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Introduction 

 
In addition to using one of the best pieces of MTD bridging software on the market, the Excel VAT Filer client portal 
allows for the following: 
 

• check any VAT submissions that have been made to HMRC; 

• reprint any successful submission receipts from HMRC; 

• confirm how many licences you have left and when they expire; 

• place your own orders via the Client Portal, 24/7, and the licences will be automatically added to your 
account; 

• create or amend your own username and password for the spreadsheet; 

• check and amend your own account details; 

• add multiple contacts/usernames and passwords to your account enabling you to track who is making 
submissions and when; 

• unblock your own account if it has become locked due to incorrect username and password being entered 
too many times. 

 
The aim of the Client Portal is to give you more visibility and control over your licences and what submissions you 
make and is in addition to the Knowledgebase feature which enables you to easily fix any rejected VAT returns from 
HMRC. The knowledgebase is accessible via the online portal.  
 

All this added functionality is provided FREE and as part of your annual licence, making EVF unbeatable 
value. 
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Navigating the Client Portal 

When you log into the Client Portal you will see the following screen. 

 

 

Account Details 

If you click on the Account Details button it will show you the address details we hold for you as follows: 
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From within this window, you can check that all of the company details are correct (these are the details that will 

appear on any invoices). To amend any details simply overtype the relevant field and then select ‘save’ at the 

bottom of the screen. 

 

Contacts 

From within Contacts, you can set up various users and assign them their own username and password for the Client 

Portal.  

To do this select ‘New contact’ and complete the screen below and select ‘create’ at the bottom of the screen. 
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This will then take you to the following screen: 

 

From here click on the tab headed ‘licence’. 

 

 

From this window you can see that a username and password has been set up and this needs to be communicated to 

the new contact and the relevant details entered into cells C29 and C30 on the VAT Filer spreadsheet to enable this 

new contact to file using their own details. An email will be sent to the primary contact on the account with this 

username and password, but not sent directly to the new contact. 
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Portal login 

When you create a new Contact, for GDPR reasons, they are not automatically provided with a Portal log in. Once 

logged into the Portal you will be able to see all transmissions to HMRC logged against the account, and also the 

licence details, so you can allow only the primary contact to access the account, or create a password against each 

contact.    

 

Submissions 

By accessing this screen, you will be able to see any previous VAT submissions that have been made for this 

particular company including the VAT number, company name, start and end date of the VAT return period, the date 

the return was filed and the ability to reprint the HMRC acceptance. A receipt is issued on screen at the time the 

submission is made, but can be reprinted from here if needed. 

 

 

 

Licence usage history 

From within licence usage history, you can see full details of how many licences have been purchased of the 

Absolute Excel VAT Filer along with how many licences that have been used, how many licences left available and 

the expiry date of each particular batch of licences. 
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If you scroll further down the page then you will see the following: 

 

 

This screen shows the licences being added to your account and the corresponding date but also shows a -1 in the 

count column along with the VAT number of any successful transmissions to HMRC. This is showing a licence being 

used and the associated licence batch. The contact column will show you the contact that filed the return. 

 

Orders 

From the orders screen you will be able to see details of any previous orders that you have made of the Absolute 

Excel VAT Filer and also gives you the ability to reprint any historic VAT invoices. 
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You can also order/renew any Absolute Excel VAT licences from within this window, to do this click on ‘Order New 

Licence’ in the top right-hand corner of the screen and the following window should appear. 

 

The licences are purchased in batches of 10, simply select the correct quantity by using the minus or the plus key and 

select ‘Next’. 

It will then take you to the following screen: 
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From here you will need to check the details.  If the address details are incorrect select the option ‘change address’ 

amend the details then select ‘save’ go back to client portal and then orders and start the process again. There is an 

option to enter a PO number (purchase order), this can be left blank if not applicable. 

If the details are correct scroll to the bottom of the page, tick the box to say that you agree to the terms and 

conditions and confirm the order (we would recommend that you read the End User Licence Agreement). 

 

From this screen select the type of card that you wish to use (we do require payment before the licences are added 

to your account) 

 

Enter your card details and select ‘confirm card details’. 

 

From the following screen simply review the details and then click ‘pay 48 GBP now’  



11 
 

 

 

You will get redirected to a screen on your bank’s website either identical to the one below (or something similar) 

you must enter the password that you set up with your bank or provider or alternatively an authentication code will 

be text to the mobile number they hold for you which you will be required to enter and then will be redirected back 

to our website. 

If you have any problems or you can’t remember your password you will need to speak with your provider. 
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Once the payment has been successful you will get the message displayed in the screenshot below.  The licences will 

have automatically been added to your account and you can continue to use the Absolute Excel VAT Filer. A VAT 

invoice will be emailed to the primary contact email address on the account. 

 

 

Licences 

This window shows a comprehensive list of all of the orders that you have placed with the corresponding licences.  In 

addition, it details the number of licences available and the expiry date of each batch of licences.  N.B. The licences 

purchased have a 12 month expiry date starting from the date of the first successful transmission to HMRC. 
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Knowledgebase 

The Absolute Excel VAT Filer knowledgebase can be accessed via the Client Portal and provides a searchable 

database of HMRC rejections, along with the relevant solutions, but also details of the most frequently asked 

questions. 

The Absolute support team will also keep this up to date with any HMRC maintenance downtimes. 
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Downloads 

From within Downloads, you can obtain the latest versions of the Absolute Excel VAT Filer for both Windows and 

MAC operating systems. You can also download the user guide(s) for the software. 

 

 

 

If you have any queries, please email support@absolutetax.co.uk  

All support for the VAT Filer software is by email. 
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