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about WebFiling accounts

You can now submit Audit Exempt Abbreviated Accounts and Dormant Company Accounts (DCA format) via the
WebFiling Service. These two accounts types make up the majority of accounts filed at Companies House.

Both sets of accounts are provided as downloadable PDF templates and require the user to have the latest version of
Adobe Reader (free to download). The template features inbuilt checks to avoid calculation errors.

You can save the document as a draft at any time so that colleagues or clients can advise or approve the information

before you submit it to Companies House.

To file accounts online you will need to register for WebFiling.

When you have received your security code and company authentication code you can sign in and access WebFiling.

For further details on how to register for WebFiling refer to the WebFiling User Guide.

sign in to WebFiling

To sign in to WebFiling enter the:

B Email address (you provided during registration)
and security code, then click ‘'CONTINUE’

B If you have forgotten your security code, click
'Forgotten your security code? and we will
email you a reminder.

HELP

registered customers.

sign in

nnnnnn tomers

register here

Enter email address:

Enter Security Code

+ Forgotten your security code?

CONTINUE

Follow our simple 3 step registration process

step one - apply for Security Code
step two - apply for Authentication Code

]
step three - confirm registration details

PROCEED T0 STEP ONE

RETURN TO WELCOME PAGE

sign in for a company

Enter the company type, number and the company authentication
code linked to that company, then select ‘'CONTINUE’

Note: The 'Company Type' must correspond with the registration
location of the company.

From this screen you can also:
M Register to file for an additional company.

B Request a reminder of a company authentication code.

signIn

signin
choose your company

Please completethe 3 fields helow

menu

B From the WebFiling menu select the type of accounts you
wish to file

B You can choose to file:
- Audit Exempt Abbreviated Accounts

- Dormant Company Accounts (DCA).
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downloading the template

B Check that the type of accounts is suitable for your company
(read the "conditions of use’ and ‘exclusions’).

B To download the accounts template you will need to download
Adobe Reader (minimum system requirements apply). If you
already have the latest version click ‘'CONTINUE'.

M Select the accounting reference period appropriate for your
individual company.

B If accounting period starting on or after 30/01/2004 and before
06/04/2008 this screen will be displayed. Click continue

This accounts format requires a balance sheet and notes in
accordance with schedule 8A of the Companies Act 2006. Please
see ‘conditions of use’ page, it is only suitable for companies who
meet the conditions.

B If accounting period starts on or after 06/04/08 this screen will be
displayed. Click continue.

This accounts format is under the Companies Act 2006 and is only
suitable for companies that meet the conditions on the ‘conditions
of use’ page.

B Your accounts made up date and filing deadline are displayed.
You can change the date if required by completing a change in
accounting reference date form. You must ensure you have
confirmation of any change before downloading the template.

B Click ' DOWNLOAD'’ to download the accounts template to
your PC.

Audit Exempt Abbreviated Accounts

Audit Exempt Abbreviated Accounts

Campany tame

Audit Exempt Abbreviated Accounts

Comary Neamio:;
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Audit Exempt Abbreviated Accounts Template

Contact Centre: 0303 1234 500




M The file download window will appear on screen. Select ‘save’
from the file download window to save the templatete.

H At this point you can specify the filename and the folder it is
saved in.

B When the download is complete click ‘open’ to begin working
on the downloaded accounts template. The template can
be completed off-line.

File Download _ ﬂ

Do you want to open or zave this file?

=

Mame; abbry_accounts_ 20060331 02050399, pdf
Type: Adobe Acrobat 7.0 Document, 333 KB
From: ewf.companieshouse. gov.uk

| Cancel I

Open Save

“wihile files from the Internet can be uzeful, some files can potentially
harm your computer. |f you do not trust the source, do not open or
zave this file. What's the risk?

v

Download complete

FEE

[«

Daownload Complete

Saved:
Lounts_ 20060351 02050399, pdf from ewf .companieshouse.gov, uk.

333 KB in 1 sec
Ci\Documents and Settingsy.. \Test.pdf
333 KB{Sec

Downloaded:
Cownload to:
Transfer rate:

[T Close this dialag box when download completes

Open Open Folder I Cloze I
completing the template
The account templates have been developed with in-built validation ] o] ] o]
and pre-submission checks — to help avoid omissions and calculation Abreviated Ca .
errors. :
Test Company Name Limited i) Sin Registered Number 999999
This tempiate may be Used o produce and submit accounts by

H For help completing the accounts template click ‘Frequently asked
questions’ or ‘'How to use this form’ on the Intro page. To return
to the template click ‘close’.

B Throughout the template Il buttons are also available to give
further guidance.

M You are required to answer the ‘notes’ questions at the bottom of
the Intro page.

M Click the continue button to confirm that you have read and
understood the conditions of use. This will activate the template.

B Go to the Title page by using the navigation buttons at the top or
bottom of the page.

H The Title page states the company name and registered number. It
also shows the made up date of the accounts. To change this date
click on the date and use the calendar drop-down that appears.
Once changed, or if no change is required please proceed to the
next page.

smait [l audit ie wish to of special provisions unc tions 246 (5 and 6) in the
(Companies Act 1985 allowing comparies to file Abbreviated Accounts with Comparies House. For aceounting periods
bbeginning on o after 06 April 2008 you can stil flle abbreviated accounts In accordance with section 444(3) of the Gompanies
Act o006

D NOT use tis template youwish o el

(Companies Act or, for accounting periods beginning on or after 06 April 2008, Schedule 1 of The Small Companies and

(Groups ea o Diectes Report) Reaulations 2008, Also note that when a company files abbreviated acoounts its

directors are stll obliged o provide mermbers of the company (and others so ertitied) with a copy of the full or shorter form
ol use Uns lemptale i e conpeny's lolal ssued shiare o

Howso luss t?
Answer the questions below and Click CON | INUE.
Complete each page of the template from TITLE to SUBMIT.
3 Usethe navigation buttons at the top and bottom of each page to move between pages
o Bl LA e mfnrmaﬁun is optional.
peyed oul fields will be aulor ialisally Galoulated fo
6 EEE E E Use CHECK FIGURES buttons and correct any srmrs mgnngnted inred
Save or piint crfts ot any e

& Soovou and get an email

What am | left with’

Retain your wmp\eted fermplate 25 an uneciable PO copy of your accourts
e of the following will appear

T TR page o e SUMIT sace
Navigation buttons or drop-dovin menus
All guigance that appears in green text
Rows that contain no data.

Where can | get more information?
I you are unsure of your aeoo unts data or of your cligibilty to submit this typc of accounts, picase consult a qualiicd
professional For more help with this template select buttons “Frequently Asked Questions® and “How fo use this forn
(Uselll buttons for definitions and advice on key items. If these do not answer your query, contact our Helpdesk an
IR A T

W ENOILIGH TIME FOR COMPLET!
LATE SUBMISSION OF AGCOUNTS WILL LEAD TO A LATE FILING PENALTY.

ACCOUNTING PERIODS BEGINNING ON OR AFTER 06 APRIL 2008 WILL HAVE LESS TIME TO FILE ACCEFTABLE
ACCOUNTS. PLEASE CHECK WHEN THE LAST DATE FOR FILING ACCOUNTS WITHOUT INCURRING A LATE FILING
PENALTY IS

(This template s only valid for 90 clays after the download date)

Note 1 Will these be the company's first accourts since incorporation’? ( Please enfer Yes' or No* 4 ol i |

2s appropriate)

Glleking the Contings’ Button Wl confitn that you have tead and understood the
above conditions of use of this template and wish to contin

EE @ N e EE e

Registered Number 99999499
TEST COMPANY NAME LIMITED

Abbreviated Accounts
[ 31 Meroh 2008

This is the first page of your accounts, check the above date is correct before proceeding to the balance sheet

Con'ﬁn ies House is exﬁnmﬁ Accounts to be ‘made Up' to the above date. To :h:lnie this date i\easa ciick on the date

www.companieshouse.gov.uk




B Complete the Balance Sheet* page with data relevant to your
accounts.
* the example shown here is for first year of trading

M If you do not have figures to enter in a specific box, leave it blank.
Do not enter a zero.

B Click ‘Check Figures’ to ensure the figures balance. You need to
repeat this if you make any changes on this page.

M Error fields will be displayed in red.

M Draft versions of the template can be emailed or printed for
circulation to colleagues or the board of directors.

Note: If you are unsure of your accounts data or your
eligibility to submit this type of accounts, please consult a
qualified professional.

Balance Sheet as at 31 March 2006 Please select required currency [l [gap =l
3110372006
€ £
Investments i ]
Total fixed assets [ In|
Current assets a
Stocks i ]
Debtors [ Im]
Investments [ Im]
Casn at bank and in hand [ Iu]
Total current assets HO
Prepayments and accrued income ] [ I:I
Credito ts falling
due within one year (Nomallyregaive) Il (1 :[
Mt current assets (iabilities) [ I} l:[
Total assets less current labilit a l:l
Cre
e B0 L1
ana
Accruals and defer I:’
Total net assets (i j;l
Capital and reserves
Called up share capital HO
Share premium account HQ
Revaluation reserve HO
Other reserves Bo
Profit and loss account B0
Shareholders funds [ In]
o
e e I |
(e 1] o

submitting the data

Go to the Submit page for the 3 final steps to complete before
submitting the template.

Step 1 The "pre-submission checks’ button will check that all
mandatory fields have been completed and the balance
sheet balances. Any errors will be highlighted in red. Once
you have corrected these, you need to ‘check figures’ and
perform the pre-submission checks again. Once there are
no errors listed proceed to step 2.

Step 2 Print a copy of the document for the directors to sign.
This copy can be kept by the company.

Step 3 Click ‘'submit’. You will be prompted to enter your
‘authentication code’. The accounts data within the
template will be uploaded to Companies House and your
‘envelope reference number’ will be displayed. When you
close the window the template will convert to a normal
PDF containing the data you have submitted. A window
confirming that your accounts have been sent to
Companies House will appear. The PDF can be saved
to your PC.

Note: Do not send the paper copy to Companies House.

I KN o kN B

TEST COMPANY NAME LIMITED Registered Number 99993999

Submit

[Complete each of the 3 sieps beiow.

For a u expianation of each siep use the Illutons provisea

|t the end of this process:

|- This template will canvert to a standard, unediiable PDF copy of your aceounts for yeu to keep for your recards.

|- You wil receive an email acknowledgement from Companies House.

Please check the Companies for up-to- ‘WebFiling
STEP1 STEP 2 STEP3
e Submisonciects L] T O (s L

=\ Your accounts have been submitted ko Companies House, You should receive
\}) an emal wiEhing the next Few rinutes acknowiedoing receint of the accounts,
They will then be checked against the records held at Companies House. This
usually cccurs withing one working day bt may take up o five working days. A
further email stating if the accourts have been accepted or rejected will then
be issusd

Please quote the Following reference, kogether with the company number, in
any communication about this transaction

001-007186

When you elose this window the Eemplate wil convert to  normal Adobe POF
document only containing the data that you have submitted ko Companies
House. You wil no longer be able to amend this document though you can save
copies and print & if required.

Click OF to close this window.

Contact Centre: 0303 1234 500




confirmation

After submitting data we will send 2 emails, one to confirm receipt

of the data and a second to confirm if the data has been accepted
or rejected

B The confirmation of receipt email will be sent within 3 hours
of the data being submitted. (If you do not receive
confirmation you can call our contact centre for advice, quoting
your envelope reference number).

B The acceptance / rejection email is normally sent within 3
working days once the document has been processed
(most documents are processed within 24 hours). If your data is
rejected the reasons will be included in the email.

HELP

Help is available thr

oughOUt

ili link to
\WebFiling and a .
"WebFiling FAQS' \S.ava\\ab\e
on our website

1= Please guote this reference in any communication with Companies House.

= Mail To: Test Company Name Limited B == j

File Edit View Actions Tools Window Help

H flsend X concel Faddess o | S | Elspeicree | & & (@ 17

Wil | end options |

From: | [web-filing@companies-house.gov.uk. o

Tos [Test Company Wame Liited |

Subject: [confirmation of Receipt

Arial Sl e 2fu|@-|=EE == |—a@”

This message has been generated in response to the company details submitted ;I
to Companies House YWebFiling service on 05/10/09

Company Number: 09999999
Company Name: Test Company Narne Limited

You will receive an email within the next 3 days to confirm whether the document
has been accepted or rejected. The document changes will only be displayed
online when they have been accepted

The Filing Reference MNumber is 000006

% Mail To: Test Company Name Limited I N [=[E3]
File Edit Wiew Actions Tooks Window Help

J [l send 3¢ Concel addess o | S | Bopelcheck | & % \ 17

Wil | Send Options |

Fram: - Iwehrﬁlmg@mmpames'huuse.guv.uk el

Tot ITestCnmpanyNameLim\tsd |

Subiect: [company details acceptance

Brial Zfo-lr r o @l EEssE22 2 —@@”
This message has been generated in response to the company details submitted tathe &

Companies House WebFiling serice on 05/10/09

Company Number 93939939

Company Name: Test Company Name Limited

The Abbreviated Accounts: Audit Exempt was accepted on 06/10/09

This will be shown as form AA an the public record.

The Filing Reference Nurber is 000005 Please guote this refarence in any communication

www.companieshouse.gov.uk




how to contact us

contact centre: 0303 1234 500

(For training and quality purposes your call may be monitored)

mini-com: 029 2038 1245
email: enquiries@companieshouse.gov.uk

Cardiff: Companies House
Crown Way, Cardiff CF14 3UzZ

Edinburgh: Companies House
4th Floor, Edinburgh Quay 2,
139 Fountainbridge, Edinburgh, EH3 9FF

London: Companies House
21 Bloomsbury Street, London, WC1B 3XD

Belfast: Companies House,
Second Floor, The Linenhall,
32-38 Linenhall Street, Belfast, BT2 8BG.

For the most up to date version of this booklet please visit our website at:

www.companieshouse.gov.uk

Disclaimer - Company information supplied by Companies House
Companies House is a registry of company information. We carry out basic
checks to make sure that documents have been fully completed and signed,
but we do not have the statutory power or capability to verify the accuracy

of the information that companies send to us. We accept all information that
companies deliver to us in good faith and place it on the public record. The
fact that information has been placed on the public record should not be
taken to indicate that Companies House has verified or validated it in any way.
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