Alphapack required for the period? Yes
[ Tax Pack
g W Note: Please select Refresh Alphapack Status from the right click menu to ensure
D Divisional adjustmerts current status s displayed
i [ Revenue documents

.. [¥#] Review and izsues
[¥] Corporation tax computation
= Trading sources list

[#] Investment income

[#] Mon-trade financial profits and
[#] Capital dispozals o
< b < *

Sample Company 2 ; Alphapack AUTO MEW

= Multiple rows are available and multiple Alphapacks can be created (use insert
to add extra rows if required)

« No brought forward items are assigned to an Alphapack unless at item-level
where the item is specifically assigned to the Alphapack

« No company level data is exported to the Alphapack

« Items assigned to the Alphapack will have their brought forward values
exported to the Alphapack

= All brought forward values will be blank editable fields in the Alphapack
regardless of the period. This will enable users to enter data appropriate for the
area of business. This data will not be imported into Alphatax and will not
therefore affect the computation. It will be retained for viewing in the
Alphapack history window.
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Assigning data to multiple Alphapack(s)

Assign data to individual Alphapacks (APACK 1 and APACK 2) in the example
below or to <All divsisions> if the data applies to multiple Alphapacks. In this

case, note that the item description (Adjustment 1 in the example below) will not
be editable within the Alphapacks.

&

DIl si@lmlm 2] s [ele] o els| Aln] |7] 2] sl pleu]s] =|=|=] o] A
|ca | 2| Adjustment 1

D Small, medium or large ~ Unallowed Pal T:

% grmf‘_pi”;‘;'_rmaﬁ;'_“ bif Adjustment Allowable Disallowable amount adjustme
onfiguration options

[F] Compliance process E;.ter EXpEnse
- [¥] Process control 2 j.ustments
.. [=] Data collection and docume =0 Assign to Division 20,000 20,00
L[ TewPack 10,000 10,00
[ Alphapack 5,000 5,00
- [ Division consolidation
i-- ] Divisional adjustments

o0
T3
==
il
g 0
=5
o @
S =

Division: ] <Main Computation>

<Main Computation:

----- [ Reverue documerts
.. [¥] Review and izzsuss

[#] Corporation tax computation
[F] Trading sources list

- [=] Trade 1

D Accounts adjustments
[ Losses

Adjustmerts analysis nil hil hil nil 35,000 35,00
- [ Income adjustments
[ [Expense adjustme&
- [#] Provisions

- [[] Capitalised revenue

i [ Expensive leasedc v
</ 3 |@m >
Sample Company 2 : Trade 1@ Expensze adjustments AUTO MEW F '

APACKT [Pack)
APACK2 [Pack]

<l Divisions>
=

DooboooD

Note. Where items are not assigned, a new Assigning items dialog is displayed
when you start to create the Alphapack. For details, see page 11.

Tracking assigned data
Once data has been imported, you can track entries for each division:

« For numerical entries that have been aggregated, use the right mouse click
button to see how the figures are derived from each division

= For other entries, use the right mouse click button to see which division
entered the data

To ensure that the process works smoothly:

= Ensure that any Freeformats sent out in Alphapacks are Divisional
Freeformats. This will allow values to be aggregated when importing multiple
Alphapacks.

Creating an Alphapack 9
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Divisional Freeformats

Note. Divisional Freeformats are automatically assigned to <All divisions> and
are thus available in all Alphapacks.

1. Within Alphatax, create and name the Freeformat and define the layout as
required.

2. Ensure that the Freeformat has duplicating rows so that users of the Alphapack
will be able to insert rows. To do this:

Highlight the cell and then select Properties from the Cell or right mouse-
click menu.

Set Column A as Input Text style.

Set the remaining columns that you wish to define as Input Number or
Input Date style, etc.

Note. You can set Column A as General style if Column B is set to Input Text
style. If the Input Text cell is not in column A, all columns to the left of that cell
must be input General and cannot contain any values.

3. Then:
Choose Properties from the Statement or right mouse click menu
Select the Protection tab in the Statement properties dialog
Select the Division radio button.
Click Apply

Note. You can check the Apply to ALL free format statements if you wish all of
your Freeformat statements to appear in all your Alphapacks (this also applies if
you only have a single Alphapack).
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Creating the Alphapack

At the Alphapack Input statement, highlight the recipient for whom you are
creating the Alphapack.

From the right mouse click or Tools menu, choose Alphapack. The Alphapack
dialog is displayed.

Alphapack E| E|

Recipient(z] MPG APACK TEST,

Create the alphapack

Folder | J

Yiew the alphapack

E-tall the alphapack to recipient

-

Irpart the zelected alphapack to this period

Clear the alphapack Expaort and mport status

S

Cloze Help

Alphatax will store the Alphapack in the Enterprise database.

When you are ready, choose the Create button.

Unassigned items

Where items in the computation have not been assigned, the following dialog is
displayed.

Creating an Alphapack 11
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Unassigned Entries

The following entries have not yet been azsigned:

Adjuztment 1
Adjustment 2
Adjuztment 3

Pleaze choose how pou wizh bo agzign the above items and click Create buttor.
Alternatively, to azsign items individually prezs cancel to return to the computation.

Select action for all the above items

" Keep all above tems unaszsighed
" Azzign all above itemns ta this Alphapack
" Azzign all above items to ALL Alphapacks

Help

Specify how you want the items assigned and choose Create to continue creating
the Alphapack or Cancel if you want to return to the computation.
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The new Alphapack

Once the Export is complete, you are prompted to open the Alphapack.

If you choose Yes, the Alphapack opens in a new window.

TCSL Alphapack - [Sample Company-Alphapack Sample - 31/12/2010]

u File Edit Yiew Tools Statement el ‘Window Help

[slale L|ole|of <[] na]-|¥] o] =] A

| Alphapack

| = xiv

[¥] Administration

[¥] Compliance process

& = . .
[¥] Trading sources list

[¥] Investment income

L cfibe sk
=

[¥] Management expenses
[F] Mertracertandgiies
[¥] Accourts analysis

<

Sample Company-Alphapack Sample AUTO

Note. You can view the Alphapack at any time by selecting View from the

Alphapack dialog for that Alphapack.

After creating the Alphapack
Reviewing the Alphapack

Click the View button to review the Alphapack and make any changes before you

publish it for use by the Accounts User.

For guidance on preparing and publishing the Alphapack, refer to Chapter 3.

Company document locked

The company document is locked and cannot be edited in Alphatax until the

exported Alphapack(s) are re-imported or cleared.

Creating an Alphapack

13



Alphapack Function Guide

Exporting the Alphapack twice

Once you have created the Alphapack, the Create button is disabled so that you
cannot export it twice.

However, you can click the Clear button if you want to start again. But note that
the new Alphapack has a different GUID so users should be careful not to clear
the export if the Alphapack has already been published to the client as this
Alphapack will no longer be accepted by Alphatax and the Accounts User will no
longer be able to access the Alphapack (their changes will be lost).

14 Chapter 2



Chapter 3
Preparing the Alphapack

Once you have created and opened an Alphapack, you should prepare it for use by
the Accounts User before publishing it so that it can be completed and signed off
by the Accounts User. For details, refer to Completing Your Alphapack.

Using the Alphapack desktop

The Alphapack desktop is similar to the Alphatax desktop. To help ensure that
you are always aware which application you are using, the title Alphapack
appears in red on the Alphapack desktop.

TCSL Alphapack - [Sample Company-Alphapack Sample - 31/12/2010] X
u File Edit View Tools Statement <Cell ‘Window Help - 0 %

|Sl@fw i8] of <[] nlno|v] 2| =] A =] ]o]s]| =[=]=] B4

| Alphapack |
| 2 e

[F Administration

[ Complisnce process

M < ) ;
[F] Trading sources list

[ Investment income
El\.lnh’r‘l finnilpv fit: el h

(] Caplsba

[ Management expenses

m ) f
Accourts analysis
= y

< >
Sample Company-Alphapack Sample AUTO
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You can work in three modes:

Design mode. Use this mode to prepare and customise the contents of the
Alphapack. This is the default mode when you view the Alphapack.

Input mode. Use this mode to view the Alphapack exactly as it will appear to
the Accounts User.

Report mode. Unlike in Alphatax there are no calculations in any of the
reports present in Alphapack other than simple summations. It is purely a data
view displaying only the statements that contain user-entered data.

Preparing the Alphapack
When you select to View the Alphapack from within Alphatax, the Alphapack

desktop is displayed by default in Design mode with the Design mode E icon
highlighted.

This mode enables you to enable or disable specific statements and to hide or
display certain columns.

To enable/disable sections and statements

Highlight the statement in the Contents list

Select Enable/Disable Entry from the right mouse click menu or use the space
bar.

A disabled section and/or statement is shown with a line across it when in Design
mode.

Disabled statements will not be visible to Accounts Users.
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To hide or display columns within statements

Columns that can be hidden are shown with a green tick I[ at the top of
the column. To hide a column, click on the tick which changes to a red cross

X

. Columns with a red cross will not be visible to Accounts Users.

TCSL Alphapack - [Sample Company-Alphapack Sample - 31/12/2010] |tad
|j Eile Edit Wew Tools Statement Cell ‘Window Help - 8 x
" AE:
sl@lw |=|e| of <|-| ala|v] 9| =] =]s]o]s]| Z=]=] B4
| Alphapack |
[F] Administration A »
3| Campliance process Provision Treat as  Brought Adjustment P&l Utilised
[F] Corperationtaxcompulation type specific?  forward amount  allowed
3= Trading sources list
- [=] Tracke 1
- [F] Adjustmerts analysis General
L[] coms sdustmen General Mo
i General Ma
General Ma
- [ Expensive leased General Mo
- [ Leased cars General Mo
Firarceleass-cre
] ) General Ma
Shortlasea prami
% General Ma
----- Share-soheme-de
. . General Ma
= ; G | Mo
[F] TrasdaralatacHnooms enera
) Feadeloansalistionsri . . . .
[ Trace-cualiing shavi nil nil nil nil
- [¥] Trade 2
] Investment i“CUm_e ) Mote: Frovisions browght forward from prior vears cannot
[F] Men-tradefinanciabpratie st o | | have their type changed,
< * 4 *

Sample Companyp-alphapack Sample : Trade 1 : Provizions

AUTO

To switch to and from Input mode, press F5, click the Design mode Ig icon or
choose Input or Design mode from the View menu.

Note. To preview your customised Administrations statements and Contents tree
as it will appear to the Accounts User, switch to Input mode.

To switch to and from Report mode, press F7, click the Report mode icon or
choose Report mode from the View menu.

Preparing an Alphapack
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Customised Administration statements

You can edit any of the customised statements that may be listed in the
Administration section of the Contents tree.

Note. Customised Administration statements are not imported back into Alphatax.

TCSL Alphapack - [Sample Company-Alphapack Sample - 31/12/2010] EHE”E
|j File Edit Wiew Tools Statement Cell Window Help - a8 x
AE!
[@|Bfw &lele| of «|-] aa ]| o =] s ]| =[=]=] El4
| Alphapack |
3 Administration -~ A B -~
i § Sion off details 1 [Company name |Sample Company-Alphapack Sample
- [ Guidance notes 7
- [[] Questionnaire
- ] Alphapack e-mail detail: 3_|Tax rafarence
E| Compliance process 4 - .
M ¢ . o 5 |Accounting period
[3] Trasding sources list ] Start date 01 January 2010
.. [5] Trade 1 7 End Date 31 December 2010
B Adjustments analysis g
-0 eomesdstmen 9
[ Evpensesdustine 10 |Business unit
[# Provisions 11
[ Expensive leased R
[ Lessed cars 12 |Legal entity
] Firercaloasscre 13
[ SherHeacepramh 14
..... [F] Shoreschamede 15
[F] Tradaintangioles 16 |Prepared by
[ Fesderelstedincoms 17
[ Fradedoansslationsil o | g |Telephane number hd
< > < 4

S ample Compatiy-Alphapack Sample @ Sign off details AUTO

Note. For the Accounts User (and in Input mode), these statements work in the
same way as standard Input statements. Fields marked as General on the
statement are protected and data can only be entered in cells defined by the Tax
User (e.g. numerical/textual/date inputs). To preview the statement as the
Accounts User, use Input mode.
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Freeformat statements
You can create Freeformat statements to collect information not included in the
standard Alphapack statements.
Working in Input mode

In Input mode, you see the Alphapack exactly as it will appear to the recipient.
Disabled statements and hidden columns cannot be detected.

TCSL Alphapack - [Sample Company-Alphapack Sample - 31/12/2010] 1]
u File Edit Wew Tools Statement Cell Window Help -8 X
AE!
|8|8|xe| &le(e]| of <] as|o[v] o =| A n|o]s| =[=]=] S
| Alphapack |
(=] Administration Provigion Treatas  Brought Adjustment P&L Carried
-0 S'g,n off details type specific? farward amount farward
- [] Guidance notes
- [] Questionnaire
- ] Alphapack e-mall details General
[F complisnce process General Mo
[ Trading sources list General Mo
-] Trade 1 Seneral Mo
e [3] Adjustmerts anabysis General No
ks General Mo
: D Expenszive leazed car General Mo
L[] Leased cars
[ Trade 2 General Mo
[ Investment income General Mo
[ Management expenses General Mo
[F] Accounts analysis
il nil nil il
Maote: Frovisions browght forward frorm prior vears cannot have
their type changed.
< >
Sample Companyp-Alphapack Sample : Trade 1 : Pravisions AUTO

To switch to and from Design mode, press F5, click the Design mode @ icon or
choose Design mode from the View menu.

To switch to and from Report mode, press F7, click the Report mode icon or
choose Report mode from the View menu.

Preparing an Alphapack
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To generate or select configuration template files

Where the structure of an Alphapack is likely to be used again and again, you can
save the Alphapack as a template to be applied to other Alphapacks or other
periods. This will include the same statements and columns, where these have
been enabled or disabled.

Use the Tools menu to:

Generate Company Configuration Template — this saves the current Alphapack
as a template for future use. Note that any data entered on Freeformat statements
will not be saved in the template.

Select Company Configuration Template — this selects an existing
configuration template to apply to this Alphapack year on year or to create
multiple identical Alphapacks.

Select Company Configurations

PCK.Config ]

Preview

Template

FRCEDN

Chooze 0K to create a new company
configuration file

ok LCancel Help
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Publishing the Alphapack

Once you have prepared the statements to include with the Alphapack, you can
publish the Alphapack to the Accounts User.

First set up email details in the Alphapack e-mail details Input statement.

TCSL Alphapack - [Sample Company-Alphapack Sample - 31/12/2010] M=
|j Eile Edit View Tools Statement Cell ‘Window Help - 8 x
|sl@|x| &|o|e] o] <[+ oln]~|v] 9| =]Aw] 2] ]o]s] Z]=]=] 4
| Alphapack |

| =] xiv]
(=] Administration E-mail address of Accounts User responsible for |
- [ Sign off details this Alphapack

- [[] Guidance notes

.. [ Questionnai i i i
0 Questionnaire E-rrail address of Tax User responsible for this

Alphapack

Alphag -mmigil cetails
[¥] Compliance process

=] Trading sources list

- [3] Trade 1

: D Expensive leased car

----- [ Leasedcars
- [#] Trade 2

[ Investment income

[#] Management expenses
[F] Accounts analysis

< b3
Sample Company-Alphapack Sample ; Alphapack e-mail details AUTO

Note. The address of the Accounts User will be taken from the Alphapack Input
statement in the Compliance process section of the Alphatax Contents tree if the
email address was entered there.

Then select choose Publish from the Tools menu.

Preparing an Alphapack 21
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Publish M=

Accounts User log-in details

E-mail addrez= |au:u:u:uunts.user@mmpany.u:u:um

Cliert M arne |

Password |H2hwag7L2

[v Send e-mail notfication to Accounts User

T ax szer return e-mail

E-mail addrezs |ta:-:.user@cnmpany2.u:u::m

| Cancel Help

Note. If you publish another Alphapack to the same user in future, the same
credentials will be retrieved and used.

Email notifications can be created automatically in order to supply the email
address and password the Accounts User should use to log on to Alphapack.

Note. Email notifications may also contain a link to a page where the Alphapack
software can be downloaded by the Accounts User together with guidance on
completing the Alphapack. This is controlled by a setting in the tcslbase.ini file.

Review cycles

Once you have sent the Alphapack publish notification to your client, you can
review it at any time but you cannot edit data until the client has signed it off.
Until this has happened the pack will have the status [Published]. This can be
useful if your client has any queries or problems.

Once the pack has been signed off by the Accounts User, the status will change to
[Signed Off] and you can edit the Alphapack or import it back to Alphatax.

Note The Accounts User may send you an email notification on sign off.

If you are not happy with the content, you can republish it to the Accounts User
and repeat this cycle as many times as required prior to importing to Alphatax.
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Monitoring the Alphapack

Once you have published the Alphapack and the Accounts User has started to
work on it, you can monitor the Alphapack status within Alphatax by viewing the
Alphapack Input statement and then selecting Refresh Alphapack status from
the right mouse click menu.

TCSL Alphatax - [Sample Company [Alphapack Consolidation] - 31/12/2010]

u File Edit Yiew Tools 3Statement Cell ‘Window Help — | & x
D|s|s|@|a|m| =] &|wl@f < <[] @l -¢] 2| =|A =] [o]s]| =[=]=]| 0 £
B = i

(=] Administration e Enter Alphapack name E-mail address Status Creation d:

- [#] Standing data

:% e vape Kl Alphapack Sample Created  14/03/201C

- [ Small, medium or large
- [ Group information

- [#] Configuration options Is more than one Alphapack required for the period? Yes
= Compliance process
- [¥] Process cortral Naote: Please select Refresh Alphapack Status from the right click menu to ensure
- [2] Data collection and docume current status is displayed

[ Tax Pack

Q

- [ Division consolidation

.. [T Divisional adjustments

- [] Revenue documerts

- [¥] Review and issues

[F] Corporation tax computation

[ Trading sources list

- [=] Trade 1

- [ Accourts adjustments
[ Losses

- [5] Adjustments analysis

[ Income adjustments v

< ¥ < >
Sample Company : Alphapack AUTO MEW

A description of each status is given below:
« Created. The Alphapack has been created but not yet published to the recipient

» Cleared. You have cleared the import/export status of the Alphapack so that
you can recreate it

« Published. The Alphapack has been published to the recipient

« Signed off. The Alphapack has been signed off by the recipient. You can now
work on it.

« Imported. The Alphapack data has been imported back to Alphatax for this
computation

Alphapack history

The Alphapack history window maintains a log of all major events that have taken
place for that particular Alphapack (e.g. publish, signoff, clear and import). This
allows you to maintain a read-only audit trail of these events for each Alphapack,
which can be viewed at any time.
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Alphapack History for Alphapack Sample

Cyile | Stakus | Last Saved | Account User

ublished U
1 tax user signed off 140972010 12:31:351

1 imparted 14)09/2010 12:33:39

Wiew. Cloze Help

For each Alphapack, the window shows the Cycle number. This increases each
time the Alphapack is created for a period or cleared and then re-created.

The window also shows Date and time last saved and the Account User's email
where the action was performed by the Accounts User.

Select the View button to view the Alphapack in read-only mode at any time.
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Chapter 4
Transferring Data Back to Alphatax

Once the client has signed off the Alphapack and you are happy with the
document you import it back into Alphatax via the Alphatax Alphapack dialog.

Click the Import button to import the Alphapack into Alphatax.

Alphapack

Recipient[z] Alphapack Sample,

Create the Alphapack.
Falder |

Yiew the Alphapack

E-tail the Alphapack ta recipient
[+

Impart the zelected Alphapack ta this period
Impart....

Clear the Alphapack Export and Import status
Clear

WL

Cloze Help
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Signing off

You cannot import an Alphapack that has not already been signed off. The
Alphapack will normally be signed off by the Accounts User but in exceptional
circumstances the Tax User is enabled to sign off the Alphapack.

This may be required for example if the Accounts User leaves their job, is ill or on
holiday.

In this case, while in Input mode, choose Sign off from the Tools menu.

After importing the Alphapack

1. Check all of the information has been transferred correctly from the
Alphapack into the Alphatax computation.

2. Where necessary, review and enter into Alphatax the tax treatment of
items (e.g. expenses disallowed, amounts taxable, capital expenditure
eligible for allowances).

3. Review the draft computation in accordance with your normal procedures.
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Appendix A — Configuring Alphapack

A configuration module is available for use which allows you to create a standard
Alphapack template for use in your organisation.

Opening the Configuration module

Navigate to the folder where you installed Alphatax (usually C:\Program
Files\TCSL\TCSL Alphatax).

Double-click on the teslapmgr.exe file.

The TCSL Alphapack Configuration Tool will open up.

TCSL Alphapack Configuration Tool J1#5
U File Edit Wew Tools Statement Cell Help - a8 x

B s|=lef of |+ a7 2| =]A+] =]]0]s]| E=[=]

| = X

[F Administration

[F compliance process
= )

[F Trading sources list

[ Investment income
Ehln}vrl it iakpeatite-andk
[ Caphab

[F Mansgement expenses

B ) )
[ Accounts analysis

AUTO

Configuring Alphapack
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Configuring the Alphapack

Make changes to the Alphapack configuration exactly as you would any other
Alphapack.

Enable or disable statements and columns as required.

Note. You cannot enter data in standard Input statements or add Freeformats. The
only exception to this is any customised Administration statements — see below.

Customised Administration statements

The configuration tool enables you to create new customised Administration
statements. These work as standard Input statements for the Accounts User.

Within the Administration section of the Contents tree, select Insert: Statement
from the right mouse click menu.

R TCSL Alphapack Co nfiguration lool
i ll HE ! s # )| ne Aol BlFlUuls]| ===
B i(nle] o <[] alnolv] 8] =] 8l]u]s] ===
=] Administration A | B | G | a] | A
i [B1 Sign off details ol | [ [ IE]
o 2
[ Guidance notes =—| 3
i [ Guestionnaire i = LiFhioz it
O Alphapack e-mail detsils ! :
[#] Complisnce process S ! slatmen hik
[F] Gorporstiontas-computation B | ]EHampIe statement
[F] Trading sources list |
[#] Investmert income a | 0K | Cancel Help
Ehlnh'rl finnilprﬁi Tate Ml 9 1
[ apiaids 1D |
[F] Managemert expenses e |
[F] Accounts analysis 12
13
14
15 |
16 |
17 |
18
19 |
an | e
il | |51 &
|- New statement il [auTd | [ " [E&FS [NOM

Define headings and columns as for a Freeformat statement.

Note. You can also edit and delete any existing customised Administration
Statements.
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TCSL Alphapack Configuration Tool

u File Edit Wew Tools 3tatement Cell Help
QI s[nl@] | e|-| [~ (7] 2| =|4/]o]]u]s] ==/
|B10 -
[=] Administration A B s D A
[ Sign off details 1 |[Company name
[ Guidance nates 2
[ Guestionnaire
@ 3T reference
[ Alphapack e-mail details 4 ! !
[* Compliance process 5 |Accounting period
[F] Corporatiortaccomputation 5] Start Date 01Jan 2009
[#] Trading sources list 7 End Date 31 Dec 2009
[ Investment income -]
El\.lnh’ﬂl finnilprﬁf e 9
[F] Caphatoisposals 10 Exarrple Field C—1
[¥] Management expenses 1
B ) ;
[ Accounts analysis 12
13
14
15
16
17
18
19
an b
hS > >

: Example statement

AUTO

Saving the configuration
When you have configured the Alphapack as required, choose Save from the File

menu.

This document will become the default Alphapack template for all Alphapacks
created from the same location as the where the configuration module is run.
Whenever an Alphapack is first created, it will have the same statements
(including any customised Administration statements) and the same columns
enabled or disabled as you define in the configuration module.

Configuring Alphapack
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