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TaxCalc uses a database to store client, accounts and tax return data
by default. Although this is the preferred method of storage for reasons

of security, you can, if you wish, keep the tax returns themselves in a
separate location.

This guide will explain how to perform the following four options:

Save new tax returns to your file system instead of to the database.

See whether a return is saved in your file system or within the database.
Link to returns on your file system on another machine.

Move existing returns from the database to your file system.
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BEFORE WE START

Network users

If you are using the Network version of TaxCalc (with multiple users) then it is advised that
you keep the returns within the database itself. This is so that all users can access them
from a central database and TaxCalc can prevent users from overwriting each other’s data.

Standalone users and users of multiple separate machines

If you are a standalone user or you have multiple machines that are not connected by a
network, you may prefer to have separate database installations but keep the returnsin a
shared location using the options presented here.



Saving a New Return in your File System

Opening the Tax Return window for a client

Select a client from within Client Hub and click on the Open in Tax Return
Production option in the left-hand menu.
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Second Step - Choose a Tax Year

Select a tax return, then click Open or click New Return to create the next years tax return. You can bring
forward information from a previous year's tax return when creating a new return.

Tax Year Ending

Type

5 April 2012

SA100

You will now see the Select Tax Return window.
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If you have imported a 2012 return, it will already appear here. Regardless,
select New Return.

I_ﬁ Create Mew Return @

Create New Individual Tax Return

Select the tax year below, then click on Create to create the return
If you have a previous return already then you can choose to bring forward the data from it
when you create it.

Type of tax return: | SA100 - Individual Tax Return v

Tax year ending: | 5.April 2014 (2013/2014 return) ¥

You have no previous year returns for this client in the hub so a new return will be
created for you using just existing Client Hub data.

Save options

Save file in the database

i ® Save file in your file system

Cancel Create

The Create New Return window will open and you can select the Type of tax return
and the Tax year ending (in this case, an SA100 for year ending 5th April 2013).

At the bottom of this screen, you will be given the default option to save the new
return within the database (this is the recommended default).

Change this option by clicking on Save in your file system and then select Create.



You will see a standard Save window allowing you to select the location in which to
save and name this tax return file.
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Once saved, you will be returned to the Select Tax Return screen.

There will now be an entry for the new tax return, which will include a 'link’ - this
denotes that the file is saved in an external file system location.
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Select Tax Return for Case, Greg

Second Step - Choose a Tax Year

Select a tax return, then click Open or click New Return to create the next year's tax return. You can bring
forwgrd information from a previous year's tax return when creating a new return

Tax Year Ending | Type New Return... | (7)
) Import Return... f‘_’j
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Delete Return

Cancel Go back Open



Where is the File Saved?

In the Select Tax Return window, you can view where the file is saved by selecting
it and clicking Properties.
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Second Step - Choose a Tax Year

Select a tax return, then click Open or click New Return to create the next years tax return. You can bring
forward information from a previous year's tax return when creating a new return

Tax Year Ending Type @
5 Apni 2014 SA100 m— e

g 5 April 2012 SA100
Exporting
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Delete Return
Cancel

Go back Open

This will open the Tax Return Properties window. At the top, the file path leading
to the file is displayed.

14% Tax Return Properties

Tax Return Properties

This tax return is stored on your file system in the following location:
C:Users/acorah/DocumentsiCaseGreg.tcs14
You can import this file into the Database (recommended)

This will remove the link to this file but keep a copy in the database for future which is more secure.

Main Return

If you have more than one return for this tax year, ene must be nominated as the main return
(for the purposes of carrying forward to the next year and reporting).

|l This is the main return for the year

Close



Importing a file on another machine

If the client already exists on the other machine

If the client already exists then you can open the Select Tax Return window (as in
Option 1) for a client and click Import Return...

14® TaxCale Hub - Open TaxCalc

=

Select Tax Return for Case, Greg

Second Step - Choose a Tax Year

Select a tax return, then click Open or click New Return to create the next year's tax return. You can bring
forward information from a previous year's tax return when creating a new return

Tax Year Ending Type @

69 5 April 2014 SA100 Import Return... (7}
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Cancel

In the Import Tax Return window, you can choose to Link to file. This allows you
to locate the return that you earlier saved and link to it from the other machine.

11® Import Tax Return

==

Import Tax Return

You can use this wizard to import a tax return for this client that is saved in your file system into the database (or
Justlink to it).

Please note that this mechanism is for existing tax returns. If you just wantto create a new tax retum, close this
wizard and use the New Tax Return button instead

Import

Import to Database...

Link to file

Link to File...

Close



If the client does not yet exist on the other machine

If the client does not yet exist on the other machine then from the main Client
Hub tab you can use the Import Client wizard to import the return.

14 Client Hub - TaxCalc
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8888 Trust
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In order to create the client, select the relevant taxreturn year file - the client
will be created using that tax return’s information (note that for Corporation Tax
returns, either option can be chosen). That client will also be linked to that file.

1 Import Client ==
Import Client Wizard
Choose the type of files to import from o

Using the tax return files created in TaxCalc 2012, TaxCalc will create new clients in the Client Hub and bring in the original 2012 files for both
individuals and businesses, including companies.

& TaxCalc 2012 (2011-12 year) files
This option will allow creation of clients and importing of 2012 Tax Return files.

Itis also possible to create a new client in the Client Hub using a pre-existing 2013 or 2014 Tax Return file, if for example, a return has been
sent to you from a colleague for whom you do not have a clientin your TaxCalc database

TaxCalc 2013 (2012-13 year) files

This option will allow creation of clients and importing of 2013 Tax Return files.

TaxCalc 2014 (2013-14 year) files

This option will allow creation of clients and importing of 2014 Tax Return files.
Finally, you can pepulate a GV file wiith your client data and import from that.

Import from CSV
This option will allow creation of clients from a CSV file of client data

Cancel Continue



Next select Choose next to Select a Single File.

10# Import Client

Import Client Wizard

Choose file(s) to import
Use the options below to select a single file to import or select a folder containing muliple files
Select a Single file to import...

Choose...[

.Or Select a folder containing Multiple files  Choose. || Searchin subfolders

Cancel

Finally, on the Finish screen, you can choose to keep the file in the same location
(rather than import into the database) using Change...



Al Moving existing returns from the database into your file system

If you have returns that are stored within the database and you would prefer

to store them in your file system then open the Select Tax Return window (as in
Option 1) for a client.

On this screen, select the chosen return (which is stored within the database)
and select Exporting.
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Select Tax Return for Case, Greg

Second Step - Choose a Tax Year

Selectatax return, then click Open or click New Return to create the next years tax retumn. You can bring
forward information from a previous year's tax return when creating a new return

Tax Year Ending Type New Return.. (7]

R&pril 2014 SA100 Import Return... 2
5Ap ' 2012 SA100

(-

Delete Return

Cancel Open

The next window, Tax Return Properties, will allow you (if you wish) to simply
Save a Copy of the return (for example to email to a colleague on a separate
system entirely) whilst keeping the main return file within the database itself.



However, you can also select Export from Database to move the return file from
your database into your file system

Export Options

To export a copy of this return, click on the Save a Copy button. The main return will still be stored in the database
(recommended)

This tax return is stored in the database (recommended).

To export and remove the file from the database and link to it as an individual file click the Export from Database

button

A Save window will appear allowing you to name the file and choose where you
would like to save it.

Once saved, the copy within the database will be removed and instead that file
will only be located in the chosen location on your file system.

Second Step - Choose a Tax Year

Select a tax return, then click Open or click New Return to create the next years tax return. You can bring
forward information from a previous year's tax return when creating a new return.
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Help for all TaxCalc products can be found in our Knowledge Base at www.taxcalc.com/support

If you require further assistance please contact our Support Team:
Email: support@taxcalc.com Phone: 0845 5190 882
Copyright © 2014 Acorah Software Products Limited. All Rights Reserved.

TaxCalc and SimpleStep are registered trademarks of Acorah Software Products Limited.
Unauthorised use of these marks is strictly prohibited.



