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Using My Business to

Manage CISA4.

A Simple Guide To Getting the Best out of My Business

Many businesses operating in the

construction industry use the Construction /Mﬁﬁusiness Monday 16 May 2005 [ bic co.uk
Industry Scheme (CIS) to account for the [ S v G
labour element of the invoices. For more EEEIES LT

information on CIS — what it means and how o B

13-May-2005

to register for it please go to
www.hmce.gov.uk. This simple guide is
designed to show you how to produce
invoices and account for CIS4, the most
common form of the scheme.

In this guide we will show how to: .
Print @

e Raise a CIS4 invoice oo @

Preferences @

The Complete Manager Home Page

e Track CIS4 owing

¢ Receive payment for CIS4
Remember; don’t worry if you make a mistake. You can make amendments and changes at any
stage!

Simple Steps to managing CIS4 with My Business

Example: In this example a customer (James Keefer) is invoiced for building work.

1. Set up a CIS4 Suspense sub

category: A suspense category b SN —
allows you to allocate transactions [HHi CAEy DAY,

Help @ | Prefd

and Values Without these being Set up new customer details.. Set up new supplier details..
reported in the accounts Or = .ngh L
cashbook. This is useful for keeping [N T ——— T —
track or a log of prepayments, . _ R i1 6) (e =

Active  Type Category

accruals and other transactions. Go
to ACCOUHtS Maln MenU/Income and i Eizzgzz 232:‘;;?9”’“;“’"“““ and Customer Entertainment m
EXpenSG Categorles From there Income & Expense | Expense  Advertising, Promotion and Staff Entertainment

Cateqories Pctee

select “Add Other Subcategory”. —

Reporis Subcategory details

Subcategory

My Accounts : [In addition to the pre-set income and expense categories you can choose to further subdivide the categories. You may

Select Category Group “Suspense” |t B T e o v e oot
and create a Subcategory name, for |

instance “ClS4 owed to business”. aipges: | R [oter 1
Make sure that the subcategory is e @ Lo T —

active so that you can link " e

Subcategory

E-Commerce Category Group:

Comments:
expenditure items to it. Add tter
S This subcategory is active: |Yes v
If you choose not to use this subcategory then set the active status (above) to NO.

swe O cancel €
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Books Accounts tome €3 | Help ) Preferences )

My Options

Reconciled

Status  Name Number Current Balance
Balance

2. Create an account for CIS4
transactions: This is the virtual
bank account to which you will post
the CIS4 owing to you, and any
future CIS4 payments. This will

Open Business Account 4536271 7,972.25 1,543.93 I,

Books Account details

Financial Institution: J
be where you can always see the ([ socountoumber: [ ]

Account Transfer

Sort code:
Account is: |Open v

Comments: [This is the account where I will put all of CISa 4|
transactions relating to HMCE. |

status of your CIS4 transactions.

Go to Accounts Main Menu/Accounts
/ New Account. Create an account,
which you can call CIS4 Account.

Please note: Deleting this account will only be possible if there are no associated transactions.

Contacts

Save € | Delete @ Cancel €3

[y opions o w0

3. Raise an invoice for James e

Making Money

Keefer: Set up new customer details.. Set up new supplier details..
Go to Accounts Main Menu/Customer a.quote for 3 job.. 2 supplier invoice.,

Invoices OR Set up a Customer [ Pay T cashet

Invoice Raise an invoice in the e Receive cash into an account.. 2 supplier invoice..

i i ayment for an inveice.. Issue 2 customer credit note..
usual way - in this case for Customer Invoices pear A . Process mm) expenses.

a supplier credit note..

simplicity the invoice is for Materials
and Labour. | s S

Categories iContact: James Keefer Date: _‘EEDD: NM Terms HW74I

. . Repoiis
Tick the CIS4 box and insert the R N [ S
amount, in this case £225 (18% of My Accountant veriz00%
H odes Postcode: W lob: S delete
the labour amount of £1,250). This el . . .. . B s orsr e [ 8 —
invoice can now be previewed and [ . _ _
Description Category Quantity Units Cost Sell VAT% Amount

. T
pr|nted Contacts Materials Business Income 1 various 200.00 500.00 17.50 500.00
" Labour Business Income 5 Days 100.00 250.00 17.50 1,250.00

Customer invoice details

[

James Keefer now owes you £1831.25; HMCE —

(depending upon the overall balance of your [Jeume T e, ]

taX S|tuat|on) “OWeS” you £225 Note: These comments will not appear on your invoice. s @

Profit (ex. VAT): 1,050.00

You will want to keep a track of this amount Boo Customer invoices & credit notes Home @) | Help @ | Preferences

OWing (See Iater) . 7 ?iaasr'g& (¥ View invoice(s) from|08/11/2003 Ito}D&/'lZlZDM |

Date Invoice Contact Description Sent ;?j‘é""“"t Amount g:';;‘::‘di"g

21/11/2004 3 Jchn Adam New window shutters  20/11/2004 11/12/2004 464.13 464,13 ©pay Odelate

10/11/2004 2 Grenda Light...  Install new gate 05/11/2004 09/12/2004 208.22 208.22 ©Epey Sdelatel

08/11/2004 12 James Keefer  Building work 08/11/2004 08/12/2004  2,056.25 2,056.25 Epay O deletel

07/11/2004 4 Paul Bridge Install gate 06/11/2004 06/12/2004 162.63 162.63 Dra Sldelete
When James Keefer pays you the relevant 02/11/2004 8 Alan Trescott  Replace shutters 05/11/2004 05/12/2004 725.81 725.81 @pay S delete]

19/11/2004 § Peter Harris Supply hinges. 19/11/2004 03/12/2004 34.43 34.43 Epay Sdelate

i 1 08/10/2004 10 Tanya Trewinn Specialist consul... 07/10/2004 06/11/2004 1,233.75 1,233.75 @Pnu @dE|EtE
amount' Go to CUStomer InVOIceS / Recelve @ 07/10/2004 11 BS Builders Subcontracting 05/10/2004 04/11/2004 587.50 587.50 @Pﬂ! @delate
113 tE] H H i) 06/10/2004 & Andy Rigby New d: 05/10/2004 04/11/2004 681.51 681.51 Doy Sdelete]
Payment. (do not go to “Pay” as this will e 1 Smesicester, Siomee Ve Dl Siivios  wie e Brer D
- H H H ic 17/09/2004 5 harris contr... Supply gates for ... 14/09/2004 14/10/2004 13,295.13 0.00 o
automatically pay off the invoice in full). s ori0rz004 7 e L, i Goves /062006 30/05/2004 34353 o0 D
Follow the steps in this wizard. Basment

To amend an invoice select the invoice number Total balance owed: £6,183.60
Cash not yet allocated to an invoice
Date Reference Payee Description Payment Value Unallocated

Total unallecated: £0.00

Jobs & Total owed: £6,183.60
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3. Keeping track of your CIS4 status — create a suspense payment:
You may want to track your CIS invoices and in this example we assume that you are tracking them

monthly. Create an expense
transaction either from the
Accounts Main Menu or from
“Money Out” at the bottom of
the CIS4 Accounts page. Make
sure that the account selected is
CIS4 Account and you may
want to give it a description of
CIS4 for November (the month
of the invoice).

You can track all of vyour
individual invoices by going to

add an Item at the bottom of the
page and creating an expense line

for the invoice.

The description

can be anything but you might

want to refer to the invoice

question.

in
Set the VAT to “None”,

enter the CIS4 amount, and select
“ClS4 Owed to the business”.

Because this is allocated to
subcategory under “Other”,

a

any

Books

Help @

Cash payment details

{Account Paid to HM Custemn and Excise

reference | Job: | Sdelete Reconciled [
1 _—

[Description GIS% fonuMovember Comments J

Description Category VAT Code VAT Net Amount Total

Inwnoi2 CIS4 Owed to busi... None 0.00 225.00 225.00 Shdelete

Inwno1i CIS4 Owed to busi... Nene 0.00 285.11 285.11 Chrdelate

Sub Total 510.11
Books Addlamend cash transaction item

What is the appropriate VAT code for this item: | None 0.0%

net |225.00 ‘ vat |D-DD | total |225-DD |

Select a category for the item: |{O} CIS4 Owed to business

item posted to it will not appear in your Income and Expense summary, and so will not affect your accounts.

3. Receiving payment for CIS4:

To receive payment for the £225 relating to CIS4 VAT go to Customer Invoices and select “Receive
Payment”. The software will only allow the customer (in this case James Keefer) to pay off an invoice and

so you will
need to follow
the payment
process  but
allocating the
payment  to
James Keefer.

Now go to the
Cashbook for
the CIS4 Account and select the
relevant expense transaction (in
this case C1S4 for November).

Go to Add Item and repeat the
process (Vat = “None”, Category
Suspense CIS4 Owed

business) but this time makes the

amount (minus) -£225.

This will offset the amount owing
and retain a track of amounts owed

and paid.

Books View cashbook Home & Help @  Preferences €
3 SIS Money Money
Id Reconciled Date Reference Payee Description n out Balance
33 No 08/11/2004 HiMCustomiand, nCledior 510.11 -510.11
Excise November
Books Addiamend cash transaction item
What is the appropriate VAT code for this item: |None00%  v|
net |-225.00 | vat |000 | tota [-22500
Select a category for the item: |{0}.........CI54 Owed to business A
Enter a short description for this item: |invno 12 |
Books Cash payment details Help @
T 154 Account )| Date 8 |v||Nov v| 2004 + Paidto  HM Custom and Excise
t Reference i Job: | Sy delate Reconciled []
(o]
Description SRR Lo RreenmeT: Comments J
Money In
Description Category VAT Code VAT Net Amount Total
Inv no 12 CIS4 Owed to busi... None 0.00 225.00 225.00 Ddelatz
Invno 11 CIS4 Owed to busi... None 0.00 285.11 285.11 = delete
Money Out
Description Category VAT Code VAT Net Amount Total
invng 12 CIS4 Owed to busi... None 0.00 -225.00 -225.00 Ddelete
Sub Total 285.11
WAT Total 0.00
Total 285.11
Save e Cancel o Delete e Add tem 0




