The Quick Guide

to online filing

Abgy

or how to put paper forms
where they belong

How to get your business WebFiling

We've put together this step-by-step WebFiling guide to some of the main forms
you're likely to file with us. Keep it handy when you visit our WebFiling service at
www.companieshouse.gov.uk

How to register
You or your accountant can register your company
for WebFiling by entering details online. We'll
email a security code immediately, and mail

an authentication code to your registered office
address within five days.




Make a note of your key filing dates

You need to remember the dates when you must file annual accounts and returns
with us. You can check these for free on our website using WebCHeck.

My accounting reference date

This is automatically set as the last day in the
month in which your company was incorporated.
First accounts will cover the period starting on

How to file changes to accounting reference

dates online

the date of incorporation and ending on the |

accounting reference date.

My first Annual Accounts are due on

Miss this deadline and you'll receive a |
financial penalty.

My first Annual Return is due on
Every company must deliver a snapshot of

its details within 28 days of each anniversary |
of its incorporation.

(AAD1) Change of accounting reference date

Cormpamy Number 01234567

This submigion can be Lsed 10 change e Sccounting reléren date relating 1o aiher iy
proviows accounting period,

‘Youmay not change 3 period for which the sccounts are slready overdue.

fou may nol #dend & pariod beyond 18 MAnthe unless the company I6 in administration
ou mey nol exdend any period mone than once in five years (five sccounting periods) unl
0.

1o changs

€ current sccounting period I0SI00
T imniadiately pravious Sccounting penod  I0WI006

Pleage enter the date you wani ihe sccounting

#ccounting period 1o end (ddimmiywy) (see note 1)

“You may only edend & period more than ancs in five years if one of the following provision)
itk 2}
1. the company i in adminisabon, or
2 you have specille approval ofihe Secretary of Stale, or
3 you are stending the CoMpany's Sccounting refarance parnad ta align with 1hat of
the Eurgpian B e

IWyou are extending & pevicod mone Bhan once in fve years, please select the
COMASHONBING AUMBAT Of hvé Provieion (as listed above) on which you are

rehing =]
Ifyou have indicated that you have appeoval by the Secretary of State (oplion 2) o
aatind thi than yars, plad the cade provided
anyour v of Stale i I

(o0 BACK|

Change of accounting
reference date - AAO1

Select the accounting period
you want to change.

Enter the new end date of
the accounting period.

Make sure you are eligible
to change by checking the
on-screen notes.



How to file director and secretary

changes online

(APO1) Appointment of director

Company Number 01234567

Company Name SAMPLE COMPANY

Details of new director

Date of appointment (ddfmmiyyyy)

i Date of Birth (ddimmivy |—
Title: li
Forenarne l—
Other Forename (s} l—
Surname l—
CountryState of residence lm ST
Other Country/State l—

(details of Countryistate of residence’ must carrespand with the resi
Nationality l—
Business Orcupation l—

Former names (See note 2).

Farmet forename

Eormersuname

Other former forename(s)

Appointment of a director or
secretary — AP01 or AP0O3

Enter basic information about the
new officer. Provide both a service
and residential address. Only the
service address will appear on the
public record.

They need to give you ‘consent to act’
using any 3 of the following for you
to enter:

* Town of birth

* Telephone number

* Eye colour

* Last 3 digits of NI or
passport number

* Mother’s maiden name
* Father’s first name

(‘Consent to act’ information is NOT
disclosed on the public record)

Terminating appointment of Director or Secretary (TMO1, TMOZ)

Compay Humbor 234567
Comisany Hame SAMPLE COMPANT
The sddrens delais displayed a1 3
COmporle bodies.
Pluase select an appoimment (see note 1)
OTHER AN DIRECTOR
Cortrwes Wary
Candim
it Appointsd 01011994
Cecupation Managing Director
Nationality Gritisn
2201948 Ueitad Kingdom

TERMMATE AFFOINTMENT

Resignation of a director or
secretary - TM01 or TM02

Change of director or secretary’s
details — CHO1 or CHO3

These changes are very similar.

We display all your current secretary
and director details.

You simply choose the details you
want to change and confirm the date
of the change. No ‘consent to act’
data is required.

Note: Select APO2 or APO4 to appoint
a corporate director or corporate
secretary, e.g. a company, and CH02
or CHO4 for changes to a corporate
director or corporate secretary.



How to file address changes online

{ADO1) Change of Registered Office Address

Company Humber 01 234567
Company Name GAMPLE COMPANY
Current Address:
OTHER AN
Crown Way

Cardiff
CR143UE

Ploase aner he ngw details Sos note 1

Care of Marie 0f part of agdress)
PO R Mo (T part of address)

Cauriy [Frmses B

Poslode [ |[oowe

Buiding Nameo. 1
Adaress Line 1 [—

Change of registered office
address - ADO1

Single Alternative
Inspection Location (SAIL) -
ADO02, AD03, AD04

These separately involve
change of addresses and
can be done online by
simply entering the new
details, including postcode
and country.

Where your company has a
SAIL address indicate here the
registers held at this address.

How to file a return of allotment

of shares online

Add allotment

Company Humbor 1334567
Company Hama SAMPLE COMPANY

All flelds must be completed unless otherwise speciiied

Curenty GEP - Pound Sterling
Clags of shane Ordinary A
Nurnber of shares alotied 1
Noeninal valu® of tach shany 1
Amount pald ineluding share premium) 1
Amount unpald (including Share prsmiunt) %
Details of non-cash consideration (optional)
=
5

Allotment of shares — SHO1

Provide currency and class of
each share. Enter the number
of shares allotted, value,
amount paid on each share
and the date of the allotment.
Updates will reflect in the
‘statement of capital’ for

that currency.

Enter details of the prescribed
particulars of rights attached
to the share. See overleaf.



How to file annual returns online

Share Capital

Registered Location of Company SIC Capital
Address Details Company Registers Officers

Company Number 01234567
Company Name SAMPLE COMPANY
Data for Annual Return made up to 24/02/2010

The submitted form should reflectthe company's staternent of capital atthe date

All electronically filed capital information thatis accepted, will be placed on our rec
WebFiling Annual Return

Currency: GBP - Pound Sterling
Class of share: Ordinary &

Amount paid up on each share: 1.000000

Amount unpaid on each share: 0.000000

Number of shares: 53687

Aggregate nominal value: £367.000000

Prescribed particulars (of rights attached to shares) ORDINARY YOTING A
(Ta view full description select ‘Amend [ update capital)

UPDATE £AMEND car AL |[REMOVE CaPITAL

currency: GBP - Pound Sterling
Class of share: Ordinary B

Amount paid up on each share: 1.000000

Annual Return — ARO1

We display your company
details on screen for you to
amend or confirm including:

* Your registered
office address

* Your company officers

* Your nature of business
(provide this as a SIC for the
first time on your first annual
return)

* Your capital and shareholder
details including prescribed
particulars, commonly
contained in the Articles of
Association for a company.
Note: For the simplest form
of private company using the
standard model articles the
statement could be “each
share is entitled to one vote
in any circumstances”.

Contact details and authorisation

Ifthere is a query on your filed information, we will contact you by email at t

Please ensure this email address is correct

Ifreguired, an alternative email address andfor contact details can be provided
submission only

Forename:
Surname:
Telephone Mumber:

The position of the person authorising the submission of the information wit
following: (See note 2)

Director, Secretary, Person authorised, Administrator, Administrative receiver,

Commission receiver and manager, CIC manager, Judicial Factor or Liquidatol

Annual Return — ARO1

We will send confirmation

to the email address linked
to your security code. You

can also provide alternative
contact details.

Make a note of the reference
number on the following
‘Payment Options’ screen.

Pay the £15 fee either by
credit/debit card or if you file
for a number of companies
you can open an account.



How to file accounts online

1 T E=EE

SAMPLE COMPANY Registered Number 01234567

Balance Sheet as at 30 April 2003

Please sslect required currency [ |

Ensure all asterisked baxes contain data. Only complete baxes
relevant fo your accounts

Called up share capital not paid [
Current asssts

Cash at bank and in hand [l

Net assets [

Authorised share capital [[J] m

Number Share Type Value

N m— e
Issued share capital m
Number Share Type Valus

B e T

Total shareholders funds [

M.

NOTES
First Year Accounts [

1. " During the year the company allotted :mhmsmmsmm aggregate nomina}

R T —— B -
STATEMENTS a

a. For the year ending 30 April 2009 the company was enfiied to exemplion form audit under
430 of the Companies Act 2008 relating to small companias.

b, The members have not required the company to abtain an audit of its acoounts for the year in qud
in accordance with section 476,
©. i. The direct their i ‘complying with requir the Act with
o accounting records and preparation of accouns.
ii. The acoounts give a true and fair view of the state of affairs of the company as at fhe end of the)
financial year in sccordance with section 393,
d. These sccounts have been prepared rd ith th i licabl
0 the small companies regime

Audit exempt
abbreviated accounts

Dormant company
accounts — AA02

Check your eligibility to
submit the accounts type
chosen then download a
PDF template.

Inbuilt checks and interactive
fields will help you avoid errors
and omissions while you
complete the template offline.

The template can be saved as
a draft at any time and even
emailed to colleagues.

Once completed, click on
submit button to go back
online and send it to us.

Keep your business one step ahead

PROOF, our PROtected Online Filing service, adds extra security
when filing information with us. Sign up to PROOF via the WebFiling
service and we will only accept certain information electronically.
This helps reduce identity theft by stopping fraudulent changes by
paper forms.

Monitor is our service that lets you keep an eye on company
changes — your own, competitors and suppliers. Monitor alerts
you by email to changes in information being filed with us,
from companies you choose.

WebCHeck gives you free information on over 2.6 million
companies and options to purchase further documents and
reports using a credit or debit card.

Companies House Direct is a subscription service with access
to an even wider range of company information, including our
image database with over 15 years of downloadable documents.

Visit our website for further information
www.companieshouse.gov.uk
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