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Tax return guide

1.Introduction

Introduction and tailoring your return

e This guide will help you with logging in and completing the main sections of your self
assessment tax return for the 2013-2014 tax year.

e In order to submit your self assessment tax return you have to be registered for
HMRC taxes and signed up for online services.

* You need to have a Unique Tax Reference (UTR) to sign up for self assessment
online.

e Signing up for HMRC online services takes several days so don’t leave it until the last
minute!

Getting started

Log in from the HMRC website http://www.hmrc.gov.uk/

ﬂ HM Revenue & Customs: ... %

»
1}

€« @ wowrw.hmro.gov.uk v ‘ Google

HM Revenue
& Customs

Home Contac About us

Tax agents & aﬂvisers|

o employers busmess.es &
corporations

WIIIE'\

B Login

& employees

Tax credits PAYE - all tasks WAT
Child Benefit Late reporting Corporation Tax
B Online Services info Income Tax Generic notifications Starting a business

National Insurance Expenses/benefits Import & export

Rates and tables
Report a change
Welsh/Cymraeqg

Your Charter

income
If you have declared all your
income
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new online service go live
Follow HMRC on Twitter
Get official news and updates by
following @hmregovuk

How do | renew my tax credits?

m Self Aszessment Pay PAYE/Class 1 NIC Pension schemes
Caleulat 2 tool Coming to the UK New employee Stamp Taxes
alculators ools
Pensioners PAYE/MIC rates Partnerships
Capital Gains Tax Self-employsd cis Capital allowances
Charites & donors Al
c lmints & | We're closing in on
omplaints & appeals undeclared income
News and updates
Forms
; . Announcements and What's new  Security Advice
Library, Official Latest News from HMRC Protect yourself against online fraud
Statistics _ "Digital service” business Where s My Reply?
A HMRC are c'°5|“g changes Find out when you can expect to geta
Paying HMRC in on undeclared From 1 Jan 2015 new VAT rulesanda  reply to your query from HMRC

Service Availahility & Issues
Find out current zervice availability and
any issUes We are experiencing

©



http://www.hmrc.gov.uk/

Follow the self assessment link.

n HM Revenue & Customs: L.. %

€ | @ www.hmrc.gov.uk/online/existing.htm

HM Revenue
& Customs

Save time and reduce
errors by transacting
online

Home

[ oxspets & svisrs

@ individuals &
employees

corporations

@ ‘ businesses &
employers

You are here: Home = Online Services = Login

Log in to HMRC Online Services

Registered users

Follow the links below to log in to a specific online senice.

Please note: You must enter the User ID and password related
to the online service you select. The User ID will have been
displayed on-screen when you first registered to use the
online service. You would have been asked to create a
password at registration. These will only have been changed
if you have since requested replacements by post or online.

» Self Assessment

» Construction Industry Scheme (CIS)
» Corporation Tax

» PAYE for employers

» Pension Schemes

https://online.hmrc.gov.uk/self-assessment/ OPS

Do it online

Service availability
Service izsues being dealt
with

Software options

Onling demo

Developer info

See also
Feedback
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Enter your user ID (not your UTR) and password.

HMRC: Login

| HM Revenue & Customs

Welcome to HMRC Online services

Existing users N\

If you are already signed up to use HM Revenue &

Customs (HMRC) Online Services and have a Government

Gateway account, please enter your User ID and
password, then click the 'Login’ button below.

User ID: sessssssssss

Password: esssesee

» Digital Certificate user

» Lost User ID?

» Lost password?
» Lost or expired Activation Code?

» If you have lost both your User ID and password and
are a Self Assessment individual or partnership, you
may be able to use the online form to request a
duplicate User ID.

For all other online services you will need to contact
the HMRC Online Services Helpdesk.

New user _\

To sign up to use HMRC Online Services and to register a
business for HMRC taxes, please click the 'Register’
button below.

Register |

» Digital Certificate user
» Freguently Asked Questions (FAQs)

» View a demo of HMRC's services
» Registration and Enrolment process
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Click through from the security message into the main site.

HMRC: Security message

€ il ' @ 1M Revenue & Customs (GB) | https://online.hmrc.gov.uk/users/lastlogir 7 C " Google P ﬂ' B 4+ #

| @ HM Revenue & Customs

LRI LR LT LRl

Security message

~

@ For vour information: You last logged in at the HM Revenue & Customs (HMRC) portal on #ssssssss
BEEEEREA R R R

Please check the HMRC Reporting online security issues page if this is not the last time you logged in.

Have you taken steps to protect yourself from online fraud?

Criminals are using increasingly sophisticated ways to commit online fraud and it is important that you do everything
you can to protect vourself.

Please take some time to read the security advice on the HMRC Online security page to find out how you can do this
and for details of the steps HMRC is taking to protect your information.

Please click the 'Next' button to continue.

@ Crown Copyright | HMRC Terms & Conditions | HMRC Privacy policy | HMRC Accessibility
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Click on “File a return”.

HMRC: At a glance

€ | @ HM Revenue & Customs (GB) | https:/ online.hmre.gov.uk/self-assessment/ind
—
| HM Revenue & Customs
« Your HMRC services Information as at eeessssssss
Unigue Taxpayer Reference (UTR): sssssssssss
At a glance
- A = : View account ™\ File a return for 2013-14 N
» Ata glance You have overpaid.###se# s available for Tax year ending 05 Apr 2014.
» About you repayment. HM Revenue & Customs (HMRC) sent you a
Request a repayment » | notice to complete a tax return on 06 Apr
» Ask a question 2014 but have not yet received it.
» View account You can view a history of your account. You can file returns using the d
: View account » File a return » ))
» Tax return options
» Reduce payments on Alternatively you can file your tax return
account using commercial software.
} Request a repayment View a list of commercial software »
» View statements If you do not file your return using this
service, HMRC have provided you with some
» View PAYE coding notices information to help you complete your
return.
» Direct Debit payment .
Information to help complete your
» FAQs tax return »
b Business help and W
s —_— = - =
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The initial screen is your main point of navigation.

HMRC: Welcome

 Your HMRC Services
 Self Assessment

File a return

» 1. Welcome

HMRC  Help

1. Welcome

tax return:

2013-14

» 2. Tell us about you

» 3. Tailor your return

» 4. Fill in your return

b 5. Check your return

» 6. View your calculation

» 7. Save your return

» 8. Submit your return

» Provide feedback

» Tax return options

» How to pay

N

'Start’ will take you to '2. Tell us about you'

Cancel

This section explains who can and cannot file a return online using this service.

Please note: Not everyone can use this service and some will need to use commercial
software, for example, if you were not resident in the UK in the tax year or you claim the
remittance basis. For full details read the information below before clicking the 'Start’
button.

v

You can use this service if in the
tax year ending 5 April 2014 you
received

* employment income

* self-employment income

* partnership income

« UK property income @

* pensions

* UK interest, dividends etc @

» foreign income

* capital gains (If you are entitled to
to the annual exempt amount) @

It is very important that you enter
the correct amount in the appropriate
box on the return. Errors or mistakes
can lead to you being asked to pay
the wrong amount of tax, and can
take time to correct.

Find out which financial records you
will need to complete your return
online.

@

Help icons are provided throughout if
you need specific help or information

| Start |
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Start at “Tell us about you”. '*

This will be prepopulated with some data, you can then add info as needed.

HMRC: Tell us about you x

€ | & HMRevenue & Customs (GB) | https://online.hmre.gov.uk/self-assessment-file c ' Google P B ¥+ # =
~
| HM Revenue & Customs
» Your HMRC Services sssssssssssssessssssssssses tax return: 2013-14 IN PROGRESS
 Self Assessment Your tax return is 1% complete ||
2. Tell us about you
\
b1 = indicates required information
First name:™ sesses
» 2. Tell us about you
> Middle name:
» 4. Fill in your return Last name: = | #esssssee
» 5. Check your return
» 6. View your calculation Unique Taxpayer Reference (UTR): #e¢esssssss
» 7. Save your return National Insurance Number (NINO): [eesssssnse
» 8. Submit your return Telephone number (including STD):
» Provide feedback :
Email address:
¥ Tax return options )
Address line 1:™ lsesssssse
» How to pay
Address line 2:™ esssssssssse
Address line 3: |eeesse v
| |
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Including your marital status, and whether you are repaying a student loan.

HMRC: Tell us about you x

Address line 2: jsssssssseses

Address line 3: :'nuu
Address line 4: :Ioou'ooouo
Postcode: | sssssss

[[] please select this box if you have
amended your address details @

Date of birth: ™ seessssss

_Are you or your spouse or civilfpartner™ :Please select v: @
registered blind on a local authority pr other

Did you receive notification from the Studwgt™ Please select v @
Loans Company that repayment of an Income
Contingent Student Loan began before 6 April
20147

The 'Next’ button will automatically save your data,
or you can click 'Save’ at any time.

save Next

© Crown Copyright | HMRC Terms & Conditions | HMRC Privacy policy | HMRC Accessibility
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Tailoring your return

One of the most important sections is tailoring your return.

HMRC: Tailor your return -... %

\ € | & HM Revenue & Customs (GB) | https://online.hmrc.gov.uk/self-assessment-filey 7 @ | | B~ Google
 —

« Self Assessment

b 1. Welcome

b 2. Tell us about you

p—
» 3. Tailor your return
—

D

» 4. Fill in your return

» 5. Check your return

» 6. View your calculation

b 7. Save your return

» &. Submit your return

» Provide feedback

» Tax return options

» How to pay

Your tax return is 1% complete |

3. Tailor your return

Page 1 of 3

= indicates required information
This section aims to ensure you only answer questions relevant to you.
In the tax year 6 April 2013 to 5 April 2014:

Were you an employee, director, office holder or agency = | Please select v |(®

worker?

Were you self-employed? = | Please select v|(®
Were you in a partnership? * | Please select v | (3
Did you receive income from UK property including income ™ | Please select v | (2

from land?

If you received any foreign income, do you need to complete | Please select v | ®

the foreign section? Please check help:

If you disposed of any chargeable assets, or had any* | Please select v | (%

chargeable gains, or you wish to claim an allowable loss, or
make any other claim or election, do you need to complete
the Capital Gains section? Please check help:

The 'Next' button will automatically save your data,
or you can click 'Save’ at any time.

Save
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If you were an employee you will need to complete the employment section.

HMRC: Tailor your return -... %

€ | 8 HMRevenue & Customs (GB) | https://online.hmre.gov.uk/self-assessment-filey 7 G | |[BY = Google P ﬁ’ B 4+ #

 Self Assessment Your tax return is 1% complete ||

3. Tailor your return

» 1. Welcome = indicates required information
» 2. Tell us about you This section aims to ensure you only answer questions relevant to you.
» 3. Tailor your return In the tax year 6 April 2013 to 5 April 2014:

» 4. Fill in your return Were you an employee, director, office holder or ag

» 5. Check your return

» 6. View your calculation . .
y Please provide us with the name of your employer(s):

» 7. Save your return Employer 1

» 8. Submit your return

Were you self-employed?
» Provide feedback

i ip?= Pl | |
» Tax return options Were you in a partnership?~ Please select v &

» How to pay Did you receive income from UK property including income™ |Please select v @
from land? '

If you received any foreign income, do you need to complete™ [Please select v/ @
the foreign section? Please check help:

If you disposed of any chargeable assets, or had any™ Please select v ®
chargeable gains, or you wish to claim an allowable loss, or '
make any other claim or election, do you need to complete
the Capital Gains section? Please check help:
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»

As a sole trader you will need to complete the self employment pages — this is also where '*
you need to say if you have more than one trade.

HMRC: Tailor your return -... %

€ ) @ HM Revenue & Customs (GB) | https://online.hmre.gov.uk/self-assessment-filey ¥ G | | [~ Google
o

 Self Assessment Your tax return is 1% complete || ~

3. Tailor your return

» 1. Welcome = indicates required information
» 2. Tell us about you This section aims to ensure you only answer questions relevant to you.
» 3. Tailor your return In the tax year 6 April 2013 to 5 April 2014:

Were you an employee, director, office holder or agency™ Please select V_' @

» 4. Fill in your return worker?

» 5. Check your return
y Were you self-employed?™

» 6. View your calculation

How many self-employed businesses did you
» 7. Save your return

Please provide us with the name of your business(e
» 8. Submit your return . r .
Businessfl name: = My trade @

» Provide feedback

Business Agame: = |l'w'l'_.tr other trade ‘@

» Tax return options

» How to pay Were you in a partnershipe Please select V_' @

Did you receive income from UK property including income™ _'Please select v_\ @
from land?

If you received any foreign income, do you need to complete™ Please select v'_ @
the foreign section? Please check help:

If you disposed of any chargeable assets, or had any™ Please select v (®
chargeable gains, or you wish to claim an allowable loss, or

i make any other claim or electioni do you need to comelete
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You also need to state whether you received other income (for example interest income). '*

HMRC: Tailor your return -... %

€ | 8 HMRevenue & Customs (GB) | https://online.hmre.gov.uk/self-assessment-filey 7 G | |[BY = Google
e I

File a return Page 2 of 3

» 1. Welcome = indicates required information

» 2. Tell us about you In the tax year 6 April 2013 to 5 April 2014:

» 3. Tailor your return Did you receive any interest etc, for example, from I
banks, UK building societies, UK unit trusts®

» 4. Fill in your return L —
Did you receive any dividends, for example, UK companies,™ No v @
» 5. Check your return authorised unit trusts, open-ended investment companies,
foreign companies (up to £300)?

» 6. View your calculation

Did you receive any UK pensions, annuities or state™ No v (®
» 7. Save your return benefits, for example, state pension, occupational pension,
retirement annuity, Incapacity Benefit?

» 8. Submit your return

Were you or your partner (if you have one) entitled to® Please select v (3
receive Child Benefit during the year 2013-14 (this applies if '
someone else claims Child Benefit for a child who lives with
you and pays you for your child's upkeep)?

» Provide feedback

» Tax return options

» How to pay

Did you receive any other UK income, for example,* Please select v @
employment lump sums, share schemes, life insurance
gains?

Have you made any income tax losses in the year 2013-147~ Please select v-_ €]

Are you liable to pension savings tax charges or have you™ Please select v_' @
received payments from overseas pension schemes?
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b

If you received child benefit then you also need to provide that information here, you will be '*
asked whether your income was over £50,000, and if so you will be asked whether your
income was higher than your partner’s. This is where HMRC claw back child benefit so be

careful with your responses.

HMRC: Tailor your return -... %

€ | @ HM Revenue & Customs (GB) | https://online.hmre.gov.uk/self-assessment-filey v € “ Google
o

» 1. Welcome

» 2. Tell us about you

» 3. Tailor your return

» 4. Fillin your return

» 5. Check your return

» 6. View your calculation

» 7. Save your return

» 8. Submit your return

» Provide feedback

» Tax return options

» How to pay

* indicates required information
In the tax year 6 April 2013 to 5 April 2014:

Did you receive any interest etc, for example, from UK™ Yes vi®
banks, UK building societies, UK unit trusts?

Did you receive any dividends, for example, UK companies, ™ No v ®
authorised unit trusts, open-ended investment companies,
foreign companies (up to £300)?

Did you receive any UK pensions, annuities or state™ No v: @
benefits, for example, state pension, occupational pension,
retirement annuity, Incapacity Benefit?

Were you or your partner (if you have one) entitledg
receive Child Benefit during the year 2013-14 (this appliffs i
someone else claims Child Benefit for a child who lives jvith
you and pays you for your child's upkegp)?

Was your income over £50002
Was your income higher than your partner's? |

Did you receive any other UK income, for example,® Please select v| [©]
employment lump sums, share schemes, life insurance
gains?

Have you made any income tax losses in the year 2013-14?~ '_Please select v: @

Are you liable to pension savings tax charges or have you™ Please select v &
received payments from overseas pension schemes?
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Finally you provide information on outgoings, tax reliefs, etc.

HMRC: Tailor your return -... %

€ | 8 HMRevenue & Customs (GB) | https://online.hmre.gov.uk/self-assessment-filey 7 G | |[BY = Google P ﬁ’ B 4+ #

3. Tailor your return

» 1. Welcome = indicates required information

» 2. Tell us about you In the tax year 6 April 2013 to 5 April 2014:

» 3. Tailor your return Did you make contributions towards a personal pension orff Please select
retirement annuity? This does not include payments yo,

» 4. Fillin your return make to your employer's pension scheme, which

» 5. Check your return

Did you give to cha Please select

» 6. View your calculation

If you, or your spouse or civil partner, were born bef Please select

» 7. Save your return April 1935 do you want to claim married couple's allow

b 8. Submit your return Do you want to claim other tax reliefs and deductio

» Provide feedback example, community investment tax relief, venture c
maintenance / alimony paym

, for*| Please select v|®

» Tax return options
Have you had any 2013-14 Income Tax refunded or o
» How to pay by us or JobCentre flus?

: Please select

Please select

Were you party to one or more tax avoidance scheme}§?™ [Please select v/

Are you acting in capacity on behalf of someone else? Please select

‘Mext' will take you to ‘4. Fill in your return’
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You are then advised what documents you may need based on the information you

provided.

HMRC: Fill in your return - ... %

€ | @ HM Revenue & Customs (GB) | https://online.hmre.gov.uk/self-assessment-filey v € *‘ Google
p

4. Fill in your return

» 1. Welcome

o complete your return you may need the following documents:

» 2. Tell us about you o Profit or loss accounts

» 3. Tailor your tetur( * Records of business receipts and business expenses
» 4. Fill in your l‘etu\ * Bank, building society, unit trust, etc statements and certificates or passbooks
.y

* Bank statements or any receipts from the charity
» 5. Check your return i i
-14 and 2014-15 Notices of Coding

» 6. View your calculation

This section provides you with an overview of what pages make up your tailored returmn.

A tick means you have entered information into this page. To change this please select
» 8. Submit your return from the list below.

=* An arrow means you have yet to enter information into this page.

» 7. Save your return

» Provide feedback

Tell us about you Change details about you
» Tax return options ¢

» How to pay Tailor your return +/ Change your tailored return (page 1)

+ Change your tailored return (page 2)
J Change your tailored return (page 3)

Self-employment =» Enter self-employment details (page 1)
My trade

My other trade =» Enter self-employment details (page 1)

UK interest = Enter UK interest etc

To continue with your tax return please select the appropriate sections from the Tax Return
Guide menu.
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