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About this Document

This Document

The purpose of this document is to provide guidance to people setting up Dimensions to work with Access Digital Tax.

About Access Digital Tax

Access Digital Tax is a user-friendly solution for Making Tax Digital. It shows information from HMRC and can undertake VAT
Returns to HMRC for access accountancy products.

It is provided to customers through the Access Saa$S platform, Access Workspace.

About Making Tax Digital

Making Tax Digital (MTD) is a new system from HMRC that will transform the current UK tax system, making it fully automated,
digital and online based.

Starting with businesses with a taxable turnover above the VAT registration threshold (currently £85,000), there will be a
requirement to digitally record and submit VAT returns online. This will be completed using Making Tax Digital compatible

software like Access Digital Tax.

MTD will be rolled out incrementally throughout 2019, with an initial wave of organisations moving over in April 2019.
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Using Access Digital Tax

Overview
Access Digital Tax provides the ability to send and receive data from HMRC, to achieve compliance with the Making Tax Digital
requirements for VAT returns.

It provides a full set of features including:
e View VAT Return
e View VAT Liabilities
e View VAT Payments
e  Submit VAT Return
e  Submit VAT Return as bridging software

Implementation Options
Organisations have several options with how they setup and use Access Digital Tax. These include:

e Direct connection
e Spreadsheet import
e Separate submissions for different business entities (E.g. sub ledgers)

e Group VAT — combining VAT data from multiple sources

The following sections of the document explains the differences with these options and provides installation instructions for
connecting Dimensions to Access Digital Tax
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Direct Link to a Single Database with a Single Business Entity
In this scenario, the organisation has a simple setup with a single accountancy system (e.g. Dimensions) which is directly connected to Access Digital Tax.

e  Obligations from HMRC can be viewed and selected
e Corresponding VAT data is pulled from the accountancy system to Access Digital Tax

e VAT data submitted from Access Digital Tax to HMRC

VAT Return

VAT Return Data
MTD Account Info

Business Entity

HMRC API's

SIS ®
aNUaA3Y WH @

Operational Single Entity VAT Return
Database

O Accountancy System \—[ O Access Digital Tax —

This pattern can be repeated if an organisation has multiple accountancy systems, which are all to be separately submitted to HMRC.
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Spreadsheet Import
Instead of directly connecting, organisations can choose to extract their VAT data to a spreadsheet and upload it

e  Obligations from HMRC can be viewed and selected

e Corresponding VAT data is extracted to a spreadsheet file (just need the 9 totals)
e The spreadsheet file is uploaded to Access Digital Tax

e VAT data submitted from Access Digital Tax to HMRC

VAT Return
MTD Account Info

Business Entity VAT Return Data

848,00

HMRC API's

SW0)SN) 9
anuanay WH @

Spreadsheet

Single Entity VAT Return

O Access Digital Tax —

There is guidance on exporting Dimensions data to a spreadsheet page 17 of this document.
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Direct Link to a Single Database with a Multiple Business Entities
An Accountancy system supports multiple business entities within a single database (e.g. Sub ledgers within Dimensions).

Each business entity linked to a different instance of Access Digital Tax

Obligations from HMRC can be viewed and selected
Corresponding VAT data (for that business only) is pulled from the accountancy system to Access Digital Tax

VAT data submitted from Access Digital Tax to HMRC

-

Business Entity

Business Entity

Operational
Database

\

O Accountancy System

VAT Return Data

VAT Return Data

Single Enfity VAT Return

O Access Digital Tax

Single Entity VAT Refurn

1

VAT Return
MTD Account Info

SWoISN) %
anuaAay WH @

VAT Return
MTD Account Info

l HMRC API's I

O Access Digital Tax J

This can also be supported with a single instance of Access Digital Tax and changing the setup details.

O access
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Group VAT — combining VAT data from multiple sources
The organisation has multiple different source for VAT data, which are to be pulled together for combined Group submission to HMRC

e VAT data pulled or imported from multiple sources into a single instance of Access Digital Tax

e (Can be any combination of spreadsheets and accountancy systems

e VAT data pulled from each source and combined total shown in Access Digital Tax

e Combined totals submitted from Access Digital Tax to HMRC

Business Entity VAT Return Data

Spreadsheet o B - P

46387200

Business Entity VAT Return Data

VAT Return
MTD Account Info

Operational Database

[O Accountancy System }

-

HMRC API's

SWo)SM) 9
aNUAA3Y WH @

Group VAT Return

\—[O Access Digital Tax ]—/ —

Business Enfity VAT Return Data

Operational Database

{O Accountancy System }
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Using Dimensions with Access Digital Tax
Below are the steps for using directly linked Dimensions with Access Digital Tax:

Access Digital Tax
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AN Changes
Return or checks Submit lespon
VAT Returns Figures needed? from HMRC
Refresh Data
Yes

Data automatically

VAT Data VAT Data .
flagged as submitted

Use Screens and Make any

Reports to Check -
Figures Changes

Important Points:

Access Digital Tax automatically pulls VAT Data (the 9 fields) from Dimensions.
It uses the dates from HMRC to run the normal calculation within Dimensions.
If Dimensions is set to calculate VAT by periods, the calculation will include all transactions up to the period that relates to the end date from HMRC.

IMPORTANT if calculating VAT by periods, your period dates in Dimensions must match the dates set on your HMRC VAT Account
At the point of submitting, a final check is done to see if any changes have happened in Dimensions. If the VAT figures have changed, the user is warned and submission paused.
Once VAT data is successfully submitted to HMRC, Access Digital Tax will automatically mark transactions as submitted within Dimensions.

No need to mark transactions as submitted within Dimensions - the ability to do this is removed when Access Connect is installed.
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Connecting Dimensions

The following is guidance for customers on setting up Dimensions to connect to Access Digital Tax.

Directly Connecting Dimensions to Access Digital Tax

Dimensions can be setup to integrate directly with Access Digital Tax. This is done using a tool called Access Connect.

Perquisites:

Dimensions users will need an unlock code to enable aCloud syncing if they have not already done so. This will need
updating on the server hosting Dimensions.

The server that access connect is to be installed on will need at least .NET Framework 4.6.2 or later. The installer will
instigate the installation of .NET Framework but the server will need to be restarted before you can continue with the
installation

Setup is needed by Access before installation of Access Connect. Please check this has happened.

Please Note:

The first step is to add Dimensions user to Workspace and Access Digital Tax (instructions below)
Access will confirm when Access Connect can be successfully installed and provide the necessary keys
An Access Connect installation package is provided

There are different Access Connect installation packages for different Access accountancy products

The installation package includes:
o Access Connect
o Stored Procedures which will be added to the Dimensions by the setup process

A single instance of Access Connect can connect to a maximum of 25 instances of Dimensions. If you have more than 25
instances of Dimensions please ask for additional guidance on setting up multiple instances of Access Connect.

Important - Compatibility: This approach is only support for Dimensions version 2.51B and above.

10

Classification — Restricted

This Document is the property of Access UK
a Ccess © Copyright 2017 Access UK Ltd | All rights reserved consulting | software | solutions
www.theaccessgroup.com



Adding and Linking Dimensions Users to Workspace and Access Digital Tax
Before installing Access Connect, you will need to setup a Dimensions user to use Workspace and Access Digital Tax.
If the ability to do this is not present in Dimensions, you will need to request an unlock code to enable aCloud syncing.

Add a Dimensions User to Workspace

Please follow these steps within Dimensions:
1.  Within the System > Security group use the 'Send Invites' option
2. The ‘Invite Users to aCloud' list window opens
3. Select a user and click on the Enter Email Addresses icon on the toolbar
4. Enter the email address for the user
5. Select the same user again and click on the green tick
6. Answer Yes to the question ‘OK to send Invites to the selected Users’

7. Write a message for the user that you are inviting and click on the green tick

Set a Workspace User to use Access Digital Tax

Once a user has been added to Workspace, administrators can set which Workspace applications they can use, including Access
Digital Tax.

1. Click on the Members icon near the top right corner E
2. Find the user in the list

3. Click on the Actions menu and select Manage Roles
A list of the available Workspace applications is displayed

4. Set User against Access Digital Tax

5. Use Save

11

This Document is the property of Access UK
a Ccess © Copyright 2017 Access UK Ltd | All rights reserved consulting | software | solutions
Classification — Restricted www.theaccessgroup.com



Access Connect Installation and Setup Instructions

It is recommended that the following steps are completed by your IT team, or someone with Administrator access and the details
of the Dimensions Database.

1. Identify a suitable location for installation of Access Digital Tax. The location must:
e Be able to access the Dimensions database

e Beabletoaccess the Internet
e Aserver which will not be turned off is strongly recommended

2. Logon as an administrator able to install programs in this location

3. Unzip the installation package files in this location

4. Launch the installation process by running as an administrator: AccessDigitalTax.Connect.Installer

5. EnterY to confirm that the Dimensions databases are ready to be connected to Workspace.

6 INF] Welocome to the ADT installer for Access Connect - Dimensions
2:26:46 INF] First, confirm that all Dimensions databases are workspace enabled (Y/N)

6. The Access Connect installer is launched. Follow the instructions on screen:

INF] Welocome to the ADT installer for Access Connect - Dimensions

INF] First, ifirm that all Dimensions databases are workspace enabled (Y/N)
#7 Access

INF1 Ch M 157 Access Connect

INF .
Welcome to the Access Connect Setup Wizard

The installer will guide you through the steps requited to install Access Connect on your computer

WARNING: This computer program is protected by copyright law and intemational treaties
Unauthorized dupbcation or distnbution of this program, or any portion of it, may result in severe civil
of criminal penalties, and will be prosecuted to the maximum extent possible under the law
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7. Once installation is complete, the Access Connect Configuration Tool is launched:

o

Menu:

Help
About
Settings
Databases
Relay Settings
Packages
Command Packages

(O access

Version: 1.0.23.1603

8. Click on Relay Settings and enter the Public and Private keys provide by Access:
e Thisis a unique key to keep the connection secure and to the right instance Organisation

o -

Menu:

[ Help This area is for configuring the Azure Relay settings.
) Once you have entered the public and prvate key into this configuration tool & will automatically connect to
Settings Workspace Settings
Databases These settings can be found in the Workspace admin area when a relay is created for an onganisation.
B Seltings Public Key: |
Packages Private Key: |
Command Packages

Save Settings

Please note: there is a known issue with lack of feedback on using this save button.

O access
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9. Click on Databases and enter the details for the Dimensions database you wish to link to Access Digital Tax:

0;_‘1- nne 'flJ tic To o
Menu Databases Aad Edt
Help id Display Name Product Server
About
Settings
Databases
Relay Settings
Packages
Command Packages
< >
0 Ac f ]
Menu Databases :‘ Ex Delete
Help id Display Name Product Server
About
Settings 0 _reate / Edit Database
Databases
id: |c6822b48-630d-4373-255d-49cd6975881 |
Relay Sellings | Display Name: LDmerm System 1 I
Packages | Product: [D"‘“W“ I
Command Packages | Server: llocalhost \sqi2012 |
| Database: [AcoessDethystem I
[ SQL Windows Auth
User Name: | ] |
Password: [ I !
Save Cancel
< >
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Field Description

Id Auto generated ID for the database

Display Name Name for the Database to be displayed in Access Digital Tax
Product Product. Please enter “Dimensions”

Server Server Name

Database Database Name

SQL Windows Auth Set if SQL Window Authorisation being used to access the database
User Names User Name to access the database

Password Password to access the database

10. If connecting to several Dimensions databases, please Add all of them.
11. Click on the X button to close the Configuration Tool

12. The installation process will complete.

e to the ADT installer for Access Connect - Dimensions
onfirm that all Dimensions yases are workspace enabled (Y

acking for existing acc connect service
existing connect serivce ing install
ding Dimensions.ADT.CommandPackages
pleted adding Dimensions.ADT.CommandPackages
Opening configuration UI
Completed configuring connect
Getting all configured dbs from C:\Program Files\Access UK Ltd\Access
Got dbs
Starting run of sql on configured d
Completed run of sql on configu
Install Complete
Press any key to exit

1
1
1
1
1
1
1
|
|
1
1

Please note: please press ‘Enter’ to exit, rather than any key.

Final Steps Post Installation

Following installation the Access Connect Service will need updating to use admin credentials, which has access rights to the SQL
server.

13. Display the Services and find ‘Access Connect Service’
14. Right click on the on the ‘Access Connect Service’ and click Properties
15. Change the Log On details to an account with admin credentials, which has access rights to the SQL server.

16. Restart the ‘Access Connect Service’.
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Update an Access Connect Installation

This section covers instructions for making changes and updates to your Access Connect installation. For example if there is an
additional Dimensions database.

1. Launch the installation process by running as an administrator: AccessDigitalTax.Connect.Installer
2. EnterY to confirm that the Dimensions databases are ready to be connected to Workspace.

The installer will check for existing access connect services and give you the option of installing another instance:

Welcome to the ADT installer for Access Connect - Dimensions
First, confirm that all Dimensions databases are workspace enabled (Y/N)

Checking for existing access connect service
Found existing stopped access connect serivce
Would you like to install another instance of Access Connect? (Y/N)

3. Enter N to indicate that a new installation is not required.

4. Theinstall is now displayed and any required changes can be entered and saved.
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Exporting Data from Dimensions for File Upload
A crystal report is now available which extracts the nine VAT Fields from Dimensions, using the normal VAT Return calculation.

If the organisation has chosen not to directly link Dimensions to Access Digital Tax, this report can be used for your VAT Returns:
1. Runthe normal VAT Return reports in Dimensions to calculate the VAT data and to mark transactions as submitted
2. Add this new report to Dimensions

3. Use the new report to extract the VAT data for the right date/period range:

4. Use the export button:

N1 Access Reports - VAT Export

| %X 14 Tof1 ¥ o= | & [0x <] Towt 100% Tof1

Biox 4 Box S Box & Box 7
5140 [ 51.40 205 87 24447 257 .00 4.908.00 o.oo LR

5. Select CSV file:

Format:

=3 Adobe Acrobat (FOF) i
[ cond |

=3 Microsoft Word - Editable (RTF)

=3 ODBC

=3 Record Style - Columns with spaces (REC)
=3 Record Style - Columns without spaces (REC)
= Report Definition (TXT)

>

Rich Text Format (RTF) E: Farmat il 2
(= Y5eparated Values (C5V) rt's

Tab Separated Text (TTX) e
Text (TXT) v :

6. Tick the option so that the headers appear separately from the data:

Separated Values Export Options
— Character options =
Canicel
Separator: | s [ Tab 4’

Mode:  |Standard mode E3

Report and Page sections:
* Export IV Isolate Report/Page sections
" Do not export

Group sections:

* Export [~ Isolate Group sections
" Do nok expork

7. Save the file
8. Within Access Digital Tax, ensure it is set to use Upload File

9. Upload the file within Access Digital Tax and select which cells contain the VAT data
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Frequently Asked Questions

Why is Access Digital Tax in Workspace?
We have provided Access Digital Tax via Workspace for several reasons:
e Asacloud based Software as a Service solution Access owns the responsibility for keeping Access Digital Tax up to date.
So for example, if there are changes to linking with HMRC, we can simply update Access Digital Tax for all of our
customers, without you needing to upgrade any software yourselves.
e Workspace is core to the future plans of Access and you can choose to get more use from it
e If you choose to move between different Access accountancy products, Access Digital Tax can continue to work for your
organisation

Who can | speak to if | have issues with the VAT return?

Additional guidance will be published on the Knowledge base prior to Making Tax Digital going live. If necessary issues can be
escalated to Access Support.

When issues occur, Access Digital Tax will indicate if the issue is on the Making Tax Digital side, in which case HMRC should be
contacted.

Why do | see Different Figures in Dimensions to Access Digital Tax?

Access Digital Tax runs the same calculation / code as when using Dimensions. The following are the only reasons the figures can
be different:
1. Changes have been made in Dimensions since the last time the VAT Data was refreshed in Access Digital Tax

Please try Refresh within Access Digital Tax.

2. Adifferent date or period range is being used within Dimensions to the date range sent by HMRC.

If Dimensions set to calculate VAT by dates, please check that the dates being entered within Dimensions match those
requested by HMRC. Access Digital Tax will always use the correct dates.

If Dimensions set to calculate VAT by periods, please check that the Periods in Dimensions match the setup on your

HMRC VAT Account and you have entered the correct period range in Dimensions

3. The data you are viewing in Dimensions is for different legal entities (VAT Groups and Sub Ledgers), to those selected in
Access Digital Tax
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How do | invite someone to Workspace?

Click on the Members icon near the top right corner E and use the Invite People button.

Enter the required details and confirm the invitation:

Invite People

Enter some email addresses:

Enter a personal message (opticnal):

You can also add user to Workspace via Dimensions. See instructions on page 11 of this document.

How do | add someone to Access Digital Tax?

Once they have been added as a user of Workspace (see above), follow the instructions on page 11 of this document.
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