INTRODUCTION

In version 4.1 of Relate Company Secretary, electronic filing of B1 forms using the new Electronic
Filing Agents is enabled. Filing these forms electronically has the following advantages:

e The filing fee for a paper B1 forms is €40, whereas the filing fee for an electronic B1 form is
€20.

e Regardless of filing method, the B1 form is required to be filed within 28 days of the
company’s ARD. However, where the Bl has been filed electronically, there is a further 28
days allowed after the Bl submission before the accounts / annexed documents are
required to be submitted. This is the same as the existing situation for electronically filed
returns.

e Filing using the Electronic Filing Agent method removes the requirement to get IDs and PINs
from the Companys’ officers.

We refer you to the CRO’s information leaflet No. 15 for details of the Statutory Electronic Filing
Agent process. This is available for download at:

http://www.cro.ie/GetAttachment.aspx?id=a499b05e-021c-47al-b7b1-d0537592e3dd

Please make sure you follow all the steps detailed below in order to take advantage of the Electronic
Filing Agent process.
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Verification Signatories

In order to become a statutory Electronic Filing Agent, you will need to first decide who in your
office you want to have digital signatures for use on B1 forms, and who in your office should have
access to these signatures.

By default, all users of the system will have access to all signatures. If you wish to restrict access to
these signatures, see the section below on Security.

The individuals that you wish to have digital signatures now need to be set up in the Individuals
database. Name, Address, Date of Birth, Nationality, PPS Number and Directorships need to be filled
in for each individual, and Verification Signatory (on the E-Filing tab) needs to be ticked.

When this is complete, print a J2 form for the individual. You can print this from the Individuals
browse screen, by clicking the down-arrow beside ‘Print’, and selecting J2 Form.

r
&) Individuals Click Here [ E]@
Hew Edit %Eearch ﬁ- Delete (= Print ) Change Address R Cloze
Forename | Surnarme | Addiess Individual Feport l | Phone |
Bart Simpsan 742 Everge 12 Form ! -
Bernard Diunne Harbowr Ro 13 Form E]
Charle=s Sheen Dragon Migt Cagoana b |
Compary Contact] 3013 Lake Drive cibywest Business Campus dublin 24 Contact Phonel
Dramien Delfonzo Address Line 1 Address Line 2
Elztew Pablo Ezcobar 123 Main Street
Ethan H awk, Harbour Roadhs
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When the J2 form has been processed by the CRO, the individual will receive an ID and PIN by post.
These should be entered on the E-Filing tab under their Individual record.




Application for CRO account and application to act as an Electronic Filing
Agent

Go to Tools / Options, and go to the E-Filing tab.

If you do not have an on-line account with the CRO, you will need to get one using the A/C1 form.
Fill in whatever information is relevant in the fields Company Number, PPS Number, Business Name
Number and CRO Registered Client number. CRO ID should be either your Company Number or
Business Name Number. Select your Presenter name, ensure that Test E-Filing is not ticked, and E-
Mail E-Filing Results is ticked.

As your CRO account must be in credit at all times, you will need to send a cheque with the A/C1
form to cover a typical month’s usage.

With this information entered, print the A/C1 Form and the new Jla Form. The J1a form will list the
individuals that you previously selected as being Verification Signatories.

Options
Practice Details ] Settings ] Sage Time and Fees ] Sage Accounts Production ] Printing  E-Filing IE lE-FiIing LK ] Proey ]

Enable E-Filing v

Customer Account Mumber 123

Customer PIN ’(]31237

CROID [tzsas

Digital Cert Issued To |Fergus ONeill

Comparry Mumber ’W

PPS Murber ’7

Business Mames Mumber
CRO Registered Client Mumber I
AJC1 Payment Amount 500,00

Minimurn Balance 0.00
Presenter Marme |ncc0untant & Co ﬂ
Send Bl in cr#ML Format I~
AJC1 Form | 11 Form | J1a Form |
OK | Cancel |
Figure 2

You should now submit all J2 forms, A/C1 form (if you do not already have a CRO account) and Jla
form to the CRO. When they have processed this, they will send you some digital certificates (and an
account number and PIN if you do not already have a CRO account)



Installing the CRO Digital Certificates

If you do not already have Digital Certificates from the CRO, you will need to install them before
electronically filing. You will receive two digital certificates from the CRO by email. Save the two
attachments to disk (any location will do)

Load Internet Explorer, and click Tools/Internet options from the text menu. Select the Tab called
“Content” as shown below and click on the “Certificates” button.
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You need to load two certificates in this section. Click the Import button and a wizard screen will

appear.
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Change the “Files of Type” to “Personal Information Exchange” and browse to the location where
you saved the certificates. Select the Certificate that appears and select the Open button. The
Certificate will now appear in the wizard as selected. Select the Next button to continue.

Enter your Password (This is your CRO Account Number). Select the Next button to continue. Choose
the option “Automatically select the certificates store based on the type of Certificate” and select
the Next button to proceed.
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Figure 6

Complete the Certificate Import by selecting the Finish button in the final screen. You will be alerted
to say the “Import has been Successful”.

You will now need to repeat the above import process for the other digital certificate. When

browsing for this certificate, ensure that File Type is X.509 Certificate is selected (there is no
password on this Certificate).



Authorisation by companies of Electronic Filing Agents

When you have completed all of the above, your practice is now set up to act as an Electronic Filing
Agent on behalf of clients. You now need to get authorisation from the companies to act on their
behalf. This is achieved using a B77 form.

In your company browse, highlight the company you wish to act as Electronic Filing Agent for, click
the down-arrow beside ‘Print’, and select B77.

& Company Browse | Click Here l g@
MNew 1 Edit Hﬁearch L= Print L Delete L._@ Clone k\;_\*; Check &RD K3 Close | Include All -
Code | Req. Mo. I Jur. I Reqister - I Contact | Phone Mo, I Mext &R0 I
Snapshot ~
OBIMT | E77 =
2145 245939 IE In tombined Register mited
BE7HE2 IE  hizhWizard Test Co 3040942009
Addd, 456701 IE  Previous Docs Ltd 3040942021
ABC 010245 IE ABC Test Company Ltd 040942002
Figure 7

The B77 needs to be certified by an officer of the company, so if you know who is going to sign it you

can select their name from the following screen. Clicking Print will give you the completed B77
form.

—

B77
Authorisation to electronically sigh documents for
Stuarts Delphi Comparny

Girant Aothonsations
Revoke Authorisation
Certified by Stuart Dayle [Directar) -

Presenter Accountant & Co vI
Statuz Ready to E-File vI

Figure 8

When this form has been submitted and processed by the CRO, you will receive notification of

authorisation from them. When this is received, change E-Filing Authorisation to Authorised on the
Company’s Misc. tab.

Company Detalls - ABC Test Company L{d =]
| Genaral | | Genersl 2 | Addresses | Officers | Share Capital | Sharehciders | Share Transactions | Contacts | Events | Groups Mist. | Documents |
Miscellaneous Company Detals
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Auticles of Association Daont Prink Other Directorships |
Memarandum of Associastion Mergs Memo f Arts CROID
1 8 A Sumenary PIN
HY o Ratarat e E-Filng Agent Autharisation
Motes el
Senk: To Chenk
Authorised
Ready to E-File
Senk bo CRO
Received by CRO
Autharised by CRO

Figure 9



E-Filing a B77

Currently, there is a €15 filing fee for a paper B77 form. However, you may alternatively E-File the
B77 form, and this is free of charge.

1. On the Companies Browse screen, highlight the company you wish to act as Electronic Filing
Agent for, click the down-arrow beside ‘Print’, and select B77.

&) Company Browse | Click Here l g@
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Figure 10

2. Select the officer who is certifying the B77 form, select the presenter, and set Status to
‘Ready to E-File’. Then click Close.
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Figure 11

3. Now go to E-Filing, and select B77; all outstanding B77s will be listed. Click the Send
ujSend

button. This will send all B77 forms that have the status ‘Ready to E-File’
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You will receive an email from the CRO that shows the detail of the B77, along with a
Signatory sheet. The signatory sheet will show you which officers are required for signing.

When the signatory sheet has been signed, send it to the CRO.

At any stage after the initial electronic submission, you may check the status of the
submission by clicking Status in the E-Filing section of the package. The Status may be:

e Sent to CRO. This means that the submission has been sent.

e Received by CRO. This means that the return has passed validation checks on the CRO
server.

e Lodged with CRO. This means that the submission has been successfully filed and closed
by the CRO.

e Error with submission. This means that there was a problem with the submission. You
should receive more details on the nature of the error when you check the status.

When the status goes to ‘Lodged with CRO’, you may act as an Electronic Filing Agent for the
company. Until this status is reached, you do not yet have authorisation.



Security

As the ID and PIN are considered equivalent to personal signatures, you may wish to restrict the
access of particular users to these signatures.

If you do not already have any Users set up on your system, you first need to ensure that you have at
least one access group set up. Go to Tools / Access Groups and ensure that there is at least one
entry there with all boxes ticked. If you wish, other groups may be set up with access to various

parts of the system restricted.
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Figure 13

Now go to Tools / Users, and either create new users or edit existing ones. You can select one of the
access groups (as set up above), a password (if required) and which signature the user will have
access to. Access can be given to all signatures, no signatures or one particular signature.

e
) )
User Details User Details
User LD, IJB User LD, IJB
Forename IJDE Forename IJDE
SUrname |Bloggs SUrname |Bloggs
ArCcess Group IFu|| Access LI ArCcess Group IFu|| Access LI
verification Signatary I-‘\” ;l Verffication Signatory || ;l
Mone |
all
Password I Password Stuart Doyle
Confirm Password I Confirm Password
Ok | Cancel | Ok Cancel
Figure 14

If no users are set up, anybody using the system will have access to all sighatures that have been set

up.



Creating and electronically filing a B1.

Once all the previous steps have been completed, you are in a position to electronically file a B1
form for a company.

1. First, create the Annual Return event in the normal way. If the company has B77
authorisation, you will be able to select the signatory on the last screen of the event wizard.

The signatories available will depend on your security settings. If no users have been set up,
you will be able to select any of the available signatories; if you are logged in as a user, you
will be able to select signatures based on your user settings.
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2. Once you have the B1 created, check it as you normally would. When you are happy with it,

set the Status to “Ready to E-File”.

Event Status &
Status of Event

Date Completed
Diate Sent to CRO
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Documents Sent To CRO
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Date Accounts Sent to TRO | [ |

Figure 16

3. In Relate Company Secretary, go into E-Filing and select the relevant form type (i.e. Bl
Events).



You will see on the E-Filing screen that the signing type is Agent.

Click Send. This will send all forms (of the relevant form type) that have the status ‘Ready to
E-File’ and have a date that is on or before today’s date.

You will receive an email from the CRO that shows the detail of the B1.

In E-Filing, highlight the return and click Print. This prints the Patch page that you need to
send to the CRO along with any required annexed documents.

At any stage after the initial electronic submission, you may check the status of the
submission by clicking Status in the E-Filing section of the package. The Status may be:

- Sent to CRO. This means that the submission has been sent.

Received by CRO. This means that the return has passed validation checks on the CRO
server.

- Lodged with CRO. This means that the submission has been successfully filed and closed
by the CRO.

- Error with submission. This means that there was a problem with the submission. You
should receive more details on the nature of the error when you check the status.



