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Welcome!
What’s so special about the small Business Accounts spreadsheet?  

Most people running a small business now own a laptop or home PC to do all their stuff. The idea of this spreadsheet is of course not new – get your accounts automated. However you may be daunted at the prospect of fighting your way through a lengthy manual to find out how to make your first transaction! The objective of this spreadsheet is to get you up and running in a few minutes, but also allowing you quite a bit of flexibility in the way you manage your accounts. For example, you may define short codes for your recurring items of income and expenditure to enter your data quickly and accurately. Your worksheet is just big enough at any time to contain all your transactions, so it is small and manageable. Finally most of the tax calculations are produced for you at the click of a button. Read on, and find out how this spreadsheet can save you time, reduce stress and, of course, dispense with the services of your expensive accountants!

The tax calculations in this spreadsheet are currently aimed at ‘Sole Traders’, though development work proceeds to include Limited Companies and VAT registered businesses.

If you are keen to get started with your transactions, you may skip to Help Cell F3 (Page17) or even Help Cell D5 (Page 31) and review the other Help Cells later.

Copyright © 2007 CliftonVilla Software

Email: info@smallBusinessAccounts.org.uk 
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Loading Instructions

Visit the Web Site http://www.smallBusinessAccounts.org.uk 
Download the files below into a suitable folder on your hard drive. The total disk space required is approximately 2 MB rising to 3 MB as the spreadsheet is populated.   


smallBusinessAccounts.xls
the spreadsheet


smallBusinessAccounts.doc
the documentation

Getting Started
The smallBusinessAccounts spreadsheet is priced at just £25 GBP (or £80 for a multi-user company licence) and is designed to run on Excel 2003 (or later) under Windows XP and its variants. It may run on earlier versions of both Excel and Windows but has not been targeted to earlier platforms. You are asked to Register/Purchase within a 30-day evaluation period. This evaluation period is free of charge and commences when you open the spreadsheet for the first time. If you are happy with the product during this period of use and customisation, please make payment and register on the website http://www.smallBusinessAccounts.org.uk  according to the instructions. At time of payment please provide your name, company, country, Serial Number and Version of smallBusinessAccounts. The Serial Number and Version will be evident inside the spreadsheet. You will then be sent via email a Licence Key which is entered by you into the spreadsheet. This Licence Key is used to signal the end of the evaluation period and allows continued use of the spreadsheet after 30 days. A company licence will result in a number of Licence Keys being provided, one per PC/laptop.
Please note the following:

The spreadsheet must be installed by an administrator;  this is seen as a sensible precaution against unauthorised loading of software. Usually on a PC/laptop this will be yourself but bear in mind you must be logged in as yourself and not one of your accounts created for others who have access to your PC/laptop. If anyone wishes to know what installation involves, please advise that a folder called CliftonVilla\sba is created in the registry to manage the Licence Key system and no other folders are created or files changed. Once installed, you do not need to be an administrator to run the spreadsheet.
The Licence is per PC or laptop, if you wish to transfer the spreadsheet to a new PC/laptop, you are asked to request by email a new Licence Key from CliftonVilla Software, free of charge. Alternatively, if you wish to transfer your customised spreadsheet to a friend or colleague, he/she can simply reregister without a new download.  Please supply the new Serial Number and other details at time of payment/registration. 
The spreadsheet is designed to run whether or not you are logged in to a network, so the same file can be updated at the office and at home. 
It is probably best to use a resolution of 1024 x 768 or similar to gain the best view of the spreadsheet, you can change the resolution in the Control Panel, remembering that the change will affect the way you view other applications.
Open the spreadsheet and, depending on your Excel settings, observe one of two dialogue boxes. It is most likely that you will see a screen similar to this one:
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The management of the Licence Key system requires your Excel security level setting to be Medium (as opposed to High or Very High). Please click OK then go to Tools/Macro/Security… and choose Medium. Then click OK, save the file, close the spreadsheet and reopen. You will now see the following screen:
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Enable Macros
This is the Microsoft Excel box that appears when you are opening an Excel spreadsheet with ‘macros’. The macros are present to manage the Registration process, and have been virus checked prior to putting onto the web site. Please click the ‘Enable Macros’ button to open the spreadsheet.
You will now see the Welcome message:
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Enter Name  
Please enter a user name of your choice and click the ‘OK’ button. You may now proceed, saving your work as required.  When you open the spreadsheet on subsequent occasions, a main spreadsheet page will be displayed. Each day during the 30 day evaluation period, a reminder of ‘Days To Go’ will be displayed - this is the days to go until the end of the evaluation period. Please click OK to these prompts. As soon as Registration is complete (see below), this reminder will disappear and there are no more messages. If however you move the spreadsheet to another PC, please email CliftonVilla Software to obtain a new Licence Key.

You are now ready to go. Check that you are on the ‘MainSpreadsheet’ worksheet within the spreadsheet and then move the mouse over Cell D3. Then view the Help Notes in Cells D3, E3, F3 and following, reading from left to right.
Back to Table of Contents
Registration/Purchase
If during your evaluation you are happy with the spreadsheet, and what it can do for you, please purchase and register in two separate stages using the following instructions. 

Registration/Purchase comprises the following:

Go to the tab on the spreadsheet labelled ‘Registration’ i.e. click on the small grey tab (worksheet) immediately to the right of the tab labelled ‘Sales’.
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Registration tab
Make a note of your Serial Number displayed in Cell F11 e.g. 247230. This number will be unique to you. If there is a leading zero (e.g. 047230) please note this.
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Cell F11 Serial Number
Now return to the website http://www.smallBusinessAccounts.org.uk and click on the maroon tab labelled Registration/Purchase.

Please follow the instructions to make payment – it is recommended that payment is made via PayPal, which is a secure and trusted method for making payments over the Internet. Alternatively a personal or company cheque may be forwarded to CliftonVilla Software, for details please send an email to info@smallBusinessAccounts.org.uk requesting this method of payment.

For both methods of payment, please provide:


Your name



Your company name (optional)


Your country



Serial Number (as above)



Version

The Version is highlighted in various places on the spreadsheet e.g. in Cell R2 of the MainSpreadsheet tab or Cell I4 of the Registration tab.
That’s it for now.  Once payment has been received you will receive in return a Licence Key which when entered onto the spreadsheet by you, will allow continued use of the spreadsheet after the evaluation period has completed.

Please make a note of the Licence Key provided in the confirmation email, this will be a whole number e.g. 112324. Please enter the Licence Key into the spreadsheet. To do this, revisit the small grey tab labelled ‘Registration’ and click on the small grey button labelled ‘REGISTER NOW’. Enter (type) the Licence Key into the space provided and press the ‘OK’ button. Please do not enter any other information anywhere on the Registration tab. 
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Licence Key
If the Evaluation Period has expired, you will be prompted for the Licence Key when you open the spreadsheet. Your Serial Number will be displayed at this point. In this case please register according to the instructions above and when you receive the Licence Key enter it in response to the prompt. This will automatically be copied into Cell F13 on the Registration tab.  The prompt will be displayed in a small box.  Note that any work you have done in customising the spreadsheet will not be lost even if the Evaluation Period has expired. Entry of the correct Licence Key will bring the spreadsheet to life again at any time.
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Licence Key


Good luck with smallBusinessAccounts, this spreadsheet will make a difference to you.

Uninstall Instructions
If for any reason you wish to uninstall the spreadsheet please perform the following instructions. 

· Delete the spreadsheet and its clones from your computer

· Click on’Start’ and ‘Run…’

· In the box, type regedit and click OK

· Identify the folder called ‘CliftonVilla’ and its subfolder ‘sba’. Then click on ‘sba’ and delete this folder. If you have no more CliftonVilla products installed you may click on ‘CliftonVilla’ and delete this folder as well.

Problems with Registration/Purchase?
Please ensure that you register so that the useful work you have done customising the spreadsheet to your own requirements will not be lost. In case of any problem with the registration process, please email CliftonVilla Software on email address info@smallBusinessAccounts.org.uk  with your Serial Number and a description of the problem. The overriding objective is for you to gain benefit from using the spreadsheet and so every effort is made to ensure the registration proceeds as smoothly as possible. If, after customisation, any problems arise, do please seek assistance as all problems and issues can be resolved quickly free of charge by email, or telephone, including resurrection of data after the Evaluation Period has expired. Please note that any assistance with operation of the spreadsheet, customisation, and tips for managing particular situations is completely free of charge.

Back to Table of Contents
FREQUENTLY ASKED QUESTIONS
There now follows a Contents List for the Frequently Asked Questions (FAQ’s).  These are embedded within the main worksheet titled ‘MainSpreadsheet’. Press Ctrl and click in the boxed header below to go straight to the text which answers the question. Alternatively scroll through this document to find the relevant text.
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Cells D3 onwards
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Cell D3 Help Notes



· What does the spreadsheet provide?
· What's special about it? It's just a standard spreadsheet, right?

· Who is it designed for?
· Are these Help Notes full of accounting jargon?

Cell E3 Help Notes



· I usually enter my income amount for  'Sales'  in 3 different columns e.g. 'Paid Cheque', 'Paid Bank' and also under 'Sales' so that the accounts agree with the Bank statements. How is this speeded up?

· For expenditure I usually fill in 2 different columns e.g. 'Paid Cheque' or 'Paid Cash' and the appropriate expenditure column. Is this speeded up in a similar way?

· Do I define these income and expenditure categories in just one place?

· Must I have a short code for all my income and expenditure items? I cannot predict all of these!

· When entering transactions, do I have to remember all my short codes?

· Can I choose not to use the short codes at all?
Cell F3 Help Notes



· How can I get a quick feel for this spreadsheet without too much detail?

· OK, some more detail?

· What would a printout look like?

Cell G3 Help Notes



· How can I get a quick feel for the tax return without too much detail?

Cell H3 Help Notes



· OK, so where are the detailed instructions?

· Can I print out these Help Notes?

· So how soon can I dispense with my accountant?

· What are the limitations for tax returns?

· Any immediate tips before doing anything to this spreadsheet?

· I manage perfectly well with a hand-written ledger, so why do I need a spreadsheet?

Cell I3 Help Notes



· How long will it take to set up the spreadsheet initially?

· Do you recommend that I keep any other records or just enter data onto the spreadsheet as it occurs in running the business?

· There are not enough columns to accommodate my income and expenditure items.

· I need many more frames on both income and expenditure to contain my numerous transactions.
· Can I change the column widths and row heights of the frames?

Cell J3 Help Notes



· What is the meaning of the grey button 'PH' in Cell D39?

· Why are some Rows and Columns hidden?

· To what extent can I customise the spreadsheet e.g. insert my own headers, footers and titles?

Cell K3 Help Notes



· What is the Evaluation period?

· How do I complete Registration and obtain a Licence Key?

Cell L3 Help Notes



· Does the Tax Form enable me to enter private income, dividends etc?

· On the Example Tax Frame in SETUP, why doesn't total payments in Cell G61 equal the sum of cost of sales and tax deductible expenses?

· Please explain the 'What-if' tax frame in more detail. Why do I need it?

Cell M3 Help Notes



· Any known bugs with the spreadsheet or documentation?

· Has the spreadsheet ever been used?

· What does the copyright mean?
· I want to work in French. Can I translate everything?
Cell D4 Help Notes



· I want different column headings to the ones provided.

· Why is each Expenditure page split into two sections, one called Tax Deductible, the other called Non Tax Deductible?

· What is the significance of ‘OtherTD’ and ‘OtherNTD’?

· How are National Insurance contributions treated?

· Will this spreadsheet effectively complete my tax return for me?

Cell E4 Help Notes



· Can I add some further details about an item of income or expenditure?

· How are  'Refunds' dealt with?

Cell F4 Help Notes



· What is the meaning of the ‘Travel' worksheet within the spreadsheet?

· Why is there no column for Petty Cash?

Cell G4 Help Notes



· Can I delete rows/columns that I don't need/introduce new ones?

· Tax rates change from year to year. How can I change the spreadsheet to reflect the budget changes next year?

· So I should use last year's spreadsheet as a basis for the forthcoming financial year?

· If I do this, it will be full of last year's transactions surely?

· I am building a garden office. How do I deal with this in the spreadsheet and tax return?

Cell H4 Help Notes



· Please tell me about the group codes and what they are for.

· What exactly is meant by 'Allocation'?

Cell I4 Help Notes



· What if I build a tax frame then wish to add or make changes to my transactions?

· I have built a tax frame but now find I need an extra income and expenditure frame!

· Does it matter that I have created two tax frames?

· How do I delete a Tax Frame?

· Why would I wish to delete a Tax Frame?

· Can I see my tax liability without perusing the Tax Frame?

Cell J4 Help Notes



· I created a Tax Frame but accidentally created more Income and Expenditure frames after this, which I have populated!

· Why, when I clicked on 'Create New Frame' was it refused because a Tax Frame already exists?

· Will the spreadsheet allow me to delete a Frame which resides between other Frames?
· When I try to scroll down the file using the right hand scroll bar, nothing happens!
· Can I move the 'stationary' buttons?
Cell K4 Help Notes



· I am still unclear about creating new Frames.

Cell L4 Help Notes



· Is there any danger of overwriting an existing pair of frames?
· I changed the column widths and row heights but they have now reverted to their original sizes.

Cell M4 Help Notes



· Please tell me more about the Integrity checks.

Cell D5 Help Notes



· May I have detailed instructions for setting up?

Cell E5 Help Notes



· OK, I understand the button bars. What do I do now?

Cell F5 Help Notes



· OK, what next?

· OK, so what are the most important buttons and what do they do?

Cell G5 Help Notes



· OK, so what about the other less important buttons?

Cell H5 Help Notes



· OK, so I now start in Frame 1?

· OK, so now Frame 1 on the Expenditure side?

· Is it OK to update a frame I have already updated?

· I want to enter a Wages amount specifically for an employee Mr Smith. How do I do this?

Cell I5 Help Notes



· I want to enter a transaction for which I don't have a short code?

· If I manually place an amount in a column, won't this upset the totals in some way?

· So I could in fact cut and paste transactions from a different system into this spreadsheet?

· What if I accidentally write over the sub-totals or 'brought forward' figures?
· How do I print the spreadsheet?

Cell J5 Help Notes



· I have made some mistakes in the tax return section. Can I revert to the original specification?

· So how can I make experimental changes without changing the Tax Frame?

· How can I tell where the figures in the Tax Frame come from?

· I have changed my column titles in SETUP, but the column titles in my live frames have not changed.

Cell K5 Help Notes



· How does this tie in with on-line tax returns?
· Does the spreadsheet deal with 'prepayments'?

· My fiscal year does not run between April and April!
Cell L5 Help Notes



· Can you tell me more about the Tax Frame?

· Do I need to change or add anything to the Tax Frame?

· I am confused about the tax template and the Tax Frame. What is the difference?

Cell M5 Help Notes
· I am entering my data but my frame titles have disappeared!
· The tax bands in my country are different from the UK. Can you make changes to accommodate different tax bands?

· What if I have problems?

Back to Table of Contents
FREQUENTLY ASKED QUESTIONS

Help Cell $D$3 

WELCOME TO smallBusinessAccounts FOR TAX YEAR 2007/08                                                                 VERSION 1.0 NOVEMBER ‘07

What does the Spreadsheet provide?

This Spreadsheet provides firstly a template for the entry of financial transactions to support the running of a small business. It therefore invites entry of all income items allowing space for up to 7 categories e.g. Sales, Consultancy, Commission, Bank Interest,Refunds, 'Other' Income plus one spare. There is space for 18 Expenditure items e.g. Royalties, Premises, Administration, Travel, Insurances, Wages, Advertising, Bank Charges, Other Tax Deductible, Personal Withdrawals (Drawing), Refunds, Deposits, Other Non-Tax Deductible plus five spares. New Income and Expenditure 'frames' are produced on the click of a button so that the spreadsheet is always just the right size to contain all your transactions. At the bottom of the spreadsheet, a click of a button produces the end of financial year calculations, including ‘income over expenditure’ and an estimate of tax liability. Most of this information can be placed onto the tax return immediately. In addition a graph template is provided to show sales over time, and finally 12 frames to enter transport mileage for business trips. 
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What's special about it? It's just a standard spreadsheet, right?

This is an innovative spreadsheet, not a standard spreadsheet. It is designed with one purpose - to enter your financial data as accurately and quickly as possible and get a good idea of your tax situation at any point during the financial year. The speed is due to an inbuilt mechanism which allows you to use single or double letter codes (mnemonics) to represent your normal items of income and expenditure. Most small businesses receive identical items of income from week to week (e.g. sales, fees, grants etc) and incur identical items of expenditure from week to week (e.g. wages, premises, royalties, insurance, admin, advertising, bank charges, travel, drawings, etc). It therefore seems sensible to allow you to enter a code and an amount, say C 140 or W 200 which the spreadsheet will turn into a more meaningful entry, changing C for Consultancy (or whatever you have defined C to be) and allocating the £140 to the correct columns. The precise columns to be populated are defined by yourself in advance, but defined just once in your SETUP, not every time you enter an item with this code. This saves time.
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The ‘Update’ button produces this output:
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Who is it designed for?

The spreadsheet is really designed for people running small businesses (who are Sole Traders as opposed to Limited Companies), who are not overly familiar or comfortable with complex accounting software. The facilities here are simple, easy to understand, intuitive and do not come with a 100 page manual to find out how to make an entry. It is really designed for businesses which have regular recurring types of income and expenditure. Indeed it is designed to be as quick as possible for these types of businesses. It is also fine for small businesses which do not have recurring items, though the speed is gained by setting up the short codes to reflect the recurring items.
Are these Help Notes full of accounting jargon?

No. This spreadsheet is intended to be 'jargon free'. Basically a small business has Income, it has Expenditure, and it must pay tax. Facilities to deal with all three of these areas are provided. Income is entered on the left, Expenditure is entered on the right, and the Tax is calculated at the bottom. Rightly or wrongly, an attempt has been made to declutter the spreadsheet from additional accounting language.

Help Cell $E$3 

I usually enter my income amount for  'Sales'  in 3 different columns e.g. 'Paid Cheque', 'Paid Bank' and also under 'Sales' so that the accounts agree with the Bank statements. How is this speeded up?

You may define up to 3 different columns, all of which will be populated automatically with the single 'holding' amount you enter. You define these columns for 'Sales' and all your other income categories in your setup (worksheet SETUP).
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For expenditure I usually fill in 2 different columns e.g. 'Paid Cheque' or 'Paid Cash' and the appropriate expenditure column. Is this speeded up in a similar way?

Yes, you may define up to two different columns for each item of Expenditure. Choose the most common column, either 'Paid Cheque' or 'Paid Cash' as your first column and the expenditure item as your second column. You may at any time override the automatic allocation of amounts to columns.
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Do I define these income and expenditure categories in just one place?

Yes, this is done once within your setup (worksheet SETUP). It may of course be updated to include new categories as the financial year progresses.

Must I have a short code for all my income and expenditure items? I cannot predict all of these!

No, it is expected that there will sometimes be items of income and expenditure for which you do not have a code. These entries will automatically be allocated to 'Other' Income or 'Other' Expenditure unless you override the automatic allocation and place the amount in a particular column. If you wish to include a new code to represent a recurring item of income or expenditure, then simply add it to your list in SETUP. From now on the new code will be recognised and the 'UPDATE' process will allocate the amount to the appropriate column.

When entering transactions, do I have to remember all my short codes?

One gets to know the short codes for Income and Expenditure items, but as a reminder, a button will be available called 'Codes' to open a small window displaying your codes. 
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Can I choose not to use the short codes at all?

Yes, the spreadsheet will work perfectly well whether or not you use short codes.

Help Cell $F$3 

How can I get a quick feel for this spreadsheet without too much detail?

Please ensure you are in the worksheet named ‘MainSpreadsheet’. You should see just below the Help notes Frame No: 1, the first Income frame, with its titles 'Live Data Start' and 'Income Items'. This frame starts in Row 83. Place the cursor on Cell E88 and enter a transaction into the first 3 cells reading left to right. Enter in Cell E88 the day part of the current date e.g. enter 8 for 8th November 2007. When you press 'Return' this will be converted into 08-Nov-07.  You will now be taken to Cell F88 (note this is different from the normal cell progression in Excel). Enter S Mr John Smith followed by 'Return'. Finally enter 1234 in Cell G88. This is your first unprocessed transaction. Now click on the grey button called 'UPDATE' in Cell F1, reply 1 when asked which Frame to update and observe your transaction comes to life. This transaction is now completed.
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OK, some more detail?

The spreadsheet is loaded with 'example' or 'test' data. This means that you may click a button to create a frame with some income and expenditure transactions in order to simulate your own accounts. You may use the default income and expenditure codes which may or may not be similar to your own, they are generic codes representing typical items of income and expenditure. However, when you replace the default codes with your own codes, you may also click the same button which will put your own codes onto the spreadsheet, so that it simulates your accounts more accurately.

To run the example data, simply click on the grey button 'Example' in Cell E1. Click OK to any messages and observe a new Income frame (titled Frame No: 0) and a new Expenditure frame. Note they are both partly filled with example codes and example holding amounts. The frames will look very sparse because the amounts have not yet been allocated to their correct columns. However when you click on 'UPDATE' in Cell F1 reply 0 in response to the Frame No: and you will see the example income and expenditure frames come to life, producing a typical pair of frames on the left and right of the page to represent reality. 

A good idea, therefore, is to click these two buttons in turn to observe the basic outputs. Now go into the SETUP worksheet (just click on the grey tab labelled SETUP at the bottom left of the screen, immediately to the left of the 'MainSpreadsheet' tab). Observe the default income short codes in Column F and the default expenditure short codes in Column L. Change some of these, and the associated descriptions in Columns G and M to reflect your own business. Now revert back to 'MainSpreadsheet' and rerun the sequence of buttons 'Example' followed by 'UPDATE'. The spreadsheet should now be getting quite close to your own business requirements.

There are several other specific instructions, which are detailed in the Help Cells below. These instructions tell you exactly the steps needed to set up the spreadsheet and the sensible order in which to do them. For example, they describe what happens when the spreadsheet encounters income and expenditure without an associated short code, how to add further detail to your transactions, how to create new frames, how to create the tax frame, and so on.

What would a printout look like?

Please click on 'PP' for Print Preview in Cell F1 to see how the pages would be printed. However it is not expected that the spreadsheet pages would often be printed, apart from perhaps the Tax Frame right at the end of the transactions. There is generally no need to print. For more details about printing, please see Help Cell I5.

Help Cell $G$3 

How can I get a quick feel for the tax return without too much detail?

Please now click on the grey button 'Buttons' in Cell D1, followed by the button 'Create Tax Frame' (second button from the left,top). Observe the Tax Frame is created just below Frame No: 1. Any data that you entered in Frame No: 1 will be included in this tax frame. The figures are quite self-explanatory and attempt to calculate an accurate estimate of your tax liability. The Tax Return is explained in more detail in the help cells below.

For the moment, please go back to Frame No: 1 and enter some more data on the Income side and the Expenditure side. Please ensure your amounts are entered in Columns H/I for Income and Y/Z for Expenditure. Please include quite large amounts in the transactions, then move down again to the Tax Frame. Note how your new transactions are included and the tax calculations are adjusted accordingly.

The spreadsheet is loaded with an example Tax Frame. This is really a template for your own business. Please go into the SETUP worksheet and observe this tax frame at the bottom of the worksheet, starting in Row 49. Observe that there are example values displayed. Whilst it is not possible to change the meaning of the fields, it is perfectly fine to change the text to suit your own purposes or translate into your own language. Any changes will be taken through to the live Tax Frame. Note however that the calculations are intended to reflect UK tax rules for small businesses. 

It is fine to adjust any values whatsoever in this example Tax Frame, since the delivered frame may be recreated at any time by clicking on the button 'RESET' in Cell B49. Please play with this frame,changing any text and values to reflect your own business.  For example, adjust the content of Cells H58, G59, and G61. Then change the value in Cell L66 to simulate your own Cost of Sales amount. Then change some values in Cells M70 through to M82 and note how these 'tax deductible' expenses are reflected on the left of the frame to give a 'Net Business Profit' in Cell I73.

Observe how the estimated tax bill changes in Cell K83 as you increase or change  Income, Cost of Sales, and the other figures.

The next logical step is to visit Columns P,Q and R of SETUP. Column P receives your instructions about which items of expenditure you wish to be included in the 'Tax Deductible' figure for the tax calculation. Usually all of the entries in Cells P15 through to P27 will be completed as 'Yes' or 'Y', but you may exclude some of these if you wish. Column Q requests a similar 'Yes/No' instruction for the Cost of Sales figure. This may contain up to 3 different items of expenditure but usually consists of just one item e.g. Royalties or the main payment to suppliers. Column R provides a way of grouping items of expenditure for transfer onto the tax return form. Typically Admin and Insurance, whilst paid on different cheques and itemised separately, are combined as a single entry on the tax return, called 'General administrative expenses'. This grouping does not affect the total tax estimate but is useful when the time comes to prepare the tax return.

Make some changes to Columns P,Q and R and then click on 'RESET' in Cell B49 of SETUP. Observe how your changes come to life. A rough and ready rule is used on the example tax return template to apportion amounts to items of expenditure. However, when you produce the tax frame for your own figures, the amounts will of course coincide with your own transactions. The template is only an example, the figures are imaginary!
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Help Cell $H$3 

OK, so where are the detailed instructions?

The detailed instructions start in Help Cell D5 and continue through Help Cell M5. This means there are at most 10 cells to read and understand to be up and running with the spreadsheet.
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Can I print out these Help Notes?

Yes, but these Help Notes should sensibly be downloaded from the web site www.smallBusinessAccounts.org.uk as a Word document. Alternatively, please click on the grey button 'Comments' (second button from the right on the buttons bar, bottom) and provide a filename e.g. C:\comments.doc. All these help notes will be copied to your named file and may of course be printed.

So how soon can I dispense with my accountant?

Not immediately but maybe after 1 or 2 years. A possible approach at the end of Year 1 of usage is to take the figures directly from the spreadsheet to complete your tax return but have a telephone conversation with your accountant (maybe half an hour) to clarify any queries, particularly where capital expenditure or household bills allocation and other tax deductible expenditure is concerned.

What are the limitations for tax returns?

There is no specific provision on the spreadsheet for collecting tax deductible expenditure such as proportions of household bills, proportions of vehicle repairs and servicing bills (assuming vehicle is used for both business and private use), collection of capital expenditure items etc. However there are cells on the spreadsheet where, having collected these values, you can enter them so that the correct tax is calculated. Note however that the spreadsheet does not provide any cells to receive other types of income e.g. dividends, interest from banks on personal accounts, etc.

Any immediate tips before doing anything to this spreadsheet?

Yes. These Help Notes make reference to specific cells on the spreadsheet in order to illustrate usage. Hence the best policy is to keep a safe copy of this spreadsheet on your computer and make another copy to receive your accounts. With a safe copy of the original, experiment without worry. When entering data, please save your work regularly. You may wish to print these Help Notes, please see note above.

I manage perfectly well with a hand-written ledger, so why do I need a spreadsheet?

The spreadsheet is designed to save you time by providing totals, allows you to make changes easily, and helps you maintain control of your accounts. Furthermore it provides an indication of tax due at any point in the financial year and it also provides most of the figures needed for your tax return. The tax return is completed in an hour or so, not 2 days!

Help Cell $I$3 

How long will it take to set up the spreadsheet initially?

If the column headings in Row 85 are broadly acceptable, then the spreadsheet is almost ready to go, with minimal setup time, perhaps 15 minutes to make some minor changes. Take a copy of the spreadsheet and then start entering your own data in SETUP according to the instructions in Help Cells D5 through M5, replacing the example data with your own data. However if the current income and expenditure headers are totally inappropriate for your needs, then allow 30 minutes to make the changes. The changes should only be made in SETUP, no changes should be made on the worksheet named 'MainSpreadsheet'. This is because the spreadsheet uses the data in SETUP to populate the main worksheet.

Do you recommend that I keep any other records or just enter data onto the spreadsheet as it occurs in running the business?

It's up to you. It may be best to keep a separate A5 spiral pad or similar to record the 'in' and 'out' entries with detail of who has paid, and then summarise this onto the spreadsheet e.g. the pad may contain a large number of individual entries reflecting payments - the spreadsheet just records the total not exactly who has contributed to your income. Similarly enter just the summary data for expenditure items.

There are not enough columns to accommodate my income and expenditure items.

The spreadsheet has a maximum of 7 columns in total for Income items and 18 columns in total for expenditure items. These cannot be extended. 

I need many more frames on both income and expenditure to contain my numerous transactions.

The idea is that you build exactly as many frames as you need. To create a new frame, please click on 'Create New Frame' and you will be taken to the start of the newly created frame. The button 'Create New Frame' creates one new Income frame and one new Expenditure frame.
Can I change the column widths and row heights of the frames?

Yes. Please click on button 'Row Ht/Col Width'. This opens Row 37 which holds the default settings. Make any changes (e.g. change cell D37 to 5) and then click on 'Close'. Then click on button 'Resize Cols/Rows' to see the effect.
Help Cell $J$3 

What is the meaning of the grey button 'PH' in Cell D39?

'PH' stands for 'Permanent Header'. This means that as you scroll down the file, you will always see the frame header, it does not disappear as you populate lower down the frame. Whilst this may be considered an obvious advantage, you may wish to switch this permanent header off at times, hence the button switches between 'On' and 'Off' i.e. it toggles between the two formats. 

Why are some Rows and Columns hidden?

There are three reasons why rows and columns are hidden. Firstly there is an area allocated for your own notes, this hidden area is unhidden when you click on the grey button 'Notes'. Secondly there are some areas which are 'reserved' for the spreadsheet i.e. contain critical information to run the spreadsheet properly, they are not needed by anyone running their accounts. Thirdly, any 'Spare' columns are best kept hidden when not in use. When you make use of spare columns for your own data the spreadsheet will show your new columns and only hide the remaining spares. To hide/unhide the spares click on the grey button 'Hide/Unhide Spare Cols'. 

To what extent can I customise the spreadsheet e.g. insert my own headers, footers and titles?

The cells coloured yellow in the SETUP worksheet (the first worksheet of the spreadsheet) should be changed to reflect your own company (without changing the meanings of the fields), the pink cells should not generally be changed, the blue cells may be changed more radically. It is safe to change the text anywhere as the design allows for different languages to be accommodated. For example, if you change the words  Date, Income and Hold in Column F to something else e.g. the same words in French or to meet language differences, then the spreadsheet will work perfectly well. However it is not possible to change the meaning or column letters of these  pink fields, as the spreadsheet has inbuilt logic to deal with date formats, income/expenditure short codes and the holding amount. You may however change the column letters for the blue coloured cells, within the bounds of K to Q for Income and Z to AR for Expenditure. The page headers and footers are evident when you print a page. The default header and footer are the text you have entered in SETUP, but if you wish to vary this, please set the Header/Footer status to N in Cell H30 of SETUP. This will cause no header to be set which means you may use the Excel facilities to create your own headers and footers using View/Header and Footer...

Please do not change or translate the word 'Spare' in SETUP - this is a word which is recognised by the spreadsheet and it is important (at the moment) that it remains in English. In addition please do not translate the words 'Yes' or ‘No’ in Columns P and Q at the moment.

Help Cell $K$3 

What is the Evaluation period?

The spreadsheet is free of charge for the first 30 days, the evaluation period. You are requested to make payment and register with CliftonVilla Software in the UK if you wish to continue to use the spreadsheet after 30 days. This registration is completed on the website www.smallBusinessAccounts.org.uk. Please provide a few details plus a note of your 6 digit Serial Number which you will find in the Registration worksheet (Cell F11). In return you will receive a Licence Key to enable continued use after 30 days evaluation has expired. For details of how to do this, see the notes immediately below.

How do I complete Registration and obtain a Licence Key?

The spreadsheet can be used freely without registering for 30 days, this is the Evaluation Period. If you are happy that the spreadsheet can meet your needs, then please register on the website to receive in return a Licence Key. To do this, please revisit the site www.smallBusinessAccounts.org.uk and click on the maroon tab labelled Registration/ Purchase. Please follow the instructions, using a method of your choice for payment. It is important to send your Serial Number, Version Number, and preferably your name, company and country of residence. The Serial Number is unique to you and is found in the Registration tab of this spreadsheet (the worksheet to the far right). You will receive in return a Licence Key which is a 6 digit number. Please make a note of this Licence Key which will be sent to you by return email from CliftonVilla Software. The Licence Key is then entered by you to the spreadsheet just once after clicking on the button 'REGISTER NOW' and ensures continued use of the spreadsheet for a single PC. There is no paperwork associated with the licence. Please note that the Licence Key is not transferable, it will work for your installation only.










   Register Now

Help Cell $L$3 

Does the Tax Form enable me to enter private income, dividends etc?

No, it is purely concerned with Income and Expenditure from your business, any other details such as untaxed interest from banks, dividends, capital gains, and so on are entered onto your own tax form separately.

On the Example Tax Frame in SETUP, why doesn't total payments in Cell G61 equal the sum of cost of sales and tax deductible expenses?

There will be many payments such as 'drawing' or other non tax deductible expenses which will not appear anywhere on your tax return form. These are certainly payments but do not belong to any of Cost of Sales, Tax Deductible Expenses, refunds, allocation or capital expenditure. They do however contribute to your 'Income over Expenditure' calculation and so are included on the Example Tax Frame to let you know if you are in profit or loss for the year.

Please explain the 'What-if' tax frame in more detail. Why do I need it?

The 'What-if' Tax frame is produced automatically when you request a Tax Frame to be built. It can be seen immediately to the right of the Tax Frame at the bottom of your transactions.

It may be used as an area to enter variations on your actual income and expenditure to see the effect of different amounts, without interfering with your live tax frame. This means that all the formulas for calculating the actual tax to be paid are left in place and not overwritten.

For example, in the 'What-if' frame, change the value against 'Plus RECEIPTS:' to simulate a higher or lower total income. Change the value against 'LESS Cost of Sales:' to simulate a variation in cost of sales. Change the value against 'Tax Deductible Expenses(-Refunds)' to simulate a variation in your expenses. See the effect of these variations by looking at the new figure at the bottom of the frame, titled 'Total Tax and NI Estimate:'.

The 'What-if' frame is recreated at the time the Tax Frame is recreated.

Help Cell $M$3 

Any known bugs with the spreadsheet or documentation?

No known bugs.

Has the spreadsheet ever been used?

Yes, this spreadsheet has been in active use by the authors for 4 years.

What does the copyright mean?

The software is protected by copyright and managed by the Licence Key. Please feel free to use the spreadsheet, change it as necessary, and copy to friends and colleagues who will need to register/purchase by visiting the website as described above. Please do not advertise or resell the software or attempt financial gain from its use.
I want to work in French. Can I translate everything?

The spreadsheet is not yet 100% internationalised. However, please translate the words in SETUP except for the words 'Spare' and 'Yes'/'No' responses which must remain in English. The names of the worksheets 'SETUP', 'MainSpreadsheet', 'Travel', 'Sales', and 'Registration' must also remain in English exactly as they are, please do not change them. Work continues to fully internationalise the product.

Help Cell $D$4 

I want different column headings to the ones provided.

Please change these in the SETUP worksheet to meet your requirements. Where cells are coloured pink, the text may be changed but not the column identifiers, in particular Columns E,F,G,H,I,J,P and Q on the Income side and U,V,W,X,Y,Z,AL,AM,AN,AQ and AR on the Expenditure side.

Why is each Expenditure page split into two sections, one called Tax Deductible, the other called Non Tax Deductible?

The expenditure items are put into one of two sections so that the totals for the tax liability are as correct as possible. It is sensible when entering data to consider at the time of entry whether an item is tax deductible or not. In this way the tax return is fairly close to reality as soon as you have completed the final transaction of the tax year.

What is the significance of ‘OtherTD’ and ‘OtherNTD’?

OtherTD stands for Other Tax Deductible expenditure. It is included as a ‘catch-all’ for items which do not appear in any of the other columns but which are nevertheless tax deductible. Similarly OtherNTD is for expenditure items not in any other column which are not tax deductible. 'Drawings' are of course not tax deductible, nor are contributions to pensions and policies where tax relief has already been granted.

How are National Insurance contributions treated?

The only National Insurance contributions currently supported in this spreadsheet are Class 2 and Class 4, these are included with the latest thresholds. Other types, such as Class 1 and Class 3 are not currently available. The thresholds and all other data for this spreadsheet have been taken from the budget figures provided on website www.hmrc.gov.uk/rates

Will this spreadsheet effectively complete my tax return for me?

No. It does not purport to provide every single entry for your tax return, however it does provide most of the data which is adjusted by you and entered onto the tax form. Many figures may be placed onto the tax form immediately e.g. total sales income, cost of sales, employee costs, premises, travel, advertising, bank charges, etc. 

For 'General administrative expenses' it is best to define your admin and insurances as the same group, this will remind you to total these for onward entry onto the tax form. However you would also need to enter onto the spreadsheet an appropriate proportion of your household bills for inclusion in the same total. This is done on the Tax Frame, Column P called 'Allocation'. Motoring expenses also need to be entered based on a proportion of total miles allocated to business use.

Help Cell $E$4 

Can I add some further details about an item of income or expenditure?

Yes. It is recommended that you annotate the item providing the detail of the income or expenditure in a ‘Comment’. To do this put the cursor on the cell, click and then right click. Then choose Insert Comment and write your notes for this cell. This will result in a small red triangle to indicate that a comment has been added to the cell.

How are  'Refunds' dealt with?

A Refund may arise from you giving a refund to your customer or your supplier giving a refund to you. It is important that a refund you pay to your customer is deducted from the total sales figure (income) so that you do not pay tax on the refunded amount. Equally such a refund is not tax deductible and so it should be treated as a 'drawing' or, as this spreadsheet provides, a specific non tax-deductible item called 'Refund'.

A refund given to you by your supplier (or anyone else) is the opposite. It is money which is 'income' but was originally paid as a tax deductible item of expenditure. It must therefore be deducted from the total tax deductible payments figure when calculating the tax due. Technically the refund should be deducted from the specific item of expenditure it is associated with e.g. premises, bank charges, insurance etc, but this spreadsheet deducts the amount from the cost of sales for simplicity. If you wish to deduct the amount from a specific item of expenditure, please instead enter the refund amount manually against the required item in the spreadsheet tax return, there is a column available for this. In this case, please reduce the cost of sales reduction to zero to compensate.

Help Cell $F$4  

What is the meaning of the ‘Travel' worksheet within the spreadsheet?

This worksheet contains the precise details of business trips and calculates the amount of claim an accumulation of which is then entered by you onto the main spreadsheet under the column 'Travel' from time to time in the financial year. There is space for 480 business trips. A standard rate of 40p per mile is used, there is no automatic adjustment after thresholds e.g. no reduction after 10000 miles.

Why is there no column for Petty Cash?

Petty cash withdrawals are common in any bookkeeping tasks but do not represent actual items of expenditure and so are excluded.  If you wish to make petty cash withdrawals please include under OtherTD or OtherNTD to represent Other Tax Deductible expenditure or Other Non-Taxable Deductions. In this way the tax calculations can be as accurate as possible.

Help Cell $G$4 

Can I delete rows/columns that I don't need/introduce new ones?

No. The design is extremely sensitive to the rows and columns that exist in the delivered spreadsheet, so deleting or adding rows or columns are likely to cause the spreadsheet not to work.

Tax rates change from year to year. How can I change the spreadsheet to reflect the budget changes next year?

The variables which manage the tax calculations are contained within the block of Cells E50 to M58 in the SETUP worksheet. Please create a new spreadsheet file and adjust these figures in line with the current year’s tax levels. The calculations immediately below and on the live tax frame are based on these levels so you should not need to change any other figures. However, if the rules change fundamentally e.g. a new tax band is introduced, then some further changes will be needed to the whole tax section. An alternative is to download a fresh spreadsheet from the web site http://www.smallBusinessAccounts.org.uk. There will be no additional charge, upgrades are free! If you do this, though, it will be necessary to complete the SETUP again to reflect your business, which may be time consuming.

So I should use last year's spreadsheet as a basis for the forthcoming financial year?

Yes. Keep the 'old' file safe, and use 'save as' option to create a fresh file for the new financial year.

If I do this, it will be full of last year's transactions surely?

Yes. When you have created the new file, please click on button 'Empty'. Because this button can,if you wish, empty every single transaction in the spreadsheet, it is password protected and it is therefore difficult to perform this action by accident. The password is kept in the top right cell of Notes, Cell Q9. To see this password, please click on button 'Notes'. You may change the password which will replace the current password. To exit from Notes, click on 'Notes Close'.

I am building a garden office. How do I deal with this in the spreadsheet and tax return?

Part of this expenditure is likely to be tax deductible. Find out how much. If the cost of the office is, say, £4000 and 40% is tax deductible in Year 1, then allocate £1600 to OtherTD and £2400 to OtherNTD. Alternatively use the cell reserved in the Tax Frame for Capital Expenditure, see Cell G72 in the Tax Frame template in SETUP. If the expenditure did not happen in the current tax year, claim a proportion e.g. claim 25% of the balance in subsequent years.

Help Cell $H$4 

Please tell me about the group codes and what they are for.

Group Codes are a way of collecting the costs of different expenditure types together. For example if you define Insurance and Admin. both as Group 1, then this reminds you to add the two totals for the items for inclusion on the tax form.  The two totals are not currently totalled for you. Usually your items of expenditure will each have a box on the official tax return,but this is in case you wish to split items for traceability but total them in your tax return. The spreadsheet as delivered does not make extensive use of groups, except for a Group 1 which associates the two items Admin. and Insurance to serve as an example. This coincides with standard practice. To see the Group Codes on the Tax Frame, click on the grey button 'Groups'. This displays Column N.

What exactly is meant by 'Allocation'?

You are entitled to claim tax relief on a proportion of your household bills where your house is used for business purposes. In this way, you may 'allocate' an amount to the tax deductible total. For example, if you have an office in your house which has 10 rooms you may allocate 10% of relevant household bills to your business and therefore not pay tax on this payment. Similarly if you use your vehicle for, say, 10,000 miles pa, of which 2500 are business trips, then you may claim tax relief on 25% of your vehicle bills. 

Space is reserved in the spreadsheet to receive these allocations, which may be made against one or more of your expense items. The normal amount of expenditure (from your transactions) plus the allocation may then be entered directly onto the tax form. The space is on the Tax Frame, specifically in the section titled 'Tax Deductible Expenditure (2)', Column P. 

Help Cell $I$4 

What if I build a tax frame then wish to add or make changes to my transactions?

Fine. The tax frame will update automatically in line with your changes to the transactions.

I have built a tax frame but now find I need an extra income and expenditure frame!

The tax frame is a transient object, so simply click on 'Delete Tax Frame' (second button from left on button bar, bottom), then 'Create New Frame' (first button top) to create a fresh pair of income and expenditure frames to replace the current tax frame. In due course build a new Tax Frame using the button 'Create Tax Frame'.

Does it matter that I have created two tax frames?

There is in-built logic to prevent this happening since the spreadsheet knows when a tax frame has been built and will not easily allow a second one to be built. However if it were to happen e.g. by using the Excel toolbar functions by accident, the second tax frame should be deleted as it will contain spurious data. To do this, use 'Delete Tax Frame' to delete. Or use 'Delete Frame' with the appropriate Frame No.

How do I delete a Tax Frame?

There are two ways. You may either click on 'Delete Tax Frame', and, if present, the Tax Form will be deleted. Alternatively,click on 'Delete Frame' and respond to the prompt with the Tax Frame No:, found in Column P.

Why would I wish to delete a Tax Frame?

Tax Frames may be created at any point in time to show the current tax position. Equally when you have perused the tax position you will probably wish to delete the Tax Frame for the moment and create more transactions on fresh Income and Expenditure frames. A new Tax Frame created later will of course show fresh calculations.

Can I see my tax liability without perusing the Tax Frame?

Yes. It is necessary to create the tax frame using 'Create Tax Frame' button, but you may then click on the grey button 'Tax Due' to open a window containing the critical values concerning your accounts. This window may be moved from its default position. To close the window, click on the 'cross' in the top right hand corner.

Help Cell $J$4 

I created a Tax Frame but accidentally created more Income and Expenditure frames after this, which I have populated!

There is inbuilt logic to prevent this happening. However, if you somehow manage to do this, it is not a problem. Please first delete the Tax Frame which resides in the middle of your Income and Expenditure frames. To do this, click on 'Delete Tax Frame'. Then click on 'Create New Frame'. This will insert into the space a pair of Income and Expenditure frames which may remain blank or which you may populate with transactions. Other frames will be unaffected.

Why, when I clicked on 'Create New Frame' was it refused because a Tax Frame already exists?

A Tax Frame may be created at any time to see the ongoing tax calculations but it should be deleted before creating new Income and Expenditure frames. It makes no sense to have a pair of Income and Expenditure frames after a Tax Frame as all the 'brought forward' and sub-totals would be incorrect, they must follow from a valid preceding Income and Expenditure frame. For this reason the request will not be completed.

Will the spreadsheet allow me to delete a Frame which resides between other Frames?

No.
When I try to scroll down the file using the right hand scroll bar, nothing happens!

This is related to the 'Permanent Header' remaining in scope as you progress down the file. Please click on 'PH' to release the header, or click on the Excel Menu Item Window, then Unfreeze Panes.

Can I move the 'stationary' buttons?

Yes, but with care! Right click on the button, then choose 'Copy', then move the mouse cursor near the bottom right corner till you see a very small compass N,E,S,W. Left click with the mouse and then drag the button to its new position.  
Help Cell $K$4 

I am still unclear about creating new Frames.

The spreadsheet as delivered includes a test frame called 'Example/Test Data'. This comprises a pair of frames, one on the left side of the page for practice Income transactions, one on the right for practice Expenditure transactions. These frames are numbered as 'Frame No: 0'

The first pair of live frames has also been created for you. These frames are numbered as 'Frame No: 1', and should be used to enter your first transactions of the financial year.

Both these frames show an opening balance which is taken directly from your setup in worksheet SETUP.  When you change the Opening Balance to reflect your opening business account balance, these new figures will be automatically brought forward into the frames.

As soon as Frame No: 1 has been filled up with transactions, please click on 'Create New Frame' to create a new pair of frames. All the totals from the previous frame will of course be carried forward into these 2 new frames.

To find your new frame at any time, either scroll down the file or click on 'Find Frame', or enter the Frame No: in Cell J40, followed by Return, to get there more quickly.

When you have completed all your transactions, or indeed at any time in the financial year, you may create a Tax Frame. To do this, click on 'Create Tax Frame'. This will create for you a pair of tax frames. The left frame, under the Income transactions, takes all your figures and produces a draft tax estimate showing exactly how the figure is arrived at. The right frame, under the Expenditure transactions, is an exact copy of the tax estimate but invites you to make changes for a 'What-if?' scenario e.g. what happens to the tax situation if your income increases or tax deductible expenditure increases etc.

Please delete the Tax Frame if more Income and Expenditure transactions are required.

Help Cell $L$4 

Is there any danger of overwriting an existing pair of frames?

No. The spreadsheet knows exactly how many frames have been created already, and whether or not a Tax Frame has been created. It basically keeps track of all the actions concerning creation of new frames and deletion of existing frames.

The only circumstance which would confuse the spreadsheet is if you accidentally or intentionally use the Excel functions to add or delete rows or columns. The spreadsheet cannot track these actions, and so a situation could arise where the actual frame count differs from the perceived frame count. This could lead to a frame being overwritten, which is undesirable.

For this reason please do not add or delete rows or columns using Excel toolbar functions.

I changed the column widths and row heights but they have now reverted to their original sizes.

Yes, the column widths and row heights are changed in order to print. In order to 'crop' the pages for exact printing to A4 paper, the columns and rows are changed to appropriate sizes but are then changed back to their original sizes. You may, however, define the 'original' sizes to your own requirements. To do this, click on 'Row Ht/Col Width' (or Row/Col on the small button bar) and then change the entries in Row 37. Then click on 'Resize Rows/Cols' (or Resize) and finally hide Rows 35 to 37 again by clicking on 'Hide'.

Help Cell $M$4 

Please tell me more about the Integrity checks.

The integrity check performs four specific checks and alerts you to specific problems, if they exist. These areas are considered to be crucial to the correct running of the spreadsheet and providing the correct figures in the Frame.   The integrity check is invoked by clicking on its button 'Integrity Check' or 'Int'gty'.

The first check is concerned with the SETUP, and checks a large number of data entries, providing warnings, making corrections where necessary, and sometimes just asking if the intention is correct.

The second check is concerned with the frames. Basically it is important that you have a continuous sequence of frames with no gaps in the middle. Gaps are very rare but could exist by accidentally deleting or clearing the contents of a frame in the middle of other frames. Equally it is unlikely that you would wish to have a pair of Income and Expenditure frames after your Tax Form. This situation is flagged as a possible problem, since the tax calculations will, of course, be based only on the preceding frames.

There is also a check to ensure that the total of income 'Cash', income 'Cheque' and 'PAID BANK' agree with the total of the income items in the columns to the right. If these totals do not agree for any reason, this would affect the integrity of the tax return frame.

Finally there is a check on the Expenditure items. The total of 'Paid Cash' and 'Paid Cheque' should, of course, equal the total of all the expenditure items in the columns to the right. As before, if these columns do not agree for any reason, this would affect the integrity of the tax return frame.

Help Cell $D$5 

May I have detailed instructions for setting up?

Ok, firstly the buttons. All the buttons, with a few exceptions, are kept tidily on a 'button bar'. This is made visible by clicking on the grey button called 'Buttons' in Cell D1 (or T4). Initially the button bar will display 28 large buttons, the text of which coincides with these help notes. However, once you are familiar with the buttons, you will probably wish to change to a much smaller button bar which is much less intrusive to your working of the spreadsheet. To switch to the smaller button bar, please go to Cell M40 and change the letter to S. To switch back to large buttons at any time, please change this value to L. The buttons on each bar are identical in function, but the smaller bar has buttons which contain shorthand text. For example, the text label on a large button 'Create New Frame' will be shortened to 'New Frame' but its position on the smaller button bar will be identical to that on the larger button bar.

Perhaps the main advantage of the smaller button bar is that it may be placed above the spreadsheet, directly over the Excel toolbar, where it does not interfere at all with the entry of data and the common operations.

You may reposition the button bar by dragging it to any position on the screen so that it does not interfere with your work. To do this, left click on your mouse and move the mouse to left or right, up or down the page to reposition the button bar. If the bar disappears for any reason, invoke it again by clicking on 'Buttons'.

To remove the button bar at any time, please click the cross in the top right hand corner of the bar. To display it again, click on 'Buttons'.

Help Cell $E$5 

OK, I understand the button bars. What do I do now?

Please visit the worksheet labelled SETUP, the very first worksheet within the spreadsheet.  Observe it has yellow, pink and blue cells. In addition, observe it has generic titles, then is split into two sections, Income and Expenditure. Firstly visit Cells G4, L4 and L5 - change these yellow titles to reflect your own business. Yellow means you may change the words but not the meanings, pink cells should not be changed at all, and blue cells may be changed or translated including changing their meaning.

Now visit Cell E9 to choose a preferred date format for Income, also yellow. Do the same in Cell K9 for Expenditure. Use the drop down list to select a format. These formats will be reproduced in Columns E and U of the MainSpreadsheet.

Now review the default Income items, in Cells G9 through to G21, the short codes in Cells F15 to F21 (the first six columns do not have associated short codes), and finally the columns which you require to be updated when you make a particular income entry. You may change the words in Cells G9 to G11 but the date, income item and Hold columns must represent what they currently represent. It is advisable to keep Cells G12 to G14 as they are, in order to check against bank statements, although there is no requirement to have these items. The 6 cells G15 to G20 inclusive are for your income items, these are the cells most likely to be changed to reflect your own business. You may change the short codes in Cells F15 to F21 to reflect your own preferences. Finally you may change the entries in Cells H12 through to J21. Please do not change cells coloured pink, including Cell H21 which is reserved for any items of income not allocated to specific columns. For example, you may have unusual items of income for which you do not have a permanent code, these would automatically be allocated to 'Other'.

Now review the default Expenditure items, in Cells M9 to M32, the short codes in Cells L15 to L32 (the first six columns do not have associated short codes) and finally the columns which you require to be updated when you make a particular expenditure entry. You may change the words in Cells M9 to M32 but the date, expenditure item and Hold columns must represent what they currently represent. It is advisable to keep Cells M12 to M14 as they are, in order to check against bank statements, although there is no requirement to have these items. The 18 cells M15 to M32 inclusive are for your expenditure items, these are the cells most likely to be changed to reflect your own business. You may change the (blue) short codes in Cells L15 to L32 to reflect your own preferences. Finally you may change the entries in Cells N15 through to R32. Please do not change cells coloured pink, including Cells N27 and N32 which are reserved for any items of expenditure not allocated to specific columns. For example, you may have unusual items of expenditure which are tax deductible for which you do not have a permanent code, these would automatically be allocated to 'OtherTD'. Similarly unusual items of expenditure which are not tax deductible are automatically allocated to 'OtherNTD'. Again, you may change the yellow words OtherTD, OtherNTD and their codes OT and ON but not their meaning, since the spreadsheet expects these columns to be allocated to the 'Other' types of expenditure.

When you have finished modifying the data in SETUP, you are ready to test your data. Please now go back into worksheet 'MainSpreadsheet' . Please now create an 'example data' frame by clicking on the grey button 'Example' in Cell E1.

Observe that both the Income and Expenditure frames (Frame 0 in each case) are partly filled with your own codes, some with additional data. So for example, if you have a code S for Sales you will see some instances of S and also S (Your Extra Text 1) etc. Observe also the money amounts in the 'Hold' column. This simulates your own entries. Note the sparse appearance of the frames.

Now click on the grey button labelled 'UPDATE' in Cell F1 and reply 0 when asked for the frame number. Observe how the short codes are now expanded to their full description, and, more importantly, the holding amount has disappeared and has been allocated to the appropriate columns to represent specific items of income and expenditure.

Help Cell $F$5 

OK, what next?

Now some adjustments. Please revisit the SETUP worksheet and go to Cell K41. Enter here your opening bank balance (current). Any of the words in Columns F,G and M towards the bottom of the SETUP data may be changed to reflect language or your preferred terms. When you go back into MainSpreadsheet and click on any of the main buttons e.g. 'Example' or 'UPDATE' you will see your Opening Balance appear in the columns defined in SETUP. Now please adjust your Deposit account balance in Cell K46 to reflect your own situation.

The Opening Balance will appear in Frames 0 and 1. Why in two frames?  This is because your live data will always start in Frame 1 so this should obviously contain your opening balance. Frame 0, Example data, will also contain the Opening Balance to simulate your live environment. Of course Frame 0 contributes nothing to the accounts for the year in question, it is purely for test purposes.

Please now check that Cells G7 and M7 contain text to your requirements. If not, please change the text. That's it!  You are ready to enter your live transactions in Frame 1 (or practise in Frame 0) and get to know the purpose of the remaining buttons.

OK, so what are the most important buttons and what do they do?

It is perhaps important to understand that the only buttons which change your data in any way are 'Example' , 'UPDATE', 'Delete' and 'Empty'. The first of these, 'Example', only changes the content of Frame 0, no other frames. 'UPDATE' changes just the frame you have specified, but it only converts short codes into expanded codes and moves a holding amount in Column G (Income) and Column W (Expenditure) into the appropriate columns. This means that a partially updated frame may have further entries made by yourself - UPDATE will only update those rows which are new i.e. which contain a short code and holding amount. However a short code with no holding amount will still be expanded. 'Delete' and 'Empty' delete frames or empty frames.

The button labelled 'Create New Frame' is used to create a new pair of frames to contain the next batch of transactions. This new frame will be numbered appropriately, the Frame Number appearing in the top right hand corner of the frame.

The button 'Create Tax Frame', as its name suggests, creates a final frame which is automatically filled with data from your accounts. This may then be used as a basis for your tax return. This is explained in more detail in Help Cell L5 below. Whilst the template tax frame in SETUP may be changed or translated into other languages, the tax calculations are targetted to UK tax and therefore are likely to be of limited use only for other tax systems.

Help Cell $G$5 

OK, so what about the other less important buttons?

The remaining buttons are useful but not critical to the running of the spreadsheet. These are the most important:

In order of usefulness - the button labelled 'Colour Scheme' allows you to change the colour of the frames. Please enter the Frame Number that you wish to be changed,or press Return to change all the frames. The colour being used is present in Cell G40 and may be manually adjusted or incremented/decremented using the +/- buttons. The actual colour is shown in Cell Q4 so you may review the colour before changing any frame(s).

There is a similar colour scheme for the Tax Frame, involving 3 colours, and similar +/- buttons in Cell Y40. The numbers in Cells Z40, AA40 and AB40 may be changed manually. The button 'Colour Scheme Tax', or CST, changes the Tax Frame colours. The actual colours are shown in Cells Z4 to AB4  so you may review the colours before changing the Tax Frame.

The button labelled 'Find Frame', as its name suggests, will take you to a given Frame Number. Button 'Find String' will invite you to enter an item of text, it will then find the first and any subsequent occurrences of the text you have specified. If you have a need to search often for a specific item of text, place your text in Cell AR40 in which case you do not need to keep entering the text. Click on Q or q to Quit.

Buttons labelled 'Hide', including 'Hide/Unhide Spare Cols' as their name suggests,simply hide the frame or spare column(s).

Buttons 'HUGE', 'Normal' and 'Small' change the view size of the page,please choose your preferred format for entering data.

Buttons 'Zoom+' and 'Zoom-' change the zoom level upwards or downwards and make minor adjustments if you find your page does not print properly onto A4 paper using the 'Print Preview' button. For example Zoom- changes the default size 41% to 40%, then clicking again will lower the size to 39% and so on. To see the effect,click on 'Print Preview' to see how your pages would be printed. The value is kept is Cell Q40.

'Comments' provides a facility to print all these Help Notes, preparing them first in a file of your choice. 'Groups' simply unhides the expenditure groups in the Tax Frame.

Buttons 'Codes' and 'Tax Due' may be clicked to display a small window to show, respectively, your Income and Expenditure codes and the current tax calculations. The tax calculations are only displayed if you have already created a Tax Frame.

Button 'Empty' empties the whole worksheet of data ready for the next year. This is password protected, see Help Cell G4.
Button 'Last Update' displays a frame showing exactly when the frames were last updated. Click again to hide this information.

Help Cell $H$5 

OK, so I now start in Frame 1?

Yes. Firstly it is probably best to 'Hide' the Example/Test Data frame by clicking on 'Hide' in Cell C44. This will keep these instruction notes in view as you enter your live data. Please now enter the date of your first transaction of the financial year in Cell E88. For dates, you need only enter day and month e.g. 5/11. For English speaking countries you may enter just a number between 1 and 31 when your transaction is in the current month. These short dates will be automatically converted to 05-Nov-07 or whatever format you have defined in SETUP.

You are now taken to Cell F88 and invited to enter your short code for the first item of income e.g. S for Sales. To be more specific enter S Mr Jones or similar. When you click 'Return' you are automatically taken to the next logical cell, namely Cell G88. Please enter the amount corresponding to the first sale. That's it for the first transaction!

You now have two choices. Either continue in Cell E89 or F89 with the next item of income, entering the date (if you wish), short code and the associated income amount, alternatively click on 'UPDATE' to expand your entry.

OK, so now Frame 1 on the Expenditure side?

Yes. Please go to Cell U88,enter the date of the first expenditure transaction, and press 'Return' to follow with the short code for the expenditure item in Cell V88. Then press 'Return' and enter the amount of the expenditure in Cell W88. Continue as for Income, entering a number of transactions. When you are ready, click on 'UPDATE'. As before, this will expand the short codes to their full description and allocate the holding amount to the required columns, as defined in your setup.
Click on button 'Last Update' to display a frame showing the date and time the main income/expenditure frames were last updated. Click again to hide this information.

Is it OK to update a frame I have already updated?

Yes.

I want to enter a Wages amount specifically for an employee Mr Smith. How do I do this?

Please enter the code followed by Mr Smith e.g. W Mr Smith. This will be expanded to 'Wages Mr Smith' or whatever you have defined W to be. An alternative code may be used for Wages if you prefer e.g. EC for Employee Costs. Please make this part of your setup in worksheet SETUP.

Help Cell $I$5 

I want to enter a transaction for which I don't have a short code?

Fine. Please enter the full description of your transaction exactly as you wish e.g. 'Grant from Council' followed if you wish by a holding amount in Column G. This income item will remain in place and will be completely unchanged by the 'UPDATE' button. 

However, because you have not defined a code, 'UPDATE' will transfer the amount of the transaction to 'Other' if it finds an amount in the 'Hold' column. You may avoid this by firstly leaving the 'Hold' cell blank and secondly placing the amount yourself in the required columns.

If I manually place an amount in a column, won't this upset the totals in some way?

No. It makes no difference how the amounts arrive in the columns - the totals will see what is in the cells and add them up for inclusion in the sub-totals, grand totals and Tax Frame.

So I could in fact cut and paste transactions from a different system into this spreadsheet?

Yes. But please ensure you keep within the bounds of the frames.

What if I accidentally write over the sub-totals or 'brought forward' figures?

The spreadsheet checks this as part of the 'Integrity Check' and if it finds a problem, it will fix it. In addition, the 'UPDATE' process will also make any corrections to the frame it is currently updating. If you think you may have overwritten the sub-totals or the 'brought forward' figures, it is therefore sensible to click on 'Integrity Check' to fix any errors. Alternatively click on button 'UPDATE' in Cell T3, please provide the Frame No: of the corrupted frame. It does not matter if you have no transactions to update.
How do I print the spreadsheet?
Please use the button 'Print Preview' (or PP in Cell F1). This will crop your pages to the exact size for printing. Please do not use the Excel Print functions which are unlikely to print to your requirements. If for any reason the pages do not quite fit properly, please use buttons Zoom+ and Zoom- to make fine adjustments to the printed page.

Help Cell $J$5 

I have made some mistakes in the tax return section. Can I revert to the original specification?

Yes. You may easily recreate the Tax Frame. Note however that this will revert any data you have changed back to its nominal values.

To do this, please click on 'Create Tax Frame'. The spreadsheet will see the existing Tax Frame and ask if you wish to overwrite it with a fresh copy. Reply 'Yes' to the prompt.

So how can I make experimental changes without changing the Tax Frame?

It is perfectly fine to make changes to the Tax Frame since this may be recreated from scratch at any time with the click of a button. However you may also use the 'What-if' Tax Frame which is a mirror of the 'Estimated' Tax Frame. The 'Estimated' Tax Frame resides on the Income side, the 'What-if' Tax Frame resides on the Expenditure side. In general, it is expected that the 'What-if' values will be changed frequently, the 'Estimated' values less often as the calculations should, in theory, be correct.

How can I tell where the figures in the Tax Frame come from?

Please observe the small red triangles in the top right hand corners of the cells. These are Comments. Please place the cursor over the cell and observe the origin of the data item.

I have changed my column titles in SETUP, but the column titles in my live frames have not changed.

Please click on the button 'Reset Column Titles' (or Col Titles). This will change all the headers on all the Income and Expenditure frames to coincide with your SETUP.

Help Cell $K$5 

How does this tie in with on-line tax returns?

HM Revenue & Customs is actively encouraging people to complete their tax returns on-line. This spreadsheet allows the figures to be read and typed in to the on-line system though there is no automatic transfer of data.
Does the spreadsheet deal with 'prepayments'?

No, there is no specific provision for payments made in one financial year which are pertinent to the next financial year e.g. fees paid in advance. There is no way of apportioning an amount between financial years, this must be done manually.

My fiscal year does not run between April and April!

It is felt that, although many businesses have a financial year between months other than April to April, this spreadsheet provides tax bands for one budget year only and so therefore assumes April to April. In practice, tax bands and percentages tend to vary slowly from year to year, and so the tax calculations in this spreadsheet will be fairly close to reality for fiscal years which are not April-April.
Help Cell $L$5 

Can you tell me more about the Tax Frame?

The Tax Frame is created at any time by clicking on the button 'Create Tax Frame' or when using small buttons, 'Tax Frame'. The Tax Frame receives its data from two places: worksheet SETUP which contains the precise words to be placed on the frame, and of course from your actual transactions on the main worksheet. The Tax Frame picks up the final totals from the Income and Expenditure items and summarises them, calculating the tax liability based on the figures found. The small red triangles in the top right hand corner of the Tax Frame cells describe where each value comes from.

Do I need to change or add anything to the Tax Frame?

Changes are not normally needed. However it is most likely that you will wish to add entries in Column P, and possibly in Column O, and possibly in one cell in Column G. Column P receives your 'allocation' i.e. contribution to the tax deductible totals due to household expenditure being partly tax deductible. Simply enter an amount against the expenditure item. Column O receives any amounts which are refunds on the Income side, if you wish you may associate with a specific item of expenditure. Finally enter any Capital Expenditure e.g. office equipment value, just above Net business profit:.

I am confused about the tax template and the Tax Frame. What is the difference?

The tax template in SETUP allows you to define your own preferences for the language used in the real Tax Frame. So, for example, the phrase 'Opening Bank Balance' may be changed (or translated) to a different phrase, though the meaning of the phrase may not change. In addition you may change the tax thresholds to represent changed values in new tax years. Any changes that you make to the template will be brought through automatically to your Tax Frame in worksheet 'MainSpreadsheet' when you click on 'Create Tax Frame'.

Help Cell $M$5 

I am entering my data but my frame titles have disappeared!

Please click on PH in Cell D39 or T39. This stands for 'Permanent Header' and will keep the titles in scope as you progress down your file. Click on PH again to hide the headers.

The tax bands in my country are different from the UK. Can you make changes to accommodate different tax bands?

Yes, this would mean a small redesign of the Tax Frame. CliftonVilla Software will work with you to achieve the desired objective.
What if I have problems?

For assistance, please email CliftonVilla Software at info@smallBusinessAccounts.org.uk.  Queries will be answered by email where possible. However telephone support will also be available if required or necessary. 

Back to Table of Contents
RELEASE NOTES
This is the first release of smallBusinessAccounts, November 2007. It is expected that upgrades to the spreadsheet and its documentation will be made at regular intervals. This section of the documentation will contain details of the amendments in future releases.
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