BIR Tax Compliance onboarding guide

Stand-in: Santos Print Studio - BIR Tax Compliance - November 2026

Watch the lesson, then do the same with this page open. AutoSOA prepares and tracks your returns. It does
not file them or pay BIR. Its answers are not tax advice: ask a Philippine tax professional about anything
marked for one.

Lessons
# Lesson For Min At the end you will have
1 First sign-in and the BIR rules owner 2 the BIR rules loaded
2 Your team owner 3 Ana can prepare returns
3 BIR registration owner 2 the registration saved
4  Taxpayer profile owner 2 the profile saved, the calendar filled
5  Your 2303 on file owner 1 the 2303 checked in BIR documents
6  What BIR has on record owner 3 registration and income tax answers checked
7 How the business runs owner 2 operations and history answered
8  Taking over from your bookkeeper owner 1 the handover list started
9 A rule that needs you owner 1 the weekend rule checked
10 Reading the calendar owner 2 the next deadline found
11 What your bookkeeper filed owner 4 Q1 and Q2 1701Q on record, with proof
12 Your sales owner 1 Q3 sales checked
13  Prepare the 1701Q staff 2 the Q3 1701Q computed
14 A customer's 2307 staff 1 the credit entered
15 Review and approve staff, owner 2 the 1701Q approved
16 File it owner 2 the 1701Q filed, acknowledgment checked
17 Pay it and prove it owner 2 Filed and paid
18 The month-end check owner 2 a month's check done, records exported
19  Areturn with no proof staff, owner 3 the Q3 2551Q filed late and paid
20 A quarter with no sales staff, owner 3 the Q1 2551Q filed, with nothing to pay
21 The wrong document owner 2 the wrong paper rejected, the right one checked
22 A mistake after filing staff 2 the amendment sent for review
23 BIR Academy staff 2 a lesson finished

24 Your practice company staff 1 a practice company opened, and back



Lesson 1 First sign-in and the BIR rules

For owner - 2 min - video tax-onboard-01.webm

At the end you will have: the BIR rules loaded
Before you start: Pause the video at any time, and do the same on your screen.

Steps
1 [ L - o Q searenoriumo w0 fouseme Rfsawk D @ ¢ &
. . Good morning, Carmel
AutoSOA gives you a link, a user name and & e .| LS
a password. The link opens this page. Pl N L
& Tox Center - g Yy bl L
Type your user name in User name P ey stns
or email. S reoo Po ae raao
Type your password in Password. il
B Create an invoice & See who has not paid 4t Look up a customer @ Ask AutoSOA

Click Log in.
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Home opens, and it greets you by name. The Billing course teaches Home. This
course starts in the Tax Center.
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If you did the Billing course, you did this S
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& Tax Center ok,

Open Administration, then Settings. ===~ e

12-hour, with AM and PM (8:00 AM, 530 PM v

o5 Carmela Sanios
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This is Settings. It holds the settings for your whole business.
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Every date and time in AutoSOA uses this
time zone.

Choose Asia/Manila in Timezone.
Click Save all.
Click OK.

4

Open Tax Center, then Compliance
Copilot.

5
The first item is Load the BIR rules. Rates,

deadlines and penalties all come from these
rules.

Click Open the Tax Center.
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The page loads again. Timezone shows Asia/Manila.
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This is the Compliance Copilot. It says what your business must do for BIR, and
what still needs proof. What to do next is your list. The most urgent item is at the

top.
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JRATT BT 51| \pat you owe i, and what would stop areturn being fied.

Finish setting up

Q searen orjump to *  / Guigeme

1. Load the BIR rules AutoSOA starts from — withholding rates, deadiines, penaities — each with the source it was checked against

2.Fillin your —TIN, RDO Ogen BIR regisiration
3. Say what kind of taxpayer you are, 50 the calendar shows what you actually file. Open taxpayer grofile

Unti these are done AUOSOA cannot tell what you owe BIR, 50 no daadiines of figuees are shown et

This is the Tax Center Dashboard.
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Home

Finish setting up shows what is still missing. S

Click Load BIR starter rules.

& Tax Center
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Ruies 82| BRforms  Deadiines
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jour arganisation checked it A rule marked Requires tax review carries an open question and
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A message says how many rules, forms and deadlines AutoSOA loaded. Now
see the rules. Open Tax Center, then Tax rules. This is Tax rules. Each rule

shows the BIR source it came from. Here are your rules. The tab shows how
many.

You signed in. You set your time zone. You looked at the Compliance Copilot, and you loaded the BIR rules.
Next, you add the person who prepares your returns.

Check yourself
¥ Where do you load the BIR rules?
Open Tax Center, then Dashboard. Click Load BIR starter rules .

¥ What does the Compliance Copilot show?
What your business must do for BIR, and what still needs proof. What to do next has the most urgent item
at the top.

v Why do you set the time zone first?
Every date and time in the Tax Center's history reads in it. Set it to Asia/Manila on Settings.

0o



Lesson 2 Your team

For owner - 3 min - video tax-onboard-02.webm

At the end you will have: Ana can prepare returns
Before you start: You need the account you opened in lesson one.

AutoSOA asks for two people on every return. One person prepares it. A second person approves it.

Steps
1 Qaeson__ 2 Roles as am W Oudeme Hfcedback O R & 8
A Home Roles + Newrole
First, Ana needs a role. s =
Open Administration, then Roles. =" = e o
This is Roles. Arole is a list of things a person can do.
2 [ A T - A e s sers Q - »  foudeme Wfeeomck O 2 € 8

Four permissions stay with you, the owner.
These are the checks on Ana's work.
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& Tax Center

Click New role.

®Active  Nov S, 2026 (Thu)

Type Tax preparer in Role name.

AuditLogs

Click Permissions. -

Settings

Find "Tax Center" in the search box.
Turn on Tax Center.
Clear the search box.

Find "Approve tax" in the search

os Com

box. Tax preparer is in the list of roles. Now add Ana. Open Administration, then
Turn off Approve tax returns. Users. This is Users. It lists everybody who can sign in.

Find "Record filing" in the search

box.

Turn off Record filing and payment.
Find "Check BIR" in the search box.
Turn off Check BIR documents.
Find "Verify tax" in the search box.
Turn off Verify tax rules.

Clear the search box.

Click Save.
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Users

Click New user.

Type Ana in First name.

Type Reyes in Last name.

Type her email address in Email
address.

Type ana in User name.

Turn off Set random password.

Type a first password in Password.

Type it again in Password (repeat). T S

Turn off Should change password on Here is Ana in your list of users, with the role Tax preparer.
next login.

Turn off Send activation email. You
tell Ana her password yourself.

Click Roles.
Turn on Tax preparer.

Turn off User. Ana needs only Tax
preparer.

Click Save.

You made a role that prepares returns but cannot approve them. Then you added Ana with that role. Next, you
copy your BIR registration into AutoSOA.

Check yourself

¥ Why does AutoSOA ask for two people on a return?
One person prepares it, and a second person approves it. The person who prepares a return cannot approve
it.

¥ Which four permissions stay with the owner?
Approve tax returns, Record filing and payment, Check BIR documents and Verify tax rules.

Common mistakes

* The screen says: You run the business alone.
Do: You still need a second user to approve your returns, such as your bookkeeper.



Lesson 3 BIR registration

For owner - 2 min - video tax-onboard-03.webm

At the end you will have: the registration saved
Before you start: You need your Certificate of Registration, BIR Form 2303.

Steps

1 [ A LTl — Bl 8 compliance > BIRFegistration Q searen or jump to xx Zougsme Wresosck O 2 ¢ 8

A Home BIR registration

Open Billing, then Tax & i
compliance, then BIR registration.

(s0R)

13% Ig

s (AR)

2

Expenses

o Ecommpience idual (company or partnership)
Summary Lists (SLSP) .

3 o0 individual: choose that, and the Name feids
BRR registration
Reports
& Tax Center
o o Acadarmy } Loava €ame 25 your registered name. 1 blank. Type it 3s Business name In Invoice sattings.

= Administration

ity | municipatty * © province

Reporting
Reporting cycte ©
Calendar year (Jan - Dec) v

cs CormelaSantos «

This is BIR registration. Every return uses these details. This bar counts the
required fields. Finish this page before you prepare a return.
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Your TIN is your tax identification number. It
is at the top of your 2303.

Your RDO is your Revenue District Office.
The RDO code is on your 2303.

Registered as decides which name fields
you must fill.

VAT-registered stays off. Santos Print Studio

BIR registered address.

is not registered for VAT.

Buikding/ floor / unit ©) Stroet * Barangay * O

Copy the address exactly as your 2303

City | municipality * ¢ Province * 2P code

shows it.

Type your nine digits in TIN. o comsmus

Type the branch code in Branch The bar now says Ready to file.
code. The head office has zeros.

Type 038 in RDO code.
Choose Individual in Registered as.

Type the business name in Trade
name.

Type your last name in Last name.
Type your first name in First name.

Type your middle name in Middle
name.

Type 118 in Building / floor / unit.
Type the street in Street.

Type the barangay in Barangay .
Type the city in City / municipality .
Type the province in Province.
Type the code in ZIP code.

Click Save BIR registration.

You copied your TIN, your RDO, your name and your address from the 2303. Next, you tell AutoSOA what kind
of taxpayer you are.

Check yourself

¥ Which paper do you copy the registration from?
Your Certificate of Registration, BIR Form 2303.

¥ When can you file?
When the bar on BIR registration says Ready to file.



Lesson 4 Taxpayer profile

For owner - 2 min - video tax-onboard-04.webm

At the end you will have: the profile saved, the calendar filled
Before you start: You need the BIR registration you saved in lesson three.

Steps

1 [ L0 N ToxConter » Tanpayer rofla Q sercnorime o w | Zossma Hremwk 6 @

A Home

Open Tax Center, then Taxpayer 5 s

uuuuu

profile . g

Taxpayer profile
What kind  the business

5. It decides which retums appear on the calendar and which penalty rates apply.

Taxpayer details

5

e Sentos, Carmela Reyes
© ot saved yet. Fill s in and save, 5o the calendar lists the returs you actually fle
™ 218-765-432-00000
Complance Copilot R00 038
Dashboard Adaress 118, Maginhawa Street, Teachers Vilage ~  Micro —under P3M -
. East, Quazen City, Metro Manila, 1101
v Non-VAT Incoma tax
Tax retwrns ate chosen o
R Gatendar b

Withholding and 23075 ltemized deductions

iles the 1701, nat the 17014)

Withholding

Returns you file We withhold tax from suppliers (0619-E, 1601-£G, 2307)

Say what kind of taxpayer you are and save, and this ists the retuns you

We file thiough eFPS ©
£ BIR Academy

= administration

cs Cormela Santos «

This is the Taxpayer profile. It decides which returns appear on your calendar.
BIR registration shows the details you saved in lesson three.
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Kind of taxpayer decides which forms you
file.

Size decides the penalty rates. A micro
taxpayer sells less than three million pesos
a year.

Returns start from the date you registered.
This is your income tax choice for the year.
Graduated rates also mean percentage tax
on your sales. Ask your tax professional
which choice suits you.

The optional standard deduction, or OSD,
takes 40 percent off your sales. You keep
no list of expenses for it.

We withhold tax from suppliers stays off.

Santos Print Studio holds back no tax from
its suppliers.

Choose Sole proprietor in Kind of
taxpayer.

Choose Micro in Size.

Pick 5 January 2026 in Date
registered.

Choose Graduated rates on taxable

income in Rate chosen for the year.

Choose Optional standard
deduction in Deductions.

Click Save profile.

[ A L Tax Center » Taxpayer profile Q search orfump to ®  fugeme Wl Fesoback O

A Home

£3 Training t decides which returs appear on the calendar and which p

MoNEY
£ siling
Sentos, Carmela Reyes

& Tax Center 218-765-432-00000

Miero — unger P3M v 01052026

Compliance Copilat 038

118, Maginhawa Street, Taachars Vilage

East, Quozon City, Metro Manila, 1101 *
Non-VAT Optional standard deduction (40%)

ced income: fies the 1701, not the 17014)

We withhold tax from suppiers (0619-E, 1601-EQ, 2307)

We file through eFPS ©

+ Non-VAT: < each qu uted fror
our fles.
ee " all taxpayer may fle
the 1701-MS instead (RMC 20-2026).

o5 Carmela Santos ”

Returns you file now lists your returns: the 2551Q for percentage tax, and the
1701Q for income tax.

You chose your kind of taxpayer, your size, your income tax choice and your deduction. Next, you put your

2303 on file.

Check yourself

¥ What does the Taxpayer profile decide?

Which returns appear on your calendar, and which penalty rates apply.

¥ Who should confirm your income tax choice?

Your tax professional. The choice holds for the whole year.

Common mistakes

« The screen says: Your calendar lists withholding returns you do not file.
Do: Turn off We withhold tax from suppliers on the Taxpayer profile, then click Save profile .

¢ ®




Lesson 5 Your 2303 on file

For owner - 1 min - video tax-onboard-05.webm

At the end you will have: the 2303 checked in BIR documents
Before you start: You need a scan or a photo of your 2303.

Steps

1 Qs

ter > BIR documents.

Open Tax Center, then BIR £ Tanng

MMMMM Add a document

documents. & s

& Tox Center

Compliance Copilot

Dashboard
Tax calendar

Onfile
Withholding and 23075 Mo documents yet. Start with the Certificate of Registratio

£ BIR Academy

= administration

cs Carmelasantos «

A Home BIR documents
AT IO, T3 s and BRs etters, Each counts once someone allowed to chack documents has chacked it

This is BIR documents. It keeps your papers from BIR. A paper counts only after

a person checks it.

2 D AviesoA__ .. Tox Conte > BIR documents

A Home BIR documents
Rex ‘

Add a document iS Where eaCh paper ey gistration, filngs, payments and BIRs letters. Each counts once someone allowed to chack documents has checked It

p— Add a document

comes in. & oo

& Tax Center

Choose Certificate of Registration in
What it is. o

Type where it came from in Note.

1 Registration (2303)

Click Choose file, and pick your
scan. Pt

= Administration

- Romimphopiod «

The document is on file. Its status says it is not checked yet.
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Compare the file with your paper. If they
match, check it.

Click Check.

() AutoS0A, Q searcn orfump . W Soudems Wreask 0 2 ¢ 8
A Home BIR documents

Regisration,fings, payments and BIR ettes. Each counts ance someon alowed t chack documants has chacked i « Copilot
43 Training
iy Add a document
# siing

& Tax Center

Compliance Copilot

oy

onfile

Docum

Here is your 2303, and it says Checked.

You added your 2303, and you checked it. Next, you answer the questions AutoSOA asks about your

registration.

Check yourself

¥ When does a paper count as proof?

Only after a person checks it.



Lesson 6 What BIR has on record

For owner - 3 min - video tax-onboard-06.webm

At the end you will have: registration and income tax answers checked
Before you start: You need the 2303 you checked in lesson five.

Steps

1
Open Tax Center
Copilot.

2
Click Set up.

, then Compliance

[ L T —

A Home

£ Training

& sung .

& Tax Center L
Compince gl
S—
Withotdiog and 23073
e
S
Pacomewion

Accountant handover

Compliance history

16+ Compliance Copiot

BIR Compliance Copilot

$Santos, Carmela Reyes

Sole proprietar - TIN ++s-se 432 - Non-VAT

What ta do next

@0atew  DusMan 27

xx / Gugeme W feesback 0O 3 ¢ 8

B Documents

& Graduated races —not canfirmed

@08 now

Confiem the income tax option for 2026

How far along

Focts about the business establshed dot19
[

Records received from a former acountant 0st1
Auswrer o questions - Ascsuntant handaver

Answerit
Retums you do not file
No VAT retums @ Not yet checked sganst the 2303
The business i regitared non VAT, 5o i fes no 25500 Confirm the 2303 doss not

Openthe guide
Tax ruies ppen e Chack
£ 8 Academy *
= Acministration v Check 8 registr Gpon the questions
0
Answar 8 questions about how the business runs PP
Cllonte Who NS, reatancers you 53, ves, oreign chents — each can acd a returor a
s Carmela Santos ® I
antos prin Stucko Have the weekend deadline ule confirmed o T
Tk Conter 5 Comphance Copiot Q Searcn orfump o * foudeme Wfemack { O C 8
A Home Set up the Compliance Copilot
What AUDSOA nesds 10 know about the business — answered, and wher it matters, shown by a document iCopkt
£ Training
Business and registration Income tax option How the business runs Fiing history
MowEY o 2 3 a
opan 2ope Sopen t
& siling day
AP Tw Comec: 2 Business and registration
Compiianee Copilat Who the business is to BIR, and the taxes on its 2303
Dashboard
B santos, Carmela Reyes — RDO 038, non-VAT, individual. Open BIR egisiration - Taxpayer profie
Taxcongar The T s shawn i fu only on the BR e g
Tax returns
he BI 1 — register { 2
- Does the BIR Certificate o 2303) — registered name, TIN, branch code, RDO and address’
Taxpayer profile & Unknonn
I Every 315 how  retum ands up against the wrong axpayer record, Upiood the 2303 and chec I againt the BIR registation pae

Reconcilation
Accountant handover

Compiance history

Tax ruies
£ BR Academy .
= Administration -

o Sumasen

O Yes No O 1dontknow

#Who tokd you? (ope

Does your Certificate of Registration list income tax?

& Unknomn

OYes ©ONo O ldontknow
Who tod you? loptiona) | &.. Formar accountant Save answer

Doas your Certificate of Registration list percentage tax?

er T

© Yes No O 1dont know

There are four steps. You do the first two in this lesson.
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The first question asks if your registration in
AutoSOA matches your 2303.

Choose Yes.

Click Save answer.

4

An answer counts when a document shows
it.

Choose your 2303 in the list of
documents.

Click Checkit.

b
A Home
£ Training
MoNEY
# ailing
& Tox Canter
Compliance Copilat
Dashboard
Tax calendar

Tax rotums

Tax Genter » Compliance Copitot

Set up the Compliance Copilot

What AULGSOA needs 10 know about the business — answered, and where It matters, shawn By a document

Business and registration 5 Income tax option 5 Hownebusiness runs @
8 cpen 2eper Sopen

Business and registration

Who the business is 1o BIR, and the taxes on ts 2303

Filing history

B Santos, Carmela Reyes — RDO 038, non-VAT, ndividual. Open BIR teqistraion - Taxpayar piofie
T TN 5 sncw I fll oy o the IR regisraton page

latest Certificate 2303) — registered name, TIN, branch code, RDO and address?

Taxpayor prefile
BiR documents
Reconcilation
Accountant handover

Compiance history

Tax ruies
£ BIR Academy -
e

= administration v

G i

Your answer is saved. It says Not yet checked. So far it is only your word.

o S,
A Home
£ Training
woner
& siling .
& TaxContor o
Compliance Copilot
Dashboard
Tax calendar
Tax retumns
Withhalding and 2307
Taxpayer profila
BIR documens
Reconciiation
Accountant handover
Compiance histary
Tax ruies
£ BR Academy .

= Administration v

cs CarmelaSantos

Santos Print Stuclo

03

m the 2303 ks how.a retuim ends up against the wrong taxpayer recard. Upioad the 2303 and check i sgainst the Bt regisiration page.

© ot yetcheckea | where to
Every retum carres 1l (W diffrer

© 1don't know

Who tokd you? optioaal)  0.g. Formar accountant Save answor

This answer counts once a document shows L

Choose a document on fie...

2 Upload certificats of rogitrstion (2303) and check i

Does your Certificate of Regitration lit income tax?

A Unknown Where to ot Your Form 2303, undier Tax Types

Every business pays income tax; the 2303 shows the form 1 fies under
OYes ©ONo O ldon'tknow

Who tela you? (eptioast) | 6.3,

Tax Genter » Complance Copiot Q searcn orjump 1o *  / Gudeme ¥ Feedvack
Set up the Compliance Copilot
What AUOSOA nesds 1o know about the business — answered, and where it matters, shown by a document.
5 and registration 5 income tax opton 5 Howthe business runs Filing history
2 per Sopen open

Business and registration
Who the business is to BIR, and the taxes on its 2303

B Santos, Garmela Reyes — RDO 038, non-VAT, individual. Open BIf reqistration - Taxpayer profile
The TN hown n ul ony on the BIR regisiration page.

latest Certificate 2303) — registered name, TIN, branch code, RDO and address?

Verlied | Where ta fod i: Your Farm 2303

23031 how a etum ends up against the wrong lasaayer

cord. Upload the 2303 and check 1t sgainst the BIR registration page.
O No O idon'tknow

Who tokd you? (optional) 6.9, Formar accountant

Save answor

)
Doas your Cartificate of Registration listincoma tax?

A Uninown Where to finl : Your Foem 2303, undier Tax Types.

Every businass pays income tax; the 2303 show the form I s under

OvYes OMNo

Whateld you? (optionsl) 0.3 tant

Doas your

fieate of Registration list percentage tax?

A Unknown  wnere 1o il it

e Form 2303, under Tax Types

Anar

T usiness is normall regi

for parcantage ta

OYes ONo O ldon'tknow

The answer now says Verified.

®  / Gudeme W Feedback

e g
+ Copilt

oo 8

+ Copilot
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The next five questions ask which taxes
your 2303 lists. Answer each one, and
check it against the 2303.

Income tax is on the 2303.

Percentage tax is on the 2303.
Value-added tax is not.

Expanded withholding tax is not.
Withholding tax on compensation is not.
The next two questions need other papers.

Answer them now, and check them when
you have the papers.

Your books are registered.

Your invoices are authorized.
Choose Yes.
Click Save answer.

Choose your 2303 in the list of
documents.

Click Check it.
Choose Yes.
Click Save answer.

Choose your 2303 in the list of
documents.

Click Check it.
Choose No.
Click Save answer.

Choose your 2303 in the list of
documents.

Click Check it.
Choose No.
Click Save answer.

Choose your 2303 in the list of
documents.

Click Check it.
Choose No.
Click Save answer.

Choose your 2303 in the list of
documents.

Click Check it.
Choose Yes.

Click Save answer.
Choose Yes.

Click Save answer.

. _

These two stay Not yet checked until you add the papers.



6 [ A ol — TaxCerter » Complance Copiet Q Search orjump 10 *  Soudeme WFedak 0 R € 8

A Home

This question asks for the choice you made & Tanig

Filing history

a

MoNEY

on your first return of the year.
& Tax Center
Click Next: Income tax option.

Choose Graduated rates, with
percentage tax.

Click Save answer.

2 Upload retur as fled and check it

Choose Optional standard
deduction.

leh deductions does the business take for 20267

Click Save answer.

s Carmela Santos «

The first step shows two answers still open. They wait for their papers.

You answered from your 2303. You checked each answer against it. Then you gave your income tax choice.
Next, you answer how your business runs.

Check yourself

¥ What is the difference between Not yet checked and Verified?
Not yet checked is your word. Verified means a document on file shows the answer.

¥ Why are two answers still open after this lesson?
They wait for their papers: your books and your invoice authority.



Lesson 7 How the business runs

For owner - 2 min - video tax-onboard-07.webm

At the end you will have: operations and history answered
Before you start: You need the answers you saved in lesson six.

Steps

1 [ L TokCentec » Complanee Coplot (S w0 fowsme Rfwawk D @ ¢ 8
& tome [B!I!Fumpliafcacopi,%' o } )
Open Tax Center, then Compliance =~ =" -

Copilot. o

Compliance Capilot

What ta do next

that shews your 2026 income tax option Addithe document
the 2303 update) where the cpton was aie<ted. Uni

£ BIR Academy

= administration v Check jon facts against your 2303 pen the questions

G Answer them
s CormelaSantos. ® 8 When yaucan
e Have the weekend deadine rule confirmed ——

Your answers so far are saved here.
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These answers decide which returns and
warnings you see.

You issue an invoice for every sale.

You have no clients abroad.

Some customers keep back part of what
they pay you. They give you a BIR Form
2307 for it. Each 2307 is a credit against
your income tax.

You have no employees.

You pay no freelancers.

You pay no rent.

You know of no open matter with BIR.
Carmela is taking over from her
bookkeeper, Marites.

Ask your former bookkeeper for the last
period she filed.

Click Set up.
Click How the business runs.

Choose Yes.
Click Save answer.
Choose No.
Click Save answer.
Choose Yes.
Click Save answer.
Choose No.
Click Save answer.
Choose No.
Click Save answer.
Choose No.
Click Save answer.
Choose No.
Click Save answer.

Choose We used one and are taking
it over ourselves.

Click Save answer.
Click Next: Filing history.

Pick 30 September 2026 in the date
box.

Type her name in Who told you?

Click Save answer.

[ - L Conter > Comphance Coplot Zougsme HFsamick O 2 ¢ 8
needs 1o know about the business — answered, snd where it matters, shown by 3 document o
# Home
Business and registration Income tax option How the busingss funs Filing history
£ Training | e D o B, .
woney
£ aiing Filing history
i What was fled before AUtoSOR, and what proves It

Up t6 the end of which period did your accountant fila raturns for you?

Compliance Copilot

0913012028 -]

eadline has passed this year

27 Apr 2026
(Mon)

2551012026

15May2026 17010 Q12026
(Fri) Vour forme? sccountant’s

27012026 25510022026
(Mon) Your s

17Au92026 1701022026
(Man) Vour forme accountan!

260ct2026 2551003 2026
i Cormeie Sanint « Your former accountants

(Mon)

© Fied —awaiting evidence | Guide

Returns she says she filed now say Filed, awaiting evidence. That is a claim, not
proof.



3 [ A Lo Tox Genter » Complance Copiet Q Search orjump 19 » /ougeme Wreemsk 0 ¢ 8

A Home Fri15 May 2006 17010 Q1208

L] awaits Suid
i i 2 Teainin
Click Done, back to the copilot. .
.
T Chmiac 2028 17010 Q22026 . . =y
P
B R EE —_—

oct

[
[Mon16Nov 17010 Q32026
2 2026

Mon 25 Jan 25510 04 2026
2027 The period ends 31 Dac: O Upsoming  Gude
Thu 15 Apr 17014 - 2026

Upcoms Guide
2027 The period ends 31 Dec; dus Tn RS

Recently

The third-quarter 1701Q is still on your list. Its deadline is ahead, so nobody has
filed it yet.

You answered eight questions about your business. You saved the date your bookkeeper filed up to. Next, you
list what to get from your bookkeeper.
Check yourself

v What happens when you say your bookkeeper filed up to 30 September?
Returns with a passed deadline say Filed, awaiting evidence . That is a claim, not proof.

¥ Does her answer hide a deadline that is still ahead?
No. A return due later stays on your list.



Lesson 8 Taking over from your bookkeeper

For owner - 1 min - video tax-onboard-08.webm

At the end you will have: the handover list started

Before you start: You need your answers from lesson seven.

Steps

1

Open Tax Center, then Accountant
handover.

2
You have your 2303 already.

The next three are what you must ask for
today: the returns, the acknowledgments
and the proofs of payment.

Choose Received.

Click Save answer.

Choose Asked for, not received.
Click Save answer.

Choose Asked for, not received.
Click Save answer.

Choose Asked for, not received.

Click Save answer.

[ L T —

A Home

£3 Training

mongy

£ Biling

& Tax Center
Compliance Copilot
Dashboard
Tax calendar

Tax rowms

Withholding and 23075

Taxpayer profile

BIR documents

£ BIR Academy

= administration

& fommisue

«

Conter » Accountant handover Q Ssaren orjump 1o *  /oudeme W Feetback 0 O ¢ 8
Accountant handover

Everything your former ing firm hoids that belongs to the by

<, and what s proven so far

[ © oo st o s sy s, it b o s hrfor o sk ff o i v

[What to get from them —0 of 11 eceivea | oustanding

© Not pet enechen

They say it was filed or paid, no proof yet

0913012026 o

12019022026 @ Fiea—m

Recelved ) Asked for, not received O Not recelved Does not apply

A copy of every retum they filed for you

Proven: filed and paid, documents checked

None yet

This is the Accountant handover. It lists everything your former bookkeeper holds
for your business. AutoSOA sends nothing to her. You use this list when you ask.
What to get from them is the list.

Q search oejump o o /ousems Wromek 0 & ¢ &

okub!ﬂk

A Home

A3 Training [What to get from them — 1o 11
MONEY Up to the end of which period did yos
£ siing

& Tax Center
Compliance Copilot
Dashboard

Tax calendar

Tax rotwrms

Withholding and 23075

£ BR Academy

= Administration

@ S

«

=
(5 gmsn o mow w RNR kS Tk v s i o R W g e B i

file retums for you? Nathing outstanding on record.

They say it was filed or paid, ne proof yet

212026 g evie

Notreceived O Does not apply

2 Upload certificata of registration (2303) and check i Proven: filed and paid, documents checked

None yet
A copy of every retum they fifed for you

s Next deadiines

1201Q:Q32026 & Awaiting
" - Do 18 Now 2028 (M), Dua &

This panel lists what she says she filed and nobody has proved. One item is
received, and you asked for three.
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Click Print to make a paper copy, 5 Ty

and take it to her.

& Tax Center
Compliance Copilat
Dashboard
Tax calendar
Tax rorns
Withhalding and 23075
Taxpayer profile
BiR documents
Reconcilation
Accountant handover
Compiance history
Tax ruies

L3 BIR Academy

= administration

o5 Comelaantos ®

Tax Genter » Ageountant handover

Q Search or jump 10 *  Soudeme WFedak O R € 8

8 Print [

Accountant handover

Everything your f ting firm hoids that balongs to th business, an

orm 8 what s proven so far

© AutaSOA sends nothing to the firm and changes nobady’s access. Use this list when you ask them for the records; tick each off her

What ta get fram them — 1 of 11 received Outstanding

Up 10 the end of which period did your accountant fle returns for you? Nothing outstanding on record.

They say it was filed or paid, no proof yet

st Form 2303, and any Form 1905 updates

© Hot yet checked

® Received Asked for, not recelved Not received Does not apply
o 0 e Formes
‘Choose a document on fie. v

2 Upioad certificate of ragitration (2303) and check i Proven: filed and paid, documents checked

None yet.
A copy of every return they fied for you

You marked what you have, and what you asked for. Next, you check a rule that AutoSOA cannot decide for

you.

Check yourself

¥ Does AutoSOA contact your bookkeeper?

No. It sends nothing. You use the list when you ask her.



Lesson 9 A rule that needs you

For owner - 1 min - video tax-onboard-09.webm

At the end you will have: the weekend rule checked

Before you start: You need the rules you loaded in lesson one.

Your 1701Q falls due on a Sunday this quarter. A rule moves that deadline to Monday. AutoSOA has only

secondary sources for that rule, so no return can be approved until a person checks it.

Steps

1 DavesoA__ ...

# Home

£3 Training

Open Tax Center, then Tax rules.

MoNEY

o 5 Toxrules

/ Cudeme  f Feedvack 0 O €

& These are not legal advice. Each rule says where it came from; Verified means someone n your organisation checked it. A rule marked Requires tax review carries an open question and

# siing

& TaxCenter

stops.

Ruies 82

Complance Copilot

Withholding and 23075
Taxpayer profile

BIR documents

Reconcilation

£ BR Academy

= Administration

o5 Comela Santos «

Most rules cite the law. One rule needs a person.

2 [ L ——

# Home

£ Training

Find “"weekends"” in the search
box.

MonEY
& Billing

& Tax Center

woos1

Weos0

weos1

weoz

uses it being

BRfoms  Deadiines

Busi

iness and boskikeeping agents and agencies (xceeds $720,000)

nsarance agents and insurance adjusiers {dd not exceed #720,000)

> Tox res

stops.

Ruies 82

Compliance Copilat

i your team checked it

Accountant handover
Compiance history

Tax ruies
22 BIR Academy

= Administration

cs Somaiasantos «

uses.it being

BRforms  Deadiines

(‘e woskanas

Its status says it requires tax review.

Type

Expanded wihholding

Srmers D Cowmns T
Type rentrate  Veri
™ e & opor
o o = Oper

Expanded witnhoiding

Expanded withhoiding

10% & op.

15% = Oper
10% @ source ciied = oper
15% @ source ciled = Oper
10%  ® Source citod  Oper
15% @ Souce clied & Oper
0% @ Source cited ® oper

7 Gudeme ¥ Feeavack 0 @ €

& These are not legal advice. Each rule says where it came from; Verified means someone in your arganisation checked it A rule marked Requires tax review carries an open question and



3
Click Open.

4

Ask your tax professional first. Then write
down what you checked it against.

Type what you checked in the box.
Click Verify this version.

5

Close the panel.

The rule opens, with its source.

A message says the rule is verified.

Version  @inforcetodsy @ Requires tax review

Settiog on

Appiies 1 Ja0 2018 () < uni ehanged

&

»»»»»» Bue gt = next working 03y on o after the nominat due date

‘ang every form? Only

+ Adda version (rate o rule change)

Deadiines on

secendary
needed: the RIC tert or the BIR

'DEAGLINE-ROLL-FORWARD - Expanded winnoiding

© veriied

1 Jan 2016 (Fl = il changed

working day

+ Adda version lrate or rule change)

Verifisd ‘Carmela Sartas, & Nov 2026 (Fr)

[ A L —— Tox Center > Tax rules @ Search or jump o, % foudeme Wreeasck £ & ¢ 8
- Tax Ceter / Tasnes
Tax rules
£3 Training Rates, coacines and ponalties, sach with tha BIR source t came from snd wha i your team checkod it
uuuuu
@ These are not legal advice. Each rule says where it came from; Verified your ked it.
£ Biling v stops any it bein
& Tax Center
Rues 8  BRfoms  Deadines

Complance Copilot

Dashboard

Tax calendar

Q wookends =rwes  Dcowmns T -
Tax returns
23078
Taxpayer profile aTC Rule Currentrate  Verification
BIR documents.
on  @vertes = open
Reconciliation ¢ N
Accountant handever = %y w T-tottie

Compiance history

Takrules
£ 8iR Acadomy
.....

= Administration -

Carmela Santes
€5 Santos pin Studa X

The rule now says Verified.

You found the rule that needs a person. You recorded what you checked it against. Next, you find your next

deadline on the calendar.

Check yourself

¥ Why must a person check this rule?

AutoSOA has only secondary sources for it, and no return can be approved until a person checks it.



¥ What do you write in the box?
What you checked the rule against, after you ask your tax professional.



Lesson 10 Reading the calendar

For owner - 2 min - video tax-onboard-10.webm

At the end you will have: the next deadline found
Before you start: You need the profile you saved in lesson four.

Steps

ter » Tox calendr Q searen orjump o »™ fousems Wreawk 0 Q ¢ 8

1 O 250

A Home
£ Training
Open Tax Center, then Tax calendar.

< 2026 > QofBdone-§ the deadiine Hide what is done

& Tax Center

Tax retums. Gen

Fri 15 May 2026 17010 Q12026 @ No filing an record. Prepare.
Mon 27 Jul 2026 25510 022026 @ No filing an record 2550 is 25 Jul 2026, Set '8 Jul are not working days, Prepare.
Mon 17 Aug 2026 1700 Q22026 @ Mo filing an record 17010 is due on day 15 of the second manth after the period: Sat 15 Aug 2026, Sat 15 Aug and Sun 16 Aug ar, Prepare.

&3 BIR Academy

o s

This is the Tax calendar. It lists each return your profile makes you file this year.
Each row is one return. No filing on record means AutoSOA holds no return for it
yet. You add them in lesson eleven. Your next return is the 1701Q for the third
quarter. It is due on Monday, 16 November.

2 AvioSOA__ . ToxConte » Compiance Coptot @ S oo o fowseme Wremex 0 Q ¢ &
The Compliance Copilot shows the same £ Tranes
Man27 M2025 15515 02 2020 IO
MowEY ® " Yourformer accountant's his period. i It Ask them for i, th [ essiss L

returns, with more help. £ o

Mon 17 Aug
2026 17010 Q22026
Wory SIS Your formes accauntant’s flings cover

Open Tax Center, then Compliance e -

& Tax Center
© Fied —awaiting evidence  Guide

Tax calendar

COEI'Ot . — © Fiea—awaiing evidence | Guide
Withholding and 23075
Taxpayr profile Mo 16 Nov
BIR documents 20260 ” ; i - & Awaiting documents Guide.
Mean 25 Jan 25510 - Q4 2026 Guide
2027 The period ends 31 Dec; duo Mon 25 Jan 20; Ll
T ol
Thu 15 Apr 17014 - 2026
£ o Academy v 2027 The perio s 31 Dac; dus Th 202 Supcomng | Guide
= adminisiration
Recently Full hitory

ower > 2026-09-30.

This is the Compliance Copilot. It shows what your bookkeeper says she filed.
This row shows two dates. The law says Sunday the 15th. The rule you checked

moves it to Monday. When you can, file by the earlier date.



3 [ A L se Conter » Complancs Copilot Q Seorch orfump to *  Soudeme WFedak O R € 8

A Home Quarterly Income Tax Return for Individuals, Estates and Trusts — Q3 2026
H A Why it spplias, what 1o do, and what proves it is dore « Copilot
Click Guide £ oo
oney x Asen
& o oue \ 2026. Stil needed: The income tax aption for 2026, verified against the return that slected i. The 2307 your clients gave you for Q3 2026.

& Tax Center

Compliance Copilot Why this applies Still needed

Dushboerd. + The profile has the busines
Ta calendar income tax return for each

cual earning business income fles a quarterly - The
Sec. 74(Al) i
+ Under rates the tax is on sales less the deduction (40%) + The 23075
— and the return s cumulative for the year to date.
Withholding and 23075 + Due Monday 16 November 2026, 17010 s due on day 15 of the second month after the period: Sun 15
Nav 2026. Sun 15 Novis not a working day, 5o it moves to Mon 16 Nov 2026.
+ Deadline source: RA 10963 (TRAIN), Sec. 20 amending NIRC Sec. 74 (checked agains1 the source; not
yet signed off here).

e tax option for 2026, verified against the return that elected

clients gave you for Q3 2026,

Tax roturns

Steps.

@ Confirm the taxpayer profile and income tax option
o arsduated rates. Tho 2028 cption
£ BIR Academy

= administration

37 Review the deductions
o optional standard deciuction

s Carmela Santos % Reco
e Prin Stk 4 Reconciie this year's eariier payments .

Each return has a guide. It starts with why the return applies to you. Steps shows
what to do, in order. The next step is marked. Filing it with BIR says how to file
and pay. AutoSOA prepares and tracks. It does not file for you. Here is your next
deadline: Monday, 16 November 2026.

You looked at the calendar. You saw how a deadline moves off a Sunday. You opened a guide. Next, you record
the returns your bookkeeper filed.

Check yourself

¥ Why does a return show two dates?

The law gives the first date. The rule moves a Saturday, Sunday or holiday to the next working day. When
you can, file by the earlier date.



Lesson 11 What your bookkeeper filed

For owner - 4 min - video tax-onboard-11.webm

At the end you will have: Q1 and Q2 1701Q on record, with proof
Before you start: You need the papers from your bookkeeper, and the 2303 work from lesson five.

Your next 1701Q takes off what you paid in earlier quarters. So those returns must be on record.

Steps

Q Search or fump to. ¥ /Gudeme W Fecoback O 2 € 8

1

Open Tax Center, then Tax returns.

Prepare a return

2551Q — Quarterly Percentage TakReti v 2026

Show every form,

© s st hoids:

]

£ BIRAcademy
No returns yet

= Administration

o5 Comelasantos ®

This is Tax returns. It lists each return in AutoSOA. It is empty today.

ter > Tox retums Q Ssarch or jump e » foussme Wresmak 0 2 C 8

2

Choose 1701Q in Form.
Choose the second quarter in
Quarter.

Click Prepare.

117010 - Q22026
s

© ot computed yet. Comput ales and purchases dated 1 Apr (Wed) to 30 Jun 2026 (Tue).

Computation  Transactions @ Validation @) Filing and payment  Audit trail

£ BIR Academy

= Administration

es

The return opens. Your bookkeeper filed this one, so you do not compute it.



3
She paid it too.

Click Filed elsewhere.
Pick 14 August 2026 in Filed on.
Choose eBIRForms, paid at an

authorized agent bank, in Filed
through.

Type 5,700 in Tax due on the return
as filed.

Type the reference number from the
acknowledgment.

Click Record filing.

Click Record payment.
Pick 14 August 2026 in Paid on.

Type 5,700 in Tax.
Type the bank reference.

Click Record payment.

4
Open Tax Center, then Compliance
Copilot.

5

Find the second-quarter 1701Q
under Returns for 2026.

Click Guide.

[ 4] Tax rewms Q ssaren orfum to
osiome: ax Conter 1 Taxratums | 17010.02 2026
1701Q- Q22026
43 Training Quartarly Tax Ratum for Indiy
woner :
£ siling v =
& Tax Center % ax due Less credits o Penalties
#5.700.00 0.00 #0.00

Compliance Copilot

Dydbnsard ® Not computed yet. Compute it 10 pull in the sales and purchases dated 1 Apr (Wed) to 30 Jun 2026 (Tue).

Tax calendar

Tox roturms

Computation  Transactions 0 Filing and payment.  Audit trail

Vaidation @

Withholding and 23075
Taxpayer profile
P Nothing computed yet

Figures the books cannot giv

Reconcilation

Accountant handover
Compiance history

Tax ruies

£ BR Academy

= . =

The return is paid. AutoSOA still needs the proof.

it S enter > Gompilance Copilot O Fenmion i
A Home liance Copilot |
CRless UST G6 Tor BIA] \Nan, and how — and what sl needs proof.
£ Training
woner
432 -Non-VAT
£ Biling

& Tax Genter

What ta do next

Compliance Copilot
Dashboard Asaon  Dus Mon

‘Gather what is needed:

Tax calendar Openthe quide
jon for 2026, va o that

Tax roturns e ™
Withhalding and 23075
4 Soon

Upload the return that shows your 2026 income tax option

Taxpayer profile
Agathe document
BiR documents

Recongiliation

Accountant handover 6

tfor the 25510 for Q12026
S04

Compllance history Openthe quide

it o sckmansedgen o 1. Ask
Tax s :
3 BIR Academy
e I S
ABMIN Upload BIR's acknowledgment for the 17010 for Q1 2026 o T
= Administration .
PR
Upload BIR \forthe 25510 for 02 2028 Feam—
T —
o Commssim Upload BIR's acknowladgment or the 17010 for G2 2028 Openthe gide
OAvesor Tox Center » Compliance Copiot Q Seorch ockimp t
A Home Quarterly Income Tax Return for Individuals, Estates and Trusts — Q2 2026
Wy It 3gples, what 10.40, nd what proves 1 s done.
42 Training
woney tode
Upload BIR's acknowledgment and heve i checked.
& B8illing
& Tax Center -

Compllance Copilot

Why this applies

Dashboard + The profile has the business a5 a sole proprietor: an individual earning business income files a quarterly
income tax return for each of the first three quarters (NIRC Sec. 74(A))

+ Under sales less the (40%)
— and the return is cumulative for the year ta date,

+ Dws Monday 17 August 2026, 1701Q Is dus on day 15 of the second month after the period: Sat 15 Aug
2026, Sat 15 Aug and Sun 16 Aug are not warking days, 50 it moves to Mon 17 Aug 2026,

+ Deadline sourco: RA 10063 (TRAIN), Sec. 20 amending NIRC Sec. 74 (checked against tha source; not
yet signed off here).

Tax calendar

rates the tax is on
Tax roturns

Withhading and 23078
Torpayer proie

Bk documents
Reconciiation
Accountant handavr
Compliance history Eips:

Taxruios () Contim e taxpaye ot and ncome tax opion

proprietor, the grsduated rates. Tha 2026 option i not verified agains the retum that siectes

1 BIR Academy

ABMIN
= Administrotion v
2 Review the sales for 02 2026
‘Open the reconcliation
3 Review the deductions
The optional standaa dechuction s 4
open the retum
cs Comelasantos «

The status says the filing still needs evidence.

W Poudeme Riwmik 0 R € 8
Whatto dorext  Amend
#0.00
x i eedbach L |
" # Guideme  ® Feeavack O € Z
W Documents.
How far along
s snaut ne busiessecabisnes 1ot
Retu due s ot o pa i pr oats
Recors ecevd rom a ormer sccunont Tt
-_—
s stoss
Returns you do not file
NoVAT retums ot oppicaie
> ! ccauac [ .
£ Gudeme R fesiback B R € 8
< copilr

Mon 17 Aug 2026

Statutary: Sat 15 Aug 2026
Still needed
« The income tax option for 2026, verified against the return that elected
it
« The 23075 your clients gave yau for Q2 2026,

Documents

Returnas filed @ Optional, naton e
copy-of the retur exacty as st period's return and for audit

Filing acknowledgment

Payment confirmation 4 Missing

2307 received from a client & Missing
dd a document
Filing acknowledgment ~

2 Choosefie | por

Records in AutoSOA

The return in AutoSOA




6 [ A L 5 Tax retums Q searcn orjump e *  Soudeme Wfeemak O Q1 ¢ 8

Compare it with the return. el

MoNEY

Biting

Choose Filing acknowledgment in
Add a document.

Click Choose file, and pick the
acknowledgment.

& Tax Canter

2026 a O+ Fropare

Click It says what it should.

Choose Payment confirmation in
Add a document.

Click Choose file, and pick the

confirmation. = o «

Now the status says Filed and paid. Now the first quarter. Open Tax Center, then
Tax returns. You had no sales in the first quarter, and no tax to pay.

Click It says what it should.

7 =
Choose 1701Q in Form. R

Choose the first quarter in Quarter.  -... WM

Click Prepare. =" T et N
Click Filed elsewhere. —

Pick 14 May 2026 in Filed on.

Choose eBIRForms, paid at an

authorized agent bank, in Filed
through. g (S
Type 0 in Tax due on the return as — pon st sk 00200 o
filed. s R

One paper proves this return.
Type the reference number.

Click Record filing.

Open Tax Center, then Compliance

Copilot.

8 D Awesos e » Compliance Coplet Q searcn orfamp 0 W SGudeme Wfssmback O R € 8
. - # Home ©ries mh FrHSMayZﬂ.ZE

Find the first-quarter 1701Q under 5 T g e

Returns for 2026. il oo snienss | roan

Compliance Copilot

Click Guide.
Choose Filing acknowledgment in
Add a document.

Click Choose file, and pick the
acknowledgment.

15 May 2026,
ing NIRC Sec. 74 (checked against the source; nat

(oe: RA 10953 (TRAIN), Sec. 20 an

Records in AutoSOA

Click It says what it should.

s

This return says Filed and paid too.

You recorded two returns as filed elsewhere. You added the proof, and you checked it. Next, you look at your
sales for the quarter.



Check yourself
¥ Why record returns your bookkeeper filed?
Your next 1701Q takes off what you paid in earlier quarters.

¥ Which button records a return filed outside AutoSOA?

Filed elsewhere, on the return.



Lesson 12 Your sales

For owner - 1 min - video tax-onboard-12.webm

At the end you will have: Q3 sales checked
Before you start: You need your invoices in Billing. The Billing course teaches them.

Steps

1 [ - I {ements (SOA) » nvokces & statements Q seoren or jump 1o ™ foudeme Riwesk O & € 8
A Home Invoices & statements
O B". h S Everything you have biled, whate] . gate it is n # Make this month's invoices
pen Billing, then Statements £ Tanig
’ e s S Semceliar oy | ==z | e
H & Billin -
(SOA), then Invoices & statements. ; i 0
e . ‘Bayaninan Events Co. #70,00000 — @Pad Notsent—aresdypaid  Oct30,2028 () Sep 1, 2026 (Tue) — Sep 30, 2026 (Wed)
Sending schedule
What you charge for ® Walk-in customars. #45,00000 — @ Paid. Not sent — already paid  Oct 30, 2026 (Fri) Sep 1, 2026 (Tue) — Sap 20, 2026 (Wed)
Vo el " SLJude Learning Cent..  $45,00000 — QP o Sep 30,2026 (Wed)  Aug 1, 2026 (Sat) — Aug 31, 2028 (Mon)
& Tax Center
- 7 ‘Bayaninan Events Co. #70,000.00 — ® Paid N it— aid  Jul 30,2026 (Thu) Jun 1, 2026 (Mon) = Jun 30, 2026 (Tue)
= Administration

2

Open Tax Center, then
Reconciliation.

o s

These are your invoices from Billing.
for April to September. Your own invoices take their place.

o —

A Home

£3 Training

MowEY

& siling

& Tax Center
Compliance Copilot
Dashboard
Tax calendar
Tax roturms
Withholding and 23075
Taxpayar profile
BIR documents
Reconciliation
Accountant handover
Compiance history
Tax rules

£ BR Academy

& ol g

sxConter » Reeonclation

Reconciliation

Your sales sat beside your tax returns: what you ivoiced, what you

The quarter's retums

No retumn for this quarter in AUtGSOA yet.

We made these invoices before this video,

[sales invoices dated inQ3 2026

Invsics oate
Invoice 1031 Jul 2026 (Fri)
Iovoice 11 31 Jul 2026 (Fr)
Ivoice 12 31 Jul 2026 (Fri)
Invoice 13 31 Aug 2026 (Mon)
Invoice 14 31 Aug 2026 (Mon)
Invoice 1531 Aug 2026 (Mon)
Invoice 16 30 Sep 2026 (Wed)
Invoice 1730 Sep 2026 (Wea)

Invoice 18 30 Sep 2026 (Wed)

Bayanihan Events Co.

St Jude Learning Center
Walk-in customers
Bayaninan Events Co

St Jude Learning Center
Walk-in customers
Bayaninan Events Co.

St Jude Learning Center

Walkein customers

#$70,000.00
45,0000
#45,000.00
#70,00000
#45,000.00
#45,000.00
70,0000
#45,00000

#45,000.00

Unpaic at quarter ena

o /Gusems Riwmek O Q ¢ 8

Differences to look at
et

ou i clents withnald from you, and no 2307 fo this quartar i n the vault yot. Atk
the clients who wilhheld for them.

What each figure is
0.0
~ Ivokced Sales: What the Sals invaices Gated in the Quart biled, AUGSOA
computes 1701G from thase —
009 invaiced (RR 3-2024, under the EOPT Act)
i + Colected what clients nad paid against tnose invoices by the enl of the quarier
Itis ot the tax base: i shows cash against biling.
000 inyour savances,
accrusi, credit notes. AuOSOA taxes invoices; your bookkeeger expians any
e fference
. under the 8% saes lss the
0,00 250000 whers that appiies: under the gracated rates it s saes ss
deciuctions. Thereturn shows the working
P0.00 + Tox-withneld by cients (ine 2307s) s 8 crecit against income tax, ot areduction
P0.00
#0.00

This is Reconciliation. It sets your invoices beside your returns. It opens on the
last quarter that ended. You invoiced 480,000 in the third quarter. You collected
all of it by the end of the quarter. The invoices behind that figure are listed here.



3 (A]

. . . . . . A Home

If an invoice is missing here, your return will 2 e

be short. Fix it in Billing first. ) .
& Tax Center ~

Compliance Copilot
Dashboard

Tax calendar

Tax rotums
Withholding and 23075
Taxpayer profile
BiRdocuments
Reconciliation
Accountant handover
Compiance history

Tax ruies

£ BIR Academy =

= administration v

cs CarmelaSantos

Tax Center > Reconcilation

Recongiliation

Your sales sat basice your tax returns: what you invoiced, what you collected, and what

$430,000.00 h

The quarter's returs

Q Search or jump o,

e return was computed on,

Collectad by quarter and Outstanding at cuarter ond
#480,000.00

Tax goes by what you

Mo return for this quarter in AUtOSOA yet.

Sales invoices dated in Q3 2026

Involce 10
Invoice 11
Inveice 12
Inveice 13
Invoice 14
Involce 15
Inveice 16
Inveice 17

Invoice 18

oute
31 Ju1 2026 (i)
31.Jul 2025 Fri
31 Ju1 2026 Fri)
31 Aug 2026 (Mon)
31 Aug 2026 (Mon)
31 Aug 2026 (Mon)
30 Sep 2026 (Wed)
30 540 2026 (Wea)

30 Sep 2026 (Wed)

Cent Amout Unpesa 1 quarer and
Bayaninan Events Co. #70,000.00 000
5t Jude Leaming Center  $45,000.00 Po00
Walkein customers #45,000.00 Po.00
Bayaninan Events Co. #70,000.00 ro.00
St JudeLeaming Center 45,0000 r0.00
Walkein customers #45,000.00 #0.00
Bayaninan Events Co. #70,000.00 P0.00
St Juge Leaming Center  $45,000.00 Po.00
Walkein customers #45,000.00 o000

Your third-quarter sales are £480,000.

»  foudems Wreemack 0 ¢ 8

Purchases and expenses

Differences to look at
©tiste

Vou s clents withhold from you, snd no 2307 for this quarter i n the vault yat, Ask
the clients who withhela fer them.

What each figure is

+ Invoiced sales: what the sales invoices dated n the quarter biled, AutoSOA

invaced (RR 3-2024, undr the ECPT Aet)
+ Collectea: what cllnts had paid against those nvaices by the end of the quartee,
It mot the tax base; t shows cash against biling,

in your 3
aceruais, credit notes. AUIOSOA taxes invesees; your beokkeaper explains.any
aiference

under he

decuctions. The retum snows the working.
+ Tox withneld by cliens (1hei 23075) s 3 creckt aguins income 12, not  recuetion
of saes.

You saw your invoices. You checked the quarter in Reconciliation. Next, Ana prepares the 1701Q.

Check yourself

¥ What do you do if an invoice is missing?
Fix it in Billing first, then prepare the return.



Lesson 13 Prepare the 1701Q

For staff - 2 min - video tax-onboard-13.webm

At the end you will have: the Q3 1701Q computed
Before you start: You need the sales from lesson twelve, and the earlier returns from lesson eleven.

This happens every quarter, after the quarter ends. The preparer does it.

Steps

1
Click your picture.

Click Logout.

Ana signs in with her user name and
password.

Open Tax Center, then Compliance
Copilot.

2

Compute the return in AutoSOA is the step
for Ana. The steps above it are done or do
not stop her.

Find the third-quarter 1701Q under
Returns for 2026.

Click Guide.
Click Prepare it.

e Compliance Copilot Q Search or jump to ux H Feedback 0 Q3 € ;
BIR Compliance Copilot

Santos, Carmela Reyes
Sole propriator - TIN +se-ss+432 - Non-VAT 1 Gradusted rates — oty checked

‘What ta do next How far along
.
o
Returns you do not file

Openthe. quide by

£ BIR Academy

= Administration T

ap AnaReyes « Collec for 03 2026 Add 23075

Ana sees the same list as Carmela.
ter > Tax retums Q searen or ump 1o T Afemak 0 2 € &

Tax Center / Tax retuns / 1701003 2026
1701Q - Q3 2026
Quar

CRSCUEEN  what todonext  Cancel return

© ot computed yet. Compute it 0 pull in the sales and purchases dated 1 Jul (Wed) to 30 Sep 2026 (Wed).

£ BRAcademy

= administration

W, o«

The return opens. It has no figures yet.



3 AutoSOA Tax Conter » Tax retums Q search or jump o, .« Afedik 0 & ¢ 8

Tax Center / Tax rotums | 17010032026

A Home
- 1701Q- Q3 2026
Click Compute. 2 Toing Ouart irms T e s s, s s Tt
& e N ©Compuied R Form 1710 Jonuory 2018 ENCS) 1.l (Wed) ~30 Sep 2026 (Wed) - due Mon 18 How 2028 8 recompue | vmattoconer IPTRTIEEE Concetretum
Compliance Capilat Tax due Less credits and remittances Penalties Total to pay.
o $57,700.00 #5,700.00 #0.00 #52,000.00
Tax calendar
el Computation  Transactions 18 Validation &  Fiingand payment  Audit trail
——
Tuxpayar profia: nem Description Tax base Rate Amount
I—
36 Salesirevenues this quarter 480,000.00 why?
PR
Wi vt 70 Optionalstandard decucion (40% of saed] [ETTTY e E—
compmncs sy
Vo 41 Net income this quarter 288,000.00 Wy
43 8IR Academy £ 4z Add: taxable income previous quarters. 288,000.00 why?
PR v e—— 000 s
= Administration v
a5 Total taxable income o date 576,000.00 Why?
48 Tax due (graduated rates) $76,000.00 $7,700.00 Wiy
62 Less: total tax credits and payments. 5.700.00 Why?
prog— am o
e Pmese € 65 Interest o

Tax due is 57,700, for the year so far. Less credits and remittances is #5,700.
That is what you paid for the second quarter. The total to pay is £52,000. This
line is your sales for the quarter: £480,000.

s s ) x
4 N

#480,000.00

Formula; Statements ated in the period, less any VAT shown
How it was worked out

Sales are recognised when invoiced (R 3-2024).

From these documents

Click Why? on this line.

Dacument Customer or suppler Amount

Invoiee 10 Bayaninan Evants Co. 70,000.00
1 082026 (Fr)

Invoice 11 St Jude Learning Center 45,000.00
31082026 (i)

Invoiee 12 Walk-in customers 45,000.00
31 012026 (Fr)

Invoice 13 Bayaninan Events Co. 70,000.00
31 Aug 2026 (Mon)

Invoice 14 St. Jude Learning Center 45,00000
31 Aug 2026 (Mon)

Invoice 15 Walk-in customers 45,000.00
31 Aug 2026 (Mon)

Invoice 16 Bayaninan Events Co. 70,000.00
305ep 2026 (Wed)

Invoice 17 St Jude Learing Center 45,000.00
30:50p 2026 (Wod)

Invoice 18 Walk-in customers 4500000
20525 2026 Wed)

This panel shows how AutoSOA got the figure, and from which invoices.

5 [ A FLICC N—— Tax Conter > Tax retums. Q searen or jump to. . Hreomec § & ¢ &

A Home Tax Cenfer / Tax retums | 17010.032028

1701Q- Q32026
- FTraining Quartarly iIncoma Tax Ratum for Individuals, Estates and Trusts
a2

MowEy
@ Computsd B Form 17010 Jssuary 2018 [ENCS) -1 Ju (Wed) ~30 Sep 2026 (Wed) - due Mon 18 Now 2028

2 TaxCenter N 8 Recompute  Whattodonext [EEICHRTMTNVEVIN Concel retum
Compiiance Copiot [m = e Penaties ot 1o poy ]
Dashbosrd P57,700.00 £5,700.00 P0.00 $52,000.00 N\

Tax calendar
TR, Computation  Transactions 18 Vaidation 3  Fiingand payment  Audit trail
Withholeing and 2307
Ty pachle. fom  Descrpion Tox base Rate Amourt
BIR documents
36 Sslesirevenues this quarter 480,000.00 wiyr
Roconcilation
Accountant handover 40 Optional standard deduction (40% of sales) 192,00000 w2
Complance nistory
ek vis 41 Netincome this quarter 288,00000 Wit
£ BIR Academy ¥: 42 Add: taxable income previeus quarterfs 288,000.00 wny?
aouin
43 Add: non-operating income 000 Wz
= Administration -
45 Totahaxableincome to date 576,000.00 Wiy
46 Texdueigraduated rates) 576.000.00 57,700.00 Wi
62 Less: total tax credits and paymants. §,700.00 wny?
64 Suchage 000 whye
. T € 5 e 000 e

Here is your working copy. It is not a filed return yet.

Ana prepared the return. AutoSOA computed it from your invoices and your earlier returns. Next, Ana enters a
credit from a customer.

Check yourself

¥ How do you see where a figure came from?
Click Why? on its line.



¥ Is this working copy a filed return?
No. It is for preparation and review.



Lesson 14 A customer's 2307

For staff - 1 min - video tax-onboard-14.webm

At the end you will have: the credit entered
Before you start: You need the 1701Q from lesson thirteen, and the 2307 from your customer.

Bayanihan Events kept back 4,200 from what it paid you. That amount counts as tax you already paid.

Steps
1 Q Search or jump to. *® Ffecdback 0 @ ¢ &
Open Tax Center, then Tax returns. ‘

Show every form,

@ This list hokds: none epenied: 25510 Q1 2026, 25510 G2 2026, 25510 Q3 2026 Ogen

13 BIR Academy

ADMN

= Administeation

an Ananeyes %

This is Tax returns.

2 a u s g
Figures the books cannot give is where you

type what is not in your records. e
Click Open on the third-quarter
1701Q.
Choose Tax withheld by customers
(2307) in What. — -
Type who gave the 2307 in = :
Description. ' : .,. _—
Type 4,200 in Amount.

Click Add. oERL - Ty

The credit is on the return.



3 [ A ol N— ToxCerter > Tax retums. Q search or jump to xx Afedak 0 & ¢ 8

A Home
Click Recompute. iy
B ToxConter 8 Recompute Wi o Can
Compliance Copilat Fax dwe Le: tances Fenahics Total o pay
Gaahiidard |P57.700.00 £9,900.00 #0.00 #47,800.00 N
nnnnnnn
288,000.00 why?
43 BIR Academy ious quarter/s 288,000.00 Why?
= Administration
Tax due (graduated rates) 576,000.00 57,700.00 why?
) Ao i « 65 intersst 000 ot

Credits are 9,900 now, and the total to pay is £47,800.

Ana entered the 2307, and computed the return again. Next, Ana sends the return to Carmela, and Carmela
approves it.

Check yourself

v Where do you enter a 23077
On the return, in Figures the books cannot give. Choose Tax withheld by customers (2307) .

Common mistakes

« The screen says: The total did not change after you added the credit.
Do: Click Recompute.



Lesson 15 Review and approve

For staff, owner - 2 min - video tax-onboard-15.webm

At the end you will have: the 1701Q approved

Before you start: You need the return from lesson fourteen, and the role from lesson two.

Steps

1

Ana opens Tax Center, then Tax
returns.

2

Ana has finished. Send for review passes
the return to Carmela.

Click Open on the third-quarter
1701Q.

Click Send for review.

[ LT — S —

A Home

£3 Training

Money

Prepare a return

& Tax Center
Complance Copilat
551G — Quarterly Percentage TaxRett v 2026
Dashboard
Show avery ferm, nét anly the onas on ry calendar
Tax calendar

Tax retums

© This st holds returs Past their deadiine with
Withhelding and 23078

Taxpayer profile

BIR documents Q- Search o orpe

Roconclation

Amou

WO Q32026 16 Nov2026 4780000
43 BIR Academy
. WO QI8 17Aug2028 570000
= Administration
VO Q12026 15 May 2026 000
« @ w (10 v perpage

- O

This is Tax returns.

# Home

43 Training

P57,700.00

Tax calondar

. Compuation  Transactions 8 Vakdtion 13
Winhaing ana 23078
Toxpayarpofle
aiRdociments
% ¥
Aaconcidion
Accountant handover 40 Optional standard deduction (40% of sales)
Compsncs ki
e o Netncome this auarir
0wk acadomy v 42 At tanable ncome provious qurteds
e
= Administration
15 Towlwebieincome o e
46 Tax due (gradusted rates)
[P ———
sahiron
Anat
an foakares « [P —

Aucittrail

Filing and payment

576,000.00

® Hreaek 0 Q ¢ 8

-

d: 25510 Q1 2026, 25510 G2 2026, 25510 3 2026 Oen the tax calendar

SFiters D Comns & -

1-3 03 retums

x  freomck H & ¢ 8

B Recompute  What to do nzxtl Cancel retumn

Totai t pay
#47,800.00

Amount
480,00000 oy
192,000.00 Wiyt
288,00000 vy
288,00000 wny?
0.00 ity
576,00000 s
57,7000 Wy
,900.00 e
0.00 wry?
0.00 iyt

Ana has no Approve button. The person who prepares a return never approves

it.



3
Click your picture.
Click Logout.

Carmela signs in with her user name
and password.

Open Tax Center, then Tax returns.

4

Read the figures first. You are the second
pair of eyes.

Click Open on the third-quarter
1701Q.

Click Validation.

5
Click Approve.

[ L L —

16 > Tax retums Q Search or ump 10 L # cudeme W Feeamack 0 2 ¢
A Home
43 Training b wed, d, filed and paid. E P
woNEY
Prepare a return

£ Biing

T
& Tox Center 2551 — Quarterly Percontage TaxRet v 2026 a v e

Compiiance Copilot
Show every form, nél only the ones on ry calendar
Dashboard
Tax calendar
© This list holds returs already opened. Past their deadiine with none opened: 25510 01 2026, 75510 G2 2026, 25510 ©3 2026. Ogen the tax calendar

Tax rotums
Withholding and 23075

Taxpayer profile Q Search formor

Srmers 0 Cowms o -

e RO o pewoa  Oue Amountdus  Status
Comphsace hisicry WOl 032028 16 Nev 202 780000 A o
Tax ruiss
£ B Academy . WO 0222 17 Aup2028 570000 @Psid S G
How TR Q12028 18 May 2026 000 @i ® pen
= Administration
‘I B Lot 1-30t3 retums

cs Comelaantos «

This is Tax returns.

o » Toxrewms Q searcn orfump o ™ foudeme Rremck O 2 € 8

A Hos

1701Q- Q32026
£ Trainig o

MonEY
Fom

& siing 8 Recompute  What to do next

& Tax Center

P57,700.00 £9,900.00

#47,800.00

Penshies
P
Compliance Copilot 0.00

Dashboard

Computation Ty Validation & . Filingond payment  Audit trail
Tax calendar
Tax rotums
Withholding and 23075 eisation et
Taxpayar profile L]

d by anyone in your organisation yet

A Warning

£ BR Academy

= Administration

G5 CarmelaSantos «

Validation lists what AutoSOA wants you to read. An error stops the approval. A
warning does not. These warnings say nobody has checked these rules yet.

[ [

Q Seare or jump 10 x  foudems Wfeeaack 06 Q¢ 8
# Home
£3 Training @ 2x Ratum for Individuals, Estates and Trusts
woner
[[®Apmovea Jem Fom 17010 ssncary 2018 tnes o o .
£ Biling eope

& TaxCenter

P57,700.00

Complance Copilot P47,800.00

Computation  Transactions 18 Validation &

Filing and payment

Aucittrail

AWarming  “1701Q deadine rule” has not beer
RA 10963 (TRAIN), See. 20 amend

rified by anyone in your organisation yet.
Taxpayer profile NIRC Sec. 74, Sec. 74(4) and (8)

BIR documents

(0SD)" has not been

Reconciliation ML, Sec

A

£ BIR Academy

= Administration

o5 Cormela Sanios «

The return says Approved.

Ana sent the return for review. Carmela checked it, and she approved it. Next, you file the return with BIR.

Check yourself

¥ Does a warning stop an approval?

No. An error stops it. A warning does not.



Common mistakes

« The screen says: You sent the return for review, and you see no Approve button.
Do: Somebody else approves it. The person who prepares a return never approves it.



Lesson 16 File it

For owner - 2 min - video tax-onboard-16.webm

At the end you will have: the 1701Q filed, acknowledgment checked

Before you start: You need the return you approved in lesson fifteen.

Steps

1

Open Tax Center, then Compliance

Copilot.

2

Find the third-quarter 1701Q under
Returns for 2026.

Click Guide.

AutoSOA

A Home

£ Training

wone

# siing

& Tox Conter
Complance Copilot
Dashvoara
Tax calendar
Tax rowims
Withhaiding and 23075
Taxpayar profie
BiR documents
Roconcilation
Accountant handover
Comptancs history
Tax ruies

£ R Academy

= administration v

# Home
43 Training
Money

£ siing

& Tax Center -

Complance Copilot
Dashboard

Ta calondiar

Tox rowims
Withholding and 23075
Taxpayer prafile

BIR documents
Reconcilation
Accountant handover

Compiance history

Tax rules
£ BR Academy .
= Administration v
o5 CarmelaSantos «

seCenter > Compliance Copllot

BIR Compliance Copilot

VT Your BUSTREEE WUET 00 Tor BTRY Sen, and how — and what stil needs proof.

Santos, Carmela Reyes

Sole proprietor - TIN ++=-»++-432 - Non-VAT
What ta do next
ASa0n  Due bon 16 Mov 202

File the 17014 for Q3 2026

Approved. i t with BIR by bhon 16 Nov 2026,

& seon

Upload the return that shows your 2026 income tax option

@Tods  DueMon 27 A 2026

Jpdate) whera the option was elected Unti

Upload BIR's acknowledgmen for the 25510 for Q1 2026

o

fings cove

®Todo  Duaon 270 2026

Upload BIR's acknowledgment for the 25510 for Q2 2026
v accn = 05

®Todo  Duelon 26.0ct 2026
Upload

@Todo  Duelon 16 Now 2026

Collect your clients® 2307 for 3 2026

 » Compiiancs Copiot

1) Complete

016, Ask the clients who

., bt AUIoSOA hoide o 3

54, but AVIOSOA holds 10 ack

jedgment for the 25510 for Q3 2026

4, but AUGSOA holds 1o a

Q seareh or jump

Openthe quide

w /ougsms H Fecaback

How far along

Facts abot the busioess esiablshed

Returns due 5o ar, fied and pakd with prost
—_—
Records received from a former accountant

Answer tha quostions  Ascauntant hasdayer

‘Opentho quide

Inowiedgment for . Ask

Wibheid for them, and upload them.

Openthe quide

Openthe quide

dgrmont fo . Ask

Ada2307

Q Searen o

Open tha retum

Filed an paid, with b chacked
The retum in AutoSOA

Tax dve Grodi Penattes
£57,700.00 £9,900.00 #0.00 #47,800.00
Validation

A Warning " has ot anyone in

A Warning  has not anyonein your

& Warning  “Graduated income tax rates for Individuals” has ot boen verified by anyona n yaur organisation yet

This is AUISSOA's werking capy, for prepsration and review, It i

[Filing it with BIR -

return

2. Open BIR Form 1701Q in eBIRForms and fl it in from the return’s items in AutoSOA, item by item

3. Validate i, then submit it online. BIR emails a filing confirmation to the address registered in eBIRFarms;

save that email as PDF.

4. Print or save a copy of tha retum as submitted.

5. Upload the confirmation as the filing acknowledgment and the copy as the retur as filed, then record
the fiing date and reference on the return in AuloSOA.

. Attach: Certificates of creditable tax withheld (2307) received.

Paying it

+ Pay the amount on the return by 16 November 2026. Under the EGPT Act (RA 11976) a return may be
fled and paid at any authorized agent bank, through a revenus collection officsr, or through BIR'S
electronic payment channels; eFPS filers pay by eFPS debit

+ AUtoSOA does not take of send payments. Keep the confirmation the bank or channel gives you, upload
it.as the payment confirmation, and recard the payment on the return,

+ Paying after the deadiine adds surcharge and interest; AUOSOA computes them ta the day you expect to
pay.

Official sources

Filing it with BIR lists each step.

)

Returns you do not file
No VAT retums @ Nat appieable
The business i reg

Chackn

x  / Gudeme ¥ Foerback

o o ¢

10 25500, Chocked ag

a

o

taot 19

2ot

[3

-

& Dosuneas

duated aies — not yet checked



3

Do these steps in eBIRForms, outside
AutoSOA. AutoSOA never asks for your BIR
password. When you finish, keep the
acknowledgment.

4

Click Open on the third-quarter
1701Q.

Click Record filing.

Pick today in Filed on.

Choose eBIRForms, paid at an
authorized agent bank, in Filed
through.

Type the reference from the
acknowledgment.

Click Record filing.

Open Tax Center, then Compliance
Copilot.

5
Find the third-quarter 1701Q again.
Click Guide.

AutoSOA

A Home

43 Training

MoNEY

£ siling v
& Tax Center 40

Complance Copilot
Dashboard

Tax calendar

Tax rowms
Withholding and 23075
Taxpayer profile

BiR documents
Reconciation
Accountant handover
Complance history

Tax ruies

3 BIR Academy

= administration v
cs Carmela santos W

Tax Genter Q searcn

» Tax retums

Prepare a return
2551Q — Quarterly Percentage Tax Rt v 2026 Qi

Show every form, nel anly the ones on y calendar

or jump to

¥ /oudeme WFedak 0 R € 8

z

© This list holds returs already opened. Past their deadiine with none opened: 25510 01 2026, 25510 G2 2026, 25510 ©3 2026. Ogen the tax calendar

a form o e
Fom Due. Amount dua  Status
WO Q32026 16Novzoze 4780000 @ Approved
WO 02028 17 Aug2028 570000  @Faid
TOR Q12026 15 May 2026 000 @Paid
1 0 - perpage

Sriters D Comns &

= Open

& Open

& Open

1-3 03 retums

Now record the filing. Open Tax Center, then Tax returns. This is Tax returns.

o

A Home

£ Training

woney

& siing

& Tox Contar
Compiance Copilot
Dashboard
Ta calendar
Tax rotms
Withhoiding and 2307
Taxpayor profie
BIR documents
Roconcilation
Accountant handorver
Compiance history
Taxrules

£ BRAcademy .

o Comenates

AutoSOA

A Home

£2 Training

woner

# siing v
& Tox Centor -

Complance Copilot
Dashbosrd

Tax calendar

Tax rowms
Withhelding and 23075
Taxpayer profile

BiR documents
Reconciation
Accountant handover
Complance history

Tax rules

£ BR Academy .

R TN
o Comdnaies

oner » Complance Coplot Q searen ori

BIR Compliance Copilot

Santos, Carmela Reyes
Sole proprietar - TIN +#+-+++-432 - Non-VAT

What ta do next

& 5000
Upload the
The first

a5 option
ption was sected. Untl then s &

shows your 2026 in Agdthe dacument

8o
Upload BIR's acknowledgment for the 25510 for Q1 2026
Vour former ac asc s period, but AutoSOA haids o ack

Due Mon 27 Apr 2026

Openthe quide
nisdgment for i, Ask

o

Upload BIR's acknowledgment for the 25510 for 2 2026
v 04, bist AUICSOA hoids o sckmoisdgment for . Ask

DueMon 27,

Openthe quide

yment for the 25510 for Q32026 Openthe quide

The guide asks for the proof.

o aviod, but AVIOSOA Nokis 1o Scknomiedgrment o . Ask
©Todo  Dushon 16kow 2026
Upload BIR's acknowledgment for the 17010 for G3 2028 penthe quide
Records o5 fiad on & Nov 2025, Upload BIR's acknowiedgment and have i chacked.
@Todo Duehon 16 Nav 2026
Collect your cients' 23075 for Q3 2026 Add 23075
Each i acredit on he 17010, Askthe chents who ke ot them, and upiosd ther

»x Center » Compiance Copiiot Q searcn o

Quarterly Income Tax Return for Individuals, Estates and Trusts —Q3 2026

Why it appiies, wha to.do, and what proves it i dene.

Fiod —awaitng evidance | @ Todo
Recorded as filad on 6 Nov |, 9. Upioad BIR's acknowladgment and have it checked.

Why this applies

+ The profile has the business. 33 3 sole proprietor, an individusl earming busingss income files a quarterly
Income tax retum fof each of the first three quarters INIRC Sec. 74(A)

+ Unger rates the tax
—and the return Is cumulative for the year to date.

+ Due Monday 16 November 2026. 17010 is due on day 15 of the second month after the period: Sun 15
Nov 2026. Sun 15 Nov is not a working day, 50 it moves to on 16 Nov 2026.

+ Deadine source: RA 10963 (TRAIN), Sec. 20 amending NIRC Sec. 74 (checked agains the source; not
yet signed off here).

sales less the (a0%)

taxpayer profile and income ion
e proprietor, the araduated rates. Tho 2028 option s not verified agains1 the retur ths

 nothing s left ax trestment, The reconciiation
' Review the deductions
The optional stand deduction i 40% of gross sales: AULOSOA Computes t.
Q) Reconcio s yaar's earier payments
the jar's earber quartery retums. Each of them must b recorded s fked and paid, o

The status now waits for the proof.

xx / Gugeme Wresomck O 2 ¢ 8

e tax 026

0 Graduated rates— not yat checked

How far along

Facts about the business esiablshed o1

Returns Gue 5o ar, fied and paid with proot zots
—_—

Records received rom a former sccountant Ter1y

Answes tha queslions Asceuntant hasdover

Returns you do not file

No VAT ratums 8 Nat appheable

The business A non-VAT, 50 1t 3 10 25500, Chicked against the 2303

Check

0o ¢ 8

*  /Gudems H Feeaack s

+ Copilot
Mon 16 Nov 2026

Statwtery: Sun 15 Nov 2026

Still needed
« The income tax option for 2026, verified against the rotum that slected
[3
* The 23076 your clients gave you for Q3 2026,

Answs(

Documents

Returnas filed @ Optionat,not on fle

A Gty harebir a1 P —
Filing acknowledgment & bessing
BIR's confirmaion I recelved the returm — the proof i was fied, and when.

2307 received from a client & Missing

Each clent's 2307 for the perias: the eredit an the ratum rests on it
Adda docunent
Filing acknowledgment v,

2 Choasefle | POF or image, 5

Records in AutoSOA

Tha return in AutoSOA



6
Compare it with the return.

Choose Filing acknowledgment in
Add a document.

Click Choose file, and pick the
acknowledgment.

Click It says what it should.

[ L T —

A Home

43 Training

MonEy

£ siling

& Tox Center
Complance Copilot
Dashboard
Tax calendar
Tax roturns
Withholding and 23075

Taxpayer profile

BiR documents

Complance history

Tax ruies
3 BR Academy

= administration

o5 ComelaSantos

16 » Complance Copilot Q Search or jump 10 *  Soudeme WFedak 0 R € 8

Why this applies Still needed

+ The profile has the business as a sole proprietor: an individual earing business income fles a quarterly
income tax return for each of the first three quarters INIRC Sec. 74(Al)
sales less the (40%)

» The income tax option for 2026, verified against the return that elected
i

= The 23075 your clients gave you for Q3 2026,

npwer tna questions
+ Due Monday
Moy 2026. Sun ¥

15 of the second month after the period: Sun 15

ot a working day, /@510 Mon 16 Nov 2026,

+ Daadline source: RA 10063 (TRAIN), Sac. 20 amending NIRC Sec. 74 (chacked against the source; not Documents
yet signed off here).

Raturn as filed
A copy of the et

Filing acknowledgment @ Checked
B cont

rofile and ineome tax option
etor, s Tha 2028 option < not verfiad against the rawim that elected

5 Record the 2307s your clients gave you
3075 on fla for G3 2026; 4,200.00 antared on the retur

The acknowledgment says Checked.

Adaz307

° Compute the return in AutoSOA
Computed § Now 2026 from 18 source tes

You filed in eBIRForms. You recorded the filing, and you checked the acknowledgment. Next, you pay the tax,

and you prove it.

Check yourself
¥ Does AutoSOA file with BIR?

No. File in eBIRForms or eFPS, then record the filing. AutoSOA never asks for your BIR password.



Lesson 17 Pay it and prove it

For owner - 2 min - video tax-onboard-17.webm

At the end you will have: Filed and paid

Before you start: You need the filing from lesson sixteen, and your bank confirmation.

Pay on or before the due date. A late payment adds a surcharge and interest.

Steps

1

Open Tax Center, then Tax returns.

2

Click Open on the third-quarter
1701Q.

Click Record payment.
Pick today in Paid on.

oA Tox Genter » Tax retums

T

# Home - =
£ Training

woney
Preparea
Form

& siling
& Tox Center

2551Q — Quarterly Percentage Tax Ret. v

Compliance Copilot

return

vear
2026

‘Show every form, not only the ones on my calendar

Dashboard

Tax calendar

Tax retums.
Withholding and 2307s
Taxpayer prefile

BIR documents

Reconciliation

Accountant handover
Compliance histary awia,
Tax ules

£ B Academy v o0

AoMN

= Administration

armela Santos.
€% Santos i «

it Studo

This is Tax returns.

Paid through
ef s,
Conprositn
ok or payment reference

| ® Thi st holosrums

Q Search or jump 0. £ #/ Gudeme F Feedback 0 @ €

your invoices and bils, reviewad, approved, filed and paid. Each one expiains avery figurs on it

Quarter

032025 16 Nov 2026

or2028 17 Avg 7028

@1z028 15 May 2026

Tax already shows #47,800.

opened. Past their

Fied, awaiting paymont

25510 Q1 2026, 25510 G2 2026, 25510 Q3 2026, Ogen Uhe Lax calendar

Ehwers  MComns T |

= Open

= open

-3 0t3 rewms



3
Type the bank reference.

Click Record payment.

Open Tax Center, then Compliance

Copilot.

4

Find the third-quarter 1701Q under
Returns for 2026.

Click Guide.

Choose Payment confirmation in
Add a document.

Click Choose file, and pick the
confirmation.

Click It says what it should.

[+ Lo eanac » Complance Copllot Q searcn orjump » foudeme Wresmick 0 2 C 8
BIR Compliance Copilot|

R Home W a i ':w)rkv nd how — and what sl nesds prost. . oonents m

£ Training

woney Santos, Carmela Reyes icome tae 2078
Sole proprietar - TIN +se-s»-432 - Nog oon ¥ o

# aiing

& Tox Conter

What to do next

Compliance Copilot

-

e
Adathe dscument 2ot
Tatn
e qui
Retumns you do ot file
No VAT returns Nt appicabis
e o s i o 7
Openthe guida
Openthe gude
s Carmela Santos ”
One more paper is needed.
O mson . e 116+ Complance Cophot Q searcn orjump o w  fousems WFemak 0 ¢ 8
A Home Quarterly Income Tax Return for Individuals, Estates and Trusts — Q3 2026 e
wny 0.do, and what proves it s done oplot
£ Taining ‘ !
- Mon 16 Nov 2026
£ siing Ststtory: Sun 15 Nov 2021
& TaxConter

Compliance Copilot Why this applies Documents
+ The profile has the busin

income tax return
Under

You recorded the payment, and you checked the confirmation. Filed and paid needs both papers. Next, you do

your check at the end of the month.

Check yourself

¥ Why does the return say Paid before the Copilot says Filed and paid?

Paid means you recorded the money. The Copilot waits until a person checks the proof.

¥ What makes a return Filed and paid on the Compliance Copilot?

A checked acknowledgment, and a checked payment confirmation when tax was due.



Lesson 18 The month-end check

For owner - 2 min - video tax-onboard-18.webm

At the end you will have: a month's check done, records exported
Before you start: You need the return you finished in lesson seventeen.

Do this once a month. It takes five minutes.
Steps

1

Dashboard Q Search or jump to. XK # Guideme ® Feedback 0O @ € ;
Open Tax Center, then Dashboard. _
3 0 ) 0 3

Late and coming up

Monzrap B @M ——

25510 G2 2026
Guarterly Percentage T

Mon 27 Jul @Motngonrecord  Prapare

ax Retum — 102 days overdui [Needs attention
mh..

@rotmngenrecors  Propare

£ BIRAcademy

= Administration

cs Comelasantos «

This is the Dashboard. It shows the whole Tax Center on one page. Late and
coming up lists returns past their deadline, and your next deadlines. What you
owe BIR shows tax on your returns that you have not paid. Today there is none.
Needs attention shows what could stop a return, and rules nobody has checked
yet.

2 [ A FoCse N Tox Gerter » Complancs Copltot Q Search orfamp to ¥ /oudeme HFeediack O R € 8
# Home BIR Compliance Copilot —
open Tax Center, then com Iiance iy v;mbs 1 o for BIR, when, and how — and wht st needs proot
e _L o antos, Carmela Reyes
Sola propriator - TIN +ee-ses-432 - NoB-VAT @ Gracusted rates = not

Copilot.

What ta do next [How far along ]
o
penthe quid 2ot5
Teti
o
Returns you do not file
No VAT returns @ Nt appicable
Compl Openthe guide L
Tax rules. -
£2 B Academy
= Administration
Agane dacument

Gpen the questions

ur 2303
cs CormelaSantos « s and

Start from the top of the list. Work through What to do next, from the top. How far
along shows your progress on facts, returns and records.



3 ammm

A Home
Open Tax Center, then Compliance £ Taong
history b S

Compliance Copilot
Dashboard
Tax calendar
Tax rotums
Withholding and 23075
Taxpayer profile
BiR documents
Reconciiation
‘Accountant handover
Compliance history
Tax ruies
43 BIR Academy *
Ao

Agministration v

LRty

This is Compliance history. Each answer, document and return is here. Nothing

here can be

> Q search or X/ Gugeme ® Feecback O R C
Every answer, documen, remindar and returm status change, newest frst. Nothing here can be sdited. €icophot
Dcoumms | T ||
when wno Aot What nappened
6Nov 2026,04:20  Carmela Santos 17010 1701003 2020 N Open
6No0v 2026,0420  Carmela Santes 17010 R ————— open
6Nov 2026,0418  Carmela Santos 17010032026 Paid n full (4700.00). open
6Nov 2026,0418  Carmela Santos 17010032026, 2026, oBIRF: baak, pen
6Nov 202,047 Carmela Santos 17010 17010 03 2026, Gpen
6Nov 2026,0416  Carmela Santos 17010 Fiing acknowledgment added: santos- 1701q-q3-ack png fo the 17010.03 2026 open
B Nov 2025,0416  Camela Santos 17010 032025 1 payment: 4780000 sil due. Open
6Hov 2026,0416  Camela Sentos 17010032026 Open
6Nov2028,0413  CamelaSanios  17010Q32026  Approved. Open
6 Nov 2026,0412  Ana Reyes 17010032026 Sent forreview. pen
6 Now 2026,0410  Ana Reyes 17010032026 Computed from 18 770000, panaties 000, total 47800.00. Opan
6 Nov 2026,0410  Ana Reyes 1701003 2028 2307 for £ 420000, Opan

changed. The newest entry is at the top.

4 AEes
Open Tax Center, then Accountant -
handover. g )

Compliance Copilot
Dashboard

Tax calendar

Tax retums
Withhalding and 2307
Taxpayer profile

BIR doeuments
Reconcilition
Accountant handover
Compiance history

Tax ruies

£ B Academy .

= Administration -
s Camela Santos «

Pt Studia

Q searen or jump o,

holds that belongs 1o the business, and what s proven so far.

# Gudeme ¥ Feeavack

8 Print

| © 411050 s noting ot fm and changes nobady' scass. Us U st when you sk thafor (1 racrc; ek ez o hae 3 4 e

What ta get fram them — 1 of 11 received

U to the end of which period did your accountant file raturns for you?

© Hot pet checked

osr3012026

Who 164 you? (optional

Whers to fnd it Your farmar

-]

Marites Dizon

This answer counts once a document shows 1t

Coose a document on fie.

Your latest Form 2303, and any Form 1905 updates

© Hot yotchecked

The reg

W 16id yous

.30 Jun 2026, Retusns for escier periocs are reated 4. ciskned flsc —

Whet 1o fnd it Vour formes sceauntsnt

s chacsed againg:

) Asked for, not received

This answer counts ance a document shaws it

Choose a document on ie.

2 Uptoad cartic

of egistration (2303) and check it

This is the Accountant handover.

5 [A REEEE
Export the records keeps a copy of your BIR ' 2w
records outside AutoSOA. e .

Click Export the records. ot

Taxr

wrns
Withhoiing and 2307
Taxpayer profiia

BIR documents
Reconciation
Accountant handever

Compiance history

Taxrules

£ 8 Academy .

Ao

= Adminisiration v
Carmel

a San
Santos Print Stucko

Accountant handover

Everything your former accounting firm hoids that bakongs 1o the business, and what |s proven so far.

© AutaSOA sends nothing to the firm and changes nobady's access. Usa ths st whan you ask the for (he records;

What to get from them — 1 of 11 recoived

Not received O Does not apply

[repe—

Q searen or pump o

Up 10 the end of which period did your accountant file returns for you?

© ot yet creckea
Give the last e
i

osy30/2026

Whateid you?

the last period they covered, e.0.
jments are uploadied. AuloSOA never takes & missing document a5 proof a ratum was ot

Whers to

30.um

]

Maritos Dizon

This answer counts ance 8 document shows .

Ghoose a document on fie.

Vour latest Form 2303, and any Form 1905 updates

© Hot yot chacked

The rog

Who tokd you? (optonal)

© Asked for, not received

X3 Your former accountant

2028, Retuans for eader periods re treated a5 clamed fled —

Whare 1o f5d it Vour formas sceauntsnt

TR p—

e.g. Former accountant

This answer counts ance & dosument shows 1L

Choose a document on fie.

2 Upload cortifiato of regisration (2303) and chack i

> Notreceived O Does not apply

Outstanding
Nothing sutstanding on record.

They say it was filed or paid, no proof yet
25510 - Q12026 @ Filed — awaiting evidence

e 27 Apr 2026 (Mo Your former aceo

nant's fings cover this period, but

'AUIOSOA heids 10 acknowledgment for i, Ask Them for i, then record the rekurn as

fiea
2551Q:Q22026 @ Flod —awaiting avidanco.
Dun 27 Jul 2026 (Mon), Your formar ascauntants ilngs cover
AuoSOA haokis 1o acknowlsdgment for i Ask them for i

tied

25510032026 @ Fied

wwaiting eidence

Due 26 Oct 2026 (Mon), Your farmer accountant's flings cover this period, but

s pariod, bt

~AUOSOA hoids 1 acknowiedgment for 1. Ask them for i, then recond the resurn as

tiea

Proven: filed and paid, documents checked
12012012026  @Fiedand paid

checked.

Dus 15 May 2026 (Fr). Filed and paid, 4nd the decumants are checked
701 © Filedandpsid

Due 17 Aug 2026 (Mani, Fied and paid, and the dosumens aro

701G Q32026 @ Fiedand paid.

D 16 Now 2026 (Mon). Fled and paid, and the docusments are checked

Next daadiines

x  / Gudemes ¥ Foeback

8 Print

ick each off here 36 i armives.

Outstanding

Nothing outstanding on record.

They say it was filed or paid, no proof yet
25510 - 012026 @ Filod — awa

Due 27 Apr 2026 (Moal. Your former aceountant’s

ovidence

s cover

Y

this period, but

[3

AURSSOA heids 1o Scknawledigment for 1. Ask them for i, han racord tha feturn 2

25510022026 @ Flod —awaitng avidence.

Due

Jul 2026 (Mon). Your former

countant's filngs cover t

2 26 0ct 2026 (Mo
AulaSOA holds 1o acknowiedgment fo 1. Ask them for i, the
fied

Proven: filed and paid, documents checked
17012-Q12028 @ Fledand pokd

Dus 15 May 2026 (Fi]. Fied and pad, and the.
701 © Filedandpaid

Due 17 Au 2026 (Mon). Fied and pas, and the documents aro
12010 Q32006 @ Filad and paid
Due 16 Now 2026 (Monl, Fied 30 psid, and

¢ documants are

Next deadiines

AutoSOA makes one zip file, and your browser saves it.

g caver ths period, but

mans are checked,

enaciaa.

ehecked

S04 hoids 10 acknowiedgment for L. Ask them or i, han record th retum as




6 [ A ol Tae G » Complancs Nistory Q Seorch orfamp 1o *  oudeme WFedak 0 R € 8

A Home Compliance history
document, raming:

. Every answer, ot and return status change, newest first. Nothing here can be edited. €iCophot
43 Training
Open Tax Center, then Compliance
histo i '
6 Nov 2026,04:20  Car antos 17010 hr 17010 Q3 2026, Open
—

The export is in the history too. Here is your export, at the top of the history.

You looked at the Dashboard and the Copilot. You looked at the history, and you exported your records. That is
your normal cycle. The next lessons show what to do when something goes wrong.

Check yourself

¥ How often do you do this check?
Once a month.

¥ Can anybody change Compliance history?
No. Nothing there can be changed.



Lesson 19 A return with no proof

For staff, owner - 3 min - video tax-onboard-19.webm

At the end you will have: the Q3 2551Q filed late and paid
Before you start: This starts from the 2551Q that was due on 26 October. In this story, BIR has no record

of it.

A claim does not protect you. Ask your RDO if BIR has the return. If it has no record, file now, because the

penalties grow every day.

Steps

2

Ana opens Tax Center, then Tax

returns.

Ohuesn

# Home
£ Taaining
woney

& Tox Center

£ BRAcademy

= Administration

an AnaRoyos «

Home

Good morning, Ana
Start something

B Ask AutoSOA

»
Your work is in the menu above

Hreaack 0 @ €

Your bookkeeper says she filed the third-quarter 2551Q. She cannot find the
acknowledgment.

[ L —

A Home

@ This list hokds returns al

a
woa  @32028 16 Movz0z
WO Q22028 17 Aug2028
TOQ Q12028 15May2026

Iready opened. Past their deadiing with

o0 @ri

570000 @Faid

o @pi

at

none openied; 25510 Q1 2026, 25510 G2 2026, 25510 03 2026, Oaen

Ana prepares this return the same way.

Hrfeeomack O o ¢ 8

=



3
Choose 2551Q in Form.

Choose the third quarter in Quarter.

Click Prepare.

4
The date is today.

Click Compute.
Click Compute.

5

If you file on another day, compute again.
Interest changes every day.

Click Send for review.

Click your picture.
Click Logout.

Carmela signs in with her user name
and password.

Open Tax Center, then Tax returns.

A Home
43 Training

MoNEY

et

& Tax Conter

Complance Copilot

©® Not computed yet. Compute it 0 pull in the sales and purchases dated 1 Jul (Wed) to 30 Sep 2026 (Wed).

Dashnoard
Tax calendar
s Computation  Transactions @ Validation @ Filng and payment  Audit trail
Nothing computed
£ Bk Academy
aomm
= admi
a AnaRoyes «
DA » Taxrewms Q searen orjump 1o xx
A Home
£ Training
wower
& Tax Conter 8 Recompute  What to do nex
Complance Copilot
Datitgied £14,400.00 P0.00 P1,466.08 ] #15,866.04
Tax calendar er s computed 1o & Now 2026 (Fri). Filing on another day mes x
Tax retums
Withhaiding and 2307 Computation  Transactions (9 Valdation §  Filng and payment  Audittrail
Taxpayer profile
fem  Descripton Toxbwe  ate Amount
Sen. PTOI0 Percentage tax on sales of @ person exemp from VAT under Sec. 109(85) 8000000 3% 14,400.00
18 Totltaxaue 14,200.00
£ @R Academy ® 15-17  Less: tax credits and payments 000
aouin
Surcharge 1,440.00
= Administration
21 inerest 26.04
item 24 - Total amount payable #15,866.04

-l &

The tax is P14,400. That is three percent of your sales. Penalties are the
surcharge and the interest to today.

# Home
£ Training %u Involces and bils, reviswed, approved, fled and paid, Each one explains avery figure on .
Moy
Prepare a return
£ siing
Tax Center
e 2551 — Quarterly Percentage TaxRett v 2026 al Ml - Frepore

Compliance Copilot

Show avary form, nat crly tha onat on my calandar

© This list holds returns already opened. Past their deadiing with none openied: 25510 Q1 2026, 2551Q G2 2026, Open the Lax calendar

Taxpayer profile Q search SFiters (D Columns

BIR documents

Forn  Pedod  Due Amount dus  Status

VR Q32026 16MNev2oze 4730000 @Paid

Tax rulg
D e Academy . 25510 03202 260047028 1598604 @ For review - late
Lo W 0z 17 Aug20as 570000 @Paid
= Administration
VR Q12028 15May2026 000 @pa
1 1w por pag

o5 CormelaSantes «

This is Tax returns.

W fecaback 0 O

¢ 3

Hrenck 0 @ ¢ &

i eeunact = °
/ Gudeme fecomack f 2 ¢ 8



Record payment

6

Click Open on the third-quarter
2551Q.

ja on
1/06/2026

Click Approve. o

Click Record filing. ==

Pick today in Filed on.

Choose eBIRForms, paid at an

authorized agent bank, in Filed

through.

Type the reference from the

acknowledgment.

. . The surcharge and the interest are already filled in.

Click Record filing.

Click Record payment.

7 [ T N—— TaxConter > Tax retums. @ Sesrch or jump to. xx 7 Gudeme f feeamack O € &

Type the bank reference.  onrs S e

Click Record payment. it ol s
3 BIR Academy v 20 P— 1.440.00 Wy

The return is paid, with its penalties.

8 [ A oL — Tox Center > Tax retums Q Search or jump to. w # Gudeme R Feedback 0 @ € 8

Add your proof, as you did in lesson = ot ot

seventeen. BIR can also ask for a emn -0 W T o TomntE

compromise penaltY, an extra z:;i::'m"" it 8 508 g i A G ) )

amount for a late return. Ask your tax Se— | s e® e e o

professional. o R R S e
£ BIRAcademy v 20 Surctiarge 144000 o

Carmela Santos.

OF Santos Pint Studo %

The second-quarter 2551Q is still on your Dashboard. If BIR has no record of it,
do the same for it. No proof means you cannot rely on it: ask your RDO, and file
now if BIR has no record.

Check yourself

¥ What do you do first when a bookkeeper has no proof?
Ask your RDO if BIR has the return.



Common mistakes

o The screen says: "This return is filed after its due date, but its penalties were computed to..."
Do: Reopen the return, compute it with the day you will file, and approve it again.



Lesson 20 A quarter with no sales

For staff, owner - 3 min - video tax-onboard-20.webm

At the end you will have: the Q1 2551Q filed, with nothing to pay
Before you start: This starts from the first-quarter 2551Q. Santos Print Studio registered in January, and

made its first sale in April.

No sales does not mean no return. Many new businesses forget this, and BIR can fine them for it.

Steps

2

Ana opens Tax Center, then Tax
returns.

Qhueson Home
# Home Good morning, Ana
£3 Training Start something

B Ask AutoSOA

-
Your work s in the menu above

s AnaReyes «

Your shop had no sales from January to March.

O wosos__,

# Home

251G — Quarterly Percentage Tax Rty ~ 2026 at

w0 o o
3 BIR Academy
o osx °
= Admiistration
o ora fug 2038 o
WO 012028 15May 2026 000 @pad

m ARes «

She prepares this return the same way.

none spenea: 25510 Q1 2026, 25510 Q2 2026, Ogan

o = °
foomack f B ¢ 8

fetack 0 Q1 € 8



3
The date is today.

Choose 2551Q in Form.

Choose the first quarter in Quarter.

Click Prepare.
Click Compute.

Click Compute.

4
Click Validation.

5

Click Send for review.

Click your picture.

Click Logout.

Carmela signs in with her user name

and password.

Open Tax Center, then Tax returns.

A Home

£ Trainig

woner

& Tax Center
Complance Copilt
Dashioara
Tax calendoe
Taxrowums.
Witbhoiing and 23075
Taupayr prote
BiRdocuments
Roconciation
Accountant handover
Comptanc Wstory
Toxrles

2 B Academy

soman

= administration

an AnaReyes

Center > Tax retums Q Searcn or jump to

ax Center [ Tax retums | 25510 Q1 2026
2551Q- Q12026

uarterly Percentage Tax Return

© Computed @ Pastits due date

" [ .
™ RReokk 0 R €8

B Recompute | Whatto do next Cancetretum
o e - Paration
#0.00 #0.00 #0.00
Computation  Transactions ©  Valdetion 3 Filing and payment  Audit tral
fam  Descripton Tcbasa e Amoun
Sch. PTOI0 Percentage tax on sales. of a person exempt fram VAT under Sec. 109(88) 000 3% 0.00 vy
14 Totltaxdue 0.00 wnyz
15-17  Less: tox credits and payments 0.00 Wiy
Surcharge 0.00 g
21 interest 0.00 wny
tom 24.- Total amount payablo r0.00

The tax is zero, so there is no surcharge and no interest. BIR can still ask for a
compromise penalty on a late return.

[ L T —

A Home

2 Tainng

woner

& Tax Center
Compiance Copilot
Dashioara
Tox calencer
Taxrotums.
Withhoteing ana 23076
Toxpayer profie
8iRascuments
Roconcilation
Accountant handaver
Compiance histary
Toxrues

2 o acasemy .

-

= Administration

W e,

o » Toxretume. Q searcn or jump to

Tax Center / Tax retuns / 25510 012026
2551Q- Q12026

Quarterly Percentage Tax Roturn

Computed @ Pastits aue abie
- - 8 Recompute

510 Janary 2018 (ENCS

Penal
£0.00

Computation  Transsctions O Validation @ Filing and payment  Audittrail

A waming  This return was due on 27 Apr 2026. Surcharge and interest are included in the computation.

Avaming 25510 deadline rule” has not been verified by anyone in your organisation yet
HIRC 126(8) (1)

S ceunach Q °
Rremeck 0 & ¢ &

What to do next Cancel retum

Tot

AWarning  “PTO10 Percentage tax on sales of a persan exempt from VAT under Sec. 10988)" has not been verified by anyone in your organisation yet

BIR Forn 10 January 2018 (ENCS), Table 1, ATC PT 810

N

@ information | No sales this quarter. This s a nil retum

AutoSOA notes that this is a nil return, a return with no sales.

[ [ O,

# Home
£ Training
wone
# siing “
£ Tox Conter
Compiance Copilot
Dashboard
Tax calondar
Tax roturns
Withhaising and 2307
Taxpayor profie
BiR documents
Reconcilation
Accountant handover

Compiance history

By .

 Toxrewms Q searcn or jump 10

g

WeTGiTs comp your invoices and bils, reviewed, approved, fied and paid. Each one expiains avery figure on it

Prepare a return
2551 — Quarterly Percentage TaxRets ~ 2026 az

Show avary form, nat crly tha onat on my calandar

@ This list holds returns already opened. Past their deadiine with none opened; 2551Q Q2 2026, Open the tax calendar

a "
Forn  Peod  Due . Amount dus  Status
WOQ Q32026  16MNev20ze 4780000 @Paid
25510 Q32026 260642098 1508804 @Pu - late
wQ Qzas 17 Aug202e 570000 @Paid
VR Q12026 15May2026 000 @p
%60 012025 27apraoas 000 @ Formview. ate

1 10 v perpage

This is Tax returns.

» i ecanack [ °
x  /oudeme Wrecomex f ¢ 8

:

SFiners D Cokmm o

& Open

= open
= Open
& opon

1-5 018 rawms



6 [~ FE L M. eotar » Complance Copllot Q searcn or fump 1 » foudsme Wik & 2 C 8

A Home e f_gg:ilg_: T = oocmens | ([ R
Click Open on the first-quarter . ¢ & :

oy Santos, Carmela Reyes

& Tax Canter

Click Approve.
Click Record filing .
Pick today in Filed on. ———— i
Choose eBIRForms, paid at an | — L
authorized agent bank, in Filed =
RESTan. T~ ——
Type the reference from the c.r!ezx2regwsvrft-?n‘rﬂc‘;_air|n?|y_o\{rv?aw_ Open the questions.
acknowledgment. = B
. . One paper proves a nil return.
Click Record filing.
Open Tax Center, then Compliance
Copilot.
7 [ A JEC L — » Compiance Copiot Q sear p 10 ™ foudeme Hfeomack O & ¢ 8

Find the first-quarter 2551Q under e B S

MoKEY

Retu rns fOI’ 2026. & siling : W.hv‘hlsavplias Documents

& Tax Center ss s registered non-VAT and is not on the 8% option, so It pays percentage tax on its gross Returnas flled @ Opvor
er (NIRC Sec. 116, ATC PTO10). A
lected the 8% option for 2026 on s first quarterly retum, no 2551 is owed — confiem

Compliance Copilot

Click Guide.
Choose Filing acknowledgment in
Add a document.

Click Choose file, and pick the
acknowledgment.

Apil 2026. 25510 is due 25 days after the period ends: Sat 25 Apr 2026. Sat 25 Apr and

ot working days, 5o it moves o Mon 27 Apr 2026,

+ Deadiine source: NIRC Sec. 128(A)(1) as amended by RA 10963 (TRAIN) — read in secondary sources
(checked against the source; not yet signed off here).

Steps

() Contirm the taxpayer prefile and income tax option

£ BR Academy

e 12026 Fora tax professional
ampa + Ifa ciont's 2307 snows percentage tax withheld (usually a government
clnt) the 25510 neads that eredit on tm 15. AUtOSOA puts zero
there

Click It says what it should. D ST st

©  corpute e e inavtoson

Records in AutoSOA

o5 Carmela Santos @ @ neone

The status says Filed and paid, with nothing to pay. No sales still means a return.

Check yourself

¥ Do you file a return when you had no sales?
Yes. No sales still means a return.



Lesson 21 The wrong document

For owner - 2 min - video tax-onboard-21.webm

At the end you will have: the wrong paper rejected, the right one checked
Before you start: This starts from the second-quarter 2551Q. Your bookkeeper says she filed it.

A wrong paper in your file looks like proof. In an audit, it proves nothing.

Steps

1 Qauwoson__ Home Q Search orjump to W fOudeme Rfeedack O R € 8
A Home Good morning, Carmela
£2 Training Nothing is waiting on you right now.
uense @ Nothing needs your attention
# siling

ces, nothing wailing to be sen, and no payments waiting to be maiched.

& Tax Center

£ BR Academy it T
acuin Customers swe you Otthat, overaue
= Administration v P0.00 Po.00
Start something
B Createaninvoice L Seowhohasnotpaid %t Lookupacustomer @ Ask AuloSOA
Recently

© 4500000 payment recorded against invoice 18

created for Walk-in customers — $45,000.00
© P4S00000 payment ecorded aganstinvoica 7
O Invice 17 created for . Jude Leaining Center — $45,000.00
© P70000.00 payment recorded againstinvoics 18

G Camiasanios « © Invoice 16 created for Bayanihan Events Co. — #70,000.00

Your bookkeeper sends an acknowledgment. You look at it, and it is for the
wrong quarter.

2 [ A Lol N Tk Gt » Compiancs Capitot Q seorch orjuma 1o *  oudeme WFedak 0 R ¢ 8

v (R compince opioty — . |
Open Tax Center, then Compliance 5 Tang ) g ) )

MONEY Santos, Carmela Reyes

Copilot. i

& Tax Center

Sole proprietor - TIN « asss+432 - Non-VAT © Gracuated rates.

What to do next How far along
Compliance Copilot
Facts ava

oa @rodo Duen oz

Ta Upload BIR's acknowledgment for the 25510 for 2 2026 P B
s perod, but AVoSOA olds no acknoeden

Tax tor1t

Withholding and 23075

Taxpayer profile Openthe quide
BiR documents

Reconciliation Returns you do not file

Accountant handover No

400 23075

returns @ Nat appcable

Compliance history

Tax ruies

£ BIRAcademy Addthe document

= Administration -
Todo
pen the questions

Open the handover chackist

cs Carmelasantos «

Every paper comes in through a guide.
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Read the paper before you check it. Its file
name says third quarter, and this is the
second-quarter guide.

Find the second-quarter 2551Q
under Returns for 2026.

Click Guide.

Choose Filing acknowledgment in
Add a document.

Click Choose file, and pick the
paper.

Click It is wrong.

Type why in the box.

Click Reject.

4

Choose Filing acknowledgment in
Add a document.

Click Choose file, and pick the right
paper.
Click It says what it should.

Check yourself

¥ Where does a rejected paper go?

It leaves the guide and stays in BIR documents , with your reason.

[ LT ——

A Home
43 Training
MoNEY
£ Biling
& Tax Canter
Compliance Copilot
Dashboard
Tax calendar
Tax roturns

Withholding and 23075

Accountant handaver
Compiance history

Tax ruies
£ BRAcademy

= administration

cs CometaSantos «

16 » Complance Capilot

Q saarch

or jump to

*  oudeme WRedak 0 R € 8

Your former accountant's flings cover this period, but AutoSOA hoids no acknowledgment for it Ask them for it, then record tha return as filed.

Why this applies

the election first.
+ Due Monday 27 July 2026, 25510 is due 25 days after the period ends: Sat 25 Jul 2026. Sat 25 Jul and

Sun 26 Jul are not working days, €0 it moves to-Mon 27 Jul 2026,
+ Deadiine source: NIRC Sec, 128(A)(1) as amended by RA 10963 (TRAINI — read in secondary sources

(checked against the source; not et signed off here).

5 Resolve the validation warnings

/AT and s not on the 8% option, so it pays percentage tax on its gross

PTO10)

ted the 8% option for 2026 on it first quarterty retum, n0 25510 is owed — confism

Still needed

Documents

Raturn as filed

Aad a document

2 Choosefie

Fora tax professional

« I a clients 2307 shows percentage tax witnheld (usually a government

s elocted the 8% option for 2026 —if it id, no

cliont), the 25510 needs that credit an item 15, AUISOA puts zere

there,

Record:

utoSOA

f the period

A message says the paper is rejected. It leaves this list, and it stays in BIR

documents.

0 Autosor
A Home BIR documents
Registration, fings, payments and BIR' fotters.
£2 Training
oy A adocument
& eiing Whatitis

& Tax Center
Compllance Copilot
Dashboard

Tax rowims
Withhaiding and 2307
Taxpayr profiie
BiR documents

Reconciliation

handaver

ince history
Tax ruies
£ BR Academy

= administration

cs Cormela Santos «

Ghoose ane

someone allowed to check documents has checket

Onfile

For

25510 Q2 2026

25510022026

25510 01 2026

1701203 2026

17010 03 2026

17010012026

17010 Q2 2026

17012 Q2 2026

/Gudeme W Feemak O QG

Alonas

& Now 2026 (Fri)
Carmeia Santas

& Now 2026 (Fr)

iov 2028 (Fr)

& Nov 7026 (Fr)

& Nov 2028 (Fr)

.
-

« Copilot

A statuses

The right paper says Checked. Now see the rejected paper. Open Tax Center,
then BIR documents. Every paper stays here. Here is the rejected paper in BIR
documents, with its status and your reason. A paper counts only after a person

checks it.




Lesson 22 A mistake after filing

For staff - 2 min - video tax-onboard-22.webm

At the end you will have: the amendment sent for review

Before you start: This starts from the 1701Q you filed in lesson sixteen.

Afiled return is a record. If you change it, you lose what BIR already has. You file an amended return.

Steps

Home

Good morning, Ana
Start something

B Ask AuloSOA

43 BIR Academy

ABMIN

= Agministration

s AnaRepes -

-
Your work s in the menu above

ts for you. Home ha

5 nothing

to

Rfeedback 0O @& € &

You filed your 1701Q. Then you remember 5,000 from selling an old printer.

2 [ F o

e > Tax retums

Ana opens Tax Center, then Tax
returns.

Prepare a return

2551Q — Quarterly Percentage Tax Rett v

Qs
Bue
wola 037026 16 MNov 202
47 BIR Academy
2510 032026  260ct7028
= administration
WO Q22026 17 Aug 2028
010 012028 15 May2026
s0 o202 2028
1 "
an Anaroyos ”

This is Tax returns.

2026

1588604

570000

000

none opened: 25510 Q2 2026. Open

@Fad late

oFuid

Q2

Rremck 0 & ¢ 8




3 [ Lo —— e Conter » Tax returms Q searcn orjump to ™ ek 0 @ ¢ 8

A Home

Click Open on the third-quarter 2 T

MoNEY

1701g . & TaxCenter

Complance Capilot

wnattodonext  Cancelretum

e © ot computad yet. Compute 110 pullin the sales and purchases dated 1 Jul (Wed) to 30 Sep 2026 (Wed)

Click Amend.

Tax returns Gomputation  Transactions 0 Vaiation @) Filing and payment  Audit trail

Nathing computed yet

Type why in the box.

Figures the books cannot give.

Click Open amendment.
&3 BIR Academy
gr— Cost of sales/services ~ add
= Admi

an Anakopes «

A new return opens. It says Amendment 1, and it keeps the 2307 you entered.

4 [ A BECLT S—

» Toxrotums. Q Searcn orjump to “ Hreomek 0 2 ¢ 8

A Home

Click Compute. 2

8 Recompute  What to do next

& Tax Center

Choose Other income in What.

. . e i g (e —
Type what it was in Description. N

Withholding and 2307s Computation  Transactions 18 Validation 3  Filingand payment  Audit trail

Taxpayer profile

Type 5,000 in Amount.

36 Salesirevenues this quarter 480,000.00 Wiy
Click Add. o
Click R : | ol o g e
_L A Add: taxable income previous quarter/s 288,000.00 wny

= Administration
Tax due (graduated rates) 581,000.00 58,700.00 Why'

Tax due rises to 58,700. You still owe £1,000. AutoSOA already takes off what
you paid, and your 2307.

5 [ A FLECC N— i Conter s Tax retums Q_ Searen or ump o . Hreomec f 2 ¢ &
A Home
Click Send for review. & T
& Tax Conter B Recompute  Whattodonext  Cancelretum
Dashboard #£58,700.00 $57,700.00 P0.00 #1,000.00
& " 42 Add: taxable income previous quarterls 288,000.00 Wy
proPee
P
o sudo % 65 interest 000 i

The amendment now goes through the same steps: approve, file, pay and prove.
Never change a filed return: amend it.

Check yourself

¥ Does an amendment keep your 2307s?
Yes. It also takes off what you already paid.



Lesson 23 BIR Academy

For staff - 2 min - video tax-onboard-23.webm

At the end you will have: a lesson finished

Before you start: You need nothing from earlier lessons. Everybody on your team can use the Academy.

Steps

1 Qhueson R Acsgemy » Lossans T o gm0 Q¢ 8

A Home BIR Academy

Learn Philippine business tax on the same rules and screens AUTCSOA uses. 8 Glossary B BIR forms
Open BIR Academy, then Lessons. £ maona o — r
[ o W 6|

& Tax Contor

£ 8IR Acagemy 5
Lessons Accounting
osiary s the entres an gview
BRtorms e
aown Aacs he reguitions andihe edge cases
= Administration
L Your practice company
A company of your o ying things — invoices, bils, returns — with the Tax Genter switched on and the BIR rules loaded Nothing you do there
reaches your real Books
Progress - 0.of 12lessons.
Fundamentals 0/12 Income Tax Coming VAT Coming Withholding Coming Payroll Tax Coming BR Forms Coming
Compliance Coming Tax Audit Coming

The twelve levels

Level 1 BIR Fundamentals

Wnat the BIR Is, what a tax return Is, and what filing and paying mean

Wnatis BIR? 10min 8 Netatarted

Qmin @ Notstarted

L vl P8 «

Smin @ Notstarted

This is the BIR Academy. It teaches Philippine business tax, in plain words. How
lessons read has three levels. Beginner uses plain words only.

2 o

BIR Acagemy » Lessons Q searen or jump to x Hfeomck 0 2 ¢ 8
ome What is BIR?
Click Start lesson. : [vene [oneome | e

The rules behind this lesson
& Tax Center i
T Tindahan ni Liza Online (Small aniine seler) — Liza sells home-made sauces through a marketplace.

£ BRAcademy - Sales are small she is not VAT-registered.
PTO10 Percentage tax on soles of a
Lessons. h person exempt from VAT under Sec.
Glossary L TDASE NN R LE 109(88) #1100
What you will learn @ Souncs SHad— ek ymiOed Rars
BIRtorms
Whatthe BIR i whata tax s, and the elght steps every pesa of business income goes thiough — from the sale (o the. « Version 315 in‘force on 6 Nov 2026,
i focord you koep afterwards. since 1.Jul 2023
« Percentage tax = gross sales for the
= Administration & W Aut0S0A aesign decision B Academy curicum — Wt s ssan covers oty
« Source: BIR Form No, 25510 January
2 WHY IT MATTERS 2018 (ENCS) Table 1, ATC PT 010,
Why it matters Ghecked against that soutce, but not yet
verified by a reviewer in this company.
Every busingss i the Phlgpines owes 1axes cn what I sels or eams. Knowing who collets them, and why,is the ground  eaer it e Misari
‘evarything else in the Academy stands on. 2
i e Acaciamy Sianc returns for their dates still use them.
W Low BIRC Sec 21 — The ases the Tax Code cats natona intermal reverwe taxes.
3. THE 10EA
Forms in this lesson
The BIR, the Tax Code and the taxpayer
- 25510 Quarterly Parcentage Tax Return
The BIR —the Bureau of Internal Revenue — is the government offce that assesses and collcts the national taxes, It
works undar the Department of Finance, The law It enforces i the Nationa Internal Revenus Code, called the NIRC or the
Tax Code. A s ony persan or business

a tax. A tax retum Is the form where a taxpayer
deciares what t earned or soid and works out the tax. Filing means handing that form to te BIR; paying means actualy
sending the monay. They are two separate acts, and sach has 3 dsadiine.

Miaw NRC Sec 2

W e
- i«

The lesson opens: What is BIR? Read it at your own speed.



3

Each lesson ends with questions. Each
answer is checked.

Filing and paying are not the same.
Three percent of £200,000 is £6,000.
Real property tax is a local tax.

Choose Bureau of Internal Revenue.
Choose False.

Type 6000.

Choose it.

Choose Keep the invoices, the return

and the proof of payment.

Click Mark my answers.

4
Open BIR Academy, then Glossary.

5

Find "percentage tax
box.

in the search

AutoSOA

e tax. How much is the tax?

Mo, i BIRAcademy » Lessons
2. Filing a return and paying the tax are the same thing,
A Home
Twe o False

43 Training
woney | . Right. Fiing hands the retur in; paying sends the money. Each has ts deadiine.
& TaxCenter v
£ e Academy B 3. Anon-VAT 000 of sale: ana pays 3% p

Lessons 6000

Glossary
aown
. 4. Which of these is NOT a national internal revenue ta: under the Tax Code?

= Administration v

Income tax  Value-addedtax  Real property tax

Documentary stamp tax

[ o st e m s e s e

5. The return s filec and the tax paid. What is left to do?
Nothing * Keep the invoices, the retum and the proof of pay
Fie the same relurn again nest month

| ~ Right. Record keeping is the last step: the evidence behing

ment

Ask the BIR for a receiot of every sale

the return s kept.

)
n Amakepes «

Your score is here, with the answers

() Auoson B Acaderny » Glossary
# Home
uses, i plain words st
£ Training
Find 3 tarm — TIN, withholding, NOLCO.
Money
& Tax Center v 8% option
£2 BR Academy - Anindividual’ choice to pay 8% of gross sales above
#250,000 instead of graduated income tax and percentage
Lessons 453
Glossary
ACCOUNTING VIEW Only while ssles stay under the VAT
BRtorms threshold; chosen on the first quarter's return.
y. INAUTOSOA B of gross sales’ under Rate chosen for the
year on the profie.

& Menlaldstanion N Forms: 17010, 17014
 IT-8-PERCENT  Version 1isin force on & Now 2026, since 1 Jan
2018, Tax - B% « (3ross sales = ather non-perating ncome —
#250,000 for tha pureiy selt-empiyed). Thresholc: P250,000.00.
Source: RA 10883 (TRAIN amending NIRC Sec. 24(A)2)(D)
Checked agaist that source, but not yet verified by a reviewsr in
his company.
Miow
NERC Sec. 20(A)(2)(b) as amended by TRAIN

Assessment
The BIR's finding, after examining a taxpayer, that more tax

ACCOUNTING VIEW Issued within the assessment period:
can be contested.
INAUTOSOA Outside AUtOSOA; the evidence it keeps
supparts the answer 1o one.

Aisw
NBRG Secs. 703 and 228,

L JR it PR

This is the Glossary. It explains each

O hwoson__ 8

Next lessan >

explained.

Q Search orjump o

AAB- Authorised agent bank
Abank

'@ BIR authorises to accept tax payments.
ACCOUNTING VIEW Payments are made at an AAB in the
taxpayer's RDO, or electranically.
INAUTOSOA "eBIRFarms, paid at an autharized agent bank
as a payment channel.

W Gurrent iR rue
B8 payment channels

ATC - Alphanumeric tax code
A code naming a kind of income payment and its
withholding fate — e.g. WC120 for contractors.
AGCOUNTING VIEW Printed on the 1801-£Q, the QAP and
the 2307
N AUTOS0A The withhoiding code on a suppler and on
egch billine,
Fonms: 1601-20, 2307

@EWTAICIZO. Version s i force on 6 Now 2026, since ) Jan
2018, Tox withhela = income payment (vefore VAT) = 2%, Source:
1601-EQ (Jan 2016), FR 11-2018 R 2-98 Sec, 2,572 a6 amended

e Hfeeamack 0 2 €

PT010 Percentage tax on sales of a
person exempt from VAT under Sec.
109(88) #r-#100

@ Source cited — ot yet verifiea hare

« Version 3 s in force on & Now 2026,
since 1.Jul 2023,

= Percentage tax = gross sales for the
quarter x 3%

« Source: BIR Form No. 25510 January
2018 (ENCS) Table , ATC PT 010
Checked against that source, but not yet
verified by o reviewe in this company.

= 2 earle versions are superseded;
returns for thelr dates stlluse them.

Forms in this lesson

* 25510 Quar

terly Percentage Tax Rewrm

e R Feedback 0 2 €

= Academy

AITR - Annual income tax retum
The income tax return for the whole year.
ACCOUNTING VIEW 1701 or 1701A {oF 1701-MS) for
individuals, T702-RT for corporations.

INAUTOSOA Carmela's 2026 1701, prepared early 10 see
what she will owe.

Forms: 1701, 17012, 1701-M, 1202-A

W Profassiona intarpretation

General usage

BIR - Bureau of Internal Revenue
The government affice that callects the national taxes.

ACCOUNTING VIEW Under the Department of Finance;
assesses and collects all national internal revenue taxes.

INAUTOSO0A Every retum in the Tax Center is prepared for
the BIR

ALaw

MRCSec.2

tax word in plain words.

Qs

arch or jump 1o,

]

A Home Tax glossary
Every torm the Acadamy uses, In plan words frst
43 Training
[ percentage ax
Moy
& TaxCenter v 8% option
£ BR Academy B An individual's choice ta pay 8% of gross sales above
250,000 instead of gracuated income tax and percentage
Lessons i
Giossary
ACCOUNTING VIEW Ol while sales stay under the VAT
BiRtorms threshold; chosen on the first quarter's return.
p INAUTOSOA ‘8% of gross sales’ under Rate chosen for the
year on the profile.

= Administration - Forms: 17010, 17014

© 1T-8-PERCENT  Version 1is i force on & Nov 2026, since 1 Jan
2018 Tax = 8% x (gross sales + other non-oparating icome -
#250,000 for the puroly Gali-ompioyed). Throsholc: R250,000.00.
Source: RA 10963 (TRAIN) smending NIRG Se<. 24(A)2)(D]
Checked agaist that source, but not et werfied by a reviewer in
this company.

Alsw
NIRG Sec. 24[A)(2)(b) as amended by TRAIN

Here is the word, and what it means.

[Percentage tax
Koo e for st et VA etrs
usualy 3%,

ACCOUNTING VIEW Filed quarterly on the 25510; not due
from an inciivieual on the 8% option.
1N AUTOS0A Carmela's print shop files the 25510 each
quarter.
Forms: 25516

@ PTPTOI0. Varsion 31z in force on & Now 2026, sinca 1 Jul
7023, Percentage tax » gross sales for the quarter x 3%, Source:
BIR Form No. 25510 January 2018 (ENGS) Table 1, ATC PT 010.
Checked against that saurce, bul not yet verified by a reviewer in
this company. 2 earfer varsions ace superseded; retuns for thei
dates sl use them.

W Current B rue
BIR Form 25510, ATCPT 010

£ Hfeeaack 0 R €

& Academy



6 AutoSOA BIR Acadermy » BIR forms. Q seareh or jump to. % Afedack 0 & ¢ 8

A Home BIR forms & Academy
open EIRTEESEERT, then L

[mmete... || oo

Quarterly Percentage Tax Retumn « January 2018 [ENCS)
& Tax Conter v
orms. ot e s o ity percontage tx rtumof  busiess ot regitaed o VAT

£ BRAcademy A Quarteny Incoma Tax Ratur for
naiviauats, Estates Wha files it Anon-VAT business — except an individual on the 8% income tax option
Lessons
When it is due 2551015 due 26 days after the period ends
Glossary 7014 @ You e this
D Whereits fiqures come from  The quarter's inveices.
BIRforms i Schedules Schedule of 1ax by ATC.
g ey After fling Taxes paid in Gonnestion with the business are deductible for income tax (NIRC Sec. 34(C)); AutoSOA does not yet

deduct the percentage tax automatically, 5o enter 1 as a deduction on the income tax return.

= Administration v

00 What AUtaSOA does & What the BIR requires.

Computes the percentage tax on the quarter's sales a the ratein force  Filed and paid through  BIR channel by its deadine.
for the quarter.

1 Computed by AIGSOA

Cechocly p—

@ PT-PTON0 Version 3s i force an § Nov 2026, since 1 Jul 2023, Perceniage tax = gross saies for the quarter » 3%, Source: BIR Form No. 25510 January 2018 (ENCS)
Tabia 1, ATC PT 010, Chaciac sgainst that source, but not yet verfad by 3 reviewar i th company. 2 Garer versions are Suparseded; ratams fo thair ates s uss them,
Tought in: Whatis BIE?,

W Current B1R rule - BIR Form 25510 January 2018 ENCS)
Miow  HRE Soc. 34(C) — Taxes paid in connection with th
I AuioSOA design decision Nt yet autamatic —

w0
pu) Amabores « s ricea ncome o

This page explains each BIR form.

7 AuloSOA__ AR Acagemy > BIR forms Q searcn orjump e < Hfemek 0 @ ¢ 8
A Home BIR forms =
- What each form is for, where its figures come from, and wihen itis due. Academy
Click 2551 uarterly Percentage £ Tnng r—
Quarterly Pm:/:malex Return - January 2018 (ENCS)
& Tox Comar - 17010 @ vou fie this The quarterly percentage tax return of a business not registered for VAT,
.
——— £ BIR Academy - Quarterly Income Tax Return for
Lamons ‘When it is due 2551Q is due 25 days after the period ends.
—
Glossary 17018 KN Whereits figures come frem  The quarter's invices.
BIR forms Schedules Sehedule of tax by ATC.
ADMN After filing Taxes paid in connection with the business are deductible for income tax (NIRC Sec. 34(C)); AutoSOA does not yet

deduct the percentage tax automatically, 50 enter 1 as a deduction on the incotne ta return.
= Administration v

g What AUtoSOA does & Whatthe BiR roquires:

Gomputes the percentage tax on the quarter's sales at the raten force  Filed and paid through a BIR channel by ts deadiine.
for the quarter

© Computed by AVIGSOA

Rules ituses

@ PT-PTON0 Varsion 3 i forcs an 6 Nov 2026, sinee 1 11 2023, Percantag:
Table 1, ATC PT 010. Chacked against that source, but nct yet verified by 3 rev

gross satas for the quarter x 3%, Sourca: BIR Form No. 25510 Jsnusry 2018 (ENCS)
his company. 2 earlor versions are suporseged; retums for thairgates st usa thor.
Tught in: Wnat s BIR2 T

21850 Gusiness meels

I Current 8 fule  BIR Form 25510 January 2018 (ENCS)
W NIRC Sec. 34C) — Taxes p
W AL10S0A Gesign decision ot yet autormat

deductibl

25500

Y Value-Adged Tax (VAT)

an AnaReyes

8 AvoSOA R Academy » Lessons Q searcn orjump o w Hfemck & & ¢ 8

Continue with

Registering with the BIR: TIN and RDO

Open BIR Academy, then Lessons. £ oy =2

How lessons read
A Home

MonEY tie
Accaunting
£ Tax Center - Adds he eniiea and 1
£ BR Academy -
Expert
Lessons ek the requ he adge cases
Glossary
BiRtorms
& Your practice company
s A company of your own for trying things — invoices, bis, returns — with the Tax Center svritzhed on and the BIR rules loaded, Nething you do there
_ reaches your real books
= administration “
[Progress - 10f 12 lessons )]
-
Compliance Coming Tax Audit Coming
The twelve levels
Lovel 18I Fundamentais
What the BIR Is, what a tax return is, and what fling and paying mean
Whatis BIR 10 min -best 100% @ Compieted
Registering with the BIR: TIN and RBO Smin W Nt strted
Individuals. sorporations and partnershins 9min @ Notstarted
The taxes 3 business mests Timn @ Nt strted
Tax periods and deadines 10min i Notstarted
mmsee %

Filina and pavina; what AutoSOA does and what the BIR requires

Your progress is saved. Progress shows one lesson finished.

Smin M Notstarted

Ana took a lesson and answered its questions. She found a word and a form. Next, Ana opens her practice
company.
Check yourself

¥ Who can use the BIR Academy?

Everybody on your team with the BIR Academy permission.



Lesson 24 Your practice company

For staff - 1 min - video tax-onboard-24.webm

At the end you will have: a practice company opened, and back
Before you start: You need the BIR Academy from lesson twenty-three.

Steps

1
Open BIR Academy, then Lessons.

2

A practice company is a made-up business.

You can try anything in it, and your real
records do not change.

Click Open my practice company .

[~ F L — AR AcsEny > Lessons Q sesrcnorumote
A Hom: tlilp\_naﬂamy
P

. =
2 T N

Money How lessons read

& Tax Contor e
£ BIRAcademy an wards

Lessons Accounting
Glossary i the entres and th
BIR form:

Expert

L Your practice company

m Rk 0 Q¢ 8

8 Glossary

B BIR forms.

bils, ret with Genter switched on and the BIR rules loaded. Nothingy
Progress -10f 12 lessons
Fundamentals 1112 Income Tax Coming VAT Coming Withnolding Coming Payroll Tax Coming BIR Forms. Coming
-
Compliance Coming Tax Audit Coming
The twelve levels

Level 1 1R Fundamentols

6. and what fing and paying mean

o«

The practice company is on this page.

o

Home Q Search orjump 1o —

A Home Good morning, Ana
£3 Training Nothing is waiting on you right now.
MoweY
@ Nothing needs your attention
& siling Mo overdue invaices, nothing waiting to be sent, and no payments waiting to be matched.

& Tax Center

2 sma Where you stand

my

be Pharmacy
& Inventory

Ofterngs
o 9 Start something

B Creatoaninvoice L Seewhohasnotpaid @ Filearscept i Lookupacustomer @ AskAutoSOA

= Administration

Recently

© $12,800.00 payment recorded against invoice &

© Inveice 4 created for Oniine orders — $12,800.00

© $5500.00 payment recorded againstinvoice 3

O Inveice 3 craated for Sari-sari ni Aling Nena — P8,500.00

© $18,500.00 payment recorded against invaice 2

T o Q Invoice 2 created f

This bar says you are in a practice company.

/cugeme o Feemmack 1@ & ¢ 2




3 [ L — Tax Center » Compllance Copliat Q Search or jump o x # cudeme W reeamack @ Oy € e

Open Tax Center, then Compliance =~ —_— ]
Copilot. ol s
What to do next How far along

Addithe document

This is the same Tax Center, with made-up records. Its menu can show more
modules than yours. This made-up business belongs to Liza Mercado.

4 [ A FoCscl — Homa a L] o ¢ 8
) # Home [Good morning, Ana
Try a return here before you try one in your 5 g e N
own business. s [
£2 BIR Academy ¥
Click Back to Santos Print Studio. e , oot msiovs

s Anakoyes «

You are back in your own account.

Ana opened a practice company, looked around, and came back. Her real records did not change. That is the
end of this course. Your printed guide has every step, and a checklist for your first month.

Check yourself

¥ Does a practice company change your real records?
No. It is a made-up business.



When something goes another way

Your bookkeeper cannot prove a return was filed

1. Ask your RDO if BIR has the return.

2. If it has no record, have your preparer prepare and compute the return with today's date.
3. Approve it, file it, and record the filing the same day.

4. Record the payment with its surcharge and interest.

5. Add your proof, and ask your tax professional about a compromise penalty.

No proof means you cannot rely on it: ask your RDO, and file now if BIR has no record.

Lesson 19

You had no sales in a quarter

1. Prepare the return for the quarter.

2. Compute it. The tax is zero.

3. Approve it, file it, and record the filing.
4. Add the acknowledgment, and check it.

No sales still means a return.

Lesson 20

The wrong document is uploaded

1. Read the paper before you check it.
2. Click It is wrong, and type why.

3. Click Reject.

4. Add the right paper, and check it.

A paper counts only after a person checks it.

Lesson 21



You find a mistake after filing

1. Open the filed return, and click Amend.

2. Type why, and click Open amendment.

3. Enter what changed, and compute.

4. Send it for review, then approve, file, pay and prove it.

Never change a filed return: amend it.

Lesson 22



Cheat sheet

When
Every quarter
Every quarter

Every quarter

Every quarter

Every quarter
Every quarter
Every month

When something goes
wrong

When something goes
wrong

When something goes
wrong

When something goes
wrong

Task
Check your sales
Prepare a return

Enter a 2307

Approve a return

Record a filing and its
proof

Record a payment and its

proof

The month-end check

No proof of filing

No sales in a quarter

A wrong paper

A mistake after filing

Where
Tax Center > Reconciliation
Tax Center » Compliance Copilot » Guide

Tax returns > the return » Figures the books cannot
give

Tax Center » Tax returns » the return

Tax returns » Record filing, then the Guide

Tax returns » Record payment, then the Guide

Tax Center » Dashboard, Compliance Copilot,

Compliance history

Tax Center » Tax returns

Tax Center » Tax returns

The return's Guide » Documents

The return » Amend

Lesson
12
13
14

15

16

17

18

19

20

21

22



Glossary

Term

1701Q
2303
2307
2551Q

Acknowledgment
Amendment

Compliance
Copilot

Filed elsewhere
Graduated rates
Nil return

Not yet checked
0osD

Percentage tax
RDO
Reconciliation
TIN

Verified

Working copy

What it means for your business

The quarterly income tax return of an individual in business.

Your Certificate of Registration from BIR.

The paper a customer gives you for tax it kept back from what it paid
you. It is a credit against your income tax.

The quarterly percentage tax return of a business not registered for
VAT.

BIR's proof that it received your return.
A new return that replaces one you filed.

The page that says what you must do for BIR, and what still needs
proof.

A return filed outside AutoSOA, such as one your bookkeeper filed.
Income tax by bracket. It comes with percentage tax on your sales.
A return for a period with no sales.

An answer that is your word, and that no document shows yet.

The optional standard deduction: 40 percent off your sales, with no list
of expenses.

A tax on the sales of a business not registered for VAT.
Your Revenue District Office.

Your invoices set beside your returns.

Your tax identification number.

An answer that a document on file shows.

A return in AutoSOA before it is filed. It is for preparation and review.

Where you see it

Tax calendar, Tax
returns

BIR registration, BIR
documents

Tax return

Tax calendar, Tax
returns

Guide, BIR documents
Tax return

Tax Center

Tax return
Taxpayer profile
Tax return

Set up

Taxpayer profile

Taxpayer profile, 2551Q
BIR registration

Tax Center

BIR registration

Set up

Tax return



Go-live checklist

The implementer

v Step

O  Create the account with Billing & SOA and BIR Tax Compliance on the host's Tenants page.

O  Check that the Tax Center opens for the owner, with no 403 message.

O  Confirm the module is on the account as paid or complimentary, so a later module sync keeps it.

O  Check the first sign-in with the owner.

Your team

v Step

a Return the questionnaire.

O  Finish the Billing course, so your invoices are in Billing.

O  Load the BIR rules (lesson 01).

O  Add your preparer (lesson 02).

O  Save your BIR registration and Taxpayer profile (lessons 03, 04).

O  Upload your 2303 and answer the setup questions (lessons 05 to 07).

O  Ask your tax professional about the weekend deadline rule, then record it (lesson 09).

O  Run your first return with the implementer watching (lessons 13 to 17).

Signed off by (implementer) and (client) on




Getting help

Questions? Email admin@autosoa.com, or click Feedback at the top of any page.



