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Welcome!  

In this manual, you will: 

• get to grips with essential tasks that can be 
performed for landlord clients 

• understand the difference between the two MTD 
for Income Tax licence types in FreeAgent 

• learn how to prepare a client’s MTD for Income  
Tax submissions and file them directly to HMRC 
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Licence Types (Self Employment & UK 
Property) 
In FreeAgent we have two licence types for MTD for Income Tax. It is 
important that you choose the correct licence type for your client, this 
depends on their income source.  

Individuals who previously populated the Self-Employment (SA102) pages of 
the legacy Self Assessment return must use the UK Sole Trader client type for 
the new MTD for Income Tax return, as it only populates the Self 
Employment MTD for Income Tax submissions.  

Individuals who previously populated the UK Property (SA105) pages of the 
legacy Self Assessment return must use the UK Unincorporated Landlord 
client type for the new MTD for Income Tax return, as it only populates the UK 
Property MTD for Income Tax submissions.  

For Individuals that have ownership agreements on a property portfolio that 
you manage the MTD for Income Tax UK Property return for, only one licence 
per portfolio is required. You can file quarterly updates and final declarations 
for multiple users from one single licence of UK unincorporated landlord client 
type.  

Individuals that have income on both UK property and Self employment pages 
will need a separate licence for each. An individual with two or more distinct 
trades will need a separate licence for each trade. For example, a person 
running a dog-walking business and also working as a self-employed musician 
has two distinct trades and would need two separate sole trade licences in 
FreeAgent. 
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Creating a new Licence 

From your dashboard, within the ‘Clients' tab, begin by navigating to ‘Add 
client’ and then select ‘Create New licence’.  

 

Enter the client's business name and the subdomain you would like them to 
use. The subdomain needs to be unique so you may need to add additional 
numbers or letters to the name of your client’s business.  

Feel free to get creative and remember to choose something memorable for 
your client.  
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Next, choose the relevant client type. Please note that once the client type 
has been set it can't be changed later. Our MTD for Income Tax licences are 
the UK Sole trader and UK Unincorporated Landlord client types.  

 

Next, select the client’s status. An active client will have access to their 
FreeAgent account and will be able to upload bank transactions etc. Clients 
who are inactive won't have any access to FreeAgent. Please note that a client 
can only be active once. If you change their status from active to closed it 
can’t be changed back to active again. 
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If your clients have NatWest, Royal Bank of Scotland or Ulster Bank business 
current accounts, or Mettle accounts they are eligible to use FreeAgent for 
free. Tick the ‘Yes’ checkbox for ‘Does your client have an eligible account?’ 
in the get a free licence section.  

 

Select the relevant bank and enter the account number and sort code for 
your client’s business bank account.  
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Enter your client’s details in the account owner section, including their name 
and the email address that your client will use to log into FreeAgent.  

 

FreeAgent allows you to set permissions for what your client can and can't see 
within the software. The default user access level for a new client is level 
seven, which means the client can see and do everything in FreeAgent except 
submit VAT returns, file Self Assessment tax returns or post Journal entries. 
Move the ‘user permissions’ slider to choose the level of access you want the 
client to have to their FreeAgent account.  

 

freeagent.com

http://freeagent.com


10

Select ‘Save & continue to client setup’. 

If you’ve chosen to mark the client as active, you’ll need to confirm that you 
want to do this by selecting ‘Mark as Active’ in the pop up window. 

  

The following setup pages will ask you for information about your client’s 
business details.  
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The next page is ‘Accounting dates’, where you enter information on:  

• when your client started their business 
• their accounting year end 
• their FreeAgent start date (the date you would like to keep your client’s 

books from in the software) 
• the method you’d like to use to record transactions (accrual or cash basis) 

 

The next page is for if your client is VAT registered. We have VAT on all of our 
licence types. 
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The final page is the bank details page where you can fill in the information for 
your client’s main bank account.  

Bulk Actions within a Client’s account 

There are some bulk actions you can do to tidy your clients’ bookkeeping at 
quarter or year end from FreeAgent. If you would like to find out further details 
on how to view reports, banking, create invoices, bills and expenses and 
further functionality please visit the ‘Essentials’ and ‘Accreditation’ learning 
modules in the ‘Accreditation & Learning’ area of the practice portal.  

Bulk Recoding Bank Transactions 

In FreeAgent you can bulk reclassify the nominal code, VAT rate and the 
description of up to 100 explained/or unexplained transactions at a time.  
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To get to this area in FreeAgent from your client’s account, navigate to the  
‘Banking’ tab and select ‘Bank Accounts’.  

 

Select the relevant bank account.  
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In the ‘All transactions’ tab you can filter by transaction date. You will see a 
date drop-down. Select the date range you want to see transactions from. 

 

In the search box you can search by description, amount and nominal name.  
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Then, beside the transaction you want to bulk explain, tick the checkbox 
beside it. 

  

If you would like to select all of the transactions that have been filtered select 
the checkbox beside the date heading. 

  

Alternatively select the boxes beside the additional transactions you wish to 
explain at one time. You can’t explain both money in and money out 
transactions at the same time, so you’ll need to explain one type of transaction 
first and then the other. 
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On the right hand side of the page you will see a box.  

If you’ve selected a ‘Money In’ transaction, in the ‘Type’ drop-down menu you 
can choose from:  

• ‘Sales’ 
• ‘Refund’  
• ‘Money received from user’  
• ‘Transfer from Another Account’ 

If you’ve selected a ‘Money out’ transaction, in the ‘Type’ drop-down menu 
you can choose from:  

• ‘Payment’ 
• ‘Sales Refund’ 
• ‘Money Paid to User’  
• ‘Transfer to Another Account' 
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Then, select the VAT rate you wish to apply, if applicable.  

 

Then, select the category.  
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If you enter text in the description field, it will change the description on all of 
the selected transactions.  

 

Then select ‘Explain [x amount of ] transactions’. This will apply all the 
changes made to the selected transactions. 
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Find and Fix 

FreeAgent has a bulk categorising tool called ‘Find and Fix’ for bank 
transactions, out-of-pocket expenses and bills. You can fix up to 100 
transactions at a time and change the accounting category, VAT rate, and 
description of those transactions. Your clients must be a minimum of a level 8 
user to access this feature.  

In your client's FreeAgent account, navigate to the ‘Accounting’ tab and 
select ‘Find and Fix’ from the drop-down menu.  

 

While in the ‘Find and Fix’ tab, in the ‘Find items’ section, you can filter by:  

• ‘Date range’ 
• ‘Accounting Category’ 
• ‘VAT Rate’ 
• ‘Amount’ 
• ‘Contact’ 
• ‘Description’ 
• ‘Item type’ 
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Once you have selected the filters you want to apply, select ‘Search’.  

 

You can see up to 100 items per page. If a Bill has multiple line items, each line 
item will appear as a separate line in the results.  
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If you want to select all items on that page, select the checkbox next to the 
date heading.  

 

Alternatively, you can manually select the checkboxes next to individual 
items you want to change by clicking on the box next to each line item.  

 

freeagent.com

http://freeagent.com


22

Select ‘Proceed to fix items’ above the table.  

 

Find and Fix will allow you to select a change to Accounting Category, VAT 
rate, and Description to be applied across all of the selected transactions. If 
you don’t wish to change one of these attributes, please leave it blank or 
select ‘No change’.  
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To complete the process, select 'Fix [x amount of] items’. 

Finally, when the fix has been processed, it will appear in the ‘History’ tab.  

 

The most recent fix will be the first entry on this list.  

You can view the number of items changed, proposed changes, total items 
with the kind of item listed, and the user who completed the Fix.  
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To view the detailed report of changes, select ‘View details’.  

 

The box on the right-hand side of the page shows the same summary 
information as the previous page, but it also shows you how many 
transactions were fixed. 

  

The table on the left shows the detailed changes to the transactions. If there 
was a change, it will state what it was previously before the change.  
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It lists the:  

• description 
• date 
• accounting category 
• VAT rate 
• amount 
• status.  

If the fix failed for any items, you can select ‘error details’ to see why the fix 
wasn’t able to be made.

Smart Capture 

We’ve already covered Smart Capture on the mobile app, but you can also use 
Smart Capture from your desktop. Smart Capture is a paid for add-on in 
FreeAgent but every user gets 10 free scans a calendar month, after which a 
monthly fee needs to be paid for unlimited scans.  

You can bulk upload files to Smart Capture via the desktop version of 
FreeAgent.  

To do this, from within your client’s account, navigate to your client’s 
business name and select 'Smart Capture’ from the drop down menu. 
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The Smart Capture area will contain receipt files which have had the date and 
amount automatically extracted by FreeAgent’s Smart Capture functionality.  

To upload a new file, select 'or choose files’. 

 

Then select the file(s) you wish to upload.  

You can also drag and drop multiple files to the ‘Drag and drop receipts’ area 
to be automatically uploaded. 
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Smart Capture will then attempt to attach the file to a ‘Money Out’ bank 
transaction, if one exists that is marked ‘For Approval’ or has already been 
approved, and has a matching date and value.  

The ‘Bank transaction’ column will indicate which Smart Capture files have 
been matched to a ‘For approval’ bank transaction or a transaction that has 
already been approved.  

 

If we match a Smart Capture to a previously ‘approved’ transaction, the 
transaction will need to be re-approved. 

Guess will need to be enabled on the relevant bank account before the bank 
transaction is imported, in order for the bank transaction to have the status 
‘For approval’.
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If you click on the three dots menu button beside the smart capture you can 
select ‘Review transaction’ to view this in the banking area.  

 

Creating Bills  

Click on the three dots menu button next to the smart capture file and select 
‘Create bill’.  

 

This will open the Bill screen. Smart Capture will attempt to populate the date 
and amount.  
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The due date will default to 30 days from the extracted date.  

 

If the supplier was used previously and smart capture identifies it, FreeAgent 
will also attempt to auto-populate the supplier and category.  
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You will need to add the following fields:  

• reference 
• if it is a hire purchase 
• the VAT rate 
• link to project (if required) 
• re-bill (if required) 

Click ‘Save and review’, to finish, or ‘Save and add another’ if you want to 
add another bill.  

 

The file will be attached to the transaction and removed from the smart 
capture files area.  
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The ‘Bill’ screen will list the bill, and the paperclip next to the bill indicates 
there is a file attached to the transaction.  

 

If the bill is deleted, the system will ask if you want to delete the file 
permanently or move it back to the files area. 

Creating Out-of-Pocket Expenses 

Click on the three dots menu button next to the smart capture file and select 
‘Create expense’. 
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This will open the ‘New Out-of-Pocket Expense screen'. FreeAgent will 
attempt to auto populate the date and amount and suggest a cost category.  

 

You will need to select the user that is the claimant, VAT rate and add a 
description.  

You can link the expense to a project and re-bill it if required.  
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Click ‘Create new expense’ to complete the process.  

 

The file will be attached to the transaction and removed from the smart 
capture file area. The Out-Of-Pocket Expense screen will list the transaction.  

The paperclip next to the expense indicates there is a file attached to the 
transaction.  
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If the Out-Of-Pocket Expense is deleted, the system will ask if you want to 
delete the file permanently or move it back to the files area. 

 

Landlord Licences 
The Unincorporated Landlord client type within FreeAgent has unique 
functionality. The accounting categories within this account type are 
automatically mapped to the UK Property tax reporting type, however you can 
add additional accounting categories, as you can to all FreeAgent licences.  

FreeAgent features like reporting, VAT, invoicing, bills, out-of-pocket 
expenses and other core functionality is the same across all of your licence 
types. If you would like to find out more about different areas in the core 
offering then please revert to the ‘Learning & Accreditation’ hub on the 
practice portal.  

In an Unincorporated Landlord licence you can add multiple owners as users, 
and manage multiple properties, create specific property ownership splits in 
your portfolio, assign properties to bookkeeping and submit all of your 
multiple owners MTD for Income Tax UK Property return or old SA105 from 
start to finish.  

Smart Capture is also available in this licence type and each licence gets 10 
free captures per calendar month, after which there is a monthly fee to be 
paid for unlimited scans. 
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Adding Owners and Properties 

To add an owner to your client’s Landlord Licence, within their account, 
navigate to their business name and select ‘Settings’ from the drop-down 
menu.   

 

Select ‘Users’.  
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Then, select ‘New User’ in the top-right corner.  

 

Next, navigate to the ‘Role’ button and select ‘Owner’ from the drop-down 
menu.  
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Then enter the first and last name and email address for the individual 
owner.  

 

If you would like this user to access the account, tick the checkbox next to 
‘Send this user an invitation to set their password’.  

 

They will then receive an email to set a password.  
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You can also edit their permission level within the User Permission section. 

  

If you receive 100% of the income and expenses of the UK Property portfolio 
and you don’t manage all the owners directly, you can add a user and name 
them ‘Unmanaged Owner Split’ and fill in a dummy email. 
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You can also set this dummy user’s level to ‘0’ and not tick the ‘Send this user 
an invitation to set their password’ checkbox. This will allow you to assign a 
split to a property if you don't manage all individuals that share ownership of a 
property. 

 

To add a property, navigate to the ‘Property’ tab at the top of the screen.  
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Select ‘Add new property’.  

 

Next, you’ll need to complete the 'Property Details' section.  

Enter the property address in the ‘Address’ field. Please note that the first line 
of the address will be used as the property’s name in FreeAgent. You can also 
enter the town, region and postcode if you wish.  
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Select ‘Create New Property’ to complete the process. 

 

Viewing individual and Overall property Profit & Loss 

Navigate to the ‘Property’ tab at the top of the screen.  

 

You can view the overall profitability for all of your properties or view the 
profitability of a single property. In the ‘Overall Property Profitability’ section, 
you’ll see a basic profit and loss report which displays the total income and 
costs recorded for all of your properties and an overall profit or loss figure for 
your property portfolio.  
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The date of the report will default to the current year to date.  

 

To change the date, use the drop-down menu in the top-right of the ‘Overall 
Property Profitability’ panel. 
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To learn more about your overall property profitability, you can access your 
full Profit & Loss report by selecting ‘View full report’ in the bottom-right of 
the ‘Overall Property Profitability’ panel. 

 

To see the profitability of a single property, select the address of the relevant 
property from the list.  
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This will display a ‘Property Profit & Loss’ report for the property, which 
includes a summary of the property profitability.  

 

You can also view a breakdown of the income and costs allocated to the 
property. The first tab in the report is the property ‘Summary’ tab.  

The date of the report will default to the current year to date, but you can 
change the date using the drop-down menu in the top-right of the ‘Property 
Profit & Loss’ panel.  
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To view a breakdown of the income recorded for the property, select the 
‘Income’ tab.  

 

To view a breakdown of the costs allocated to the property, select the 
‘Expenses’ tab. 

Property Ownership Split 

You can assign property splits for the whole property portfolio if it's the same 
across all the properties, or you can assign individual property ownership 
splits for selected properties.  
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To do this, select the ‘Property’ tab at the top of the screen. 

 

Then, select ‘Edit property settings'.  
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Alternatively, navigate to the business name and select ‘Settings’ from the 
drop-down menu.  

 

Then, within the Accounting, Tax & Vat section, select ‘Property Settings’.  

 

freeagent.com

http://freeagent.com


48

Select ‘Add new ownership arrangement’.  

 

Select the relevant property from the ‘Property’ drop-down menu. 

  

You can select ‘All properties without specific arrangements’ to apply the 
same ownership split to multiple properties or individually assign different 
ownership splits to specific properties. Properties without an assigned split 
will automatically default to the 'All properties without specific arrangement' 
split unless otherwise specified.  
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Select the relevant owner from the drop-down menu for ‘Percentage 
ownership’. Each individual in the ownership arrangement will need to be 
added as an owner user in FreeAgent.  

 

Enter the individual’s ownership percentage in the percentage field.  
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For jointly owned properties, select ‘Add another owner’ and enter the 
second individual’s ownership percentage. Repeat this process for any 
additional owners.  

 

Please note that the ownership percentages must total 100 per cent. 

Enter the date that the ownership arrangement is effective from using the date 
picker in the ‘Effective from’ field.  
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Once you’ve entered all of the relevant details for the ownership arrangement, 
select ‘Save changes’ to complete the process. 

 

The new ownership arrangement will be applied to the selected property in 
FreeAgent. 

Landlord Bookkeeping 

Within a Landlord account in FreeAgent, when you complete invoices, bills, 
out-of-pocket expenses and bank transactions, you need to tag a property to 
each item of bookkeeping. There will be an additional ‘Property’ drop-down 
menu to tag to the piece of bookkeeping.

If you’re explaining a bank transaction to record rental income instead of 
creating an invoice, you'll need to do as follows.  
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Navigate to the ‘Banking’ tab at the top of the screen and select ‘Bank 
Accounts’ from the drop-down menu.  

 

Choose the relevant bank account from the list. 
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Then, select the transaction that relates to the rental income.  

 

Select ‘Rental Income’ from the ‘Type’ drop-down menu. 
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Select the property that the rental income relates to from the ‘Properties’ 
drop-down menu.  

 

Select ‘Explain transaction’ to complete the process. 

 

Add Property Management Fees to bank transactions 

You can add fees or commissions onto a bank transaction to account for the 
gross amount of the transaction. This can also be done in the landlord licence 
to account for property management or letting agency fees that have been 
deducted from the gross amount of the rent.  
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To do this, select the bank transaction you wish to add the fees to.  

 

Navigate to ‘Adjustments’ and select ‘Add fees or commissions’ from the 
drop-down menu.  

 

On the next page, you’ll see the ‘Fees to be added’ section.  
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Enter the amount to be added as fees to the transaction in the ‘Value’ box. 

 

Then, select the VAT rate from the ‘VAT’ drop-down menu.  

 

Under the fee you have added, FreeAgent will state the total value of the 
transaction with the fees added.  

freeagent.com

http://freeagent.com


57

In the ‘Category’ section, you can pick the accounting category you want to 
assign to the fees.  

 

Once done, select ‘Save and finish’ to complete the process. 

File for Multiple owners 

In the FreeAgent Unincorporated Landlord Client type you can file MTD for 
Income Tax UK Property obligations or Self Assessment UK Property pages 
(SA105) for multiple owners from a single licence.  
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To view your owners’ Income Tax returns, navigate to the ‘Taxes’ tab at the top 
of the screen and select ‘Income Tax’ from the drop-down menu.  

 

From the ‘User’ drop-down menu, you can navigate to the users within the 
licence to file their Income Tax obligations. 
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MTD for Income Tax submissions 
Switch your clients to MTD for Income Tax  

Firstly, you need to sign up your clients via HMRC on your HMRC Agent 
Services Gateway for MTD for Income Tax.  

On your Practice Dashboard, for a sole trader, navigate to the ‘Clients’ tab and 
select the name of the client you’d like to switch to MTD for Income Tax filing.  

 

Select ‘Switch Company account owner to MTD Income Tax filing’. 
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This will allow you to submit MTD for Income Tax returns from FreeAgent on 
that client’s behalf.  

For other property owners on a landlord account. Navigate to the ‘Clients’ tab 
from your Practice Dashboard and select the name of the client you’d like to 
switch to MTD for Income Tax filing.  

 

Then, click the ‘Users’ tab.  
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To the right of the name of the user you want to activate MTD for Income Tax 
for, click ‘Activate’ to activate them. 

Check your client’s details. Next, you’ll need to check your client’s National 
Insurance number and MTD for Income Tax start date.  

To do this, switch to your client’s FreeAgent account via ‘Switch-to’.  
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Then, navigate to your client’s business name and select ‘Settings’ from the 
drop-down menu.  

 

Next, select ‘Users’. 
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Navigate to the relevant user.  

 

Check that their National Insurance number has been entered correctly and 
matches your records and HMRC’s. FreeAgent will set the client’s MTD for 
Income Tax start date to be the start of the current tax year or to your client’s 
FreeAgent start date if later. FreeAgent uses this date to determine when to 
start aggregating information to send to HMRC as part of your client’s 
quarterly updates.
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Settings and Overview 

To access the MTD for Income Tax submission, within a client’s account 
navigate to the ‘Taxes’ tab and select ‘Income Tax’ from the drop-down menu.  

 

In this area, you can see the Tax Summary for an individual owner if you’re in a 
‘UK Sole Trader’ client type.  

In the ‘UK Unincorporated Landlord’ client type you can navigate between all 
the owners Income tax returns from the drop down menu at the top left. 
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Before you get started with sending your clients quarterly updates, we 
recommend you set up your client.  

To access the MTD for Income Tax Return, select the relevant tax year from 
the list.  

 

You can manage your clients’ submission quarters, how you submit expenses 
and individual information (final declaration) when you select the ‘Edit Details’ 
button on the top right.  
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Quarterly Update Calendar vs Tax year dates 

In FreeAgent, you have the option to switch between calendar months and Tax 
months. Tax months would be useful for your clients whose VAT return end 
date is the same as the accounting year end date of the 31st of March. This 
means you can submit your MTD for Income Tax quarterly update at the same 
time that you finish your VAT return in FreeAgent. 

By default, your quarterly updates will be set automatically to so-called 
‘standard quarters’ by HMRC. The standard quarterly periods are based on 
the tax year, and the quarters cover the following periods:  

• Q1: 6th April to 5th July  
• Q2: 6th July to 5th October  
• Q3: 6th October to 5th January  
• Q4: 6th January to 5th April.  

Alternatively, you can choose to use calendar update periods which end on 
the last calendar day of the quarter. This may make your record keeping 
simpler if your accounting period ends on 31st March. If you wish to use 
calendar quarters instead of standard quarters, you must select calendar 
update periods before you make your first quarterly update for the tax year in 
question. The calendar update quarters cover the following periods:  

• Q1: 1st April (or 6th April if you’re switching to calendar quarters) to 30th 
June 

• Q2: 1st July to 30th September 
• Q3: 1st October to 31st December  
• Q4: 1st January to 31st March (or 5th April if you’re switching away from 

calendar quarters)  
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Please note that if this is your first year filing under MTD for Income Tax, your 
first quarterly period must start on 6th April regardless of whether you 
choose standard quarters or calendar update quarters.  

 

Any income and expenditure dated between 1st April and 5th April will be 
included as an accounting adjustment in the End of Year figures. You'll need to 
file the End of Year submission after the quarterly submissions to include these 
accounting adjustments. 
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Full vs Consolidated expenses 

You also have the option at any time to switch from consolidated expenses to 
full expenses. 

  

Consolidated expenses are used when the information that is sent to HMRC 
only includes the total figures for income, total expenses and net profit. If your 
annual turnover is below £90,000, you can choose to submit only your 
consolidated expenses instead of a full breakdown.  

Full expenses are used to send HMRC expenses by tax reporting type for your 
quarterly update. You can send all 4 quarters as consolidated and switch to 
full expenses when submitting the End of Year. This ensures all the figures 
populate the correct tax reporting field and no manual adjustments are 
needed to separate your total expenses. 

Individual Information (Final Declaration)  

In the ‘Individual Information’ section you can choose whether or not you wish 
to file your client’s final declaration through this licence in FreeAgent.  
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In the ‘Do you want to send individual information?’ section select ‘Yes’ if 
you want to file through this licence.  

 

If you're sending individual information (e.g. disclosing voluntary Class 2 NICs 
or tax avoidance schemes) in another FreeAgent account or outside of 
FreeAgent, select ‘No’. 
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Export 

You have the option to export the information and submission data that HMRC 
has received from the MTD for Income Tax return.  

From the MTD for Income Tax return in your client’s account, select ‘Export’. 

 

You have the option to download the ‘Full Report (XLSX)’ which will 
download all the information that has been compiled in the return including 
any individual information that has been added.  
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You also have the option to download the ‘Submission data (PDF), which is 
the certificate of information that has been uploaded to HMRC.  

 

Retrieve HMRC calculations 

As part of MTD for Income Tax submissions, FreeAgent downloads the 
information that’s held on the HMRC system. This is linked to your client’s 
National Insurance number. If your client has multiple submissions for MTD for 
Income Tax then the numbers that appear on the first submission won’t 
include the numbers on subsequent submissions.  

In FreeAgent you have the option to download the calculations from HMRC 
without sending an update.  
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To do this, navigate to the MTD for Income Tax return, select ‘More’ and in 
the drop-down menu select ‘Request data from HMRC’. 

 
  
Select ‘Request data’. 

 

This will then download the information and update the ‘Estimated Income 
tax’ figure and update the ‘Tax Breakdown’ page. 
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Tax Breakdown 

HMRC will provide you with an annual tax estimate based on the information 
submitted so far. This is then extrapolated by assuming the same income and 
deductions for the remaining days of the tax year, forecasting your final tax 
liability. As a result, the estimate may change in future quarters and may differ 
from the actual tax liability due at the end of the tax year.  

To see a detailed breakdown of the tax estimate and your year-to-date tax 
position based on the submitted information to date, select the ‘Tax 
Breakdown’ tab.  
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The tax breakdown provided by HMRC displays your End of Year Estimate.  

 

This estimate is calculated using your submitted year-to-date information to 
determine your current tax position. HMRC then projects this forward, 
assuming the same income and deductions for the remaining days of the tax 
year, to provide the End of Year Estimate.  

Below the End of Year Estimate, you'll find the Tax Summary.  

 

freeagent.com

http://freeagent.com


75

This shows the Income Tax and National Insurance calculated based on what 
you’ve submitted so far for the tax year in question, without projecting it 
forward to the end of the tax year.  

Below the Tax Summary, you'll find a detailed breakdown of the calculations 
that make up the figures in the Tax Summary. 

Quarterly Updates 

The MTD for Income Tax quarterly updates will function the same for the UK 
Property Clients and the UK Self employment clients, the only differences will 
be where they populate on the MTD for Income Tax return.  

The UK Sole Trader Client type will populate the Self Employment pages of 
the MTD for Income Tax return and the UK Unincorporated Landlord Client 
type will populate the UK property pages of the MTD for Income Tax return. 

Sending Updates 

To send a quarterly update, navigate to the ‘Taxes’ tab at the top of the screen 
and select ‘Income Tax’ from the drop-down menu.  

 

Next, check that you’ve entered all of the relevant data for the quarter. In 
order to create an accurate quarterly report, FreeAgent needs to have all the 
details of your properties (if you have an unincorporated landlord account 
type), bank transactions, invoices, bills and out-of-pocket expenses.  
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FreeAgent will automatically populate your total income for the quarter in the 
Income section of the Self Employment page if you have a sole trader 
account, or the UK property page if you have an unincorporated landlord 
account type.

FreeAgent will also automatically populate your total day-to-day running costs 
for the quarter in the Expenses section of the Self Employment page if you 
have a sole trader account, or the UK property page if you have an 
unincorporated landlord account type.  

If you choose to submit full expenses, you can view a breakdown of the 
transactions that make up a particular figure by selecting the relevant item 
from the Expenses list. 
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This will take you to the ‘Show Transactions’ report filtered by tax reporting 
type and display all of the transactions that make up the figure for the tax year. 

 

Once you’re happy with the information, select ‘Send update’.  
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Select the period you want to report up to. You’ll see a list of any unfiled 
quarterly periods, along with the option to report for the year to date. The 
period you choose will determine which quarterly obligations are fulfilled. 

  

If you need to make changes to a previous update, such as adding missing 
income, FreeAgent will automatically update the correct year-to-date figures 
in your next submission.  

Once you’ve selected the relevant period, select ‘Send update’.  
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FreeAgent will then send the totals for each income and expense category 
shown on the previous screen.  

Once you have sent an update to HMRC, it can take several minutes for the 
submission to be processed by HMRC. Once the submission has been filed 
successfully, you will receive an email notification from FreeAgent letting you 
know. You'll see a green banner at the top of the page and FreeAgent will 
display your annual tax estimate received from HMRC. 

 

Annual Summary 

As part of the MTD for Income Tax submission you must file the non-financial 
information, accounting adjustments, and allowances from the bookkeeping 
solution that you’re filing the quarterly updates from. You must fill in all the 
fields at the end of the tax year, or enter it earlier to automatically include it in 
your quarterly update information. This information must be submitted to 
HMRC before making your final declaration.
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Navigate to the ‘Taxes’ tab at the top of the screen and select ‘Income Tax’ 
from the drop-down menu.  

 

Select the relevant tax year from the list.  
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Select the ‘Annual Summary’ tab. 

Adjustments 

To add an adjustment, navigate to ‘Add an Adjustment’ and select the type of 
adjustment you wish to report from the drop-down menu.  
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Enter the new value in the ‘Amount’ field. 

 

If you need to add an adjustment to reduce your figures, enter a minus in front 
of the amount.  

Then, select ‘Add Adjustment’ to complete the process. 
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To edit an adjustment, select ‘Edit’ to the right of the adjustment. 

 

Make any changes you want and then select ‘Save Adjustment’. 
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To remove an adjustment, select the cross ‘X’. 

 

Select ‘Yes, remove’ to complete the process. 

Allowances 
To add an allowance, navigate to ‘Add an Allowance’ and select the type of 
allowance you wish to report from the drop-down menu. 
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Enter the new value in the ‘Amount’ field. 

 

Then, select ‘Add Allowance’ to complete the process.  
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To edit an allowance, select ‘Edit’ to the right of the allowance. 

 

Make any changes you want and then select ‘Save Allowance’. 
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To remove an allowance, select the cross ‘X’. 

  

Select ‘Yes, remove’ to complete the process. 

 

End of Year 

You will need to submit and confirm your end of year submission to HMRC. 
This will include all your 4 quarterly updates combined and any adjustments, 
allowances or changes to non-financial information.  
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Before submitting, please ensure that all your bookkeeping is correct and all 
the information required for the client is entered correctly in the Annual 
Summary tab. You can also switch from consolidated to full expenses to break 
down the expenses by tax reporting type. This makes it easier to populate the 
information on the Tax return.  

Once the final quarterly update is complete you have the option to select 
‘Send End of Year Update’. 

 

Then, select ‘Send End of Year Update’. 
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If you are not filing your final declaration through FreeAgent then this is all that 
is required before you file the final declaration on a different Tax Production 
Software.  

In the next section we’ll cover how to submit the final declaration in 
FreeAgent.  

If you are not submitting a final declaration through FreeAgent you can mark it 
as filed from your MTD for Income Tax return.  

To do this select ‘More’, then from the drop-down menu select ‘Mark all [x] 
data as sent’.  

 

This will lock the accounts for the accounting period of the MTD for Income 
Tax return. 
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Final Declaration 

As previously mentioned in the settings and overview section above, you must 
navigate to the ‘Edit details’ section of the return. 

 

Select ‘Yes’ for ‘Do you want to send individual information?’ from this 
FreeAgent licence.  
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This will give you access to the Individual information tab, Employment tab 
and the Losses tab which will allow you to submit your final declaration 
through FreeAgent. The final declaration for MTD for Income Tax will be 
replacing the old Self Assessment return. 

Individual Information 

From your MTD for Income Tax return, select the ‘Individual Information’ tab.  

 

Here you will be able to enter any supplemental information for your clients 
return. When you send an update or request data if HMRC holds any 
information for the individual sources on their system they will populate the 
figure. If this doesn’t pull through, you can manually add it. This includes items 
like:  

• Charitable donations  
• CIS Deductions  
• Directorship Dividends  
• Disclosures  
• Foreign And Other Dividends Income  
• Foreign Reliefs  
• Marriage Allowance Transfer  
• Other Reliefs  
• Pensions Income  
• Savings Income   
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For all other sources, they follow a similar workflow where you select ‘Yes’ if 
you want to add this information to the return, or select ‘No’ if they have no 
information to add to this source.  

 

You must select ‘Yes’ or ‘No’ on all sources before you can submit.  

Some of this information is populated by HMRC from CIS300 data, but if you 
are missing a deduction you can add it to your individual information Page.  

To do this, first select ‘Yes’ under the ‘CIS Deductions’ heading.  
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Then, select ‘Add a CIS contractor’. 

  

Fill in the ‘Contractor name’ and ‘Contractor PAYE reference’ field. 
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Select ‘Create’.  

 

This will add the contractor to your return. Repeat this step for all of your 
contractors who are missing from the list.  

Then, select ‘Add period data’.  
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From your Annual Payments and Deductions statement from the contractor, 
use the drop-down menu to fill in each period that there was an amount 
deducted from. 

  

For the period selected enter the:  

• ’Deduction amount’ 
• ‘Cost of materials’  
• ‘Gross amount paid’ 
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Select ‘Create’. 

 

Repeat this process for each period there are deductions. 

Employment 

In the Employment Tab of the MTD for Income Tax return, you’ll be able to 
view the amount of Employment Income that has been reported to HMRC, 
and you can add additional income to this section.  

Similarly to the Individual Information section, once you send an update or 
request data to HMRC, they will populate the figure if they hold any 
information for the individual sources on their system. If this doesn’t pull 
through, you can manually add it.  
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To view Employment Income, navigate to the ‘Employment’ tab.  

 

From this tab you can add: 

• ‘Employments’ 
• ‘Non-PAYE Employment Income’  
• ‘Other Employment Income’.  

If you wish to add to these Employment Incomes select ‘Yes’ to indicate that 
you do want to declare employment income. 
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If they have no information to add to this source, select ‘No’.  

 

To add ‘Other Employment Income’, select ‘Yes’ for ‘Do you want to declare 
any share options, shares awarded or received, deductions for disability or 
foreign service, or lump sums?’. 
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To add a ‘Share Option’ for the client, select ‘Add share options’.   

 

A window will open and you must fill in all of the details in compulsory fields.  

Once you are happy with the information entered, select ‘Create’ to add it to 
the MTD for Income Tax return. 
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Losses 

In the ‘Losses’ tab, you can add losses for all of your Income streams even if 
the Quarterly updates and end of year have been submitted outside of 
FreeAgent.  

 

Losses make part of your final declaration. You can add ‘Brought Forward 
Losses’ on your first year of MTD for Income Tax.  

If you wish to add a ‘Brought Forward Losses’, select ‘Yes’ for ‘Do you want to 
manage your brought forward losses?’. 
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Then, select ‘Add a brought forward loss'.  

 

In the pop-up window you can add the Brought Forward loss by selecting 
which income stream it is for in the ‘Business’ drop-down menu.  
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Then select the ‘Type’ of loss from the drop-down menu. 

  

Add the loss amount in the ‘Loss amount’ field. 
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Select ‘Create’ when finished. 

 

To add a ‘Loss Claim’ select ‘Yes’ for ‘Do you want to mange your loss claims 
for this tax year?’. 
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Then, select ‘Add a loss claim’.  

 

In the window that appears, similarly to the above Brought Forward loss, you 
select the ‘Type of claim’, whether the type is: 

• ‘Carry Forward’ 
• ‘Carry Sideways’  
• ‘Carry Sideways (FHL)’  
• ‘Carry Forward to Carry Sideways’. 
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Then, select the ‘Business’ it is in relation to. 

 

Then, select the ‘Type of loss’ you are claiming from the drop down menu.  
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Once complete, select ‘Create’. 

 

Sending Final Declaration 

Once you have completed all of the additional information above, you can 
send your final declaration.  

To do this, navigate to your MTD for Income Tax return and select ‘Send 
Final Declaration’.  

 

You must have declared all income and tax reliefs.  
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If you don’t need to fill in a source, select ‘No’ that you don’t need to declare 
that source. If you don’t do this, an error message will appear when you try to 
send the final declaration and you will be told what sources that don't have 
‘Yes’ or ‘No’ selected.  

Once you have completed this, you’ll be prompted to ‘Create Final Tax 
Breakdown’.  

 

This will combine all of the information for your final declaration for MTD for 
Income Tax submission and send it to HMRC so they can calculate the figure 
to be reviewed and sent to clients.  
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If you and your client are happy with the submission, you can select ‘Accept 
and Continue’. 

 

You can also select, ‘Reject’ for the submission, which will unlock your 
accounts so you can make changes.  

 

You will need to create a new tax breakdown when you are ready to make 
your final declaration.  
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You have the option to ‘Save and Exit’ to come back later and submit.  

 

Once you have accepted the submission, HMRC will ask you to confirm that 
your client has received a copy of all the information being filed and approved 
the information as being correct and complete to the best of their knowledge 
and belief.  

Once accepted, the MTD for Income Tax return will be submitted to HMRC 
and your client’s return is complete.
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Support for your clients  
FreeAgent offers you and your clients a wide range of support, including: 
  
• bespoke practice training for you and your colleagues  
• ‘Getting Started’ webinars for you, your staff and your clients to help them 

understand the FreeAgent basics  
• a searchable online Knowledge Base  
• telephone and online support for you and your staff from our dedicated 

Practice Support team  
• telephone and online support for your clients from FreeAgent’s customer 

support team  
• a co-branded onboarding email journey to help clients get started and 

understand the basics of the software  

Security measures at FreeAgent mean our Practice Support team will only 
communicate with account managers who are listed on your Practice’s 
dashboard. Make sure that you add your staff members so they can receive 
support when they need it.  

For more information on how to use FreeAgent, visit our Knowledge Base 
online. You’ll find step-by-step instructions on how to complete a wide range 
of actions in FreeAgent, from basic functions right through to more complex 
accounting procedures.  

Knowledge Base 
Accountants’ Knowledge Base  

Practice Support team  
You can also contact our dedicated Practice Support team via email or 
telephone, 9am - 5pm on Monday to Thursday and 9am - 4pm on Friday.  

Email: practicesupport@freeagent.com 
Telephone: 0800 025 3800  

Please have your account manager ID ready when contacting the Practice 
Support team. 

https://support.freeagent.com/hc/en-gb?kb=
https://support.freeagent.com/hc/en-gb/categories/115000400624-For-accountants
mailto:practicesupport@freeagent.com
https://support.freeagent.com/hc/en-gb/articles/360001734680
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