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Chapter 1
Introduction

About the Alphapack

Welcome to Alphapack. Alphapack is designed to expedite the way in which you
collect the data required by your tax adviser.

Your tax adviser creates a specialised Alphapack with a number of Input
statements for you to complete.

First of all you download the Alphapack software from the internet as instructed
by your tax adviser.

Once your Alphapack is ready you receive email confirmation together with a
system-generated password.

You can then open and complete your Alphapack.

Once complete, you sign off the Alphapack and generate an email to send to the
tax adviser notifying him or her that the Alphapack is ready for review.

Your Alphapack is always stored on a database on your tax adviser's network.
Any time you need help completing the data, simply save the file to enable your
tax adviser to review it.

About this document

This document guides you through the process of opening, completing and
signing off your Alphapack.

Introduction
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Chapter 2
Completing the Alphapack

Email notification

You will receive an email from your tax adviser, explaining that your Alphapack
is ready for completion.

The email may contain guidance notes (such as this document) and other items
such as a link to the site where you can download the software — see Appendix A
for details on installing the software.

Opening the Alphapack
f} To open the Alphapack, double click the Alphapack icon on your
[g e, desktop.

Alphapack  The Alphapack Security dialog is displayed:

Alphapack Security §|

Fleaze enter your email addrezs and pazsword.
Email address

Pazzward

Cancel

Type your email address and the password that was provided and choose OK.

Note. You must be connected to the internet to access your Alphapack and to save
your changes to your tax adviser’s network. Once you have opened the
Alphapack, it is possible to work offline where required. For details, refer to page
16.

Completing Your Alphapack
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TCSL Alphapack - [Alphapack Admin Summary] |'._| |'E|r5__(|
|j File Vew Window Help - 8 x
=| 2l 9
Alphapack Mame | Period End | Locked By ‘fersion Cucle Last Saved
Sample Company 2-APACK1L 311212010 3 1
1 periods displayed AUTO ﬂ Connected

The Alphapack Admin Summary window is displayed listing the Alphapack(s) to
which you have access.

Note. You can also work on your Alphapack(s) while offline. For details, refer to
page 16.

g From the Admin summary window, highlight the Alphapack and:
= Double-click, or
= Click the folder icon, or
* Choose Open from the File menu or press Alt+F O

The main Alphapack desktop is displayed allowing you to start work on the
Alphapack.
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TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31/12/2010]

|j File Edit Yew Tools Statement Cell Window Help k. |:|'|
8|8 &= o «|-+| s -[¥] 2] =] A =]]o]s] === B4
| = X1V

3 Administration

[ Compliance process

[F Trading sources list

[ Investment income

[#] Manaoement expenzes
E1E

et analysis

)] >
Sample Company 2-4PACK1 AUTO ﬁ Connected

Completing the statements

Your tax accountant will have prepared the Alphapack specifically for your
requirements with a list of statements that you need to complete.

Data that is required to be entered will normally be entered within standard pre-
formatted Input statements. Input statements are identified on the Contents list
with the O icon or the & icons for Accounts Analysis statements (see page 11).

Enter data as required in the green cells.

Note Press F1 to see a Help page for the current statement.

Completing Your Alphapack 7
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TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31/12/2010] £y
|j File Edit Yew Tools Statement Cell Window Help -8 x

39

sl@l &sle] of |+ alx
| =] XVl

2| =| A | z|u|s] El=|=] e

(=] Administestion Provision  Treatas  Brought Adjustment PaL Cartied
-0 S'g_n ot details type specific? forweard amount forward
- ] Guidance notes
- [ @uestionnaire
-] Alphapack e-mail details General

¥ Compliance process General Mo

[= Trading sources list General Mo
E| Trade 1 General Mo

i [3] Adjustments analysis General Mo
General Mo
D Expensive leazed car General Ma
[ Leased cars
(&) Trade 2 General Mo

[ Investmernt incaome General Mo

[¥] Management expenses General Mo

[F Accounts analysis

nil il nil nil
Mote: Provisions brought forward from priof vears cannot have
their type changed.
<m >

Sample Company 2-4PACKT : Trade 1 : Provisic AUTO ﬁ Connected

E? Alphapack Help E@

m e =2 S

Hide Back Forward  Print

= =
Contents l Indi 4| *|| Previous  Mest

il

Expensive  Finance Shor ™

W = B adiustrments ar -+ easedc.. leasecre.. leasep
Started F A

ting the Alphap: Provisions 3
iniztraticn

The Provizions statement enables vou to enter provisions. tems

dpllanc:e Rroces entered in theze statementz are categerized az general or 2pecific.
e
Mor-resident o 1. Type a description for each tem.
Adiustments &l 2. Foreach item specify whether to Treat as specific? (Yes)
Income: adj or No (fer general}. Mote for provizions brought forward frem
Expense a— a previous year, you cannot change the provizion type. 3
[:QI VF"S"Jn_S_ 2. Enter the ameunt Brought Forward.

7] Provizi

Adding 4. Enter any Adjustments. You can label the Adjustments

Provisi column to aid recategorization of existing provizions.
Expenzive % 5. Enter the Per P & L amount.
£ | >

Totalz are =hown at the foet of the statement where Provizions

e S S TSPy ST |

W

Information that does not fit into the standard Input statements is entered in
Freeformat statements. Freeformat statements are identified on the Contents list
with the & icon.
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TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31/12/2010] £l
u File Edit WYiew Tools Statement Cell ‘Window Help g x

[
i
&
=

Hs@| 2w | <[] al
| A1 | IV

[=] &dministration A B C &
- [ Sign off detailz I | Heading Heading

- [ Guidance notes

- [ @uestionnaire

- ] Alphapack e-mail details
[ Complisnce process

[=] Trading sources list

- [2] Trade 1

o] 2| =l A/l n|z]u|s| =]

£ £

b LR =

- [#] Pravisions
o D Expenszive leazed car

----- [= Lessed cars
“ [ |2 Column Reconc,
- [#] Trade 2
[ Investment income
[¥] Managemert expenses
[F] Accounts analysis

5
16 - -
17 nil
18 == =
19

o
< 2% b

Sample Company 2-APACKT : 2 Column Recaor AUTO ﬁ Connected

To open a statement:

=  Within the Contents list, select the required statement.
» Press the ENTER key at the statement title.

= Press the F6 function key to switch panes.

Or...

Press the Alt+PgUp or Alt+PgDn keys to load the previous or following
statement shown in the Contents list.

You can get help for all standard Input statements by pressing F1 once the
statement is open.

Completing Your Alphapack 9
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Switching between Report mode and Input mode

You use Input mode (the default) to enter data. Use Report mode to view on
screen data that has been entered In Input mode. The reports may then be printed
or PDFs created (see page 14).

Choose Report mode from the View menu, press the F7 key, or click the
icon.

The Report Contents list is displayed and a tick is displayed against Report mode
in the View menu.

TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31412/2010]

u File Edit Wiew Tools Statement Cell Window Help - a8 x
@fa s|mle| of ]| x| [ 2| =] 4] 8] |o]s] =|=]=] =]A

| =] x4

=] Adminiztration Campany name Sample Company Z-APACKT  ~

LY Sicin off details

A2 Guidance notes Tax reference

A3 Questionnaire

E] Compliance process - -

At trail coounting period |
Review notes Start date 01 January 2010

=] Trade1 End Date 31 December 2010

B1 2 Column Reconcilistion *

O Trade 2

= Accounts analysis Business unit

1 Profit and loss account

C2 Turnover .

C3  Costof sales Legal entity

C4  Rental income

C5  Administrative expenses

CE  Interest payahkle
Prepared by
Telephone number
E-rnail

v
£ 2% >
Sample Compary 2-4PACKT : Sign off detailz AUTO Q Connected

To return to the Contents list and enter data, choose Input mode from the View

menu, press the F7 key, or click the icon.
The Contents list is displayed and a tick is displayed against Input mode in the
View menu.
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Accounts Analysis statements

The Accounts Analysis section of the Contents tree contains a number of
statements that can be further analysed or categorised.

TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31/12/2010]

u File Edit Wiew Tools Statement Cell window Help - g x
Qs 4[=[e| | «[-| ala|-¥] | =] A+ s ]o]s| === 24
| =] xiv
- [ Guidance notes /| ¥ Turnover 50,0007 #
-0 Questionnare & Cost of sales 20,000°
- [ Alphepack e-mail details &
A Complisnce process
[=] Trading sources list )
- [5) Trade 1 Graoss peofi 30,000
a Adiustments analysis @ Othet incorne
[# Provisions 4 Rental income 40,000
1 Expensive leazed
a Leased cars Less: Expenses
= [ 2 Column Rect IL Distribution costs
- [E] Trade 2 ¥ Administrative expenses i
[ Investment income mlnIlS r? P T
[ Management sxpensss Depraciation & amomaatmn |
=] Accounts analysis Loss/(profit) on disposal of fixed assets
¥ Interest payable 1
&
&
&
EY Costof ssles @
) Rental income 1
(Y Administrative e
@ Irterest payable
< > Pt e A b i e | b’
Sample Company 2-APACKT : Profit and loss ac AUTO .H Connected

Full details are given in the online Help but where you see a down arrow, this
indicates that a further analysis statement is available:

« A white arrow indicates that no analysis statement has yet been created
« A black arrow indicates that an analysis statement has been created

Analysis statements take their name from the item name on the parent statement.
In some cases these are pre-defined - e.g. Turnover, Cost of sales etc. as in the
screen shot above. In other cases, the name you define for an item will be used for
the analysis statement — e.g. Rental income.

Completing Your Alphapack 11
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TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31/12/2010] 1
u File Edit Wiew Tools Statement Cell ‘Window Help = 4

S e B - B A T i e 78 B A A B S !
|C1D j || Rentalincome 1

- [} Guidance notes T Per
- [[] Cuestionnaire

D Alphapack e-mail details
E| Compliance process

3 Trading sources list 4 m ?ncome 1 | 15000
- [S] Trade 1 Il Rental income 2 &0

accounts

L. [# Provisions
[ Expensive leased

- [#] Trade 2

[#] Investment income

[H Mansgement expenses
B Accounts analysis

‘... [¥] Balance sheet analysis Unrecaonciled amaunt 20,000

|j
8]
g
=
3
z
Gdaadaadadaa

[=] Profit and loss accourt &
e [ Profit and Ioss accou 40,000 '
L[ Turmover

[ Costofsales

0 Fetancone ]

[y Administrative exp

< >
Sample Company 2-4PACK] @ Rental income AUTO ﬂ Connected

In the example above there is an Unreconciled amount of £20,000. This will be
highlighted in the Unreconciled amounts Report (see page 13).

Reviewing your Alphapack before sign-off

Administration statements

Complete any Administration statements that are included in your Alphapack for
example Sign-off details as shown below. These statements may be created by
your tax adviser for guidance, or to collect particular information.
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TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31/12/2010]

B

u Eile Edit Wiew Tools Statement Cell ‘Window Help - 8 x
Blafm :|=(ef o || aln|o[v] | = AA s o|o]s]| =[=[=] B4
| =] x4
[=] Administration Cormpany name | Sample Company 2-APACK1 &
A1 Sign o
a2 Tax reference
A3 GQuestionnaire
= Complisnce process . .
T audittrail Accounting period
- Review notes Start date 01 January 2010
B1  Unreconciled smounts End Date 31 December 2010
= Trade1
C1 2 Column Reconcilistion *
O Trade 2 Business unit
[E Accounts anslysis
o1 Profit and loss account Lenal entit
02 Turnover 8 L
D3 Costof sales
04 Rentalincome
D5 Administrative expenses
DE  Interest payahle Prepared by
Telephone number
E-mail
st
[ ) ) *
Sample Company 2-4PACK] @ Sign off details AUTO ﬂ Connected

Unreconciled amounts

Open the Unreconciled amounts statement in the Compliance process section of

the Contents tree.

TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31/12/2010]

U File Edit Wiew Tools Statement Cell window Help

dlaja (=@ of «|[-| alal-v] | =4+ 8] ]u]s| === 24
| =] xiv
(=] Administration Number of unreconciled amounts to be addressed: 1

A1 Sign off details

A2 Guidance notes - - -

o [Rental income - unreconciled amount on Tax analysis statement oe 20,000

A3 Questionnaire
[=] Complisnce process

- At teil

- Review notes

1 2 Column Reconciliation
O Trade 2
[=] Accounts analysis

] Profit and loss accourt

D2 Turnover

D3 Costof sales

D4 Rental incotme

Do Administrative expenses

D& Interest payable
3] >

Sample Company 24PACKT : Unreconciled am AUTO ﬁ Connected
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The statement identifies Accounts analysis statements where there are
unreconciled amounts. Go to the relevant statements to make corrections as
required. In the example above there is an unreconciled amount for the Rental
income statement.

You would amend the details in the Rental income statement to ensure there are
no unreconciled amounts, as below.

TCSL Alphapack - [Sample Company 2-APACK1 [Published] - 31/12/2010] X
u File Edit Yiew Tools Statement Cell ‘Window Help - | &8 x

B 5|@| & |B|@f ) < -8 [
|D12 v| || 20000

=] Administration - Per
- [ Sign off detais
- [[] Guidance notes

- [ Questionnaire
-] Alphapack e-mail details @ Rentalncomel b0

[ Compiiance process {l Rental ?ncome 2 5000
B Trading sources list IL Rental incorme 3 20000

- [2] Trade 1

2| = A sl e|u]s| =|=[=] HA

accounts

-[#] Provisions
<[] Expensive leased

- (] Trade 2

[ Investment income

[#] Management expenses Unreconciled amount

[F Accounts analysis
- [¥] Balance sheet analysis Anpont
- [=] Profit and loss account &

B Profit and loss accoul

B Tumover

i [ Costof sales

-0 2

< ¥
Sample Company 2-APACKT : Rental income AUTO g Connected

Gdaaaaas

Switching to Report mode

Switch to Report mode by pressing the icon to display the data in your
Alphapack in print mode. For more details, refer to page 10.
Saving the Alphapack in PDF format

To keep a record of the Alphapack before your sign it off, save the file as a PDF
by choosing PDF Writer from the File menu. You can also email the PDF file to
other users.
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PDF Writer

PDF “wiiter

i
" Otker
Froperties...
R eports

[v Computation
-
-
-

Send To
[v File:
||::"u:||:u:uments and zettingzhmaeveqilocal zettingz\application data®tc -

[ E-Mail
[ Wiew

Cancel Help
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Signing off

Once you have completed the statements, you are ready to sign off the Alphapack
so that your tax adviser can review it.

Note. To keep a record of the data entered, we recommend that you create a PDF
of the Alphapack before you sign it off. You do this by selecting PDF Writer from
the File menu and selecting to save the file in a folder.

When you are ready to sign off the Alphapack, choose Sign Off from the Tools
menu.

Sign Off X

LA . .
\“':r/ Are pou sure you wigh b perfarm gign off?

[+ Send e-mail notification to T ax Used

Yes Mo |

Check the box to generate an automatic email notification, pre-filled with the
email address of your tax adviser.

Choose Yes to confirm.
Where an email is created automatically, click Send to send the email.

Choose Alphapack Admin Summary from the Windows menu to return to the
Admin summary window.

The Alphapack you signed off will no longer be listed in the window.

If any more work is required, you will receive a notification email from your tax
adviser and the process will start again.

Working offline

You can work on the Alphapack offline if required. To do this, close the
Alphapack and then choose Yes at the following dialog.

Alphapack [%|

\_‘{/ Do o wish to keep this file locked For wour userid at the server?

w |

This will ensure that the Alphapack is saved both on your machine and on the
network. The network version will be locked and you will be able to open the
Alphapack from the Admin summary window when you are offline.
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Note. If you choose No at the dialog above, you will only be able to open the
Alphapack in read-only mode when you are offline.

At the Admin summary dialog, you can toggle between Online and Offline mode
by clicking the Online Offline icon at the foot of the window.

TCSL Alphapack - [Alphapack Admin Summary] |’._||’E|r5__(|
|j Fil= Wiew Window Help -8 x
= B o
Alphapack Marme | Petind End | Lacked By ersion Cyele Last Saved
Sample Company 2-APACK] 31j12f2010 3 1
1 periods digplayed AUTO g Conrected

When you choose Connect, you will be prompted to logon and can then save your
Alphapack back to your tax adviser’s network.

Note. If you launch Alphapack when you do not have access to the internet, you
will be given the choice to work offline or quit the application.

Alphapack S5erver unavailable [5_(|

|Inable to contact the Alphapack zerver. Thiz may be
due to pour network, connection being unawvailable.,

Lo pou wigh bo work off line?

Yes Mo

Completing Your Alphapack 17
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Appendix A
Installing the software

Your tax advisor will make an Alphapack installation software package available
to you via a link to a website. We recommend that you read the instructions
below before you download and install the software.

Before you start installing the software

Admin rights

You must have administration rights on your computer to install any software.

System requirements

This section describes the hardware, software, memory and disk space required to
use the software on a stand-alone computer.

Windows XP or later

Intel Pentium, AMD or equivalent processor
512MB RAM

100 Mb for the program files

Internet connection, browser and email

Installing the Software 19



Completing Your Alphapack

Downloading the software

Your tax advisor will make an Alphapack installation software package available
to you via a link to a website.

Using your web browser, navigate to the website where your tax adviser has made
the Alphatax installation package available to you and click on the download link.

Note. The Alphapack installation package download is certified by VeriSign® and
the publisher name TCSL will be displayed in the File download dialog.

At the File download dialog, select Open to run the installer directly from the
website or Save to save the installer program to your computer.

If you choose to Save, the Alphapack installer program will be identified with the
following icon in the folder location specified in the Save as dialog.

A

Unzipping the installer

If the installation software has been zipped by your tax advisor it will appear with
the following icon.

J

To unzip the installer, right click on the icon and select Extract all.
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Running the installer

To install Alphapack, double-click the E icon and wait for the installation
process to complete.

i@ TCSL Alphapack - InstallShield Wizard

Installshield Wizard Completed

~ The Installshield Wizard has successfully installed TCSL
Alphapack. Click Finish ko exit the wizard.

Einish Cancel

Click on Finish to complete the installation process.
Alphapack is installed in the “C:\Program Files\TCSL\TCSL Alphapack” folder.

A Start Menu item and a desktop shortcut will be automatically created as part of
the installation process.
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Upgrading Alphapack

To upgrade your version of Alphapack, download the latest installation software
package from the link provided by your tax advisor and run the installer (see
above).

A message will be displayed at the start of the installation process advising that an
existing version of Alphapack has been found on the computer and that this
version will be upgraded.

Select Yes to continue and Next at the InstallShield® Wizard dialog to upgrade
Alphapack.

Note. The upgrade process will not affect or overwrite any locally saved
Alphapack files that are locked at the server.

i TCSL Alphapack - InstallShield Wizard

Resuming the InstallShield Wizard for TCSL
Alphapack

The InstallShield{R) \Wizard will cormplete the installation of
| TZ5L Alphapack on your computer, To continue, click Mext,

< Back [ Mext = i [ Cancel
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Note: To view the version number of the current Alphapack application you are
using, select Help and About from the menu bar within the Alphapack
application.

About TCSL Alphapack E3
: Tax Computer Systems Limited
Q’I’?r:) Centunon Houge

London Road
Staines ThWE $b

Telephone 071734 410229
Fax 01724 410335
e-mail suppartiaitascomputersystems. com

Thiz product iz licenged to;
Alphapack client
Licenzed

Yerzion 12.0.RC0OT  Libraw 82.0
Copyright & 1931, 2011 T ax Computer Spstems Limited

Acknowledgements:

Croven copyright forms are reproduced with the permizsion of the Controller of Her
M ajesty's Stationen Office.

The Sentry Speling-Checker Engine Copyright 1399 “Wintertree Software Inc.
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Uninstalling the software

The installation also provides an uninstall utility which will remove the software
automatically.

Should you wish to uninstall the Alphapack software, double click on the installer
program icon and select the Remove option from the installation dialog. Click
Next.

i TCSL Alphapack - InstallShield Wizand

Program Maintenance

Modify, repair, or remove the program,

(") Modify

hange which program Features are installed. This option displays the
@ Zustom Selection dialog in which wou can change the way features are
installed.

Repair installation errors in the program. This option fixes missing ar
corrupt Files, shortcuks, and registry entries,

@ Remove TCSL Alphapack Fram your computer.
-

[ < Back, ” Mexk = l [ Cancel ]

Click Next and then Remove at the following dialog to uninstall Alphapack.

Alternatively, you can uninstall Alphapack by selecting Control panel from the
Start menu and then Uninstall a program.

Select TCSL Alphapack from the list and choose Uninstall.

Troubleshooting

If you encounter any problems with the installation process, please call Alphatax
Technical Support on 01784 410229
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