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How To Generate and Submit VAT Return
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How To Generate and Submit VAT Return

1. GENERATING BAS REPORT

e BASreports are generated through the BAS Report Generation option in SAP. This option
can be found under: Financials > Financial Reports > Accounting > Tax > BAS Report
Generation

VAT Declaration Type Origina! v

VAT Declaration Name 2022 ¥ | |ist Quarter ¥

Date Posting Date » From 01.01.22 To 31.03.22
L oK [ | Cancel
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How To Generate and Submit VAT Return

Procedure

1. Specify the VAT Declaration Type

- Original: To save the report for the first time in a given period.
- Replacement: To correct a report that has already been saved.

N

Specify the VAT Declaration Name by selecting the appropriate year and month.

3. Choose the date category and date range according to which transactions should
be included in the report and select OK.

4. The BAS Report Generation window will appear. Select the transactions from the left-
hand side that you want to include in the report.

5. To save the report, chose Add and OK.

BAS Reporting Pericd Name |15t Quarter_2022

# || Selected | Approved Code  Name Formuls Position in Report Amount Specific Code Value  Summary Field
1 v b 1 VAT onsales & ctheroutpuls 01 +E1+02 vatDueSales GBP -465.40 T

2 b2 VAT due on EC acquisiions o] + x4l vatDueA cquistions GEP 0.00 s

3 P 3 Totsl VAT due [1] + D] + [04]  totalVatDue GBP -465.40 s

4 b 4 VAT recisimed on purchases & ot DO1] + D03] - [YY] vatRecisimedCurrPeri GEP 0.00 s

5 P 5 NetVAT to pay (recisimed) [1] + DOQ2] + [XX4] - netvatDue GEP -465.40 5

& vl b 6  Total Value of sales & other outpi 01 + 02 + XD + E1 + totalValueSalesExXVAT GBP -2,327.00 B

7 P 7 Total Value of purchases & other [YY1] + [YY¥2] - [2Z] totalValuePurchasesEs GEP 0.00 s

8 vl 8 Total Value of EC sales E1+E3 totalValueGoodsSupp! GEP 0.00 B

E] P 9 Totsl Value of EC acquisions  [YY1] + [YY2] totalAcquisitionsExVA' GBP 0.00 s

0| ¥ YY VAT reclsimed on UK purchases 11+ 12 GBP 0.00 T

ul W XX1 VAT recoverable on EC acquistc E2 GBP 0.00 T

2| ¥ XX2 VAT payable on EC acquisiions - E2 GEP 0.00 T

Bl ¥ 303 VAT recoverable on EC acquisitic E4 GBP 0.00 T

“l v XX4 VAT payable on EC acquisitions - E4 GBP 0.00 T

5] ™ YY1  Value of EC acquisiions (invoice: E2 GBP 0,00 B

6] @ YY2 Value of EC acquistions {credi n E4 GEP 0.00 B

7| M ZZ  Total Value of purchases & other 11 + 12 + X1 + NL + GEP 0.00 B

4 13
L .
< e[ Ewd ] [ cin |
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How To Generate and Submit VAT Return

2. RETRIEVING BAS REPORTS

¢ Once the BAS report has been generated, you can retrieve the report for review and
submit to HMRC.

e To open the BAS Report Retrieval, go to Financials > Financial Reports > Accounting > Tax
> BAS Report Retrieval.

-
Selection Criteria Name
VAT Dadlarstion Name Quarter  ¥| (202 ¥/ [1st Quarter ¥
BAS Codes
# Code Name Display
1 i1 VAT on sk v -
2 2 VAT due o1 v
13 Total VAT ¢ [vl
4 4 VAT reciain v
5 5 Net VAT to [v]
6 6 Total Value v
r Total Value [v
8 8 Total Value v
99 Total Vaiue [v v
Output Mode
[[] Hide BAS Codes Without Transactions
[Lomed |
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How To Generate and Submit VAT Return

Procedure

1. Select the VAT Declaration Name and the BAS codes you want to display. Then click
on OK.

2. The BAS Report — Retrieval window appears showing the documents included in the
report, grouped by BAS code. To display the individual transactions, click the down
arrow for a BAS code or select the Expand button.

3. To send the report to HMRC, select the Export button. A notification is displayed to
confirm the sending of the data.

BAS Reporting Period Name | 1st Quarter_2022 Savedby | manager Date  126.08.22 13:24

# Code Name Formula Paosition in Report Amount Specific Code Value Summary Field Remarks
1 »i VAT on sales & ctheroutputs  O1+E1 +02 vatDueSales GBP -465.40 T

2 P2 VAT dueon EC acquistions o] + Poxa] vatDusAcquistions GBP 0.00 S

3 p 3 Total VAT due [1] + Po@] + [Xx4]  totalVatDue GBP -465.40 s

4 P4 VAT reclaimed on purchases & o DOX1] + 03] - [YY] vatReclimedCurrPeri GBP 0.00 s

S B 5 NetVAT to pay (reciimed) [1] + Dog] + [XX4] - netvatDue GBP -465.40 s

& PE Tota! Value of ssles & other cutpr O1 + 02 + X0 + E1 + totalValueSalesExXVAT GBP -2,327.00 B

7 B 7  Total Value of purchases & other [YY1] + [Y¥2] - [ZZ] totalValuePurchasesEs GBP 0.00 s

-] B Teta! Value of EC sales E+8 totalValueGoodsSupp GEP 0.00 B

9 p 9  Total Value of EC acquisiions  [YY1] + [Y¥2] totalAcquistionsEXVA' GBP 0.00 5

10 YY VAT reclaimed on UK purchases 11 + 12 GEP 0.00 L

11 XX1 VAT recoverable on EC acquisitic E2 GEP 0.00 T

12 XX2 VAT payable on EC acquisitions - E2 GEP 0.00 T

13 X3 VAT recoverable on EC acquisitic E4 GEP 0.00 T

L] X4 VAT payable on EC acquistions - E4 ‘GEP 0.00 T

15 YY1 Value of EC acquisitions (invoice: E2 GEP 0.00 B

16 YY2 Value of EC acquistions (credit n E4 GEP 0.00 B

17 ZZ Total Value of purchases & other I1 + 12 + X1+ N1 +E GEP 0.00 B
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How To Generate and Submit VAT Return

3. ELECTRONIC DOCUMENT MONITOR

e The Electronic Document Monitor will show the status of the VAT return submitted to
HMRC. This can be accessed via Reports > Electronic Document Monitor.

e Set the protocol to Making Tax Digital and blank the from and to dates in the top right-
hand corner.

e The two types of views you need to check are:

VAT Obligations: this will show the VAT periods due to the paid and those that have
already been paid.

The paid obligations will show an obligation status of Fulfilled. The outstanding
obligation will show as open.

Electronic Document Monitor =B

Protocal Making Tax Digital b Fr
View Type VAT Obligations b A

#

# From Dats To Date Ohbiigation Status Due Receved
1 0LoL17 31.03.17 Futfiled 070517 06,0517
2 0LD4A7 30.06.17 Open 07.08.17

VAT Declarations: this will show the declarations you have submitted via the BAS
Retrieval screen.

The status should read ‘Authorised’. This means that the return has filed successfully

with HMRC. You can log into your HMRC Government Gateway to check if the VAT
return has been submitted.



