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Part I · Getting started · Chapter 1
Welcome to BizHub365
BizHub365 is one connected workspace for customers, bookings, invoicing, banking, payroll, reporting, and HMRC Making Tax Digital.
BizHub365 is UK cloud software for small businesses, sole traders, and the accountants who look after them. It is built and operated by Tweed Tyne Technologies Ltd in Edinburgh. One subscription covers the whole business — there are no per-user fees.
What you can run from one login
Win work
Keep customers, quotes, a public booking page, and a digital business card in one place.
Get paid
Raise invoices, take card payments, chase reminders, and match bank receipts.
Stay compliant
Double-entry books, VAT and ITSA submissions, RTI payroll, and statutory reports.
Work as a team
Owners, staff, subcontractors, and accountants each see the tools that match their role.

Who it is for
Trades, salons, consultants, landlords, shops, cafés, and professional firms all use the same platform. When you choose a sector during setup, BizHub365 orders the top bar's Bookings and Jobs areas and the dashboard around the work you actually do, so a salon sees Bookings before Jobs and a builder sees Jobs first.
	Sole traders and limited companies who want books, invoices, and tax in one system.
	Service businesses that take appointments and want a public booking page.
	Shops and online sellers who want a price list of their products on every invoice.
	Accountants who manage several client businesses without paying a seat fee.

NoteBizHub365 is not related to Konica Minolta Bizhub printers or to Microsoft 365. It is independent UK business software.
How this manual is organised
Read Part I if you are new. Use the later parts as a desk reference when you need a specific job done. Each chapter starts with where to click, then the steps, then the settings that change the behaviour.
	Part	Use it when you need to
	I · Getting started	Create the account, learn the layout, invite people, and manage billing.
	II · Customers	Store contacts, take bookings, and share your card.
	III · Money	Quote, invoice, spend, jobs, and bank.
	IV · Books and tax	Report, pay staff, and submit to HMRC.
	V · Run the business	Brand documents, connect apps, import data, and work with an accountant.


TipKeep this guide open while you click through a new area for the first time. The chapter titles match the names you see in the navigation bar.
Part I · Getting started · Chapter 2
How to use this guide
The same document is the on-screen handbook, the print edition, and the ebook.
Reading on screen
Open bizhub365.com/guide from any browser. The left-hand contents stay in view. The gold and navy bar at the top prints the page or downloads the PDF and EPUB files.
Printing
Choose Print and set the paper size to A4. Headers, page numbers, and a table of contents with page references are included. Print colour as-is so the navy cover, step numbers, and callout boxes stay readable.
	A4 portrait, colour, two-sided if your printer supports it.
	Enable backgrounds / background graphics in the print dialog.
	Bind or hole-punch on the left; margins are already set for that.

Ebook
Download BizHub365 User Manual.epub for Apple Books, Kindle (after conversion if needed), Kobo, or any EPUB reader. Chapters reflow to the screen size. Colour callouts remain, page furniture does not.
Conventions
	You will see	It means
	Where to find it	The menu path from the signed-in navigation bar.
	Numbered blue steps	Do these in order.
	Tip	A faster or safer way to do the same job.
	Note	Background that changes how a screen behaves.
	Caution / Important	A step that can lock records, submit to HMRC, or delete data.


NoteThis edition describes BizHub365 as it shipped in September 2026. HMRC modules can be hidden by the operator if a service is temporarily offline. Menu labels that you do not see are usually gated by role, plan, or VAT / payroll setup.
Part I · Getting started · Chapter 3
Create your account and business
Signup is three short steps: your details, the business, then a 14-day trial.
Where to find it: Sign Up Now
Start at bizhub365.com and choose Sign Up Now, or go straight to /mybusiness/onboarding/. If an accountant sent you a referral link, use that URL so they are connected automatically. If a partner gave you an offer link, open that first: see Partner offers.
Step 1: your details
Create your sign-in
	Goal
	Create the BizHub365 sign-in you will use every day, and prove the email address is yours.
	Who can do it
	Anyone. You do not need an account or a plan yet.
	Before you start
	Have an email inbox you can open now and a phone number to hand. If an accountant or referral partner gave you a link or a code, use that link, or have the code ready.

	On the Create your account page, type your First name, Last name and Email. Use the email address you will sign in with.[image: The Create your account page. The First name, Last name and Email boxes at the top of the form are ringed, with the step number 1 beside them.]Step 1. Type your first name, last name and email address.
	Choose Send code, to the right of the Email box. BizHub365 emails a 6-digit code to that address, and the line under the box says what happened.[image: The Create your account page with an email address typed in. The Send code button at the right-hand end of the Email box is ringed, with the step number 2 beside it.]Step 2. Choose Send code, to the right of the Email box.
	Type the code into 6-digit code from your email, which appears under the Email box, and choose Verify. The line under the box changes to Email address verified.[image: The Create your account page after a code was sent. The box labelled 6-digit code from your email, under the Email box, and the Verify button beside it are ringed, with the step number 3.]Step 3. Type the 6-digit code from the email, then choose Verify.
	Type your Phone number, then a Password, and the same password again in Confirm password. The password must be at least 8 characters, not a commonly used password, not only numbers and not too like your name or email address; otherwise the form says what is wrong. If you have a referral code that did not come with your link, type it in Referral code (optional).[image: The lower half of the Create your account form. The Phone, Password and Confirm password boxes are ringed, with the step number 4 beside them.]Step 4. Add your phone number and choose a password, typed twice.
	Tick I agree to the Terms and Privacy Policy. This box is required. Tick Email me product updates only if you want them; it starts unticked and you can leave it.[image: The bottom of the Create your account form. The two tick boxes, I agree to the Terms and Privacy Policy and Email me product updates, are ringed, with the step number 5 beside them.]Step 5. Tick I agree to the Terms and Privacy Policy. Email me product updates is optional.
	If a security check appears above the button, complete it. Then choose Continue at the bottom of the form.[image: The bottom of the Create your account form. The wide Continue button under the tick boxes is ringed, with the step number 6 beside it. It is greyed out because no email address has been verified.]Step 6. Choose Continue at the bottom of the form. It is greyed out until your email is verified.

When it worked: BizHub365 creates your sign-in and opens Step 2, where you describe the business.
What can go wrong	If this happens	Do this
	Continue is greyed out.	Your email address is not verified yet. Do steps 2 and 3. If you changed the email address after verifying it, verify the new one.
	No code arrives.	Check your junk or spam folder, and check the address for typing mistakes. Then choose Send code again.
	The line under the box says Too many attempts. Request a new code.	A code allows five wrong tries. Choose Send code to get a new one.
	The code is refused although you typed it correctly.	Codes work once and for 15 minutes. Choose Send code for a fresh one.


NoteIf the email address already has a BizHub365 account, the email tells you so instead of sending a code. Sign in with that account, or reset the password if you have forgotten it.
Step 2: the business
After Step 1 you are signed in, and BizHub365 opens Set up your business (/mybusiness/onboarding/business/). The progress bar at the top shows Your details done and Business details as the current step. This page creates the business record that everything else belongs to: its name and address go on every quote and invoice, and the sector you choose lays out the dashboard and menus for your trade.
Only the essentials are asked for. Opening hours, holidays, tax details and the rest wait until Business Settings. Your sign-in email address becomes the business email address and the phone number from Step 1 becomes the business phone number; both can be changed later in Settings → Business and tax setup. The panel on the left also offers the accountant partner programme (Are you an accountant?), which is a different sign-up: see Accountants and client work.
Every field on the page
	Field	Required	What to enter
	Business Name	Yes	The name customers see on your documents and booking page. Type three or more letters and a list of matching registered companies from Companies House appears under the box. Choosing one fills in the name and, while the address box is still empty, the registered office address. Sole traders ignore the list and type their trading name.
	Profession / Business Sector	Yes	One of the 13 sectors in the table below. The line under the box changes to describe what the sector puts first and the trades it suits.
	Legal structure	Yes	Choose Sole trader, Partnership or Limited company (a private limited company, Ltd). Anything else? Choose Other and pick from the Other legal structure list that appears under it: Limited Liability Partnership (LLP), Public Limited Company (PLC), Community Interest Company (CIC), Charitable Incorporated Organisation (CIO), Co-operative, Unincorporated Association, Social Enterprise, or Freelancer / Contractor.
	What turnover was on your latest tax return?	No	Asked of sole traders (and freelancers) and partnerships only. Choose the band your qualifying income (turnover from self-employment and property, before expenses) was in on your latest tax return, or I have not sent a tax return yet. The answer under the box tells you straight away when Making Tax Digital for Income Tax starts for you (see the table below). Nothing is sent to HMRC.
	Business Address	Yes	Your full postal address, on as many lines as you need. Filled in for you when you pick a company from the Companies House list.
	VAT registered?	Yes (No is preselected)	Choose Yes or No. Yes shows the VAT Number box, which then has to be filled in. No hides the box and clears anything typed in it.
	VAT Number	When VAT registered is Yes	Your VAT registration number. Leave No selected if you are not registered, and no VAT appears anywhere (see the note below).
	Do you pay staff through payroll?	Yes	Yes switches the Payroll section on and ticks Add payroll for you on the next page. No switches Payroll off. Payroll is a paid add-on and opens once your paid subscription starts: it is not part of the free trial. You can change both later (Business Settings, Manage sections, and Settings → Subscription).
	Logo	No	A PNG, JPEG, GIF or WebP image; SVG files are not supported. BizHub365 resizes it to 350 by 150 pixels and keeps transparency. If the file cannot be read as an image, the business is still created and a warning says the logo was not saved.


When Making Tax Digital for Income Tax starts for you
Making Tax Digital for Income Tax means keeping digital records and sending HMRC an update every quarter. When it starts for you depends on your qualifying income: your turnover from self-employment and property, before expenses, as shown on your tax return. The answer at sign-up follows these dates:
	Qualifying income on your tax return	What the page tells you
	Over £50,000	It applies to you from 6 April 2026.
	Over £30,000, up to £50,000	It applies to you from 6 April 2027.
	Over £20,000, up to £30,000	It applies to you from 6 April 2028.
	£20,000 or less	It is not required for you yet.
	I have not sent a tax return yet	It depends on the qualifying income on your first tax return, with the dates above.


Partnerships see one more sentence: partnerships are not in Making Tax Digital for Income Tax yet, and a share of partnership profits does not count towards these limits, but your own self-employment and property income does. Your answer is kept. The dashboard repeats it in a Making Tax Digital for Income Tax panel, and so does the Connect to HMRC step of the Get set up checklist. To change it, open Business Settings and use What turnover was on your latest tax return? in the Income Tax part of the page.
The sectors
A sector is not a legal structure. It decides which Business overview cards come first and which menu items come first after Home, so the tools your trade uses most are nearest to hand. Five sectors also come with a starter pack (see Starter packs below). You can change it later in Business Settings, and you can reorder the Business overview cards yourself at any time.
	Sector	Examples	What it puts first
	Trades & Field Services	Electricians, plumbers, heating engineers and other call-out trades	The diary: call-outs, jobs and follow-up invoices
	Construction & Building	Builders, groundworkers, scaffolders, joiners	Multi-day jobs, time on site, CIS and job costs
	Home & Property Services	Cleaners, landscapers, gardeners, pest control	Recurring visits, quotes and customer schedules
	Beauty, Hair & Wellness	Hairdressers, barbers, beauty therapists, nail technicians	The appointment diary and keeping clients coming back
	Health & Fitness	Personal trainers, physios, sports coaches	Sessions, packages and client follow-ups
	Pet Care	Dog groomers, pet sitters, dog walkers	Bookings and client history
	Professional Services	Accountants, bookkeepers, consultants, solicitors	Clients, invoices and compliance rather than diary volume
	Creative & Digital	Web designers, photographers, marketing freelancers	Clients, projects and invoicing for delivery work
	Education & Training	Tutors, driving instructors, coaches	Lesson diaries and recurring client bookings
	Retail & E-commerce	Shops, online sellers, market traders	Sales, payments and your price list ahead of diary tools
	Hospitality & Food	Cafés, caterers, mobile food traders	Bookings and sales for venues and caterers
	Transport & Logistics	Couriers, removals, owner-drivers	Jobs, time logged and invoicing on the move
	Other / Not listed	Anything else	The standard layout, which you can change later in Settings


Starter packs
Some sectors come with a starter pack that sets a few things up for your trade when the business is created. The line under the sector box says which pack you get and what it sets. A pack is applied once, at sign-up: changing your sector later in Business Settings changes nothing else, and you can change everything a pack sets in Settings at any time.
	Starter pack	Sectors	What it sets
	Cafe	Hospitality & Food	Bookings and Jobs start switched off. New invoices are due on receipt, with a thank-you note. Food and drink stock, packaging, utilities, rent, business rates, cleaning and insurance are listed first on Add Expense.
	Hair and beauty	Beauty, Hair & Wellness	Bookings stays on for your appointment diary. New invoices are due on receipt. Salon products, chair or room rental, rent, utilities, training, advertising and insurance are listed first on Add Expense.
	Electrician or building trade	Trades & Field Services, Construction & Building	Jobs and CIS start switched on. New invoices have 15 days to pay and a note that materials stay yours until paid. Building materials, fuel, vehicle costs, protective clothing, tools and equipment, insurance and phone are listed first on Add Expense.
	Cleaning or mobile service	Home & Property Services	Bookings stays on for your rounds, and the dashboard's weekly check has a link to log your mileage. New invoices have 7 days to pay. Cleaning products, fuel, vehicle costs, parking, protective clothing, insurance and phone are listed first on Add Expense.


	The expense categories are HMRC's: a pack only lists the ones your trade uses most at the top of the Category list, under Common for your trade. A few, such as Salon products and Building materials, are extra names for your trade; each is sent to HMRC under its HMRC category. Every other category is still in the list.
	Each pack also suggests wording for invoice lines (for example Cut and finish or Call-out charge). Start typing a line's description on an invoice to see them.
	The note on new invoices is in Business Settings under Default note on new invoices, and the payment terms under Default payment terms.
	Other sectors have no starter pack and start with the standard settings.

What happens when you continue
Choosing Continue to subscription creates the business and makes you its administrator with every permission: view, edit, manage users and manage billing. BizHub365 applies the defaults listed under What BizHub365 prepares for you, links your accountant's referral if you came through their link or code, emails you the welcome message described under The emails you get while signing up, and opens Step 3.
A sign-in can set up one business this way. If your sign-in already belongs to a business, this page sends you to that business's Subscription & Billing page instead, and a second attempt to save is refused with Your account is already linked to a business. If a required box is empty, the page reloads with Please complete all required business details, the box is outlined, and everything you typed is kept.
Set up your business
	Goal
	Create the business record that your invoices, bookings and reports belong to, and choose the sector that lays out your dashboard.
	Who can do it
	The person who has just completed Step 1. The sign-in must not be linked to a business yet.
	Before you start
	Have your trading name (the registered name if you are a company), your business address and, if you are VAT registered, your VAT number. A logo file (PNG, JPEG, GIF or WebP) is optional and can be added later.

	Type your Business Name. If you run a limited company, LLP or another registered body, start typing and choose it from the Companies House list that appears under the box; the registered office goes into Business Address for you.[image: The Set up your business page, Step 2 of sign-up, with the progress bar showing Your details done and Business details current. The Business Name box at the top of the form, with a company name typed in, is ringed, with the step number 1 beside it.]Step 1. Type your Business Name. Registered companies can be picked from the Companies House list under the box.
	Choose your Profession / Business Sector. The line under the box changes to describe what that sector puts first and the trades it suits.[image: The Set up your business form with Construction and Building chosen in the Profession / Business Sector box. The box and the line under it, which describes multi-day jobs, time on site, CIS and project costs, are ringed, with the step number 2 beside them.]Step 2. Choose your Profession / Business Sector. The line under the box describes the sector you picked.
	Under Legal structure, choose Sole trader, Partnership or Limited company. For anything else, choose Other and pick from the Other legal structure list that appears.[image: The Set up your business form with Sole trader chosen under Legal structure, under the sector box. The Legal structure choices, Sole trader, Partnership, Limited company and Other, are ringed, with the step number 3 beside them.]Step 3. Choose your Legal structure: Sole trader, Partnership, Limited company, or Other for the rest.
	Sole traders and partnerships: under What turnover was on your latest tax return?, choose your band. The answer under the box says when Making Tax Digital for Income Tax starts for you. You can skip this.[image: The Set up your business form with Over £30,000, up to £50,000 chosen in the What turnover was on your latest tax return? box. The box, the hint under it and the answer saying Making Tax Digital for Income Tax applies from 6 April 2027 are ringed, with the step number 4 beside them.]Step 4. Sole traders and partnerships: choose the turnover on your latest tax return. The answer under the box says when Making Tax Digital for Income Tax starts for you.
	Type or check your Business Address, with each part of the address on its own line.[image: The Set up your business form with a two-line address typed into the Business Address box under the turnover question. The Business Address box is ringed, with the step number 5 beside it.]Step 5. Type or check your Business Address, one part per line.
	Under VAT registered?, choose Yes if you are registered and type your VAT Number in the box that appears. If you are not registered, leave No selected.[image: The lower part of the Set up your business form. Beside the VAT registered? label the Yes and No buttons are ringed, with Yes selected, and the VAT Number box that appeared under them, with a VAT number typed in, is ringed too, with the step number 6 beside the buttons.]Step 6. Choose Yes under VAT registered? if you are, then type your VAT Number in the box that appears.
	Under Do you pay staff through payroll?, choose Yes or No. Payroll is a paid add-on and opens once your paid subscription starts.[image: The lower part of the Set up your business form. The Do you pay staff through payroll? question, with Yes chosen and the line saying payroll is a paid add-on that opens once your paid subscription starts, is ringed, with the step number 7 beside it.]Step 7. Answer Do you pay staff through payroll? Payroll is a paid add-on that opens once your paid subscription starts.
	If you have a logo, choose Choose File under Logo (optional) and pick the image. You can skip this and add it later.[image: The lower part of the Set up your business form. The Logo (optional) file chooser under the payroll question, with its Choose File button and the words No file chosen, is ringed, with the step number 8 beside it.]Step 8. Under Logo (optional), choose Choose File and pick an image. This step can be skipped.
	Choose Continue to subscription at the bottom of the form.[image: The bottom of the Set up your business form. The wide blue Continue to subscription button under the Logo chooser is ringed, with the step number 9 beside it.]Step 9. Choose Continue to subscription at the bottom of the form.

When it worked: BizHub365 creates the business, emails you a welcome message, and opens Step 3, Subscription & Billing, with the progress bar showing Business details done. If you answered the turnover question, a message at the top repeats when Making Tax Digital for Income Tax starts for you.
What can go wrong	If this happens	Do this
	The page reloads with Please complete all required business details.	A required box is empty, or no legal structure is chosen (with Other, a type must be picked from the list too). The box is outlined. Fill it in and choose Continue to subscription again; everything else you typed is kept.
	No companies appear when you type the name.	Type at least three letters and wait a moment. The list only shows registered companies, so sole traders see nothing. If Companies House cannot be reached, the list stays empty; type the name and address yourself.
	A warning says Your logo was not saved.	The file could not be read as an image. The business is still created; add a PNG, JPEG, GIF or WebP logo later in Business Settings.
	The page says Your account is already linked to a business.	Your sign-in already belongs to a business, so a second one cannot be created here. Open that business from the dashboard.


NoteNot VAT registered? Leave No selected. BizHub365 then shows no VAT anywhere: invoices, quotes, credit notes, bills, receipts, price lists, emails, exports and reports show the unit price, quantity and total only, and nothing is posted to VAT in your books. If you register later, add the VAT number in Business Settings and VAT is shown from then on. Records you made before you registered are not changed.
TipYou can finish the profile later in Settings → Business and tax setup. A complete profile makes invoices, payroll, and HMRC submissions much smoother.
Step 3: start the trial
The last step is Subscription & Billing, the same page you reach later from Settings → Subscription. During sign-up it shows the progress bar with Subscription as the current step, and the sentence at the top tells you the trial length: Start your 14-day free trial, card details now, no charge until the trial ends. A partner offer can change that sentence and the trial (see Partner offers).
There is one plan, BizHub365 One, at £19 a month or £190 a year (two months free) for the whole business, with no per-user fee. Under the price, choose Monthly or Annual. The plan card lists what is included: CRM and customer management, online bookings and diary, invoices, quotes and payments, bank imports and matching, advanced finance and reporting, a full audit trail, compliance tools, unlimited team members, the mobile app and priority support, plus VAT and Income Tax submissions where those HMRC services are switched on for the platform. Payroll is not in the plan. If you pay staff, tick Add payroll to add the payroll add-on: £10 a month covers up to 5 employees, then £2 a month for each employee after the fifth. The box shows the price for the employees you have now (a new business has none and is billed for 1). If you answered Yes to Do you pay staff through payroll? in Step 2, it is already ticked; untick it if you do not want it yet. Payroll is not part of the free trial: it opens once your paid subscription starts. You can also add or remove payroll later (see The payroll add-on). Start free trial sends you to Stripe's secure checkout page to enter your card. Stripe holds the card details; BizHub365 never sees the number. Nothing is charged for 14 days, and if you cancel from Settings → Subscription before the trial ends you pay nothing. See Subscription, trial, and billing for what happens after that.
Promo or voucher code: if BizHub365 or a partner gave you a code, type it in the box under the plan card and choose Apply. The line under the box confirms the discount (for example 20% off for 3 months) or says the code is invalid or expired. An applied code is carried into the checkout when you choose Start free trial.
Skip for now, go to dashboard, under the plan card, closes the sign-up wizard without a subscription. Until the business has one, every page apart from Subscription & Billing sends you straight back there with the message You need an active subscription to access this page, so skipping only lets you come back later: sign in again and you land on Subscription & Billing, where Start free trial is waiting.
Start your free trial
	Goal
	Start the free trial of BizHub365 One so the business is ready to use.
	Who can do it
	The administrator who created the business (the Manage billing permission).
	Before you start
	Have a debit or credit card to hand. It is not charged until the trial ends. If you came through a partner offer that needs no card, you need no card.

	On Subscription & Billing, check the trial length in the sentence at the top, then choose Start free trial on the BizHub365 One card. The button reads Loading while Stripe's checkout page opens.[image: The Subscription and Billing page during sign-up, scrolled to the BizHub365 One plan card, which lists the price of 29 pounds a month billed monthly and everything included. The blue Start free trial button at the bottom of the card is ringed, with the step number 1 beside it. Under the card are the Skip for now, go to dashboard link and the Promo or voucher code box with its Apply button.]Step 1. Choose Start free trial on the BizHub365 One card.
	On Stripe's checkout page, enter your card details and choose the button that starts the trial. Stripe shows what is charged after the trial and when. With a no-card offer, Stripe asks only for what it needs to start the trial.

When it worked: Stripe sends you back to BizHub365, which shows Account created successfully! and opens your dashboard with the Get set up card at the top. Settings → Subscription now shows BizHub365 One with a Free Trial badge and the date the trial ends.
What can go wrong	If this happens	Do this
	You are back on Subscription & Billing and it still offers Start free trial.	Stripe has not yet confirmed the trial to BizHub365. Wait a few seconds and reload the page rather than starting another checkout. If it still shows after a minute, contact support.
	A red message says Could not start checkout or Network error.	Check your connection and choose Start free trial again.
	The promo code is refused.	The code must be active; capital letters do not matter. Check it with whoever gave it to you, or continue without it.
	You chose Skip for now and every page says You need an active subscription to access this page.	That message sends you to Subscription & Billing. Choose Start free trial there.


Partner offers
Some partners, such as UK Business Forums, give their members a link to a BizHub365 offer page. The page says who the offer is for, how long the free trial is and whether a card is needed, lists what is included, and links to the normal sign-up and to sign-in. Offer pages are not linked from bizhub365.com and search engines are told not to index them, so you need the link from the partner.
Opening the page remembers the offer for your visit. Finish Step 1 and Step 2 in the same browser session and the offer is recorded on the new business, so Step 3 gives you the offer's trial instead of the standard 14 days. The UK Business Forums offer is 30 days with no card required. An offer covers the business's first subscription only: a business that has already had a subscription checks out without the offer's trial.
During a no-card trial, Subscription & Billing says No card needed at the top and shows a Keep your plan after the free trial card with Add payment details, which opens Stripe's secure page for your card. Add a card before the trial ends and your plan carries on at its normal price (BizHub365 One is £19 a month, plus the payroll add-on if you added it). If no card has been added when the trial ends, the trial stops and nothing is charged.
Sign up with a partner offer
	Goal
	Get the partner's longer or card-free trial on your new business.
	Who can do it
	Anyone with a partner's offer link who does not have a BizHub365 business yet.
	Before you start
	Use the exact link the partner gave you, in the browser you will sign up in, and finish sign-up in the same visit.

	Open the partner's link. The page is headed Try BizHub365 free for the offer's number of days. Choose Start your free trial under the heading. If you already have an account, choose I already have an account instead: the offer is for new businesses.[image: The UK Business Forums offer page, headed Try BizHub365 free for 30 days with No credit card required underneath. The blue Start your 30-day free trial button under the heading, beside I already have an account, is ringed, with the step number 1 beside it.]Step 1. Choose Start your free trial under the offer heading.
	Complete Step 1, Create your sign-in, and Step 2, Set up your business, exactly as in the two how-tos above.
	On Subscription & Billing the sentence at the top shows the offer's trial length, and No card needed when the offer has none. Choose Start free trial and confirm on Stripe's page.

When it worked: Your trial runs for the offer's length. With a no-card offer, Settings → Subscription shows Keep your plan after the free trial with the trial end date and an Add payment details button.
What can go wrong	If this happens	Do this
	The sentence at the top of Subscription & Billing says 14-day, not the offer's length.	The offer was not remembered: it lasts for one browser visit. If the business does not exist yet, open the partner's link again in this browser and carry on from there. If you have already created the business, contact support before starting the trial.
	The offer link shows Not found.	Check the link with the partner. Offer codes are not listed anywhere and a wrong one shows a not-found page.


The emails you get while signing up
BizHub365 sends the three emails below during sign-up and nothing else. They are all part of the service, so they arrive whether or not you ticked Email me product updates. If you signed up through an accountant's branded portal, they carry the accountant's brand name and reply address instead of BizHub365's.
	Email	When it arrives	What it says and what to do
	Your BizHub365 sign-up code	When you choose Send code in Step 1.	Your 6-digit code, valid for 15 minutes. Type it into 6-digit code from your email and choose Verify. One address can be sent five codes an hour, and each code allows five wrong tries. If you did not ask for it, ignore it.
	You already have a BizHub365 account	Instead of a code, when the address already has an account.	Links to sign in or to reset your password. The sign-up form says a code was sent either way, so nobody else can learn whether an address has an account.
	Welcome to BizHub365 - let's get you set up!	When Step 2 creates the business, to your sign-in email address.	Confirms the length of your free trial and lists three first jobs with links: complete your business profile, set your services and availability, and share your booking page. Reply to it to reach support.


If you ticked Email me product updates, you may also get product tips in the days after sign-up. They are sent by our customer relationship system, not by BizHub365 itself, only while you are opted in, and each one has an unsubscribe link. Nothing else is sent to your address by BizHub365 until you use a feature that emails you, such as a sign-in code or a receipt.
What BizHub365 prepares for you
As soon as the business exists, the system seeds a usable workspace:
	Monday to Friday operating hours, 09:00 to 17:00.
	The UK public holidays BizHub365 keeps for every business.
	A first-run task list on the dashboard.
	A private iCal key for your booking diary.
	A dashboard card order that matches your sector.
	The starter pack for your sector, if it has one (see Starter packs).

First-week checklist
	Open the dashboard and complete the business profile.
	Add yourself (and any staff) under Settings → Team.
	Create one customer and one invoice so you can see a PDF.
	If you take appointments, set booking services and share the public booking link.
	Upload a recent bank statement and sort its lines on the Bank page.
	If you are VAT registered, connect HMRC from Settings → Connect & Integrations → Connect.

The Get set up checklist
Where to find it: Dashboard→Get set up
After signup, the top of your dashboard shows a Get set up card with the steps that get the business ready, and how many are done. Each step says in one line why it matters and links to the page where you do it. Apart from the VAT question, you never tick anything yourself: BizHub365 checks your records each time you open the dashboard, so a step ticks itself off once the thing it asks for exists.
	Step	Done when
	Complete your business details	The business has a name, type, address, email and phone number.
	Are you VAT registered?	You answered it. The step asks the question with two buttons: No, not VAT registered ticks it off (the answer you gave at sign-up counts too); Yes, add my VAT details opens the VAT part of Business Settings, and the step becomes Add your VAT details until a VAT number is saved. Saving Business Settings also ticks it off. Only people who can edit the business see the buttons.
	Add your bank account or import a statement	A bank is connected or a statement has been imported. Only shown when Banking is switched on.
	Add your first customer	There is at least one customer.
	Create your first invoice	There is at least one invoice.
	Add your logo	A logo is uploaded in Business Settings.
	Set up payroll	Payroll settings have your PAYE reference, Accounts Office reference and Gateway sign-in. Only shown when Payroll is switched on and the payroll add-on is on your plan.
	Connect to HMRC	BizHub365 is connected to HMRC. Only shown when the Tax (HMRC) section and VAT or Income Tax are on. If you answered the turnover question, it also says when Making Tax Digital for Income Tax starts for you.
	Invite your accountant or team (optional)	Someone else has access to the business or has been invited. This step never keeps the card on screen.


The card goes away by itself once every step that is not optional is done. To bring it back after hiding it, open Business Settings, choose Manage sections and use Show the checklist on the dashboard under Setup checklist.
Hide the Get set up checklist
	Goal
	Take the Get set up card off your dashboard before every step is done.
	Who can do it
	Members of the business who can edit (the Edit permission). Others see the card without the button.
	Before you start
	Sign in and open the business whose dashboard you want to tidy.

	Open the Dashboard. The Get set up card is at the top, under the greeting.[image: The dashboard of the demo business. The Get set up heading at the top of the card listing the setup steps is ringed, with the step number 1 beside it.]Step 1. The Get set up card is at the top of the dashboard.
	Choose Hide this checklist at the bottom of the card.[image: The bottom of the Get set up card on the dashboard. The Hide this checklist button, with the note that you can show it again from Settings and Sections, is ringed, with the step number 2 beside it.]Step 2. Choose Hide this checklist at the bottom of the card.

When it worked: The dashboard reloads without the card and shows Setup checklist hidden. You can show it again from Settings > Sections.
What can go wrong	If this happens	Do this
	There is no Hide this checklist button.	You do not have the Edit permission for this business. Ask an administrator, or ask them to hide it.


TipNo staff? Switch Payroll off in Business Settings, Sections, and the payroll step disappears.
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Install BizHub365 on your devices
Use BizHub365 in a browser, install it as a desktop app, or get the app for iPhone, iPad and Android. One account works on all of them.
There are four ways to use BizHub365. They all sign in to the same account and show the same business, so you can start a job on one and finish it on another.
	Build	Where to get it	What you need
	Web app	Go to bizhub365.com and choose Log In.	A current browser with cookies and JavaScript switched on.
	Desktop app	Choose Install App on bizhub365.com, or use your browser's own install control.	Chrome or Edge on Windows, Mac, Linux or a Chromebook, or Safari on a Mac (File, Add to Dock).
	iPhone and iPad	BizHub365 on the App Store.	An iPhone or iPad that the App Store page lists as supported, and an Apple Account.
	Android	BizHub365 on Google Play.	An Android phone or tablet that the Google Play page lists as supported, and a Google account.


NoteIf your accountant gave you their own branded portal, use the web address they gave you. Branded portals have no Install App button; your browser's install control still works.
Sign in on the web
Every sign-in has two parts: your email and password, then a second check that proves it is you. The second check is a code we email you, or, if you have set one up, a passkey, an authenticator app code or an approval on your phone in the BizHub365 app.
Sign in to the web app
	Goal
	Open your business in a browser.
	Who can do it
	Anyone with a BizHub365 account.
	Before you start
	Have your email address and password, and your phone or inbox for the second check. If you do not have an account yet, see Create your account and business.

	Go to bizhub365.com and choose Log In. On the Log in to your BizHub365 account page, type your Email Address and Password.[image: The sign-in page with an email address typed in and the password hidden. The Email Address and Password boxes are ringed, with the step number 1 beside them.]Step 1. Type your email address and password.
	Choose Log In under the boxes.[image: The sign-in page. The blue Log In button under the Password box, beside Forgot Password?, is ringed, with the step number 2 beside it.]Step 2. Choose Log In under the boxes.
	On Confirm it's you, use the check that is offered: type the 6-digit code from the email into Verification Code and choose Verify, or use your passkey, your authenticator app, or the Approve button in the BizHub365 app on your phone.[image: The Confirm it's you page after signing in with an email address and password. The Verification Code box is ringed, with the step number 3 beside it; the Verify button is under it.]Step 3. On Confirm it's you, type the 6-digit code from the email, then choose Verify.

When it worked: You are signed in and BizHub365 opens.
What can go wrong	If this happens	Do this
	The code email does not arrive.	Check junk or spam, then choose Request New Code under Didn't receive it?.
	You have forgotten your password.	Choose Forgot Password? beside Log In and follow the emailed link.
	You set up a passkey or authenticator app and no email came.	When a stronger check is set up, BizHub365 does not email a code straight away. Use that check, or choose Email me a code.


Sign out of the web app
	Goal
	End your session on this browser, for example on a shared computer.
	Who can do it
	Anyone who is signed in.
	Before you start
	Save anything you are working on.

	Choose the round button with your initials (or the first letter of your email) at the right-hand end of the top bar to open the account menu, then choose Log Out at the bottom of the menu.[image: The dashboard with the account menu open under the round initials button at the top right. The red Log Out item at the bottom of the menu is ringed, with the step number 1 beside it.]Step 1. Open the account menu from your initials, then choose Log Out.

When it worked: The sign-in page opens. Anyone using this browser next has to sign in again, including the second check.
Install the desktop app (PWA)
The desktop app is the BizHub365 website installed by your browser. It opens in its own window with the BizHub365 icon in your Start menu, Dock, launcher or shelf, and it is the same service as the web app: what you do in one shows in the other. It needs an internet connection. Without one, it shows a page saying you are offline instead of your data.
Install BizHub365 as a desktop app
	Goal
	Put BizHub365 on your computer as an app.
	Who can do it
	Anyone, signed in or not. You need Chrome or Edge on Windows, Mac, Linux or a Chromebook, or Safari on a Mac.
	Before you start
	Open bizhub365.com in Chrome, Edge or Safari. Firefox cannot install web apps: use it in a tab instead.

	Choose Install App in the top bar of bizhub365.com. It is also on the home page.[image: The top bar of bizhub365.com when signed out. The Install App button between Accountants and Sign Up Now is ringed, with the step number 1 beside it.]Step 1. Choose Install App in the top bar.
	In Install BizHub365, choose Windows, Linux, Mac and Chromebook. The other two choices open the App Store and Google Play pages.[image: The Install BizHub365 window with three choices: Google Play, Apple App Store, and Windows, Linux, Mac and Chromebook. The third choice, Install using a PWA, is ringed, with the step number 2 beside it.]Step 2. Choose Windows, Linux, Mac and Chromebook.
	Confirm in the window your browser shows. In Chrome and Edge choose Install. In Safari on a Mac, choose File, then Add to Dock, as the BizHub365 window tells you.

When it worked: BizHub365 opens in its own window, and the Install App button no longer shows in that browser.
What can go wrong	If this happens	Do this
	The window says to use Install app in your browser menu.	Your browser has not offered the install yet. Use the install item in the browser's menu, or open bizhub365.com in Chrome or Edge.
	You chose Not now.	Choose Install App again whenever you are ready.


	Question	Answer
	How do updates arrive?	Automatically. The desktop app loads BizHub365 from bizhub365.com each time, so it is always the current version. There is nothing to download.
	Can I use it on more than one computer?	Yes. Install it on each computer and sign in on each one.
	How do I sign out?	The same as on the web: your initials in the top bar, then Log Out.
	How do I uninstall it?	Use your computer's normal way to remove an app, or the app's own window menu in Chrome or Edge. Uninstalling removes the app from this computer only; your account and data stay as they are.


Install the iPhone and iPad app
Install BizHub365 on an iPhone or iPad
	Goal
	Get the BizHub365 app on your iPhone or iPad.
	Who can do it
	Anyone with an Apple Account who can install apps on the device.
	Before you start
	Make sure the device is connected to the internet. The app is for signing in only: create your account on the website first (see Create your account and business).

	On your iPhone or iPad, open the App Store and search for BizHub365, or open the BizHub365 page. The app is by Tweed Tyne Technologies.[image: The public App Store page for BizHub365 in the Business category, by Tweed Tyne Technologies, free with in-app purchases. The app name BizHub365 next to the blue and black icon is ringed, with the step number 1 beside it.]Step 1. The BizHub365 page on the App Store.
	Tap Get on the BizHub365 page and confirm with Face ID, Touch ID or your Apple Account password.
	Open BizHub365. On Welcome Back, type your Email and Password and tap Sign In.[image: The Welcome Back screen of the BizHub365 app on an iPhone. The Email box with the demo owner's address, the Password box and the Sign In button are ringed, with the step number 3 beside the Email box.]Step 3. On Welcome Back, type your Email and Password and tap Sign In.
	On Verify it's you, confirm it's you with the check the app offers: Use a passkey, or type the code from your authenticator app in Authenticator app code and tap Verify authenticator code, or tap Email me a code and type the code from the email in Email code.[image: The Verify it's you screen of the BizHub365 app on an iPhone. The Authenticator app code box, the Verify authenticator code button and the Email me a code button are ringed, with the step number 4 beside the code box.]Step 4. On Verify it's you, enter the code from your authenticator app and tap Verify authenticator code, or tap Email me a code.

When it worked: The app opens your business on Home, with tabs along the bottom.
Install the Android app
Install BizHub365 on Android
	Goal
	Get the BizHub365 app on your Android phone or tablet.
	Who can do it
	Anyone with a Google account who can install apps on the device.
	Before you start
	Make sure the device is connected to the internet. The app is for signing in only: create your account on the website first (see Create your account and business).

	Open Google Play on your device and search for BizHub365, or open the BizHub365 page. The app is by Tweed Tyne Technologies Ltd.
	Tap Install.[image: The public Google Play page for BizHub365 by Tweed Tyne Technologies Ltd. The green Install button under the app name is ringed, with the step number 2 beside it.]Step 2. Tap Install on the BizHub365 page in Google Play.
	Open BizHub365. On Welcome Back, type your Email and Password and tap Sign In.[image: The Welcome Back screen of the BizHub365 app on an Android phone. The Email box with the demo owner's address, the Password box and the Sign In button are ringed, with the step number 3 beside the Email box.]Step 3. On Welcome Back, type your Email and Password and tap Sign In.
	On Verify it's you, confirm it's you as on iPhone: a passkey, the code from your authenticator app (Verify authenticator code), or Email me a code.[image: The Verify it's you screen of the BizHub365 app on an Android phone. The Authenticator app code box, the Verify authenticator code button and the Email me a code button are ringed, with the step number 4 beside the code box.]Step 4. On Verify it's you, enter the code from your authenticator app and tap Verify authenticator code, or tap Email me a code.

When it worked: The app opens your business on Home, with tabs along the bottom.
What the phone apps ask permission for
The app asks the first time it needs each permission, not when you install it. You can say no: the rest of the app keeps working, and you can change your mind later in the device's Settings.
	Permission	Asked on	Why, in the app's own words
	Notifications	iPhone, iPad and Android, after you sign in	So the app can ask you to approve or deny a sign-in to your account, and remind you before tax deadlines (see Reminders before each deadline). On Android they arrive in the Sign-in approvals and Tax deadline reminders channels. Without notifications you can still sign in with a code, and the reminder emails still come.
	Camera	iPhone, iPad and Android, the first time you capture a photo or scan a sign-in QR code	“BizHub365 uses the camera to capture invoices and receipts, and to scan the QR code that signs you in on a computer.”
	Photos	iPhone, iPad and Android, the first time you upload from your photo library	“Choose photos of receipts and documents to attach to invoices and expenses.”
	Face ID	iPhone and iPad, the first time you approve something	“Confirm it's you before you approve a sign-in or an HMRC submission.”
	Location	iPhone and Android, only when you turn on automatic trips in Mileage, after the app explains what it collects; first while using the app, then all the time (Always on an iPhone)	“With automatic trips on, BizHub365 uses your location while you drive, even when the app is closed, to record your business mileage. Your route stays on your phone. Turn it off in Mileage at any time.” Refuse it and automatic trips stay off; starting and stopping trips yourself needs no location. Android also shows a Recording business trips notification while automatic trips are on, and a Trips to sort notification channel tells you when a trip has ended (see Turn on automatic trips).


Updates, more than one device, signing out and uninstalling
	Question	Answer
	How do updates arrive?	Through the App Store or Google Play, like any other app. If your version is too old for something you try, the app says Please update the BizHub365 app to continue. Update it from the store and try again.
	Can I use more than one phone?	Yes. Sign in on each one. Each phone you sign in on can approve your sign-ins; the list is under Phones that approve on the Security page, where you can remove one.
	How do I sign out?	Tap Settings at the top of Home, tap Log out, then confirm.
	How do I uninstall it?	Delete the app as you would any other. This removes it from the device only. Your account and business stay as they are; to close the account, see Security, audit, and deleting data.


What differs from the web app
	The phone apps have their own screens for the everyday jobs: invoices, quotes, payments, credit notes, customers, bookings, expenses, capturing a photo of a receipt, bookkeeping, reports, VAT and Income Tax, payroll, your business settings and the referral programme.
	Some screens in the apps show the web pages inside the app. Anything the apps do not have, such as adding and changing jobs, products and the template editor, is on the web app and the desktop app.
	Only the phone apps can capture a photo with the camera, approve a sign-in on another device, and scan the QR code that signs you in on a computer (Scan to sign in).
	The phone apps are free and for signing in only. You create your account, and start, change or cancel your subscription, on the website (see Subscription, trial, and billing). The apps show no prices or plans; if something needs a subscription your account doesn't have, the app says This isn't available on your account.
	The desktop app is the web app in its own window: everything is the same.
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Find your way around
The navy bar is the same on every page. Sector and role change what it contains, not how it works.

    
      Home
      Customers
      Finance
      Reports
      Settings
    

    
      Cash in bank£12,480

      Money owed to you£4,260

      Bills to pay£1,905

      VAT due next7 Nov 2026

    

    
The dashboard starts with your money: cash in bank, money owed to you, bills to pay and the next VAT or tax due.Sign in
Where to find it: Log In
Sign in with the email and password you registered. BizHub365 then asks for a second check. Use whichever you have set up: approve on your phone in the BizHub365 app, use a passkey, enter a code from your authenticator app, or have a 6-digit code emailed to you. If you have set up any of the first three, the email code is sent only when you choose Email me a code. Email codes expire after five minutes. Every sign-in has this second check, including signing in to the mobile app. Set up passkeys and an authenticator app under Security in your account menu (see Security, audit, and deleting data). The step-by-step how-to, with screenshots, is Sign in to the web app in Install BizHub365 on your devices.
Once you are signed in, going to bizhub365.com takes you straight to your dashboard instead of the public home page. Your password manager can fill in your email and password, and you can paste the emailed code. For security you are signed out after 8 hours without activity. Five minutes before that, BizHub365 asks if you are still there: choose Stay signed in to carry on. Save your work before you step away.
Sign in by scanning a QR code
If the BizHub365 app is signed in on your phone, you can skip the password on a computer. The sign-in page shows a QR code under Or sign in with the BizHub365 app. Each code works once and for two minutes; the page fetches a fresh one by itself for ten minutes, then offers Show a new code. The app shows which browser and computer asked to sign in before you approve, and you can choose Deny instead.
Sign in on a computer by scanning the code with the app
	Goal
	Sign in to the web app without typing your password or a code.
	Who can do it
	Anyone whose phone has the BizHub365 app signed in.
	Before you start
	Open bizhub365.com on the computer and have your phone unlocked with the app installed (see Install BizHub365 on your devices).

	On the computer, open the sign-in page and find the QR code under Or sign in with the BizHub365 app, below the sign-in form.[image: The sign-in page. Under the Email Address and Password boxes and the Log In button, the section headed Or sign in with the BizHub365 app, with its square QR code, is ringed, with the step number 1 beside it.]Step 1. The QR code is under Or sign in with the BizHub365 app, below the sign-in form.
	In the app, open the menu and tap Scan to sign in under Settings, then point the camera at the code on the screen.
	Check that the app names your browser and computer. Tap Approve and confirm with your fingerprint, face or passcode. Never approve a code that someone sent you.

When it worked: The app says Approved. The computer will sign in in a moment. and the computer opens your dashboard by itself.
What can go wrong	If this happens	Do this
	The page says the code has expired.	Codes last two minutes and the page replaces them for ten minutes. After that, choose Show a new code and scan again.
	The app shows a browser or computer you do not recognise.	Tap Deny. The computer is not signed in. Then change your password from the account menu.
	There is no QR code on the sign-in page.	Reload the page. If it still does not appear, sign in with your email, password and second check instead.


Forgotten your password?
Where to find it: Log In→Forgot Password?
Forgot Password? on the sign-in page emails you a link to set a new password. The link is in an email headed BizHub365 Password Reset Request, works once, and stops working one hour after it was sent. The page says the same thing, If an account with that email exists, a password reset link has been sent, whether or not the address has an account, so nobody can use it to find out who has one. Only the email address registered to the account gets the link. If you signed up through an accountant's branded portal, the email carries the accountant's brand and comes from their portal's address.
The new password must be at least 8 characters, not a commonly used password, not only numbers and not too like your name or email address, and be typed the same twice. Once it is set, BizHub365 emails Your BizHub365 account password has been changed (with your accountant's brand name if you use their branded portal) to the same address and signs you in as usual from the sign-in page; the second check still applies. Resetting the password does not sign out other devices or change your passkeys or authenticator app.
Reset a forgotten password
	Goal
	Get back into your account when you cannot remember the password.
	Who can do it
	Anyone with a BizHub365 account who can open the email inbox registered to it.
	Before you start
	Open the inbox for the email address you sign in with.

	On the sign-in page, choose Forgot Password? next to the Log In button.[image: The sign-in page. The Forgot Password? button to the right of the blue Log In button, under the Password box, is ringed, with the step number 1 beside it.]Step 1. Choose Forgot Password? next to the Log In button.
	On Request a reset link, type your Email Address. If a security check appears, complete it. Choose Send Reset Link. You are returned to the sign-in page with the message that a link has been sent if the address has an account.[image: The Reset your password page, headed Request a reset link. The Email Address box, with an address typed in, and the blue Send Reset Link button under it are ringed, with the step number 2 beside the box. Back to Login is beside the button.]Step 2. Type your Email Address and choose Send Reset Link.
	Open the email BizHub365 Password Reset Request and choose the link in it within one hour.
	On Reset your password, type your New Password and the same again in Confirm New Password, then choose Reset Password.[image: The Set a new password page opened from the emailed link, headed Reset your password. The New Password and Confirm New Password boxes, each with a hidden password typed in, and the blue Reset Password button under them are ringed, with the step number 4 beside the first box.]Step 4. Type your new password twice, then choose Reset Password.

When it worked: The sign-in page opens with Your password has been reset successfully. You can now log in with your new password. Sign in with the new password; the usual second check follows.
What can go wrong	If this happens	Do this
	No email arrives.	Check your junk folder, and check that you typed the address you registered with. The message on the page looks the same for an address that has no account.
	The link opens Invalid or expired password reset link.	The link is more than an hour old or has already been used. Ask for a new one from Forgot Password?.
	The page says Passwords do not match, or that the password is too short, too common, entirely numeric or too similar to your details.	Type the same new password in both boxes, at least 8 characters, not a commonly used password, not only numbers and not too like your name or email address, and choose Reset Password again. The link still works until it has been used.


Using BizHub365 with a keyboard or screen reader
	Every page works with the keyboard. Tab moves between controls and a blue outline shows where you are. The first Tab on a page offers Skip to main content.
	Fields you must fill in are marked (required). If something needs fixing when you save, a box at the top of the form lists each problem; select one to jump to that field.
	Address and Companies House suggestions can be chosen with the up and down arrow keys and Enter. Esc closes the list.
	Messages such as “Copied to clipboard” are read out by screen readers. Error and warning messages stay on screen until you close them, and sit below the top bar so they don't cover it.
	Emailed codes can be pasted with or without spaces, for example “123 456”.
	On a phone, invoice and quote line items show as one card per line, with each field labelled.
	Your customers can book on your public booking page with a keyboard or screen reader: services, days and times are buttons that say whether they are chosen, and each step is announced as they move through it.
	The Accessibility Conformance Report at bizhub365.com/accessibility/conformance-report/ lists how BizHub365 meets each WCAG 2.2 criterion.

The navigation bar
After you select a business, the top bar is your map of the product. It has six areas: Home, Money in, Money out, Bank, Tax, and Settings behind the cog, which opens the Settings page. Some areas appear only when your business uses them: Bookings, Jobs and Payroll when those sections are switched on (Payroll also needs the payroll add-on), and the Accountant view when the Accountant view section is on or you are the business's accountant. Bookings and Jobs follow the order your sector puts them in. When more than one of these is on, they share one menu, More, with each area under its own heading; when only one is on, it has its own menu. On the right are the Search box, the Create (+) menu, Help, and your initials, which open the account menu. On a phone, a tablet held upright or a narrow window (under 992 pixels wide) the whole bar folds behind the three-line button at the top right; choose it first, then the area.
Each area name opens a menu of its pages. The pages most people need come first; less used pages follow under the heading More in the same menu. What you see depends on your role: staff members see My Bookings, subcontractors see My Work, My Expense Claims and My Timesheets, and items that create or change records only appear when you can edit (see Roles, permissions, and your team). If your business has switched a section off in Business Settings → Sections, that section disappears from the menu (and from the mobile app) for everyone in the business. See Settings, branding, and the company register.
	Area	What lives there
	Home	Your dashboard: cash, money owed, bills, tax due, income and expenses, and what needs your attention.
	Money in	Invoices and quotes (the Invoices page, with Quotes, Money in and Takings tabs), Customers and Money in (everything you have received, with a To match tab for money not yet matched to an invoice). Under More: Takings (each day's till takings), products, recurring invoices, credit notes and customer tags. A business set up as a cafe, or hair and beauty, has Takings first, at the top of the menu and of the tabs.
	Money out	Expenses (with Pending scans and Mileage tabs), Pending scans for receipts read by Scan with AI, and Mileage for your business trips. Fixed assets and CIS statements are here when those sections are switched on. Under More: suppliers, expense claims, my expense claims and document capture.
	Bank	Transactions to sort, Connect your bank (where bank feeds are available), Upload a statement and Auto-sort rules (the rules that sort bank lines for you). Under More: import history.
	Tax	Your tax (the Tax page: your next HMRC deadline, its figures and Send), VAT returns if you are VAT registered, Reports and For your accountant. Under More: HMRC Hub.
	More	Shown when more than one of Bookings, Jobs, Payroll and the Accountant view is on: their pages in one menu, each under its own heading.
	Bookings	Diary, new booking and booking settings (when the Bookings section is on).
	Jobs	All jobs, new job and your time (when the Jobs section is on).
	Payroll	Employees, pay runs, FPS, EPS, timesheets (when the Payroll section is on and you have the payroll add-on).
	Accountant view	Ledger accounts, journal entries and the accountant reports, when the Accountant view section is on. Accountants and bookkeepers you invite always see it.
	Settings (the cog)	The Settings page, which lists every business setting in groups, each with a line on what it is for: Business and tax setup (Business Settings), Invoice look (branding and templates), tax settings (on plans with international trading), company register, custom fields, opening hours, holidays, Team, Subscription, Connect & Integrations, Import & Recover, Security and the audit log.


Open a page from the navigation bar
	Goal
	Reach any page of BizHub365 from the top bar.
	Who can do it
	Everyone who is signed in. The sections and items you see depend on your role and on the sections your business has switched on.
	Before you start
	Sign in and open your business.

	In the top bar, choose an area name, such as Money in. Its menu opens underneath. On a phone, choose the three-line button at the top right first.[image: The dashboard with the Money in menu open from the navy top bar. The Money in button in the bar and the menu under it, listing Invoices and quotes, Customers and Money in, then Takings, Payout reports, Products, Recurring invoices, Credit notes and Customer tags under More, are ringed, with the step number 1 beside the button.]Step 1. Choose an area name in the top bar, such as Money in, to open its menu.
	Choose the page you want from the menu, such as Invoices and quotes.[image: The dashboard with the Money in menu open. The first item in the menu, Invoices and quotes, is ringed, with the step number 2 beside it.]Step 2. Choose the page you want from the menu, such as Invoices and quotes.

When it worked: The page opens. The top bar stays the same on every page, so you can go anywhere from anywhere.
What can go wrong	If this happens	Do this
	An area or item you expect is not in the menu.	Either your role does not include it, or the business has switched that section off in Business Settings → Sections. Ask an administrator. Less used pages are under More at the bottom of each menu, business settings are on the Settings page the cog opens, and the Search box finds any page by name.


The Create menu
Where to find it: The + button in the top bar
The Create (+) button on the right of the top bar is the fastest way to start something new from any page. Its menu, headed Create New, lists Invoice, Quote, Customer, Booking (when the Bookings section is on) and Expense or bill. The items appear only when you can edit the business; others see an empty menu. Customer opens the customer list with the add-customer form open, and Booking opens the diary with the new-booking form open.
Start a new record from any page
	Goal
	Begin an invoice, quote, customer, booking or expense without finding its page first.
	Who can do it
	Members of the business who can edit (the Edit permission).
	Before you start
	Sign in and open your business.

	Choose the + button on the right of the top bar.[image: The dashboard. In the navy top bar, the square plus button between the search box and Help is ringed, with the step number 1 beside it.]Step 1. Choose the plus button on the right of the top bar.
	Choose what you want to create: Invoice, Quote, Customer, Booking or Expense or bill.[image: The dashboard with the Create New menu open under the plus button in the top bar. The menu, listing Invoice, Quote, Customer, Booking and Expense, is ringed, with the step number 2 beside it.]Step 2. Choose what to create: Invoice, Quote, Customer, Booking or Expense.

When it worked: The form for that record opens, ready to fill in.
What can go wrong	If this happens	Do this
	The menu has no items.	You do not have the Edit permission for this business. Ask an administrator.
	Booking is not listed.	The Bookings section is switched off for this business. An administrator can switch it on in Business Settings → Sections.


Search
Where to find it: Search box in the top bar
Type into Search at the top of any page and press Enter. On a phone, open the menu first. Search looks only in the business you are working in, and only shows things your role lets you open. A search needs at least two letters or a number and can be up to 100 characters.
	To find	Type
	A customer	Part of their name, company, email or phone number, such as "smi" or "07700 900123".
	An invoice or quote	Its number, such as 1042, the customer's name, or the total.
	A bill or expense	The supplier, the reference on the bill, a word from the description, or the amount.
	A supplier	Part of their name, email, phone number or VAT number.
	A product	Its name or SKU.
	A setting or page	The page name or what you want to do, such as "logo", "invite", "2FA", "password" or "journal".


Amounts can be typed with or without the pound sign and pence: 250, 250.00 and £250.00 all find a total of £250.00. Results are grouped by type: Customers, Suppliers, Invoices, Bills and expenses, Quotes, Products and Pages. Each group shows up to five, with how many there are in total and a link to the full list; type more of the name or number to narrow it down. If nothing matches, the page suggests other things to try.
Find a customer, document or setting
	Goal
	Open a record or page by typing part of its name, number or amount.
	Who can do it
	Members of the business who can view it (the View permission). Staff members and subcontractors do not have the search box.
	Before you start
	Sign in and open your business.

	Type into the Search box in the top bar and press Enter, or choose the magnifying glass. Pressing the slash key (/) on any page puts you in the box.[image: The dashboard. The Search box in the navy top bar, with the letters whit typed in and a slash key hint beside it, is ringed, with the step number 1 beside it.]Step 1. Type into the Search box in the top bar and press Enter.
	On the Search page, the results are grouped by type with a count for each. Choose a result to open it, or change the text in What are you looking for? and choose Search again.[image: The Search page for the query whit. The status line says how many results there are, and the first group, headed Customers with its count, listing the matching customer with their details, is ringed, with the step number 2 beside it.]Step 2. The results are grouped by type. Choose a result to open it.

When it worked: The record or page opens. The search box in the top bar keeps your words while you are on the Search page.
What can go wrong	If this happens	Do this
	The page says Type at least 2 letters, or a number, to search.	One letter is not enough. Type two or more, or a number such as an invoice number or amount.
	No results, although you know the record exists.	Check the spelling or type less of the name. Search covers only the business you are working in, and only the records your role can open.


Switch the slash shortcut off or on
	Goal
	Stop the slash key (/) jumping to the search box, for example when it gets in the way of speech input, or turn it back on.
	Who can do it
	Anyone with the search box. The choice is kept on that device only.
	Before you start
	Open the Search page by searching for anything.

	At the bottom of the Search page, under Keyboard shortcut, untick Use the slash (/) shortcut. Tick it again to turn the shortcut back on. It saves as soon as you change it.[image: The bottom of the Search page. In the Keyboard shortcut box, the ticked box labelled Use the slash (/) shortcut is ringed, with the step number 1 beside it. The text above it says the choice saves as soon as you change it, on this device only.]Step 1. Under Keyboard shortcut at the bottom of the Search page, untick Use the slash (/) shortcut.

When it worked: The line under the tick box confirms the change, and the slash key hint disappears from the search box in the top bar on this device.
The dashboard
Where to find it: Dashboard
While your business is new, a Get set up card sits at the top with the steps still to do. See "The Get set up checklist" in Create your account and business.
Under it, two notices can appear. Making Tax Digital for Income Tax repeats when it starts for you, from your answer about your latest tax return (see When Making Tax Digital for Income Tax starts for you). The VAT threshold notice is described below.
The VAT threshold notice
If your business is not VAT registered, the dashboard adds up your sales for the last 12 months, to today (the same income as the Profit and Loss report for those dates). When that is close to the VAT registration threshold of £90,000 (85% of it, £76,500, unless your accountant changed the check) or over it, a notice says Your turnover is close to the VAT threshold or Your turnover is over the VAT threshold, with the figure. Choose Hide until I next sign in to put it away; it comes back the next time you sign in while your sales are still at that level. It never shows once you have a VAT number, or have said you are VAT registered.
What HMRC says: you must register for VAT if your VAT taxable turnover for the last 12 months goes over £90,000, or if you expect it to go over £90,000 in the next 30 days alone. VAT taxable turnover is everything you sell that is not exempt from VAT. Register within 30 days of the end of the month in which you went over. You can also choose to register below the threshold. Once registered, add your VAT number in Settings → Business and tax setup so VAT is added to your invoices from then on. If you are not sure, ask your accountant or HMRC.
NoteThe notice is a reminder from your own records, not HMRC's decision. Sales you have not entered in BizHub365 are not counted, and sales that are exempt from VAT are counted, so check the figure before you act on it.
The dashboard starts with your money. The top row shows four figures, and each one links to the list or report it comes from:
	Card	What it shows
	Cash in bank	The balance of your bank accounts in your bookkeeping, up to today. With more than one account, each is listed.
	Money owed to you	What customers still owe on unpaid invoices, and how much of it is overdue. The same figures as the invoice list.
	Bills to pay	What you still owe suppliers, and how much is overdue. The same figures as the Aged Creditors report.
	VAT and tax due next	Your next VAT return or Income Tax update and its due date, once you are connected to HMRC.


Tax to set aside
Beside Needs your attention (under it on a phone), administrators (people with all four permissions) and your accountant see Tax to set aside: an estimate of the tax your profit so far will cost, so you can put the money aside before the bill comes. It shows once you have recorded something for the period, and says the date it was worked out to. It is an estimate from your own records, not a bill from HMRC. Your profit so far is your sales and other business income less your allowable expenses, worked out the same way as the figures you send to HMRC in your Income Tax updates (cash basis or traditional accounting, as you chose).
	Your business	What is estimated
	Sole trader, freelancer, partnership or LLP	Income Tax and Class 4 National Insurance on the profit since 6 April (the start of the tax year), as if it were your only income. Class 2 National Insurance is no longer due. For a partnership or LLP it is on the whole profit: each partner pays on their own share.
	Limited company	Corporation Tax on the profit since the start of the company's accounting period (from the accounting reference date in Business Settings, or 1 April if none is saved): 19% up to £50,000, 25% from £250,000, with marginal relief in between. The limits are shared with any associated companies you entered in Business Settings.
	VAT registered	Also the VAT you owe so far for the VAT period you are in (VAT on sales less VAT you can claim back, using the Flat Rate Scheme if you are on it). If you can claim back more than you owe, the VAT is shown as nothing.


NoteThe estimate uses the Income Tax rates for England, Wales and Northern Ireland; Scottish taxpayers pay different rates. It does not know about a salary, pension, savings or other income, or payments on account you have made, so the tax you actually pay can be different. Once you save answers in the Year end for the current tax year (allowances on big purchases, private use and the flat rates), the estimate includes them. Choose Go to your Tax page to see your deadlines.
See how much tax to set aside
	Goal
	See an estimate of the tax on your profit so far.
	Who can do it
	Administrators of the business (all four permissions) and its accountant.
	Before you start
	Record your sales and expenses, or post your bank lines, so there are figures for this tax year.

	Open your dashboard and find Tax to set aside under the money figures, beside Needs your attention. It shows the total, how it is made up and the date it was worked out to.[image: The dashboard scrolled to the Tax to set aside card under the money figures. The card, with the total to set aside, the note that it is based on your figures to today and is an estimate, not a bill, and a table of the profit this tax year, Income Tax, Class 4 National Insurance, the VAT owed so far this VAT period and the total, is ringed, with the step number 1 beside it.]Step 1. Find Tax to set aside under the money figures on your dashboard.

When it worked: You see the total to set aside, the tax it is made of and, if you are VAT registered, the VAT owed so far. Put that money aside, for example in a separate savings account.
What can go wrong	If this happens	Do this
	The card is not there.	It shows only to administrators and the accountant, and only once something is recorded for this tax year (or accounting period). Charities, co-operatives and associations get no tax estimate.


Your weekly check
Under Needs your attention, Your weekly check lists the few things worth a two-minute look once a week, each with a count and a button: bank lines to sort (when the Banking section is on), pending scans (if you can add expenses), unpaid invoices that are overdue, and your next tax deadline (when the Tax page is in your menu). A line with nothing to do shows a tick. With the Cleaning or mobile service starter pack, the check also links to where you log your mileage. Every Monday morning the same check is also emailed to the business's administrators (people with all four permissions), but only when there is something to look at: bank lines to sort, pending scans, overdue invoices, or a tax deadline within 14 days or overdue. It comes once a week at most. Each administrator can turn the email off with Email me the weekly check on Contact Information (see Notifications); the check stays on the dashboard either way.
Below them, Income and expenses shows the last 12 months as a chart, one pair of columns for each month, with the totals and profit above it. The figures come from the Profit and Loss report, so the 12 months add up to that report for the same dates. Choose Show the figures for each month to see them as a table, and Open the Profit and Loss report for these months to go to the report.
Needs your attention lists overdue invoices, overdue bills, any overdue VAT return or Income Tax update by name and date, and a bank statement that has not been imported for more than 30 days. Each item has one button that takes you to where you can sort it out. When there is nothing, it says so.
The rest is on the Business overview page: choose Business overview at the top right of the dashboard. It has the cards you can arrange (HMRC status, tasks to complete, transactions to sort, the last bank import, business statistics, customers, biggest account balances, sending in receipts and bills, and recent activity), then Business setup: today's opening hours, upcoming holidays, your permissions and your subscription.
NoteCustomers counts the customers in your customer list. Biggest account balances shows each account for all time, up to today, so it is bigger than a 12-month Profit and Loss once you have traded for more than a year. Entries dated in the future are not counted until their date arrives.
The cards on Business overview can be put in the order that suits how you start the day. Drag a card to a new place, or use Reorder cards for single clicks or taps. The order is saved for you on that business, and a new business starts with the order your sector suggests.
Rearrange the dashboard cards
	Goal
	Put the cards on Business overview in the order you want, without dragging.
	Who can do it
	Everyone who can open the dashboard. The order is yours alone and is kept for this business.
	Before you start
	Open the Dashboard and choose Business overview at the top right.

	Choose Reorder cards, just above the cards.[image: The Business overview page. The Reorder cards button above the grid of cards is ringed, with the step number 1 beside it.]Step 1. On Business overview, choose Reorder cards above the cards.
	Each card now has Move earlier and Move later buttons at the top. Choose them until the cards are in the order you want. Each move is saved straight away and announced to screen readers.[image: Business overview in reorder mode: the button now reads Done reordering and every card has Move earlier and Move later buttons at its top. The pair of buttons on the first card is ringed, with the step number 2 beside it; Move earlier is greyed out because the card is already first.]Step 2. Use Move earlier and Move later at the top of each card.
	Choose Done reordering (the same button) to hide the move buttons.[image: Business overview in reorder mode. The Done reordering button above the grid of cards is ringed, with the step number 3 beside it.]Step 3. Choose Done reordering when the cards are in the order you want.

When it worked: The cards stay in the new order the next time you open this business's Business overview, on any device.
What can go wrong	If this happens	Do this
	Move earlier or Move later is greyed out.	The card is already first or last. Move it the other way, or move its neighbour.


Help on every page
Where to find it: Help button in the top bar
Choose Help in the top bar on any signed-in page. A help panel opens with the part of this guide for the page you are on, the common questions about it, and a search box. On a phone, open the menu first. Search looks through this guide and the help-centre answers. Guide links open the full guide in a new tab, so you do not lose your place. At the bottom of the panel are links to the full user guide and to contact support. Nothing in the panel is loaded from outside BizHub365.
The panel works with a keyboard and screen reader: focus moves into the panel when it opens, Tab stays inside it, and Esc or Close help closes it and puts you back on the Help button.
Get help for the page you are on
	Goal
	Read the guide section and common questions for the current page, or search the help, without leaving the page.
	Who can do it
	Everyone who is signed in.
	Before you start
	Open the page you have a question about.

	Choose Help in the top bar. On a phone, open the three-line menu first.[image: The dashboard. In the navy top bar, the Help button with its question-mark icon, between the plus button and the round initials button, is ringed, with the step number 1 beside it.]Step 1. Choose Help in the top bar.
	Read the help for this page in the panel. To look for something else, type a question or a word in Search the help and choose Search; results from the guide and the help centre appear in the panel.[image: The dashboard with the Help panel open on the right. The Search the help box at the top of the panel and the Search button beside it are ringed, with the step number 2 beside the box. The help for this page appears below them; it is painted over in this image because it changes as the guide changes.]Step 2. Read the help for this page, or type a question in Search the help and choose Search.
	Choose Close help, the cross at the top of the panel, or press Esc, to return to the page.[image: The dashboard with the Help panel open. The cross button at the top right of the panel, beside the Help heading, is ringed, with the step number 3 beside it. The help text below is painted over in this image.]Step 3. Choose Close help (the cross at the top of the panel), or press Esc.

When it worked: The panel closes and focus returns to the Help button. Anything you typed on the page is still there.
What can go wrong	If this happens	Do this
	The panel says help could not be loaded.	Check your connection and choose Help again. The full guide at /guide/ and the help centre are always available from the links at the bottom of the panel.


How money and dates are shown
Screens show money as £1,234.56, with a minus sign in front for negative amounts (-£12.50), and dates as 28 Sep 2026. Invoices in another currency use that currency's symbol. Downloads such as CSV exports, and anything sent to HMRC, keep the formats those files require, so a spreadsheet or HMRC still reads them correctly.
Switching business
Most users belong to one business and land there automatically. Anyone can belong to more than one business: accept an invitation from each one with the same email address. Your role is set by each business separately, so you might be an Administrator in one and Read Only in another, and you only ever see the business you are viewing. If you belong to more than one business, a bar at the top of the screen shows Viewing: and the business you are in. Pick another business in Switch Business, then choose Switch. Accountants see their clients in the same list, marked (client). When you sign in you land in the first of them.
Your personal account
Where to find it: Your initials (top right)→Password / Security / Contact Info / Referral Programme / Log Out
The round button with your initials at the right of the top bar opens the account menu. It is about you, not the business:
	Item	What it does
	Password	Change the password you sign in with (how-to below).
	Security	Passkeys, your authenticator app, trusted devices and the second check. See Security, audit, and deleting data.
	Contact Info	Your first name, last name, email address and phone number (how-to below).
	Referral Programme	Earn commission by referring other businesses. See Accountants and client work.
	Security, then Delete Account	Delete your sign-in: it is at the bottom of the Security page. This is separate from deleting a business; see Security, audit, and deleting data.
	Log Out	Sign out on this device. See Sign out of the web app.


Changing your password
Password opens Change Password. You type your current password and the new one twice. The new password must be at least 8 characters, not a commonly used password, not only numbers and not too like your name or email address. A wrong current password, a weak new password or two different new passwords is refused with a message, and each failed attempt emails you Failed Password Change Attempt on Your BizHub365 Account with the IP address, rough location and UK time (GMT or BST) it came from. A successful change emails Your BizHub365 account password has been changed. On an accountant's branded portal these emails carry the accountant's brand name instead of BizHub365, and replies go to the accountant. Both are recorded in the audit log. Changing the password does not sign out other devices.
Change your password
	Goal
	Replace the password you sign in with.
	Who can do it
	Anyone who is signed in and knows their current password. If you have forgotten it, use Reset a forgotten password instead.
	Before you start
	Choose a new password that you do not use anywhere else: at least 8 characters, not a commonly used password, not only numbers and not too like your name or email address.

	Choose your initials at the top right of the bar, then Password.[image: The dashboard with the account menu open under the round initials button at the top right. The Password item, first in the menu under your name, is ringed, with the step number 1 beside it.]Step 1. Open the account menu from your initials, then choose Password.
	On Change Password, type your Current Password, then the New Password and the same again in Confirm New Password.[image: The Change Password page. The Current Password, New Password and Confirm New Password boxes, each with a hidden password typed in, are ringed, with the step number 2 beside the first.]Step 2. Type your Current Password, then the New Password twice.
	Choose Change Password.[image: The Change Password page with the three boxes filled in. The blue Change Password button under them is ringed, with the step number 3 beside it.]Step 3. Choose Change Password under the boxes.

When it worked: The page shows Password changed successfully. and you get the confirmation email. Use the new password from your next sign-in.
What can go wrong	If this happens	Do this
	Current password is incorrect.	Type the password you sign in with today. If you cannot remember it, sign out and use Forgot Password? on the sign-in page.
	A message that the password is too short, too common, entirely numeric or too similar to your details, or New passwords do not match.	Choose a stronger password, or type the same new password in both boxes, and choose Change Password again.


Changing your contact details
Contact Info opens Contact Information, with your First Name, Last Name, Email Address and Phone Number. All four are required. The email address here is the one you sign in with, so changing it changes your sign-in from the next time you sign in; no confirmation code is asked for. After you save, BizHub365 emails Your BizHub365 Contact Information has been Updated to the address now on the account and records the change in the audit log. These are your own details. The business's name, address, email and phone number are in Settings → Business and tax setup.
Change your name, email address or phone number
	Goal
	Keep the details on your sign-in up to date.
	Who can do it
	Anyone who is signed in; the details are their own.
	Before you start
	If you are changing the email address, make sure you can receive mail at the new one: it becomes your sign-in address straight away.

	Choose your initials at the top right of the bar, then Contact Info.[image: The dashboard with the account menu open under the round initials button at the top right. The Contact Info item, third in the menu after Password and Security, is ringed, with the step number 1 beside it.]Step 1. Open the account menu from your initials, then choose Contact Info.
	On Contact Information, change your First Name, Last Name, Email Address or Phone Number.[image: The Contact Information page. The First Name and Last Name boxes side by side, and the Email Address and Phone Number boxes under them, each filled in, are ringed, with the step number 2 beside the first.]Step 2. Change your First Name, Last Name, Email Address or Phone Number.
	Choose Save Changes.[image: The Contact Information page. The blue Save Changes button under the Phone Number box is ringed, with the step number 3 beside it.]Step 3. Choose Save Changes under the boxes.

When it worked: The page shows Contact information updated successfully., the initials in the top bar change if your name did, and the notification email arrives at the address now on the account.
What can go wrong	If this happens	Do this
	The browser will not let you save.	All four boxes are required and the email address must be a valid address. Fill them in and choose Save Changes again.
	You changed the email address and now cannot sign in.	Sign in with the new address. If you mistyped it, use Forgot Password? with the address you typed, or contact support.


Notifications
Under your details, Notifications has two tick boxes, both ticked to start with.
	Email me the weekly check: BizHub365 emails you the dashboard's weekly check every Monday morning for each business where you are an administrator, when there is something to look at. Every weekly check email has a link back to this setting.
	Phone notifications for tax deadlines: with each reminder email 14 days, 7 days and 1 day before a VAT return or Income Tax deadline, the BizHub365 app on your phone shows a short notification too, for example VAT return due in 7 days (period ending 30 Sep). Tapping it opens the app's Tax tab for that business. You need to be signed in to the app and to have allowed its notifications. Unticking it stops the notifications only; the emails still come.

In the app the same two choices are under Notifications on Settings → Your account: answer Yes or No to each and tap Save notifications.
Turn the weekly check email or deadline notifications off or on
	Goal
	Choose whether the weekly check is emailed to you on Mondays, and whether the app notifies you before tax deadlines.
	Who can do it
	Anyone who is signed in; the choice is their own. The email and the notifications only go to administrators.
	Before you start
	Nothing. The setting is on until you turn it off.

	Choose your initials at the top right of the bar, then Contact Info.[image: The dashboard with the account menu open under the round initials button at the top right. The Contact Info item, third in the menu after Password and Security, is ringed, with the step number 1 beside it.]Step 1. Open the account menu from your initials, then choose Contact Info.
	Under Notifications, untick Email me the weekly check to stop the email, or tick it to start it again. Untick or tick Phone notifications for tax deadlines the same way.[image: The Contact Information page scrolled to the Notifications panel under the contact details. The Email me the weekly check tick box, ticked, is ringed, with the step number 2 beside it, and the Phone notifications for tax deadlines tick box below it, also ticked, is ringed too. Each has its explanation under it.]Step 2. Under Notifications, tick or untick Email me the weekly check and Phone notifications for tax deadlines.
	Choose Save notifications.[image: The Notifications panel on the Contact Information page. The blue Save notifications button under the two tick boxes is ringed, with the step number 3 beside it.]Step 3. Choose Save notifications.

When it worked: A message confirms your choice. The weekly check stays on your dashboard either way.
Appearance: light or dark
Under Notifications, Appearance chooses how the website looks for you: Light (the start), Dark, or System (follow this device), which is dark when your phone or computer is set to dark and light otherwise, and changes with it. Dark uses navy backgrounds with light text and keeps the same buttons, colours for money in and money out, and focus outline. The choice is yours alone and applies wherever you sign in. Invoices, quotes, statements and other documents, their PDFs, and every email stay light, so what your customers see does not change. The public home page also stays light. The BizHub365 app on your phone has no Appearance setting of its own: it follows your phone's light or dark setting, and changes with it. Only the start-up screen with the logo stays white.
Switch the website to dark or light
	Goal
	Choose the light theme, the dark theme, or follow your device.
	Who can do it
	Anyone who is signed in; the choice is their own.
	Before you start
	Nothing. The website starts in Light.

	Choose your initials at the top right of the bar, then Contact Info.
	Under Appearance, choose Light, Dark or System (follow this device), then Save appearance.

When it worked: A message confirms the theme, and the page changes to it straight away.
Cookies
The first time you visit, a banner asks whether to allow analytics cookies. Nothing optional is set until you accept. To change your choice later, use Cookie settings in the page footer. Inside the app the footer is the same Tweed Tyne Technologies footer as the public pages, with the legal links (terms, privacy, cookies, accessibility, complaints), Cookie settings and our company details. Help and the user guide are on the Help button in the top bar.
Part I · Getting started · Chapter 6
Roles, permissions, and your team
Everyone has their own login and a role in your business. Invite people, change their role or remove them in User Management.
Where to find it: Settings→Team
Roles
Everyone you add to your business has one role. You choose it when you invite them and can change it later in Settings → Team.
	Role	What they can do
	Administrator	View, edit, manage users and manage billing (Settings → Subscription and deleting the business).
	Manager	View, edit and manage users. No billing.
	Staff	View and edit everyday records, such as invoices, customers and bookings.
	Read Only	Look at lists, records and reports. They can't create or change anything.
	Business Staff Member	Only their own bookings (see below).
	Accountant	An external accountant: view, edit and manage users, and they can work for more than one business. No billing access and no charge.
	Subcontractor	Only logging time on the jobs assigned to them, plus their own expense claims and timesheets. They can belong to more than one business.


User Management is Team in the settings menu, for Administrators, Managers and Accountants. Only an Administrator can make someone an Administrator or an Accountant, whether inviting them or changing their role.
Invite and manage your team
Invite someone to your business
	Goal
	Give a colleague, your accountant or a subcontractor their own login to your business.
	Who can do it
	Administrators, Managers and Accountants.
	Before you start
	Have their email address and decide their role.

	Choose the settings cog, then Team. Choose Invite User.[image: The User Management page listing the team: the administrator, a Read Only member, a subcontractor, a Business Staff Member and a pending invitation. The Invite User button above the list is ringed, with the step number 1 beside it.]Step 1. Open User Management and choose Invite User.
	Type their Email address, choose the Role, then choose Send Invitation.[image: The Invite User window with a description of each role, the email address sam.patel@example.com typed in and the role Staff chosen. The Email address box, the Role list and the Send Invitation button are ringed, with the step number 2 beside them.]Step 2. Type their email address, choose the role and choose Send Invitation.

When it worked: You're back on User Management, with the message Invitation to [email] queued and will be sent within 10 minutes. They get an email headed You're invited to join a BizHub365 Business with a link to accept. User Management lists the invitation as Invitation Pending, with the role you chose, until they accept it.
What can go wrong	If this happens	Do this
	User is already linked to this business.	They are already in your team. To give them a different role, use Permissions (see Change someone's role).
	Only a business administrator can grant this role.	Ask an Administrator to send the invitation.
	They didn't get the email	Ask them to check their junk folder. The link lasts 7 days; after that, cancel the invitation and send a new one.


Adding someone always sends them an invitation, even if they already have a BizHub365 login. Nobody joins your business until they accept it.
Accept an invitation
	Goal
	Join a business you've been invited to.
	Who can do it
	The person invited.
	Before you start
	Find the invitation email. If you already have a BizHub365 login with that email address, sign in first.

	Open the link in the email. The page names the business. Choose Accept Invitation, or Decline if you don't want to join.[image: The You've been invited! page naming the business, with the Accept Invitation and Decline buttons. Accept Invitation is ringed, with the step number 1 beside it.]Step 1. Open the link in the email and choose Accept Invitation.

When it worked: You're signed in and taken to the business's dashboard, with the message You have joined the business: [name]. If you didn't have a login, one is made for you and an email headed Your BizHub365 account is ready gives you a temporary password. Change it as soon as you can (see Change your password).
What can go wrong	If this happens	Do this
	An account with this email already exists. Please log in to accept the invitation.	Sign in with the email address the invitation was sent to, then open the link in the email again.
	This invitation to join [business] has expired.	Invitations last 7 days. Ask the business to send you a new one.


Change someone's role
	Goal
	Give a member of your team more or less access.
	Who can do it
	Administrators, Managers and Accountants.
	Before you start
	They must already have accepted their invitation.

	In Settings → Team, choose Permissions next to the person.[image: The User Management list. The Permissions button on the row for hannah.brooks@example.com, a Read Only member, is ringed, with the step number 1 beside it.]Step 1. Choose Permissions next to the person.
	Choose the new role, then choose Save Changes. The list starts on their current role. For an Administrator, also tick I want to change this administrator's role.[image: The Change Permissions window for hannah.brooks@example.com with the role Staff chosen. The role list and the Save Changes button are ringed, with the step number 2 beside them.]Step 2. Choose the new role and choose Save Changes.

When it worked: You see [email]'s role has been updated to [role], and they get an email headed Your Role in BizHub365 Business Updated. The change is recorded in the audit log with the old and new role.
What can go wrong	If this happens	Do this
	The Permissions button is greyed out	You can't change your own role. An Administrator's role can be changed only by another Administrator, and the business's last Administrator can't be given another role; the reason shows under the buttons.
	[email] is an administrator. Tick "I want to change this administrator's role" to confirm.	Open Permissions again and tick the box before choosing Save Changes.
	Only a business administrator can grant this role.	Only an Administrator can make someone an Administrator or an Accountant.


Remove someone from your business
	Goal
	Stop someone using your business, for example when they leave.
	Who can do it
	Administrators, Managers and Accountants.
	Before you start
	Nothing.

	In Settings → Team, choose Delete next to the person.[image: The User Management list. The red Delete button on the row for hannah.brooks@example.com is ringed, with the step number 1 beside it. The administrator's own Delete button is greyed out.]Step 1. Choose Delete next to the person.
	In the window that asks Remove [email] from [business]?, choose Remove from business, or Cancel to keep them.[image: The window Remove hannah.brooks@example.com from the business, saying they lose access straight away and their login is not deleted. The Cancel and red Remove from business buttons are ringed, with the step number 2 beside them.]Step 2. Choose Remove from business to confirm.

When it worked: You see [email] has been removed from the business, and they get an email headed Removed from BizHub365 Business. Their login isn't deleted; they just can no longer open your business. The removal is recorded in the audit log with the role they had.
What can go wrong	If this happens	Do this
	The Delete button is greyed out	You can't remove yourself. An Administrator can be removed only by another Administrator, and the business's last Administrator can't be removed; the reason shows under the buttons.


Cancel an invitation
	Goal
	Withdraw an invitation that hasn't been accepted, for example one sent to the wrong address.
	Who can do it
	Administrators, Managers and Accountants.
	Before you start
	Nothing.

	In Settings → Team, choose Cancel Invite on the pending invitation.[image: The User Management list with the invitation to ben.walker@example.com marked Invitation Pending, with the role Staff. Its Cancel Invite button is ringed, with the step number 1 beside it.]Step 1. Choose Cancel Invite on the pending invitation.

When it worked: You see The invitation has been canceled, and the link in the email no longer works.
Rules for changing the team
	You can't change your own role or remove yourself. Ask someone else who manages users.
	Only an Administrator can remove another Administrator or give them a different role. Managers and Accountants see an Administrator's Delete and Permissions buttons greyed out.
	A business always keeps at least one Administrator who can sign in, so the last one can't be removed or given another role.
	You can't change someone's email address or name. They change their own details in their account settings.
	You can only change the role of someone who has accepted their invitation. Someone new joins only by accepting one.

In the app
	Open the BizHub365 app, tap Settings at the top of Home, then Manage business, then Business Users.
	Type the email address under Invite email and tap Invite new user. The app invites them as Staff; to choose a different role, invite them on the website, or change their role there once they've joined.
	Active Users lists your team and User invitations the invitations waiting. Delete removes a person or cancels an invitation.

What each role sees
	Administrator, Manager, Staff: the full menu, with everything that adds or changes records.
	Read Only: the same lists, records and reports. Menu items that create or change records are hidden, and anything else that would change a record is refused.
	Accountant: the full menu for each business they work for (see Accountants and client work).
	Business Staff Member: only My Bookings. Their Dashboard opens My Bookings.
	Subcontractor: My Work, My Expense Claims and, when Payroll is switched on, My Timesheets. Their Dashboard opens My Work.

NoteMy Bookings shows only the bookings of the staff member whose Linked login in Booking Settings is that person's login. Link it when you add or edit the staff member (see Bookings and your public booking page); until then a Business Staff Member sees no bookings and can't add one.
See your bookings as a Business Staff Member
	Goal
	Check the appointments customers have booked with you.
	Who can do it
	Business Staff Members whose login is linked to a staff member in Booking Settings.
	Before you start
	The business adds you as a staff member and links your login.

	Choose My Bookings. The calendar shows your bookings; month, week and day change the view.[image: A Business Staff Member's My Bookings page: an October calendar with one booking, Eleanor Whitfield at 10am on Monday 12 October. The menu bar has only Home and My Bookings; My Bookings is ringed, with the step number 1 beside it.]Step 1. Choose My Bookings to see your bookings on the calendar.
	Choose the day of a booking to open that day, then choose the booking to see its date, service, the customer's contact details and the cost.[image: The day view for Monday 12 October with the booking window for Eleanor Whitfield open: Monday 12 October 2026 at 10:00, Initial bookkeeping consultation, her phone number and email address, and the cost of 75.00. The details are ringed, with the step number 2 beside them.]Step 2. Choose the day, then the booking, to see its details.

When it worked: You see only the bookings assigned to you; opening any other booking shows Booking not found. A booking you add with Create New Booking is assigned to you. To change or cancel a booking, ask someone in the business with the Staff role or above.
Log your time as a subcontractor
	Goal
	Record the hours you work on the business's jobs.
	Who can do it
	Subcontractors.
	Before you start
	The business adds you to each job you work on (Subcontractors who can log time, on the job).

	Choose My Work. It lists the open jobs assigned to you and the time you've logged. If no job is assigned to you yet, it says so and there is no Log Time button.[image: A subcontractor's My Work page: one assigned job, Kitchen refit (J-0001), the Timer box with the job and Start timer, and six and a half hours of logged time marked Pending. My Work in the menu bar is ringed, with the step number 1 beside it.]Step 1. Choose My Work.
	To log time, choose Log Time, choose the Job, and fill in the Date, Hours, Mins and Description. Then choose Log Time.[image: The Log Time window with the job Kitchen refit chosen, today's date, 4 hours and the description Skimmed the ceiling. The Project list, the Hours box and the Log Time button are ringed, with the step number 2 beside them.]Step 2. To log time, choose Log Time, fill in the job, hours and description, then choose Log Time.
	Or time the work as you do it: under Timer, choose the Job and Start timer. When you finish, check Hours, Mins (the time since you started is filled in) and Description, then choose Stop and save time.[image: The Timer box on My Work: a line saying to start the clock when you start work on a job and that the business approves your time, the Job list with Kitchen refit (J-0001) chosen and the Start timer button. The Job list and the Start timer button are ringed, with the step number 3 beside the list.]Step 3. To time your work, choose the job under Timer and choose Start timer. Stop it when you finish.

When it worked: You see Time entry added. (or, with the timer, Time saved: [hours]h [minutes]m.). The time is billable, so the business can invoice it once it approves it; it is Pending until then; the Approval column shows Pending, Approved or Rejected. You can't set a rate: the business sets it. Time that hasn't been approved or invoiced yet can be deleted with the bin button on its row (deleting a running timer cancels it). One timer runs at a time; the BizHub365 app's My work has the same timer.
What can go wrong	If this happens	Do this
	Choose one of the open jobs assigned to you.	The job is done, cancelled or no longer assigned to you. Ask the business to open it again or add you to it.
	You already have a timer running on [job]. Stop it first.	Stop the running timer under Timer, then start the next one.


My Expense Claims is where subcontractors claim back costs (see Expenses and suppliers). My Timesheets works once the business has linked the subcontractor's login to their payroll employee record (Link to BizHub365 login on the employee). Until then it says Your account isn't linked to a payroll employee record yet - contact your employer.
TipUse Read Only for someone who should look but not post, such as a bookkeeper checking your figures. Use Subcontractor for trades who only need to log time on the jobs you give them.
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Subscription, trial, and billing
BizHub365 One is £19 a month or £190 a year, unlimited users, with a 14-day free trial. Payroll is an add-on.
Where to find it: Settings→Subscription
The plan
BizHub365 One is the plan: CRM, bookings, invoicing, banking, VAT MTD, ITSA, multi-currency tax, audit trail, and priority support. One subscription covers every user you invite. Payroll is not in the plan: it is the payroll add-on (see The payroll add-on).
	Item	Detail
	Plan	BizHub365 One
	Price	£19 a month, or £190 a year (the monthly price x 10: 2 months free). VAT as shown at checkout.
	Payroll add-on	£10 a month covers up to 5 employees, then £2 a month for each employee after the fifth. Annual: £100 a year covers up to 5 employees, then £20 a year for each employee after the fifth.
	Trial	14 days. Card taken at signup, charged only when the trial ends.
	Users	Unlimited. No per-seat fee.
	Contract	No fixed term. Cancel at any time.
	Billing	On the website only, through Stripe Checkout. The iPhone and Android apps are free and sell nothing.


During the trial
	You have the full product.
	Cancel before the 14th day and the card is not charged.
	Choose Cancel now on the day of your first payment and that payment is refunded in full.

Partner offers with no card
If you signed up through a partner's offer page, your trial may be longer and start without a card. The subscription page says so and shows the date the trial ends. To keep your plan, choose Add payment details on Settings → Subscription before that date. Stripe opens so you can add a card, and your plan carries on after the trial at its normal price (£19 a month for BizHub365 One, plus the payroll add-on if you added it). If no card has been added when the trial ends, the trial stops and nothing is charged. You can subscribe again from the same page.
Check your subscription
Check your plan and next payment
	Goal
	See which plan you're on and when the next payment is taken.
	Who can do it
	People who can manage billing (Administrators).
	Before you start
	Nothing.

	Choose the settings cog, then Subscription. Under Current Plan you see the plan and its billing period (Monthly billing or Annual billing), Next bill (or Trial ends during a free trial) and a badge: Active, Free Trial, or Set to end with the end date when the subscription will not renew.[image: The Subscription and Billing page, with BizHub365 One, Monthly billing under the title. The Current Plan card, showing BizHub365 One, monthly billing, the next bill on 25 October 2026 and an Active badge, is ringed, with the step number 1 beside it. Below it is the BizHub365 One plan card marked Your Plan.]Step 1. Open Settings, then Subscription, and look under Current Plan.

When it worked: Below it, What you pay lists BizHub365 One, the payroll add-on with the number of employees billed (if you have it) and the total for each month or year, before VAT and discounts. The plan card further down shows Your current plan.
What can go wrong	If this happens	Do this
	You do not have permission to manage billing for this business.	Only people who can manage billing see the subscription. Ask an Administrator.


The line under the page title names your plan and billing period too, for example BizHub365 One · Monthly billing. Without a subscription it says Subscribe to get started. To subscribe, or to subscribe again after cancelling, choose Monthly or Annual on the plan card, tick Add payroll if you pay staff, and choose Get BizHub365 One. Stripe's checkout page opens for your card details. New businesses start their free trial the same way (see Start your free trial).
Promo and voucher codes
The Promo or voucher code box is only shown before you subscribe, because a code applies to a new subscription. Type the code, choose Apply, then choose Get BizHub365 One.
Change the card you pay with
	Open Settings → Subscription.
	Under Payment details, choose Update payment details.
	Stripe's secure page opens. Add the new card and save it, then return to BizHub365.

The new card is used from the next payment. The button is there for active and trial subscriptions, and while a failed payment is being retried. During a trial that started without a card, use Add payment details instead (see above).
The payroll add-on
BizHub365 One does not include payroll. The payroll add-on opens the Payroll menu: employees, timesheets, pay runs, payslips and HMRC RTI (FPS and EPS). It costs £10 a month covers up to 5 employees, then £2 a month for each employee after the fifth. For example, 6 employees cost £12 a month and 10 employees £20 a month. On annual billing it is £100 a year covers up to 5 employees, then £20 a year for each employee after the fifth. It is billed with your plan, on the same monthly or annual dates, as a second line on the same Stripe invoice.
Which employees are counted
	Every employee on payroll whose record is active, from the day you add them, before their first pay run.
	Not leavers: an employee whose leaving date has passed is no longer counted. An employee leaving today or later still counts.
	Not directors who are not paid through payroll: a director counts only once they have a payslip with pay in the current tax year (from 6 April).
	Not employee records you have switched off (Active unticked).
	With no one counted yet, you are billed for 1 employee, so the add-on is never less than £10 a month (£100 a year).

When you add an employee, an employee leaves or you take one back on, BizHub365 updates the number billed. The change is prorated: the difference for the rest of the current period goes on your next invoice (a credit if the number went down). The number is checked again a few days before each renewal.
Add or remove payroll
	Goal
	Turn payroll on for your business, or stop paying for it.
	Who can do it
	People who can manage billing (Administrators). Payroll is added on the website only; the phone apps sell nothing.
	Before you start
	An active subscription or free trial. To remove payroll, finish any pay run you have started first: the payroll pages close as soon as it is removed.

	Open Settings → Subscription and find the Payroll add-on card. Without payroll it shows the price for the employees you have now. People who can manage billing can also choose Add payroll in the menu bar.[image: The Subscription and Billing page with the What you pay card, listing BizHub365 One at 19 pounds a month, the payroll add-on for 1 employee at 10 pounds a month and a total of 29 pounds a month. Below it the Payroll add-on card, saying payroll is on the plan and how it is priced, with a Remove payroll button, is ringed, with the step number 1 beside it.]Step 1. Open Settings, then Subscription, and find the Payroll add-on card.
	Choose Add payroll or Remove payroll, then OK in the box that asks you to confirm.

When it worked: The page reloads with a message. After Add payroll it gives the price and the number of employees, and the Payroll menu appears. After Remove payroll the Payroll menu goes; your employees, pay runs and HMRC submissions are kept for when you add payroll again.
What can go wrong	If this happens	Do this
	Your last payment failed.	Pay the outstanding invoice first (see If a payment fails), then try again.
	We could not add payroll just now.	Nothing has changed. Try again in a few minutes.


How payroll changes are charged:
	Adding payroll part way through a period: the rest of the period is added to your next invoice.
	Payroll is not part of the free trial. During a trial, opening a payroll page takes you to Start your paid subscription on the Subscription page. Start paid subscription now ends the trial today and takes the first payment straight away (add your payment details first if you have not); payroll then opens if it is on your plan. Everything you set up during the trial is kept.
	Removing payroll part way through a period: the unused part comes off your next invoice as a credit. It is not paid back to your card.
	Referral commission for partners is on BizHub365 One only, not on the payroll add-on.

Cancel your subscription
You can cancel at any time. Two choices are shown side by side, with the refund for each:
	Cancel now: your access ends straight away and the unused part of the period you have paid for is refunded to the card you paid with.
	Cancel at the end of the term: you keep access to the end of the period you have paid for, then the subscription does not renew. No refund is due.

Cancel your subscription
	Goal
	Stop your subscription, now with a refund or at the end of the period you've paid for.
	Who can do it
	People who can manage billing (Administrators).
	Before you start
	If you're cancelling now, download anything you want to keep first, as your access ends straight away.

	In Settings → Subscription, choose Cancel subscription (Cancel trial during a free trial) under the plan.[image: The Subscription and Billing page scrolled down past the plan card and the Payment details card with its Update payment details button. The red Cancel subscription link is ringed, with the step number 1 beside it.]Step 1. Choose Cancel subscription under the plan.
	Read the two choices and the refund shown for each. Choose Cancel now or Cancel at end of term (Cancel at end of trial during a trial), then OK in the box that asks you to confirm. The box repeats the refund or the date your access ends.[image: The Cancel your subscription panel with two choices side by side: Cancel now, which ends access straight away with a refund of the unused part of the period, and Cancel at the end of the term, which keeps access until 25 October 2026 with no refund. The Cancel now and Cancel at end of term buttons are ringed, with the step number 2 beside Cancel now. The refund lines are painted over.]Step 2. Choose Cancel now or Cancel at end of term, then OK.

When it worked: The page reloads with a message at the top: the refund on its way to your card, or Your subscription is set to end on [date] and will not renew. After Cancel at end of term the Current Plan card shows Set to end on that date with a Set to end badge, and the cancel buttons are replaced by Resume subscription.
What can go wrong	If this happens	Do this
	We could not work out your refund just now.	You can still cancel: the box that asks you to confirm tells you what happens.
	You change your mind after Cancel at end of term	Choose Resume subscription before the end date (see Resume a subscription that is set to end).


How refunds work:
	Cancel now on the same day a payment was taken (UK time) and that payment is refunded in full.
	Otherwise you get back the whole days left in the period. For example, cancelling with 20 of 30 days left refunds 20/30 of what you paid. This works the same for monthly and annual plans, however long you have had the plan.
	If you added payroll or changed plan and that charge has not been billed yet, it is taken first, whichever way you cancel. If you cancel now, the unused part of it is refunded with the rest. If that payment fails, the subscription is still cancelled and you still owe the upgrade charge.
	Only payments we have received are refunded.
	Refunds come with a Stripe credit note showing the VAT refunded. BizHub365 adds the refund to your own books as a refund from a supplier against your subscription expense, dated the refund day (it shows on the Money in page), so your VAT return claims back that much less VAT.
	Switching from annual to monthly leaves the unused annual amount as credit on your account for future bills. That credit is not paid back if you cancel.
	During the free trial, either choice means nothing is charged: cancel now ends the trial straight away, or cancel at the end of the trial keeps it running until then.

Resume a subscription that is set to end
Changed your mind after Cancel at end of term, or after Cancel before this charge in a reminder email? You can resume until the end date.
	Open Settings → Subscription. The Your subscription is set to end card shows the end date.
	Choose Resume subscription.
	Confirm. The confirmation gives the date the subscription renews and is charged.

The page shows Your subscription has been resumed and will not end, the badge goes back to Active, and the next bill date returns. Nothing is charged when you resume: the plan, price and billing date stay the same. A subscription you cancelled now cannot be resumed; subscribe again instead.
Reminders before you are charged
From 1 December 2026, everyone who can manage billing gets an email before each payment is taken: at least 14 days before an annual renewal, and at least 3 days before a monthly renewal or before a free trial turns into a paid plan. It gives the date, the amount including VAT (with the payroll add-on, if you have it), what the payment is for and the card it will be taken from. If there is no card on file, it says so and links to the Subscription page to add one.
The email has two buttons that work without signing in:
	Cancel before this charge: your plan ends on the payment date and is not renewed. You keep access until then and nothing more is charged. No refund is due. To end straight away with a refund instead, sign in and use Cancel now.
	Switch plan: move between monthly and annual billing, with the first payment shown, from the payment date. The payroll add-on, if you have it, moves with the plan. Nothing is charged now.

Opening a button only shows what will happen. Nothing changes until you press the confirm button on that page, and you get a confirmation email. The buttons stop working on the payment date and after one of them has been used. Then the page asks you to sign in instead.
Cancel from the reminder email
	Goal
	Stop the next payment from the reminder, without signing in.
	Who can do it
	Anyone the reminder was sent to (the people who can manage billing).
	Before you start
	Find the reminder email. Its buttons work until the payment date, and only once.

	Choose Cancel before this charge in the email. The page shows the business, the plan and the next payment, and what happens if you confirm. Choose Confirm: end my subscription on [the payment date].[image: The Cancel before this charge page: the business, the plan BizHub365 One, monthly, and the next payment of 29 pounds including 4 pounds 83 VAT on Sunday 25 October 2026, then what happens if you confirm. The red button Confirm: end my subscription on Sunday 25 October 2026 is ringed, with the step number 1 beside it.]Step 1. Check the details and choose Confirm.

When it worked: The page says Your subscription will end on [date], the payment isn't taken and you get a confirmation email. You keep access until then.
What can go wrong	If this happens	Do this
	This link no longer works	The payment date has passed, the subscription has changed since the email was sent, or one of its buttons has already been used. Choose Sign in and use Settings → Subscription.
	You change your mind	Sign in and choose Resume subscription on Settings → Subscription before the end date (see Resume a subscription that is set to end).


If a payment fails
	Your features stay on while the payment is retried: for up to a week if you pay by card, and for up to 14 days if you pay by Bacs Direct Debit.
	People who can manage billing see a notice saying the payment failed and when the retries end, on the Subscription page and once a day as a message.
	Pay the invoice from the link in the payment email from Stripe, or make sure your card or bank account has funds and your card is in date. To use a different card, choose Update payment details on the Subscription page.
	If no payment succeeds by the time the retries end, the subscription is cancelled and access stops.

Who does not need a paid subscription
	Accountants and referral partners signing up at /referrer/ (accountants then complete an accountant profile). Free, not a 14-day trial.
	People invited into a business that already subscribes.
	Demo or operator-managed training businesses.

CautionBilling permission is separate from edit permission. Only people with Can manage billing can change the subscription or start the delete-business wizard.
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Mobile app and desktop install
Work from the browser, install the desktop app, or use the iOS and Android apps.
In the browser
bizhub365.com is the full product. Use it on any modern desktop or tablet browser. Chrome, Edge, Firefox, and Safari are supported.
Install on the desktop (PWA)
Step-by-step install guides for every device, with screenshots, are in Install BizHub365 on your devices.
BizHub365 can be installed as a desktop app from the browser. Look for Install App in the navigation bar.
	Open bizhub365.com and sign in.
	Choose Install App when the prompt appears.
	Confirm in the browser dialog. BizHub365 opens in its own window next time.

NoteThe desktop install is online-first. You still need a connection for invoicing, payroll, and HMRC.
If your accountant gave you their own branded portal, there is no Install App button. Use the install icon in Chrome or Edge's address bar instead. The app installs under your accountant's firm name and logo.
iPhone and Android
Download BizHub365 from the App Store or Google Play (bundle com.tweedtyne.bizhub365).
	Sign in with the same email as the web app. The app then asks for the same second check as the website: a passkey, an authenticator app code, approval on another signed-in phone, or a 6-digit code we email you.
	Allow notifications and the app tells you when a sign-in or action needs approving. Tap the notification and choose Approve or Deny.
	Tap Scan to sign in to sign in on a computer by scanning the QR code on its login page.
	Settings → Security adds a passkey on the phone, sets up an authenticator app, and lists the phones that can approve.
	The app opens on Home. Along the bottom are the same areas as the website's menu: Home, Money in, Money out, Bank and Tax, with a round + button for adding things quickly. Settings is at the top of Home. Tabs you can't use, or areas your business has switched off, are left out.
	Create and review invoices, quotes, money in from customers, bookings, customers, and expenses.
	Open reports, VAT returns, Income Tax updates, payroll, and your digital business card QR code.
	For the Income Tax final declaration, choose the tax year on Tax → Income Tax updates → Returns. Submit final declaration only uses a tax calculation for that year. If there is none yet, the app says so; tap Trigger tax calculation first.
	The apps are free and for signing in only: there is no sign-up, and no prices, plans or purchases. You create your account and manage your subscription on the website.

The app, screen by screen
When you open the app it goes to the sign-in screen, or, once you are signed in, to Home. It works with your first business; there is no business switcher in the app. A business without a subscription shows This isn't available on your account. with Log out, and a referral partner with no business opens Referral Programme. Along the bottom are five tabs, the same areas as the website's menu: Home, Money in, Money out, Bank and Tax, with the round + button between Money in and Money out. Settings is the sixth area: tap Settings at the top of Home. Anything you can't use is left out: adding needs the Edit permission, Income Tax updates, VAT returns and payroll need Manage Billing, Bank is hidden when the Banking section is off, and areas your business has switched off are hidden. Older links to the app's menu open Home.
Home
Home's title is your business name. Share B Card at the top opens your digital business card: its QR code and buttons to share or preview it. Settings beside it opens Settings (see below).
	Card	What it shows
	Tax to set aside	The same estimate as the website's Home: the total, then how it is made up (profit this tax year or accounting period, Income Tax and Class 4 National Insurance, or Corporation Tax, and VAT owed so far this VAT period), with Based on your figures to [date]. An estimate, not a bill. and any notes. Go to Tax opens the Tax tab. The card shows only when there are figures to work from, and only to administrators and your accountant (see Tax to set aside).
	Profit this month	Income less expenses from the 1st of this month to today, from your Profit and Loss report. A loss shows as Loss this month.
	To do	Scans to check (Pending scans), Bank lines to sort and Overdue invoices, each with how many. Tap one to open it. When there is nothing waiting it says Nothing to do. You are up to date.
	Also in your business	Areas your business has switched on: Bookings, New booking and Payroll (see the tables below). CIS and Fixed assets are on the website only.


Pull down, or tap Refresh at the bottom, to load Home again. If part of it can't load, Home says so with Try again.
The + button
	Choice	What it opens
	Daily takings	Record a day's takings (see Daily takings below). Shown when your business was set up as a cafe, or hair and beauty (then it is first), or has recorded takings before.
	Scan with AI	Scan with AI, to photograph or upload a receipt or bill into Pending scans.
	Record money in	Choose the invoice a customer has paid (the same as Record money in on the Money in tab).
	Add expense	Create Expense.
	New invoice	Choose a customer, then the invoice form.
	Start a trip	Mileage, where Start trip and Stop trip are.


Close closes the list.
Money in
	Entry	What you can do
	Record money in	Records a customer's payment against an invoice. Choose the invoice, check the Payment Value (filled in with the invoice total), choose the Payment Method and choose Save payment. The payment is dated today. Other money in (income with no invoice, money that is not income) is recorded on the website.
	View money in	Payments from your customers with their customer, invoice, method and date. Search by customer or payment method. The website's Money in page shows all money in, including takings and money still to match.
	Refund from a supplier	Records money a supplier paid back (see Refunds from suppliers): the Date received (YYYY-MM-DD), the Amount received, the Supplier if they are on your list, then the Expense it refunds (their expenses with something left to refund, each with how much is left) or the Expense category, and, if you are VAT registered, the VAT given back (left as the expense's when you chose one), with an optional description and reference. Choose Record refund. It reduces that expense and is never counted as income. The same rules as the website apply, and any problem is shown beside its box. Changing or deleting a refund is done on the website. Needs the Edit permission.
	Daily takings	Your recent days' takings, newest first: the date and till, card and cash, the total taken and any Card to come (card takings your card company has not yet paid into your bank). Tap a day to see it all: sales by VAT rate, tips, paid-outs, cash to bank and the till count. Days are changed or deleted on the website. Record a day's takings opens the form: the Date (YYYY-MM-DD), what was taken by Card, in Cash and in Other ways (recorded as paid into your bank account), Tips by card and Tips in cash, the sales (by VAT rate if you are VAT registered: standard 20%, reduced 5%, zero-rated and exempt; otherwise one Sales total), any paid-outs (Add a paid-out: what for, amount, category and, if VAT registered, the VAT on the receipt) and, if you like, the till, Z reading, cash counted and float. Taken and Sales and tips are shown as you type: they must be the same. Choose Save takings. The same rules as the website apply, and any problem is shown beside its box and read out by your screen reader. With no signal the day is kept on your phone and uploaded later (see No signal?). A business set up as a cafe, or hair and beauty, has Daily takings first on this tab.
	New invoice	Choose a customer (or Add new customer), choose the Payment terms, add lines with Add invoice item (and Add time/labour), add notes and payment instructions, and choose Save and Send Invoice. The invoice is dated today and emailed to the customer with its PDF.
	Invoices	The Due and Paid tabs list your invoices. Send Invoice emails one again, Download shares its PDF, and Delete deletes it (the customer is emailed that it was cancelled). Tap an invoice to change its payment terms, lines or notes and choose Update and Send Invoice, which emails the updated invoice once. Locked invoices can't be changed.
	New quote	The same form as an invoice, dated today. Save and Send Quote saves it and emails it to the customer.
	Quotes	Resend Quote emails it, Make Invoice turns it into an invoice, and Delete deletes it.
	Jobs	Shown while the Jobs section is on. Your jobs with the Open, Done and All tabs and a search; each shows its customer, due date and stage. Tap a job to see its figures so far (Quoted, Invoiced, Paid, Costs and Profit so far) and its quotes, invoices, expenses, mileage trips and bookings. Adding and changing jobs is done on the website.
	New credit note	Choose the customer, type the amount, VAT rate (if you're VAT registered) and reason, and choose Save and Send Credit Note, which saves it and emails it to the customer.
	Credit notes	Send emails a credit note; Use credit applies its whole amount.
	Add customer, Customers	Add a customer (Create Customer), or tap one to change their details and choose Update Customer. Customers are deleted on the website. Email and Call open your mail or phone app.


Money out
	Entry	What you can do
	Scan with AI	Take a photo, Choose from photo library (up to 10 at once) or Choose a PDF or file. Each file waits in Pending scans; nothing is added to your accounts until you save it. The screen also shows your business's email address for receipts.
	Pending scans	Shows how many are waiting. Each scan shows whether AI is still reading it, what it read, or that it failed. Review and save opens Create Expense filled in; Discard removes the scan.
	Add expense	Create Expense: supplier, reference, description, date, whether it is paid, the amounts (net, VAT and gross if you're VAT registered), category and a receipt file, then Save Expense. Scan with AI on this screen can add to Pending scans or fill in the form from a photo or file.
	Expenses	Your expenses, with Delete for unlocked ones. Payments on an expense lists how it was paid; Move to another account on a payment lets you choose a different account it was paid from, and Save posts the change. A payment that is locked or matched to a bank transaction can't be moved here.
	Mileage	Your business trips (see Mileage). Start trip records the time and an optional start postcode; it does not use your location and asks for no location permission. Under Trip in progress, type the end postcode and the Business miles (or the mileometer readings at the start and end, or tap Suggest miles), then Stop trip. This month lists this month's trips with their allowance and totals. Add trip manually adds a trip by hand, and Add a vehicle adds your first vehicle; vehicles are changed on the website. Set up automatic trips lets the app record your drives by itself (off unless you turn it on; see Turn on automatic trips), and Trips to sort lists the recorded trips with Business and Personal.


Bank
The Bank tab lists your bank lines. To sort shows the lines waiting to go in your books: Match invoice or Match expense when there is a suggested match, Add to books, or Ignore. History lists imported transactions, and Ledger your accounts when the Accountant view section is on (accountants always have it); tap one to see its lines. A key under the header says what Dr and Cr mean on that account (on a bank account, Dr is money in and Cr is money out). Upload a statement on the website. When bank feeds are switched on for you, Bank connections at the top of the Bank tab lists your connected accounts with their status, the bank account in your books each one feeds and how long the consent runs. Connect a bank lets you choose your bank by its logo or search for it, says in a few lines what you're agreeing to (with More about how this works for the full explanation) and opens your bank's page in the app to approve access. Back in the app, Choose bank accounts asks which bank account in your books each connected account feeds: one of yours, A new bank account or Not now; see Connect your bank for a bank feed. Choose bank account, Re-confirm, Connect again and Disconnect work as on the website. Without it, connect your bank on the website.
Tax
	Entry	What you can do
	Tax to set aside	The same card as on Home, when there are figures to work from.
	Income Tax updates	Update from HMRC fetches your income sources and deadlines. Income sources sends a quarterly update or annual summary for each income source; Deadlines lists what HMRC expects and when; Returns triggers a tax calculation and submits the final declaration.
	VAT returns	Connect HMRC (in your browser) and Sync VAT. Tap a return to see boxes 1 to 7, Finalise return, then Submit to HMRC. Only VAT-registered businesses see it.
	Reports	Financial Reports: search for a report, choose the From and To dates, and Download PDF.


Every send to HMRC from the app shows the same responsibility notice and declaration as the website, then asks you to confirm with a passkey, your authenticator app or an emailed code (see HMRC Making Tax Digital).
Also in your business (on Home)
	Entry	What you can do
	Bookings	Your bookings, without cancelled ones. Tap one to change it (see below). Delete deletes one and emails your business that it was cancelled; an invoice for it is kept.
	New booking	Send Booking Link emails a customer your booking page with an optional message. Book Now chooses a customer, a description, cost, slot length and start date, shows the free slots, and Make Booking books one: the customer is emailed a confirmation. No invoice is created or emailed, whatever the cost, the same as a booking made on the website. If you want to charge for it, raise an invoice from New invoice.
	Payroll	HMRC Payroll. Staff lists employees and adds one (name, date of birth, start date, NI number and tax code). Pay runs creates a pay period and finalises it; tap a pay run to add payslips (basic pay) and see its totals. RTI creates and sends the FPS, and creates and sends a no-payment EPS. Payroll settings are changed on the website.


Settings
Tap Settings at the top of Home. Back returns to Home.
	Entry	What you can do
	Manage business	Manage Business Settings (name, contact details, VAT number, NI number, payment instructions and logo, and your receipts email address), Business Holidays, Business Hours, Business Users (invite and remove users), Custom Links for your business card, and Sections.
	Your account	Your name, email and phone (Save Profile Info), your password (Update Password), Delete Account, and Passkeys, authenticator app and phones, which opens Security.
	Share B Card	The same business card screen as the button at the top of Home.
	Refer and earn	Join the referral programme, or see your referral code, Share my referral code, your held, available and paid commission and the businesses you referred. Your referral link and bank details are on the website.
	Scan to sign in	Scan the QR code on a computer's sign-in page, check the browser and place shown, and choose Approve (with your fingerprint, face or passcode) or Deny.
	Help	Opens the help centre in your browser.
	Log out	Asks you to confirm, then signs you out of the app.


Emails the app sends for you
	A new invoice: New Invoice #[number] Created, with its PDF. A changed invoice: Updated Invoice #[number] Updated. Send Invoice: Invoice Resend. A deleted invoice: Invoice Cancellation Notice.
	A booking made in the app: Booking Confirmation from [business] (no invoice is sent). A booking whose status changes: Your booking with [business] has been updated.
	A booking link: Book an appointment with [business], to the address you type; a new address is added to your customers.
	A deleted booking: Booking [number] has been cancelled, to your business's own email address.
	Emails to your customers come from your business name, and replies go to your business email address.

Accessibility in the app
	The app works with VoiceOver on iPhone and TalkBack on Android. Buttons, tabs, Yes/No choices and lists say what they are and whether they are selected.
	Larger text from your phone's text size setting is respected. The tab names are always shown under their icons, and each tab and the + button is at least 44 points square.
	VoiceOver and TalkBack read the bottom bar as tabs in the order shown (Home, Money in, Add, Money out, Bank, Tax) and say which tab is selected. The + button is read as Add, and its list is a dialog with a Close button. Each card on Home has a heading, so you can jump from card to card.
	The app turns with your phone, so you can use it in portrait or landscape.
	Lists have a Refresh button, so you don't have to pull down to reload them.
	Invoice lists show a status label (for example Paid, Due in 3 days or Overdue 2 days) as well as a colour. Ledger lines show Dr or Cr, and negative amounts show a minus sign.
	If you can't use the camera, Choose from photo library on Scan with AI takes saved images instead, Choose a PDF or file takes a PDF, JPG or PNG from Files, or you can email the document to your business's inbound address. Create Expense has the same Files option for receipts.

No sign-up or purchases in the app
The iPhone and Android apps are free and for signing in only. There is no sign-up in the app: create your account on the website (see Create your account and business). Subscriptions are bought, changed and cancelled on the website only (see Subscription, trial, and billing). The apps show no prices or plans. If your account has no subscription, or something needs a part of the plan your account doesn't have, the app says This isn't available on your account.
Your business and account in the app
	Tap Settings at the top of Home, then Manage business, then Sections, to see which sections are switched on. Only a full administrator can change them. The Ledger section is called Accountant view, as on the website.
	Settings → Your account → Delete Account needs your current password and a second check: a passkey, an authenticator app code, or a 6-digit code (tap Email me a code). Then tap Delete My Account.

Sending and editing in the app
	Save and Send Quote and Save and Send Credit Note save the document and then email it to the customer. If the email can't be sent, the app says the document was saved but not sent; send it later from Quotes (Resend Quote) or Credit Notes (Send).
	Update and Send Invoice saves your changes and emails the updated invoice to the customer once. The invoice keeps its own payment instructions.
	Editing a booking starts from its saved description, cost, customer and time. Only what you change is saved, and the time only changes if you pick a new slot. The customer is emailed only when the booking's status changes. Change customer moves the same booking to another customer; it does not make a copy.
	Day flexibility on a booking also shows slots on the days after the start date (for example +2 days shows the start date and the next two days). Earlier days are not searched.
	Customers are deleted on the website; the app lets you view and edit them. To delete an unlocked expense, tap its Delete button.
	Log out is in Settings (at the top of Home) for everyone, whatever your permissions.
	A Business Staff Member sees only Home, with Bookings (their own bookings) under Also in your business, and can add a booking but not change or delete one. Subcontractors log their time on the website; in the app, while the Jobs section is on and they have the Edit permission, Home has My work under Also in your business: the open jobs assigned to them, each with Start timer, then Stop timer and Save time with the hours checked (no rates; with no signal it is kept on the phone and uploaded later). Otherwise the app shows them only Home and Settings.
	The QR code on Share B Card is made on your phone, so your card link is not sent to a QR web service.
	If a VAT return or pay period can't be loaded, the screen says why and offers Try again.

NoteIf an older version of the app says “Please update the BizHub365 app to continue.” when you delete your account, update the app from the App Store or Google Play and try again.
TipYour phone is registered as a trusted device the first time you sign in. After that, a tap on the phone can approve a desktop login, a deletion or an HMRC submission.
Part II · Customers · Chapter 9
Customers
The customer record is the hub for invoices, bookings, statements, and the work you do for them.
Where to find it: Money in→Customers
A customer is anyone you sell to: a person or a company. The record holds their contact details, tags, a log of your calls and meetings, files you attach, and a money summary drawn from their invoices, payments and credit notes. Invoices, quotes, bookings and jobs are all raised against a customer, so most work starts by adding or finding one.
Anyone with the View permission can open the customer list, a customer's page, and the exports. Adding, changing, deleting and tagging customers, logging interactions and sending statements need the Edit permission. Staff members and subcontractors do not have the Money in menu (see Roles, permissions, and your team). Names, company names, email addresses, phone numbers and addresses are encrypted in the database.
The customer list
Where to find it: Money in→Customers
Customer Manager shows one card per customer: name, company, email address, phone number, and the type and date of the last interaction (or No interactions yet). Each card has two buttons: + logs an interaction, and the eye (View / Manage Customer) opens the customer's page. At the top are CSV and PDF exports, the search box, Sort By, Apply and New Customer. The list shows 24 customers a page; the page links at the bottom let you choose 48, 96, 192 or all.
	Control	What it does
	Search Customers	Matches part of a first or last name, the full name, the company, the email address, the phone number (with or without spaces) or a tag name, ignoring capital letters. Choose Apply to search.
	Sort By	Name (A-Z), Name (Z-A), Last Interaction (Oldest) or Last Interaction (Newest). Customers with no interactions come first when sorting oldest first and last when sorting newest first. Leave it on Sort By for A to Z.
	New Customer	Opens the Add New Customer form. Create (+) → Customer opens the list with this form already open.
	CSV, PDF	Download the whole list (see Export your customer list).


The Add New Customer form
	Field	Required	Notes
	First Name, Last Name	Yes	Shown together as the customer's name on cards, documents and in search.
	Company	No	For a business customer. Shown with the name wherever the customer is named, and in the exports. Leave it blank for a private customer.
	Email	Yes	Where invoices, quotes, statements and booking emails go. One customer per email address in a business: a second record with the same address is refused with A customer with this email already exists.
	Phone	Yes when adding	Any format; search matches it with or without spaces.
	Address Line 1	No	Type three or more characters and choose from the address suggestions under the box: Town/City, County and Postal Code are filled in for you. Or type every line yourself.
	Address Line 2, Town/City, County, Postal Code	No	Printed on the customer's documents.


The record also holds a country (GB unless something else sets it), a VAT number, a preferred currency and a tax jurisdiction override. The web pages do not show or edit those; the invoice and quote editors apply the customer's currency and tax treatment where they are set.
Add a customer
	Goal
	Create a customer record so you can invoice, quote or book them.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have the customer's name, email address and phone number; the address is optional.

	Open Money in → Customers. (Create (+) → Customer opens the same page with the form already open, so you can skip the next step.)[image: The dashboard with the Money in menu open from the top bar. The Customers item, second in the menu, is ringed, with the step number 1 beside it.]Step 1. Open Money in, then Customers (or choose + then Customer to open the list with the form already open).
	Choose New Customer, to the right of Apply.[image: The Customer Manager page listing the demo customer's card. Above the cards, the grey New Customer button to the right of the blue Apply button is ringed, with the step number 2 beside it.]Step 2. Choose New Customer, to the right of Apply.
	In Add New Customer, type the First Name, Last Name, Company (if any), Email and Phone.[image: The Add New Customer window over the customer list. The First Name, Last Name, Company (optional), Email and Phone boxes at the top of the form, filled in for an invented customer, are ringed, with the step number 3 beside the first box.]Step 3. Type the First Name, Last Name, Company, Email and Phone.
	Type the start of the address in Address Line 1 and choose a suggestion, which fills in Town/City, County and Postal Code, or type each address box yourself. Address Line 2 is optional.[image: The Add New Customer window scrolled to the address. The Address Line 1, Address Line 2, Town/City, County and Postal Code boxes, filled in with an invented address, are ringed, with the step number 4 beside the first box.]Step 4. Type the address: start in Address Line 1 and choose a suggestion, or fill in each box.
	Choose Add Customer at the bottom of the form.[image: The bottom of the Add New Customer window. The wide green Add Customer button under the Postal Code box is ringed, with the step number 5 beside it.]Step 5. Choose Add Customer at the bottom of the form.

When it worked: The list reloads with Customer added successfully. and the new card in it. The customer is now offered in the customer pickers on invoices, quotes and bookings.
What can go wrong	If this happens	Do this
	A customer with this email already exists.	Search the list for the address and use that record, or use a different address for the new customer.
	All required fields must be filled.	First Name, Last Name, Email and Phone are required. Fill them in and choose Add Customer again.
	No address suggestions appear.	Type at least three characters. If the suggestion service cannot be reached, nothing appears; type the address boxes yourself.


Find a customer and open their page
	Goal
	Get to one customer's record from the list.
	Who can do it
	Members of the business with the View permission.
	Before you start
	Open Money in → Customers.

	Type part of the name, company, email address, phone number or a tag in the search box, choose a Sort By order if you want one, and choose Apply.[image: The Customer Manager page. The search box with the letters whit typed in, the Sort By box set to Name (A-Z) beside it, and the blue Apply button under them are ringed, with the step number 1 beside the search box.]Step 1. Type part of the name, pick a Sort By order, and choose Apply.
	On the customer's card, choose the eye button, View / Manage Customer.[image: The Customer Manager page showing the card for Eleanor Whitfield with her email address, phone number and last interaction. The blue eye button at the bottom right of the card, next to the plus button, is ringed, with the step number 2 beside it.]Step 2. On the customer's card, choose the eye button, View / Manage Customer.

When it worked: The customer's page opens, headed with their name.
What can go wrong	If this happens	Do this
	No customers found.	Type less of the name, or check the spelling. Search covers only the business you are working in. Clear the box and choose Apply to see everyone again.


The customer page
Open a customer to see everything about them on one page:
	Part of the page	What it shows and does
	Contact Information	Company, email, phone, address and the business the customer is linked to, with Update Customer Information and Documents buttons.
	Customer Tags	The customer's tags. The + adds one; choosing a tag offers to remove it.
	Financial Summary	Total Invoices (how many), Total Paid, Total Outstanding (only while something is owed) and Credit Balance (only while an unapplied credit note exists), all in pounds. Under it, Send Statement.
	Interactions	A table of your logged calls, emails, meetings and visits: date and time, type and notes, each with Delete. The + adds one.
	Delete Customer	At the bottom. Asks you to confirm, and refuses customers with financial records (see below).


The invoices, quotes and bookings themselves are opened from their own lists under Money in and Bookings, where you can search by the customer's name (see Quotes and invoices and Bookings and your public booking page).
Changing a customer's details
Update Customer Information opens a form with the same boxes as when you added the customer. Saving it with Update Information changes the record at once. The customer is not emailed about the change.
Change a customer's details
	Goal
	Correct or update a customer's name, company, email, phone or address.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the customer's page (see Find a customer and open their page).

	Under Contact Information, choose Update Customer Information.[image: The customer page for Eleanor Whitfield. Under the Contact Information details, the blue Update Customer Information button, beside the Documents button, is ringed, with the step number 1 beside it.]Step 1. Under Contact Information, choose Update Customer Information.
	Change what you need in the Update Customer Information form. First Name, Last Name and Email cannot be left empty.[image: The Update Customer Information window over the customer page, showing the First Name, Last Name, Company, Email and Phone Number boxes with the customer's current details. The form is ringed, with the step number 2 beside it.]Step 2. Change what you need in the Update Customer Information form.
	Choose Update Information at the bottom of the form.[image: The bottom of the Update Customer Information window. The blue Update Information button, beside Close, is ringed, with the step number 3 beside it.]Step 3. Choose Update Information at the bottom of the form.

When it worked: The page reloads with Customer updated successfully. and the new details. The customer is not emailed; invoices, quotes and statements you send from now on go to the address now on the record.
What can go wrong	If this happens	Do this
	The form will not save.	First Name, Last Name and Email are required and the email must be a valid address.


Interactions: your log of calls, emails and meetings
An interaction is a dated note. Choose a type and write what happened; the date and time are recorded for you and cannot be changed. The types are Call, Email, Meeting, Visit and Other, the same from the customer's page and from the + on a card in the customer list. Notes are required. An interaction logged before these types were fixed keeps the type it was saved with (for example Contact Form). The most recent interaction shows on the customer's card, and Sort By can order the list by it. Delete on a row removes that note at once, without asking.
Log a call, email or meeting
	Goal
	Keep a dated note of contact with a customer.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the customer's page, or find their card in the customer list.

	Choose the + beside the Interactions heading on the customer's page (or the + button on their card in the list).[image: The customer page scrolled to the Interactions table, which lists one call with its notes. The small plus button beside the Interactions heading is ringed, with the step number 1 beside it.]Step 1. Choose the plus beside the Interactions heading.
	In Add Interaction, choose the Interaction Type, type your Notes, and choose Add Interaction.[image: The Add Interaction window over the customer page. The Interaction Type box set to Meeting, the Notes box with a note typed in, and the blue Add Interaction button are ringed, with the step number 2 beside the type box.]Step 2. Choose the Interaction Type, type your Notes and choose Add Interaction.

When it worked: The page reloads with Interaction added successfully. and the note at the top of the Interactions table, stamped with today's date and time.
Tags
Where to find it: Money in→Customer tags
A tag is a short label (up to 30 characters) that you put on customers to group them: trade, VIP, landlord, newsletter, and so on. Tags belong to the business, so a name you have used before is reused rather than duplicated (the message says the tag already existed). You add a tag from the customer's page. Money in → Customer tags lists every tag with how many customers carry it; choose one to see those customers in the list, and the list's search box matches tag names too.
Add a tag to a customer
	Goal
	Label a customer so you can find everyone in the group later.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the customer's page.

	Choose the + beside the Customer Tags heading.[image: The customer page. Beside the Customer Tags heading on the right, above the existing Trade tag, the small blue plus icon is ringed, with the step number 1 beside it.]Step 1. Choose the plus beside the Customer Tags heading.
	In Add Tag, type the Tag Name and choose Add Tag. Use an existing name to reuse that tag.[image: The Add Tag window over the customer page. The Tag Name box with VIP typed in and the blue Add Tag button under it are ringed, with the step number 2 beside the box.]Step 2. Type the Tag Name and choose Add Tag.

When it worked: The page reloads with the tag under Customer Tags and a message saying the tag was created, or already existed, and was added to the customer.
Remove a tag from a customer
	Goal
	Take a label off one customer. The tag itself stays for other customers.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the customer's page.

	Under Customer Tags, choose the tag you want to remove.[image: The customer page. Under the Customer Tags heading, the blue Trade tag is ringed, with the step number 1 beside it.]Step 1. Under Customer Tags, choose the tag to remove.
	In Remove Tag, choose Remove Tag to confirm.[image: The Remove Tag window asking whether to remove the tag from the customer. The red Remove Tag button, beside Cancel, is ringed, with the step number 2 beside it.]Step 2. Choose Remove Tag to confirm.

When it worked: The page reloads with the message that the tag was removed from the customer.
See every customer with a tag
	Goal
	List the customers in one group.
	Who can do it
	Members of the business with the View permission.
	Before you start
	At least one customer has the tag.

	Open Money in → Customer tags.[image: The dashboard with the Money in menu open from the top bar. Under More at the bottom of the menu, the Customer tags item is ringed, with the step number 1 beside it.]Step 1. Open Money in, then Customer tags (under More).
	Choose the tag. The number beside it is how many customers carry it.[image: The Customer Tags page. The Trade tag button, with the count 1 beside its name, is ringed, with the step number 2 beside it.]Step 2. Choose the tag; the number beside it is how many customers carry it.

When it worked: The customer list opens showing only those customers. Clear the filter by opening Money in → Customers again.
What can go wrong	If this happens	Do this
	No tags found for your customers.	No customer in this business has a tag yet. Add one from a customer's page.


Statements
Send Statement on the customer's page emails the customer Your Account Statement: their outstanding or credit balance, every invoice with its due date and whether it is paid, every payment, and every credit note. It comes from your business name, with replies going to your business email address, and is sent by the mail queue within ten minutes.
Send a customer a statement
	Goal
	Email a customer a summary of their invoices, payments and credit notes.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the customer's page and check the Financial Summary is what you expect.

	Under Financial Summary, choose Send Statement.[image: The customer page scrolled to Financial Summary, which shows the number of invoices, the total paid and the total outstanding. The blue Send Statement button under them is ringed, with the step number 1 beside it.]Step 1. Under Financial Summary, choose Send Statement.

When it worked: The page shows Customer statement queued and will be sent within 10 minutes. The email goes to the address on the customer's record.
Documents on a customer
Documents opens a window where you can attach files to the customer (a signed contract, a site photo) and see what is already there: file name, size, when it was uploaded and by whom. Files can be up to 35MB each; a business can upload 1,000 files a day, or 50 a day during a free trial or a discounted billing month. Photos are reduced in size when stored. Delete on a row asks you to confirm and cannot be undone. The same window is on suppliers, payments and credit notes.
Attach a file to a customer
	Goal
	Keep a document with the customer's record.
	Who can do it
	Members of the business with the View permission can see the files; uploading and deleting follow the same rule.
	Before you start
	Open the customer's page and have the file ready.

	Under Contact Information, choose Documents.[image: The customer page. Under the Contact Information details, the outlined Documents button with a paperclip icon, beside Update Customer Information, is ringed, with the step number 1 beside it.]Step 1. Under Contact Information, choose Documents.
	In Documents, choose the file box, pick the file, and choose Upload.[image: The Documents window over the customer page, saying No documents attached yet. The file chooser at the top of the window and the blue Upload button beside it are ringed, with the step number 2 beside the chooser.]Step 2. Choose the file box, pick the file, then choose Upload.

When it worked: The file appears in the table under the upload box. Choose its name to open it.
What can go wrong	If this happens	Do this
	File is too large (max 35MB).	Shrink the file or split it. Only files on invoices, quotes and credit notes have the lower 3MB limit.


Deleting a customer
Delete Customer at the bottom of the page asks you to confirm, then removes the record with its interactions and tags. A customer who has invoices, quotes, credit notes or payments cannot be deleted: UK law requires financial records to be kept for six years, and the message names the records that are in the way. There is no archive; a customer you no longer deal with simply stays in the list.
Delete a customer
	Goal
	Remove a customer record you added by mistake or no longer need.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the customer's page. If the Financial Summary shows any invoices, the customer cannot be deleted.

	At the bottom of the page, choose Delete Customer.[image: The bottom of the customer page, under the Interactions table. The red Delete Customer button is ringed, with the step number 1 beside it.]Step 1. At the bottom of the page, choose Delete Customer.
	In the Delete Customer window, choose Delete Customer to confirm. This cannot be undone.[image: The Delete Customer window asking whether to delete the customer, warning that it cannot be undone. The red Delete Customer button, beside Cancel, is ringed, with the step number 2 beside it.]Step 2. Choose Delete Customer in the window to confirm.

When it worked: The list reloads with Customer deleted successfully.
What can go wrong	If this happens	Do this
	The message says the customer can't be deleted because they have financial records.	Those records must be kept for six years, so the customer stays with them. Leave the record in place.


Exports
CSV downloads customers.csv with Customer ID, First Name, Last Name, Company, Email, Phone, Address Line 1, Address Line 2, Town/City, County, Postal Code and Created At, sorted by name. PDF downloads customers.pdf, a table of ID, Name (with the company), Email, Phone and Address headed with your business name and the date. A long list is built in the background: you are taken to a progress page and emailed when the file is ready.
Export your customer list
	Goal
	Get the whole customer list as a spreadsheet or a PDF.
	Who can do it
	Members of the business with the View permission.
	Before you start
	Open Money in → Customers. Search and sort do not affect the export; it is always the whole list.

	Choose CSV or PDF at the top right of the list.[image: The top of the Customer Manager page. The two grey download buttons at the right, CSV and PDF, are ringed, with the step number 1 beside them.]Step 1. Choose CSV or PDF at the top right of the list.

When it worked: The file downloads. For a long PDF, a progress page opens and the file is emailed to you when it is ready.
NotePersonal data is encrypted at rest. Treat exports as confidential and store them only where your privacy policy allows.
Part II · Customers · Chapter 10
Bookings and your public booking page
Run the diary yourself, let customers book themselves, and see your bookings in Google, Outlook or Apple Calendar.
How bookings work
Where to find it: Bookings→Diary
The diary holds every appointment with your customers. You can add bookings yourself, and customers can book themselves on your public booking page. The Bookings menu in the top bar has Diary, New booking and Booking settings, and the Create (+) menu has Booking. They appear while the Bookings section is switched on for the business. Times offered in the diary's New Booking window come from your opening hours, in 30-minute slots over the next seven days, leaving out holidays and times already booked. The public page offers times from each staff member's weekly availability, or from your opening hours if you have no staff members.
Set up appointment types and staff
Where to find it: Bookings→Booking settings
An appointment type is a service customers can book, with its length and price. A staff member is a person customers can book with, and each one has weekly hours and the appointment types they offer.
Add an appointment type
	Goal
	Offer a service on your booking page with its length and price.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Decide the name, how many minutes it takes and its price.

	Open Bookings → Booking settings and choose + Add Type under Appointment Types.[image: Booking Settings, with the Appointment Types list showing Bookkeeping consultation, 30 minutes, 45 pounds. The + Add Type button is ringed, with the step number 1 beside it.]Step 1. Choose + Add Type.
	Type the Name, Duration (minutes), Price (£) and, if you like, a Description, then choose Add.[image: The Add Appointment Type window. Name Year-end accounts review, Duration 60 minutes, Price 120, a description and the Add button are ringed, with the step number 2 beside the name.]Step 2. Type the name, duration, price and description, then choose Add.

When it worked: The message Appointment type added appears and the type is listed with Edit and Delete. Customers see it on your booking page.
Add a staff member
	Goal
	Let customers book with a particular person.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Add the appointment types first, so you can tick the ones this person offers.

	On Bookings → Booking settings, choose + Add Staff Member.[image: Booking Settings, with the Staff Members list showing Priya Shah. The + Add Staff Member button is ringed, with the step number 1 beside it.]Step 1. Choose + Add Staff Member.
	Type the Name and, if you like, the Email and Phone. If this person signs in as a Business Staff Member, choose their login in Linked login so they see their own bookings; only your team's logins are listed, and each login can be linked to one staff member. Tick the appointment types they offer, and choose Add.[image: The Add Staff Member window. Name Tom Reid, Email tom.reid@example.com, Phone 07700 900789, the ticked Bookkeeping consultation box and the Add button are ringed; Linked login shows No linked login, with the step number 2 beside the name.]Step 2. Type the name, email and phone, tick the appointment types, then choose Add.

When it worked: The message Staff member added appears and the person is listed with their linked login, appointment types and a Weekly Availability table. To change the linked login later, choose Edit on their card.
What can go wrong	If this happens	Do this
	A message says the login is already linked to another staff member.	Nothing was saved. Remove the login from the other staff member first, or choose a different one.


Set a staff member's working hours
	Goal
	Choose the times customers can book with someone.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Find the person under Staff Members on Bookings → Booking settings.

	Under Weekly Availability, type the Start and End time for each day they work, leave the days they don't work blank, and choose Save Availability.[image: Priya Shah's Weekly Availability table, with 09:00 to 17:00 for Monday to Friday and Saturday and Sunday blank, and the Save Availability button, both ringed, with the step number 1 beside the table.]Step 1. Type the start and end for each working day, then choose Save Availability.

When it worked: A message says the availability is updated for that person. The public booking page offers their times from then on.
What can go wrong	If this happens	Do this
	A message says to enter the hours as HH:MM, or that the end time must be after the start time.	Nothing was changed. Correct that day and save again.


Share your booking page
Where to find it: Bookings→Booking settings
Your public booking page is at /book/<business-id>/. Share Your Booking Page at the top of Booking Settings shows the link with Copy, Preview booking page, and a QR code with Download QR Code for flyers, cards or your van.
Switch online booking on
Where to find it: Settings→Business and tax setup→Sections
The public booking page and the booking widget on your website only work when Online Booking is switched on in Business Settings → Sections, and the Bookings section is on too. When online booking is off, those pages show “not found”, and Booking Settings shows a warning with a link to switch it on. Only a full administrator can change the switch (see Settings, branding, and the company register).
NoteBusinesses that were already using BizHub365 had online booking switched on for them. New businesses start with it switched off, so switch it on when you are ready to take bookings.
Copy your booking link or QR code
	Goal
	Give customers the link to book with you.
	Who can do it
	Members of the business with the View permission.
	Before you start
	Switch online booking on, and add at least one appointment type.

	On Bookings → Booking settings, choose Copy next to the booking page URL, or Download QR Code. Preview booking page opens it as your customers see it.[image: The Share Your Booking Page card at the top of Booking Settings, with the booking page URL and its QR code (both hidden here). The Copy, Preview booking page and Download QR Code buttons and the QR code are ringed, with the step number 1 beside Copy.]Step 1. Choose Copy, Preview booking page or Download QR Code.

When it worked: Link copied! appears under the link, or the QR code is saved as an image.
How customers book
Customers don't need an account. They choose a service, a date and time, and type their name, email and phone. The booking appears in your diary, the customer is emailed Your Booking Has Been Created, and your business email is sent New Booking Created.
Book an appointment (what your customer does)
	Goal
	See your booking page as your customers do.
	Who can do it
	Anyone with the link; no account needed.
	Before you start
	Open your booking page link, for example with Preview booking page.

	Under Choose a service, the customer chooses an appointment type and, if they like, a staff member (or Any available), then Next: Choose Date & Time.[image: The public booking page, step 1 Choose a service. The Bookkeeping consultation card (30 minutes, 45 pounds), the staff choice of Any available or Priya Shah and the Next: Choose Date and Time button are ringed, with the step number 1 beside the service.]Step 1. The customer chooses a service and, if they like, a staff member, then Next.
	They choose a day with free times on the calendar, then a time, and choose Next.[image: The public booking page, step 2 Choose a date and time, after choosing a day on the calendar. The chosen time with Priya Shah and the Next button are ringed, with the step number 2 beside the time.]Step 2. The customer chooses a day, then a time, then Next.
	They type Your Name, Email Address and, if they like, Phone Number, check the summary and choose Confirm Booking.[image: The public booking page, step 3 Your details, with a summary of the service, date, time and staff member. Your Name Daniel Hart, the email address, the phone number and the Confirm Booking button are ringed, with the step number 3 beside the name.]Step 3. The customer types their details and chooses Confirm Booking.

When it worked: The booking is in your diary and both emails are sent. The service name and price come from the appointment type.
What can go wrong	If this happens	Do this
	The page says the time slot is no longer available.	Someone booked it first. The customer chooses another time; what they typed is kept.


Customers can only book the times the page actually offers, and past times are never offered. In the BizHub365 app, New booking (under Also in your business on Home) has Send Booking Link: type the customer's name, email and an optional message, and they are emailed Book an appointment with your business name, with a link to your booking page. If no customer has that email, one is added.
Cancel a booking from the email link (what your customer does)
	Goal
	See how a customer cancels their own booking.
	Who can do it
	The customer, from the cancel link in their booking emails.
	Before you start
	The customer opens their personal cancel link.

	The page shows the service, start, end and cost. The customer chooses Yes, cancel my booking, or closes the page to keep it.[image: The public Cancel your booking? page for the Year-end review call on Tuesday 13 October 2026, 10:00 to 10:45, 50 pounds. The Yes, cancel my booking button is ringed, with the step number 1 beside it.]Step 1. The customer chooses Yes, cancel my booking.

When it worked: The booking is removed from your diary and the customer is emailed Your Booking Has Been Cancelled.
Nothing is cancelled until the customer presses the button, so email scanners that open links cannot cancel bookings. If you raised an unpaid invoice for the booking, it is cancelled too and the customer is emailed Invoice cancelled due to booking cancellation. If the invoice has been paid or part paid, it is kept and your business email is sent a message so you can issue a credit note or refund.
Run the diary
Where to find it: Bookings→Diary
View Diary shows your bookings on a calendar by month, week or day (day on a phone). Choose a day to open it in day view, then choose a booking there to see its date, service, contact and cost, with Edit Booking.
Add a booking yourself
	Goal
	Put an appointment in the diary, for example one taken by phone.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have the customer's name, email and phone.

	Open Bookings → Diary and choose Create New Booking. Bookings → New booking and Create (+) → Booking open the same window.[image: The Bookings diary for October 2026 in month view, with Eleanor Whitfield's bookings on 4, 12 and 13 October. The Create New Booking button is ringed, with the step number 1 beside it.]Step 1. Choose Create New Booking.
	Type the Customer Name, Customer Email, Customer Phone, Service Description and Cost. While the Jobs section is on, the window starts with Job (optional): choose one of your open jobs to make the booking a visit for it, and its customer's details are filled in.[image: The New Booking window, starting with the Job (optional) list set to No job. Customer Name Daniel Hart, the email address, the phone number, Service Description Bookkeeping consultation and Cost 45 are ringed, with the step number 2 beside the name.]Step 2. Type the customer's details, the service and the cost.
	Choose a time in Available Slots, which fills in the Start Time and End Time (change them if you need to), then choose Create Booking.[image: The bottom of the New Booking window. Available Slots set to 06 Oct, 10:00 to 10:30, with the Start Time and End Time filled in to match, and the Create Booking button, all ringed, with the step number 3 beside the slot.]Step 3. Choose a slot (it fills the start and end), then choose Create Booking.

When it worked: The message Booking created successfully appears and the booking is on the diary. An existing customer with that email is used, or a new customer is added, and the same two emails as an online booking are sent.
What can go wrong	If this happens	Do this
	A message says the time overlaps an existing booking.	Choose another slot.


Change or complete a booking
	Goal
	Move a booking, change its cost or service, or mark it completed.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Find the booking on the diary.

	On the diary, choose the day of the booking to open that day, choose the booking, then Edit Booking.[image: The Booking Details window over the diary's day view for Monday 12 October 2026, showing Eleanor Whitfield's booking with its date, service, contact and cost. The Edit Booking button is ringed, with the step number 1 beside it.]Step 1. Choose the day, then the booking, then Edit Booking.
	Change the Service Description, Status, Start Time, End Time or Cost. The Status list shows the booking's current status, such as Booked for a booking made on your public page, and keeps it unless you choose another. To move it, choose a time under Next available slots, which fills in the start and end. Then choose Update Booking.[image: The booking page for Eleanor Whitfield, Booking Ref 1. The Status list, the Start Time and End Time (now 12 October 2026, 11:00 to 11:30), and the 11:00 to 11:30 slot under Next available slots are ringed, with the step number 2 beside the status. The Job list and the Update Booking button are further down the form.]Step 2. Change the details, or choose a free time to move it, then choose Update Booking.

When it worked: The message Booking updated successfully appears, and the customer is emailed about what changed, from your business name with replies going to your business email address. Changing the status to Scheduled, Completed or Cancelled sends Your Booking Has Been Scheduled, Thank you for your business or Your Booking Has Been Cancelled. Any other change, such as a new time or cost, sends Your Booking Has Been Updated. If nothing changed, no email is sent and a message says so.
What can go wrong	If this happens	Do this
	A message says the new time overlaps an existing booking.	Choose another time. Nothing was changed.


Cancel a booking
	Goal
	Remove a booking that won't go ahead and tell the customer.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the booking with Edit Booking.

	Choose Cancel Appointment.[image: The booking page for Eleanor Whitfield, Booking Ref 1. The red Cancel Appointment button next to Update Booking is ringed, with the step number 1 beside it.]Step 1. Choose Cancel Appointment.
	In Confirm Deletion, choose Delete, or Cancel to keep the booking.[image: The Confirm Deletion window asking Are you sure you want to delete this booking?, with the Cancel and the red Delete buttons. The question and the Delete button are ringed, with the step number 2 beside the question.]Step 2. Choose Delete, or Cancel to keep it.

When it worked: The message Booking cancelled successfully appears, the booking is removed from the diary, and the customer is emailed Your Booking Has Been Cancelled with its start and end times in UK time.
If you raised an invoice for the booking, cancelling it yourself does not delete the invoice, whether or not it has been paid. The page also says Invoice # and its number for this booking has not been deleted and is still open, and the account owner (the first administrator of the business) is emailed Booking cancelled: invoice # is still open with the invoice PDF attached. You then decide: delete the invoice to void it, raise a credit note, or keep it, for example as a late-cancellation charge. The customer is not told about the invoice. This is different from the customer cancelling with their own link, described above, where an unpaid invoice is cancelled for them.
Sync the diary to your calendar
Add your bookings to Google, Outlook or Apple Calendar
	Goal
	See BizHub365 bookings alongside your other appointments.
	Who can do it
	Members of the business with the View permission. Business Staff Members do not have the feed: it lists every booking of the business.
	Before you start
	Open Bookings → Diary on a computer (the button is hidden on phones).

	Choose View iCal Feed URL, then Copy to Clipboard, and add the link as a calendar subscription in your calendar app.[image: The iCal Feed URL window over the diary, with the feed link (hidden here) and the Copy to Clipboard button, both ringed, with the step number 1 beside the link.]Step 1. Copy the feed link and add it to your calendar app.

When it worked: Your calendar app shows the bookings and refreshes them on its own schedule.
CautionAnyone with the feed link can see your bookings, so keep it private.
TipA team member set up as a staff member sees My Bookings in the top menu, with only the bookings assigned to the staff member whose Linked login is theirs. Without a linked login they see no bookings. Opening any other booking, for example from an old link, shows Booking not found, and they do not get the View iCal Feed URL button. A booking they add with Create New Booking, on the website or in the app, is always assigned to them; until their login is linked they can't add one. That suits therapists, tutors and engineers who should not see the whole diary.
Part II · Customers · Chapter 11
Your digital business card
A public page with your trading details and links, to share by link or QR code.
What the card shows
Where to find it: Your public card→/bcard/<business-id>/
Your digital business card is a public page at /bcard/<business-id>/. It shows your logo, business name and type, your short description, address, phone, email and website, and the custom links you add, such as your booking page or social media. The details come from Settings → Business and tax setup: the Website URL and Short Business Description are there, under the settings that say they are displayed on your digital business card.
Publish or hide your card
Your card is only public once you publish it. A new business starts with it off. Businesses that already had a card before the switch was added (11 October 2026) were left published, so links and QR codes already handed out keep working. While the card is off, its address shows a page not found to everyone, with none of your details, and the app's Share B Card screen says the card is switched off instead of showing the QR code. Members of the business with the Edit permission can change it.
	On the website, open Settings → Business and tax setup. Under Business Card Custom Links, switch Publish my digital business card on or off, then choose Save Settings at the bottom of the page. When it is on, View my card opens it.
	In the app, open Business Settings, answer Yes or No to Publish my digital business card and tap Save Settings.

NoteTurning the card off doesn't delete anything: your custom links, website and description are kept, and the same link and QR code work again when you switch it back on.
Add links to your business card
	Goal
	Put your booking page, social media or other links on your card.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have the web address of each link.

	Open Settings → Business and tax setup. Under Business Card Custom Links, choose Add Custom Link, or Add Booking Link for your booking page.[image: The Business Card Custom Links section of Business Settings, with the Publish my digital business card switch on and a View my card button, saying No custom links added yet. The Add Custom Link and Add Booking Link buttons are ringed, with the step number 1 beside Add Custom Link.]Step 1. Choose Add Custom Link or Add Booking Link.
	Type the Label and URL, and an Order number if you want to change where it appears. Add Booking Link fills them in for your booking page, on your own web address if you use a branded (white-label) site. Each URL, and the Website URL, must start with http:// or https://; anything else is refused when you save.[image: A new custom link row added by Add Booking Link, with Order 1, Label Book Online and the booking page URL, all ringed, with the step number 2 beside the order.]Step 2. Check the order, label and URL.
	Choose Save Settings at the bottom of the page.[image: The bottom of the Business Settings page with the blue Save Settings button ringed and the step number 3 beside it.]Step 3. Choose Save Settings.

When it worked: The links appear on your card in order. Remove next to a link takes it off when you save.
See your business card
	Goal
	Check what people see when they open your card.
	Who can do it
	Anyone with the link.
	Before you start
	Publish your card first (see Publish or hide your card above). Its address is /bcard/<business-id>/ on the BizHub365 site.

	Open the card's address. Each detail and link can be tapped to call, email or open it.[image: The public digital business card for Test Business, a sole trader, with its address, phone number and email address ringed, with the step number 1 beside them.]Step 1. Your card, with each detail and link ready to tap.

When it worked: The card shows your current details; changes in Business Settings appear as soon as you save them.
Share it from the app
	Open the BizHub365 app and select the business.
	Tap Share B Card at the top of Home in the app. The card's QR code is shown for someone to scan. If the card isn't published, the screen says so instead, with Open Business Settings for members who can switch it on.
	Tap Share my digital business card to send the link by message, email or another app.

TipPut the QR code on van livery, invoices and reception so new customers reach your details and booking link in one scan.
Part III · Money · Chapter 12
Quotes and invoices
Price the work on a quote, convert it when the customer says yes, then send a branded invoice that posts to the ledger.
Where to find it: Create (+)→Invoice
An invoice asks a customer to pay. A quote prices work before the customer agrees to it, and becomes an invoice when they say yes. A recurring invoice is a template that BizHub365 turns into a real invoice, and emails, on a schedule. Creating, editing, sending, locking and deleting need the Edit permission; anyone with the View permission can open the lists, the invoices and the PDFs.
Create an invoice
Everything is on one page, Create an invoice. The totals and a preview of the invoice update as you type, so you can check it before anyone sees it.
	Part of the page	What it holds
	Customer	Find a customer shortens the Customer list as you type part of a name or email. Add new customer opens a small form (first name, last name and email required; company, address and phone optional) and chooses the new customer for you, without leaving the invoice.
	Dates and reference	Invoice date; Payment terms: Due on receipt, 7, 15, 30, 45 or 60 days, starting with your default from Settings → Business and tax setup; Due date, worked out from the two and changeable; Your customer's reference (optional), up to 100 characters, printed on the invoice.
	What you're charging for	Add one of your products or services and Add to invoice fill a line from your product list. Each line has Description, Quantity (whole numbers), Unit price (ex VAT when you are VAT registered), Discount (%) and, when VAT registered, the VAT rate; Remove deletes it. Add line adds a blank line and Add time entry a line for hours. Under each line, Income account with Change (see below).
	More options	Job (optional), while the Jobs section is on; when you trade abroad, Currency (set to the customer's currency when you choose them) and Tax jurisdiction; and any custom fields you created in Settings → Custom fields.
	Notes and attachments	Note for your customer (optional), printed on the invoice (a new invoice starts with the default note from Business Settings, if you set one), and photos or videos with What it shows (optional); Add another for more. The email links to them.
	Totals	Net, VAT at each rate and the total; just the total if you are not VAT registered.
	Preview	The invoice as your customer will get it, drawn the same way as the PDF.


Save and send saves the invoice and emails it to your customer with the PDF. It first asks Email this invoice?, naming the customer, their email address and the total: choose Yes, send it or Go back. Save without sending saves it without emailing anyone. An invoice saved without sending still gets its invoice number and counts in your accounts from its invoice date. It shows as Not sent yet in the invoice list, and payment reminders are not sent for it. When you are ready, open it and choose Send to the customer's email address.
If something is missing or not valid, such as no customer, no line items, a date that does not exist, a quantity that is not a whole number, a discount over 100% or a due date before the invoice date, the form comes back with a list of what to fix at the top and everything you entered still filled in, including the line items. Nothing is saved until it is right. Quotes, recurring invoices and credit notes work the same way.
Create and send an invoice
	Goal
	Bill a customer and email them the invoice with its PDF.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know who you are billing and for what. If the customer is new you can add them on the way.

	Choose + → Invoice in the top bar, or New invoice on Money in → Invoices and quotes. Under Customer, type part of the name in Find a customer and choose them in the Customer list, or choose Add new customer.[image: The Create an invoice page. Under the Customer heading, the Find a customer box with whit typed in and the Customer list showing Eleanor Whitfield are ringed, with the step number 1 beside them. The Add new customer button is under them.]Step 1. Find the customer and choose them in the Customer list.
	Under Dates and reference, check the Invoice date and Payment terms; the Due date follows from them. Add Your customer's reference if they gave you one.[image: The Dates and reference part of the invoice form. The Invoice date, Payment terms, Due date and Your customer's reference boxes, with a reference typed in, are ringed, with the step number 2 beside the first.]Step 2. Check the Invoice date and Payment terms; add the customer's reference.
	Under What you're charging for, fill in each line's description, quantity and unit price, or choose a product and Add to invoice. Use Add line for more lines and Add time entry for hours.[image: The What you're charging for part of the invoice form. The line table, with one line for monthly bookkeeping at a quantity of 1 and a unit price of 150.00, and the Add line button under it, are ringed, with the step number 3 beside the table.]Step 3. Fill in each line, or add a product; Add line for more.
	If you need them, open More options for the job, currency, tax jurisdiction and custom fields, and add a Note for your customer.[image: The lower part of the invoice form. The More options heading, which opens the project, currency and custom field choices, and the Note for your customer box under Notes and attachments are ringed, with the step number 4 beside More options.]Step 4. Open More options if you need them, and add a note for your customer.
	Check the Totals and the Preview beside them.[image: The Totals and Preview part of the invoice page. The totals list, showing the net, VAT and total for the line, and the preview of the invoice as the customer will get it are ringed, with the step number 5 beside the totals.]Step 5. Check the Totals and the Preview.
	Choose Save and send, or Save without sending to keep it to yourself for now.[image: The bottom of the Totals box on the invoice page. The blue Save and send button and the outlined Save without sending button are ringed, with the step number 6 beside them.]Step 6. Choose Save and send, or Save without sending.
	In Email this invoice?, check the email address and total, then choose Yes, send it.[image: The Email this invoice? window over the invoice page, saying the invoice will be emailed to Eleanor Whitfield at her email address with the PDF attached, and giving the total of 180 pounds. The blue Yes, send it button, beside Go back, is ringed, with the step number 7 beside it.]Step 7. Check the address and total in Email this invoice?, then choose Yes, send it.

When it worked: The invoice opens with its number. The customer is emailed New Invoice # with the number and Created, with the PDF attached, the invoice is posted to your books, and it appears in Money in → Invoices and quotes as Awaiting payment.
What can go wrong	If this happens	Do this
	The page comes back with a list of problems at the top.	Fix each one; select a problem to jump to its box. Nothing was saved, and everything you typed is still there.
	Save and send does not ask for confirmation.	No customer is chosen. Choose one; the page will otherwise tell you a customer is needed.
	The customer reports no email.	Check their address on the customer record, then use Resend in the invoice list. If the address bounced, see When an email can't be delivered.


Products: your price list
Where to find it: Money in→Products
Products is your price list: the products and services you sell, each with a SKU (your own code for it), a name, a sale price and, if you're VAT registered, a VAT rate. On an invoice, Add one of your products or services fills a line with the product's name, price, VAT rate and income account, so you don't type them each time. Changing a product later doesn't change invoices you've already raised. BizHub365 doesn't keep stock levels: Products is a list of prices, not a stock record. Products are always available; they are not a section you can switch off.
Add a product or service
	Goal
	Add something you sell, so you can pick it on invoices.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Choose a SKU, your own code for it. Each SKU can be used once in your business.

	Open Money in → Products and choose New Product.[image: The Products list, your price list, with two products: the branded ceramic mug at 8.50 pounds and the cotton tea towel at 6 pounds, each with its SKU, VAT rate, cost price and status. The New Product button above the list is ringed, with the step number 1 beside it.]Step 1. Open Money in, then Products (under More), and choose New Product.
	Type the SKU, Name and, if you want, a Description. Fill in the Sale Price (ex-VAT, with a VAT Rate (%), if you're VAT registered) and, if you want to keep a note of it, the Cost Price. Choose an Income account if it shouldn't go to your default sales account. Choose Create Product.[image: The Create Product form with the SKU APRON-003, the name Kitchen apron, a cost price of 4.50 pounds and a sale price of 14 pounds. The SKU, Name and Sale Price boxes are ringed, with the step number 2 beside the SKU.]Step 2. Fill in the SKU, name and prices, then choose Create Product.

When it worked: You see Product '[name]' created. and the product is listed with its prices. It is now offered under Add one of your products or services on new invoices.
What can go wrong	If this happens	Do this
	A field error when creating a product	The form stays filled in and the message beside the field explains what to change. If the SKU is already in use, choose a different one.


Edit on a product changes its details. Products can't be deleted: to stop selling one, untick Active and choose Save Changes. It stays on the list as Inactive but can't be picked on new invoices. Members with only the View permission can see the list but not New Product or Edit.
Which income account each line goes to
Under each line's description you will see Income account: and the name of the account the sale is recorded in, such as Sales Revenue. Most businesses never need to change it. To use a different account for one line, choose Change and pick one from the list. Only your income accounts are listed. A new line starts with the product or service's own income account, if you set one on it in Products. Otherwise it uses your Default sales account from Settings → Business and tax setup, and if you haven't chosen one, Sales Revenue. The account only decides where the sale shows in your books and reports, for example on Profit and Loss by account. It never changes the invoice, its VAT or your VAT return. Invoices you raised before this was added, and any you change later, keep posting to Sales Revenue unless you pick another account. Recurring invoices and quotes have the same choice on each line, and it carries onto the invoice they become. The mobile app can send an account for each line too; when it doesn't, the default is used.
What happens in the books
Saving an invoice posts double-entry journals automatically: debit debtors, credit each line's income account with its net amount (and VAT as required). If you are not VAT registered, the whole total goes to income and nothing is posted to VAT. You do not type the journal yourself. When you edit an invoice that is not locked, the original journal is reversed and a new one is posted for the new totals, so the books always match the invoice. If payments are already recorded against it, the invoice shows as paid or part paid against its new total.
The invoice list
Where to find it: Money in→Invoices and quotes
The top of Money in → Invoices and quotes shows three totals in pounds: Total outstanding (what customers still owe on unpaid invoices, after any part payments), Total overdue (the part of that past its due date, with a link to show just those invoices), and Paid this month (money received since the 1st; applying a credit note isn't counted as money in). Choose New invoice to start one straight from the list. CSV and PDF export the list. Use Search to find an invoice by its number (with or without #), or by the customer's name, company or email. From and To limit it to invoice dates. Search works with the date and status filters. Status (Any Status, All unpaid, Awaiting payment, Overdue, Paid) and Sort by (Newest first, Oldest first, Due date soonest first, Amount largest first, Invoice number) update the list as soon as you change them. For search and dates, choose Apply; Clear removes every filter. Each row has labelled buttons: Add payment (only while the invoice is unpaid), View, PDF and Resend. For an invoice marked Not sent yet, Resend sends it for the first time.
Invoice status
	Awaiting payment: not paid yet, and the due date has not passed.
	Overdue (red): not paid, and the due date has passed. The row is highlighted too.
	Paid: payments cover the full amount.

The status comes from the payments and the due date. It never changes the invoice's figures or the books.
Find an invoice
	Goal
	List the invoices you are after, such as everything overdue or one customer's invoices.
	Who can do it
	Members of the business with the View permission.
	Before you start
	Open Money in → Invoices and quotes.

	Type the invoice number or the customer's name, company or email in Search, set From and To if you want a date range, and choose Apply.[image: The Invoices page under its three totals. The Search box with Whitfield typed in, the From and To date boxes and the blue Apply button are ringed, with the step number 1 beside the search box.]Step 1. Type in Search, set From and To if you want, and choose Apply.
	Choose a Status or Sort by order; the list changes straight away. Clear removes every filter.[image: The Invoices page filters. The Status box, set to Any Status, and the Sort by box, set to Newest first, are ringed, with the step number 2 beside the Status box.]Step 2. Choose a Status or Sort by order; the list changes straight away.
	On the invoice's row, choose View to open it, PDF to download it, Resend to email it again, or Add payment.[image: The invoice table listing invoice 1 for Eleanor Whitfield, awaiting payment. The row's buttons, Add payment, View, PDF and Resend, are ringed, with the step number 3 beside them.]Step 3. On the invoice's row, choose View, PDF, Resend or Add payment.

When it worked: The invoice opens, downloads or is queued to email, depending on the button.
Open, change, lock and delete an invoice
Opening an invoice shows the customer's details, the invoice number, dates, the customer's reference, status, total and the payments received so far, the lines and time charges, the note, and the attachments, where you can add or remove photos and videos. Across the top are Download PDF, Edit Invoice, Add Payment (see Money in, credit notes, and statements), Delete Invoice and Lock Invoice or Unlock Invoice. An invoice that was saved without sending also has a blue box with Send to and the customer's email address.
	Edit Invoice opens the same one-page form, with the preview. Save without sending keeps the change to yourself; Save and send emails the customer Updated Invoice # with the number, and the new PDF. A locked invoice opens read-only; you can still email it from there. To correct it, raise a credit note.
	Lock Invoice stops accidental edits and deletion; Unlock Invoice reverses it. An invoice in a submitted VAT return is locked for good and shows a Locked badge instead of the button. A locked invoice can still take payments, because being paid doesn't change its VAT.
	Delete Invoice asks you to confirm. It is refused for a locked invoice and for one with payments recorded against it: delete those payments first, or raise a credit note to cancel the invoice. Deleting reverses its journal and emails the customer an Invoice Cancellation Notice.
	Resend on a sent invoice emails the customer an Invoice Resend with the PDF, queued and sent within ten minutes.

CautionDo not unlock and rewrite an invoice that has already gone into a submitted VAT return. Raise a credit note instead.
Change an invoice
	Goal
	Correct an invoice that is not locked.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Find the invoice (see Find an invoice) and choose View.

	Choose Edit Invoice at the top of the invoice.[image: The page for invoice 1. In the row of buttons at the top, the yellow Edit Invoice button, between Download PDF and Add Payment, is ringed, with the step number 1 beside it.]Step 1. Choose Edit Invoice at the top of the invoice.
	Make your changes on Edit invoice, check the preview, then choose Save without sending, or Save and send to email the customer the updated invoice.[image: The Edit invoice page for invoice 1, scrolled to the Totals box. The Save without sending and Save and send buttons are ringed, with the step number 2 beside them.]Step 2. Make your changes, then choose Save without sending or Save and send.

When it worked: The invoice shows the change, its journal is reposted for the new totals, and, if you sent it, the customer gets the Updated Invoice # email with the new PDF.
What can go wrong	If this happens	Do this
	The form is read-only with a warning that the invoice is locked.	Choose Unlock Invoice on the invoice first. If it is in a submitted VAT return it cannot be unlocked; raise a credit note.


Lock or unlock an invoice
	Goal
	Stop an invoice being changed or deleted by mistake, or allow it again.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the invoice.

	Choose Lock Invoice at the top right. On a locked invoice the same button reads Unlock Invoice.[image: The page for invoice 1. At the right-hand end of the row of buttons at the top, the outlined Lock Invoice button is ringed, with the step number 1 beside it.]Step 1. Choose Lock Invoice; on a locked invoice it reads Unlock Invoice.

When it worked: The page says Invoice # and the number, locked or unlocked. While locked, Delete Invoice is greyed out and the edit form is read-only.
Delete an invoice
	Goal
	Remove an invoice raised by mistake that has no payments.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the invoice. It must be unlocked and have no payments recorded; otherwise raise a credit note instead.

	Choose Delete Invoice at the top of the invoice.[image: The page for invoice 1. In the row of buttons at the top, the red Delete Invoice button, beside Lock Invoice, is ringed, with the step number 1 beside it.]Step 1. Choose Delete Invoice at the top of the invoice.
	In Delete Invoice, choose Delete Invoice to confirm. This cannot be undone.[image: The Delete Invoice window asking whether to delete invoice 1 and warning that it cannot be undone. The red Delete Invoice button, beside Cancel, is ringed, with the step number 2 beside it.]Step 2. Choose Delete Invoice in the window to confirm.

When it worked: The page says Invoice deleted successfully. Its journal is reversed and the customer is emailed an Invoice Cancellation Notice.
What can go wrong	If this happens	Do this
	The message says the invoice has payments.	Delete the payments first from Money in → Money in (open the money in and delete its payment to this invoice), or keep the invoice and raise a credit note.
	Delete Invoice is greyed out.	The invoice is locked. Unlock it first, unless it is in a submitted VAT return.


Reminders
BizHub365 can email upcoming, due-today, 1 to 3 days overdue, 7 to 14 days overdue, and a final notice. They are only sent for invoices your customer has been sent. See Money in, credit notes, and statements. When you have connected an online payment provider (Stripe Connect, PayPal, Square or GoCardless), invoice emails include a link where your customer can pay online.
When an email can't be delivered
If an email you send from BizHub365 bounces because the address does not exist, or the person reports it as spam, BizHub365 stops emailing that address. This applies to every email: invoices, quotes, receipts, reminders, payslips and the rest. It protects the delivery of your other emails. We email you once, at your business email address, naming the address that failed. After that, sending to it shows a message saying it was not sent. To fix it, correct the email address on the customer, supplier or employee, then send again. Emails go to the new address as normal. If the address was right and you think the bounce was a mistake, contact support and we can let mail through to it again.
Where replies go
Emails you send from BizHub365 to your customers, suppliers, employees and team, such as invoices, quotes, receipts, credit notes, statements, reminders, bookings, payslips, CIS statements and team invitations, carry your business name. When someone replies, the reply goes to the business email address in Business Settings, not to BizHub365, so keep that address up to date. If the business has no email address set, replies come to BizHub365 support instead.
Quotes
Where to find it: Create (+)→Quote
Create a Quote has the Customer (a searchable list, with Add New Customer at the bottom), Job (optional) (while the Jobs section is on), Currency and Tax jurisdiction (when you trade abroad), the Quote Items lines with Add Line Item, the totals, your custom fields and attachments, and Save Quote. Saving does not email the customer. To send the quote, choose Resend (the paper plane) on its row in Money in → Invoices and quotes, Quotes tab: the customer gets the PDF and links to any files you attached. The quote is dated today and valid for 30 days.
Money in → Invoices and quotes, Quotes tab lists every quote with its customer, date, Valid Until and total; CSV and PDF export the list. Filter by Customer Name, Customer Email, From and To and choose Apply Filters. Each row has Convert to Invoice, View, PDF and Resend buttons until the quote is converted; then it shows View Invoice. Resend emails Quote Resend within ten minutes. A quote's own page shows its details and the Customer Response from the customer's job page, with Convert to Invoice, Start a job (or View job for the job it is on) and Delete Quote, which emails the customer a Quote Cancellation Notice.
When the customer accepts, convert the quote to an invoice. The customer, line items, totals, currency, tax treatment, job, and any custom fields used on both quotes and invoices copy across. You always choose the payment terms: Convert to Invoice in the Quotes list opens the quote's page with the payment terms window, as the button on the quote's page does. If your invoices have the CIS or Construction reverse charge parts, the window has them too (This is a CIS invoice to a contractor with the labour and CIS rate, and Domestic reverse charge (construction) with the customer's confirmation), so the invoice is right before it is emailed; the mobile app can send the same choices. If the labour is more than the total before VAT, nothing is converted and the quote's page says why. The new invoice is emailed to the customer, headed Invoice # with its number and your business name. Converting in the mobile app copies the same details. A quote can only be converted once. Customers can also accept or decline a quote from the customer's job page when you have shared that link, and BizHub365 reminds them about quotes you have sent them (with Resend) and they have not answered: three or more days after you last sent it, and again in the last two days before it expires. A quote you have not sent gets no reminders.
Create and send a quote
	Goal
	Price work for a customer and email them the quote.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know the customer and the lines. Saving does not email the customer; you send the quote from Money in → Invoices and quotes, Quotes tab when you are ready.

	Choose + → Quote in the top bar and choose the Customer. Type to search the list, or choose Add New Customer at its foot.[image: The Create an Quote page. The Customer box at the top, reading Select a customer, is ringed, with the step number 1 beside it. Choosing it opens a searchable list of your customers with Add New Customer at the foot.]Step 1. Choose the Customer: type to search, or Add New Customer at the foot of the list.
	Fill in the Quote Items: description, quantity and unit price on each line, and Add Line Item for more. Check the totals under them.[image: The Quote Items part of the Create an Quote page. The line table, with a line for kitchen refit labour at a quantity of 3, and the Add Line Item button under it are ringed, with the step number 2 beside the table.]Step 2. Fill in the Quote Items; Add Line Item for more.
	Choose Save Quote at the bottom of the page.[image: The bottom of the Create an Quote page. The wide blue Save Quote button under the attachments section is ringed, with the step number 3 beside it.]Step 3. Choose Save Quote at the bottom of the page.

When it worked: The page shows Quote created successfully. It has not been emailed: choose Resend Email on the quote to send it to the customer. The quote appears in Money in → Invoices and quotes, Quotes tab, valid for 30 days. Choose Resend (the paper plane) on its row to email it to the customer with the PDF and links to any files you attached.
Turn an accepted quote into an invoice
	Goal
	Bill the customer for a quote they agreed to, without typing it again.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the quote from Money in → Invoices and quotes, Quotes tab with its eye button.

	Choose Convert to Invoice at the top of the quote.[image: The page for quote 1, which is on a job. At the top, the green Convert to Invoice button, beside View job and Delete Quote, is ringed, with the step number 1 beside it.]Step 1. Choose Convert to Invoice at the top of the quote.
	Choose the payment terms under Select Payment Terms for the Invoice (Net 30 Days to start with) and choose Convert.[image: The Convert to Invoice window over the quote. The Select Payment Terms for the Invoice box, set to Net 30 Days, and the blue Convert button are ringed, with the step number 2 beside the box.]Step 2. Choose the payment terms and choose Convert.

When it worked: The page says the quote was converted to an invoice with its number, the customer is emailed the invoice, and the quote's row in the list shows View Invoice.
What can go wrong	If this happens	Do this
	There is no Convert to Invoice button.	The quote has been converted already. Use View Invoice.


Delete a quote
	Goal
	Withdraw a quote.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the quote. The customer will be emailed that it is cancelled.

	Choose Delete Quote at the top right of the quote.[image: The page for quote 1. At the right-hand end of the buttons at the top, the red Delete Quote button is ringed, with the step number 1 beside it.]Step 1. Choose Delete Quote at the top right of the quote.
	Choose Delete Quote in the window to confirm.[image: The Delete Quote window asking whether to delete the quote. The red Delete Quote button, beside Cancel, is ringed, with the step number 2 beside it.]Step 2. Choose Delete Quote in the window to confirm.

When it worked: The page says Quote deleted successfully. and the customer is emailed a Quote Cancellation Notice.
Recurring invoices
Where to find it: Money in→Recurring invoices
Use a recurring schedule for retainers, rent, or maintenance contracts. Each schedule is a template: early every morning, BizHub365 turns every schedule that is due into a real invoice, posts it to your books and emails it to the customer with the PDF, exactly as if you had created it by hand. If a run was missed it catches up. Create a Recurring Invoice has the Customer, Reference (your own label, optional), Frequency (Weekly, Monthly, Quarterly or Annually; Monthly to start with), Start Date (the first invoice date), End Date (optional; leave it blank for no end), Payment Terms, the invoice lines and time entries, custom fields, Notes and Payment Instructions (leave blank to use your business default). If your invoices have the CIS or Construction reverse charge parts, the recurring invoice form has them too, with the same boxes. Each invoice the schedule creates is raised with them: the CIS deduction is worked out from the labour and rate, and a reverse charge invoice charges no VAT. Edit the schedule to change them for the invoices still to come. Money in → Recurring invoices lists each schedule's reference, customer, frequency, next invoice date, end date and status, with Edit, Pause or Resume, and Delete, which asks you to confirm and does not affect invoices already sent.
Set up a recurring invoice
	Goal
	Bill a customer automatically on a schedule.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know the customer, how often to bill, the first invoice date and the lines.

	Open Money in → Recurring invoices and choose New Recurring Invoice.[image: The Recurring Invoices page listing the demo schedule. The blue New Recurring Invoice button above the table is ringed, with the step number 1 beside it.]Step 1. Choose New Recurring Invoice.
	Choose the Customer, then set the Reference, Frequency, Start Date, End Date if there is one, and Payment Terms.[image: The Create a Recurring Invoice page. The Reference box with Monthly retainer typed in, the Frequency box set to Monthly, the Start Date and End Date boxes and the Payment Terms box are ringed, with the step number 2 beside the Reference box.]Step 2. Set the Reference, Frequency, Start Date, End Date and Payment Terms.
	Fill in the Invoice Items, then choose Create Recurring Invoice Schedule at the bottom of the page.[image: The bottom of the Create a Recurring Invoice page, under Notes and Payment Instructions. The wide blue Create Recurring Invoice Schedule button is ringed, with the step number 3 beside it.]Step 3. Fill in the Invoice Items, then choose Create Recurring Invoice Schedule.

When it worked: The schedule appears in the list as Active with its next invoice date. On that date the first invoice is created and emailed.
Change, pause or delete a recurring invoice
	Goal
	Update a schedule, stop it for a while, or end it.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Money in → Recurring invoices.

	On the schedule's row, choose the pencil (Edit) to change it, the pause button (Pause, or Resume on a paused schedule), or the bin (Delete).[image: The Recurring Invoices table. On the demo schedule's row, the three buttons, a pencil for Edit, a pause button and a red bin for Delete, are ringed, with the step number 1 beside them.]Step 1. Choose Edit, Pause (or Resume) or Delete on the schedule's row.
	If you chose Edit, change what you need on Edit Recurring Invoice and choose Save Changes.[image: The bottom of the Edit Recurring Invoice page. The wide blue Save Changes button is ringed, with the step number 2 beside it.]Step 2. Change what you need and choose Save Changes.

When it worked: The list shows the change. A paused schedule creates no invoices until you resume it; a deleted one is gone, and invoices it already sent are not affected.
TipDesign the invoice PDF once in Settings → Invoice look. Every invoice you send then looks like your business, not a generic form.
Part III · Money · Chapter 13
Money in, credit notes, and statements
Record money you receive and each day's till takings, match money to invoices, put money back with a credit note, and send a statement when a customer asks what they owe.
Where to find it: Money in→Money in
Money in is everything your business has received: payments from customers, other income with no invoice (such as a grant or a cash sale) and money that is not income (such as your own money paid in, or a loan). It replaced the old Payments received and Unallocated receipts pages; links to them open Money in. It is also a tab beside Invoices and Quotes. Money arrives in your books in three ways: Add Payment on an invoice, Record money in on the Money in page, or Record as money in and Apply To Invoice on a bank line (see Banking and reconciliation). Recording, changing, matching, deleting and locking need the Edit permission; anyone in the business can see the list.
Record a payment on an invoice
On the invoice, Add Payment opens a window with Payment Amount, Payment Method (Credit Card, Bank Transfer, Cash, Cheque or Other) and Payment Date. The Add payment button on an unpaid invoice's row in Money in → Invoices and quotes opens the invoice at that window. The Payment Date starts at today and can be changed to an earlier day, but not a later one. A date in a VAT period you have already submitted to HMRC is refused. The customer is emailed Payment Received. Part payments are kept, and the invoice shows what is still owed until payments cover its total, when it shows as Paid.
Record a payment on an invoice
	Goal
	Mark money received against an invoice and send the customer a receipt.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know the amount, how it was paid and the date it arrived. Open the invoice from Money in → Invoices and quotes.

	Choose Add Payment at the top of the invoice.[image: The page for invoice 1. In the row of buttons at the top, the green Add Payment button, between Edit Invoice and Delete Invoice, is ringed, with the step number 1 beside it.]Step 1. Choose Add Payment at the top of the invoice.
	In Add Payment, type the Payment Amount, choose the Payment Method and the Payment Date, then choose Save Payment.[image: The Add Payment window over the invoice. The Payment Amount box with 100.00, the Payment Method box set to Bank Transfer, the Payment Date box set to 2 October 2026 and the blue Save Payment button are ringed, with the step number 2 beside the amount.]Step 2. Type the amount, choose the method and date, then choose Save Payment.

When it worked: The invoice shows the payment and what is still owed, or Paid. The customer is emailed Payment Received, and the money is listed in Money in → Money in.
What can go wrong	If this happens	Do this
	The amount is more than is owed.	Record what was actually paid. An overpayment can be held for the customer as a credit note.


CIS on invoices to contractors (subcontractors)
If you work in construction as a subcontractor, the contractors you invoice take CIS tax off your labour before they pay you, and pay it to HMRC for you: 20% if you are registered for CIS, 30% if you are not, and nothing if you have gross payment status. VAT and materials are never taxed under CIS. To use it, choose your status under CIS status as a subcontractor in Settings → Business Settings (it is there when the CIS section is on). Your invoices then have a CIS (Construction Industry Scheme) part: tick This is a CIS invoice to a contractor, type the Labour, before VAT (leave it empty if the whole invoice is labour; the rest of the total before VAT is materials) and check the CIS rate, which starts at the rate for your status. The invoice total and its VAT don't change. The totals, the invoice page and the PDF also show the labour, the materials, the CIS deduction and the Amount due after CIS, which is what the contractor pays you. Everything that asks the contractor for money asks for the amount due after CIS, less anything they have already paid, never the full total: the online payment page and its Pay buttons (the page also shows the CIS deduction), the invoice email, payment reminders, the part payment email and the client portal. Once only the CIS is left, there is nothing to pay online and no more reminders are sent; record the CIS when the contractor's statement arrives. A CIS deduction you have already recorded is never taken off twice.
When the contractor pays, Add Payment on a CIS invoice has a second box, CIS taken off by the contractor, filled in with the CIS not yet recorded, and the Payment Amount starts at the money still to come. Check both against the contractor's payment and deduction statement and choose Save Payment. In Record money in, a CIS invoice in the customer's list has the same CIS taken off by the contractor box under its Amount to match. The payment and the CIS taken off together can't be more than is owed. The money and the CIS together settle the invoice. The CIS is kept as 1120 CIS tax suffered, which HMRC sets against your Income Tax; it is not an expense and not money received, so it is not in your cash figures. Your sales for Income Tax are the full invoice before CIS was taken off, and your VAT return is on the whole invoice. The year's total is on the Tax page as CIS taken this year. To correct the CIS, delete that CIS payment from the invoice and record it again.
Construction reverse charge (VAT)
Since 1 March 2021, most building and construction services reported under CIS, sold by one VAT-registered business to another, use HMRC's VAT domestic reverse charge: the supplier charges no VAT and the customer pays it to HMRC instead. It does not apply when the customer is an end user (they use the work themselves) or an intermediary supplier (connected to the end user and not selling it on); get the customer's written confirmation that they are neither before you use it, and keep it. HMRC's guidance is VAT Notice 735. If you are VAT registered and the CIS section is on (or you have a CIS status as a subcontractor), your invoices have a Construction reverse charge part: tick Domestic reverse charge (construction), and tick Customer confirmed they are not an end user or intermediary once they have. Keep the VAT rate on each line: the invoice charges no VAT and its total is the amount before VAT. The totals, the invoice page and the PDF say Reverse charge: Customer to account to HMRC for the VAT. VAT Act 1994 Section 55A and, for each rate, the VAT the customer accounts for, for example VAT at 20% of £1000.00 (£200.00) to be accounted for by the customer. A reverse charge invoice must be in pounds. On your VAT return the sale goes in Box 6 only, with nothing in Box 1. If you use cash accounting it goes on the return for the invoice date, paid or not, because reverse charge sales are outside the cash accounting scheme. On the Flat Rate Scheme it is left out of your flat rate turnover. Your sales for Income Tax are the invoice total, as usual. With cash accounting, money a customer paid before you raised the reverse charge invoice counts as standard-rated sales while it waits to be matched. When you match it to the reverse charge invoice, that VAT comes off (on a later return if the earlier one was already sent), so the money ends up with no VAT and the invoice is in Box 6 once. A credit note against a reverse charge invoice carries no VAT either: its whole value is the amount before VAT, and the credit notes list and the email to the customer show the same reverse charge wording. Recurring invoices have the same reverse charge tick (see Recurring invoices). Quotes don't, because a quote is not a VAT document: tick it in the Convert to Invoice window instead, and the invoice is raised with no VAT.
The Money in list
Where to find it: Money in→Money in
The list shows, newest first, the date the money was received, who it was from and its reference, what it is (for a customer's payment, the invoices it paid), how it arrived and where it went in, the amount, how much is still To match, and a Lock status: Unlocked, Locked (locked by hand) or a VAT return badge. Two tabs: All, and To match (with a count), which lists customer money with some of it not yet matched to an invoice. Filter by From and To dates, Customer and What it is, or search by reference, customer, amount or invoice number, then choose Apply. Clear removes the filters. CSV and PDF export what the list is showing. View opens the money's own page: how it arrived (and the bank line, if it came from one), the income or the invoices it paid, and its actions. On the To match tab, Match opens it at Match to an invoice.
Record money in
Record money in at the top of the list opens a form in three parts. Everything is labelled and works with a keyboard and a screen reader; the parts that don't apply are hidden as you choose, and all of them show if your browser runs no scripts.
	Part	What to enter
	The money	Date received (today or earlier; not in a VAT period you have already sent to HMRC), Amount received, an optional Reference, How it was paid (cash, card, bank transfer, cheque, online payment, voucher or other) and Where it went in: one of your bank accounts, or Cash on Hand for cash you kept. Choosing Cash moves it to Cash on Hand for you.
	What is this money?	Payment from a customer, Other income, Refund from a supplier (see Refunds from suppliers) or Not income.
	If it is a payment from a customer	The Customer, then their invoices with money owed, each with an Amount to match (Pay all fills in what is owed). Choose Show open invoices if the list doesn't appear by itself. Matched to invoices and Left to match later add up as you type. Anything left over waits on the To match tab; the customer can be left as Not known yet.


Each invoice amount must be no more than is still owed on it, and together they can't be more than the amount received. If something needs fixing, the form comes back with There is a problem at the top listing each problem (each links to its box), and what you entered is kept. The invoices it pays are marked part paid or paid, with payments dated on the day the money was received. Recording money in here sends the customer no email unless you ask for one (Add Payment on the invoice always does).
Emailing the customer a receipt
For a payment from a customer who has an email address, the form has Email the customer a receipt under the invoices. It is not ticked to start with. Tick it and the customer is emailed a receipt when you choose Record money in (or Save changes): the amount and date received, the reference, how much went to each invoice and anything held on account. It uses your Payment Email branding, and replies go to your business email address. To send one later, open the money's page and choose Email receipt, then confirm. The button only shows for a customer's payment when the customer has an email address. If the address has bounced before, nothing is sent and a message tells you to correct it on the customer's record.
Record money in
	Goal
	Record money you received, and match it to the customer's invoices or say what else it is.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Money in → Money in. Know the date, the amount, how it was paid and where it went in.

	Choose Record money in at the top of the list.[image: The Money in page, with the Invoices, Quotes, Money in and Takings tabs above it and the All and To match tabs under its heading, listing the demo money in, including the demo day's takings. The blue Record money in button at the top right, beside Record takings, is ringed, with the step number 1 beside it.]Step 1. Choose Record money in at the top of the Money in list.
	Under The money, check the Date received, type the Amount received and a reference if you have one, and choose How it was paid and Where it went in.[image: The Record money in form. Under The money, the Date received box showing 5 October 2026, the Amount received box with 100.00, How it was paid set to Bank transfer and Where it went in set to the bank current account are ringed, with the step number 2 beside the date.]Step 2. Check the date, type the amount, and choose how it was paid and where it went in.
	Under What is this money? choose what it is. For a customer's payment, choose the Customer, type the Amount to match against each invoice it pays, check the totals, and choose Record money in.[image: The lower part of the Record money in form, for a payment from a customer. The Customer box showing Eleanor Whitfield, her invoice's Amount to match box with 100.00 typed in, the totals reading Matched to invoices 100 pounds and Left to match later 0 pounds, and the blue Record money in button are ringed, with the step number 3 beside the customer box.]Step 3. Choose what the money is and the customer, type the amount for each invoice it pays, check the totals, then choose Record money in.

When it worked: The page says Money in # with its number and recorded, and shows the money's page. The invoices it paid show the payments, and any money left over is on the To match tab.
What can go wrong	If this happens	Do this
	There is a problem appears at the top.	Choose each problem to go to its box, fix it, and choose Record money in again. Usually an amount is more than is owed on an invoice, or the invoices add up to more than was received.
	The customer's invoice is not listed.	Only invoices with money still owed, in the same currency, are listed. A paid invoice needs a credit note or a refund instead.


Other income and VAT
Choose Other income for income with no invoice: a cash sale, a grant, commission, an insurance payout or interest. Choose the Income account, add a description if you like, and say what it is For Income Tax: Sales (turnover) or Other business income. Other business income is sent to HMRC separately from your turnover in your quarterly updates. If you are VAT registered, choose the VAT on it. The amount received includes the VAT, and the form shows how it splits:
	VAT	What happens
	Standard rate (20%)	One sixth is VAT. The VAT goes in box 1 of your VAT return and the rest in box 6.
	Reduced rate (5%)	One twenty-first is VAT, in box 1; the rest in box 6.
	Zero rate (0%)	No VAT. The whole amount goes in box 6.
	Exempt	No VAT. The whole amount goes in box 6.
	Outside the scope of VAT	No VAT, and in no box (for example a grant or an insurance payout).


It counts in the VAT return and Income Tax period of the date it was received, on either basis. If you are not VAT registered there is no VAT choice, and the whole amount is income.
Money that is not income
Choose Not income for money that comes in but isn't earned: Your own money paid in, A loan received, or Something else, such as a transfer from another of your accounts. It is left out of your sales, your Income Tax figures and your VAT return. Your own money goes to Owner's capital introduced, which is added to your accounts the first time you need it. A company has no owner's capital: choose the account instead, such as a director's loan account. For a loan or anything else, choose the Account it goes to.
Refunds from suppliers
Choose Refund from a supplier when a supplier pays money back for something you bought: goods returned, an overcharge put right, a deposit or a cancelled order refunded. It is not income, so it is never counted as sales. It reduces what that expense cost you: in your Income Tax figures it comes off the same expense category (in the period you received it, on either basis), and in your Profit and Loss it shows as less cost under the expense account, not as income. Choose the Supplier if they are on your supplier list, then choose Show their expenses (the list fills in by itself if your browser runs scripts) and pick the Expense it refunds: their expenses from the last two years with something left to refund, each showing how much is left. The refund then follows that expense's category and VAT, and it can't be more than is left to refund on it. With no expense chosen, choose the Expense category (the same list as Add Expense) and, if you are VAT registered, the VAT given back. The expense list shows Refunded with the amount and date under each expense refunded (each links to the money in), and what it cost after refunds. If you are VAT registered, the amount received includes the VAT you reclaimed on the purchase, and that VAT is given back: the VAT and the amount before VAT come off boxes 4 and 7 of your VAT return for the period you received it, never boxes 1 and 6. A refund of a purchase with no VAT reclaimed on it (outside the scope of VAT, or a construction reverse charge purchase) gives no VAT back. On the VAT Flat Rate Scheme you reclaimed no VAT on most purchases, so none comes off box 4 and the whole refund comes off the expense, except for a capital purchase of 2,000 pounds or more. If you are not VAT registered there is no VAT choice and the whole amount comes off the expense. A refund that reached your bank is easiest to record from the bank line: Record as money in fills in the date, the amount and the bank account (see Money in from your bank). A refund is never takings, so the takings warning there needs no tick. Change or delete a refund from its Money in page as any other money in.
Record a refund from a supplier
	Goal
	Record money a supplier paid back, so it reduces that expense and gives back its VAT instead of counting as income.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Money in → Money in and choose Record money in (or Record as money in on the bank line). Fill in The money as for any money in.

	Under What is this money? choose Refund from a supplier.[image: The Record money in form with 12.00 in Amount received. Under What is this money?, the Refund from a supplier choice, between Other income and Not income, is ringed, with the step number 1 beside it.]Step 1. Under What is this money?, choose Refund from a supplier.
	Choose the Supplier and the Expense it refunds, or leave the expense as None and choose the Expense category and the VAT given back.[image: The If it is a refund from a supplier part of the Record money in form. The Supplier box showing Northern Office Supplies Ltd, the Expense it refunds list, the Expense category box and the VAT given back box, both set to Same as the expense it refunds, are ringed, with the step number 2 beside the supplier box.]Step 2. Choose the supplier and the expense it refunds, or the expense category and the VAT given back.
	Choose Record money in.[image: The bottom of the Record money in form for a refund from a supplier, under the Notes box. The blue Record money in button is ringed, with the step number 3 beside it.]Step 3. Choose Record money in.

When it worked: The page says Money in # with its number and recorded, and shows the refund with The expense it reduces. The expense list shows Refunded under the expense it refunds.
What can go wrong	If this happens	Do this
	That is more than is left to refund on expense # appears.	The expense has already been refunded in part. Check the amount, or leave the expense as None and choose the category instead if the refund also covers something else.
	The expense is not in the list.	Only the supplier's expenses from the last two years with something left to refund are listed. Choose the category instead.


Change, lock or delete money in
On the money's page, Change opens the same form. Saving undoes what it recorded (its payments to invoices and its entry in your books, which are reversed so your audit trail keeps both) and records it again as you set it; it keeps its number. Money from a bank line keeps its bank line, amount and bank account. Lock protects it from changes (Unlock lifts it). Money in a VAT return that has been locked or submitted to HMRC is locked for good, and so is money with a payment in such a return. Delete asks you to confirm, deletes its payments and reverses its entries; a bank line it came from goes back to Transactions to sort. Under Invoices it paid, each payment has Receipt (a PDF), Delete, Lock or Unlock, and a paperclip for documents. Deleting a payment matched later puts the money back on To match; deleting one recorded with the money takes it off the money in. Documents at the top attaches files to the money in itself. Money recorded with more than one payment method or line elsewhere can't be changed here; delete it and record it again instead.
Lock or delete money in
	Goal
	Protect money in from changes, or remove money recorded by mistake.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Money in → Money in and choose View on its row.

	At the top of the money's page, choose Lock to protect it (or Unlock), or Delete and confirm to remove it.[image: The page for the demo customer's money in of 100 pounds. In the row of buttons at the top, the red Delete button and the outlined Lock button beside it are ringed, with the step number 1 beside Delete. Below are The money, How it arrived and Invoices it paid.]Step 1. At the top of the money's page, choose Lock (or Unlock), or Delete.

When it worked: The page confirms it was locked, unlocked or deleted. Deleting reverses its entries, and the invoices it paid show as owed again.
What can go wrong	If this happens	Do this
	Delete is greyed out.	It is locked. Unlock it first; money in a VAT return that has been locked or submitted cannot be deleted at all.


Money to match
Where to find it: Money in→Money in
Money from a customer that isn't matched to an invoice yet (once called an unallocated receipt) waits on the To match tab: a bank line recorded without an invoice, or money left over after the invoices it paid. When nothing is waiting, the tab says Nothing is waiting to be matched to an invoice. On the money's page, Match to an invoice lists the customer's invoices with money owed (every customer's, if no customer was chosen). Choose the invoice and the amount, then Match. Money can be split across more than one invoice: match part of it, and the rest stays to match. The payment a match creates is dated on the day the money came in, not the day you match it, so it counts in that period on the cash VAT basis and the cash basis for Income Tax, and the invoice shows that date. If that day is in a VAT return that has been locked, finalised or submitted, or in a year whose accounts are final, the payment is dated on the first day after it instead, and it goes on your next VAT return. Until you match it, money waiting here still counts on the cash VAT basis and the cash basis for Income Tax: as a standard-rated sale in the period it came in. Matching it replaces that with the invoice's figures, so nothing is counted twice (see VAT returns).
Match money to an invoice
	Goal
	Turn money you received into a payment on the right invoice.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Money in → Money in, choose the To match tab, and choose Match on the money's row.

	Under Match to an invoice, choose the Invoice, check the Amount, and choose Match.[image: The page for money in of 120 pounds with the reference FASTER PAYMENT WHITFIELD E. Under Match to an invoice, the Invoice box, the Amount box showing 120.00 and the blue Match button are ringed, with the step number 1 beside the invoice box.]Step 1. Choose the invoice, check the amount and choose Match.

When it worked: The page says Money matched to the invoice. The invoice shows the payment, and the money leaves the To match tab once all of it is matched.
What can go wrong	If this happens	Do this
	The page says Could not match this money with a reason.	Usually the amount is more than is left to match or still owed on the invoice, or the invoice is in a different currency. Lower the amount (any money left over stays to match) and choose Match again.
	No invoices are listed.	The customer has no invoices with money owed. Raise the invoice first, then match the money to it.


Money in from your bank
On Bank → Transactions to sort, each payment in has Apply To Invoice # (when BizHub365 suggests an invoice), Match To Selected Invoice, and Record as money in. Record as money in opens the form above with the date, the amount, the reference and the bank account taken from the bank line (the amount and account can't be changed), so you can match it to several invoices, record it as other income with its VAT, record a refund from a supplier, or say it is not income. Saving links the bank line to the money in and takes it off Transactions to sort. See Deal with each transaction.
Daily takings
Where to find it: Money in→Takings
If you sell over the counter, record each day's till takings instead of each sale. Takings is under More in the Money in menu, and a tab beside Invoices, Quotes and Money in. A business set up as a cafe, or hair and beauty, has it first. Each day you record is also listed in Money in as Daily takings. In the BizHub365 app, Daily takings is on the Money in tab and in the + button's list, and works with no signal (see The app, screen by screen). The Takings list shows the card takings to come, then, newest first, each day's date, till and Z reading, cash, card, other, tips, what was paid out of the till, the cash to bank and its lock status. View opens the day's page. Recording, changing and deleting takings need the Edit permission; anyone in the business can see them.
Record takings
Record takings opens a form in parts, filled in from your till's end-of-day (Z) reading. Everything is labelled and works with a keyboard and a screen reader, and it works if your browser runs no scripts (use Update totals to see the totals).
	Part	What to enter
	The day	The Date of the takings (today or earlier; not in a VAT period you have already sent to HMRC), and if you like the Till and the Z reading number.
	What was taken	Cash, Card and Other ways (such as vouchers or a payment app), tips included, and the account other ways went into. Cash goes to Cash on Hand and card to Card takings to come (account 1020) until the money reaches your bank, so banking it later is not counted as income again.
	Tips	Tips by card and Tips in cash: money customers chose to give.
	Sales	If you are VAT registered, what you took at each VAT rate, VAT included: Standard rate 20%, Reduced rate 5%, Zero rate and Exempt. If you are not, one Sales total. Leave tips out.
	Totals	What was taken, the sales and tips, the difference between them, what was paid out of the till and the Cash to bank. They add up as you type.
	Paid out of the till	Each payment made with cash from the till (optional): see below.
	Cash count	The Cash counted at the end of the day and the Float you keep for change (optional), to check the till.


Cash, card and other ways must add up to the sales plus the tips. Tips by card can't be more than the card takings, nor tips in cash more than the cash. If something needs fixing, the form comes back with There is a problem at the top listing each problem (each links to its box), and what you entered is kept.
Record a day's takings
	Goal
	Put a day's till takings, its sales by VAT rate, tips and paid-outs in your books.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have the day's end-of-day (Z) reading, your card terminal's total for the day and the receipts for anything paid out of the till. Open Money in → Takings.

	Choose Record takings at the top of the list.[image: The Takings page, with the Invoices, Quotes, Money in and Takings tabs above it, with the Card takings to come box showing 160 pounds from 1 day of takings and its Settle a card payout on Bank transactions, Import a payout report, Connect SumUp and Connect Square buttons, then the demo day's takings from the Front till with Z reading Z-0412: cash, card, tips and the cash to bank. The blue Record takings button at the top right is ringed, with the step number 1 beside it.]Step 1. Choose Record takings at the top of the Takings list.
	Check the Date of the takings, add the till and Z reading number if you like, and type what was taken in Cash, by Card and in Other ways, then any Tips by card and Tips in cash.[image: The Record takings form. Under The day, the Date of the takings box showing 5 October 2026 is ringed, with Front till and Z-0413 typed beside it. Under What was taken, the Cash box with 92.40, the Card box with 171.20 and the empty Other ways box are ringed, and under Tips, Tips by card with 7.00 and Tips in cash with 3.00. The step number 2 is beside the date.]Step 2. Check the date, then type what was taken in cash, by card and in other ways, and the tips.
	Under Sales, type what you took at each VAT rate, VAT included, and check under Totals that the Difference is £0.00.[image: The Sales part of the Record takings form. The Standard rate 20% box with 198.60, the empty Reduced rate 5% box, the Zero rate box with 55.00 and the empty Exempt box are ringed, and so are the totals below: Taken 263.60 pounds, Sales and tips 263.60 pounds, Difference 0 pounds, Paid out of the till 0 pounds and Cash to bank 92.40 pounds. The step number 3 is beside the standard rate box.]Step 3. Type what you took at each VAT rate, and check that the difference is £0.00.
	Under Paid out of the till, add anything paid with cash from the till: what it was for, the amount, the category and the VAT. Check the Cash to bank, then choose Record takings.[image: The lower part of the Record takings form. The first paid-out's boxes are ringed: What it was for with Milk from the corner shop, Amount paid with 4.20, Category set to Stock purchases and VAT set to Zero rate (0%); below are an empty Paid-out 2, the Add another paid-out button, the optional cash count and notes, and the blue Record takings button, which is ringed too. The step number 4 is beside the first paid-out.]Step 4. Add anything paid out of the till, then choose Record takings.

When it worked: The page says Takings for the date recorded, and shows the day's page. The day is listed under Takings and in Money in, and each paid-out is listed in Money out → Expenses.
What can go wrong	If this happens	Do this
	There is a problem says the takings and the sales and tips must be the same.	Check each amount against the Z reading and your card terminal. Tips go only under Tips, not in the sales; cash paid out of the till goes under Paid out of the till, not off the cash.
	The date is refused.	It is in a VAT period you have already sent to HMRC. Record the takings on a later date, or ask your accountant.


VAT on takings and service charges
Each VAT rate's sales are split as on Record money in: one sixth of standard-rate sales is VAT, one twenty-first of reduced-rate sales. The VAT goes in box 1 of your VAT return and the rest in box 6; zero-rated and exempt sales go in box 6 only. Takings count in the VAT return and Income Tax period of their date, on either basis. A compulsory service charge added to the bill is part of the price, so it is standard-rated: include it in your standard-rate sales, not in tips. Only tips customers choose to give are outside the scope of VAT.
Tips
Tips are outside the scope of VAT, so they are in no VAT box. How they are recorded depends on Tips in your takings in Settings → Business Settings:
	Setting	What happens
	Tips are your income (the usual setting)	Tips go to 4010 Tips and count as your sales (turnover) for Income Tax.
	Tips are owed to your staff	Tips go to 2410 Tips owed to staff, money you hold for your staff. They are not your income and are in no tax figure. Pay them to your staff through payroll.


Changing the setting changes takings you record from then on. Takings already recorded keep how they were recorded; open the day and choose Change, then save, to record it again with the new setting.
Paid out of the till
A paid-out is cash taken from the till to pay for something, such as milk, a window cleaner or postage. For each one, type What it was for, the Amount paid, the Category (your business type's common categories are listed first) and, if you are VAT registered, the VAT on the receipt. Add another paid-out adds a row; leave a row empty to leave it out. Each paid-out is saved as an expense paid in cash from Cash on Hand on the takings date, so it counts in your expenses for Income Tax, and its VAT is reclaimed in box 4 of your VAT return, like any other expense. It is listed in Money out → Expenses, but it is changed or deleted with its day's takings, not from the Expenses list.
Cash to bank
Cash to bank is the cash taken less the cash paid out of the till: what you should pay into the bank for that day. If you entered the cash counted and the float, the day's page also says whether the till is over or short: the cash counted should be the float plus the cash to bank. Paying the cash into the bank and the card payout reaching your bank are not more income. They only move the money from Cash on Hand and Card takings to come to your bank account: on the bank line, use Cash paid in or Settle card takings (see Takings in the bank), not Record as money in.
Card takings to come
At the top of the Takings list, Card takings to come shows what your card companies still owe you: the card takings of every day not yet settled against a payout into your bank, and on how many days. It goes down each time you settle a card payout. Settle a card payout on Bank transactions takes you to Bank → Transactions to sort, where you settle the payout from its bank line. A day's page says, under Card, how much of its card takings has been settled by card payouts (and on which dates) and how much is still to come.
Payout reports from card machines, booking platforms and delivery apps
Where to find it: Money in→Payout reports
A card machine company, booking platform or delivery app pays you in payouts: your sales less refunds and its fees. Payout reports reads the CSV report you download from its website and puts each payout in your books, so the sales are counted once and the fees are an expense. It is under More in the Money in menu, and the Takings page has Import a payout report. Importing needs the Edit permission; anyone in the business can see the imports.
	Provider	Report to download	VAT on its fees (the usual setting)
	Zettle by PayPal, Dojo	The payouts or settlements report, or the transactions report (its rows are added up per payout)	Exempt: card payment fees carry no VAT
	Fresha, Treatwell, Booksy	The payouts report or payment statement	Standard rate: the commission includes VAT you can reclaim with their VAT invoice
	Uber Eats, Deliveroo, Just Eat	The payment report or statement (Uber Eats order rows are added up per payout)	Standard rate: the commission includes VAT you can reclaim with their VAT invoice


BizHub365 recognises the provider from the report's headings, or the file name; choose it when it can't. Reports change their headings from time to time, so it matches them loosely: it needs the payout date and two of the sales, fees and payout amounts (the third is worked out). Rows not paid out yet (no payout date, pending or scheduled) and rows in another currency are left out and listed. What a payout puts in your books depends on whether its sales are already in your daily takings:
	Your sales are	What happens
	In your daily takings (card machines, when you record takings)	Nothing more is income. When the payout's bank line is on Bank transactions (the same amount, from 3 days before to 10 days after the payout date), the payout settles your card takings still to come, oldest first, for the payout plus the fees, exactly as Settle card takings does, and the fees are an expense at the VAT you chose. Without the bank line, the payout waits for it.
	Not in your takings (bookings through a platform, orders through a delivery app, or a card machine when you don't record takings)	Each payout records its sales less refunds as money in (other income, at the VAT you chose, counted as sales for Income Tax) into Card takings to come, and its fees as an expense (Bank charges for card machines, Other allowable business expenses for platforms). Card takings to come then holds the payout, which its bank line settles: at once if the line is already there, otherwise later from Bank transactions.


Import a payout report
	Goal
	Put a provider's payouts in your books, with the sales counted once and the fees as an expense.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Download the payouts report (or the transactions report) for a period as CSV from the provider's website. If your card sales are in your daily takings, record those days' takings first. Open Money in → Payout reports.

	Under Import a payout report, choose the CSV file and, if you like, the provider under Which provider is this from?.[image: The Payout reports page under Money in, with a Square box offering Connect Square above it (a SumUp box above that is scrolled out of view). In the Import a payout report box, the CSV file chooser and the Which provider is this from? list, showing Detect automatically, are ringed, with the step number 1 beside the file chooser.]Step 1. Choose the CSV file and, if you like, the provider.
	Under Are these sales already in your books?, leave Decide for me or say whether they are in your daily takings. If you are VAT registered, check the VAT on the sales and the VAT on the fees, then choose Upload and check.[image: The lower part of the Import a payout report box. The question Are these sales already in your books?, with Decide for me chosen and the two other answers, the VAT on the sales list showing Standard rate (20%), the VAT on the fees list showing The usual for the provider, and the blue Upload and check button are ringed, with the step number 2 beside the question.]Step 2. Say whether the sales are in your daily takings, check the VAT, then choose Upload and check.
	Check each payout's sales, refunds, fees and payout, and under What happens what adding it does: the bank line it settles and the days of card takings, or that it waits for its bank line. Payouts already imported are skipped and listed.[image: The Check the Zettle by PayPal payout report page. The Payouts table is ringed, with the step number 3 beside it: a payout of 117.96 pounds on 2 October that waits for its bank line, and a payout of 157.28 pounds on 5 October, sales 160.00 pounds and fees 2.72 pounds, that settles the bank line of 5 October against the card takings of 4 October, with the fees as an expense. The totals are under the table.]Step 3. Check each payout and what adding it does.
	Choose Add N payouts to my books. If something is wrong, choose Cancel import instead: nothing has been added.[image: The bottom of the payout report check page. The blue Add 2 payouts to my books button is ringed, with the step number 4 beside it; Cancel import is beside it and Back to Payout reports under them.]Step 4. Choose Add 2 payouts to my books, or Cancel import.

When it worked: A message says how many payouts were added and how many settled their bank lines. The import is listed under Imports, and payouts still to reach your bank under Payouts waiting for the bank.
What can go wrong	If this happens	Do this
	There is a problem says the provider or the columns can't be found.	Check you downloaded the payouts or transactions report as CSV (not PDF or Excel), and choose the provider.
	A payout is Left out because its figures don't add up.	The report has other charges or adjustments. Record that payout by hand: the sales as money in and the charges as an expense.
	A payout waits although its bank line is there.	Your card takings still to come before the payout are less than the payout plus its fees. Record the missing days' takings, then settle it from Bank transactions.


When a waiting payout reaches your bank, its row on Bank → Transactions to sort suggests the payout and has Settle with payout; the row warns that it looks like a payout from a payout report, so recording it as money in or posting it to an income account would count the sales twice. Add all to books leaves it alone. Undo on Import History puts the payout back to waiting. Importing the same report again skips the payouts already added: the same payout id, or the same payout date and amount when the report has no id. To take an import out of your books, open it and choose Undo import: the sales and fees it recorded are reversed and the bank lines it settled go back to Awaiting Processing, so you can import it again. An import whose sales or fees are in a VAT return that is locked or sent to HMRC can't be undone. Its money in and fees can't be changed or deleted on their own.
Card payouts from SumUp
Where to find it: Settings→Connect & Integrations→SumUp
If you take cards with SumUp, connect your SumUp account instead of downloading its reports. BizHub365 only reads from SumUp: your payouts and your card payments. It can't take, move or refund money. Connecting needs the Manage Billing permission; the Takings and Payout reports pages have a Connect SumUp button that opens the same page. Each morning BizHub365 fetches your SumUp payouts of the last 35 days and puts the new ones in an import on Money in → Payout reports, listed as Fetched from SumUp. Nothing is added to your books until you check it and choose Add N payouts to my books, as for a payout report: when you record daily takings, each payout only settles your card takings and SumUp's fees are an expense (exempt from VAT, Bank charges); otherwise the sales are recorded from the payouts. A payout's sales are the amounts paid plus SumUp's fees; refunds and chargebacks taken off a payout are its refunds. Payouts already imported, or waiting in an import you haven't checked yet, are not fetched twice. Sync now on Payout reports fetches them straight away (Edit permission). On Takings, a SumUp card sales column shows SumUp's successful card payments less refunds for each day, and a day's page shows the same next to the card you recorded. When they differ by more than 1p, a warning says by how much: check the card total on your till's Z reading against SumUp and change the takings if one is wrong. The check never changes your takings. Cash recorded in the SumUp app is not counted. If SumUp stops accepting the connection (for example, you removed BizHub365 in your SumUp account), the SumUp page and Payout reports say Connect SumUp again. Disconnect SumUp stops the fetching; payouts already brought in stay in Payout reports.
Connect SumUp
	Goal
	Bring your SumUp card payouts into BizHub365 without downloading reports, and check your card takings against SumUp.
	Who can do it
	Members of the business with the Manage Billing permission.
	Before you start
	Have your SumUp sign-in to hand. Open Settings → Connect & Integrations.

	Under Payments, on the SumUp card, choose Connect.[image: Connect and Integrations, with the Payments cards. The SumUp card says Not Connected and Bring in your SumUp card payouts and check your card takings against SumUp, with a How to set up guide. Its Connect button is ringed, with the step number 1 beside it. The Square card below it also says Not Connected.]Step 1. On the SumUp card, choose Connect.
	On the SumUp page, choose Connect SumUp.[image: The SumUp page, saying BizHub365 only reads from SumUp and can't take, move or refund money. The status is Not connected, the How to set up steps are listed, and the blue Connect SumUp button at the bottom is ringed, with the step number 2 beside it.]Step 2. Choose Connect SumUp.
	Sign in to SumUp and allow BizHub365 to read your transactions and your account details.
	SumUp sends you back to BizHub365. Check the status says Connected with your SumUp business name.

When it worked: The message SumUp is connected shows. Your payouts appear on Payout reports the next morning (or use Sync now there), and Takings shows SumUp's card sales for each day.
What can go wrong	If this happens	Do this
	The SumUp connection link has expired.	You took more than 30 minutes, or signed in to BizHub365 as someone else on the way. Start again from the SumUp page.
	The page says Connect SumUp again.	SumUp stopped accepting the connection. Choose Connect SumUp again and sign in to SumUp.
	A SumUp payout waits although its bank line is there.	As for any payout report: record the missing days' takings, then settle it from Bank transactions.


Card payouts from Square
Where to find it: Settings→Connect & Integrations→Square
If you take cards with Square, connecting your Square account does two things: invoices in your Square account's currency get a Pay by card (Square) button (see Take payments online), and your Square payouts and card sales are read into BizHub365. Reading them can't take, move or refund money. Connecting needs the Manage Billing permission; the Takings and Payout reports pages have a Connect Square button that opens the same page. Each morning BizHub365 fetches the Square payouts paid in the last 35 days, from all your Square locations, and puts the new ones in an import on Money in → Payout reports, listed as Fetched from Square. Nothing is added to your books until you check it and choose Add N payouts to my books, as for a payout report: when you record daily takings, each payout only settles your card takings and Square's fees are an expense (exempt from VAT, Bank charges); otherwise the sales are recorded from the payouts. A payout's sales are its card payments, its refunds are the refunds and disputes taken off it, and its fees are Square's processing and other fees. A payout with anything else in it (an adjustment, a reserve or a Square Loans repayment) doesn't add up and is left out for you to record by hand. Payouts in another currency are left out. Payouts already imported, or waiting in an import you haven't checked yet, are not fetched twice. Sync now in the Square box on Payout reports fetches them straight away (Edit permission). On Takings, a Square card sales column shows Square's completed card payments (with tips) less what was refunded on them, for each day, and a day's page shows the same next to the card you recorded, with a warning when they differ by more than 1p. A refund counts on the day of the payment it refunds. Cash and other payments you record in Square are not counted. When SumUp is connected too, each has its own column. The check never changes your takings. If your Square account was connected before BizHub365 could read payouts, or Square stops accepting the connection, the Square page and Payout reports say Connect Square again to read payouts. Choose Connect Square again and allow access in Square. Disconnect Square stops the fetching and removes the Pay button; payouts already brought in stay in Payout reports.
Connect Square for payouts and the takings check
	Goal
	Bring your Square card payouts into BizHub365 without downloading reports, and check your card takings against Square.
	Who can do it
	Members of the business with the Manage Billing permission.
	Before you start
	Have your Square sign-in to hand. Open Settings → Connect & Integrations.

	Under Payments, on the Square card, choose Connect.[image: Connect and Integrations, with the Payments cards. The Square card says Not Connected and Let customers pay invoices by card, Apple Pay or Google Pay through your Square account, with a How to set up guide. Its Connect button is ringed, with the step number 1 beside it.]Step 1. On the Square card, choose Connect.
	On the Square page, choose Connect Square (or Connect Square again if the page asks you to).[image: The Square page, saying payments go straight to your own Square account. The status is Not connected, the How to set up steps are listed, including that your Square card payouts also come into Payout reports, and the blue Connect Square button at the bottom is ringed, with the step number 2 beside it.]Step 2. Choose Connect Square.
	Sign in to Square and allow BizHub365 to read your payouts, payments and account details and to take invoice payments.
	Square sends you back to BizHub365. Check the status says Connected with your Square business name.

When it worked: The message Square is connected shows. Your payouts appear on Payout reports the next morning (or use Sync now in the Square box there), and Takings shows Square's card sales for each day.
What can go wrong	If this happens	Do this
	The Square connection link has expired.	You took too long, or signed in to BizHub365 as someone else on the way. Start again from the Square page.
	The page says Connect Square again to read payouts.	Your Square account was connected before BizHub365 could read payouts, or Square stopped accepting the connection. Choose Connect Square again and allow access in Square.
	A Square payout is Left out because its figures don't add up.	It has an adjustment, a reserve or a loan repayment as well as sales and fees. Record that payout by hand: the sales as money in and the charges as an expense.


Change or delete takings
On the day's page, Change opens the same form. Saving records the takings again as you set them (the old entries are reversed, so your audit trail keeps both); its paid-outs are recorded again as new expenses. Delete asks you to confirm, then deletes the takings and its paid-outs and reverses their entries. Lock protects the takings from changes (Unlock lifts it). Takings in a VAT return that has been locked or submitted to HMRC are locked for good, and so are takings with a paid-out in such a return. Documents attaches files, such as a photo of the Z reading.
Change or delete a day's takings
	Goal
	Correct takings recorded wrongly, or remove takings recorded by mistake.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Money in → Takings and choose View on the day's row.

	At the top of the day's page, choose Change to open the form, correct it and choose Save changes; or choose Delete and confirm.[image: The page for the demo day's takings from the Front till, Z reading Z-0412. In the row of buttons at the top, the yellow Change button and the red Delete button beside it are ringed, with the step number 1 beside Change. Below are What was taken and Sales by VAT rate.]Step 1. At the top of the day's page, choose Change, or Delete.

When it worked: The page says the takings were changed, or deleted with their paid-outs. Their old entries in your books are reversed.
What can go wrong	If this happens	Do this
	There is no Change button and Delete is greyed out.	The takings, or one of their paid-outs, are locked. Unlock them first; takings in a VAT return that has been locked or submitted cannot be changed at all.
	Delete, or lowering the card takings, is refused because they have been settled against a card payout.	Undo the settlement first: on Bank → Transactions to sort, open the Import History tab, find the payout and choose Undo.


Online payments on the invoice
Connect a payment provider, such as Stripe Connect or PayPal, under Settings → Connect & Integrations (see Integrations, import, and recovery). Invoice emails then include a link to the invoice portal: a page your customer opens without signing in, showing your business, the invoice, the balance due and a pay button for each provider you have connected that accepts the invoice currency. A paid invoice shows no pay buttons. The portal also shows your payment instructions. The invoice and job pages for customers end with a Need help? box showing your business email and phone number, so keep them up to date in Business Settings. The payment lands in your own provider account and is recorded against the invoice automatically, once, even if the provider reports it more than once.
What your customer sees when they pay online
	Goal
	Know what the customer's payment page shows, to answer their questions.
	Who can do it
	Your customers, from the link in the invoice email. No account is needed.
	Before you start
	Connect at least one payment provider. The link only appears in invoice emails once one is connected.

	The customer opens the link in the invoice email. The page shows your business name and the invoice number, the date issued, due date, invoice total and Balance due, a pay button for each connected provider (the demo business in the screenshot has none, so only How to pay shows), and Need help? with your email and phone number.[image: The public invoice page for invoice 1 from the demo business, opened without signing in. The business name heading at the top, with Invoice #1 under it, is ringed, with the step number 1 beside it. Below are the date issued, due date, invoice total of 444 pounds and balance due of 344 pounds, the How to pay instructions, and Need help? with the business email and phone number. The demo business has no payment provider connected, so there are no pay buttons.]Step 1. The invoice page your customer opens from the invoice email.

When it worked: After paying, the customer returns to the portal, the payment is recorded against the invoice, and they are emailed Payment Received.
Payment reminders
BizHub365 emails your customer up to five reminders about each unpaid invoice that they have been sent, each at most once:
	When	Email subject
	3 to 7 days before the due date	Payment reminder: invoice (number) due in (n) days
	On the due date	Invoice (number) is due today
	1 to 3 days overdue	Invoice (number) - payment not yet received
	7 to 14 days overdue	Action required: invoice (number) is overdue
	30 or more days overdue	Final notice: invoice (number) - immediate payment required


They come from your business name and replies go to your business email address. Invoices saved without sending, and paid ones, get no reminders.
Credit notes
Where to find it: Money in→Credit notes
A credit note reduces what a customer owes you: for returned goods, a price correction or a goodwill gesture. Money in → Credit notes lists each one with its customer, reason, amount, date, notes and status: Open (credit still to use) or Applied (used up or settled). CSV and PDF export the list.
	Field in Add Credit Note	What to enter
	Select Customer	Who the credit is for. Required.
	Credit Value	The amount, including VAT when you are VAT registered. Required.
	VAT rate	Only when VAT registered: the rate the original sale was charged at (20%, 5% or 0%).
	Against invoice (optional)	The invoice it is for, if any. It must be one of that customer's invoices. Leave it on Not against a particular invoice otherwise.
	Reason	Why the credit is given. Required, and shown on the list and to the customer.
	Applied Notes (optional)	Your own notes about how it was settled.
	Mark as applied	Tick only when the credit has already been settled another way, such as a refund; it is then never used against future invoices.


Saving emails the customer Credit Note Issued and takes the credit note's net value off your sales and its VAT off the VAT you owe, on the day it is issued. If you are not VAT registered there is no VAT on a credit note: its whole value comes off your sales. A credit note against an invoice comes off the same income accounts as that invoice's lines, in the same proportions. One that isn't against an invoice comes off Sales Revenue. An open credit is used against the customer's next invoice automatically, oldest first and in the same currency: a smaller credit part pays it, a larger one pays it in full and the rest is kept as a new credit note. The customer is emailed Credit Note # with its number and Applied. The pencil on a row edits the reason, the notes and whether it is applied; the amount cannot be changed.
NoteOn the accrual VAT basis the credit note comes off boxes 1 and 6 of the return for the period it is dated in. On the cash basis only money actually received counts, so a credit note used against an invoice adds nothing to the return. A credit note made from an overpayment is money you owe the customer, not a sale, so it does not change your sales or VAT.
Raise a credit note
	Goal
	Reduce what a customer owes you, or cancel an invoice that has payments.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know the customer, the amount including VAT, the VAT rate of the original sale and, if it is for one invoice, which one.

	Open Money in → Credit notes and choose Add credit note.[image: The Credit Notes page listing the demo credit note. The blue Add credit note button above the table, on the left opposite the CSV and PDF buttons, is ringed, with the step number 1 beside it.]Step 1. Choose Add credit note.
	Choose the customer, type the Credit Value, choose the VAT rate and, if it is for one invoice, Against invoice. Type the Reason.[image: The Add Credit Note window. The Select Customer box, the Credit Value box with 24.00, the VAT rate box, the Against invoice box and the Reason box with a reason typed in are ringed, with the step number 2 beside the customer box.]Step 2. Choose the customer, type the value, choose the VAT rate and invoice, and type the reason.
	Leave Mark as applied unticked unless the credit is already settled, then choose Add Credit Note.[image: The bottom of the Add Credit Note window. The unticked Mark as applied box and the blue Add Credit Note button under it are ringed, with the step number 3 beside the tick box.]Step 3. Leave Mark as applied unticked, then choose Add Credit Note.

When it worked: The page says Credit Note created successfully., the credit note is listed as Open, and the customer is emailed Credit Note Issued.
What can go wrong	If this happens	Do this
	The form comes back with a list of problems.	Fix each one: the customer, value and reason are required, and an invoice must belong to the chosen customer.


Change a credit note's reason, notes or status
	Goal
	Correct a credit note's reason or notes, or mark it as applied.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Money in → Credit notes.

	On the credit note's row, choose the pencil (Edit).[image: The credit notes table. On the demo credit note's row, the pencil Edit button is ringed, with the step number 1 beside it.]Step 1. On the credit note's row, choose the pencil.
	In Edit Credit Note, change the Reason, the Applied Notes or Mark as applied, and choose Save changes.[image: The Edit Credit Note window over the credit notes list. The Reason box showing the demo reason, the empty Applied Notes box, the Mark as applied tick box and the blue Save changes button are ringed, with the step number 2 beside the reason.]Step 2. Change the Reason, Applied Notes or Mark as applied, then choose Save changes.

When it worked: The list shows the change. Marking it applied stops it being used against future invoices.
Customer statements
From the customer's page, Send Statement emails the customer their balance and every invoice, payment and credit note. See Send a customer a statement in Customers.
TipTurn on high-confidence auto-match in banking settings if customers pay with the invoice number in the reference. Exact amount plus a recognised reference can become a payment without you clicking.
Part III · Money · Chapter 14
Expenses and suppliers
Record what the business spends, from a receipt photo, an email or a form, pay your bills, and keep suppliers, CIS and assets in the same books.
Add an expense
Where to find it: Money out→Expenses
An expense is anything the business spends money on: a till receipt, a supplier's bill, fuel, a subscription. Each one is posted to your accounts when you save it, and its VAT counts towards your VAT return. Money out → Expenses lists every expense with its date, supplier (or No supplier), description, category, amount and whether it is paid. You can add one by hand, photograph or upload a receipt with Scan with AI and save it from Pending scans, email it in (Document Capture), or have it created for you when a staff claim is approved.
Add an expense by hand
	Goal
	Record a receipt or a supplier's bill in your books.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have the receipt or bill to hand. You can also start from Create (+) → Expense or bill in the top bar.

	Open Money out → Expenses and choose Add Expense. The form starts with Scan with AI: use it to read the receipt and fill the form in for you (see Scan with AI), or carry on under Or type the details.[image: The Expenses page listing two expenses from Northern Office Supplies Ltd. The blue Add Expense button above the list is ringed, with the step number 1 beside it.]Step 1. Choose Add Expense.
	Choose the supplier in Select Supplier (or Add New Supplier at the bottom of the list) and type a Description.[image: The top of the Add an expense or bill form. The Select Supplier box, still showing Select supplier, and the Description box with Printer ink cartridges are ringed, with the step number 2 beside the supplier box.]Step 2. Choose the supplier and type a description.
	Type the Date Incurred. Date Paid starts at today: leave it if you have paid (and check the Payment Method below it), or clear it to record a bill you still owe.[image: The expense form with Date Incurred 3 October 2026 and Date Paid 5 October 2026, both ringed, with the step number 3 beside Date Incurred.]Step 3. Type the date incurred; clear Date Paid if you still owe it.
	Type the Gross Amount (the total you paid, with any VAT) and choose the VAT Rate. The net and VAT amounts are worked out for you: open This bill includes VAT: check the net and VAT amounts to see them, and change them if the receipt shows different figures (the Gross Amount follows). If you are not VAT registered there is only an Amount box: type what you paid. For construction services from a VAT-registered subcontractor whose invoice says reverse charge, choose Domestic reverse charge (construction) 20% (or 5%) and type the invoice's amount as the Gross Amount; there is no VAT to check (see Reverse charge purchases).[image: Further down the expense form. Gross Amount 30.00, VAT Rate 20% Standard and the open This bill includes VAT section with Net Amount 25.00 and VAT Amount 5.00 worked out are ringed, with the step number 4 beside the gross amount.]Step 4. Type the total and choose the VAT rate; check the net and VAT worked out for you.
	Choose the Category (if your business has a starter pack, the categories your trade uses most are at the top, under Common for your trade), attach the receipt in Attachment / Receipt Photo if you have one, then choose Add Expense.[image: The bottom of the expense form. Category Office supplies and stationery, the Attachment / Receipt Photo file box and the blue Add Expense button are ringed, with the step number 5 beside the category.]Step 5. Choose the category, attach the receipt if you have one, then choose Add Expense.

When it worked: The message Expense created successfully appears and the form is ready for the next one. The expense is in Money out → Expenses, marked Paid if it has a Date Paid and Unpaid if not.
What can go wrong	If this happens	Do this
	The supplier is a CIS subcontractor.	Two more boxes appear: Labour Amount and Materials Amount. Fill both in. The form shows the CIS deduction and the amount payable to the subcontractor.
	You chose the category Staff wages.	The supplier and bill reference are switched off, because they are not used for wages.


If you are not VAT registered, you can't reclaim VAT, so the whole amount is the cost and no VAT is asked for or shown. Saving posts the expense to your accounts as a cost owed to the supplier. If it has a Date Paid, its payment is recorded too, as a separate payment on that date that takes the money from your bank account (Cash on Hand if the payment method is Cash). An unpaid one is owed to the supplier until you record its payment (see Expense payments).
Reverse charge purchases (construction)
When a VAT-registered subcontractor's invoice says the VAT domestic reverse charge applies, it shows no VAT and you account for the VAT instead (see Construction reverse charge). Choose Domestic reverse charge (construction) 20% or 5% as the VAT Rate; the choice is there when you are VAT registered and the CIS section is on. The Expenses list shows the VAT you account for next to the expense. On your VAT return the VAT (the net amount times the rate) goes in Box 1 and again in Box 4, so it costs you nothing, and the net amount goes in Box 7 (not Box 6). With cash accounting it goes on the return for the date incurred, paid or not. On the Flat Rate Scheme you pay the Box 1 VAT but can't reclaim it in Box 4, so for Income Tax the expense counts at its amount plus that VAT. Your accounts record the net amount only: the VAT due and the VAT reclaimed would both be in VAT Control and cancel out.
Pay a bill
Where to find it: Money out→Expenses
Record a payment against a bill
	Goal
	Mark an unpaid expense as paid, in full or in part, from the account the money left.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Find the unpaid bill in Money out → Expenses. Its status says Unpaid or Part paid.

	Choose Record payment on the bill's row.[image: The Expenses list. On the row for Printer paper and toner, 60 pounds, Unpaid, the Record payment button is ringed, with the step number 1 beside it.]Step 1. Choose Record payment on the unpaid bill.
	Check the Amount (it starts at the outstanding balance; type less to pay part of it) and the Date paid (it starts at today), choose the Payment Method and the Paid From Account, then choose Record Payment.[image: The Record payment window for Northern Office Supplies Ltd, expense 1, with an outstanding balance of 60 pounds. The Amount box with 60.00, Date paid (today), Payment Method Bank transfer, Paid From Account 1010 Bank Current Account and the blue Record Payment button are ringed, with the step number 2 beside the amount.]Step 2. Check the amount and the date paid, choose the method and the account, then choose Record Payment.

When it worked: A message says the payment of the amount from the account you chose is recorded against the expense, and its status changes to Paid or Part paid.
What can go wrong	If this happens	Do this
	A message says the date is in a VAT return that is locked or sent to HMRC, or in a year whose accounts are final.	Use a later date: a closed period can't change. A date in the future is refused too.
	The account you want is not in the Paid From Account list.	The list holds the bank, cash, credit card, director's loan and similar accounts. Add the account in Accountant view → Ledger accounts first. If that isn't in the menu, switch the Accountant view on in Business Settings → Sections.


The Paid From Account is the bank, cash, credit card or director's loan account the money left. Cash picks Cash on Hand and the other methods pick your main bank account, but you can change it. Payments already recorded are listed in the same window, each with Undo. To change or undo payments, or mark the expense unpaid, choose Payments on the row (see Expense payments).
Pay several bills at once
	Goal
	Record payment in full for a batch of unpaid bills, for example after a payment run.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Pay the bills from your bank first, so you know which account the money left.

	Tick the box next to each unpaid expense you have paid (the box in the table heading ticks every unpaid one on the page), then choose Record payment for selected. The count and total outstanding are shown next to the button.[image: The Expenses list with the box ticked on the unpaid Printer paper and toner row. The tick box and the Record payment for selected button, with 1 expense selected, 60 pounds outstanding beside it, are ringed, with the step number 1 beside the tick box.]Step 1. Tick each bill you paid, then choose Record payment for selected.
	Check the Date paid, choose the Payment Method and the Paid From Account, then choose Record Payments.[image: The Record Payments window saying it will pay 1 expense in full, 60 pounds in total, with Date paid set to today. Payment Method Bank transfer, Paid From Account and the blue Record Payments button are ringed, with the step number 2 beside the payment method.]Step 2. Choose the method and the account, then choose Record Payments.

When it worked: A message says how many payments were recorded, the total and the account. Each bill is now Paid.
What can go wrong	If this happens	Do this
	A message says a bill was not paid.	It names the bill and the reason, for example that it is already paid. The other bills are still recorded.


Each selected bill is paid in full. A locked bill, or one included in a VAT return, can still be paid while it is unpaid. Once a locked bill is paid, its payment can't be undone.
Expense payments
Where to find it: Money out→Expenses
Each payment of an expense is its own record with its own entry in your accounts, dated the day it was paid: the expense itself is the cost, owed to the supplier from the date incurred, and each payment takes that amount from the account the money left. So you can pay an expense in parts, change a payment, undo it or mark the expense unpaid, and the cost is never changed. The status on the Expenses list is Paid, Part paid (with how much has been paid) or Unpaid. Matching an expense to a bank transaction on the Bank page records its payment from that bank line. An expense you add with a Date Paid, a scanned receipt, a till paid-out, card fees and your monthly mileage are paid when they are recorded. If you use the cash basis for Income Tax, or cash accounting for VAT, an expense counts when it is paid: each payment counts its share of the expense on the day it was paid, so an expense paid in two parts counts in the period of each part. A domestic reverse charge purchase still goes on the VAT return by its date incurred. With traditional accounting and the invoice basis nothing changes: the whole expense counts when it is incurred. With cash accounting, a payment dated in a period whose VAT return you have already finalised or locked goes on your next open VAT return, so it is never left out. A return fetched from HMRC for a period you filed with other software is not treated this way, because what you paid then was on that return. An expense can't be less than zero. When a supplier pays you back, record it with Record money in and Refund from a supplier (see Refunds from suppliers). A captured document whose total is below zero, such as a supplier's credit note, is not added as an expense either: record it the same way. Refunds you recorded before as an expense with a minus amount have been moved there for you, with the same figures, and any document attached to them moved with them.
Change or undo an expense's payments
	Goal
	See every payment of an expense, record another, change one, undo one, or mark the expense unpaid.
	Who can do it
	Members of the business with the Edit permission (View to see the payments).
	Before you start
	Find the expense in Money out → Expenses.

	Choose Payments on the expense's row.[image: The Expenses list. On the row for Fuel, 48 pounds, Paid, the Payments button is ringed, with the step number 1 beside it.]Step 1. Choose Payments on the expense.
	The page lists each payment with its date, amount, the account it was paid from and its entry in your accounts. To record another, fill in Record payment and choose Record payment. To change one, open Change on its row, correct the date, amount, method or account and choose Save payment. To undo one, open Undo and choose Yes, undo payment.[image: The Payments page for expense 2, Northern Office Supplies Ltd, Motor expenses, 48 pounds on 3 October 2026, saying Paid, 48 pounds of 48 pounds. The payments table with one payment of 48 pounds on 3 October 2026 from the standard bank account, by bank transfer, entry EXPPAY-1, and the Change and Undo links on its row, are ringed, with the step number 2 beside the table.]Step 2. Each payment with its date, amount, account and entry, with Change and Undo.
	To undo every payment, open Mark expense as unpaid under Mark as unpaid and choose Yes, mark as unpaid.[image: The Mark as unpaid part of the Payments page, open, saying every payment is undone and the full amount is owed again. Mark expense as unpaid and the red Yes, mark as unpaid button are ringed, with the step number 3 beside them.]Step 3. Open Mark expense as unpaid, then choose Yes, mark as unpaid.

When it worked: A message says what was recorded, changed or undone, and the status at the top of the page shows Paid, Part paid or Unpaid with what is still owed.
What can go wrong	If this happens	Do this
	There is no Change or Undo on a payment, and it says Locked.	The payment is in a VAT return that is locked or sent to HMRC, or the expense is locked and paid. It can't change; ask your accountant if it is wrong.
	A payment has Undo but no Change.	It was recorded by matching a bank transaction. Undo puts the bank transaction back on the Bank page to match again.


Changing or undoing a payment never deletes anything from your accounts: its entry is reversed and, for a change, posted again with the new details. Expenses paid before payments were records of their own show their payment as in the expense's own entry; changing or undoing it moves the expense to the new way first. In the app, the Expenses list shows Paid, Part paid or Unpaid and what is still owed. Record, change or undo payments on the website.
Find an expense
Where to find it: Money out→Expenses
Find an expense
	Goal
	Narrow the expenses list to the ones you need.
	Who can do it
	Members of the business with the View permission.
	Before you start
	Know something about the expense: a word from its description, the supplier, the category or roughly when it was.

	Under Find expenses, type in Search and press Enter, or choose a From date, To date, Category or Supplier.[image: The Find expenses filters with toner typed in Search, and the From date, To date, Category and Supplier boxes, all ringed, with the step number 1 beside Search. The list below shows the one matching expense and Clear filters.]Step 1. Search, or choose dates, a category or a supplier.

When it worked: The list shows only the matching expenses, with the number found under the filters and Clear filters to see them all again.
	Search looks in the supplier name, description, reference and category. Type an expense number such as #42 to find that expense.
	From date and To date show expenses incurred between those dates.
	Category and Supplier show one category or one supplier. Choose No supplier to find expenses without one.

The list updates as soon as you change a filter. In the search box, press Enter or move to the next box. Filters only change what you see. They never change an expense, its VAT or your accounts. CSV and PDF above the list export it.
Approve an expense
Approving a bill is optional. It records who signed it off and when, and it does not stop the bill being posted or paid. Most small businesses never use it, so the list only shows approval once your business has approved at least one bill. Until then, choose More on a row, then Mark as approved. After that, every bill shows Approved or Awaiting approval, and an Approve button appears on each row. Staff expense claims are different: a manager must approve a claim before it becomes an expense, so those rows show Staff claim, approved.
Lock or delete an expense
Where to find it: Money out→Expenses
More on each row holds Mark as approved, Lock (or Unlock) and Delete. Lock stops anyone changing or deleting the expense until someone unlocks it.
Delete an expense
	Goal
	Remove an expense entered by mistake.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Check it is the right one: deleting can't be undone. A locked expense, or one included in a VAT return, can't be deleted.

	Choose More on the expense's row, then Delete. You can also reach More with the Tab key and open it with Enter.[image: The More menu open on the Printer paper and toner row, listing Mark as approved, Lock and Delete. Delete is ringed, with the step number 1 beside it.]Step 1. Choose More on the row, then Delete.
	Check the supplier, amount and date in the window, then choose Delete expense, or Keep expense to go back.[image: The Delete this expense? window showing Northern Office Supplies Ltd, 60 pounds on 2 October 2026, and saying it can't be undone. The summary, the Keep expense button and the red Delete expense button are ringed, with the step number 2 beside the summary.]Step 2. Check the expense, then choose Delete expense or Keep expense.

When it worked: The message Expense deleted successfully appears. The expense, its receipt and its entries in your accounts are removed.
What can go wrong	If this happens	Do this
	More says Delete is not available.	The expense is locked, or in a VAT return. Unlock it first if you locked it; one in a VAT return stays.
	A message says the expense paid for a fixed asset.	The asset's cost comes from it, so it can't be deleted.


Document Capture
Where to find it: Money out→Document capture
Document Capture turns receipts, supplier bills, and old sales invoices into bookkeeping records without typing them in. Send them in by email. BizHub365 reads each file, works out what it is, and records it as an expense or an invoice for the business you have selected. To photograph or upload a document yourself, use Scan with AI instead: your scans wait in Pending scans for you to check and save.
Email documents in
	Copy the business's capture address. It looks like business+<id>@cust.bizhub365.co.uk. You will find it on Business overview, on Money out → Expenses, on Money out → Document capture, and in Settings → Business and tax setup.
	From your usual email, send or forward the receipt, bill, or invoice to that address. Attach it as a PDF, JPG, or PNG. One message can carry several attachments.
	Open Money out → Document capture and watch the file move from Queued to Processing to Done.

The capture address only accepts documents from:
	The business email address.
	People in the business.
	Allowed senders listed on the Document Capture page.

Email from anyone else is bounced back to the sender with an explanation. So is email that fails the sender’s email security checks, which helps stop fake bills that pretend to come from someone you trust.
Let a supplier or your accountant email documents in
	Goal
	Add an email address to the allowed senders, so documents from it are captured.
	Who can do it
	Members of the business who can manage users.
	Before you start
	Know the address they send from.

	Open Money out → Document capture. Under Allowed senders, type the email address and choose Allow sender.[image: The Allowed senders section of Document Capture, saying No extra senders yet. The sender email box with bookkeeper@example.com and the Allow sender button are ringed, with the step number 1 beside the box.]Step 1. Type the address and choose Allow sender.

When it worked: A message says the address can now email documents in, and it is listed under Allowed senders with Remove beside it.
What can go wrong	If this happens	Do this
	The page says only a user who can manage users can change this list.	Ask the business owner or an administrator to add the sender.


NoteBizHub365 does not reply to documents it accepts. Check Document Capture, or the record it created, to confirm it arrived.
What each document becomes
	Document	Recorded as
	A paid receipt (till or card receipt)	An expense, marked paid
	A supplier bill you still have to pay	An expense, not yet paid
	A sales invoice you raised in another system	A BizHub365 invoice. It is not emailed to the customer.
	Anything BizHub365 cannot classify	An expense


BizHub365 reads the text already in a PDF, or uses OCR on a scan or photo, and Claude, an AI model from Anthropic, reads the details from that text. If there is not enough text, Claude reads the file itself.
Check what was imported
Each emailed document in Document Capture links to the expense or invoice it created. Open it and confirm the supplier or customer, the date, the gross amount, and the VAT before you rely on it in a VAT return or a report. If you are not VAT registered, any VAT printed on a receipt or bill is ignored and the total you paid is saved as the cost. Correct the record if anything was misread. The Document Capture list, and the ready email if you asked for one, say the details were extracted automatically and should be checked before you save, and that this is not tax or accounting advice.
TipAn emailed document that could not be imported also waits in Pending scans, where you can review and save it or discard it. A Failed row could not be read: try the original PDF.
Which account emailed receipts are paid from
Where to find it: Money out→Document capture
A paid receipt that arrives by email is recorded as a paid expense, so BizHub365 also has to record the bank, cash, card or loan account the money left. The Help button next to your capture address opens this section.
How the account is chosen
BizHub365 uses the first of these that applies:
	account=CODE in the email. Put it in the subject or the body, for example Fuel for the van account=2231. Capitals and spaces around the = are fine, so Account = 2231 works too.
	A sender or supplier rule on Money out → Document capture. A rule for the sender's email address is used before a rule for the supplier.
	Emailed receipts are paid from in Settings → Business and tax setup, under Tax, VAT & Other Settings.
	1010 Bank Current Account, if none of the above is set. This is what every emailed receipt used before.

CODE must be one of this business's bank, cash, credit card, director's loan or similar accounts. A code that doesn't exist, or that belongs to an income, expense, debtors, creditors, VAT or Credit Notes Liability account, is ignored: the receipt uses the next choice, and the Document Capture row says why. account=CODE is only read from emails the capture address accepts (the business email, people in the business and allowed senders). BizHub365 does not reply to say which account it used.
TipTo find an account's code, open Accountant view → Ledger accounts (switch the Accountant view on in Business Settings → Sections if it isn't in the menu). The code is the number before the account name, for example 2231 in “2231 - Company credit card”.
Each imported row in Document Capture shows the account used and how it was chosen: account= in the email, sender or supplier rule, business default, or standard bank account. A supplier bill that isn't paid yet is posted to creditors instead. Choose the account when you record the payment.
Set the business default
	Open Settings → Business and tax setup.
	Under Tax, VAT & Other Settings, choose an account in Emailed receipts are paid from.
	Save the settings. Receipts already imported keep their account; change those one at a time as below.

Add a sender or supplier rule
	Goal
	Post every emailed receipt from one sender, or for one supplier, as paid from the same account.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know the sender's email address or the supplier, and the account they are paid from (for example, your fuel card supplier is always paid by the company card).

	Open Money out → Document capture. Under Which account emailed receipts are paid from, type a Sender email address or choose a supplier (not both), choose the Paid from account and choose Add rule.[image: The Which account emailed receipts are paid from section of Document Capture. The sender email box with receipts@fuelcard.example.com, the Paid from account box set to 1000 Cash on Hand and the Add rule button are ringed, with the step number 1 beside the sender box.]Step 1. Type a sender or choose a supplier, choose the account, then choose Add rule.

When it worked: A message says emailed receipts from that sender or supplier will be paid from the account, and the rule is listed with Remove beside it.
What can go wrong	If this happens	Do this
	A message says to enter a sender or choose a supplier, not both.	Clear one of them. Add a second rule if you need both.


Fix a receipt posted to the wrong account
	Goal
	Move a paid expense to the account it was really paid from.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Find the paid expense in Money out → Expenses, or its row in Document Capture.

	Choose Change paid from under Paid on the expense's row.[image: The Expenses list. On the row for Fuel, 48 pounds, Paid from 1010 Bank Current Account, the Change paid from link is ringed, with the step number 1 beside it.]Step 1. Choose Change paid from on the paid expense.
	Under Change the account, choose the Paid from account and choose Save paid from account.[image: The Paid from page for expense 2, Northern Office Supplies Ltd, 48 pounds. Under Change the account, the Paid from account box set to 1000 Cash on Hand and the blue Save paid from account button are ringed, with the step number 2 beside the box.]Step 2. Choose the account it was paid from, then choose Save paid from account.

When it worked: A message says the expense is now paid from the new account and that a correcting adjustment moved the amount from the old one. The change is listed under Changes with who made it.
What can go wrong	If this happens	Do this
	The page says the account can't be changed.	The expense is locked, or in a locked or submitted VAT return, or it was paid by a bank-feed transaction. See the note below.


BizHub365 posts a correcting journal that moves the payment from the old account to the new one, dated when the money left. The expense, its VAT and its original journal don't change. This works for receipts imported to 1010 before these settings existed.
NoteYou can't change the account of a locked expense, or one in a locked or submitted VAT return. An expense paid by a bank-feed transaction can't be moved, because the bank feed already recorded the money leaving that account. A paid receipt matched to a bank-feed transaction can only be moved to that feed's account.
Scan with AI
Where to find it: Money out→Expenses→Scan with AI
Scan with AI is the one way to photograph or upload a receipt, bill or invoice, on the website, the installed web app and the phone app. It is on Money out → Expenses, Money out → Pending scans, Business overview and the Add Expense form, and it works the same everywhere. Each photo or file goes to Pending scans. AI reads it in the background, so you can scan several in a row without waiting. Nothing is added to your accounts until you review and save it. Do not skip the check: AI can misread a 5 as an 8. If the day's scanning limit has been reached, the scan is read later and waits in Pending scans as Reading until then.
Scan receipts and bills with AI
	Goal
	Photograph or upload one or more receipts, bills or invoices now and save them later.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have the receipts to hand, or photos or PDFs of them. Photograph the whole page, including the totals and VAT.

	Open Money out → Expenses and choose Scan with AI. The Scan with AI buttons on Pending scans, Business overview and Add Expense open the same window.[image: The Expenses page, with the Expenses, Pending scans and Mileage tabs above it. The Scan with AI button in the row of buttons above the list is ringed, with the step number 1 beside it. Pending scans is the button next to it.]Step 1. Choose Scan with AI.
	In Photos or files, choose one or more PDF, JPG or PNG files or, on a phone, take a photo. Tick Email me when my scans are ready if you want an email to your own account when each one has been read (nothing is sent to the supplier), then choose Scan with AI.[image: The Scan with AI window over the Expenses page. The Photos or files box, the Email me when my scans are ready tick box and the blue Scan with AI button at the bottom are ringed, with the step number 2 beside the file box.]Step 2. Choose one or more files, tick the email box if you want it, then choose Scan with AI.

When it worked: The window says how many scans were added to Pending scans and shows Open Pending scans with the number waiting. You can choose more files straight away. If you ticked the box, the email Your scan is ready to review links to Pending scans.
What can go wrong	If this happens	Do this
	A message says the file type is not supported or the file is too large.	Use a photo or a PDF no larger than 8MB. The other files you chose are still added.
	A message says the scanning limit for this hour has been reached.	Try again later, or add the expense by hand.


Scan and fill in the form now
When you are already on the Add Expense form with one receipt, choose Scan with AI on the form and pick Scan and fill this form now under After scanning. The receipt is read straight away, the form is filled in for you to check, and the file is attached. Nothing is saved until you choose Add Expense. To scan several, leave Add to Pending scans chosen.
Pending scans
Where to find it: Money out→Pending scans
Pending scans lists every scan that has not been saved yet, newest first. When scans are waiting, the number is shown on Money out and Pending scans in the top bar, on the Pending scans tab of Expenses, on Business overview and next to Scan with AI on Money out → Expenses. Each scan shows the file name, when it was scanned, the details AI read (supplier, date, total, VAT if you are VAT registered, and reference) and its status: Reading while AI reads it, Ready to review when it can be saved, or Could not read. Choose Refresh to check on scans that are still reading. Only people who can add expenses see Pending scans.
Review and save a pending scan
	Goal
	Turn a scanned receipt into an expense.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	The scan says Ready to review.

	Open Money out → Pending scans. The number beside it is how many scans are waiting.[image: The Money out menu open in the top bar, with a yellow 3 beside Money out. Pending scans, second in the menu with a yellow 3 beside it, is ringed, with the step number 1 beside it.]Step 1. Open Money out, then Pending scans. The number is how many scans are waiting.
	Choose Review and save on the scan.[image: The Pending scans page listing three scans: a Reading scan, a Could not read scan with the reason, and Plumb Centre, Ready to review, with its date, total and reference. The blue Review and save button on the Plumb Centre scan is ringed, with the step number 2 beside it.]Step 2. Choose Review and save on a scan that is Ready to review.
	The Add Expense form opens with the details filled in. Check every field, choose the category, then choose Add Expense.

When it worked: The expense is saved with the scanned file attached, and posted to your accounts like any other expense. The scan leaves Pending scans and you are taken back to the next one, or to Expenses when none are left.
What can go wrong	If this happens	Do this
	The scan says Could not read.	Choose Discard and scan it again with a clearer photo or the original PDF, or choose Add expense by hand.


To remove a scan you don't need, choose Discard and confirm with Discard scan. The scan and its file are deleted; nothing in your accounts changes. A scan of an old sales invoice (from an email) shows Save as a sales invoice as well.
Scan with AI and Pending scans in the app
	Tap the + button at the bottom of the app and choose Scan with AI (it is also on the Money out tab).
	Tap Take a photo to use the camera, Choose from photo library for one or more images you already have, or Choose a PDF or file to choose a PDF, JPG or PNG from Files (for example iCloud Drive, Google Drive or Downloads).
	A message under the buttons says how many scans were added. It stays on screen and your screen reader reads it out. You can scan another straight away.
	Tap Open Pending scans, Pending scans on the Money out tab, or Scans to check under To do on Home (both show how many are waiting). Each scan shows its status, the details read and the total.
	Tap Review and save to open Create Expense filled in from the scan, check every field and tap Save Expense. Tap Discard to delete a scan you don't need.

On Create Expense in the app, Scan with AI offers Add to Pending scans or Scan and fill now, which reads one receipt into the form. To attach a receipt without scanning it, use Click to attach file for a photo or Attach a PDF or file for a file.
NoteFiles must be a PDF, JPG or PNG no larger than 8MB. If a file can't be used, a message says why and stays on screen until you choose another.
No signal? Scans, trips and takings wait on your phone
With no signal, Scan with AI in the app still takes the photo or file and keeps a copy on your phone, Mileage still starts, stops and adds trips (for a vehicle the app has loaded once), and Daily takings still records a day. The message says it was saved on this phone. When the phone is back online the app uploads it by itself: when you open the app again, and every minute while it is open. A scan then goes to Pending scans as usual; a trip started and stopped with no signal keeps the times you tapped Start and Stop; a day's takings is recorded as if you had saved it online. Until then, Home, Scan with AI, Mileage and Daily takings show Waiting to upload with how many are waiting. Tap Try again to upload them now. Each one is only ever added once, however many times the app tries. If BizHub365 refuses one when it arrives (for example a file that isn't a PDF, JPG or PNG, a trip with no miles, or takings dated in a VAT period you have already sent to HMRC), it stays under Waiting to upload with the reason. For a trip, correct the details shown and tap Send again. For takings, tap Fix and send again: the form opens with what you entered and each problem beside its box; correct it and tap Send again. Or tap Discard and confirm to remove it from your phone. Nothing is thrown away without you choosing Discard.
Mileage
Where to find it: Money out→Mileage
Mileage is the log of your own business trips: where you went, why, and the business miles. In a vehicle on HMRC mileage rates (simplified expenses) each trip earns an allowance, and each month's trips are added to your books as one travel expense. Start and stop trips in the BizHub365 app on your phone, let the app record them by itself (automatic trips), or add them here by hand. Mileage is also a tab on the Expenses page. The page shows one month at a time (Previous month and Next month): each trip with its miles, its rate and its allowance, the month's totals, a table by vehicle with the miles at the full rate and at 25p, and how many car and van miles you have done this tax year.
	Vehicle	HMRC mileage rate
	Car or van	55p a mile for the first 10,000 business miles in the tax year (6 April to 5 April), then 25p a mile. The 55p is the business's mileage rate (Money out, Expense claims), never more than HMRC's 55p.
	Motorcycle	24p a mile
	Bicycle	Not covered: simplified mileage rates don't cover bicycles for the self-employed. Add a bicycle on actual costs and record its costs as ordinary expenses.


The 10,000 miles count every car and van on HMRC mileage rates in the business together. A trip that crosses 10,000 is split: the miles up to 10,000 at 55p and the rest at 25p. Trips already added as an expense keep their figures, so a trip added late never takes more miles at 55p than are left. Each vehicle is claimed one of two ways. With HMRC mileage rates the allowance covers fuel, insurance, repairs and the vehicle itself, so don't add those as expenses. With actual costs you add fuel, insurance and repairs as normal expenses, and your trips here are the log of business use: the share of business miles in all the miles you drive is the share of those costs that is for the business. Trips in a vehicle on actual costs earn no allowance and are never added as an expense. A bicycle can only be on actual costs.
NoteHMRC: once you use mileage rates for a vehicle you must keep using them for that vehicle, and you can't use them for a vehicle you have claimed capital allowances on. So how you claim, and the vehicle's type, are fixed from its first trip. Travel between home and a regular place of work is not business mileage.
Add a vehicle
	Goal
	Add the car, van, motorcycle or bicycle you use for the business, and how you claim for it.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Decide how you claim for the vehicle: it can't change once the vehicle has a trip.

	On Money out → Mileage, choose Add a vehicle.[image: The Mileage page, with the Expenses, Pending scans and Mileage tabs above it and October 2026 shown: one trip on Sunday 4 October from HG1 2AB to LS1 4AP in the Ford Transit, 17.4 miles at 55p a mile, an allowance of 9.57 pounds, not yet added as an expense, then the table by vehicle and the car and van miles this tax year. The Add a vehicle button at the top right, beside Add a trip, is ringed, with the step number 1 beside it.]Step 1. Choose Add a vehicle at the top of the Mileage page.
	Type a Name, choose the Type and How you claim, then choose Save vehicle.[image: The Add a vehicle form. The Name box with Honda CB125F typed in, the Type list showing Motorcycle, and the How you claim choices, HMRC mileage rates (simplified expenses) chosen and Actual costs, each with a line saying what it means, are ringed, with the step number 2 beside the Name box. Under them are the note that the choice can't change once the vehicle has a trip, the In use tick and the Save vehicle button.]Step 2. Type a name, choose the type and how you claim, then Save vehicle.

When it worked: The message that the vehicle is saved appears and it is listed under Vehicles. To change its name later, or untick In use when you stop using it, choose Change on its row.
Add a trip by hand
	Goal
	Log a business journey you made.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Add the vehicle first. Know the date, where you went and the miles, or the postcodes.

	On Money out → Mileage, choose Add a trip.[image: The Mileage page for October 2026 with one trip in the Ford Transit, 17.4 miles and an allowance of 9.57 pounds, and the table by vehicle. The blue Add a trip button at the top right, beside Add a vehicle, is ringed, with the step number 1 beside it.]Step 1. Choose Add a trip at the top of the Mileage page.
	Choose the Vehicle and the Date, and type the From postcode and To postcode (or say where from and to). Tick There and back for a round trip. To have the miles estimated, choose Suggest miles from the postcodes.[image: The Add a trip form. The Vehicle list showing Ford Transit, the Date box showing 5 October 2026, the From postcode box with HG1 2AB and the To postcode box with YO1 7HH are ringed, and so is the Suggest miles from the postcodes button at the bottom, beside Save trip. There and back (a round trip) is ticked. The step number 2 is beside the Vehicle list.]Step 2. Choose the vehicle and date and type the postcodes; Suggest miles estimates the miles.
	Check or type the Business miles for the whole trip and the Purpose, then choose Save trip.[image: The Add a trip form filled in for a round trip from HG1 2AB to YO1 7HH. The Business miles (the whole trip) box with 42.0, the Purpose box with Quote for a bathroom and the blue Save trip button at the bottom are ringed, with the step number 3 beside the miles box.]Step 3. Type or check the business miles and the purpose, then Save trip.

When it worked: The message that the trip is saved appears, and the trip is listed in its month with its allowance.
What can go wrong	If this happens	Do this
	The suggested miles look wrong, or no suggestion appears.	The suggestion is the straight line between the two postcodes plus a fifth for the roads, so it is only a guide. Type the miles from your mileometer or a map instead. If the postcodes can't be looked up, a message asks you to type the miles.
	Change or Delete is missing on a trip.	The trip is on a mileage expense already. Delete that expense on the Expenses page first; its trips can then be changed and added again.


Add last month's mileage as an expense
	Goal
	Put a month's mileage allowance in your books as a travel expense.
	Who can do it
	Members of the business with the Edit permission. Sole traders, partnerships and freelancers.
	Before you start
	The month has ended. This happens by itself early on the 1st of each month, so you only need it to add a month sooner or again after adding a late trip.

	On Money out → Mileage, under Monthly travel expense, choose Add (month) mileage as an expense. It shows how many trips and how much will be added.[image: The lower part of the Mileage page. Under Monthly travel expense, which says each month's trips are added as one travel expense per vehicle dated the last day of the month and paid by you personally, with no VAT to reclaim, the blue Add September 2026 mileage as an expense button is ringed, with the step number 1 beside it. Beside it: 3 trips, 40.26 pounds.]Step 1. Choose Add September 2026 mileage as an expense under Monthly travel expense.

When it worked: One expense is added for each vehicle on HMRC mileage rates, in Car, van and travel expenses, dated the last day of the month (or the first day after a VAT return or year end you have closed) and described, for example, Mileage: 3 trips, 73.2 miles (Ford Transit, September 2026). It has no VAT, and it is recorded as paid by you personally (Owner's capital introduced), because you paid for the fuel and the vehicle yourself. Trips already on an expense are never added again.
A limited company pays its director's business mileage through an expense claim, so for a company the trips on this page are a log only and no monthly expense is added: claim the miles on My expense claims (see below).
Start and stop a trip in the app
	Tap the + button at the bottom of the app and choose Start a trip, or open Mileage on the Money out tab.
	Before you set off, choose the vehicle if you have more than one, type the start postcode if you want to, and tap Start trip. The app records the time. Starting and stopping a trip yourself does not use your location and asks for no location permission.
	When you arrive, open Mileage again. Under Trip in progress, type the end postcode, then the Business miles, or the mileometer readings at the start and end (the app works out the miles), or tap Suggest miles to estimate them from the postcodes. Tap Stop trip.
	Mileage lists this month's trips with their allowance and the month's totals. Tap Add trip manually to add a trip you didn't start in the app, and Add a vehicle when you have none yet.
	No signal on the road? Start and Stop still work: the trip waits on your phone and uploads with the times you tapped (see No signal? Scans and trips wait on your phone).

Automatic trips in the app
Instead of starting and stopping each trip, you can have the app record your drives by itself. Automatic trips are off unless you turn them on, and they are your own choice on your own phone: anyone else who signs in to BizHub365 on the same phone chooses for themselves, and trips recorded for you are only ever shown to you and sent under your name.
While automatic trips are on, the app uses your phone's location, including when the app is closed or not in use, to notice when you start driving (faster than about 15 km/h, or more than 500 metres in a few minutes) and when you stop (about 5 minutes in one place). It works out the miles on the phone. The location readings stay on your phone and are deleted when each trip ends. On Android a notification, Recording business trips, shows while it is on; an iPhone shows its location indicator.
Nothing is sent until you sort the trip. Each recorded trip waits in Mileage under Trips to sort, with its date, times, miles and vehicle. Business saves it to your mileage with the miles (change them first if they look wrong), an optional purpose and the postcode areas where it started and ended (for example Automatic trip: LS1 to LS2); on the website it is marked Automatic. Personal deletes it from your phone and nothing is sent. Your route is never uploaded. With no signal, a business trip waits on your phone and uploads later, as other trips do.
If notifications are allowed for the app, the phone tells you when a trip has ended (Trip to sort); tap it to open Mileage. The app never asks for notification permission just for this.
Turn on automatic trips
	Goal
	Have the app record your drives so you only sort each one as business or personal.
	Who can do it
	Members of the business with the Edit permission, in the BizHub365 app on an iPhone or Android phone.
	Before you start
	Add your vehicle first. Your phone will ask for location access twice.

	In the app, open Mileage on the Money out tab and tap Set up automatic trips.
	Read what the app collects, why, what is sent to BizHub365 and how to turn it off. Choose the vehicle if you have more than one, then tap Turn on automatic trips (or Not now).
	Your phone asks to use your location while you use the app: allow it. It then asks to allow it all the time: choose Allow all the time (Android) or Always (iPhone).

When it worked: The message Automatic trips are on for (vehicle) appears, and the Automatic trips card in Mileage says it is on. After each drive the trip appears under Trips to sort: tap Business or Personal.
What can go wrong	If this happens	Do this
	The app says automatic trips need location all the time and stay off.	You allowed location only while using the app. Open your phone's settings, choose BizHub365, Location, and choose Allow all the time (Android) or Always (iPhone), then turn automatic trips on again. Starting and stopping trips yourself works without it.
	Automatic trips turned themselves off.	Location access for BizHub365 was taken away in the phone's settings, or you signed out. Turn them on again in Mileage.
	A trip's miles look wrong, or one drive was split in two.	The miles are worked out from the phone's location and a long stop (5 minutes or more, for example in traffic) ends a trip. Change the miles before tapping Business, or tap Personal and add the trip by hand.


To turn automatic trips off, open Mileage, tap Automatic trips settings and tap Turn off automatic trips, or take away BizHub365's location access in your phone's settings. A trip in progress ends there and waits to be sorted.
Expense claims and mileage claims
Where to find it: Money out→Expense claims
People in the business claim back money they spent, or miles they drove, on the My Expense Claims page. Owners and team members find it under Money out → More → My expense claims; subcontractors have it in their top menu. A manager approves or rejects each claim in Money out → Expense claims. Approving a claim creates a bill owed to the person who claimed. Pay it back from the Expenses list like any other bill (see Pay a bill). A mileage claim pays the business's mileage rate for each person's first 10,000 business miles in a tax year (6 April to 5 April), and HMRC's 25p a mile after that; the claim shows both parts when it crosses 10,000. The rate starts at 55p a mile, HMRC's approved rate from 6 April 2026, and can't be set below 45p a mile. Each claim keeps the rate in force when it was submitted.
Claim mileage
	Goal
	Claim back business miles driven in your own vehicle.
	Who can do it
	Members of the business with the Edit permission, including subcontractors.
	Before you start
	Know the date, where you drove from and to, and the miles.

	Open My Expense Claims. Under Submit a New Claim, choose Mileage, then type the Description, Date Incurred, From, To and Miles. The estimated claim is shown under Miles.[image: The Submit a New Claim form on My Expense Claims with Mileage chosen. Description Site visit to quote for a bathroom, From Harrogate, To York and Miles 44 are ringed, with the step number 1 beside Mileage. The line under Miles gives the rate, 55p a mile and 25p after 10,000 miles a tax year, and the estimated claim, 24.20 pounds.]Step 1. Choose Mileage and fill in the trip.
	Choose Submit Claim.[image: The mileage claim form filled in, with the blue Submit Claim button at the bottom ringed and the step number 2 beside it.]Step 2. Choose Submit Claim.

When it worked: The message Mileage claim submitted appears and the claim is listed under My Claims as Pending.
What can go wrong	If this happens	Do this
	You claimed by mistake.	Choose Withdraw on the claim while it is still Pending.


For a Receipt claim, choose Receipt instead and fill in the category, the amounts and the receipt photo. Scan with AI beside the photo fills the amounts in for you to check.
Approve or reject an expense claim
	Goal
	Accept a claim so it can be paid back, or turn it down.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Money out → Expense claims. Pending claims show Approve and Reject.

	Check the claim, then choose Approve.[image: The Expense Claims list with one pending mileage claim: 26 miles at 45p a mile from Harrogate to Leeds, 11.70 pounds. The Approve button on its row is ringed, with the step number 1 beside it.]Step 1. Choose Approve on the claim.
	To turn it down instead, choose Reject, type a Reason if you want one, and choose Reject Claim.[image: The Reject Expense Claim window. The Reason box with Please add the route you drove and the red Reject Claim button are ringed, with the step number 2 beside the reason.]Step 2. Or choose Reject, give a reason and choose Reject Claim.

When it worked: Approve: a message says the claim is approved and the expense number created, ready to reimburse from the Expenses list. Reject: the message Expense claim rejected appears.
Change the mileage rate
	Goal
	Set the rate per mile used for new mileage claims.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Decide the rate. It can't be below 45p a mile.

	On Money out → Expense claims, type the rate in pounds under Mileage Rate and choose Update.[image: The Mileage Rate box at the top of Expense Claims with 0.50 pounds a mile typed in, and the Update button, both ringed, with the step number 1 beside the box. The hint says Minimum 45p/mile.]Step 1. Type the rate and choose Update.

When it worked: A message says the mileage rate is updated, in pence per mile. Claims already submitted keep their rate.
Suppliers
Where to find it: Money out→Suppliers
The supplier list holds each supplier's name, email, phone, address and CIS status (and VAT number, if you are VAT registered). Edit, Delete and a paperclip for documents are on each row, and CSV and PDF export the list.
Add a supplier
	Goal
	Save a supplier so you can choose it on expenses.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have the supplier's name. Everything else is optional.

	Open Money out → Suppliers and choose Add Supplier.[image: The Suppliers list with Northern Office Supplies Ltd and the CIS subcontractor Ridgeway Plastering. The Add Supplier button above the list is ringed, with the step number 1 beside it.]Step 1. Choose Add Supplier.
	Type the Supplier Name and any of the email, phone and address (and VAT number, if you are VAT registered).[image: The Add New Supplier window. Supplier Name Dales Joinery, Email accounts@dales-joinery.example.com, and the empty Phone Number and Address boxes are ringed, with the step number 2 beside the name.]Step 2. Type the supplier's details.
	For a CIS subcontractor, tick CIS Subcontractor, type the UTR and choose the CIS Verification Status HMRC gave you. Then choose Add Supplier.[image: Further down the Add New Supplier window. The ticked CIS Subcontractor box, UTR 9876543210, CIS Verification Status Verified - net payment (20%) and the Add Supplier button are ringed, with the step number 3 beside the tick box.]Step 3. For a CIS subcontractor, fill in the CIS boxes, then choose Add Supplier.

When it worked: The message Supplier created successfully appears and the supplier is in the list.
The CIS Verification Status sets the deduction: Unmatched (30%), Verified - net payment (20%) or Verified - gross payment (0%). The CIS statement and the CIS return show the gross payment (labour plus materials) and the net payment after deduction without VAT, as HMRC requires. Any VAT the subcontractor charges is paid on top. A subcontractor's bill counts in the month you pay it. If you pay it in parts, each payment counts in its own month, with its share of the gross, the materials and the CIS deducted (what it paid as a part of the amount due after CIS). The statement has a line for each payment, and the parts add up exactly to the bill once it is paid in full. The CIS details on suppliers and CIS Statements need the CIS section, which is on at the start for construction and trades businesses. Anyone else can switch it on in Business Settings → Sections. If you are not VAT registered, enter the subcontractor's labour and materials before any VAT on their invoice, and the full amount you pay as the Amount. The VAT stays part of your cost and is not shown anywhere else, but it is left out of the CIS figures.
Send a CIS statement
	Goal
	Give a subcontractor their Payment and Deduction Statement for a period.
	Who can do it
	Members of the business with the Edit permission to email it; the View permission to download it.
	Before you start
	The subcontractor must be a supplier with CIS Subcontractor ticked, and have an email address to be emailed.

	Open Money out → CIS statements. Choose the Period Start and Period End and choose Update.[image: The CIS Payment and Deduction Statements page. Period Start 6 September 2026, Period End 5 October 2026 and the Update button are ringed, with the step number 1 beside Period Start.]Step 1. Choose the period and choose Update.
	Choose Email Statement on the subcontractor's row, or Download PDF to save it yourself.[image: The subcontractor list with Ridgeway Plastering, UTR 1234567890, Verified - net payment (20%). Its Email Statement and Download PDF buttons are ringed, with the step number 2 beside Email Statement.]Step 2. Choose Email Statement, or Download PDF.

When it worked: A message says the statement is queued to email to the subcontractor. They receive CIS Payment & Deduction Statement from your business, with the PDF attached. Replies go to your business email address.
What can go wrong	If this happens	Do this
	A message says the subcontractor has no email address on record.	Add one with Edit on Money out → Suppliers, or download the PDF and send it yourself.


Fixed assets
Where to find it: Money out→Fixed assets
Register plant, vehicles, and equipment you will use for more than a year. Fixed Assets is a section, on at the start for limited companies. Sole traders and partnerships can switch it on in Business Settings → Sections. BizHub365 puts the cost on the balance sheet as a fixed asset instead of counting it as an expense. Each month it then charges part of the cost to your profit and loss as depreciation, spread evenly over the useful life you enter. The list shows the monthly charge, the depreciation so far and the book value; the Fixed Asset Depreciation report has the full schedule.
Add a fixed asset
	Goal
	Register something you bought to keep, so it is depreciated each month.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know the cost, the purchase date and how many months you expect to use it. If you already recorded the purchase as an expense, have that to hand.

	Open Money out → Fixed assets and choose New Asset.[image: The Fixed Assets list with one active asset, a Dell laptop costing 1,199 pounds. The New Asset button is ringed, with the step number 1 beside it.]Step 1. Choose New Asset.
	Type the Name and, if you like, a Category. In Paid for by expense, choose the expense you recorded for it, or leave None.[image: The Add Fixed Asset form. Name Bosch table saw, Category Tools and Paid for by expense set to None - record the purchase as paid from the bank are ringed, with the step number 2 beside the name.]Step 2. Type the name and category, and choose the expense that paid for it, if any.
	Check the Purchase Date, type the Cost, the Residual Value (what you expect it to be worth at the end, often 0) and the Useful Life (months), then choose Add Asset.[image: Further down the Add Fixed Asset form. Purchase Date 1 October 2026, Cost 649.00, Residual Value 50.00, Useful Life 60 months and the blue Add Asset button are ringed, with the step number 3 beside the date.]Step 3. Type the date, cost, residual value and useful life, then choose Add Asset.

When it worked: The message Fixed asset created and its cost added to the balance sheet appears, and the asset is listed as Active.
What can go wrong	If this happens	Do this
	The message says it costs less than your capitalisation threshold.	It is treated as an expense and not depreciated, and the list shows Expensed (below threshold). See below.
	A message says the cost can't be more than an amount.	With an expense chosen, the cost can't be more than the part of the expense's net amount not already registered as an asset.


If you choose an expense in Paid for by expense, the purchase date comes from the expense, and the cost starts at the expense’s net amount (before VAT). The cost moves out of your expenses and onto the balance sheet, so it is not counted twice. The VAT you reclaim stays as it was. If there is no expense, leave it at None. BizHub365 records the purchase as paid from your bank account on the purchase date.
NoteAn expense that paid for a fixed asset can’t be deleted, because the asset’s cost comes from it.
Capitalisation threshold
Small items such as a drill or a keyboard are usually treated as an expense straight away, even if they last a few years. Set the amount in Settings → Business and tax setup → Fixed Asset Capitalisation Threshold. An asset that costs less than the threshold is treated as an expense: it stays in your expenses (or is recorded as an expense paid from the bank), it is not depreciated, and it does not appear on the balance sheet. The list shows it as “Expensed (below threshold)”. The threshold is 0 unless you change it, which puts every asset you register on the balance sheet.
Edit an asset
Edit on the asset's row is there until its first depreciation is posted. If you change the cost or date, BizHub365 reverses the original purchase entry and posts a corrected one.
Dispose of an asset
	Goal
	Record that you sold, scrapped or gave away an asset.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know the date it went and what you got for it, if anything.

	Choose Dispose on the asset's row.[image: The Fixed Assets list. On the Dell laptop row, Active, the red Dispose button is ringed, with the step number 1 beside it.]Step 1. Choose Dispose on the asset.
	Check the Disposal Date, type the Proceeds if it was sold, and choose Dispose.[image: The Dispose of Dell laptop window. Disposal Date 5 October 2026, Proceeds 450.00 and the red Dispose button are ringed, with the step number 2 beside the date.]Step 2. Check the date, type any proceeds, then choose Dispose.

When it worked: A message says the asset was disposed of, and the list shows Disposed with the date.
BizHub365 posts depreciation up to the day before the disposal date, takes the cost and the depreciation so far off the balance sheet, records any proceeds as money received into your bank account, and books the difference as a profit or loss on disposal. The Dispose window says what will happen to that asset. An asset expensed below your capitalisation threshold is only marked disposed, and nothing is posted. An older asset whose purchase was never put on the balance sheet has the rest of its value written off as a final depreciation charge on the disposal date, and its proceeds are recorded for reference only.
TipAssets added before this change had depreciation posted but not their cost. They have been added to the balance sheet on their purchase date. Where BizHub365 could not tell how the original purchase was recorded, the other side of that entry is in the Suspense account. Ask your accountant to move it to the right account with a manual journal; the annual accounts warn you while Suspense has a balance.
Tax settings for trading abroad
Where to find it: Settings→Tax settings
Tax Settings is for businesses that sell outside the UK. Leave it off if you only trade at home. International trading turns on a currency choice on invoices and quotes, and works out tax by the customer's jurisdiction instead of always applying your home VAT rate. If you are VAT registered, you can also set your Home tax jurisdiction and declare the foreign tax registrations you hold (for example EU VAT OSS). Sales to customers outside your declared jurisdictions are treated as exports and zero-rated by default. Your VAT accounting basis (accrual or cash) is in Settings → Business and tax setup.
Turn on international trading
	Goal
	Invoice in other currencies and charge tax by the customer's country.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	You only need this if you sell to customers outside the UK.

	Open Settings → Tax settings and choose the Disabled button under International trading.[image: The Tax Settings page. Under International trading, the Disabled button is ringed, with the step number 1 beside it.]Step 1. Choose the Disabled button to turn it on.

When it worked: The message International trading support turned on appears and the button reads Enabled. Choose it again to turn it off.
Declare a foreign tax registration
	Goal
	Tell BizHub365 you are registered to charge tax in another jurisdiction.
	Who can do it
	VAT-registered businesses; members with the Edit permission.
	Before you start
	Only declare a jurisdiction where you are actually registered. Have the date your registration started and its reference.

	On Settings → Tax settings, under Declare a new jurisdiction, choose the Jurisdiction, the Registered from date and, if you have one, the Registration reference, then choose Add.[image: The Declare a new jurisdiction form on Tax Settings, under No foreign tax registrations declared. Jurisdiction Ireland (EU VAT OSS), Registered from 1 July 2026, Registration reference EU372012345 and the Add button are ringed, with the step number 1 beside the jurisdiction.]Step 1. Choose the jurisdiction and date, type the reference, then choose Add.

When it worked: A message says the tax nexus is declared for that jurisdiction, and it is listed under Declared foreign tax registrations with Remove.
Part III · Money · Chapter 15
Jobs
A job is one piece of work for one customer. Link its quotes, invoices, expenses, trips and time to it and see the profit so far.
What a job is
Where to find it: Jobs→All jobs
A job is one piece of work for one customer, such as a kitchen rewire or a garden fence. It has a title, the customer, the site address if the work isn't at the customer's own address, a start date and a due date, notes, and documents and photos. Quotes, invoices, expenses, mileage trips, time and bookings can each be linked to a job. The job's page then adds them up: what you quoted, what you invoiced, what you have been paid, what the job has cost and the profit so far. The Jobs menu in the top bar, shown while the Jobs section is on, has All jobs, New job (for members who can edit) and My time. The Jobs list has the tabs Open, Done and All, a Search box (title, reference, site address, notes or customer) and a Customer filter. Jobs is a section you can switch off in Business Settings → Sections. While it's off, the Jobs pages say so and send you to Sections, the Job list leaves the invoice, quote, expense, trip and booking forms, and the customer's job page link shows a page not found until you switch it back on. Before Jobs this section was called Projects: your projects are your jobs, and the old Projects links open the Jobs pages.
Each job shows its stage, worked out from what you have done:
	Quoted: it only has quotes so far.
	Booked: agreed, with a booking or a start date still to come, or nothing added yet.
	In progress: the start date has come, or an invoice, expense, trip or time is on it.
	Paid: every invoice on the job is paid, so the job is complete. BizHub365 marks it done by itself when the last invoice is paid in full.
	Invoiced: marked done with an invoice still to be paid. Done: marked done with no invoice.
	Cancelled: you chose Cancel job.

The job's steps
Each job's page starts with its Steps, so you can see where the job is and what to do next. The current step is highlighted and its next action is the main button:
	Build the job: the customer, site address and dates. Done once the job has a customer; until then the button is Add the customer.
	Quote the job: optional. The button is New quote, with Skip the quote: new invoice beside it. It shows Skipped once you invoice without a quote.
	Invoice the job: the button invoices the quote (it opens the quote, where you choose Convert to Invoice) or makes a New invoice.
	Paid and complete: the button opens the first invoice still to be paid, to record a payment. When every invoice on the job is paid in full, the job is marked done by itself and its stage shows Paid. A part payment keeps it open, and so does a credit note against one of its invoices: then you choose Mark done yourself.

You can still choose Open again on a done job; it is checked again the next time one of its invoices is paid in full.
Add a job
	Goal
	Start keeping one piece of work together.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Nothing. Add the customer first if you want the job to have one.

	Open Jobs → All jobs and choose New job, or choose Jobs → New job.[image: The Jobs list on the Open tab with one job, Kitchen refit for Eleanor Whitfield, reference J-0001 at 27 Ashgrove Road, In progress and due in six weeks, with the Search box and Customer filter above it. The New job button is ringed, with the step number 1 beside it.]Step 1. Open Jobs, then All jobs, and choose New job.
	Type the Title and choose the Customer (you need one to invoice its time). Add the Site address, Start date, Due date and Notes if you want. Under More options you can type your own Reference (left empty, the job is numbered J-0001 and so on), a Cost budget, and tick the Subcontractors who can log time. Choose Create job.[image: The New job form with the title Bathroom refit, no customer chosen yet, the site address 4 Elm Close, Harrogate, a start date of 12 October 2026 and a due date of 23 October 2026, and More options closed. The Title box and the Customer list are ringed, with the step number 2 beside the title.]Step 2. Type the title, choose the customer, fill in what else you know, then choose Create job.

When it worked: You see Job created. and the job's page opens.
What can go wrong	If this happens	Do this
	Enter the job's title, for example Kitchen rewire.	The form keeps what you typed. Type a title and choose Create job again.
	A job with reference "[reference]" already exists. Enter a different one or leave it empty.	Each reference can be used once in your business. Change it, or empty the box to have one given.
	The due date can't be before the start date.	Check the two dates and choose Create job again.


Start a job from a quote
	Goal
	Turn a quote the customer has agreed into a job in one click.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	The quote isn't on a job yet and hasn't been declined.

	Open the quote (Money in → Invoices and quotes, the Quotes tab) and choose Start a job.[image: The page for an accepted quote for a bathroom refit, not on a job yet. At the top, the Start a job button, beside Convert to Invoice and Delete Quote, is ringed, with the step number 1 beside it.]Step 1. On the quote's page choose Start a job.

When it worked: You see Job started from Quote #[number]. Add the site address and dates with Edit job. The new job is open, has the quote's customer, is named after the quote's first line and has the quote linked. The quote's page then has View job. When you convert the quote, the invoice is on the same job.
	To change a job, choose Edit job on its page, change the details and choose Save changes. Jobs can't be deleted.
	When the work is finished, choose Mark done on the job's page (Job marked done.). If the job has approved time that isn't invoiced yet, a page asks Invoice the time first?: choose Invoice the time and mark done (pick the Payment terms; the invoice is emailed to the customer straight away) or Mark done without invoicing (the time stays on the job to invoice later). Open again puts it back on the Open tab. Cancel job (after a confirmation) marks a job that won't go ahead; its records stay as they are.
	To let a subcontractor log time on a job, tick them under Subcontractors who can log time on New job or Edit job and save. The job then appears on their My Work page while it's open. Untick them to stop it. They never see the job's money.

Link records to a job
Link a quote, invoice, expense or trip to a job
	Goal
	Count it in the job's figures.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	The job is open. Only open jobs are offered, and on a quote or invoice only the chosen customer's jobs (and jobs with no customer).

	On the job's page choose New quote, New invoice, Add expense or Add trip: the form opens with the job (and on a quote or invoice its customer) already chosen. Or, on any of those forms, choose the job in the Job list (on an invoice it is under More options).[image: The job's page for Kitchen refit: In progress, J-0001, Eleanor Whitfield, the start and due dates and the site address 27 Ashgrove Road, then the Steps (Build the job, Quote the job, Invoice the job, Paid and complete) with Paid and complete as the next step, then the buttons New quote, New invoice, Add expense, Log time, Add trip and Add a visit. The New invoice, Add expense and Add trip buttons are ringed, with the step number 1 beside New invoice.]Step 1. On the job's page choose New invoice, Add expense or Add trip (or New quote), and save it as usual.
	Save the quote, invoice, expense or trip as usual.

When it worked: It is listed on the job's page and counted in the job's figures. To link a booking you already have, open it from the Diary and choose the job in its Job list, then Update Booking. To book a new visit, see below.
A job's invoices and quotes show its reference and title (for example Job: J-0001 - Kitchen rewire) on their pages, in their PDFs and in the summary of the emails that send them, so your customer knows which job they are for.
Visits
A job can have several visits, such as a first fix and a second fix. Each visit is a booking in the Diary with the job chosen. The job's page lists its Visits, soonest first, with the date and time, what it is for, who is booked and its status.
Book a visit for a job
	Goal
	Put a date in the Diary for work on the job.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	The Bookings section and the Jobs section are on, and the job is open.

	On the job's page choose Add a visit. The Diary opens with New Booking and the job chosen in its Job list. Or open the Diary, choose New Booking and choose the job there: its customer's name, email and phone are filled in for you.[image: The job's page for Kitchen refit with its Steps and the buttons New quote, New invoice, Add expense, Log time, Add trip and Add a visit. The Add a visit button is ringed, with the step number 1 beside it.]Step 1. On the job's page choose Add a visit.
	Fill in the rest as for any booking (see Add a booking yourself) and choose Create Booking.

When it worked: The visit is in the Diary and listed under Visits on the job's page. Add another visit the same way.
The job's page
The job's page shows the stage, the reference, the customer, the dates, the site address and the notes, then the Steps, then New quote, New invoice, Add expense, Log time, Add trip and Add a visit, and Mark done, Edit job, Documents and photos and Export PDF. The Timer comes next (see Time work on a job with the timer). Under So far are these figures:
	Quoted: the quotes on the job, except declined ones.
	Invoiced: the invoices on the job, less any credit notes against them.
	Paid: what the customer has paid on those invoices, and Still to be paid. A credit note set against an invoice, or CIS a contractor took off, settles it but isn't money paid.
	Costs: the expenses on the job, less any refunds from the supplier, plus the HMRC mileage allowance of the job's trips (trips of a vehicle on actual costs add nothing), plus the time logged at each person's cost rate (see Set cost rates for job time). With a cost budget set, it is shown here too.
	Profit so far (or Loss so far): Invoiced less Costs.

When you are VAT registered, Quoted, Invoiced, Paid and Still to be paid are shown in two columns, Before VAT and With VAT, and Costs and Profit so far are before VAT, because VAT isn't your income or your cost. When you aren't, there is one figure each: the full amounts. The figures only add up what is already saved: they never change your books or what is sent to HMRC. The Job Profitability report (Tax → Reports, under For your accountant) shows the same figures for every job. Below come the Quotes, Invoices, Expenses, Mileage trips, Visits and Time on the job, and the Customer's job page link. Documents and photos keeps files with the job (only you and your team see them).
NoteMembers with only the View permission see the job and everything on it, but no buttons to add, change, approve or invoice anything.
Export the Jobs list
On Jobs → All jobs, CSV downloads the jobs on the tab you are on (with your search and customer filter) as a spreadsheet, one row per job with its reference, title, customer, site address, status, stage, dates and its figures: Quoted, Invoiced, Paid, Still to be paid, Expenses, Mileage, Time cost, Costs, Profit so far, Hours and the cost budget. PDF gives the same jobs as a printable table; a long list is prepared in the background and you are emailed a link.
Jobs in the app
In the BizHub365 app, Money in → Jobs (while the Jobs section is on) lists your jobs with the same tabs and search. Each job's page shows its steps, its figures so far (with the Before VAT and With VAT columns when you are VAT registered), any open disputes from the customer, its visits and what is linked to it, and has Add expense, Add trip and Add a visit. Add expense, Add trip and Create Booking in the app also have a Job (optional) list. Adding, changing, quoting and invoicing jobs is on the website.
Time
Log time on a job
	Goal
	Record hours worked on the job, to bill it.
	Who can do it
	Members of the business with the Edit permission. Subcontractors log time on My Work (see Log your time as a subcontractor).
	Before you start
	Nothing.

	On the job's page choose Log time. Check the Date and fill in Hours, Mins and Description. Leave Billable ticked to bill it, and check the Hourly rate to invoice it at (your last rate is filled in). Cost rate starts with your own cost rate; change it or leave it empty if the time isn't a cost. Choose Add time entry.[image: The Log time window with 2 hours, the description Fitted the base units, Billable ticked, an hourly rate of 45 pounds and a cost rate of 20 pounds. The Hourly rate and Cost rate boxes and the Add time entry button are ringed, with the step number 1 beside the hourly rate.]Step 1. Choose Log time, fill in the hours, description and rate, then choose Add time entry.

When it worked: You see Time entry added. The entry is listed under Time, and on your My Time page. Time you and your team log is approved when you save it; a subcontractor's time is Pending until you approve it (see Approve or reject time). With a cost rate, its cost is shown under Cost and counted in the job's Costs.
What can go wrong	If this happens	Do this
	Enter the time as hours (for example 1.5 for an hour and a half) and whole minutes from 0 to 59.	Hours can be a decimal, such as 1.5, but not text or a negative number, and Mins must be a whole number up to 59. Nothing is saved; add the entry again.
	Enter the rate in pounds an hour, for example 25, or leave it empty.	The Cost rate must be a number of pounds. Nothing is saved; add the entry again.


Time work on a job with the timer
	Goal
	Start a clock when you start work and stop it when you finish, instead of working out the hours.
	Who can do it
	Members of the business with the Edit permission. One timer runs at a time for each person.
	Before you start
	The job is open.

	On the job's page, under Timer, choose Start timer.
	When you finish, check Hours and Mins (the time since you started is filled in), the Hourly rate you charge, the Cost rate (what the hour costs you), the Description and Billable, then choose Stop and save time.[image: The Timer box on the job's page, running since 08:15 with 1 hour 15 minutes so far: Hours 1, Mins 15, an hourly rate of 45 pounds, a cost rate of 20 pounds, the description Fit the worktops and Billable ticked. The Hours box, the Hourly rate and Cost rate boxes and the Stop and save time button are ringed, with the step number 2 beside the hours.]Step 2. Check the hours, the hourly rate and the cost rate, then choose Stop and save time.

When it worked: You see Time saved: [hours]h [minutes]m. and the time is listed under Time, approved at once, as if you had logged it (a subcontractor's timer time waits for your approval). While a timer runs, the time list shows it as Timer running; it adds nothing to the figures until it's stopped. In the BizHub365 app, a job's page has the same Start timer and Stop timer; after Stop timer you check the hours and the rates, then choose Save time. With no signal, the start and stop are kept on the phone and uploaded when you are back online.
What can go wrong	If this happens	Do this
	You already have a timer running on [job]. Stop it first.	Open that job and stop its timer, then start this one.
	Enter the time worked: more than nothing and at most 24 hours.	Check the hours and minutes. For longer work, log each day's time separately.


Set cost rates for job time
	Goal
	Count the time logged on jobs as a cost, at what an hour of each person's time costs you.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Nothing. Leave a rate empty to keep that person's time as hours only.

	On Jobs → All jobs choose Cost rates. Type each person's rate in pounds an hour, yours and your team's as well as your subcontractors', and choose Save cost rates.[image: The Cost rates page: a table of the people in the business with their role and a Cost rate (pounds an hour) box each, the owner's set to 20, then the Save cost rates button. The first rate box and the Save cost rates button are ringed, with the step number 1 beside the rate.]Step 1. Type each person's cost rate in pounds an hour and choose Save cost rates.

When it worked: You see Cost rates saved. Time logged from now on uses them. Each new time entry keeps the rate it was logged at, so changing a rate never changes time already logged.
What can go wrong	If this happens	Do this
	Some rates need fixing.	The rate under the highlighted person isn't a number of pounds. Nothing is saved until every rate is right.


A subcontractor's time counts as a cost at their rate until their bill is on the job. When you add their bill as an expense on the job (with CIS or not), the Time section asks Is a subcontractor's bill on this job?: choose the expense under their name and choose Link their bill. Their time up to the bill's date then shows In their bill and stops counting, so the job's Costs count the bill and never the same work twice.
Approve or reject time
	Goal
	Check a subcontractor's time before it's billed.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Only approved time can be invoiced. Time you and your team log (anyone who isn't a subcontractor) is approved when it's saved; a subcontractor's time, logged on My Work or with their timer, is billable and Pending until you approve it. Time logged before this change that is still Pending stays Pending until you approve it.

	Under Time, choose Approve on the entry. To turn it down, choose Reject, give a reason if you want and choose Reject.[image: The Time table on the job's page: a timer running for the owner, six and a half hours logged by Callum Reid, marked Internal and Pending, and the owner's four and a half hours and three hours of billable time, approved when they were saved. The green Approve button on Callum Reid's entry is ringed, with the step number 1 beside it.]Step 1. Choose Approve on the time entry, or Reject.

When it worked: You see Time entry approved. or Time entry rejected. A rejected entry shows the reason. An approved entry can't be deleted until it's rejected, except time you or your team logged, which you can delete while it isn't invoiced. Invoiced time can't be changed.
Invoice the time on a job
	Goal
	Bill the hours worked.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	The job needs a customer, and the time must be billable, approved and not yet invoiced.

	Choose Invoice unbilled time beside Time and choose the Payment terms. The window warns that the invoice is emailed straight away. Choose Generate and Email Invoice.[image: The Invoice unbilled time window, saying it puts every approved, unbilled, billable time entry on the job on one new invoice, with a yellow warning that the invoice is emailed straight away to Eleanor Whitfield, and Payment terms set to Net 30 Days. The Payment terms list and the Generate and Email Invoice button are ringed, with the step number 1 beside the list.]Step 1. Choose Invoice unbilled time, pick the payment terms and choose Generate and Email Invoice.

When it worked: You see Invoice #[number] generated from unbilled time. All the approved, billable, unbilled time goes on one invoice on the job, which is created and emailed to the customer as a PDF straight away. The entries show Invoiced.
What can go wrong	If this happens	Do this
	There is no approved, unbilled billable time to invoice on this job.	Approve the time first. Entries marked Internal (not billable) are never invoiced.
	This job has no customer. Add a customer to the job before invoicing its time.	Choose Edit job, choose the Customer and save.


The customer's job page
Each job has a link you can give the customer. With no login, they see the job (its title, reference, stage, dates and site address), Visits and time (each day with a visit booked or time logged: the visit's times and the billable time logged that day, added up per day), its quotes (and can accept or decline them) and its invoices with how to pay. If they disagree with a visit or the time logged, the page asks them to contact you directly: sort it out with them as you normally would. They never see your notes, who logged the time, its descriptions or rates, internal (not billable) or rejected time, costs, the budget or the profit.
Send the customer their job page link
	Goal
	Give the customer one place to follow the job and answer your quote.
	Who can do it
	Anyone in the business who can open the job.
	Before you start
	The job needs a customer with an email address.

	Under Customer's job page on the job's page, choose Email link to customer. Or choose Copy and send the link yourself.[image: The Customer's job page card on the job's page, explaining that the customer can see the job's quotes and invoices and accept or decline a quote with no login, with the link in a box and a Copy button. The Email link to customer button is ringed, with the step number 1 beside it. The link is painted over.]Step 1. Choose Email link to customer, or Copy to share the link yourself.

When it worked: You see Portal link emailed to the customer. They get an email headed Your job portal link - [job title], from your business, with the link.
Accept or decline a quote on the job page
	Goal
	What your customer does to answer a quote.
	Who can do it
	Your customer, with the link.
	Before you start
	The quote must be on the job.

	The customer opens the link and chooses Accept Quote or Decline Quote under the quote.[image: The customer's job page for Kitchen refit: the end of Visits and time with Raise a dispute, then Quote #1 marked Awaiting Response with its lines and total, and Invoice #1. The Accept Quote and Decline Quote buttons under the quote are ringed, with the step number 1 beside Accept Quote.]Step 1. Open the link and choose Accept Quote or Decline Quote.

When it worked: The customer sees Thank you - the quote has been accepted. (or The quote has been declined.). Your business email address gets an email headed Quote #[number] was accepted by [customer] (or declined), and the job's Quotes list shows the answer and date. A quote can be answered once.
My Time
Jobs → My time lists the time you've logged on every job, with whether it's billable, invoiced and approved, and any reason it was rejected.
TipWaiting on the customer to agree a quote? Send the job page link rather than chasing by email: their answer is recorded on the quote and you're emailed when they reply. Once they agree, choose Start a job on the quote.
Part III · Money · Chapter 16
Banking and reconciliation
Upload a statement, then match each line to an invoice or a bill, or post it to the right account.
How banking works
Where to find it: Bank→Transactions to sort
Banking brings your bank's transactions into BizHub365 so you can match each one to an invoice or a bill, or post it to the right account. You bring them in by uploading the statement file you download from your online banking. Every imported line waits in Bank → Transactions to sort, under Awaiting Processing, until you deal with it. Nothing reaches your accounts until you match it, post it or confirm a bulk action, unless you have switched on automatic payment matching or a matching rule that posts by itself. The Bank menu has Transactions to sort (the Transactions page), and for members with the Edit permission Upload a statement, Auto-sort rules (Matching Rules, which sort bank lines for you) and, under More, Import history.
Upload a statement
Where to find it: Bank→Upload a statement
Upload a bank statement
	Goal
	Bring a statement's transactions into Bank → Transactions to sort.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Download the statement from your online banking as a CSV, OFX (also called QFX or Microsoft Money) or QIF file, no larger than 15MB. A PDF statement or a photo of one can't be imported.

	Open Bank → Upload a statement. Choose the file in Statement file. For a CSV file, choose your bank in Which bank is this from?, or leave it on Detect automatically. Then choose Upload And Queue Import.[image: The Upload Bank Statements page with statement-october.csv chosen in the Statement file box. The file box and the Upload And Queue Import button are ringed, with the step number 1 beside the file box.]Step 1. Choose the statement file, then choose Upload And Queue Import.
	In Which account is this statement for?, choose Select next to the bank account the statement belongs to. To add a new one, choose Create New, fill in the name and type and choose Save And Use This Account.[image: The Which account is this statement for? window, saying it is uploading statement-october.csv and listing the accounts. The 1010 Bank Current Account entry and the Create New tab are ringed, with the step number 2 beside the bank account.]Step 2. Choose Select next to the bank account, or Create New.

When it worked: You are back on Upload Bank Statements with the message Statement import queued for processing, and the upload is listed under Import History. The file is read in the background; you are emailed Statement import complete (or Statement import failed, with the reason) when it has finished, and its lines appear under Awaiting Processing. Import History shows how many lines were imported, how many were skipped because they were already imported, and which bank layout a CSV was read as.
What can go wrong	If this happens	Do this
	The import failed because the columns were not recognised.	The CSV needs a date column and an amount column (or separate money in and money out columns), with a heading row. Choose your bank in Which bank is this from?, or download the file again from your bank as OFX or QIF if it offers them.
	Fewer lines were imported than the file has.	Lines already imported into the same bank account are skipped. On Import History, choose Show the N skipped lines under the file (N is the number skipped) to see which ones and why. Lines a bank marks as declined or reverted (Revolut Business, Tide) are left out too.


Which bank is this from? knows the CSV layouts of Tide, Mettle, Starling Bank, Monzo, Revolut Business, NatWest, Barclays, Lloyds, HSBC and Santander, so their columns are read for you. Detect automatically recognises most of them from the headings. For any other bank, or if the file doesn't match the bank you chose, BizHub365 works out the columns from the headings, such as Date, Amount, Paid in, Paid out, Description, Reference and Payee, and reads dates written day first (for example 02/10/2026) or as 2 Oct 2026. An OFX or QFX file (Mettle and most UK banks offer one, sometimes called Microsoft Money format) needs no bank choice: each line carries the bank's own transaction id, which BizHub365 keeps. Uploading a statement that overlaps one you uploaded before does not duplicate lines. A line is skipped when the same bank account already has a line with the same bank transaction id, or, without one, the same date, amount and description. Identical lines are counted, so two genuine identical payments on one day in a new file both import. Import History lists the skipped lines. Statements that come only as PDF can't be imported here, and Scan with AI reads receipts and bills, not bank statements. Ask your bank for a CSV, OFX or QIF download. Bank → Import history lists each upload with its status, how many lines it imported, and any error.
Deal with each transaction
Where to find it: Bank→Transactions to sort
BizHub365 suggests a match for each line where it can. Money in is compared with your invoices: the same amount as an invoice's total, plus the customer's name or the invoice number in the bank text, makes it suggest that invoice. Money out is compared with your bills by amount. Otherwise your matching rules suggest an account. The suggestion is shown under Suggested Match. Each line shows one main button, for what BizHub365 suggests: Apply To Invoice # for a suggested invoice, Confirm Expense # for a suggested bill, Settle with payout, Settle card takings or Cash paid in for takings, otherwise Record as money in for money in and Add To Books for money out. Everything else for that line is under More actions beneath it: type another invoice number and Match To Selected Invoice, the takings buttons it didn't suggest, Record as money in, posting to an account you choose, Save As Rule and Ignore. Each choice can carry a note. If saving a line fails, its More actions stays open with what you typed. Money in is never posted straight to an income account from here: Record as money in says what it is (a customer's payment for one or more invoices, other income with its VAT, a refund from a supplier, or money that is not income), so it counts correctly in your VAT return and Income Tax figures. With the Accountant view section on, the line also has Post to an account (accountant) for your accountant.
Match a payment in to an invoice
	Goal
	Record money a customer paid against their invoice.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Bank → Transactions to sort. The line is under Awaiting Processing.

	On the payment's row, choose Apply To Invoice # with the suggested invoice number. If the suggestion is wrong or missing, open More actions, type the invoice number in the box and choose Match To Selected Invoice.[image: Banking Transactions, Awaiting Processing. On the row for ELEANOR WHITFIELD INV 1, 444 pounds in, with Invoice #1 suggested, the blue Apply To Invoice #1 button is ringed with the step number 1 beside it, and under the open More actions the invoice number box and the Match To Selected Invoice button are ringed too.]Step 1. Choose Apply To Invoice, or type the invoice number and choose Match To Selected Invoice.

When it worked: A message says the transaction was applied to an invoice payment. The payment is recorded on the invoice, which shows as paid or part paid, and the line moves to the Import History tab.
What can go wrong	If this happens	Do this
	The invoice was already marked paid by hand.	Applying the line reconciles it to the payment already on the invoice instead of recording a second one.


Record a payment in as money in
	Goal
	Record money that arrived in the bank: split it across invoices, keep it to match later, record it as other income, or say it is not income.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Bank → Transactions to sort. The line is under Awaiting Processing.

	On the payment's row, choose Record as money in. When the line has another suggestion (an invoice, or takings), Record as money in is under More actions.[image: Transactions to sort, with the ELEANOR WHITFIELD payment in waiting. Its main button is Apply To Invoice #1; under its open More actions, below the invoice matching box, the Record as money in button is ringed, with the step number 1 beside it.]Step 1. On the payment's row, choose Record as money in.
	The Record as money in form opens with the date, amount, reference and bank account from the bank line. Say what the money is and fill in that part, as in Record money in, then choose Record money in.

When it worked: The page says the money in was recorded and shows its page, with the bank line under How it arrived. The line moves to the Import History tab.
What can go wrong	If this happens	Do this
	The page says the bank line has already been added to your books.	Someone has dealt with it meanwhile. Find it under Money in, or on the Import History tab.


A payment out with a suggested bill has Confirm Expense # instead. Confirming it marks an unpaid bill paid from this bank account; if the bill was already paid, the line is simply matched to it.
Post a payment out to an account
	Goal
	Record money out that isn't a bill, such as bank charges, a transfer or drawings.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know which account the money belongs to. Open Bank → Transactions to sort.

	On the line's row, choose the account in the list (an account suggested by a matching rule is already chosen), add a note if you want one, and choose Add To Books.[image: Banking Transactions, Awaiting Processing. On the row for NORTHERN OFFICE SUPPLIES, 18.99 pounds out, suggested by the rule Office supplies, the account list showing 5000 - Operating Expenses, the Note box and the Add To Books button are ringed, with the step number 1 beside the account list.]Step 1. Choose the account, add a note if you like, then choose Add To Books.

When it worked: A message says the line was added to your books. The line moves to the Import History tab, marked Added to your books.
What can go wrong	If this happens	Do this
	You leave the list at Use default account.	It is posted to 5000 Operating Expenses. Choose an account instead if you know where it belongs.
	The line isn't a real transaction, or you have recorded it some other way.	Choose Ignore. It moves to the Import History tab as Ignored and nothing is posted.


Posting a single line is not listed under Recent bulk actions, so it can't be undone from there. If the post fails, the page says why and keeps your note, invoice number and account so you can try again.
Takings in the bank: card payouts and cash
Where to find it: Bank→Transactions to sort
If you record your till's daily takings, your takings are your sales: they were counted as income on the day you took them. Card takings wait in Card takings to come (account 1020) and cash in Cash on Hand. When the card company's payout or the cash you pay in reaches your bank, the bank line only moves that money to your bank account. It is not more income, so don't record it as money in. On a payment in, Settle card takings settles a card company's payout against your card takings, and Cash paid in records cash you took and paid into the bank. They show on money in when you have card takings still to come, or takings recorded. A line whose text names a card company (SumUp, Zettle, Square, Dojo, Teya, Stripe, PayPal, Worldpay and others) is suggested for Settle card takings, and a cash deposit, or a payment in of exactly a recent day's cash to bank, for Cash paid in: the suggestion shows under Suggested Match and the button is green.
	Action	What goes in your books
	Settle card takings	The payout goes into your bank account and comes off Card takings to come. What the card company kept (the card takings you chose less the payout) is recorded as an expense for card fees: category Bank charges (finance charges for Income Tax), exempt from VAT, paid from Card takings to come. Together, Card takings to come goes down by exactly the card takings you chose.
	Cash paid in	The amount moves from Cash on Hand to your bank account. Nothing else: it has no VAT and is not income.


Settle a card payout against takings
	Goal
	Record a card company's payout into your bank without counting your card takings twice, and record its card fees.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Record the days' takings first (Money in → Takings), then open Bank → Transactions to sort. The payout is under Awaiting Processing.

	On the payout's row, choose Settle card takings.[image: Transactions to sort, with the SUMUP PAYOUT 04OCT payment in of 157.28 pounds waiting, suggested as a card payout from SumUp to settle against card takings. On its row, under the warning This looks like card takings you already recorded, the blue Settle card takings button is ringed, with the step number 1 beside it.]Step 1. On the payout's row, choose Settle card takings.
	Under Which days does it cover?, tick each day of card takings the payout is for (the days just before it are ticked for you) and check each amount: change it when the payout covers only part of a day. Check the Card fees under Totals, then choose Settle payment.[image: The Settle card takings page for the 157.28 pound SumUp payout. The table of card takings still to come is ringed: the demo day, Sunday 4 October 2026 on the Front till, taken by card 160 pounds, none settled, 160 pounds still to come, ticked, with 160.00 in its amount box. The Totals are ringed too: card takings chosen 160 pounds, paid into your bank 157.28 pounds and card fees 2.72 pounds, and so is the blue Settle payment button. The step number 2 is beside the table.]Step 2. Tick the days the payout covers, check each amount and the card fees, then choose Settle payment.

When it worked: A message says the card payout was settled against your card takings, and the card fees were recorded as an expense. The line moves to the Import History tab, marked Settled against card takings, and the card takings to come go down on the Takings page.
What can go wrong	If this happens	Do this
	There is no Settle card takings button.	You have no card takings still to come: record the days' takings first. Or the line is money out, or already dealt with.
	There is a problem says the days chosen are less than the payout.	The card takings you chose must add up to at least the payout. Tick more days, or show older days with Show older days with card takings still to come.
	The payout covers half of a day; the rest comes in a later payout.	Type the part this payout covers in that day's amount. The rest of the day stays to come and is offered for the next payout.


Bank cash you took
	Goal
	Record cash from your takings paid into the bank as a move from Cash on Hand, not more income.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Bank → Transactions to sort. The cash deposit is under Awaiting Processing.

	On the deposit's row, choose Cash paid in.[image: Transactions to sort, with the CASH DEPOSIT HIGH ST payment in of 86.50 pounds waiting, suggested as cash paid in, the cash to bank of 4 October. On its row, under the warning to record it as cash paid in, the blue Cash paid in button is ringed, with the step number 1 beside it.]Step 1. On the deposit's row, choose Cash paid in.
	Check the amount and, under Your takings, the day whose cash to bank it is, then choose Record cash paid in.[image: The Bank cash you took page for the 86.50 pound CASH DEPOSIT HIGH ST. Under Your takings, the line saying this is the cash to bank from the takings of Sunday 4 October 2026, cash to bank 86.50 pounds, is ringed, and so is the blue Record cash paid in button below. The step number 2 is beside Your takings.]Step 2. Check the day whose cash to bank it is, then choose Record cash paid in.

When it worked: A message says the amount was recorded as cash paid in, moved from Cash on Hand to the bank. The line moves to the Import History tab, marked Cash paid in from takings.
What can go wrong	If this happens	Do this
	No day's cash to bank is the same as the deposit.	That is fine when you paid in several days' cash together, or kept some back for the float. Record it anyway.


To undo either, open the Import History tab, find the line and choose Undo, then confirm. The entries are reversed, the card fees expense is removed, the card takings are to come again and the line goes back to Awaiting Processing. A settlement whose card fees are in a VAT return that has been locked or sent to HMRC can't be undone. While a day's card takings are settled, the day can't be deleted, and its card takings can't be changed to less than what has been settled; the card fees expense is removed only by undoing the settlement, not from the Expenses list.
CautionIf a payment in looks like card takings, or comes in on or within a few days after a day with takings, its row says This looks like card takings you already recorded; settle it against takings instead. (or, for a cash deposit, to record it as cash paid in). Record as money in then shows the same warning with Settle card takings and Cash paid in, and records the money as income only if you tick This is not takings I already recorded. The same tick is needed to post it to an income account in the Accountant view. Money that is not income, or a customer's payment matched in full to invoices, needs no tick.
A payment in of the amount of a payout from a payout report you imported, dated near its payout date, shows the payout under Suggested Match and a green Settle with payout button. Choosing it settles the line with that payout: against your card takings when the sales are in your takings (with the fees from the report), or from Card takings to come when the sales were recorded from the report. Its row warns This looks like a payout from a payout report you imported; settle it with that payout instead, or its sales are counted twice.
Bulk actions: check first, undo afterwards
Where to find it: Bank→Transactions to sort
Auto-sort, the blue button at the top of Awaiting Processing, is the quickest way through: it sorts every line that has a suggestion, each with its own suggestion. A payment out with a suggested bill pays that bill, a payment in with a suggested invoice is recorded against that invoice, and any other line with a matching rule's category is posted to that account, exactly as the three buttons below would. Lines with no suggestion are left for you. Like the other buttons, it shows you everything first, and one Undo reverses the whole run. When nothing has a suggestion, the button is greyed out and says why.
Sort every line that has a suggestion
	Goal
	Post all the lines BizHub365 or your matching rules have a suggestion for, in one go.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Bank → Transactions to sort. The button shows how many lines have a suggestion.

	Choose Auto-sort.[image: The top of the Awaiting Processing list on Transactions to sort. The blue Auto-sort button, with the number of lines that have a suggestion and the note that it sorts every line with a suggestion, is ringed, with the step number 1 beside it.]Step 1. Choose Auto-sort.
	Check What will happen and what happens to each line, then choose Sort these transactions, or Cancel and go back.[image: The page Check before posting: Auto-sort, listing how many transactions will be sorted, the total and the accounts they post to. The What will happen heading and the Sort these transactions button are ringed, with the step number 2 beside the heading.]Step 2. Check what will happen, then choose Sort these transactions.

When it worked: A message says how many transactions were sorted, and the run is listed as Auto-sort under Recent bulk actions, ready to undo. Payments in to an income account are on the Money in page as other income, and payments in that look like card takings you already recorded are left for you to settle against your takings.
Under More ways to sort, just below Auto-sort, four more buttons deal with many lines at once: Match all expenses, Match all invoices, Apply suggested categories and Add all to books, with a link to Auto-sort rules. Choose More ways to sort to show them. Each shows how many lines it covers, and none of them posts straight away: each first opens a page that shows how many lines will be posted, the total, the bank account, which accounts they post to, what happens to each line, and any line left for you with the reason. Add all to books posts every line that has no suggested match. Money in is recorded as money in to match to an invoice later (it waits on the To match tab of Money in); money out goes to 5000 Operating Expenses. It runs in the background, and the page shows its progress and a summary when it has finished. If you record takings, it leaves out payments in that name a card company, and any line a matching rule suggests settling against card takings: settle those against your takings instead. Apply suggested categories posts each line to the account its matching rule chose. A payment in whose suggested account is an income account is not posted straight to income: it is recorded as money in (Other income on that account, as sales for Income Tax, at the standard rate of VAT if you are VAT registered and outside the scope of VAT if not), so it shows on the Money in page and counts once in your VAT return and Income Tax figures. Change it from its Money in page if the VAT or the Income Tax choice is different. If you record takings, a payment in that looks like card takings you already recorded is left for you, and the check page and the message after posting say how many: settle those against your takings instead. A payment in whose suggested account is an expense account is recorded as a Refund from a supplier on that account (category other expenses, with no VAT given back, because the bank line doesn't say what was bought): it counts exactly as posting it to the expense account did, and is never treated as takings. The check page says so; if the refund included VAT, open it from the Money in page, choose Change and pick the expense it refunds or the VAT. A matching rule set to post automatically does the same. Payments out, and payments in to other accounts (such as a loan), are posted as before. If the waiting lines change before you confirm (for example you post one in another tab), nothing is posted and the page shows you the new list to check.
Post every line a matching rule has categorised
	Goal
	Post all the lines your matching rules have suggested an account for, in one go.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Bank → Transactions to sort. The button shows how many lines have a suggested category.

	Choose More ways to sort, then Apply suggested categories.[image: Transactions to sort with More ways to sort open under the blue Auto-sort (2) button: Match all expenses, Match all invoices (1), Apply suggested categories (1), Add all to books and Auto-sort rules. Apply suggested categories (1) is ringed, with the step number 1 beside it.]Step 1. Open More ways to sort, then choose Apply suggested categories.
	Check What will happen and the list of transactions, then choose Post these transactions, or Cancel and go back.[image: The page Check before posting: Apply suggested categories. What will happen lists 1 transaction, 18.99 pounds, all money out, from 1010 Bank Current Account to 5000 Operating Expenses. The What will happen heading and the Post these transactions (1) button are ringed, with the step number 2 beside the heading.]Step 2. Check what will happen, then choose Post these transactions.

When it worked: A message says how many transactions were posted using their suggested category (payments in to an income account are on the Money in page as other income), and the action is listed under Recent bulk actions on Bank → Transactions to sort, ready to undo. Undo removes that money in again.
Undo a bulk action
	Goal
	Reverse what a bulk action posted and put the lines back to deal with again.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Find the action under Recent bulk actions on Bank → Transactions to sort. Actions from the last 30 days that still have something to undo are listed, up to five.

	Choose Undo next to the action.[image: Recent bulk actions on Transactions to sort, listing Apply suggested categories, 5 Oct 2026, 09:30: 1 transaction. Its Undo button is ringed, with the step number 1 beside it.]Step 1. Choose Undo next to the action.
	Read What Undo will do and the list, then choose the red Undo button, or Cancel and go back.[image: The page Undo: Apply suggested categories. What Undo will do says 1 transaction of 42.60 pounds goes back to Awaiting Processing and its posting is reversed. The heading and the red Undo 1 transaction button are ringed, with the step number 2 beside the heading.]Step 2. Check what Undo will do, then choose Undo.

When it worked: A message says the transactions are back in Awaiting Processing and what was posted for them has been reversed.
What can go wrong	If this happens	Do this
	A line says it can't be undone.	Undo leaves a line alone when changing it would change something locked: a payment or bill in a VAT return that has been locked or submitted to HMRC, a record you have locked, money in since matched to an invoice, or a line changed since. The reason is shown next to it.


Undo reverses exactly what was posted for each line, and puts it back with the suggestion it had before:
	a posting is reversed with an equal and opposite entry dated today, so your balances go back to what they were and the original stays in your audit trail;
	a payment recorded against an invoice is removed, and the invoice's paid status is worked out again;
	a bill that was marked paid is marked unpaid again;
	money in waiting to be matched is reversed and removed.

Matching rules
Where to find it: Bank→Auto-sort rules
A matching rule recognises a line that comes up again and again, such as rent, the phone bill, software or a loan repayment, and suggests the account to post it to. Rules are checked in priority order (lowest number first), and only for lines with no invoice or bill match. A rule matches when the line's description, reference or payee contains the text you give (capitals don't matter), the direction fits, and the amount is within any minimum and maximum you set. Save As Rule on a line starts a new rule with its text and direction filled in. The list shows each rule's account, whether it posts by itself or only suggests, how many times it has been applied, and Edit, Pause (or Resume) and Delete. Deleting a rule doesn't change anything already posted. Under What the rule does, a rule can instead suggest settling it against card takings, for a card company's payouts whose name BizHub365 doesn't recognise by itself (for example your bank's own card service). Matching lines are suggested for Settle card takings. Such a rule is for money in only, never posts by itself (you choose the days each time) and has no target account; the list shows Settle against card takings. Save As Rule on a payout from a card company starts a rule like this.
Create a matching rule
	Goal
	Have BizHub365 suggest the right account for a regular transaction.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know a word or name that always appears in the bank text for it, and the account it belongs to.

	Open Bank → Auto-sort rules and choose New Matching Rule.[image: The Matching Rules page with one rule, Office supplies, matching NORTHERN OFFICE to 5000 Operating Expenses, Suggest only, Active. The New Matching Rule button is ringed, with the step number 1 beside it.]Step 1. Choose New Matching Rule.
	Type a Rule Name and the text in Transaction description/counterparty contains, choose the Direction and the Target Account. Add a minimum or maximum amount if you need one.[image: The Create Matching Rule form. Rule Name Phone bill, Direction Money out, contains EE LIMITED and Target Account 5000 - Operating Expenses are ringed, with the step number 2 beside the name. Between them, What the rule does is set to Post the transaction to the target account below.]Step 2. Name the rule, type the text to look for, and choose the direction and account.
	Leave the box to post straight away unticked unless you trust the rule completely, then choose Create Rule.[image: The bottom of the Create Matching Rule form. The unticked box to post matching transactions straight away and the Create Rule button are ringed, with the step number 3 beside the box.]Step 3. Leave the post-straight-away box unticked, then choose Create Rule.

When it worked: A message says the matching rule was created and, if it applied to lines waiting now, how many. Those lines show the rule's account under Suggested Match, ready to post one at a time or with Apply suggested categories.
What can go wrong	If this happens	Do this
	A page called Check what this rule will do opens.	The rule would affect lines already waiting, or posts by itself. It lists each line and what will happen. Confirm, choose Change the rule to go back to the form, or Cancel.


Pause or change a matching rule
	Goal
	Stop a rule suggesting or posting for a while, or change what it does.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Bank → Auto-sort rules.

	On the rule's row, choose Pause. To change the rule instead, choose Edit, change it on the same form as a new rule, and save.[image: The Matching Rules list with the Office supplies rule, which suggests 5000 Operating Expenses for lines containing NORTHERN OFFICE and is Active. Its Edit and Pause buttons are ringed, with the step number 1 beside Pause.]Step 1. Choose Pause on the rule's row, or Edit to change it.

When it worked: You see Matching rule '[name]' paused. and the rule shows Paused. Resume switches it back on; if it would then post or categorise lines already waiting, a page lists them first for you to confirm.
CautionA rule that posts straight away posts matching lines as they are imported, with nobody checking them. Money in to an income account is recorded as money in (other income), so it shows on the Money in page, and money in that looks like card takings you already recorded or a payout from a payout report is left waiting with the rule's suggestion, so the same sales are never counted twice. Everything it posts is listed under Recent bulk actions and can be undone: what it posts when you save or resume it shows as Matching rule posted automatically, and undoing that also stops the rule posting by itself; what it posts later, as statements are imported, shows as Posted automatically.
Automatic payment matching
Where to find it: Bank→Transactions to sort
When a payment in has exactly the amount of one invoice and that invoice's number in the bank text, BizHub365 can record the payment against the invoice by itself, with nobody checking it. It is off unless you switch it on. It applies when lines are next checked, for example as a statement is imported; lines already waiting are not checked again when you switch it on.
Switch on automatic payment matching
	Goal
	Have exact payments recorded against their invoices without checking each one.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Only do this if your customers pay with the invoice number as the reference.

	On Bank → Transactions to sort, switch on Automatic payment matching. It saves as soon as you switch it.[image: Transactions to sort with the Automatic payment matching switch, which is off, and its label explaining that a transaction whose amount and invoice reference both match is posted as a payment automatically. The switch and label are ringed, with the step number 1 beside the switch.]Step 1. Switch on Automatic payment matching.

When it worked: The page reloads with the message Automatic payment matching turned on. Switch it off the same way.
TipReconcile weekly rather than at quarter-end. Awaiting Processing is much quicker to clear when it stays short.
Bank connections
Where to find it: Bank→Connect your bank
Where to find it: Bank→More→Bank connections
NoteBank feeds are being switched on gradually. If there is no Connect your bank in your Bank menu, bring your transactions in by uploading a CSV, OFX or QIF statement file, as described above.
A bank feed brings your business bank account's transactions into BizHub365 automatically with Open Banking. The connection is provided by Fena, which is authorised by the Financial Conduct Authority to provide account information services: with your consent Fena reads your account details, balances and transactions and passes them to BizHub365 for your bank feed. It is read only: nothing can move money or make payments. Connect your bank starts with your bank: the most used banks are shown with their logos, Search for your bank finds any of them by name, and Show all banks lists the rest. Choose yours. Under the banks a short paragraph says what you're agreeing to: BizHub365 reads your account names, balances and transactions for 90 days through Fena Labs Ltd, an FCA-authorised provider (firm reference 934835), and you can disconnect at any time. More about how this works opens the full explanation: what is read, who provides it, why, for how long and how to stop. Nothing is read until you tick that you agree and choose Continue to your bank. You sign in to your own bank to approve access for Fena; neither BizHub365 nor Fena sees your bank sign-in details. When you come back, if your bank hasn't confirmed yet the page says so and has Check again. Then choose, for each account you shared, which bank account in your books its transactions go to (an existing one, a new one, or none). New transactions arrive under Bank → Transactions to sort a few times a day, ready to match and post like an uploaded statement. Only booked transactions are brought in, never pending ones. A line you already uploaded from a statement for the same day and amount is not brought in twice, and nothing is added to your books unless you switched on automatic posting. Bank → Bank connections lists your bank feeds: each account's status, the bank account in your books it feeds, its latest balance, when it last synced and how long the consent runs, with Sync now to fetch new transactions straight away and Connect a bank to add another.
UK rules ask you to confirm every 90 days that you still want your bank read. From 30 days before, each feed on Bank connections has Re-confirm: tick that you still agree and choose Re-confirm, with no need to sign in to your bank again. We email the person who connected the bank 7 days before. If the 90 days pass, the feed stops and shows Connect again, which takes you through your bank again and carries on into the same bank accounts in your books. Disconnect stops the feed straight away and asks Fena to stop access, for every account in the same consent. Transactions already imported stay in BizHub365. You can also withdraw access through your bank. Connecting, re-confirming and disconnecting need the Edit permission.
You can do all of this in the BizHub365 app as well: tap Bank connections at the top of the Bank tab. Connect a bank shows the same page as the website, in the same order: your bank with its logo, the short explanation, More about how this works, the tick and Continue to your bank. Your bank's page opens inside the app; when you have approved, it brings you back to the app, which finishes the connection and asks which bank account in your books each account goes to. If your bank hasn't confirmed yet, tap Check again. Connections made in the app and on the website are the same: you can re-confirm or disconnect a feed in either.
Connect your bank for a bank feed
	Goal
	Have your business bank transactions arrive in BizHub365 automatically instead of uploading statements.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have your online banking sign-in to hand. Open Bank → Connect your bank; if it isn't in your menu, bank feeds aren't available to you yet.

	Under Choose your bank, choose your bank's tile. If it isn't shown, type its name in Search for your bank or choose Show all banks.
	Read the short paragraph under the banks (open More about how this works for the full explanation), tick that you agree, and choose Continue to your bank.
	Sign in to your bank and approve access for Fena. Your bank sends you back to BizHub365. If it hasn't confirmed yet, choose Check again.
	For each account, choose the bank account in your books its transactions go to (or create one, or choose not to feed it), then choose Save and start the feed.

When it worked: The message Your bank feed is set up appears, the account shows Syncing with its balance, and its transactions are under Bank → Transactions to sort.
What can go wrong	If this happens	Do this
	You want to connect from the app.	On the Bank tab tap Bank connections, then Connect a bank. Tap your bank (type its name in Search for your bank, or tap Show all banks, if it isn't shown), read the short paragraph, tick that you agree and tap Continue to your bank. Approve at your bank; you come back to the app, which asks which bank account each account goes to. Choose one, A new bank account or Not now, and tap Save.
	The app says the bank connection has expired or doesn't match.	The link back from your bank works once, for an hour, and only for the person who started it. Tap Start again.
	Your bank didn't confirm the connection, or nothing was connected.	You declined at your bank or the link timed out. Start again from Connect your bank.
	A feed says Problem reading from your bank.	It is tried again a few times a day. If it says to connect your bank again, choose Disconnect and connect it again.
	A feed says Stopped: consent ended.	The 90 days passed without re-confirming. Choose Connect again and approve at your bank; the feed carries on into the same bank account.
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Reports, ledger, and annual accounts
Every invoice, payment, and expense is already in the books. Reports read that ledger, so you do not re-key figures.
Standard reports
Where to find it: Tax→Reports
Every invoice, payment, expense and bank line you record is posted to the ledger, and the reports read the ledger, so you never re-key figures. The Tax menu has Reports and For your accountant, next to Your tax and VAT returns when they apply to you (see HMRC Making Tax Digital). The Reports page starts with Your reports, the four most owners need: Profit and Loss, Sales by Customer, Expense by Category and Aged Debtors (who owes you). Every other report, and the Annual Accounts, are below under For your accountant, the pack your accountant or bookkeeper works from; For your accountant in the menu jumps straight there. Ledger accounts and Journal entries are in the Accountant view menu, which appears when the Accountant view section is on (accountants always see it), with Accountant reports, a link to the same pack.
Run a report
	Goal
	See a report, such as Profit and Loss, for the dates you want.
	Who can do it
	Everyone in the business who can view.
	Before you start
	Nothing.

	Open Tax → Reports and choose View on the report.[image: The Reports page. Under Your reports, a table of the four owner reports, starting with Profit and Loss; For your accountant follows below. The View button on the Profit and Loss row is ringed, with the step number 1 beside it.]Step 1. Open Tax, then Reports, and choose View on the report.
	Choose the dates (see below). For Profit and Loss you can also choose what to Compare with. Choose Run.[image: The Profit and Loss report with From set to 6 April 2026, To set to 5 October 2026 and Compare with set to The same period last year. The From, To and Compare with boxes and the Run button are ringed, with the step number 2 beside From.]Step 2. Choose the dates, and for Profit and Loss what to compare with, then choose Run.
	On Profit and Loss, choose an account name to see the invoices, credit notes, expenses and ledger lines behind its figure. On the aged reports, choose a customer or supplier to see their unpaid documents.[image: The Expenses table on the Profit and Loss report, listing Operating Expenses at 90 pounds with the total below it. The Operating Expenses account name is ringed, with the step number 3 beside it.]Step 3. Choose an account to see the records behind its figure.

When it worked: The report shows the figures for your dates. Back returns to the list of reports.
Choosing dates
Each report shows only the date boxes it uses, with a line underneath saying what they do:
	['From and To: the report covers everything dated from the first day to the last, including both days. Profit and Loss, Cash Flow and the sales and expense reports use these.', 'As of: the report shows the position at the end of that day, for example what customers still owed you then. Balance Sheet, Trial Balance and the aged debtors and creditors reports use this.', 'Job profitability covers all dates, so it has no dates to choose, and its page and PDF say All dates.', 'When you first open a report, the dates cover the last year up to today.']

How a report page reads
Most reports are laid out for a business owner rather than an accountant, top to bottom:
	At a glance: two to four big figures in plain English, such as how much profit you made or how much customers owe you, each with a one-line explanation.
	In pictures: one or two simple charts. Each chart lists its figures in words underneath, so nothing is shown only as a picture.
	What this means: a few sentences that state what the figures show. They describe the numbers; they do not give advice.
	The figures: short tables with plain headings, amounts in pounds and a total. Minus figures show a minus sign in red.
	Show all the figures: open it for the full, detailed table, the same figures as the CSV download.

Trial Balance, Fixed Asset Depreciation, Audit Journal Log, Full Accounts, CT600 and CS01 keep their fixed accountant or filing layout: a single table on screen, and the same table (or the official form) in the PDF.
Profit and Loss
Profit and Loss lists your income, any cost of sales, and your expenses, one line for each ledger account. Each record is counted under the account its ledger entry went to, so the lines add up exactly to the totals at the top. Cost of sales only appears when you have an expense account marked as cost of sales, and then the report also shows your gross profit. In Compare with, The period before is the same length of time just before your dates (whole months when your dates are whole months, so March is compared with February), and The same period last year is a year earlier. The report then shows the other period's figure and the Difference, this period minus the other one.
Aged debtors and aged creditors
Aged Debtors shows one row for each customer who owes you money on the As of date, split into columns by how late it is: Current (not due yet), 1 to 30 days, 31 to 60 days, 61 to 90 days and over 90 days, with a total. Aged Creditors works the same way for the suppliers you owe. An invoice is overdue once its due date has passed: on its due date it is still current, and the next day it is 1 day overdue. The invoice list uses the same rule.
Download a report as a PDF or CSV
	Goal
	Keep a copy, print it or send it to your accountant.
	Who can do it
	Everyone in the business who can view.
	Before you start
	Run the report for the dates you want.

	Choose Download PDF for a PDF laid out like the page (A4 portrait, with page numbers, the date it was made and all the figures at the back), or Download CSV for the detailed table in a spreadsheet. Profit and Loss also has Download CSV by account, and the aged reports Download CSV by customer or by supplier.[image: The top of the Profit and Loss report with three buttons: Download PDF, Download CSV and Download CSV by account. Download PDF and the two CSV buttons are ringed, with the step number 1 beside Download PDF.]Step 1. Choose Download PDF, or a Download CSV button.

When it worked: The file downloads. A report with more than 500 rows is prepared in the background instead (see below).
NoteA long PDF takes time to build. When a report or list export (invoices, payments, expenses, customers, the audit log and so on) has more than 500 rows (100 quotes, as each quote has its own page), BizHub365 prepares the PDF in the background instead of making you wait. A page tells you it is being prepared and shows a Download button when it is ready, and we email you a link, so you can carry on working. The file is kept for 24 hours. In the mobile app you get the email. If the PDF cannot be prepared, the page and the email offer the CSV for the same report and filters instead. A very large export (over 20,000 rows) is too big for one PDF: download the CSV, or choose a shorter period. The CSV always downloads straight away.
	Report	Use it for
	Profit and Loss	Income, cost of sales and expenses for a period, by account, compared with another period if you like.
	Balance Sheet	What you own and owe on a date.
	Cash Flow	Money in and out, not just invoices raised.
	Trial Balance	A list of every ledger account and its balance, to check the books balance.
	Aged Debtors / Aged Creditors	Each customer who owes you, and each supplier you owe, by how late the money is.
	VAT Return Summary	The VAT due for a period. Listed only for VAT-registered businesses.
	Sales by Customer	Where revenue is concentrated.
	Expense by Category	Where money is going.
	Job Profitability	Invoiced, costs and profit so far for each job, the same figures as each job's page.
	KPI Dashboard	A one-page management snapshot.
	Customer Concentration Risk	Over-reliance on a handful of customers.
	Quote Conversion	How many quotes become invoices.
	Director Loan / Dividend	Directors' balances and distributions.
	Fixed Asset Depreciation	The fixed asset register in report form.
	Corporation Tax Estimate	A planning figure from the ledger, including associated-company banding.
	CIS Return	Monthly CIS300 figures for suppliers marked as CIS subcontractors. Payments exclude VAT. A bill paid in parts counts in the month of each payment, its gross, materials and CIS deducted split in proportion to what each payment paid.
	Audit Journal Log	Every journal entry, for an audit trail.
	Full Accounts / CT600 / Confirmation Statement (CS01)	Statutory and corporation-tax working papers. Listed only for a limited company (Ltd, PLC or CIC).


NoteThe tax and statutory reports (VAT Return Summary, Corporation Tax Estimate, CIS Return, Full Accounts, CT600 and CS01) and the Annual Accounts page carry a label saying the figures are estimated from your records and should be checked before you submit, and that BizHub365 is software, not tax advice.
The ledger
Where to find it: Accountant view→Ledger accounts
Ledger Accounts is your chart of accounts. Choose an account's code or name to see every posting to it between two dates, with a running balance; choose a journal number to find that entry in Journal Entries. To add an account, fill in Add New Ledger Account on the same page (Code, Name, Type, System Tag and Parent) and choose Create Account. Accounts can't be edited or deleted there. Ledger Accounts and Journal Entries are the Accountant view section, which is off when a business starts. An administrator can switch it on in Business Settings → Sections. An accountant or bookkeeper you invite with the Accountant role always sees them under Accountant view. Your reports stay on whether the Accountant view is on or off.
Where to find it: Accountant view→Journal entries
Journal Entries lists every entry in the ledger, including the ones BizHub365 posts for you when you record invoices, payments, expenses and bank lines. Post your own when something has no record of its own, such as opening balances or a correction.
Post a journal entry
	Goal
	Make an adjustment that no invoice, payment or expense records.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Know the accounts and amounts. The debits must equal the credits; if you're unsure, ask your accountant.

	Open Accountant view → Journal entries and choose New Journal Entry.[image: The Journal Entries list with the entries BizHub365 posted for the demo invoices, payment and expenses, each with its date, debit, credit and a Delete button. The New Journal Entry button is ringed, with the step number 1 beside it.]Step 1. Open Accountant view, then Journal entries, and choose New Journal Entry.
	Check the Entry Date and type a Reference and Description. On each line choose the Account, and type a description, a Job if it belongs to one, and either a Debit or a Credit. Add Line adds a line; the totals underneath must match. Choose Create Entry.[image: The Create Journal Entry form with the reference ADJ-001, the description Correct a miscoded fuel receipt and a first line debiting 48 pounds to 5000 Operating Expenses, above the prior year adjustment boxes and the running totals. The Entry Date box, the lines table and the Add Line button are ringed, with the step number 2 beside the date.]Step 2. Fill in the date, reference and description, then the lines (Add Line for each one), and choose Create Entry at the bottom.

When it worked: You see Journal entry #[number] created. and it's listed under Journal Entries.
What can go wrong	If this happens	Do this
	Journal is unbalanced. Total debit must equal total credit.	Make the debits and credits add up to the same; the lines stay on the form so you can correct them.
	A message about retained earnings	Posting straight to retained earnings is only allowed as a prior year adjustment: choose the FINAL period being adjusted and give a reason.


If a save fails, the form shows what went wrong and keeps the lines you typed, so you can correct them and save again. Journal entries are never deleted. To undo a manual journal, choose Reverse on Journal entries: an opposite entry dated today is posted and the original stays in the ledger. If the journal posted a bank transaction, that transaction is open to post again. Reverse is not offered for a journal posted automatically from an invoice, expense, payment or other record (change or delete that record instead, and its journal is corrected for you), for one already reversed, or for one dated in a period whose annual accounts are FINAL (post a correcting journal in the current period instead).
CautionEntries posted automatically from an invoice, expense, payment or other record can't be reversed here; correct the source record instead. Entries dated in a FINAL period also can't be reversed; post a correcting journal in the current period.
Post missing journals
Every invoice, payment, expense, expense payment and money in has its own entry in the ledger. If entries were ever removed outside BizHub365, those records are left with nothing in your accounts. Post missing journals on Journal entries lists how many records of each kind have no journal and, when you choose Post missing journals on that page, posts each one exactly as when it was saved, on the record's own date. Nothing already in your accounts is posted again. A record dated in a closed period, one whose VAT return is locked, submitted or finalised or whose annual accounts are final, has its entry dated on the first open day after that period instead, so a period you have filed never changes. The record itself keeps its own date. Before you post, the page lists those records under Journals dated on the first open day, with each record's date and the date its entry will have. It needs the Edit permission and the Accountant view.
Post missing journals
	Goal
	Put records that have no entry in your accounts back into the ledger.
	Who can do it
	Members of the business with the Edit permission, with the Accountant view on.
	Before you start
	Open Accountant view → Journal entries.

	Choose Post missing journals at the top of Journal entries.[image: The Journal Entries list. The Post missing journals button, beside New Journal Entry, is ringed, with the step number 1 beside it.]Step 1. Choose Post missing journals on Journal entries.
	Check how many invoices, payments, expenses, expense payments and other records have no journal, and which are dated in a closed period and will be posted on the first open day after it. Then choose the Post button.[image: The Post missing journals page with a table of records with no journal: invoices, credit notes, payments received on invoices, money in, expenses, expense payments and fixed asset purchases and disposals, each with its count (in the demo, 1 credit note, 2 money in and 1 fixed asset). The table is ringed, with the step number 2 beside it.]Step 2. Check what has no journal; the Post button is under the table when anything is missing.

When it worked: A message says what was posted, and the page says nothing is missing.
What can go wrong	If this happens	Do this
	The page says nothing is missing.	Every record already has its journal; there is nothing to do.


NoteMembers with view-only access can open reports, the ledger and journals, but do not see the buttons that change them: Create Account, New Journal Entry, Reverse, Mark as FINAL and Acknowledge. Recalibrate permanently on Annual accounts is shown only to members who can manage billing, because it changes a check for every future period.
Annual accounts
Where to find it: Tax→Reports→Annual Accounts
Annual Accounts builds a statutory-style unaudited accounts pack as a PDF from your ledger: a cover page, officers, the directors' report, the profit and loss account, the balance sheet and the notes, with a detailed profit and loss account that doesn't form part of the accounts. It is for UK companies (Ltd, PLC or CIC); for other businesses the page says so. On the balance sheet, fixed assets are shown at cost less depreciation so far (their net book value), and current assets are your bank, debtors and other short-term balances only. The tangible assets note breaks the fixed assets down by category. Profit and loss includes the depreciation for the year, not the cost of assets you bought. The period is your accounting period, worked out from your accounting reference date if you have set one (otherwise the last year). Until the period has ended, the page offers Download Management Accounts (figures to date) instead.
	Open Tax → Reports and choose View on Annual Accounts (Statutory Accounts Pack).
	Choose the period start and end and select Update: the items to review below refresh for that period.
	Work through Items to review. BLOCKING items, and ANOMALY items you haven't acknowledged, must be resolved before the PDF can be downloaded. Where the pack asks, confirm notes such as the going concern note and the directors' advances note.
	Choose Fix this beside any item that needs attention. It opens the relevant page (the company register, expenses, invoices, payroll or the ledger account), and Annual Accounts sub-pages keep the period you were viewing.
	Review the directors’ report and notes. Confirm items such as directors’ advances when the pack asks.
	Choose Download PDF for the period shown. It is a draft management copy while the period is still open, and each page says DRAFT until the period is marked FINAL.
	When the figures are the ones you will file, choose Mark as FINAL. That freezes the period's figures for next year's comparative column.

Two BLOCKING items open their own repair pages from Fix this. When reserves moved by an amount that isn't explained by the period's profit or dividends, Repost Reserve Movement lists the entries posted straight to retained earnings: for each, choose the Correct destination (Cash / Bank if the money was received, Called up share capital not paid if it was not) and choose Repost. Disclosing such an entry doesn't resolve it. When the previous period's FINAL figures no longer match the ledger, the prior year adjustment page records the adjustment with your reason; you see Prior year adjustment recorded.
The CT600 report fills the HMRC boxes it can compute from the ledger and leaves the gaps blank rather than guessing. The Confirmation Statement (CS01) worksheet is built from the company register.
NoteThese packs support filing: they don't replace professional advice, and BizHub365 doesn't submit accounts, a CT600 or a confirmation statement to HMRC or Companies House for you.
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Payroll
Run UK PAYE in BizHub365, produce payslips, and send FPS and EPS to HMRC through RTI.
Where to find it: Payroll→Payroll Overview
The Payroll menu has Employees, Payroll Overview and Timesheets, then Pay Runs, FPS Submissions and EPS Submissions, and Payroll Settings. Payroll is a section you can switch off in Business Settings → Sections. Payroll needs the payroll add-on on your subscription: £10 a month covers up to 5 employees, then £2 a month for each employee after the fifth. Without it there is no Payroll menu and no payroll step in Get set up; people who manage billing see Add payroll in the menu bar instead (see The payroll add-on). Adding an employee, an employee leaving or being taken back on updates the number of employees billed. Employee names, NI numbers, and tax codes are encrypted.
NoteWho can do what: members with view-only access can open payroll but not change it. Adding or changing employees, pay runs and payslips, finalising a pay period, sending an FPS or EPS and marking HMRC payments need edit access. Payroll settings, which hold the Government Gateway credentials, can be opened and changed only by members who can manage users (administrators, managers and accountants). Business Staff Members and subcontractors do not see payroll, apart from submitting and withdrawing their own timesheets.
Before the first pay run
Set up your PAYE scheme
	Goal
	Give BizHub365 the details it needs to run payroll and send it to HMRC.
	Who can do it
	A member who can manage users (an administrator, manager or accountant).
	Before you start
	Have your employer PAYE reference and Accounts Office reference (on your P30B or online PAYE account) and your employer's Government Gateway user ID and password.

	Open Payroll → Payroll Settings. Type the Employer PAYE Reference (such as 123/AB456) and Accounts Office Reference, and the employer name if HMRC has it differently. Tick your Pay Frequencies, and switch on Small Employers' Relief, Apprenticeship Levy or We claim Employment Allowance if they apply.[image: The Payroll Settings page, PAYE Scheme Identifiers card, with the Employer PAYE Reference 123/AB456 and the Accounts Office Reference filled in, above the pay frequencies. The two reference boxes are ringed, with the step number 1 beside the PAYE reference.]Step 1. Open Payroll, then Payroll Settings, and type your Employer PAYE Reference and Accounts Office Reference.
	Under Government Gateway Credentials, type the Gateway User ID and Gateway Password, then choose Save Settings.[image: The Government Gateway Credentials card on Payroll Settings, explaining that FPS and EPS are sent with your employer Gateway login, with the Gateway User ID filled in and a note that a password is set. The User ID and Password boxes are ringed, with the step number 2 beside the User ID.]Step 2. Type your Government Gateway User ID and password, then choose Save Settings.

When it worked: You see Payroll settings saved successfully. and the Payroll Overview says Payroll is set up. The password is stored encrypted; leave the box blank later to keep it.
FPS and EPS go straight to HMRC with your employer's Government Gateway login, not through the Making Tax Digital connection used for VAT and Income Tax. Payroll counts as set up only when all four are saved: the PAYE reference, the Accounts Office reference, the Gateway user ID and the Gateway password. The Payroll Overview and the setup checklist on your dashboard use the same rule. Until then, the Payroll Overview lists what is still needed, and creating or sending an FPS or EPS takes you to Payroll Settings with a message naming the missing details, for example Before you create an FPS, add your Accounts Office reference and Government Gateway password in Payroll settings.
Switch on We claim Employment Allowance if your business claims Employment Allowance, which reduces your employer National Insurance each tax year up to HMRC's annual limit. A company whose only paid employee is a director cannot claim it. When it is on, new EPS forms start with Yes, claim it, and BizHub365's employer National Insurance checks allow for it.
Add an employee
	Goal
	Set someone up to be paid through payroll.
	Who can do it
	A business member with edit access to payroll.
	Before you start
	Have their name, date of birth, NI number, tax code, start date and, if they're joining from another job, their P45.

	Open Payroll → Payroll Overview and choose Add Employee (or Add First Employee on Employees). Work through the five steps with Next: Personal (name, gender, date of birth, contact details and address), Tax & NI (NI number, payroll ID, tax code, NI category, week 1 / month 1), Employment (start date, starter declaration, director, P45 pay and tax to date, student loan), Pension (auto-enrolment) and Payment (payment method and bank details). Choose Save Employee.[image: Step 1 of 5 of Add Employee, Personal, with the first name Daniel, the last name Okafor, gender Male and date of birth 21 July 1994, above the Login Account and Home Address cards. The First Name, Last Name, Gender and Date of Birth boxes are ringed, with the step number 1 beside the first name.]Step 1. Open Payroll, then Payroll Overview, and choose Add Employee. Fill in each step, then choose Save Employee.

When it worked: You see Employee [name] added successfully. If the employee has an email address, they're emailed Welcome to [business] Payroll, and each time their record is saved, Your Employee Record Has Been Updated.
	Student loan choices are Plan 1, Plan 2, Plan 4 (Scottish), Plan 5 (deductions start from April 2026) and Postgraduate Loan. Loan deductions are whole pounds, rounded down.
	NI category letters follow HMRC's list, including the Freeport (F, I, L, S) and Investment Zone (N, E, D, K) letters.
	Director NI is supported for employees marked as directors.
	Tax is worked out cumulatively from the employee's earlier payslips in the tax year, unless their tax code is on a week 1 / month 1 basis. For a new starter, enter the pay and tax from their P45: BizHub365 uses them to work out tax in the tax year they joined, but the year-to-date totals on payslips and the FPS cover your employment only.
	Open an employee from Payroll → Employees (View) to change their details, including name and title, address, phone, starter declaration, P45 figures, pension and payment details, then choose Save Changes. Bank details are shown masked; leave the boxes empty to keep them, type new ones to replace them, or tick Remove the sort code and account number.
	Pension contributions are deducted only for Opt-In, Voluntary Joining, Automatic Enrolment and Re-enrolment statuses; Not enrolled and Opt-Out take no contributions.

Leavers, P45 and P60
When someone leaves, set their Leave Date on their record and save. Once that date has passed, the record shows Download P45 and Email P45 to Leaver. A leaver is not offered for a pay run whose period starts after their leave date; someone leaving during the period stays in that run for their final pay. For each tax year they have payslips in, the record shows P60 and Email P60 to Employee. The emails go to the employee's address with the PDF attached. Employees can't be deleted.
When you add an employee you can also tick Postgraduate loan (as well as any student loan plan) and, for a director, enter the Director start date.
Pension status is one of Not enrolled, Opt-Out, Opt-In, Voluntary Joining, Automatic Enrolment or Re-enrolment. Not enrolled and Opt-Out take no pension contributions; the other statuses deduct the employee and employer percentages. The Pension box on the employee's page shows the status and whether contributions are deducted. If it says Enrolled (status not recorded), the status was lost by an earlier version of the page: choose the real status and save.
Turn off the Active switch to stop offering someone for new pay runs. A leave date that has passed makes them a Leaver; otherwise an employee switched off is shown as Inactive. The Employees list shows current employees; choose Show leavers and inactive to see everyone.
The welcome and update emails an employee receives show only the last characters of their NI number, sort code and account number.
The Employees, FPS submissions and EPS submissions pages always have a button at the top to add one: Add employee, Create FPS and Create EPS, even when the list already has entries.
Is payroll set up, and what is still in draft?
The Payroll Overview answers two separate questions, each with its next step. Payroll is not set up yet means your PAYE reference, Accounts Office reference or Government Gateway sign-in is missing: choose Set up payroll. Payroll is set up, with no employees yet means you still need to add an employee. Draft pay runs not finished means a pay run was started but not finalised, so nobody has been paid through it and nothing has gone to HMRC: choose the link to finish the oldest one.
Run payroll
Run payroll is the one place to start or continue a pay run. It guides you from dates and employees through pay, finalising, and the FPS. On Pay Runs, Continue reopens a pay run that is not yet submitted and Details shows its breakdown.
Run payroll and send the FPS
	Goal
	Pay your employees and tell HMRC.
	Who can do it
	A business member with edit access to payroll.
	Before you start
	Set up your PAYE scheme and add your employees. Have each person's pay for the period.

	Open Payroll → Payroll Overview or Pay Runs and choose Run payroll. Choose the Frequency, Period Start, Period End and Payment Date, then Continue to Employees.[image: Step 1 of Run payroll, Set Up: the Start Pay Run card with Frequency Monthly, Period Start 6 September 2026, Period End 5 October 2026 and Payment Date 30 September 2026. The four boxes are ringed, with the step number 1 beside Frequency.]Step 1. Open Payroll, then Run payroll. Choose the frequency and dates, then Continue to Employees.
	Tick each employee you're paying and type their Basic pay and any Overtime. Choose Save Pay Details: PAYE, NI, loans and pension are worked out. Unticking someone removes their payslip from the pay run.[image: The Employees and Pay card of a pay run: Priya Sharma ticked, with basic pay of 2,250 pounds and her PAYE and employee NI worked out automatically. Her tick box and the Save Pay Details button are ringed, with the step number 2 beside the tick box.]Step 2. Tick each employee being paid, type their basic pay and overtime, and choose Save Pay Details.
	Check the Review totals and choose Finalise Pay Run. Then choose a Late Submission Reason if you're sending it late, and Build FPS Draft.[image: The Review table for the pay run, showing Priya Sharma's gross pay of 2,250 pounds, PAYE, employee NI and net pay of 1,900.32 pounds, beside the Finalise and Submit card. The Finalise Pay Run button is ringed, with the step number 3 beside it.]Step 3. Check the Review totals, then choose Finalise Pay Run.

When it worked: You see Pay run finalised. and then FPS draft created. The wages, employer NI and pension are posted to your books, dated the payment date, with net pay treated as paid from the bank. A finalised pay run and its payslips are locked. Send the FPS as below.
The pay run page (Details on Pay runs) has two buttons at the top. Finalise pay run appears while the pay run is a draft with at least one payslip. Finalising locks the pay run's figures so you can create its FPS. Download payslips appears once the pay run has payslips and saves them all as PDFs in one ZIP file. While a pay run is a draft, Add Payslip on its page adds a payslip to it: choose the Employee and choose Add Payslip.
To send the FPS, tick the declaration that you have checked the figures, choose how to confirm it's you (an emailed code, an authenticator app code, a passkey or approving in the BizHub365 app), and choose Submit to HMRC, then OK. Like every HMRC send this needs the declaration and confirmation (see HMRC Making Tax Digital). FPS and EPS are sent to HMRC in the background. After you choose Submit to HMRC, the status shows Sending to HMRC while HMRC checks it, which can take a few minutes. You can leave the page; refresh it to see Submitted with HMRC's receipt, or the reason HMRC gave if it did not accept it. You cannot send the same FPS or EPS again while it is being sent, and you can only create an FPS for a finalised pay run that has not been submitted. When the FPS has been accepted, each employee with an email address is emailed Your payslip from [business] with their payslip attached. You can also download any payslip with PDF on the pay run's details page.
Bonus, commission, statutory pay (SSP, SMP, SPP, SAP, ShPP and parental bereavement pay), hourly pay and other deductions aren't in Run payroll: open the payslip with View on the pay run's details page, fill them in and choose Save Payslip before you finalise.
Non-Taxable / Non-NIC Payment, under Not taxed on the payslip, is for money you pay through payroll that has no tax or National Insurance, such as approved mileage or expenses you repay. It is not part of gross pay and doesn't change PAYE or NI, but it is added to net pay, shown on the payslip PDF under Not taxed, posted to your books with the wages, and reported to HMRC on the FPS as a payment not subject to tax or NICs. Pay runs finalised before this was added keep the net pay they had.
Tax months and tax weeks
Pay runs are labelled with HMRC's tax month or tax week, for example Tax month 9 (6 Dec to 5 Jan). HMRC tax months run from the 6th to the 5th: tax month 1 is 6 April to 5 May. The month comes from the pay date, so a pay date from 6 December to 5 January is tax month 9, and a pay date from 1 to 5 December is tax month 8. Tax weeks run in 7-day blocks from 6 April. This is the number HMRC expects on the FPS.
Timesheets
Employees whose login is linked to their payroll record (Link to BizHub365 login) can send you the hours they worked each day from My Timesheets.
Approve timesheets
	Goal
	Check hours before they're paid.
	Who can do it
	A business member with edit access to payroll.
	Before you start
	An employee has submitted hours.

	Open Payroll → Timesheets and choose Approve on each entry, or Reject, give a reason if you want, and Reject Entry.[image: The Timesheets page with one pending entry: Priya Sharma, 7.5 hours yesterday, with the note Stocktake and van loading. The Approve button on the entry is ringed, with the step number 1 beside it.]Step 1. Open Payroll, then Timesheets, and choose Approve or Reject on each entry.

When it worked: You see Timesheet entry approved. When you open that employee's payslip in a pay run covering the date, with the pay type set to Hourly Rate, the approved hours fill in Hours Worked. Run payroll itself doesn't use timesheets.
Employer Payment Summary (EPS)
Send an EPS
	Goal
	Tell HMRC about a month with no pay, statutory pay you're reclaiming, CIS deductions suffered or the Apprenticeship Levy.
	Who can do it
	A business member with edit access to payroll.
	Before you start
	Know the tax month and the amounts. An EPS is due by the 19th of the following month.

	Open Payroll → EPS Submissions (or Submit EPS on the overview). Choose the Tax Year and Tax Month, tick No employees were paid this period if so, and fill in any statutory payments recovered, CIS Deductions Suffered and Apprenticeship Levy Due. Under Employment Allowance, choose Yes, claim it on the first EPS of a tax year you claim for, No, stop claiming if you claimed earlier in the year and no longer can, or Don't include to leave it out. At the end of the year, tick Final EPS for this tax year. Choose Build EPS Draft.[image: The Create Employer Payment Summary form: Tax Year, Tax Month, the tick box No employees were paid this period, and boxes for statutory payments recovered, CIS deductions suffered and the Apprenticeship Levy. The Tax Year and Tax Month lists and the No employees were paid tick box are ringed, with the step number 1 beside the tax year.]Step 1. Open Payroll, then EPS Submissions, choose the tax year and month, and fill in what you are reporting.

When it worked: You see EPS draft created. Review and submit when ready. Send it from its page the same way as an FPS. The EPS page shows the Employment Allowance choice it sends. If an amount or the tax month isn't valid, the form stays filled in and a message names the box to correct.
HMRC payments
The Payroll Overview's HMRC Payment card shows what you owe for the latest pay run and when it's due (the 22nd of the month after, or the 19th if you pay by post). All HMRC payments (also HMRC Payments under Payroll in the menu) lists each tax month of finalised pay runs with the amount due; choose Mark as paid, type the payment date (and a reference and notes if you want) and choose Confirm to record that you've paid it, or Unmark as paid to undo it. Paying HMRC itself is done outside BizHub365. Pay runs are grouped by the tax month of their pay date, the same tax month the pay run shows. For example, a pay run for 1 to 31 December paid on 5 December counts towards tax month 8 (6 Nov to 5 Dec), so its PAYE is due by 22 December.
ImportantFPS and EPS are live submissions to HMRC once you are connected to production. Review the figures on screen before you send. Like every HMRC send, they need the declaration and a confirmation (see Sending to HMRC in the HMRC Making Tax Digital chapter).
The pay run, payslip, FPS and HMRC payments pages carry a label saying the tax and NI figures are estimated from your records and should be checked before you submit, and that BizHub365 is software, not tax advice.
TipRun a dry calculation on the first month with a known payslip from your previous system sitting next to you.
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HMRC Making Tax Digital
BizHub365 supports Making Tax Digital submissions for VAT and for Income Tax (UK and foreign property). Connect once, then file VAT and ITSA from the same books.
Where to find it: Tax→HMRC Hub
The HMRC Hub is where you connect BizHub365 to HMRC and keep the references HMRC needs. From it you open VAT (returns, liabilities, payments, penalties and the information HMRC holds) and Income Tax (your deadlines, updates, the tax calculation and the final declaration, and property returns). The Tax menu has Your tax (the Tax page, see The Tax page), VAT returns when you are VAT registered and, under More, HMRC Hub. The Income Tax pages (Income Tax updates, UK and foreign property) are linked from the Tax page and the HMRC Hub. Tabs along the top of each HMRC page move between them: the VAT pages show the VAT tabs with a Go to Income Tax link, the Income Tax pages show the Income Tax tabs with a Go to VAT link, and the Hub shows both.
	The VAT tabs are shown to VAT-registered businesses. If your business has no VAT number, the VAT returns, VAT services and the VAT return summary report are hidden and can't be opened; add your VAT number on the Hub if you have registered for VAT.
	The Income Tax tabs are shown to sole traders, freelancers and partnerships, and need a plan that includes Income Tax. Other businesses see that they are not required to use Making Tax Digital for Income Tax at this time.
	Staff members and subcontractors don't see the Tax menu and can't open these pages.
	Tax (HMRC) is a section you can switch off in Business Settings → Sections. The Tax menu then keeps only Reports and For your accountant.

The Tax page
Where to find it: Tax→Your tax
The Tax page shows the next thing you need to send to HMRC, the figures for it, and one Send to HMRC button. Your tax in the Tax menu and Your tax on the HMRC Status card on Business overview open it. It appears when the Tax section is on and you are a sole trader, freelancer or partnership (Income Tax), VAT registered, or both. Nothing is sent from the Tax page, and opening it does not contact HMRC: it reads the deadlines BizHub365 last fetched from HMRC and works the figures out from your records.
	Next deadline: the Income Tax quarterly update, the Income Tax final declaration or the VAT return that is due first, with its period, its due date and how many days are left. One that is late is marked Overdue.
	The figures: for a quarterly update, the same figures the Check figures page shows and the update sends (totals for the tax year so far, in plain words). For a VAT return, the boxes saved on the return; the VAT return page works them out again from your records when you open it. The final declaration has no figures here: it confirms HMRC's tax calculation for the year, which you check on the Income Tax updates page.
	Send to HMRC opens the page where you check and send it: Check figures for a quarterly update, the VAT return for VAT, and the Income Tax updates page for the final declaration. That page shows exactly what will be sent and asks you to tick the declaration and confirm before anything goes to HMRC. Only members who can edit see the button.
	After that lists the next few deadlines, each linked to its details.
	CIS taken this year, if you are a CIS subcontractor (see CIS on invoices to contractors): the CIS your contractors took off your invoices this tax year, from the CIS you recorded with their payments. BizHub365 can't read HMRC's own record of your CIS deductions yet, so check it against your contractors' monthly CIS statements and your HMRC online account before your final declaration.
	Year end to do, for Income Tax: from 6 April until 31 January, while the yearly summary for the tax year that has just ended has not been sent. Start the year end opens the year end (see Year end).
	More about your tax links to Income Tax updates (with your Income Tax deadlines, every quarterly update, the annual summary, the tax calculation and the final declaration), Year end (for Income Tax), VAT returns, HMRC connection (the HMRC Hub) and Reports.

Send your next update to HMRC from the Tax page
	Goal
	See what is due next, check its figures and send it.
	Who can do it
	Members of the business with the Edit permission. Members who can only view see the page without the Send button.
	Before you start
	Connect to HMRC (see Connect your business to HMRC). Record the income and expenses for the period first.

	Open Tax → Your tax. Check the deadline and the figures, then choose Send to HMRC.[image: The Tax page for Dales Joinery: Next deadline, The figures and Send to HMRC. The blue Send to HMRC button is ringed, with the step number 1 beside it.]Step 1. Check the next deadline and its figures, then choose Send to HMRC.
	On the page that opens, check every figure, tick the declaration, confirm with the emailed code if asked, and choose the send button (for a quarterly update, Send quarterly update).

When it worked: HMRC receives the update or return and BizHub365 shows a message saying it was sent. The next time you open the Tax page after BizHub365 has fetched your deadlines again, the next one is shown.
What can go wrong	If this happens	Do this
	The page says Connect to HMRC first.	BizHub365 is not connected to HMRC for this business. Choose Connect to HMRC and follow Connect your business to HMRC.
	The page says Nothing due but you expect a deadline.	BizHub365 shows the deadlines it last fetched from HMRC. Open Income Tax updates, which fetches them again, or VAT returns and choose Sync VAT.
	Instead of figures, the page says you can't send the update yet.	HMRC only takes an update once its period has ended, and only for tax years from 2025 to 2026. The message gives the reason.


Year end
Where to find it: Tax→Your tax
After the tax year ends on 5 April, sole traders and partnerships send HMRC a yearly summary before the final declaration (due 31 January). The year end takes you through it in four short steps, each with one plain question, and works out the figures from your answers and your records. Open it from Start the year end or Year end on the Tax page. It offers the tax year that has just ended and the current one; your answers are saved for each tax year, and Tax to set aside on Home uses this year's answers. Nothing is sent until you tick the declaration and choose Send yearly summary or Send end of year adjustments on the last step. They are two separate sends, each with its own declaration.
	Big purchases: the year's expenses in Capital assets (equipment) or linked to a fixed asset, and any other expense of £1,000 or more, asking whether each is equipment you'll keep for years, a car, or an everyday cost, whether you bought it new or second-hand, and how much of it is for the business. On the cash basis equipment is already an allowable expense, so only a private part is added back. With traditional accounting equipment gets the Annual Investment Allowance (100% of the cost, up to £1,000,000 a year). Anything over that limit gets a 40% first-year allowance if it is new and you bought it on or after 1 January 2026 (not second-hand, never a car), and what is left gets the main rate writing-down allowance. The Annual Investment Allowance is used first on things that can't get the 40% allowance, so you get the most relief. A car never gets either and is never an expense: it gets a writing-down allowance each year (main rate for CO2 up to 50 g/km, 6% above that) or, for a new zero emission car bought by 5 April 2027, 100% in the first year. The main rate is 18% for 2025-26 and 14% from 6 April 2026. A car whose mileage you claim at HMRC mileage rates gets no allowance: the mileage rate covers it. Only purchases made in the year are worked out; allowances still due on things bought in earlier years are not.
	Private use: the part of car or van running costs, phone and internet, home costs or one other kind of cost that is for the business. The private part of what you spent is added back to your profit. Vehicles on HMRC mileage rates have no running costs to claim, so the page says there is nothing to take off.
	Home and premises: HMRC's flat rates. Working from home: the number of months you worked 25 to 50 hours at home (£10 a month), 51 to 100 hours (£18) or 101 hours or more (£26), an allowable expense. Living at your business premises, such as a bed and breakfast: the months with 1 person (£350 a month), 2 people (£500) or 3 or more (£650) living there, added back as private use.
	Check and send: every year end figure, whether it lowers or raises your profit, and how it reaches HMRC. Capital allowances are Sent in the yearly summary. Private use, the flat rates and big purchases counted as everyday expenses never go in your quarterly updates or the yearly summary: they are Sent as end of year adjustments. The 40% first-year allowance has no place in HMRC's yearly summary for 2025-26, so for that year it is marked Not sent: include it on your return with a warning; from 2026-27 it is sent in the yearly summary. Below are exactly what each send contains and its declaration.
	Send end of year adjustments (once the tax year has ended): BizHub365 asks HMRC for its end of year summary of your business, checks it, then sends the adjustments against it. Each private part is added back as not allowable under the HMRC heading its costs are reported in (car, van and travel; phone, stationery and other office costs; rent, rates, power and insurance; and so on), living at your premises under rent, rates, power and insurance, and the working from home flat rate as an allowable cost there. If HMRC can't take them yet (for example a quarterly update is still due, or HMRC is still preparing the summary) the page says why, and nothing is changed. If you change an answer after sending, send them again: HMRC makes a new summary.

Do your year end and send the yearly summary
	Goal
	Claim allowances on big purchases, work out private use and the flat rates, and send the yearly summary to HMRC.
	Who can do it
	Members of the business with the Edit permission. Members who can only view see the answers but can't change them or send.
	Before you start
	Record the year's income and expenses and send your quarterly updates. Connect to HMRC (see Connect your business to HMRC).

	Open Tax → Your tax and, under Year end to do, choose Start the year end.[image: The Tax page for Dales Joinery. Under Year end to do, which says the yearly summary for the tax year 2025-26 has not been sent yet and the final declaration is due 31 January 2027, the blue Start the year end button is ringed, with the step number 1 beside it.]Step 1. Under Year end to do, choose Start the year end.
	Under Big purchases, say what each purchase is and how much of it is for the business, then choose Save and continue.[image: The Big purchases step of the year end for 2025-26. A table lists the table saw and the laptop with their cost, a What is it? list, a Business use box, a New or second-hand list and the car questions. The blue Save and continue button under the table is ringed, with the step number 2 beside it.]Step 2. Say what each big purchase is and how much is for the business, then choose Save and continue.
	Under Private use, put the business part of anything you also use yourself (leave it empty if it is all for the business), then choose Save and continue.[image: The Private use step of the year end. A table lists car or van running costs, phone and internet and home costs with what was spent this year, a Business use box and the private part added back. The blue Save and continue button is ringed, with the step number 3 beside it.]Step 3. Put the business part of anything you also use yourself, then choose Save and continue.
	Under Working from home and Living at your business premises, put the months in each row, then choose Save and continue.[image: The Home and premises step of the year end, with the months for each band of hours worked at home and for each number of people living at the business premises, and the totals. The blue Save and continue button at the bottom is ringed, with the step number 4 beside it.]Step 4. Put the months working from home and living at your premises, then choose Save and continue.
	On Check and send, check the figures and what will be sent, tick the declaration, confirm with the emailed code if asked, and choose Send yearly summary.[image: The Check and send step of the year end: what will be sent to HMRC, the declaration tick box and the confirmation choices. The blue Send yearly summary button is ringed, with the step number 5 beside it.]Step 5. Check the figures, tick the declaration and choose Send yearly summary.
	If you have private use, flat rates or big purchases counted as everyday expenses, under Send end of year adjustments check the adjustments, tick that declaration, confirm with the emailed code if asked, and choose Send end of year adjustments.[image: The Send end of year adjustments part of the Check and send step: the working from home flat rate to be sent as an allowable cost under rent, rates, power and insurance, its own declaration tick box and the confirmation choices. The blue Send end of year adjustments button is ringed, with the step number 6 beside it.]Step 6. Check the end of year adjustments, tick their declaration and choose Send end of year adjustments.

When it worked: HMRC receives the yearly summary with your capital allowances and, separately, your end of year adjustments; the page says when each was sent, and Year end to do leaves the Tax page. Then ask HMRC for your tax calculation and make your final declaration on the Income Tax updates page.
What can go wrong	If this happens	Do this
	A big purchase you made is not listed.	Only expenses dated in the tax year are listed (on the cash basis, by the date paid). Add it as an expense in Capital assets (equipment) first.
	The page warns that big purchases are counted as everyday expenses.	With traditional accounting, change their category to Capital assets (equipment) on the Expenses page and send your last quarterly update again, so they are not counted twice. On the cash basis a car is never an expense: ask your accountant how to take it out of your quarterly figures.
	Instead of the Send button, the page says you can't send yet.	The message gives the reason: the tax year has not ended, BizHub365 is not connected to HMRC, or your records can't be matched to one of your HMRC income sources (send it from Income Tax updates instead).
	HMRC refuses the end of year adjustments.	The message says why in plain words, and nothing is changed at HMRC. Usually a quarterly update for the year is still due (send it, then try again) or HMRC is still preparing its summary (try again in a few minutes). If HMRC holds your expenses as one total, ask your accountant to send the adjustments.


Reminders before each deadline
BizHub365 emails your business's administrators (the members with every permission, as on the Team page) 14 days, 7 days and 1 day before each deadline on the Tax page: each Income Tax quarterly update, the Income Tax final declaration and each VAT return. The email names the deadline, the period and the due date, and links to the Tax page. Nothing is sent to HMRC from the email. Each reminder is sent once. When a deadline has been met (HMRC shows the update as received, or the VAT return has been sent) the reminders for it stop. The reminders use the deadlines BizHub365 last fetched from HMRC, so open Income Tax updates or VAT returns now and then to keep them up to date.
	No reminders are sent when the Tax section is switched off, when the subscription has ended, or when reminders are turned off in Business Settings.
	Staff members, accountants and subcontractors are not sent the reminders.
	Each administrator signed in to the BizHub365 app also gets a short notification on their phone with each reminder email, for example VAT return due in 7 days (period ending 30 Sep). Tapping it opens the app's Tax tab. Each person can turn their notifications off with Phone notifications for tax deadlines (see Notifications); unticking Email reminders before tax deadlines in Business Settings stops both the emails and the notifications.

Turn the deadline reminders off or on
	Goal
	Stop, or start again, the emails before each tax deadline.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Nothing.

	Open Settings → Business and tax setup and go to Tax, VAT & Other Settings.
	Untick Email reminders before tax deadlines to stop them, or tick it to have them again, then save the page.

When it worked: The setting applies to everyone in the business. With the box unticked no reminder emails or phone notifications are sent; the Tax page and the dashboard still show what is due.
What can go wrong	If this happens	Do this
	You expected a reminder but none came.	Check the box is ticked, that the Tax section is on, and that the deadline shows on the Tax page. Reminders go to administrators only, and only for deadlines BizHub365 has fetched from HMRC.


Connect to HMRC
Connect your business to HMRC
	Goal
	Give BizHub365 access to your VAT and Income Tax records at HMRC, so it can fetch what is due and send your returns.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Have your VAT registration number (VRN) if you're VAT registered, your National Insurance number if you file Income Tax, and your HMRC sign-in details.

	Open Tax → HMRC Hub. Under Business details, fill in your VAT Registration Number (VRN) and, for Income Tax, your National Insurance Number and Default tax year. Choose Save details.[image: The Business details form on the HMRC Hub. The VAT Registration Number box with GB123456789, the National Insurance Number box with QQ123456C, the Default tax year box with 2026-27 and the Save details button are ringed, with the step number 1 beside the VAT number box.]Step 1. Fill in your VAT number and, for Income Tax, your National Insurance number and default tax year, then choose Save details.
	Choose Connect to HMRC, sign in to HMRC and grant BizHub365 access.[image: The top of the HMRC Hub. The HMRC connection banner says Not connected, and its Connect to HMRC button on the right is ringed, with the step number 2 beside it.]Step 2. Choose Connect to HMRC and sign in to HMRC.

When it worked: You see Successfully connected HMRC for [business name]. and the HMRC connection banner says Connected, with HMRC Production or HMRC Sandbox beside it.
What can go wrong	If this happens	Do this
	NINO appears invalid. It should look like AA123456A.	Type your National Insurance number as two letters, six numbers and a letter, then choose Save details again.
	HMRC authorization was cancelled or failed.	The HMRC sign-in didn't finish. Go back to the HMRC Hub and choose Connect to HMRC again.


	Only people who can edit the business can change the VRN, NINO and default tax year in Business details. Others see the details but no Save details button.
	BizHub365 asks HMRC for access to VAT and Self Assessment, and to PAYE as well when payroll is set up. The access is stored encrypted.
	Disconnect on the HMRC connection banner removes the connection. BizHub365 can then no longer fetch what is due or send returns until you connect again.
	HMRC lets software act for your business for 18 months from the day you connect; using it in between does not extend that. 30 days before the end, BizHub365 emails the person who connected (or the business email address) and the HMRC Status card on Business overview shows the date. Connect again from the HMRC Hub before then and a new 18 months starts. If the 18 months run out, the Hub removes the connection and shows Connect to HMRC again: connect again the same way.
	Settings → Connect & Integrations has a Setup HMRC Hub (or Manage HMRC Hub) button that opens the Hub.

VAT returns
Where to find it: Tax→VAT returns
Your VAT returns come from HMRC: BizHub365 fetches the VAT returns HMRC expects for the last 12 months and creates one return for each period. An open return's figures are worked out from your invoices, payments and expenses every time you open it, using the VAT basis you chose (accrual or cash). You then finalise the return, which locks those records, and submit it to HMRC. Money you receive without an invoice counts too, on the date it came in, on either basis: each line's VAT goes in Box 1 and its value before VAT in Box 6 (standard, reduced, zero-rated and exempt sales). Tips and money outside the scope of VAT add nothing, and nor does money that is not income, such as your own money paid in or a loan. A refund from a supplier reduces Boxes 4 and 7 instead. Bank transactions you categorise straight to an income account are counted as standard-rated sales on the date of the bank line: one sixth of the amount is VAT in Box 1 and the rest goes in Box 6. On the cash basis, money from a customer that is not yet matched to an invoice counts as a standard-rated sale in the period it came in, so you can always send the return. When you match it to an invoice later, the figures follow the invoice. If the period it came in has already been submitted, the difference between the invoice's VAT and the VAT already reported goes on your next return. On the accrual basis it is not counted: the invoice counts when you issue it.
Fetch your VAT returns from HMRC
	Goal
	Bring in the VAT periods HMRC expects a return for.
	Who can do it
	Members of the business who can open VAT Returns.
	Before you start
	Connect to HMRC and save your VAT number on the HMRC Hub.

	Open Tax → VAT returns and choose Sync VAT. (Sync VAT with HMRC on the HMRC Hub does the same.)[image: The VAT Returns page listing five returns with their periods, due dates, figures and statuses Open, Submitted and Overdue. The Sync VAT button at the top right is ringed, with the step number 1 beside it.]Step 1. Choose Sync VAT on VAT Returns.

When it worked: You see Fetched your VAT returns from HMRC. Added [number] new VAT returns. and the new returns are listed. If HMRC's periods are all in your list already, the message says nothing new was added; if HMRC has none for the last 12 months, you see HMRC has no VAT returns due for the last 12 months.
The list shows each return's period, due date, VAT due, VAT reclaimed and net VAT, and its status: Open, Finalised, not submitted, Submitted, or Overdue in red when it has not been submitted and its due date has passed. Select anywhere on a row to open that return. Because an open return is worked out when you open it, a return you have not opened yet can show 0.00. When an open return shows 0.00, the list says why: the period has not started, the period is still running, the figures have not been worked out yet, the items in the period have no VAT on them, or your connected accounting app sent 0.00.
A return lists the invoices and expenses it includes, then the VAT Return Summary, the nine HMRC VAT boxes and the VAT Due Summary. Check each box against the VAT return summary report before you finalise. A submitted return shows HMRC's response under HMRC Response Data. A return you filed outside BizHub365 shows the date HMRC received it; if HMRC gave no date, it says HMRC shows the return as submitted.
VAT Flat Rate Scheme
If you use HMRC's VAT Flat Rate Scheme, tell BizHub365 in Settings → Business and tax setup, under VAT Flat Rate Scheme (shown once your VAT number is saved): tick We use the VAT Flat Rate Scheme, choose Your trade sector (this fills in HMRC's rate for it) or type the Flat rate percentage (0 to 20, up to two decimal places), enter the day This rate applies from and choose Save Settings. Check the rate against HMRC's list, which the form links to. You're a limited cost business, and must use 16.5% whatever your sector, if what you spend on goods is less than 2% of your sales including VAT, or more than 2% but less than £1,000 a year. Choose Limited cost business in the sector list. Tick Take 1% off in our first year of VAT registration and enter the Date your VAT registration started to get HMRC's first-year discount: the rate is 1 percentage point lower until the day before the first anniversary of your registration. If your rate changes, enter the new rate and the day it applies from and choose Save Settings: days before keep the old rate, and a return that covers both days uses each rate for its own days. Your rates are listed under the fields; tick Remove on a rate entered by mistake and choose Save Settings. If you leave the scheme, keep it ticked and enter the Date you left the scheme.
	Box 1 is your flat rate times your turnover including VAT for the period: every sale, including zero-rated and exempt sales, money received without an invoice and bank lines categorised to income. Tips and money that is not income are left out. Your VAT basis (accrual or cash) still decides which sales are in the period.
	Box 4 is 0, because you don't reclaim VAT on purchases on the scheme, except the VAT on a single capital asset costing £2,000 or more including VAT (an expense in the Capital assets category, or one linked to an asset on your fixed asset register).
	Box 6 is the same turnover including VAT. Box 7 is your purchases before VAT, as before.
	The return shows Flat Rate Scheme at your rate, with the turnover and flat rate VAT for each rate used in the period.
	For Income Tax, your sales count at their amount including VAT less the flat rate VAT, and your expenses count at their amount including VAT, because you don't reclaim it (a capital asset whose VAT you reclaim counts before VAT).
	Construction reverse charge sales are outside the flat rate: their amount goes in Box 6 with no flat rate VAT. For reverse charge purchases you pay the VAT in Box 1 and can't reclaim it in Box 4. See Construction reverse charge.

NoteYour invoices and expenses still record their VAT in the usual way, so VAT Control in your ledger does not match the flat rate VAT on your return. The difference is your flat rate surplus, which is income. When you finalise a return on the scheme, BizHub365 posts one journal that moves it from VAT Control to the Flat Rate Scheme surplus income account (created the first time it is needed), dated the last day of the return, so VAT Control then holds what the return pays. If the flat rate VAT is more than VAT Control holds, the difference is a cost on the same account. Profit and Loss counts it as income; your Income Tax figures already count your sales less the flat rate VAT, so it is not counted twice. Reopening the return reverses the journal, and finalising it again posts it once more. Don't also post the surplus by hand for returns finalised in BizHub365.
Finalise a VAT return
	Goal
	Fix the return's figures so it can be submitted.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open the return from VAT Returns and check its figures. Finalising locks the invoices, expenses and payments in it.

	Below the VAT Due Summary, choose Finalise VAT Return.[image: The lower part of an open VAT return, below the VAT Due Summary. The Finalise VAT Return button is ringed, with the step number 1 beside it.]Step 1. Check the figures, then choose Finalise VAT Return.
	In the Legal Declaration window, tick I confirm that the information in this VAT return is true and complete. and choose Confirm & Finalise.[image: The Legal Declaration window over the VAT return. The ticked box I confirm that the information in this VAT return is true and complete and the Confirm & Finalise button are ringed, with the step number 2 beside the tick box.]Step 2. Tick the declaration and choose Confirm & Finalise.

When it worked: You see VAT return finalised successfully. The return says This VAT return is finalised. and its invoices, expenses and payments are locked.
Submit a VAT return to HMRC
	Goal
	Send a finalised VAT return to HMRC.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Finalise the return first; until then the return says Please finalise the VAT return before submitting to HMRC. Read the responsibility notice above the declaration.

	Tick the declaration that you have checked the figures and are making the legal declaration to HMRC, then choose Email confirmation code. (If you have set up a passkey, an authenticator app or the BizHub365 app, first choose how you want to confirm.)[image: The submit section of a finalised VAT return, under the responsibility notice. The ticked declaration that you have checked the figures and are making the legal declaration to HMRC, and the Email confirmation code button, are ringed, with the step number 1 beside the tick box.]Step 1. Tick the declaration, then choose Email confirmation code.
	Type the 6-digit code from the email in Email confirmation code and choose Submit VAT Return to HMRC. Confirm when your browser asks.[image: The submit section of a finalised VAT return. The Email confirmation code box with a 6-digit code typed in and the green Submit VAT Return to HMRC button are ringed, with the step number 2 beside the code box.]Step 2. Type the 6-digit code from the email and choose Submit VAT Return to HMRC.

When it worked: You see VAT return submitted successfully to HMRC. and the attempt is added to the return's Submission History, with HMRC's receipt ID.
What can go wrong	If this happens	Do this
	HMRC reports this VAT return was already submitted for that period.	HMRC already has a return for this period. The attempt is kept in the Submission History.
	Totals inconsistent	The return's boxes don't add up. Reopen the return so its figures are worked out again, then finalise and submit it.
	HMRC connection environment mismatch. Reconnect HMRC.	Disconnect on the HMRC Hub, then connect again.
	A message beginning HMRC submission failed	The message gives HMRC's reason. Correct the cause and submit again; every attempt is kept in the Submission History.


Reopen VAT Return on a finalised or submitted return unlocks its invoices, expenses and payments for editing, and you see VAT return reopened. Its invoices, expenses, and payments are unlocked for editing. On a submitted return you are warned first that HMRC may reject a second submission for the period as a duplicate. Every submission attempt stays in the Submission History, before and after a reopen.
VAT liabilities and VAT payments show HMRC's amounts in pounds (for example £2,450.00) and its dates as 5 Nov 2026. VAT customer information shows the VAT registration number HMRC was asked about, and the name HMRC holds for your business.
CautionOnly reopen a submitted return if you mean to correct and resubmit it, and HMRC accepts that for the period. Otherwise correct a mistake in a later period, for example with a credit note.
VAT boxes 1 to 9, the VAT returns list, the Income Tax periodic, annual and calculation sections, and the Income Tax calculation page all carry a notice beginning “Estimated from your records”, which reminds you to check the figures before you submit and that BizHub365 is software, not tax advice. The responsibility notice and declaration on the submit screens still apply.
VAT liabilities, payments and penalties
The VAT tabs also show what HMRC holds for your VAT number. Each needs a connection to HMRC and a saved VAT number; without them you are taken back to the HMRC Hub with a message saying what to do.
	Tab	What it shows	What you choose
	Liabilities	Each VAT liability: type, original amount, outstanding amount, due date and period.	A From and To date, then Retrieve liabilities.
	Payments	Each payment HMRC received: amount and date received.	A From and To date, then Retrieve payments.
	Penalties	Late submission and late payment penalty points and penalties, and each penalty record with its charge reference.	Nothing; Financial details on a penalty record shows HMRC's details for its charge reference.
	VAT Info	The VAT customer information HMRC holds, such as your registration date.	Nothing.
	Return lookup	A VAT return you have already submitted, as HMRC holds it.	The VAT period key, then Retrieve return.


See what VAT you owe HMRC
	Goal
	Check your VAT liabilities, or the payments HMRC has received, for a date range.
	Who can do it
	Members of the business who can open VAT Returns.
	Before you start
	Connect to HMRC and save your VAT number on the HMRC Hub.

	Open the Liabilities tab (or Payments), choose the From and To dates and choose Retrieve liabilities (or Retrieve payments).[image: The VAT liabilities page. The From date box with 1 April 2026, the To date box with 4 October 2026 and the Retrieve liabilities button are ringed, with the step number 1 beside the From box.]Step 1. Choose the From and To dates and choose Retrieve liabilities.

When it worked: The Results table lists what HMRC holds for those dates, or says none were found for the date range. A message beginning HMRC error gives HMRC's reason if it couldn't answer.
Income Tax (ITSA)
Where to find it: Tax→Your tax→Income Tax updates
Sole traders, freelancers and partnerships can send quarterly updates, the annual summary and the final declaration for Making Tax Digital for Income Tax. BizHub365 supports these income sources:
	Self-employment.
	UK property.
	Foreign property.

It does not treat employment income, CIS as an income source, dividends, interest, pensions or capital gains as Income Tax sources. The Hub's Unsupported income sources panel explains that unsupported sources must be reported using other compatible software where required. BizHub365 supports Income Tax submissions for tax years 2025-26 onwards. Older deadlines still open are marked unsupported: complete them through another HMRC-approved route, then check status again.
Bring in your Income Tax sources
	Goal
	Fetch your income sources (your trade and any property businesses) from HMRC.
	Who can do it
	Members of the business who can open the HMRC Hub.
	Before you start
	Connect to HMRC and save your National Insurance number and default tax year on the HMRC Hub (see Connect your business to HMRC).

	On the HMRC Hub, in the Income Tax (ITSA) tile, choose Sync ITSA with HMRC.[image: The service tiles on the HMRC Hub. In the Income Tax (ITSA) tile, which shows Eligible for MTD ITSA, the Sync ITSA with HMRC button is ringed, with the step number 1 beside it.]Step 1. On the HMRC Hub, choose Sync ITSA with HMRC.

When it worked: You see Synced [number] ITSA income source(s) from HMRC. If HMRC has none for you, you see HMRC returned no income sources.
Check ITSA eligibility in the same tile asks HMRC whether you must use Making Tax Digital for Income Tax, and the tile shows the answer. Income Tax updates fetches your Income Tax deadlines from HMRC every time you open it and lists each one under Income Tax deadlines with its source, period, due date and status. View on a deadline, and each update, annual submission and calculation listed under History, opens its details as HMRC holds them; each of these record pages has a Download PDF button for your records. Links at the top jump to its sections: Periodic, Annual, Calculations, History and Deadlines.
Send a quarterly update
	Goal
	Send HMRC an income source's income and expenses for a quarter.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Bring in your income sources. Your invoices and expenses for the quarter should be up to date: the figures are built from them when you submit.

	Open Tax → Your tax → Income Tax updates. Under Submit periodic summary, on the income source's row, choose the Tax year and Quarter, then Check figures.[image: The Submit periodic summary table on Income Tax updates. On the self-employment row, the Tax year box with 2026-27, the Quarter box with Q1 and the Check figures button are ringed, with the step number 1 beside the Tax year box.]Step 1. On the income source's row, choose the Tax year and Quarter, then Check figures.
	Check figures before sending shows the period the update covers and every figure that will be sent. Nothing has been sent yet. If a figure is wrong, fix your records and check again.[image: The Check figures before sending page for the self-employment source, tax year 2026-27. The line Period covered, 6 April 2026 to 5 July 2026, and the table of figures with income and expenses are ringed, with the step number 2 beside the period.]Step 2. Check the period covered and every figure that will be sent.
	Under Send to HMRC, tick the declaration and choose Email confirmation code.[image: The Send to HMRC section of Check figures. The ticked declaration and the Email confirmation code button are ringed, with the step number 3 beside the declaration.]Step 3. Under Send to HMRC, tick the declaration and choose Email confirmation code.
	Type the code from the email in Email confirmation code and choose Send quarterly update.[image: The Send to HMRC section of Check figures. The Email confirmation code box with a 6-digit code and the Send quarterly update button are ringed, with the step number 4 beside the code box.]Step 4. Type the code from the email and choose Send quarterly update.

When it worked: You see Quarterly update submitted to HMRC. and the update is listed under Period summary submissions.
From the 2025 to 2026 tax year, each quarterly update covers the tax year so far: from 6 April (1 April if you use calendar quarters) to the end of the quarter you choose, as HMRC requires. If your business started during the year, it runs from your first accounting period instead. When you enter property figures yourself on the Property returns page, enter the year-to-date totals, not just the quarter. A quarterly update built from the books reports your invoices and expenses in pounds sterling. A foreign-currency invoice counts at the sterling value booked on the invoice. Expenses are sent in HMRC's own Self Assessment categories, worked out from the category you choose on each expense: for example fuel and train fares go under car, van and travel expenses, phone and stationery under office costs, and rent, rates and insurance under premises costs. A category BizHub365 does not know goes under other business expenses. Check figures shows the total for each HMRC category before you send. Client entertaining is sent but marked as not allowable, so HMRC does not set it against your profit. Equipment and other capital purchases count as expenses on the cash basis; under traditional accounting they are left out of the quarterly figures and claimed instead as annual investment allowance in the annual summary, which Check figures shows. Cars don't qualify for that allowance: ask your accountant about a car. Property income worked out from your books uses HMRC's property categories in the same way (premises costs, repairs, finance costs, professional fees, travel and other property expenses); client entertaining is left out, and loan interest goes in as residential finance costs, which HMRC allows only as a basic-rate tax credit. It also counts bank transactions you categorise straight to an income or expense account (with no invoice or expense behind them), and your payroll costs. If you are VAT registered, money in categorised straight to an income account counts without the VAT your VAT return takes from it (one sixth of the amount), so your turnover never includes VAT. Payroll costs are gross pay, employer's National Insurance and employer pension contributions, on each pay date. Journals you or your accountant post by hand, such as depreciation, are not counted. Money you receive without an invoice counts on the date it came in, on both bases: income marked as turnover goes in your turnover, and income marked as other business income is sent to HMRC as other income. If you are VAT registered the amount before VAT counts, otherwise the whole amount. Your own money paid in, loans and other money that is not income are not counted. On the cash basis, money from a customer that is not yet matched to an invoice counts as turnover in the period it came in (less one sixth for VAT if you are VAT registered). When you match it to an invoice, the payment counts on the date the money came in instead, so it is never counted twice. Under traditional accounting it is not counted until you invoice: the invoice counts when you issue it. Your invoices and expenses count towards one income source only, so they are never reported twice. If you have a self-employment source, they belong to it. If you have no self-employment source and only one property business, they belong to that property business. Enter the figures for any other property business on the Property returns page. If you have more than one self-employment source, BizHub365 cannot tell which trade each invoice belongs to and will not send a quarterly update from the books for either one.
Send the annual summary
	Goal
	Send HMRC an income source's annual figures after the tax year.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Bring in your income sources and send the quarterly updates for the year.

	On Income Tax updates, under Submit annual summary, on the income source's row, type the tax year (for example 2025-26), then choose Check figures.[image: The Submit annual summary table on Income Tax updates. On the self-employment row, the tax year box with 2025-26 and the Check figures button are ringed, with the step number 1 beside the tax year box.]Step 1. On the income source's row, type the tax year, then Check figures.
	Check figures before sending shows every figure that will be sent. Nothing has been sent yet.[image: The Check figures before sending page for the self-employment source's annual summary, tax year 2025-26. The table of figures is ringed, with the step number 2 beside it.]Step 2. Check every figure that will be sent.
	Under Send to HMRC, tick the declaration and choose Email confirmation code.[image: The Send to HMRC section of Check figures for the annual summary. The ticked declaration and the Email confirmation code button are ringed, with the step number 3 beside the declaration.]Step 3. Under Send to HMRC, tick the declaration and choose Email confirmation code.
	Type the code from the email and choose Send annual summary.[image: The Send to HMRC section of Check figures for the annual summary. The Email confirmation code box with a 6-digit code and the Send annual summary button are ringed, with the step number 4 beside the code box.]Step 4. Type the code from the email and choose Send annual summary.

When it worked: You see Annual submission sent to HMRC. and the submission is listed under Annual submissions.
Make the final declaration
	Goal
	Ask HMRC to calculate your tax for the year, then confirm the figures with the final declaration.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Send the quarterly updates and annual summaries for the tax year.

	On Income Tax updates, under Trigger a tax calculation, type the tax year and choose Trigger. Note the calculation ID in the message; it is also listed under Recent calculations, where you can open the calculation.[image: The Tax calculations & final declaration section. Under Trigger a tax calculation, a box says the request goes to HMRC in the name of Dales Joinery (HMRC demo) and, as this is a demo business, that nothing reaches HMRC. The Tax year box with 2026-27 and the Trigger button are ringed, with the step number 1 beside the Tax year box.]Step 1. Under Trigger a tax calculation, type the tax year and choose Trigger.
	Under Submit final declaration, type the Tax year, the Calculation ID and the same ID again in Confirm Calculation ID, and tick HMRC's statement.[image: The Submit final declaration form. The Tax year box with 2026-27, the Calculation ID and Confirm Calculation ID boxes with the same ID, and the ticked HMRC declaration statement are ringed, with the step number 2 beside the Tax year box.]Step 2. Under Submit final declaration, type the tax year and the calculation ID twice, and tick HMRC's statement.
	Choose Email confirmation code, type the code from the email and choose Submit final declaration.[image: The lower part of the Submit final declaration form. The Email confirmation code box with a 6-digit code, the Email confirmation code button and the Submit final declaration button are ringed, with the step number 3 beside the code box.]Step 3. Choose Email confirmation code, type the code from the email and choose Submit final declaration.

When it worked: You see Tax calculation triggered. Calculation ID: [ID] after step 1, and Final declaration submitted using calculation type: [type]. at the end.
Property returns
UK Property and Foreign Property (also Open UK Property Returns and Open Foreign Property Returns on the Hub) are for the figures of a property business. They need the property business to be one of your income sources at HMRC; How to add a property source on the Hub explains how. Fill in the property profile and choose Save property profile, which only saves your figures. A UK property quarterly update or annual summary sent from Income Tax updates uses the figures, adjustments and allowances saved here for that tax year. A foreign property update or annual summary sent from Income Tax updates uses the saved property for that tax year; if none is saved, or you have saved more than one country, you are taken to Foreign Property Returns to send it from there. To send a return, use the Send to HMRC section: tick the declaration, choose Email confirmation code for the period return (or Email confirmation code for the annual return), enter the code, then choose Submit period return or Submit annual return. The code covers the figures it was sent for. If you change them, ask for a new code. If HMRC rejects a UK or foreign property return, the page shows HMRC's reason, including any fields it named, and keeps the quarter, period dates and amounts you entered, so you can correct them and submit again.
	Field	What to enter
	Property source (Foreign property source)	The property business at HMRC, shown by its HMRC business ID. Only property sources brought in with Sync ITSA with HMRC are listed.
	Tax year	The tax year as YYYY-YY, for example 2026-27. The end must be the next year.
	Property type (UK only)	Non-FHL for ordinary lettings or FHL for furnished holiday lettings.
	Country code (foreign only)	The 3-letter ISO code of the country the property is in, for example ESP for Spain. The box starts empty: BizHub365 never assumes a country, and nothing is sent to HMRC for a foreign property until you have saved its country.
	Period income amount (Period rent income amount) and Period expenses amount	The income and expenses for the period, in pounds.
	Quarter (optional), Period start (optional) and Period end (optional)	Choose a quarter, or type the start and end dates. Dates win if you give both. A period that has not ended yet can't be sent.
	Non-resident landlord (UK only), Private use adjustment and Annual investment allowance	Used only for the annual return.


Send a UK property period return
	Goal
	Send HMRC the income and expenses of a UK property business for a quarter.
	Who can do it
	Members of the business with the Edit permission, on a plan that includes Income Tax.
	Before you start
	Bring in your income sources (see Bring in your Income Tax sources); the UK property business must be one of them. On the HMRC Hub, choose Open UK Property Returns.

	Choose the Property source, check the Tax year and Property type, and enter the Period income amount, the Period expenses amount and the Quarter (or the period dates).[image: The Property return details form on UK Property Returns. The Property source, Tax year and Property type boxes and the Period income amount, Period expenses amount and Quarter boxes are ringed, with the step number 1 beside the Property source box.]Step 1. Choose the Property source, check the Tax year and Property type, and enter the period's income, expenses and quarter.
	Choose Save property profile. This saves your figures and sends nothing; you see Property return profile saved.[image: The bottom of the Annual adjustments section on UK Property Returns. The Save property profile button is ringed, with the step number 2 beside it.]Step 2. Choose Save property profile. This saves your figures and sends nothing.
	In Send to HMRC, tick the declaration and choose Email confirmation code for the period return.[image: The Send to HMRC section on UK Property Returns. The ticked declaration and the Email confirmation code for the period return button are ringed, with the step number 3 beside the declaration.]Step 3. In Send to HMRC, tick the declaration and choose Email confirmation code for the period return.
	Type the code from the email in Email confirmation code and choose Submit period return. Confirm when your browser asks.[image: The Send to HMRC section on UK Property Returns. The Email confirmation code box with a 6-digit code and the Submit period return button are ringed, with the step number 4 beside the code box.]Step 4. Type the code from the email and choose Submit period return.

When it worked: You see UK property period submission sent to HMRC. and the return is listed under Recent period submissions. If the figures changed after the code was emailed, ask for a new code.
The annual return works the same way: fill in Annual adjustments, tick the declaration, choose Email confirmation code for the annual return, enter the code and choose Submit annual return. It can only be sent once the tax year has ended; before then you see Tax year [year] does not end until [date]. Submit the annual update on or after that date. When it is accepted you see UK property annual submission sent to HMRC. and it is listed under Recent annual submissions.
Send a foreign property period return
	Goal
	Send HMRC the rent income and expenses of a property abroad for a quarter.
	Who can do it
	Members of the business with the Edit permission, on a plan that includes Income Tax.
	Before you start
	Bring in your income sources; the foreign property business must be one of them. On the HMRC Hub, choose Open Foreign Property Returns.

	Choose the Foreign property source, check the Tax year, type the Country code, and enter the Period rent income amount, the Period expenses amount and the Quarter (or the period dates).[image: The Property return details form on Foreign Property Returns. The Foreign property source, Tax year and Country code boxes and the Period rent income amount, Period expenses amount and Quarter boxes are ringed, with the step number 1 beside the Foreign property source box.]Step 1. Choose the Foreign property source, check the Tax year, type the 3-letter Country code and enter the period's rent income, expenses and quarter.
	Choose Save property profile. This saves your figures for that country and sends nothing; you see Foreign property return profile saved.[image: The bottom of the Annual adjustments section on Foreign Property Returns. The Save property profile button is ringed, with the step number 2 beside it.]Step 2. Choose Save property profile. This saves your figures and sends nothing.
	In Send to HMRC, tick the declaration, choose Email confirmation code for the period return, type the code from the email in Email confirmation code and choose Submit period return. Confirm when your browser asks.[image: The Send to HMRC section on Foreign Property Returns. The ticked declaration, the Email confirmation code for the period return button, the code box with a 6-digit code and the Submit period return button are ringed, with the step number 3 beside the declaration.]Step 3. Tick the declaration, choose Email confirmation code for the period return, type the code from the email and choose Submit period return.

When it worked: You see Foreign property period submission sent to HMRC. and the return is listed under Recent period submissions. A country code that is not 3 letters is refused with Country code must be a 3-letter ISO code (for example, FRA).
Sending to HMRC: declaration and confirmation
Every live send to HMRC (a VAT return, an Income Tax quarterly update, annual summary or final declaration, a UK or foreign property period or annual return, an FPS and an EPS) needs two things from you at the moment you send it, on the website and in the mobile app. Actions that only read from HMRC, such as fetching what is due or checking your ITSA status, need neither. Each send screen also says what will be sent, that it goes to HMRC in your business's name, and whether it goes to live HMRC, HMRC's test service (sandbox), or nowhere (a demo business).
	Read the responsibility notice and tick the declaration that you have checked the figures and are making the legal declaration to HMRC. For the final declaration you tick HMRC's own statement.
	Confirm it's you. If you have set them up, choose a passkey, your authenticator app, or (on the website) Approve in the BizHub365 app. Otherwise choose Email confirmation code and enter the 6-digit code within 10 minutes. On the website, pressing Enter in the code box submits; it does not send a new code.
	Choose the button that sends it, such as Submit VAT Return to HMRC or Send quarterly update.

The code is emailed only to you, with the subject BizHub365: confirm HMRC submission ([code]). Each confirmation works once, for that one submission, and only for you; asking for a new code replaces the one before. Each step, including how you confirmed, is written to the audit trail. Integrations that use the BizHub365 API must send the same declaration and confirmation. A send without them is refused.
NoteAn older version of the mobile app may still send without these steps for a short time, and asks you to update. Update the app from the App Store or Google Play.
Fraud prevention headers
HMRC requires software to send fraud-prevention headers on every API call. The web app and the mobile apps collect the device information HMRC specifies. Allow that when the browser or OS asks.
NoteDemo businesses show every HMRC screen with simulated HMRC data: the Hub says Demo connected and Simulated HMRC data, and nothing is sent to HMRC. The screenshots in this chapter are of a demo business. Your own submissions need a real HMRC connection.
Part V · Run the business · Chapter 20
Settings, branding, and the company register
The Settings page, behind the cog at the right of the top bar, is the control room: who you are, how documents look, and how the company is recorded.
The cog at the right of the top bar opens the Settings page, which lists every business setting in four groups (Your business, People and billing, Connections and data, Security and records), each with a line on what it is for. Everyone in the business sees Business and tax setup (the Business Settings page), Security and Audit log. Members with the Edit permission also see Invoice look (Branding & Templates), Holidays, Opening hours, Company register, Custom fields, Connect & Integrations and Import & Recover. Team (User Management) needs the Manage Users permission and Subscription needs Manage Billing (see Roles, permissions, and your team and Subscription, trial, and billing). Staff members and subcontractors don't see the cog or the Settings page.
Business settings
Where to find it: Settings→Business and tax setup
Keep these accurate. They print on your invoices and quotes and drive your tax:
	Business Contact Information: business name (start typing to search Companies House and fill in your details), business type, sector, email address, phone number and address, and the Payment Instructions that appear on every invoice and quote.
	Tax, VAT & Other Settings: VAT number and, once it is saved, the VAT accounting basis (accrual or cash) and the VAT Flat Rate Scheme; default payment terms (due on receipt, or 7, 15, 30, 45 or 60 days), which a new invoice or recurring invoice starts with and you can change on each invoice; the default note on new invoices, printed for your customer and editable on each invoice; Email reminders before tax deadlines (see Reminders before each deadline); the default sales account; the account emailed receipts are paid from; company registration number, incorporation date and accounting reference date; directors and associated companies (used in corporation tax estimates); and the fixed asset capitalisation threshold.
	Fixed assets costing less than the capitalisation threshold are treated as expenses instead of going on the balance sheet (see Expenses and suppliers).
	Companies House filing details: company type, SIC codes and principal business activity, used by the confirmation statement.
	For sole traders, freelancers and partnerships filing Income Tax: National Insurance number, default tax year and Income Tax accounting basis. The basis starts on Cash basis, HMRC's default, where income and expenses count on the date the money comes in or goes out. Choose traditional accounting (by invoice date) only if you have elected it with HMRC.
	Business Logo: a PNG, JPEG, GIF or WebP image (not SVG). It is resized to 350 by 150 pixels.
	Your Business Profile: your website and a short description (up to 300 characters) for your digital business card, and Business Card Custom Links for the links on it (see Your digital business card).

Update your business details
	Goal
	Change the details that print on your documents, such as your address or phone number.
	Who can do it
	Members of the business with the Edit permission. Everyone else sees the page as view-only.
	Before you start
	Open Settings → Business and tax setup.

	Under Business Contact Information, change what you need, such as the Business Email Address, Business Phone Number or Business Address.[image: The Business Contact Information section of Business Settings. The Business Email Address, Business Phone Number and Business Address boxes are ringed, with the step number 1 beside the email address.]Step 1. Under Business Contact Information, check your business email address, phone number and address.
	Choose Save Settings at the bottom of the page.[image: The bottom of Business Settings, under Your Business Profile. The wide blue Save Settings button is ringed, with the step number 2 beside it.]Step 2. Choose Save Settings at the bottom of the page.

When it worked: You see Business settings updated successfully. New invoices and quotes use the new details. The change is written to the audit log.
What can go wrong	If this happens	Do this
	Your logo was not changed.	The other settings were saved. Upload the logo again as a PNG, JPEG, GIF or WebP image; SVG files are not supported.
	A message about one of the fields	The form stays filled in with what you typed. Correct the field the message names and choose Save Settings again.


Changing the accounting reference date is recorded with an optional reason, and the page lists the change history. A new date that would make the first period shorter than 6 months or longer than 18 months is refused.
Sections
Where to find it: Settings→Business and tax setup→Manage sections
Switch off the parts of BizHub365 your business does not use, so the menus only show what you need.
	Switch	What it covers
	Bookings	Diary, booking settings, appointment types, and staff availability.
	Jobs	Jobs for your customers with their quotes, invoices, costs and time, and the customer job portal.
	Banking	Bank transactions, statement uploads, import history, and matching rules.
	Payroll	Employees, timesheets, pay runs, and HMRC RTI (FPS and EPS) submissions.
	Tax (HMRC)	The Tax page, the HMRC hub, VAT returns and Income Tax updates, and reminders before each deadline.
	Fixed Assets	The fixed asset register under Money out: adding, editing and disposing of assets, with monthly depreciation. On at the start for limited companies, off for everyone else.
	CIS	The Construction Industry Scheme: CIS statements under Money out and the CIS subcontractor details on suppliers, and the CIS status in Business Settings for CIS invoices to contractors when you are a subcontractor. On at the start for construction and trades businesses, off for everyone else.
	Accountant view	Ledger accounts and journal entries, in the Accountant view menu. Off at the start. Your reports, such as Profit and Loss, the Balance Sheet and the Trial Balance, stay on either way, and an accountant linked to your business always has it.
	Online Booking	Your public booking page and the booking widget on your website. It also needs Bookings switched on.


Switch off a section you don't use
	Goal
	Hide a part of BizHub365 from everyone in the business.
	Who can do it
	A full administrator: someone with all four permissions (View, Edit, Manage Users and Manage Billing). Everyone else sees the Sections page as view-only.
	Before you start
	Open Settings → Business and tax setup and choose Manage sections.

	Switch off each section you don't use.[image: The Sections page with a switch for each section. The Jobs switch, now off, is ringed, with the step number 1 beside it; Bookings, Banking, Payroll and Tax (HMRC) are on.]Step 1. Switch off each section your business doesn't use.
	Choose Save Sections.[image: The lower part of the Sections page, below the Online Booking card. The Save Sections button is ringed, with the step number 2 beside it.]Step 2. Choose Save Sections.

When it worked: You see Sections updated followed by what changed. The section disappears from the menus on the website and in the mobile app for everyone in the business.
	The Dashboard, Customers, invoices, quotes and payments, expenses and suppliers, Reports, Settings, users, and your subscription are always on.
	A new business starts with Fixed Assets on only if it is a limited company, CIS on only for construction and trades, and the Accountant view off. A starter pack can change some of these when you sign up (see Starter packs in Getting started). Switch any of them on when you need them.
	Accountants and bookkeepers you invite with the Accountant role always have Ledger Accounts and Journal Entries under Accountant view, even when the Accountant view is switched off for everyone else.
	With CIS off, the CIS subcontractor details are left off the supplier forms and list. What you saved before is kept, and a bill from a supplier already marked as a CIS subcontractor still has its CIS deduction worked out.
	Your records are kept. Switch the section back on and everything comes back.
	If someone opens a page in a switched-off section, they are taken to the Sections page with a message such as Payroll is switched off for this business. An administrator can switch it back on in Business Settings > Sections.
	In the mobile app, tap Settings at the top of Home, then Manage business, then Sections.

Setup checklist
The Sections page also has a Setup checklist card for the Get set up card on the dashboard (see Create your account and business). If it was hidden, choose Show the checklist on the dashboard to bring it back. Anyone with Edit permission can show or hide it.
Hours and holidays
Your operating hours and holidays decide when customers can book with you: the booking page offers no times on a holiday or outside your hours (see Bookings and your public booking page).
Set your opening hours
	Goal
	Tell BizHub365 when you are open.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Settings → Opening hours. Until you save your own, Monday to Friday are set to 09:00 to 17:00 and the weekend is closed.

	Type the opening and closing time for each day you open. + Add Time Range adds another range to a day (for example, for a lunch break), and Remove takes one away; a day with no times is closed. Times you have typed stay in place until you choose Save Hours.[image: The Business Operating Hours page. On Monday, the opening time 09:00 and the closing time 17:30 are ringed, with the step number 1 beside them; each day has its own times and a + Add Time Range button.]Step 1. Type the opening and closing times for each day you open.
	Choose Save Hours.[image: The bottom of the Business Operating Hours page, below Sunday. The wide Save Hours button is ringed, with the step number 2 beside it.]Step 2. Choose Save Hours.

When it worked: You see Business operating hours updated successfully. People with View permission see each day's ranges, or Closed.
What can go wrong	If this happens	Do this
	[Day]'s closing time must be after its opening time. Your hours were not changed.	Correct that day's times and save again.


Add a holiday
	Goal
	Close your booking page for a holiday or shutdown.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Settings → Holidays. A business with no holidays yet is offered the UK public holidays: remove any you don't close for before you choose Save Holidays.

	Choose Add Holiday, type the Holiday Name, Start Date and End Date, and choose Add.[image: The Add Holiday window over the Business Holidays page. The Holiday Name box with Christmas closure, the Start Date 24 December 2026, the End Date 2 January 2027 and the Add button are ringed, with the step number 1 beside the name.]Step 1. Choose Add Holiday, type its name and dates, and choose Add.
	Add any others the same way, then choose Save Holidays.[image: The Business Holidays page with Christmas closure listed from 24 December 2026 to 2 January 2027. The list and the Save Holidays button are ringed, with the step number 2 beside the list.]Step 2. Choose Save Holidays.

When it worked: You see Business holidays updated successfully. Remove on a saved holiday deletes it at once.
Branding and document templates
Where to find it: Settings→Invoice look
Each business has its own document brand: primary, secondary, accent and text colours, plus a font (Inter, Roboto, Open Sans, Lato, Merriweather, or Playfair Display). Set them in the bar at the top of the Template Editor and choose Save Branding; they apply to all your templates. Your logo comes from Business Settings.
Your customers need to be able to read what you send them. If a colour is too pale to read on white, the branding bar says so as you pick it, and again when you save. Documents and emails then use a slightly darker shade of that colour for text and links, and the email header title switches between white and dark text to suit your header colours.
The tabs are the templates you can change: the Invoice PDF, Quote PDF and Receipt PDF, and the Invoice Email, Quote Email, Payment Email, Credit Note Email and Statement Email. PDFs always use their template; an email uses its template once you have saved one, and until then BizHub365's standard email in your brand colours.
Change how a document looks
	Goal
	Add, move or remove the blocks on a PDF or email.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Settings → Invoice look.

	Choose the tab for the document or email you want to change.[image: The Template Editor with tabs for Invoice PDF, Quote PDF, Receipt PDF, Invoice Email, Quote Email, Payment Email, Credit Note Email and Statement Email. The row of tabs is ringed, with the step number 1 beside it; Invoice PDF is selected.]Step 1. Choose the tab for the document or email you want to change.
	Click a block in the list on the left to add it after the selected block (or at the end), or drag it onto the page. Click a block on the page to change its colour, font or spacing in the panel on the right; its toolbar has buttons to move it up or down, duplicate it and delete it.[image: The Template Editor's block list beside the invoice layout. The Payment Instructions block in the list is ringed, with the step number 2 beside it.]Step 2. Click a block in the list on the left to add it, or drag it onto the page.
	Choose Preview to see it with sample data in a new tab, then choose Save Template.[image: The top right of the Template Editor. The Preview and Save Template buttons are ringed, with the step number 3 beside Preview; Reset to Default sits between them.]Step 3. Choose Preview to check it, then Save Template.

When it worked: The status line says Template saved. and new documents of that type use it. Reset to Default deletes your saved template for that type and goes back to the standard one; it is available as soon as you have saved once.
	Block	What it shows
	Logo	Your business logo.
	Business Info	Your business name, address, email, phone and VAT number.
	Customer Info	The customer's company, name, address, email and phone.
	Document Info	The document number and dates, such as the invoice date, payment terms and due date, or a quote's valid-until date.
	Line Items Table	Each line with its quantity, price, discount, VAT and total.
	Time Items Table	Time charges, when the document has any.
	Totals	Subtotal, VAT and total; on a receipt, the payment and the balance remaining.
	Notes	The document's notes.
	Payment Instructions	Your payment instructions under “How to Pay”, when you have set some.
	Footer	Your business name and website.
	Message, Summary Table	On emails only: the email's message and a summary of the document.
	Text, Image	Your own text, or a picture you upload.
	Custom fields	One block for each custom field: its label and value, when the document has a value.


Give every picture a text alternative so customers who use a screen reader know what it shows. Select an Image or Logo block and use Block settings on the right: type a short description in Alt text, or tick Decorative image if the picture adds no information (a border or pattern, for example). A logo with no alt text uses your business name. The text is saved with the template and goes into the PDF for screen readers. When you save, the editor tells you if an image still has no alt text.
Custom fields
Where to find it: Settings→Custom fields
Custom fields are extra boxes your customers need on their documents, such as a PO number or a site reference. Each is text, a number or a date, and applies to invoices, quotes or receipts. You fill it in when you create the invoice or quote; receipts print the value entered on the invoice, so a field for receipts must also be ticked for Invoice. Each field needs its own label.
Add a custom field
	Goal
	Add a box such as a PO number to your invoices or quotes.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Settings → Custom fields. Use a label you haven't used before.

	Under Add a Custom Field, type the Label, choose the Type, tick the documents it Applies To and, if it must always be filled in, Required. Choose Add Field.[image: The Add a Custom Field form. The Label box with PO Number, the Type box with Text, the ticked Invoice and Quote boxes and the Add Field button are ringed, with the step number 1 beside the label.]Step 1. Type the label, choose the type and the documents it applies to, and choose Add Field.

When it worked: You see Custom field "[label]" added. and it is listed under Existing Fields. The new invoice and quote forms show a box for it.
NoteA custom field's value only prints on a PDF or email once you add its block to that template in Branding & Templates. The standard templates don't include it. Custom fields can't be edited: to change one, remove it and add it again.
Company register
Where to find it: Settings→Company register
Record the company's officers, share classes and shareholders. The confirmation statement (CS01) report reads this register. Only people in your business can open it: View permission lets them see it, and Edit permission lets them add, change, or remove entries. Import from Companies House brings in the officers Companies House lists, once your company registration number is saved in Business Settings.
Add a director or secretary
	Goal
	Record an officer of the company.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Open Settings → Company register.

	Under Officers, choose + Add Officer.[image: The Company Register page with empty Officers, Share Classes and Shareholders sections. The + Add Officer button is ringed, with the step number 1 beside it.]Step 1. Under Officers, choose + Add Officer.
	Choose the Role (Director or Secretary) and fill in the officer's name, date of birth, nationality, residence and service address. For a company or firm, tick Corporate officer and fill in its name, registration number and registered office instead.[image: The Add Officer window. The Role box with Director, the First name box with Alex, the Surname box with Morgan and the Date of birth box are ringed, with the step number 2 beside the role.]Step 2. Choose the role and fill in the officer's details.
	Type the Appointed on date (and Resigned on, if they have left) and choose Add.[image: The lower part of the Add Officer window. The Appointed on box with 1 March 2021 and the Add button are ringed, with the step number 3 beside the date.]Step 3. Type the date they were appointed and choose Add.

When it worked: You see Officer added. and the officer is listed with their role and dates. Edit and Remove on the row change or delete them.
What can go wrong	If this happens	Do this
	Individual officers require a surname.	Type the officer's surname, or tick Corporate officer for a company or firm.


	Link to my account on your own officer row records that the officer is you, so reports you acknowledge show a verified role. Invite to link emails a co-director an invitation to do the same, and needs the Manage Users permission.
	+ Add Share Class records a class of shares with its currency, number of shares and nominal value. Saving a new share class posts its share issue to your books once.
	+ Add Shareholder records who holds how many shares of each class. Only current holdings are kept, not transfer history.
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Integrations, import, and recovery
Link payment providers, bring records in from your old accounts package, and restore a business from a backup.
Connect & Integrations
Where to find it: Settings→Connect & Integrations
Connect & Integrations lists the payment providers you can link to BizHub365, under Payments. Each card shows Connected or Not Connected, has a How to set up guide you can expand, and a Connect or Manage button. A card marked Coming soon, with its button showing Unavailable, can't be used yet. Members with the Edit permission see it on the Settings page, under Connections and data.
Connect
Where to find it: Settings→Connect & Integrations→Open Connect
Open Connect at the top of the page opens Connect, with three cards:
	HMRC Hub: Setup HMRC Hub or Manage HMRC Hub opens the HMRC Hub (see HMRC Making Tax Digital).
	Connect with your Bank: Bank Import and Connect opens Banking, where you upload a CSV, OFX or QIF statement file (see Banking and reconciliation).
	Find an Accountant: Browse Accountant Directory lists accountants who use BizHub365. Connecting one from the directory gives them View, Edit and Manage Users access to your business (see Accountants and client work).

Take payments online
The Payments cards let your customers pay an invoice online, with the money going straight to your own account with that provider. BizHub365 never handles the funds and takes no cut. Each provider's page needs the Manage Billing permission.
	Provider	What your customers see
	Stripe Connect	Pay by card on the invoice email's Pay Now link, once you have finished Stripe's onboarding.
	PayPal	Pay with PayPal: PayPal, Pay Later, or card.
	Square	Pay by card (Square), only on invoices in your Square account's currency.
	GoCardless	Pay by Direct Debit. The invoice is marked paid once GoCardless confirms the money has been collected, usually a few working days later.


	Connect Stripe takes you to Stripe to set up your account. Until Stripe's onboarding is finished, the page shows Onboarding incomplete and Finish Stripe Onboarding.
	For the other providers, Connect [provider] takes you to the provider to sign in and agree, then back to BizHub365, where you see [Provider] is connected. Customers can now pay invoices with it.
	For those providers, Disconnect [provider] removes it from your invoices straight away.
	On Connect & Integrations, the Stripe Connect card says Onboarding not finished, with Finish setup, until Stripe has finished checking your account. Without the Manage Billing permission, the payment cards say who to ask instead of offering Connect.

The SumUp card is different: it doesn't put a Pay button on your invoices. It brings your SumUp card payouts into Payout reports and checks your daily card takings against SumUp (see Card payouts from SumUp). When SumUp stops accepting the connection, the card says Connect again. Connecting Square also brings your Square card payouts into Payout reports and checks your daily card takings against Square (see Card payouts from Square). If your Square account was connected before that, the Square page says Connect Square again to read payouts.
Import from another system
Where to find it: Settings→Import & Recover
Under Import Data From External Platforms, you can import customers, invoices, expenses, payments, quotes, suppliers, credit notes, bookings and journal data from a CSV file, such as an export from QuickBooks, Xero, Sage or FreeAgent. You match each column to a BizHub365 field first. There is no live link to those systems.
Import records from a CSV file
	Goal
	Bring customers, invoices or other records in from another system.
	Who can do it
	Members of the business with the Edit permission.
	Before you start
	Export the records from your old system as a CSV file. Import customers first, then invoices and payments: documents need their customer to exist. Open Settings → Import & Recover and choose Open on the type of record, for example Open Import Customers.

	Under Upload Source File, choose the file and choose Upload And Prepare Mapping.[image: The Import Customers page. The Source file box with customers.csv chosen and the Upload And Prepare Mapping button are ringed, with the step number 1 beside the file box.]Step 1. Choose the file and choose Upload And Prepare Mapping.
	Under Field Mapping, check the source column chosen for each BizHub365 field. Fields marked required must have a column; choose Do not map for any you don't need. The sample value shows what will be imported.[image: The Field Mapping table after uploading customers.csv with two rows. Each BizHub365 field, such as First Name, Last Name, Email and Phone Number, has the matching column chosen, and a message at the top right says Loaded 2 rows from customers.csv. The table is ringed, with the step number 2 beside it.]Step 2. Check the column chosen for each field.
	Choose the green Import button, which says how many rows will be imported.[image: The bottom of the Field Mapping table. The green Import 2 Customers button is ringed, with the step number 3 beside it.]Step 3. Choose the Import button.

When it worked: The import runs in the background, so a large file does not time out. The page shows its progress and updates when it has finished, with the number of records created and any rows that could not be imported. You can leave the page while it runs.
Running the same file again is safe: rows that were already imported are skipped, not duplicated, and are counted as already imported. If an import stops part of the way through, run it again to finish it.
Restore from a backup
When a business is deleted, the first step offers an export ZIP of its records (see Security, audit, and deleting data). Restore from BizHub365 Backup on Import & Recover rebuilds a business from that ZIP: choose the file and choose Restore Backup ZIP.
CautionRestoring replaces this business's current records with the ones in the backup. Only a full administrator (View, Edit, Manage Users and Manage Billing) can restore a backup.
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Accountants and client work
Accountants register free, connect to clients, and can run a branded portal. Anyone else can register as a referral partner to earn from referrals. Clients keep paying for BizHub365 One.
If you are the business
Where to find it: Settings→Connect & Integrations→Open Connect→Browse Accountant Directory
The accountant directory lists accountants and bookkeepers who use BizHub365 and have chosen to be listed. Search by name, firm, address, phone or website.
Connect your accountant
	Goal
	Give an accountant who uses BizHub365 access to your books.
	Who can do it
	Members of the business with the Manage Users permission.
	Before you start
	Open the accountant directory from Settings → Connect & Integrations → Open Connect → Browse Accountant Directory.

	Find the accountant and choose Connect.[image: The Find an Accountant directory with one accountant, Fiona Clarke of Tyne Valley Accounts in Newcastle upon Tyne, with her phone number and a short description. Her Connect button is ringed, with the step number 1 beside it.]Step 1. Find the accountant and choose Connect.
	Add a Message if you like and choose Send Request.[image: The Connect with Fiona Clarke window, which says she must approve before she can access your business. The Message box with a short note and the Send Request button are ringed, with the step number 2 beside the message.]Step 2. Add a message if you like and choose Send Request.

When it worked: You see Connection request sent to [name]. They'll be notified by email and can approve or reject it from their dashboard. Their card shows Request Pending. When they approve, the person who sent the request gets an email, the card shows Connected, and the accountant appears in your users with View, Edit and Manage Users access. They can work in the books but cannot change your billing.
You can also start sign-up from your accountant's referral link (/accountant/<code>/). The link is remembered and the accountant is connected to the business you create.
NoteAccountant access is a trust relationship. Only connect a firm you have engaged. Remove them in User Management if the engagement ends (see Roles, permissions, and your team).
If you removed an accountant and want them back, choose Connect on their directory card again: they get a new request to approve. If an accountant declined your request, the directory says so and no new request is sent.
If you are the accountant
Everyone signs up at /referrer/ first, then accountants complete an accountant profile. There is no trial and no subscription for the accountant login. The old address /accountant/register/ takes you to the same page.
	Create your partner account at /referrer/, with your name, email address, firm name (if you like) and a password, and choose Create Partner Account. Already use BizHub365? Choose Referral Programme in your avatar menu and join instead.
	On your dashboard, choose Complete accountant profile, add your firm details, choose whether to be listed in the accountant directory, and confirm you are an accountant or bookkeeper. The Website must be a full web address starting with http:// or https://, for example https://yourfirm.co.uk; it is shown as a link in the directory and on your referral page. Choose Complete Accountant Profile.
	Share your referral link with new clients. Businesses that sign up through it are connected to you.

Your Accountant Dashboard lists your client businesses; Switch to Client opens one. When a business asks to connect with you from the directory, the request appears under Pending Connection Requests on your dashboard, and you get an email headed New client connection request. Choose Approve to get View, Edit and Manage Users access to their business, or Decline.
If you are not an accountant: referral partners
Anyone can earn from referring businesses to BizHub365 without being an accountant. Sign up at /referrer/ and stop there: you are a referral partner until you complete an accountant profile. It is free, with no trial and no subscription.
Join the referral programme
	Goal
	Get a referral link with the account you already use for your business.
	Who can do it
	Anyone signed in to BizHub365.
	Before you start
	Open your avatar menu and choose Referral Programme.

	Read how the programme works and choose Join the Referral Programme.[image: The Join the referral programme page, listing the commission, the 90-day referral window, monthly payouts and that you never get access to the businesses you refer. The Join the Referral Programme button is ringed, with the step number 1 beside it.]Step 1. Choose Join the Referral Programme.

When it worked: You see You've joined the referral programme. Your referral link is ready to share. and your referral partner dashboard opens. From now on, the same menu item opens your dashboard.
Share your referral link and get paid
	Goal
	Send your link to business owners and tell us where to pay your commission.
	Who can do it
	Referral partners and accountants.
	Before you start
	Open your dashboard from Referral Programme in your avatar menu.

	Choose Copy beside your referral link and share it with business owners. Or they can type the referral code shown under the link in the Referral code box when they sign up.[image: The Accountant Dashboard for Fiona. Under Your Client Referral Link, the link and its Copy button are ringed, with the step number 1 beside the link. The link's web address is painted over; below it is the referral code tyne-valley-accounts for the app.]Step 1. Choose Copy beside your referral link and share it.
	Under Payout Bank Details, fill in the Account Holder Name, Sort Code (6 digits) and Account Number (8 digits) and choose Save Bank Details.[image: The Payout Bank Details card on the Accountant Dashboard. The Account Holder Name, Sort Code and Account Number boxes, filled in, and the Save Bank Details button are ringed, with the step number 2 beside the account holder name.]Step 2. Under Payout Bank Details, fill in your account and choose Save Bank Details.

When it worked: You see Bank details updated. Your commission is paid to that account.
When a business signs up through your link and pays for BizHub365, you earn up to 50%: that is 50% of what we receive on each payment in the 12 months from the business's first payment, then 20% for as long as it keeps paying. What we receive is the payment less Stripe's fees: subscriptions are paid on the website only, through Stripe. Commission applies to payments made in pounds sterling (GBP). If a payment is refunded, its commission is cancelled, or taken off your next payout if it was already paid. Each commission is held for 30 days, then paid monthly by bank transfer, with no minimum payout. A business counts as your referral if it signs up within 90 days of opening your link (when it accepts cookies on our site), in the same visit, or with your referral code (there is a Referral code box on the sign-up form on the website). The partner sign-up page shows a worked example. The dashboard shows your held, available and paid commission, each commission with its rate, status and release date, and, for referral partners, the businesses you referred. In the iPhone and Android app, sign in with your partner account to see your referral code and commission; if you also use BizHub365 for a business, choose the Referral Programme tile in the Settings section of the menu.
If a client added you as their accountant while you are a referral partner, the referral partner dashboard also lists those businesses under Your Clients, with Switch to Client. If you are an accountant, choose Complete accountant profile on the referral partner dashboard. You keep your referral link, bank details and commission, you can be listed in the accountant directory, and new businesses that sign up through your link are connected to you. Businesses you referred before stay private: ask them to connect with you if you need to work in their books.
NoteA referral partner never gets access to the businesses they refer, is not listed in the accountant directory, and cannot run a whitelabel portal. If you are an accountant and want to work in your clients' books, complete an accountant profile.
Whitelabel portal
Where to find it: Accountant Dashboard→Set up whitelabel
Accountants can run a branded portal with their own brand name, logo, contact details and, if they add one, their own domain. Choose Set up whitelabel on your Accountant Dashboard, type a Brand name and choose Activate branded portal; the portal is live straight away, and the page then has your branding, contact and domain settings. Businesses that sign up through your portal earn the same commission as your referral link. Clients can install the portal as a desktop app from Chrome or Edge. It installs under your firm name and logo.
Account emails your clients get from the portal carry your brand: sign-in codes, sign-up and account deletion codes, password resets, security notices, team invitations and new-account details. When a client replies to one, the reply goes to the Reply-To email on your portal settings, or to your Contact email if that is blank, not to BizHub365. If neither address is set, replies come to BizHub365 support instead.
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Security, audit, and deleting data
BizHub365 encrypts personal data, isolates each business, and keeps an audit trail you can export.
How your data is protected
	Field-level encryption for personal and payroll data.
	PostgreSQL row-level security so one business cannot read another.
	Private object storage for logos, receipts, and attachments.
	Two-factor sign-in: a passkey, an authenticator app, approval in the mobile app, or an email code. Every sign-in has this step, including the mobile app.
	HMRC and Gateway credentials stored encrypted.

Two-factor sign-in and HMRC
There is no password-only sign-in. The website and the mobile app both ask for the second check every time you sign in. An email code is valid for 5 minutes, and a new one replaces the one before. When you send something to HMRC, BizHub365 tells HMRC the time of that real two-factor sign-in, as HMRC's rules require.
Passkeys, authenticator app and phones
Where to find it: Your avatar→Security
Choose how you confirm it's you when you sign in, delete your account or a business, or submit to HMRC. An email code always works as a backup. Your password is changed separately, from Password in your avatar menu. Adding or removing a passkey, the authenticator app or a phone asks for your current password, so someone using a device you left signed in can't change them.
Add a passkey
	Goal
	Sign in with your fingerprint, face, PIN or a security key instead of an email code.
	Who can do it
	Anyone with a BizHub365 login, on a device and browser that support passkeys.
	Before you start
	Open Security from your avatar menu.

	Under Passkeys, type a Passkey name (such as the device) and your Current password, choose Add a passkey and follow your browser or phone.[image: The Passkeys section of the Security page, which has no passkeys yet. The Passkey name box with Work laptop, the Current password box and the Add a passkey button are ringed, with the step number 1 beside the name.]Step 1. Name the passkey, type your current password and choose Add a passkey.

When it worked: You see Passkey added. You can use it instead of an email code. The passkey is listed with when it was added and last used; Remove deletes it.
Set up an authenticator app
	Goal
	Use codes from an app such as Google Authenticator, Microsoft Authenticator or 1Password instead of email codes.
	Who can do it
	Anyone with a BizHub365 login.
	Before you start
	Install an authenticator app on your phone. Open Security from your avatar menu.

	Under Authenticator app, choose Set up an authenticator app.[image: The Authenticator app section of the Security page. The Set up an authenticator app button is ringed, with the step number 1 beside it.]Step 1. Under Authenticator app, choose Set up an authenticator app.
	Type your Current password and choose Continue.[image: The Set up an authenticator app page. The Current password box and the Continue button are ringed, with the step number 2 beside the password box.]Step 2. Type your current password and choose Continue.

When it worked: The page shows a QR code: scan it with your authenticator app (or type the key shown under it), type the code the app shows in Code from your authenticator app and choose Finish setting up. You see Authenticator app set up. You can use its codes instead of an email code. Each code works once.
	Phones that approve lists every phone signed in to the BizHub365 app, with whether notifications are on and when it was last seen. To add one, sign in to the app on it. Remove a phone you no longer use.
	To remove a passkey, the authenticator app or a phone, type your current password in the Current password box next to it and choose Remove. In the mobile app, type it in Current password at the top of Settings → Security first.
	We email you whenever a passkey or authenticator app is added or removed, or a phone is removed, with the subject Security change on your BizHub365 account. If you didn't make the change, change your password straight away.
	After five wrong authenticator codes the authenticator is locked for 15 minutes; use another method meanwhile.

NotePasskeys work on bizhub365.com and the app. If you sign in through your accountant's own portal address, use the app, an authenticator app or an email code there.
Your password
Where to find it: Your avatar→Password
Type your Current Password, then the New Password twice, and choose Change Password. The new password must be at least 8 characters, not a commonly used password, not only numbers and not too like your name or email address. We email you when your password is changed, and when someone tries to change it with the wrong current password, with the IP address and approximate location. A password reset link from the sign-in page works once, for 1 hour.
Audit logs
Where to find it: Settings→Audit log
The audit log is an immutable list of who did what, on which business, and when. It shows every entry for the business you're working in, and every entry you made yourself. Everyone in the business can open it. The page numbers keep your filters, and a date the page can't read is ignored with a message saying so.
Find and export audit entries
	Goal
	Find out who changed something, or take a copy of the log for a client or an insurer.
	Who can do it
	Anyone in the business.
	Before you start
	Open Settings → Audit log.

	Type a word in Search (it looks in the details, the action and the user's name or email), or narrow the list with From and To and, once the log has entries, the User, Action and Business lists, and choose Apply. Clear removes the filters. Choose a column heading (Timestamp, User, Action or Business) to sort by it; choose it again to reverse the order.[image: The filters on the Audit Logs page. The Search box, the From date 1 October 2026, the To date 5 October 2026 and the Apply button are ringed, with the step number 1 beside the search box.]Step 1. Search, or choose the filters and dates, and choose Apply.
	Choose CSV or PDF to download a copy.[image: The top of the Audit Logs page. The CSV and PDF export buttons are ringed, with the step number 2 beside CSV.]Step 2. Choose CSV or PDF to download a copy.

When it worked: The list shows 25 entries at a time. The CSV and PDF downloads contain exactly the entries that match your search and filters, in the same order, including other members' entries.
Delete your login
Where to find it: Your avatar→Security→Delete Account
This removes your login, permanently. It does not delete any business or its invoices. Delete Account is at the bottom of the Security page (open it from your avatar menu, or from the Settings page), whether or not a business is selected. If you are the only administrator of a business that has other members, make one of them an administrator first (Settings → Team). Until then the page says so and the account is not deleted. If nobody else belongs to a business, deleting your account cancels its subscription straight away and refunds the unused time. The page lists these businesses before you confirm.
Delete your login
	Goal
	Close your own BizHub365 login.
	Who can do it
	Anyone with a BizHub365 login, for their own account.
	Before you start
	Open Security from your avatar menu and choose Delete Account under Delete your account.

	Type your email address in Confirm Email Address and your Current Password, then choose Email me a code. (If you have set up a passkey, an authenticator app or the BizHub365 app, you can confirm with that instead.)[image: The Delete Account page for an owner whose business has no other members, with a notice that its subscription will be cancelled straight away. The Confirm Email Address box, the Current Password box and the Email me a code button are ringed, with the step number 1 beside the email address.]Step 1. Type your email address and current password, then choose Email me a code.
	Type the code from the email (it works for 15 minutes) in 6-digit Code From Your Email and choose Delete My Account.[image: The lower part of the Delete Account page. The 6-digit Code From Your Email box with a code typed in and the red Delete My Account button are ringed, with the step number 2 beside the code box.]Step 2. Type the code from the email and choose Delete My Account.

When it worked: You are signed out and your login is deleted, and you get an email confirming it.
In the mobile app, go to Settings → Delete Account. You need your current password and a passkey, authenticator code or emailed code there too. An older app version shows “Please update the BizHub365 app to continue.” Update the app and try again.
Delete a business
Where to find it: Settings→Business and tax setup→Danger zone→Delete business
Delete business is at the bottom of Business Settings, in the red Danger zone box, so it can't be chosen by mistake from the everyday Settings menu. People with the Manage Billing permission see it, and only a full administrator (View, Edit, Manage Users and Manage Billing) can go through with it.
Delete a business
	Goal
	Permanently delete a business and everything in it.
	Who can do it
	A full administrator of the business.
	Before you start
	Make sure you have the records you are legally required to keep. Open Settings → Business and tax setup and choose Delete business… in the Danger zone.

	Under Step 1: Download all data, choose Prepare Business Data Export. BizHub365 builds a ZIP of CSV and PDF exports in the background, which can take a few minutes; the page updates by itself. Choose Download Business Data Export (ZIP) within 24 hours, after which the file is deleted.[image: The Delete Business page with its irreversible-action warning and three steps. The Prepare Business Data Export button under Step 1: Download all data is ringed, with the step number 1 beside it.]Step 1. Under Step 1, choose Prepare Business Data Export, then download the ZIP.
	Under Step 2, choose Email One-Time Deletion Code, which emails a code to every full administrator, then enter it and choose Verify. The code works for 15 minutes and allows five tries; after five wrong codes, send a new one. Up to five codes can be sent for a business in an hour. Or confirm with your own passkey, authenticator app or phone approval; every full administrator is then emailed.[image: Step 2: Validate deletion with one-time code, listing the full administrators who receive the code with their names and emails partly hidden. The Email One-Time Deletion Code button, greyed out until the export is downloaded, is ringed, with the step number 2 beside it.]Step 2. Under Step 2, choose Email One-Time Deletion Code and enter the code, or confirm another way.
	Under Step 3, choose Permanently Delete [business name].[image: Step 3: Permanently delete business, which says the action cannot be undone. The Permanently Delete Test Business button, greyed out until the earlier steps are done, is ringed, with the step number 3 beside it.]Step 3. Under Step 3, choose Permanently Delete.

When it worked: The business's subscription is cancelled, then the business and all its records are deleted straight away. You see Business '[name]' has been permanently deleted. Users linked to other businesses were not deleted.
ImportantThis can't be undone. Statutory records you are legally required to keep must be exported first; the export ZIP can be restored into a business from Import & Recover (see Integrations, import, and recovery).
Updated policies
When our terms or policies change, a notice headed Our policies have changed appears at the top of the pages you open, naming the documents that changed. Choose Continue to dismiss it until a policy changes again; by continuing to use BizHub365 you accept the updated documents. View our policies, at the foot of each page, opens the current documents.
Emails we can't deliver
If an email you send from BizHub365 can't be delivered, for example because the customer's address doesn't exist, BizHub365 stops sending to that address and emails your business once, headed An email from BizHub365 could not be delivered, with the address and the reason. Check the address and update the customer, supplier or employee record; emails go to the new address as normal once it is changed.
Part V · Run the business · Chapter 24
Help, support, and legal
Use this manual for how the product works. Use the Support Hub when something is broken or you need a human.
Where to go
	Need	Go here
	How do I…?	This user manual — bizhub365.com/guide
	Help with the page I am on	The Help button in the top bar (see Find your way around)
	Something is wrong	Support Hub from the footer, or email support@bizhub365.com
	Buy / migrate / demo	sales@bizhub365.com, listed in the footer
	Is the service up?	System Status in the footer
	Privacy, terms, DPA, accessibility	legal.tweedtynetechnologies.co.uk


When our policies change
We record which versions of the Terms of Service, the Privacy Policy and the documents that form part of the Terms (the End User Licence Agreement, the Promotions Policy and the Data Processing Addendum) you agreed to or were shown, and when. When any of them changes, the next page you open after signing in shows a notice at the top: These policies have changed since your last visit, followed by the documents that changed and their new versions. Each one links to its page on our legal site, with a short note of what changed. If an agreement changed, such as the Terms of Service or the Data Processing Addendum, the notice says that by continuing to use BizHub365 you accept the updated versions of those agreements. If the Privacy Policy changed, the notice says that it explains how we use your personal data and does not need your agreement.
The notice doesn't stop you working: every page still opens while it is showing. Choose Continue and it goes away until one of the documents changes again. Until you choose Continue, it shows again at the top of each page. The mobile app shows the same notice, with links to each document and Continue.
Operator
Tweed Tyne Technologies Ltd, 5 South Charlotte Street, Edinburgh, Scotland, EH2 4AN. Companies House SC874131. ICO ZC184042. Phone 0330 190 0667.
BizHub365 supports Making Tax Digital for Income Tax submissions for UK and foreign property, and Making Tax Digital for VAT.
NoteThis manual is product documentation. It is not tax, legal, or accounting advice. You remain responsible for the returns and filings you submit.
Reference · Chapter A
Glossary
Short definitions for terms you will see in menus, on HMRC screens, and in this book.
	Term	Meaning in BizHub365
	B Card	Public digital business card and QR page.
	CIS	Construction Industry Scheme. Subcontractor statements and CIS300 figures.
	CT600	Corporation Tax return working report, filled from the ledger where possible.
	EPS	Employer Payment Summary — RTI message for certain payroll periods.
	FPS	Full Payment Submission — RTI message sent when you pay people.
	ITSA	Income Tax Self Assessment under Making Tax Digital.
	Journal	A balanced double-entry posting in the ledger.
	Money in	A record of money your business received: a customer's payment, a day's takings, other income, or money that is not income (such as your own money paid in). Listed under Money in → Money in.
	MTD	Making Tax Digital — HMRC’s digital filing rules.
	PWA	Progressive Web App — the installable desktop client.
	RTI	Real Time Information — how PAYE is reported to HMRC.
	Stripe Connect	Card payments that settle to your own Stripe account.
	Takings	A day's money from your till: cash, card and other payments, the sales at each VAT rate, tips and any cash paid out of the till. Recorded under Money in → Takings.
	Tips	Money customers chose to give on top of the bill. Outside the scope of VAT; your income (4010 Tips) unless Business Settings says they are owed to your staff (2410 Tips owed to staff).
	To match	Money from a customer not yet matched to an invoice (once called an unallocated receipt). It waits on the To match tab of Money in.
	VAT basis	Accrual (invoice date) or cash (payment date) for VAT returns.
	Whitelabel	Accountant-branded portal sitting on BizHub365.


Reference · Chapter B
Quick reference
A one-page reminder of the jobs most people do every week.
	Job	Path
	New customer	Create (+) → Customer
	New invoice	Create (+) → Invoice
	New quote	Create (+) → Quote
	Record a day's takings	Money in → Takings → Record takings
	Capture a receipt or bill	Money out → Expenses → Scan with AI
	New booking	Create (+) → Booking
	Share booking page	/book/<business-id>/
	Upload bank statement	Bank → Upload a statement
	Match bank lines	Bank → Transactions to sort
	VAT return	Tax → VAT returns
	Next tax deadline and Send	Tax → Your tax
	Income Tax updates	Tax → Your tax → Income Tax updates
	Pay run	Payroll → Pay runs
	Invite a user	Settings → Team
	Connect HMRC	Settings → Connect & Integrations → Connect
	Change invoice look	Settings → Invoice look
	Import Sage / Xero CSV	Settings → Import & recover
	Download this guide	bizhub365.com/guide


Useful addresses
	Web app — https://bizhub365.com
	This manual — https://bizhub365.com/guide/
	iOS — App Store listing “BizHub365”
	Android — Play Store, com.tweedtyne.bizhub365
	Support — support@bizhub365.com
	Sales — sales@bizhub365.com

Reference · Chapter C
Frequently asked questions
Short answers to the questions teams ask after week one.
Do extra users cost more?
No. The subscription is per business. Invite the whole team.
What happens after the 14-day trial?
The card you entered is charged for BizHub365 One (£19 a month, or £190 a year on annual billing), plus the payroll add-on if you added it. Cancel before the trial ends and you are not charged.
Can I bring data from Sage, Xero, QuickBooks, or FreeAgent?
Yes. Use Settings → Import & recover and map the columns. Start with customers, then invoices and payments.
Can I file VAT and Self Assessment from BizHub365?
Yes, when those modules are enabled. BizHub365 supports Making Tax Digital submissions. VAT returns and ITSA quarterly / annual submissions are supported. See HMRC Making Tax Digital.
Do help-centre answers about HMRC count as tax advice?
No. Help-centre answers about HMRC, MTD, VAT returns, ITSA, PAYE and RTI, CIS, and Corporation Tax open with: “This is operational how-to guidance for using BizHub365, not tax advice. Speak to an accountant about your own tax position.”
Can my accountant log in without paying?
Yes. They register as an accountant and you connect them. They never see your Stripe subscription page.
Is there an app?
Yes — iOS, Android, and an installable desktop PWA. See Mobile app and desktop install.
Who do I call?
Product questions: this manual and the Support Hub. Outages: System Status. Commercial: sales@bizhub365.com or 0330 190 0667.
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Booking Settings
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Delete Business
Deleting this business is irreversible. All business-linked records will be permanently removed.

Warning: irreversible action
This workflow permanently deletes Test Business and all linked data. User accounts are not deleted if they are linked to other businesses.

Step: Download all data
Download a ZIP archive containing CSV and PDF exports for all business-linked datasets. We prepare it in the background, which can fake @ few minutes for a large
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Prepare Business Data Export

Step 2: Validate deletion with one-time code
A one-time code will be emailed to all full administrators.

Full administrators receiving the code:
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Email One-Time Deletion Code

Step 3: Permanently delete business
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Fixed Assets

Depreciation is posted into the books automatically each month - see the Fixed Asset Depreciation report for the full schedule.
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Warning: irreversible action
This workflow permanently deletes Test Business and all linked data. User accounts are not deleted if they are linked to other businesses.

Step: Download all data
Download a ZIP archive containing CSV and PDF exports for all business-linked datasets. We prepare it in the background, which can fake @ few minutes for a large

business.

Prepare Business Data Export

Step 2: Validate deletion with one-time code
A one-time code will be emailed to all full administrators.

Full administrators receiving the code:

o QEeE P get Y com)

Email One-Time Deletion Code

Step 3: Permanently delete business
This action cannot be undone.
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Add Fixed Asset
Its cost goes on the balance sheet as a fixed asset and is spread over its useful life, posted to the books automatically each month (straight-line depreciation).

Name *

Bosch table saw ‘

Category (optional)

Paid for by expense (optional)

None - record the purchase as paid from the bank ‘

Fyou already recorded fhe purchase s an expense, choose It here. ITs cost moves from your expenses fo The balance sheet, so 115 nof counted fwice, The purchase dafe Then comes from fhe.

expense, and the cost defaults fo its net amount (before VAT).

Purchase Date

‘ 05/10/2026 u} ‘
Cost Residual Value (optional)
‘ 12000.00 ‘ ‘ 0.00

Required unless you chose an expense.

Useful Life (months)
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Manage appointment fypes and staff members for customer bookings.

< Share Your Booking Page
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seconds

Booking page URL

Appointment Types

NAME

Bookkeeping consultation

Staff Members

PriyaShah priva.shahe@example.com

booking page [IY Download GR Code |

DURATION (MINS)

30

PRICE

£45.00

\:LD Copv:\

Scon to open booking page

DESCRIPTION

Review your books with an adviser.

ACTIONS

[ Eait)

(Detete

+Add Staff Memb

(Edit | ( Remove |





OEBPS/images/add-asset-3.png
BizHubazes  Home Moneyin Moneyout Bookings Jobs Payroll Accountant view %% Sean:ha + @ Hep

Bosch table saw

Category (optional)

‘ Tools

Paid for by expense (optional)

‘ None - record the purchase as paid from the bank

If you already recorded the purchase as an expense, choose it here. ts cost moves from your expenses fo the balance sheet, so it s not counted twice. The purchase date then comes from the.

expense, and the cost defaults fo s net amount (before VAT).

Purchase Date

01/10/2026

Residual Value (optional)

Required unless you chose an expense.

Cost

Useful Life (months)

9. a 4-year usefullfe 1s 48 months.
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Cancel before this charge

Business: Test Business

« Plan: BizHub365 One, monthly plan
« Next payment: £29.00, including VAT of £4.83, on Sunday 25 October 2026

Ifyou confirm

* Your subscription ends on Sunday 25 October 2026 and is not renewed.

« The payment of £29.00, including VAT of £4.83 on Sunday 25 October 2026 will not be
taken.

* You keep access until Sunday 25 October 2026. No refund is due for the current period.

end my subscription on Sunday 25 October 2026

Want your access fo end now, with a refund of the unused part of the period? Sign in fo your
billing area and choose End now.

View our policies

- m
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~ CEE o

Test Business.

Here is how your money looks fof

B Invoices and quotes

~ © Moneyin
Get setup
Afew steps o get Test Busine  MORE f when it is done.
& Takings
@ Completeyourbusinet g payout reports IAT registered? (2D
D fes whether VAT is
Your name, address, er @ Products your invoices. Not

phone number go on ev
andinvoice you send.
B
@ Create your first invoic
Getting paid starts witt %
invoice, and you can see now
yourslook fo customers.

42 Answer No and there

Recurringinvoices

Credit notes

Customer tags

@ Invite your accountant or team

(optional) CED

People you invite get their own

login, so nobody shares a

password.

more todo.

logo Todo

goes on your invoices,
quores und emails so customers
know they are from you.

Upload your logo

| You can show it again from Settings > Sections.

@ Add your bank account or
import a statement €3I
Bringing in your bank
transactions keeps your bank
balance and reports right.

@ Ssetuppayroll CED
Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

60f8steps done

@ Addyour first customer CED)
You need a customer before you
can send them a quote or an

invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC
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+ Online bookings and diary
+ Invoices, quotes, and payments
+ Bank imports and matching
VAT MTD submissions

v HMRC ITSA self-assessment

+ Advanced finance and reporting
 Fullaudit trail

+ Advanced compliance fools

+ Unlimited feam members
 Mabile app

 Priority support

+ PayrollRTI, FPS, EPS) with the payroll add-on

Your current plan

Payment details

Change the card your subscription is paid with. The new card s used from the next payment. You are taken to Stripe’s secure page and brought back here afferwards.

| Update payment details

View our policies
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Payment details

Change the card your subscription is paid with. The new card s used from the next payment. You are taken to Stripe’s secure page and brought back here afterwards.

Update payment details

Cancel subseription

Cancel your subscription

You can cancel at any time, in one of two ways. Choose the one that suifs you.

Cancel now Cancel at the end of the term

Your access ends straight away. We refund the unused part of the period you have You keep using BizHub365 until the end of the period you have paid for (25 Oct 2026).

paid for to the card you paid with. If a payment was taken foday, that payment is ‘Then the subscription does not renew. No refund is due.

refunded in full.

If you upgraded recently, the charge for the upgrade is taken first. If you cancel now, the unused part of it is refunded with the rest. Refunds come with a credit note from Stripe showing the
VAT refunded.

View our policies
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Customer Manager

Manage customers and customer inferactions for your business.

Search by name, company, email, phone or tag ‘ Sort By ‘

Eleanor Whitfield
=

eleanor.whitfield@example.com
. 07700900123

© Call-05/10/26 09:30

Showing 1-10f 1 Show ‘ 2% ‘





OEBPS/images/add-customer-3.png
Add New Customer

First Name (requirec)

Last Name (required)

Okafor ‘

Company (optional)

Okafor Plumbing Lid ‘

Address Line 1

Address Line 2

Town/City
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Subscription & Billing
BizHub365 One - Monthly billing

CURRENT PLAN
BizHub365 One

Monthly billing - Next bill: 25 Oct 2026 - Plan changed: 5 Oct 2026

What you pay

BizHub365 One £19 amonth
Payroll add-on (1employee) £10amonth
Total £29 amonth

Before any VAT and discounts. Stripe’s invoice shows the exact amount.

Payrolladd-on

Payrollis on your plan: employees, pay runs, payslips and HMRC RTI (FPS and EPS). You are billed for 1 employee at £10 amonth. £10 a month covers up fo 5 employees, then £2a month
for each employee affer the fifth. The number of employees is updated when you add an employee or one leaves.

| Remove payroll

YOUR PLAN
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Subscription & Billing
BizHub365 One - Monthly billing

CURRENT PLAN
BizHub365 One
Monthly billing - Next bill: 25 Oct 2026 - Plan changed: 5 Oct 2026

What you pay

BizHub365 One £19 amonth
Payroll add-on (1employee) £10amonth
Total £29 amonth

Before any VAT and discounts. Stripe's invoice shows the exact amount.

Payroll add-on
Payrollis on your plan: employees, pay runs, payslips and HMRC RTI (FPS and EPS). You are billed for 1employee at £10 amonth. £10 a month covers up fo 5 employees, then £2a month

for each employee affer the fifth. The number of employees is updated when you add an employee or one leaves.

Remove payroll |

| YOUR PLAN
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Kitchen refit (J-0001)

Date

‘ 05/10/2026

Descri

Skimmed the ceiling
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My Work

Log your fime on the jobs assigned to you (1job).

My jobs
Kitchen refit- J-0001

Timer

Start the clock when you start work on ajobs; stop it when you finish and check the hours. The business approves your fime.

Job (required)

Kitchen refit (J-0001) P Start timer

My Time + Log Time

DATE JoB DESCRIPTION HOURS STATUS APPROVAL ACTIONS

40ct2026 Kitchen refit (J-0001) Boarded the ceiling 6h30m [ unbitea | =3 @
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Are you sure you want to delete this booking?
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Sat30ct 2026 No visit booked 3hom

Sun4 Oct 2026 08:00 10 12:00, Fit the base units (Completed) 4h30m
Questions about a visit or the time logged? Contact Test Business directly.

Quotes

e e

Created 5 Oct 2026 - Valid until 4 Nov 2026

DESCRIPTION QUANTITY ToTAL
Kitchen design consultation 2 £228.00
Total: £228.00

Accept Quote

Invoices

e e

Issued 30 Sep 2026 - Due 30 Oct 2026

DESCRIPTION QUANTITY TOTAL
Bookkeeping - monthly package 1 £300.00
VAT return preparation 1 £144.00

Total: £444.00
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iCal Feed URL

Your iCal Feed URL:
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Upload Bank Statements

Upload bank statements and check each line before it goes into your books.

Upload statement , Categorise
Import CSV / OFX / QIF Sort eachline

B Upload Statement
Supported formats: CSV, OFX (or QFX) and QIF. Lines already imported info the same bank account are skipped, so overlapping statements are safe fo upload.

Uploads are queued and processed in the background. We will email you when processing finishes.

Statement file (required)

Choosefile | statement-octobe

"ACSV, OFX, QFX or QIF file downloaded from your onfine banking. PDF sfatements and photos can't be imporfed

Which bank is this from?

‘ Defect automatically ‘

For CSV files. We read your bank's columns for you; if your bank isn't listed, or the file doesn't match, the columns are worked out from the headings. OFX and QIF files don't need this.

Choose a file, then choose which bank account this statement is for.






OEBPS/images/bcard-links-1.png
BizHuUD365  tHome Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountant view

Business Settings
Configure the settings below as required for your business.

These can be modified at any time in the Business Seftings page.

Al options are currently set fo default values and do not require adjustment unless necessary.

Inbound document email: Email receipts, supplier bills and legacy invoices 1o business+lacust.bizhub365.com and they will be captured into this business for bookkeeping.

Sections: switch off the parts of BizHub365 you don't use, and turn online booking on or off. | @ Manage sections

Business Card Custom Links

(@D Publish my digital business card
When on, anyone with the link or QR code can see your card at /beard/1/: your logo, business name and type, short description, address, phone, email, website and the links below.

When off, the link shows a page not found and the app doesn't share it. Saved when you choose Save Seftings.

No custom links added yet.

Add Custom Link || Add Booking Link

Business Contact Information
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‘ Daniel Hart

Customer Emai

‘ daniel.hart@example.com

‘ 07700900321

Service Description (required)

‘ Bookkeeping consulfation

Cost (require

‘45

Available Slofs (required)

06 Oct |10:00 - 10:30 ‘

Start Time (required)

06/10/2026,

06/10/2026,

Create Booking
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Cost rates
What an hour of each person's time costs your business. Time logged on ajob counts in its costs at the person's rate, yours and your staff’s as well as subcontractors'. Leave a rate empty to
count that person's time as hours only. Changing a rate never changes time already logged.

PERSON ROLE COST RATE (POUNDS AN HOUR)

ally-owner@example.com Team
Hannah Brooks Team ‘ ‘
Callum Reid Subcontractor ‘ ‘

Asubcontractor's fime counts until their bill s on the job: on the jobs page, link their bl fo their time and if stops counting, so the cost is never counted twice.

Save cost rates

View our policies
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Eleanor Whitfield

Date: Monday 12 October 2026 at 10:00

Service: Initial bookkeeping consult

Contact: 07700 900123, eleanor.whitfield@example.com

Cost: 75.00
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WHEN WHAT WHo STATUS
Sun4 Oct 2026 08:00 0 12:00 Fit the base units = Completed
e
DATE LOGGED BY DESCRIPTION HOURS  BILLABLE  VALUE COST STATUS APPROVAL  ACTIONS
s50ct any- Timer ( e
Fit the work ohor £0.00 Reject
2026 | ownsresmamplecom | ¥ IPeverkiers L g | D | SRR | (meect] (W
allum Rei oarded the caili nternal Y B
2026 " 30m
40ct m 4h £9000
any-
Fifed the base unifs £20250  ot£20000n Approved
2026 | ownsreemamplecom) | o ek oo N N oo}
30ct any- Measured up and drew the —r
3hom 500 - Approved Reject
2026 owneraexample.com kitchen layout =0 [ = [ Relect J |
Customer'sjobpage

Share this link with your customer so they can see this job's quotes and invoices, and accept or decline a quote, with no login,
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Eleanor Whitfield - Booking Ref: 1
Update Booking Details
Note: The available slofs are predefined, but you can manually adjust the start and end times. Doing so willstill block the corresponding surrounding slofs

Service Description Next available slots (+7 days frombooking date)
| Initcl bookkeeping consultation || e A
Status 09:00 - 09:30

Confirmed ‘ 09:30 -10:00

Start Time.

12/10/2026,11:00 11:30 - 12:00

12:00 -12:30
End Time

12:30 -13:00

12/10/2026, 1:30

13:00 - 13:30
Cost

13:30 - 14:00
| 7500 |

14:00 - 14:30
Job (optional) 14:30 - 15:00

| Noiob | .
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Invoice unbilled fime X

This puts every approved, unbilled, billable time entry on this job

on one new invoice.

The invoice is emailed straight away. It goes to Eleanor Whitfield
at eleanor.whitfield@example.com as soon as you choose

Generate and Email Invoice. You cannot check a draft first.

Payment terms (required)






OEBPS/images/cancel-booking-1.png
BizHUD36s  Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview ¥ Sean:ha + @ Hep

12:00 - 12:30
End Time
( 12:30 - 13:00
12/10/2026, 11:00 =] ‘
- 13:00 - 13:30
Cost
) 13:30 - 14:00
75.00 |
L 14:00 - 14:30
Job (optional) 14:30 - 15:00
Nojob ‘ 15:00 - 15:30
Your open jobs. Linking it adds this fo the job's figures. EEDoTEED
Update Bookuwgf 16:00 - 16:30
16:30 - 17:00
Tuesday 13 Oct 2026 (14 slots) v
Wednesday 14 Oct 2026 (16 slots) v
Thursday 15 Oct 2026 (16 slots) v
Friday 16 Oct 2026 (16 slots) v

Saturday 17 Oct 2026 (16 slots) v
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Time Invoice unbilled time
DATE LOGGED BY DESCRIPTION HOURS  BILLABLE  VALUE cosT STATUS APPROVAL  ACTIONS
50ct ally- Timer

Fit the worktops Ohom £0.00

(Raeet) (8

Callum Reid Boarded the ceilir Internal £0.00 -
e ng ol == =) ®

2026 owner@example.com running

£90.00
40ct any- an
Fifed the base unifs £20250  at£2000an R (Reiect) @
e som SR - oo} (reet)
30ct any- Measured up and drew the -
3hor 3500 - [ (Reiect) @
D | anocombem | Sl = | =
Customer's job page

Share this link with your customer so they can see this job's quotes and invoices, and accept or decline a quote, with no login,

[Cow‘

View our policies
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Jobs
Kitchen refit

(EEZE)) - 0001 - Eleanor Whitfield

Starts 21 Sep 2026 - Due 19 Nov 2026

Site: 27 Ashgrove Road, Harrogate, HG12AB

Notes: Full kitchen refit including units, worktops and electrics.

Subcontractors who can log fime: Callum Reid

Steps
Build the job Quote the job ° Invoice the job Paid and complete
Done: Eleanor Whitfield Done: 1quote Done: Tinvoice Next: Tinvoice still to be paid

Record a payment on Invoice #1

The job is marked done by itself once every invoice onitis paid. A part payment or a credit note keeps it open.

[ Markdone | ' Editjob || @ Documentsandphotos | [ B, Export PDF | [ Canceljob |

Add avisi

Timer

Running since 5 Oct 2026 08:15 (Th 15m so far). Check the hours and rates, then stop if o save the time.

Hours Mins Hourly rate (what you charge) Cost rate (what the hour costs you)
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Cancel your booking?
Your booking with Test Business is not cancelled until you confirm below.

Booking details
Service Year-end review call

Start Tuesday 13 October 2026, 10:00
End Tuesday 13 October 2026, 10:45
Cost £50.00

If an unpaid invoice was raised for this booking it will be cancelled too. If you have already paid, Test Business will contact

To keep your booking, just close this page.

View our policies
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Jobs
Kitchen refit

(EEZEE)) 0001 - Eleanor Whitfield

Starts 21 Sep 2026 - Due 19 Nov 2026
Site: 27 Ashgrove Road, Harrogate, HG12AB
Notes: Full kitchen refit including units, worktops and electrics.

Subcontractors who can log fime: Callum Reid

Steps
Build the job Quote the job o Invoice the job Paid and complete

Done: Eleanor Whitfield Done: 1quote Done: Tinvoice Next: Tinvoice stil to be paid

Record a payment on Invoice #1

The job is marked done by tself once every invoice on it is paid. A part payment or a credit note keeps it open.

\/ B New quote \ \ B New invoice \ \ W Add expense \ \ © Logtime \ \ & Add

[ v Markdone |( 4 Editjon L @ Documents and photos L ) Export PDF | | Canceljob

Timer

Running since 5 Oct 2026 08:15 (Th 15m so far). Check the hours and rates, then stop it o save the time.

Hours Mins Hourly rate (what you charge) Cost rate (what the hour costs you)
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Bookings
Manage bookings for your customers

Create New Booking View iCal Feed URL

[ < > | October 2026

Mon Tue Wed Thy Fri Sat Sun
1 2 3 &
© 80 Eleanor Whitfield
5 ] 7 8 2 o n
12 B 14 5 16 7 18
©100 Eleanor Whitfield  ® 10a Eleanor Whitfield
) 20 2 22 23 24 25
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Description

Fitted the base u

Billable

Hourly rate (fo invoice the fime)

Cost rate (what the hour costs you)

unfed in The Job's costs. Leave It empty Tf the fime isn a cost. Set.

everyone's in Cost rates.

ur own fime is approved when you save if. A subcontractor's time waits
for your approval.

Cancel | Addtime entry
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New Booking

Job (optional)
Nojob

Your open jobs. Choosing one fils in its customer; the booking is a visit for

that job.

Customer Name.

Daniel Hart ‘

daniel.hart@example.com

vired)

07700900321

ion (required)

Bookdespingeonmitation

45

Available Slots (required)

‘ Select aslot
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Running since 5 Oct 2026 08:15 (Th 15m so far). Check the hours and rates, then stop it o save the time.

Hours Mins Hourly rate (what you charge) Cost rate (what the hour costs you)
15
Description
‘ Fit the worktops ‘
VAT (%)
‘ 20
Billable
Sofar
MONEY BEFORE VAT WITH VAT
‘Quoted £190.00 £228.00
Invoiced £370.00 £444.00
Paid £83.33 £100.00

Still fobe paid £286.67 £344.00
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Remove hannah.brooks@example.com from Test Business? X

They lose access to this business straight away and are emailed fo
say so. Their login s not deleted, and any other businesses they

belong fo are not affected.
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User Management
Invite, manage, and remove users from your business.

EMAIL ACTIONS

(You) ally-owner@example.com Administrator | | |

\ Permissions |

callum.reid@example.com p— \ Permi

hannah brooks@example.com

ons )

priya.shah@example.com [RT— \ Permissions |

l I I E I §

ben.walker@example.com [T

View our policies
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Change Permissions for hannah.brooks@example.com X

Administrator: Can View, Edit, Manage Users and Manage
Billing.

Manager: Can View, Edit and Manage Users.

Staff: Can View and Edit.

Read Only: Can View Only.

Business Staff Member: Can only see their own bookings.
Accountant: External accountant - can View, Edit and Manage
Users. No billing access.

Subcontractor: Can only log fime on the jobs assigned o them.

Role (required)
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User Management
Invite, manage, and remove users from your business.

EMAIL ACTIONS
(You) ally-owner@example.com Administrator | Il |

hannah.brooks@example.com Permissions |

callum.reid@example.com Subcontractor \ Permissions |

priya.shah@example.com [ T— \ Permissions |

l I I E I §

ben.walker@example.com [T

View our policies





OEBPS/images/sub-work-1.png
BizHuUbz6s  tHome| Mywork |MyExpenseClaims My Timeshests

My Work

Log your fime on the jobs assigned to you (1job).

My jobs
Kitchen refit- J-0001

Timer

Start the clock when you start work on a jobs; stop it when you finish and check the hours. The business approves your time.

Job (required)

» Start timer

Kitchen refit (J-0001)

My Time + Log Time

DATE Jos DESCRIPTION HOURS STATUS APPROVAL ACTIONS

40ct2026 Kitchen refit (J-0001) Boarded the ceiling 6h30m [ unbitea | =3 @
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Bookings
Manage bookings for your customers
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® 100 Eleanor Whitfield
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Eleanor Whitfield Close

Date: Monday 12 October 2026 at 10:00

Service: Initial bookkeeping consult

Contact: 07700 900123, eleanor.whitfield@example.com

Cost: 75.00
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You've been invited!

You have been invited fo join Test Business on BizHub365.

Click the button below to accept the invitation and join Test Business.

Accept Invitation

View our policies
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Your own business trips. In a vehicle on HMRC mileage rates, each frip earns an allowance: cars and vans 55p a mile for the first 10,000 b

iness miles in the tax year, then 25p; motorcycles
24p amile. Bicycles aren't covered: record bicycle costs s ordinary expenses. Each month's trips become one fravel expense. Use Start and Stop in the BizHub365 app on your phone, or

add trips here.
+ Addatri

@ Add a vehicle

s

1trip, 17.4 miles, allowance £9.57 (£9.57 not yet added as an expense).

DATE FROM AND TO PURPOSE VEHICLE MILES  RATE ALLOWANCE  EXPENSE ACTIONS
Sun4Oct HG12AB o LS1 4AP Collect the workfops Ford Transit 74 £055amile £9.57 Notyet

By vehicle
VEHICLE TRIPS MILES AT THE FULL RATE AT25P ALLOWANCE
Ford Transit 1 7.4 7.4 0.0 £957

Cars and vans on HMRC mileage rates this fax year (from 6 April): 90.6 business miles, 9909.4 left at the full rate before 25p a mile.

Monthly travel expense
Each month's trips in vehicles on HMRC mileage rates are added as one travel expense per vehicle (Car, van and travel expenses), dated the last day of the month and
paid by you personally, so it goes in your books as money you put in. Mileage has no VAT to reclaim. This happens by itself on the Ist of each month; you can also do it now.

Add September 2026 mileage as an expense || ERUZIR)
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User Management

Invite, manage, and remove users from your business.

ACTIONS

EMAIL

(You) aTly-owner@example.com Administrator

hannah brooks@example.com

callum.reid@example.com p— \ Permi

o
priya.shah@example.com [RT— \ Permissions |

ben.walkeraexample.com [T Cancallnvite

l I I E I §

View our policies
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Invite User

Administrator: Can View, Edit, Manage Users and Manage
Billing.

Manager: Can View, Edit and Manage Users.

Staff: Can View and Edit.

Read Only: Can View Only.

Business Staff Member: Can only see their own bookings.
Accountant: External accountant - can View, Edit and Manage
Users across mulfiple businesses. No billing access and no charge.
Subcontractor: Can only log fime on the jobs assigned o them.

Anyone can belong fo more than one business: each business gives them

their own role, and they switch between businesses from the bar at the fop
of the screen.

Email address (required)

sam.patel@example.com ‘

Role (required)
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Expenses  Scanstocheck  Mileage

Add a vehicle
Avehicle you use for the business, and how you claim for it.

2 Type

55y0u can fell your vehicles apart, for example Ford Transit o The regisfration.

O HMRC mileage rates (simplified expenses)

Arate per business mile: cars and vans 55p for the first 10,000 miles in the fax year then 25p, moorcycles 24p. Not for bicycles. It covers fuel, insurance, repairs and the vehicle fself, so don't add

those as expenses. Each month's frips are added as one expense.

) Actual costs (fuel, repairs and so on as expenses)
the share of business miles in all the miles you drive is the share of those costs that is for the

Record fuel, insurance, repairs and so on as normal expenses. Your trips are the log of business us

business. No mileage expense is added.

Choose carefully: once the vehicle has a Trip, This can'T change. You can't use mileage rates for a vehicle you have claimed capital allowances on. Simplified mileage rafes don't cover bicycles for fhe self-

employed, so a bicycle s actual costs. A limited company's director claims mileage s an expense claim, whatever is chosen here.

In use (offered for new trips)
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Address Line 1

Address Line 2

Town / City

County

Postal Code

Do not map

Do not map

Do not map

Do not map

Do not map

Loaded 2 rows from customers.csv. Map

columns and run import.

Preview

Showing first 2 rows and first 4 columns

FIRST NAME LAST NAME

Priya Shah

EMAIL

priya.shah@example.com

PHONE

07700900123
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Expenses  Scanstocheck  Mileage

Mileage
Your own business trips. In a vehicle on HMRC mileage rates, each trip earns an allowance: cars and vans 55p a mile for the first 10,000 business miles in the tax year, then 25p; motorcycles
24p amile. Bicycles aren't covered: record bicycle costs s ordinary expenses. Each month's trips become one fravel expense. Use Start and Stop in the BizHub365 app on your phone, or

+ Addatrip ||ICYWELEIRUIES

add frips here.

< Previous month | October 2026

1trip, 17.4 miles, allowance £9.57 (£9.57 not yet added as an expense).

DATE FROM AND TO PURPOSE VEHICLE MILES  RATE ALLOWANCE  EXPENSE ACTIONS
Sun4 Oct HG12AB o LS1 4AP Collect the workfops Ford Transit 7.4 £055amile £9.57 Notyet Change |

By vehicle
VEHICLE TRIPS MILES AT THE FULL RATE AT25P ALLOWANCE
Ford Transit 1 7.4 7.4 0.0 £957

Cars and vans on HMRC mileage rates this fax year (from 6 April:90.6 business miles, 9909.4 left at the full rate before 25p a mile.

Monthly travel expense
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Find an Accountant
Browse accountants who use BizHub365 and can manage your books directly through the platform.

Search by name, firm, address, phone or website.

Fiona Clarke
Tyne Valley Accounts

@ 12 Quayside, Newcastle upon Tyne, NE1 3DX
<, 01910000123

Bookkeeping, VAT and year-end accounts for sole

traders and small companies,

Are you an accountant? Register here to get your free account and referrallink, then complete your accountant profile fo be listed.

View our policies
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2 e Date
Ford Transit I| osnorzo2e o

From postcode (optional) To postcode (optional)

Or where from and fo (optional)

‘ ‘ There and back (a round trip)
For example Office fo Smith & Co, Leeds. Use this when you don't have the postcodes.

Business miles (the whole trip) Purpose (optional)
Type the miles from your mileometer or a map. Suggest milles fills in an estimate you can change.  Why the frip was for the business, for example Visit customer fo quote.
Job (optional)

‘ Nojob

Its mileage allowance counts as a cost of the job.

"W suggest miles from the postcodes

View our policies

Save:
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Connect with Fiona Clarke

Tyne Valley Accounts

Sending @ connection request will notify Fiona Clarke by emil
They must approve before they can access your business.

Message (optional)

We'd like help with our VAT refurns and year-end accounts.
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Vehicle Date

| Ford Transit | | osnorzoze o
From postcode (optional) To postcode (optional)

| He1208 | | vorrmm |

Or where from and fo (optional)

‘ ‘ There and back (a round trip)

For example Office to Smith & Co, Leeds. Use this when you don't have the postcodes.

&) mites the whole trip) Purpose (optional)
I| vote for abathroom |
Type the miles from your mileometer or a map. Suggest miles fills in an estimate you can change. . Why the frip was for the business, for example Visit customer fo quofe.
Job (optional)
Nojob

Its mileage allowance counts as a cost of the job.

Suggest miles from the postcodes

Cancel |

View our policies
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& Join the referral programme

Share your personal referral link and earn up fo 50% commission when the businesses you
refer subscribe fo BizHub365: 50% in the 12 months from their first payment, then 20% for

aslong as they keep paying.

« Joining costs nothing and needs no extra subscription.
« Referrals count for 90 days affer someane opens your link (when they accept cookies).
« Commission s held for 30 days, then paid monthly by bank transfer, with no minimum payout.

« Younever gef access o the businesses you refer.

« Areyou an accountant? After joining, complete an accountant profile from your referral
dashboard.

Example: what one referral could pay you

Youget up fo 50% of what we receive affer Stripe's fees on each payment in the 12 months from a
referred business's first payment, then 20% for as long as they keep paying, so a free rial doesn't
use up any of the 12 months. Say a business you refer subscribes fo BizHub365 One at £19.00 a
month and fakes an offer of 6 months at half price (£9.50 a month):

Months 110 6, half price (50%) £4.58 amonth
Months 7o 12, full price (50%) £9.26 amonth
First12 paid months in fotal £83.04
From month 13 (20%) £3.70 a month (£44.40 a year)

Ton businesses like this would come to £830.40 in the 12 monthe from their firet navment Without
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% Scanwith Al X

Take a photo or choose receipts, bills or invoices. Al reads them in
the background and they wait in Pending scans for you to review
and save, so you can scan several in a row.

Photos or files

POF, JPG or PNG, up o BMB each. On @ phone you can use fhe camera.
mail me when my scans are ready

Suppliers and your accountant can also email documents to

m (see Document Captur

= -
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* Required field

Role*

Director

Individual details

Title First name

‘ Alex

) Corporate officer (a company or firm, not an

Surname *

Middle name

Morgan

Former name(s)

Nationality

Country/State of residence

01/05/1980

Business occupation (if any)

Service address

Can be "The Company's Registered Office” - this appears on the public record.
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® Expenses

Expenses  Scans fo check . £ Scanstochack
& Mileage
Expenses
Email receipts and invoices fo busine @ Fixed assets elp |or photograph and upload them with Scan with Al

@ CIS statements
® Suppliers

2o Expense claims

Find expanses 2, My expense claims
The lst updates as soon asyou change or move fo the next bo.
O Document capture
Search Todate Category Supplier
Supplier, description or ref ‘ ‘ dd/mmlyyyy 0 || dammivyy 0 || Atcategories || Ansuppliers
No expenses selected.
DaTE SUPPLIER AND DESCRIPTION cATEGORY AMOUNT  sTATUS AcTioNs

Noexpensesyet.
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Service address

Can be "The Company's Registered Office” - this appears on he public record.

Corporate officer details (if a company/firm)

Corporate body/firm name

Registration number

Registered office of the corporate body/firm

Appointed on

Resigned on

01/03/2021

~\|Leave blank if stillin post.
=]

) ddimmiyyyy
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m Scanned 5 Oct 2026, 09:25 - fuel-receipt.jpg

Alis reading this scan. It is usually ready within a minute.

parking-ticket.jpg
Smnned 50ct 2026, 09:20 - parking-ticket.jpg.

The photois too blurred to read. Discard it and scan again, or add the expense by hand.

(‘Add expense by hand |

Plumb Centre
m Scanned 5 Oct 2026, 09:10 - plumb-centre-receipt.jpg
Supplier Plumb Centre
Date 2026-10-02
Total £45.00
PC-20431
Review and save
Showing1-3 of 3 Show ‘ 2 ‘

View our policies
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Import Customers

Import customer records from CSV or PDF with required field mapping.

Uploadfile g Map columns %) Import
CSV or PDF Match your headings Review and run

B Upload Source File Field Mapping

Supported format: CSV. Upload a CSV file fo begin mapping columns.

Source file (required)

Choosefile | customers.csv

View our policies
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Expenses  Scanstocheck  Mileage

Mileage
Your own business trips. In a vehicle on HMRC mileage rates, each trip earns an allowance: cars and vans 55p a mile for the first 10,000 business miles in the fax year, then 25p; motorcycles
24p amile. Bicycles aren't covered: record bicycle costs s ordinary expenses. Each month's trips become one fravel expense. Use Start and Stop in the BizHub365 app on your phone, or

add frips here.

1
BRI | & Add avehicle

< Previous month | October 2026

1trip, 17.4 miles, allowance £9.57 (£9.57 not yet added as an expense).

DATE FROM AND TO PURPOSE VEHICLE MILES  RATE ALLOWANCE  EXPENSE ACTIONS
Sun4 Oct HG12AB o LS1 4AP Collect the workfops Ford Transit 7.4  £055amile £9.57 Notyet Change |

By vehicle
VEHICLE TRIPS MILES AT THE FULL RATE AT25P ALLOWANCE
Ford Transit 1 7.4 7.4 0.0 £957

Cars and vans on HMRC mileage rates this fax year (from 6 April: 90.6 business miles, 9909.4 left at the full rate before 25p a mile.

Monthly travel expense
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B Upload Source File Field Mapping Loaded 2 rows from customers.csv. Map X

Supported format: CSV. Map each BizHub365 field o a source column. Required fields must be m

background. Rows that were already imported from this file are skipped, su iy it ugun s sure.

columns and runimport.

Source file (required)
2

‘ Choose file BIZHUB365 FIELD SOURCE COLUMN SAMPLE VALUE

Upload And Prepare Mapping == First Name

File: customers.csv
Rows detected: 2 Last Name

No file chosen ‘

priya.shahaexample.com

07700900123

Do not map

Do not map

Town/ City Do not map
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Custom Fields
Exra fields your customers require - e.g. a PO number or site reference - filled in when you create an invoice or quote. Receipts print the value entered on the invoice.

To print a field on the PDF or email, open Seftings — Branding & Templates and add a Custom Field block for it fo that document's template.

Existing Fields

No custom fields yet.

Add a Custom Field

Applies To

nvoice gauore () Receipt

Label (required)

PO Nomber

() Required

View our policies
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Expenses  Scanstocheck  Mileage

Expenses

Email receipts and invoices fo busins

ss+lgcus

bizhub3¢5.com | Copy | | @ Help |or photograph and upload them with Scan with Al

Find expenses

‘The list updates as soon as you change afilter. In the search box, press Enter or move fo the next box.

Search From date Todate Category Supplier

Supplier, description or ref H dd/mmiyyyy =] H dd/mmiyyyy =] H All categories H All suppliers

No expenses selected.

O  pate SUPPLIER AND DESCRIPTION  CATEGORY AMOUNT  STATUS ACTIONS

Northern Office Supplies Ltd =

Motor £48.00  paid rom 1010 - Bank Current ()
30ct 2026 Fuel e e e e FEEemlD=EE ¥ Payments || More
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Company Register

Manage the officers, share classes, and shareholders used fo populate the Confirmation Statement (CSOT) report.

Officers +Add Officer

No officers recorded yet. Add each

ctor and secretary here.

Share Classes +Add Share Class

No share classes recorded yet. Only relevant if your company has share capital

Shareholders +Add Shareholder

No shareholders recorded yet. Only current holdings are tracked here - transfer history isn't modelled, so verify against your own register if filng a "full list" year.

View our policies
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Contact Information
Keep your contact details current fo receive important nofifications and updates.

First Name (required) Last Name (required)

Email Address (required)

ally-owner@example.com ‘

Phone Number (required)

07700 900000 ‘

Notifications

Email me the weekly check
Every Monday morning, for each business you administer, we email the weekly check
from your dashboard: bank lines to sort, scans to check, overdue invoices and the next
tax deadline. It is only sent when there is something fo look at. The check stays on your

dashboard either way.

Phone notifications for tax deadlines
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Contact Information

Keep your contact details current fo receive important nofifications and updates.

First Name (required) Last Name (requirec)

‘ Alex ‘ ‘ Morgan ‘

Email Address (required)

‘ ally-owner@example.com ‘

Phone Number (required)

‘ 07700900000 ‘

B Save Changes

Notifications
Email me the weekly check

Every Monday morning, for each business you administer, we email the weekly check
from your dashboard: banklines fo sort, scans fo check, overdue invoices and the next
tax deadline. Itis only sent when there is something fo look at. The check stays on your

dashboard either way.

Phone notifications for tax deadlines
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Change Password

Keeping your password secure is important. Choose a strong password that you don't
use elsewhere. At least 8 characters. It can't be a common password, only numbers, or
t00 like your name or email address,

Current Password (requirec)

@ Change Password

View our policies
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~ CEE o

# Password

Test Business

Here is how your money looks foday, 5 Oct 2026.
© Security

B8 ContactInfo

¥ Referral Programme

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

@ Complete your business details
Your name, address, email and
phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how
yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a
password.

@ Areyou VAT registered? 2D
This decides whether VAT is
added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.

Upload your logo

e this checl You can show it again from Settings > Sections.

@ Add your bank account or
import a statement €3I
Bringing in your bank
transactions keeps your bank
balance and reportsright.

@ Ssetuppayroll CED
Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

@ Addyou & Delete Account
You neec
(# LogOut
canssenc
invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC
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Email Address (required)

‘ ally-owner@example.com ‘

Phone Number (required)

[ore |

B Save Changes

Notifications
Email me the weekly check
Every Monday morning, for each business you administer, we email the weekly check
from your dashboard: bank lines to sort, scans to check, overdue invoices and the next
tax deadline. It is only sent when there is something to look at. The check stays on your
dashboard either way.

Phone notifications for tax deadlines
With each reminder email 14 days, 7 days and 1 day before a VAT return or Income Tax
deadiine, the BizHub365 app on your phone shows a notification too, for each business
you administer, Tapping it opens the Tax ab. You need o be signed in o the app and

to allow its nofifications.

B Savenoifications

View our policies
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User Management
Invite, manage, and remove users from your business.

EMAIL ACTIONS

(You) aTly-owner@example.com Administrator

) (rermissions )

callum.reid@example.com p— \ Permi

)

hannah brooks@example.com

priya.shah@example.com [ T— \ Permissions |

senvaterawiampiecor [N Concelite

I I I g

View our policies
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~ CEE o

# Password

Test Business

Here is how your money looks foday, 5 Oct 2026.
© Security

B8 ContactInfo

¥ Referral Programme

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

@ Complete your business details
Your name, address, email and
phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how
yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a
password.

@ Areyou VAT registered? 2D
This decides whether VAT is
added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.

Upload your logo

e this checl You can show it again from Settings > Sections.

@ Add your bank account or
import a statement €3I
Bringing in your bank
transactions keeps your bank
balance and reportsright.

@ Ssetuppayroll CED
Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

@ Addyou & Delete Account
You neec
(# LogOut
canssenc
invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC
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Email Address (required)

‘ ally-owner@example.com

Phone Number (required)

e \

B Save Changes

Notifications
o&mail me the weekly check
Every Monday morning, for each business you administer, we email the weekly check
from your dashboard: bank lines to sort, scans to check, overdue invoices and the next
tax deadiine. Itis only sent when there is something to look at. The check stays on your

dashboard either way.

@

With each reminder email 14 days, 7 days and 1 day before a VAT return or Income Tax

ications for tax deadlines

deadiine, the BizHub365 app on your phone shows a nofification too, for each business
You administer. Tapping it opens the Tax tab. You need to be signed in to the app and

foallow its nofifications.
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Test Business
Here is how your money looks foday, 5 Oct 2026.

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

B8 ContactInfo

@ Complete your business details

Your name, address, email and
phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED
Getting paid starts with an
invoice, and you can see how

yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a

password

@ Areyou VAT registered? 2D
This decides whether VAT is
added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.

Upload your logo

You can show it again from Settings > Sections.

@ Add your bank account or
import a statement G
Bringing in your bank
transactions keeps your bank

balance and reportsright.

@ Ssetuppayroll CED

Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

¥ Referral Programme

@ Addyou & Delete Account
You neec
# LogOut
canssenc
invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC
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Change Password

Keeping your password secure is important. Choose a strong password that you don't
use elsewhere. At least 8 characters. It can't be a common password, only numbers, or
t00 like your name or email address.

Current Password (required)

New Password (required)

Confirm New Password (requirec)

@ Change Password

View our policies
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Add New Supplier

Supplier Name (Required)

Dales Joinery

VAT Number (Optional)

VAT Number (Optional)

Email (Optional)

accounts@dales-joinery.example.com

Phone Number (Optional)

Phone Number (Optional)

Address (Optional)

Address (Optional)

(O cis Subcontractor

UTR (Optional)
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Delete Account

This action is permanent and cannot be undone. Your personal data will be removed
from BizHub365, but linked businesses will not be deleted.

A Warning: Deleting your account removes all your personal data. This cannot
be reversed. Busi

ess data associated with your account will remai

accessible o other business members.

Subscriptions will be cancelled.
Nobody else belongs to Coquet Valley Plumbing, so deleting your account

subscription straight away. Any unused time you have paid for is

Confirm Email Address (reqired)

scons-ounareecampl am ]

Enter your emal address fo confirm delefion.

Current Password (required)

To confirm it's you, we'll email a 6-digit code fo scans-owner@example.com.






OEBPS/images/add-supplier-3.png
VAT Number (Optional)

Email (Optional)

accounts@dales-joinery.example.com

Phone Number (Optional)

Phone Number (Optional)

Address (Optional)

Address (Optional)

IS Subcontractor

UTR (Optional)

9876543210 ‘

CIS Verification Status

Verified - net payment (20%)

Vertfy the subconractor via HMRC s own service, hen record the resulf here,

|
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Nobody else belongs to Coquet Valley Plumbing, so deleting your account

cancels its subscription straight away. Any unused fime you have paid for is

refunded.

Confirm Email Address (reqired)

[—— |

Enter your email address to confirm deletion.

Current Password (required)

To confirm it's you, we'll email a 6-digit code fo scans-owner@example.com.

6-digit Code From Your Email (required)

482913

View our policies





OEBPS/images/cis-statement-1.png
BizHUD365  Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview %% s«:mxa + @ Hep

CIS Payment & Deduction Statements

Download or email a subcontractor's statement for a period. For the monthly CIS300 return figures, see the CIS Return report.

Period Start Period End
06/09/2026 =] ‘ 05/10/2026 =] ‘
SUBCONTRACTOR utR VERIFICATION STATUS ACTIONS
Ridgeway Plastering 1234567890 Verified - net payment (20%) Download PDF | ( Email Statement

View our policies
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Delete Business
Deleting this business is irreversible. All business-linked records will be permanently removed.

Warning: irreversible action
This workflow permanently deletes Test Business and all linked data. User accounts are not deleted if they are linked to other businesses.

Step: Download all data
Download a ZIP archive containing CSV and PDF exports for all business-linked datasets. We prepare it in the background, which can fake @ few minutes for a large

business.

Prepare Business Data Export

Step 2: Validate deletion with one-time code
A one-time code will be emailed to all full administrators.

Full administrators receiving the code:

o qEE P et Y com)

Email One-Time Deletion Code

Step 3: Permanently delete business
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CIS Payment & Deduction Statements

Download or email a subcontractor's statement for a period. For the monthly CIS300 return figures, see the CIS Return report.

Period Start Period End
01/10/2026 =} ‘ ‘ 05/10/2026 =} ‘ Update
SUBCONTRACTOR utR VERIFICATION STATUS ACTIONS

5 2 )a
Ridgeway Plastering 1234567890 Verified - net payment (20%) M

View our policies
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Expense Claims

Review and approve employee expense claims. Approving a claim creates a bill owed to that employee - reimburse it from the Expenses lst, the same way as any other bill

£|oss ‘ /mile  Update

Minimum 45p/mile.

SUBMITTED BY DATE DESCRIPTION CATEGORY ~ AMOUNT  RECEIPT  STATUS ACTIONS

Approve

Site visit fo measure up the kifchen refit

ally-owner@example.com 04 Oct2026
26,0 miles @ £0.45/mile (Harrogate - Leeds)

Mileage £070 None Pending

View our policies
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Security

Choose how you confirm it's you when you signin, delefe your account or a business, or submit to HMRC. An email code
always works as a backup. Adding or removing any of these asks for your current password.

Passkeys

A passkey uses your fingerprint, face, PIN or security key. It can't be phished or guessed.

You have no passkeys yet.

Passkey name Current password (required)

‘ For example: Work laptop ‘ ‘

Add a passkey

Authenticator app

Use @ 6-digit code from an app such as Google Authenticator, Microsoft Authenticator or 1Password.

Setup an authenticator app

Phones that approve

Phones signed in fo the BizHub365 app can approve your sign-ins and actions. To add one, sign in fo the app
onit.
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Reject Expense Claim

Reason (opti

Please add the route you drove.
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Setup an authenticator app
Your authenticator app will show a new 6-digit code every 30 seconds. You can use it
instead of an email code.

Current password (required)

View our policies
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Expense Claims

Review and approve employee expense claims. Approving a claim creates a bill owed to that employee - reimburse it from the Expenses lst, the same way as any other bill

Minimum 45p/mite.

SUBMITTED BY DATE DESCRIPTION CATEGORY ~ AMOUNT  RECEIPT  STATUS ACTIONS

St visit the kifchen refit
ally-owner@example.com 04 Oct 2026 shdielitinnul ol i) Mileage £01.70 None =3
26,0 miles @ £0.45/mile (Harrogate - Leeds)

View our policies
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Audit Logs
Review the history of actions taken within your account for security and compliance purposes.
Click on the fable headers fo sort the logs accordingly, and use the filters fo narrow down specific entries.
CSV and PDF exports contain the entries that match your search and filters, in the same order.

oor2026 ° 05110/2026 °

TIMESTAMP v USER ACTION DETAILS BUSINESS

No audit logs available.

View our policies
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Suppliers

NAME VATNUMBER  EMAIL PHONE

ADDRESS

Northern Office Supplies

i accounts@northern-office.example.com
It

Cidgonoy Plast accountseridgeway-
idgeway Plaserin
G 5 plastering.example.com

Showing 1-20f 2

View our policies

N @D ()

s ACTIONS

D ED ()

s 24
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Audit Logs
Review the history of actions taken within your account for security and compliance purposes.
Click on the fable headers fo sort the logs accordingly, and use the filters fo narrow down specific entries.
CSV and PDF exports contain the entries that match your search and filters, in the same order.

Search From To
Search details, action or user H dd/mmiyyyy O H dd/mmiyyyy O ‘m Clear |
TIMESTAMP v user AcTion DETAILS BUSINESS

No audit logs available.

View our policies
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© Fiona's Account

i Accountant Dashboard

Welcome back, Fiona. Manage your client businesses below.

@ Your Client Referral Link

Share this link with new clients. When they sign up via your link, they re automatically connected to you, and you earn up to 50% commission when they

‘ subscribe (50% in the 12 months from their first Eufmsm, then 20%

Or they enter your referral code tyne-valley-

ccounts in the Referral code box when they

ign up on the website, and the referral counts the same.

REFERRAL COMMISSIONS

Each commissionis held for 30 days after the payment, then becomes available. Available commission is paid monthly by bank fransfer, with no minimurm payout. Commission on a refunded payment is
taken back.

Held (30-day protection) Available for payout Paid fo date

£0.00 £0.00 £0.00

No commissions earned yet. Referral signups: 0.

1 PAYOUT BANK DETAILS

We pay your available commission to this account monthly, with no minimum payout.

Account Holder Name
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Test Business
Here is how your money looks foday, 5 Oct 2026.

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

@ Complete your business details
Your name, address, email and
phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how.
yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a

password.

@ Areyou VAT registered? 2D
This decides whether VAT is
‘added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.
Upload your logo

You can show i again from Seftings > Sections.

@ Add your bank aceo
import a statement
Bringing in your ban|
fransactions keepsy
balance and reports

@ Setuppayroll
Your PAYE reference
Government Gatew!
are needed fo pay s|
HMRC. No staff? Sw
offin Sections.

Open the full user guide (opens in a new fab)

Contact support (opens in a new tab)
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DESCRIPTION AMOUNT  STATUS.

Receipt

Site visit to
Description (Required) @ S e rae
kitche e s Bl
Site visit fo quote for a bathroom Oct o £1170 m ( withdraw
260milese L J
2026
£0.45/mile

(Horrogate - Leeds)

Date Incurred (Required)

| osnor2026 o

From

Harrogate

To

_

Miles (Required)

£0.55/mile (£0.25 affer 10,000 miles a fax year). Estimated claim: £24.20

Submit Claim
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No commissions earned yet. Referral signups: O.

1 PAYOUT BANK DETAILS

We pay your available commission to this account monthly, with no minimum payout.

Account Holder Name

Tyne Valley Accounts Ltd

Sort Code. Account Number

B Save Bank Def

Noclients yet

Share your referral link above with new clients, or ask an existing client fo invite you via their User Manager.

Your referral link: hitp://127.0.01:57505/accountant/tyne-valley-accounts
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Site visit to
Description (Required) o e
kitche e
Site visit fo quote for a bathroom oct itchenire; £m70 =3
260mies
2026
£04s/mite

(Horrogate - Leeds)

Date Incurred (Required)

05/10/2026 =]

From

Harrogate

To

York

Miles (Required)

44

£0.55/mile (£0.25 affer 10,000 miles a fax year). Estimated claim: £24.20

View our policies
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Security

Choose how you confirm it's you when you sign in, delete your account or a business, or submit to HMRC. An email code
always works as a backup. Adding or removing any of these asks for your current password

Passkeys

A passkey uses your fingerprint, face, PIN o security key. It can't be phished or guessed.

You have no passkeys yet.

Passkey name Current password (required)

Horkleriop g
Add apasskey

Authenticator app

Use @ 6-digit code from an app such as Google Authenticator, Microsoft Authenticator or 1Password.

Set up an authenticator app

Phones that approve

Phones signed in fo the BizHub365 app can approve your sign-ins and actions. To add one, sign in fo the app
onit.
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From your bookkeeping, up fo today. 1unpaid invoice. Nothing overdue. 1unpaid bill. £60.00 overdue. OGO KSR O sy

VAT or Income Tax is due.

bank transactions See unpaid invoices See unpaid bills Connect to HMRC

Taxtoset aside

£12.75

Based on your figures to 5 October 2026. An estimate, not a bill.

Profit this tax year (2026-27), from 6 April 2026 £316.48
Income Tax

Class 4 National Insurance

VAT owed so far this VAT period, from 1October 2026

Total toset aside

« Income Tax and Class 4 National Insurance on your profit so far this tax year, as if it were your only income. If you have a salary, pension or other income, you will pay more.
« Uses the rates for England, Wales and Northern Ireland. Scoftish taxpayers pay different Income Tax rafes.

Gotoyour Tax page

Your weekly check

Two minutes once a week keeps your books up fo date.

O 4banklines fo sort Sort @ Noseans o check Go fo © Nounpaidinvoicesoverdue O No tax deadlines waiting Go

bank lines Seans to check Go to invoices 36 the Tax bage
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£500
£250
Nov. Dec Jan Feb Mar Apr May Jun Jul Aug sep oct

> Show the figures for each month

Open the Profit and Loss report for these months

1 HMRC Status #= Tasks to complete 2 Bank transactions ‘D Last bankimport
[ ot conmected ] Alltasks are done. New ones will Tosortout: 4 0 days ago, on 5 Oct 2026.
Connect to HMRC to keep track of appear here. Matched and ready to post: 2

Your VAT returns and Income Tax

mport a bank statemen

| Sort out transactions

updates here.

— — (import history |
| HMRChub || Your tax _—

L Business statistics < Biggest account balances &€& Send us receipts and bills
Invoices sent: 1 You have 1customer in your customer Alltime, up fo 5 Oct 2026. For the last 12 Photograph or upload receipts, bills
Quotes sent: 2 list. months, see the Profit and Loss report. and invoices with Scan with Al, or
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Search

Find customers, suppliers, invoices, bills and expenses, quotes, products and settings i this business. Search by name, email, phone, reference, number (such as 1042) or amount (such as
250 or £250.00).

What are you looking for?
(- [

rH‘s for "whit".

Eleanor Whitfield
eleanor.whitfield@example.com, 07700 900123

ice #1
Eleanor Whitfield, £444.00, Awaifing payment, Issued 30 Sep 2026

Quote #2
Eleanor Whitfield, £3,840.00, Accepted, Valid until 4 Nov 2026

Inve
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Invoices (1)

e #1
Eleanor Whitfield, £444.00, Awaifing payment, Issued 30 Sep 2026

Inve

Quotes (2)

Quote #2
Eleanor Whitfield, £3,840.00, Accepted, Valid until 4 Nov 2026

Quote #1
Eleanor Whitfield, £228.00, Open, Valid until 4 Nov 2026

Products (1)

Branded cera

Branded ceramic mug
SKU MUG-001, Sells for £8.50

Keuboard shortcut
ihe siash key (/) on any page fo jump fo the search box. If it gets in the way, for example with speech input, switch it off here. This saves as soon as you change it, on this device only.

se the slash (/) shortcut

View our policies
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Test Business
Here is how your money looks today, 5 Oct 2026.

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

60f8stepsdone

@ Complete your business detai
Your name, address, email and
phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED
Getting paid starts with an
invoice, and you can see how
yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a
password.

@ Areyou VAT registered? (2D
This decides whether VAT is
‘added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.
Upload your logo

e this checl You can show it again from Settings > Sections.

@ Add your bank account or
import a statement €3I
Bringing in your bank
transactions keeps your bank
balance and reports right.

@ Ssetuppayroll CED

Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

@ Addyour first customer CED

You need a customer before you
can send them a quote or an

invoice.

Connectto HMRC Todo

Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHUb365.
Connect o HMRC
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Test Business
Here is how your money looks foday, 5 Oct 2026.

Accountantview %%

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

@ Complete your business details

Your name, address, email and
phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how.

yourslook fo customers.

@ Invite your accountant or team

(optional) CED

People you invite get their own
login, so nobody shares a

password.

@ Areyou VAT registered? 2D
This decides whether VAT is
added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.

Upload your logo

You can show i again from Seftings > Sections.

@ Addyour bank aceo
import a statement
Bringing in your ban|
fransactions keepsy
balance and reports

@ Ssetuppayroll
Your PAYE reference
Government Gatew
are needed fo pay s|
HMRC. No staff? Sw
offin Sections.

Help X
Search the help
Sear
ch

Open the full user guide (opens in a new fab)

Contact support (opens in a new tab)
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£500
£250
Nov Dec Jan Feb Mar Apr May Jun i Aug sep Oct

> Show the figures for each month

Open the Profit and Loss report for these months

More about your business

2 ) reordering

 Movecarer > Movelater  Movecarlier > Movelater  Movecarer > Movelater
1 HMRC Status Tasks to complete 2 Bank transactions ‘D Last bankimport
[ notcomecies | All tasks are done. New ones will To sort ou 0days ago, on 5 Oct 2026.

Connect to HMRC to keep track of appear here.

Matched and ready to post: 2

Your VAT returns and Income Tax —
| Sort out transactions

mport a bank statemen

updates here.

—— |l t histe
| (Rmcws) (vor s (mport bistory )

& Moveearlier - Move later & Moveearlier - Move later & Moveearlier - Move later & Moveearlier - Move later
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£500
£250
Nov Dec Jan Feb Mar Apr May Jun i Aug sep Oct

> Show the figures for each month

Open the Profit and Loss report for these months

& Moveearlier - Move later & Moveearlier - Move later

& Moveearlier - Move later & Moveearlier - Move later

2 Bank transactions D Last bankimport

Tasks to complete

1 HMRC Status

Connect to HMRC to keep track of

0 days ago, on 5 Oct 2026.

Up to date

| Import a bank statement

Tosort ou

All tasks are done. New ones will

appear here. Matched and ready fo post: 2

Your VAT returns and Income Tax

| Sort out transactions

updates here.

—— I t histe
| (Rmcws) (Yo s (mport istory )

- Move later & Moveearlier - Move later

& Moveearlier - Move later & Move earlier

& Moveearlier - Move later
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Test Business
Here is how your money looks foday, 5 Oct 2026.

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

60f8steps done

@ Complete your business detal
Your name, address, email and
phone number go on every quote
and invoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how.
yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a
password.

@ Areyou VAT registered? 2D
This decides whether VAT is
added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.
Upload your logo

e this checl You can show it again from Settings > Sections.

@ Add your bank account or
import a statement CED)
Bringing in your bank
transactions keeps your bank
balance and reports right.

@ Ssetuppayroll CED

Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

@ Addyour first customer CED)

You need a customer before you
can send them a quote or an

invoice.

Connectto HMRC Todo

Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect o HMRC
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Are you sure you want to delete Quote #1? This action cannot be
undone.
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Payroll Settings
Configure your PAYE scheme details. These are required before submitting FPS or EPS to HMRC RTI.

* Required field

M PAYE Scheme Identifiers

These are provided by HMRC when you register as an employer. Both are required for RTI submissions.

Employer PAYE Reference *

123/AB456

Format: 3 digits /up 1o 10 characters, e.g. 123/AB456

Accounts Office Reference *

123PA00012345

T3 characters. Found on your P30B or online PAYE account.

Employer Name (as registered with HMRC)

Test Business

Leave blank fo use your business name.






OEBPS/images/recurring-1.png
BizHUD365  Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview %% Saan:ha + @ Hep

Recurring Invoices

Subscriptions and retainers billed automatically on a schedule - set one up once and every occurrence generates and sends ifself.

+ New Recurring In

REFERENCE cusToMeR FREQUENCY NEXT INVOICE enps status AcTioNs
Eleanor Whitfeld —

= Monthi 4Nov2026 Noenddate Act , @ @
eleanor.whitfield@example.com Y = “)

View our policies
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claim it. When this is on, new EPS forms start with "Yes, claim it" for Employment Allowance, and BizHub365's employer National Insurance checks allow for if.

A Government Gateway Credentials

@ RTIsubmissions (FPS & EPS) are sent directly fo the HMRC Government Gateway using your employer login - not via the MTD OAuth connection. You can find

these credentials at www.gov.uk/log-in-register-hmrc-online-services.

Gateway User ID*

123456789012 ‘

Your employer's 12-digit Government Gateway User ID.

Gateway Password *

Leave blank fo keep existing password ‘

© Password s sef. Leave blank fo keep The existing password,

B Save Settings

View our policies.





OEBPS/images/recurring-2.png
BizHUDb36s  Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview ¥ Sean:ha + @ Hep

Create aRecurring Invoice

Set this up once - an invoice will be generated and emailed to this customer automatically on the schedule below.

Customer (required)

Select a customer...

Select a customer above and their details will appear here.

‘ Monthly refainer ‘

‘ dd/mmlyyyy

‘ Payment Terms: 30 Days ‘

Invoice ltems
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Add Employee
Payroll/ Employees

Persenal 3, Tax&NI 3, Employment g Pension 2, Payment
Name & address Code & category Start, P45, loans Auto-enrolment Bank details

* Required field

& Personal Detail

Middle Name.
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Subtotal (ex. VAT): £0.00
VAT: £0.00
Total per invoice: £0.00

Construction reverse charge

() Domestic reverse charge (construction)

Use the domestic reverse charge only for construction services reported under CIS, to a VAT-registered customer who has confirmed in wriing that they are not an end user or an intermediary
supplier (they will sell the work on as construction services). You charge no VAT; the customer pays it fo HMRC. The invoice shows no VAT and says: "Reverse charge: Customer fo account fo
HMRC for the VAT. VAT Act 1994 Section 554",

() Customer confirmed they are not an end user or intermediary

Eachinvoice this schedule creates is raised with these seffings

Notes:

: (leave blank fo use your business defaulf)

Create Recurring Invoice Schedule

View our policies
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Your open jobs for the chosen customer. Linking it adds this to the job's figures.

Select a customer above and their details will appear here. Quote Information:
Quotell enerated on Save
Date created: 5 Oct 2026
Quote ltems
DESCRIPTION QuANTITY UNIT PRICE (EX VAT) VAT TOTAL  ACTIONS

‘ Sample Item ‘

L | [oso ME

» Income account: Sales Revenue

Change

Add Line ltem

Subtotal (ex. VAT): £0.00
VAT: £0.00
Total Amount: £0.00

Attachments (images & videos - opfional)

Files are stored securely and links are included in the customer email.

\/ + Add Attachment |

View our policies
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Journal Entries

View and create ledger journal entries,

Post missing jourr

b DaTE REFERENCE  DESCRIPTION DEBIT  CREDIT  POSTED  ACTIONS
40ct Thisentry was posted automaicallyfrom s payment. Change o delete
2 PAYA Auto-posted payment #1 £10000  £100.00  Yes v e
2026 he payment self andiisjournal s corrected for you.
30ct Auto-posted t This entry was posted automatically from s expense paymen. Change
5 < EXPPAY-1 e £4800  £48.00  Yes TR v S 3
2026 0 or deete he expense payment seif and s journal s corrected for yo.
30ct This entry was posted automatically from s expenss. Change or delete
4 Exp-2 Auto-posted expense #2 £4800  £48.00  Yes
2026 he expense tsef and s journal s correctedfor you.

20ct This entry was posted automatically from ifs expense. Change or delete:
3 EXP-1 Auto-posted expense #1 £6000  £60.00  Yes

2026 the expenseifself andifs journal is corrected for you.

305ep . This eniry was posted automatically from s invoice. Change or delete:
1 NV Auto-posted invoice #1 £44400 44400  Yes

2026 the invoice fself andits journal is corrected for you.

29Sep Bank feed fransaction #1:
6 BANK-1 £42.60 £4260  Yes
2026 NORTHERN OFFICE SUPPLIES
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Quote 1Detail

View detailed information about this quote, including customer details, dates, status, and fotal amount.

Job: J-0001 - Kitchen refit

Customer Details:
Eleanor Whitfield

27 Ashgrove Road

Leeds, West Yorkshire

L5628
eleanor.whitfield@example.com
07700 900123

Quote ltems

DESCRIPTION

Kitchen design consultation

QUANTITY

UNIT PRICE (EX VAT)

£95.00

| Delete Quote

Quote Information:
QuoteID: 1

Date Created: 5 Oct 2026
Valid Unfil: 4 Nov 2026
Total Amount: £228.00

Awaifing Respons

Customer Responst

VAT TOTAL

20% £228.00

Subtotal (ex. VAT): £190.00
VAT: £38.00
Total Amount: £228.00
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Create Journal Entry

Add manual ledger postings with balanced debit and credit lines.

Entry Date (required)

05/10/2026

ACCOUNT DESCRIPTION CREDIT ACTIONS

5000~ operating e [oc0

Reference Description

ADJ-001 ‘ ‘ Correct a miscoded fuel receipt

‘ Select account ‘ 0.00

Prior year adjustment: period being adjusted (required if any line posts o Retained Earnings)

‘ Not a prior year adjustment ‘

No prior period has been marked FINAL for this business - a prior year adjustment cannot be recorded until one has, since there is no prior period fo adjust.

Reason (required for a prior year adjustment)

Total Debit: 48.00
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Test Business
Here is how your money looks foday, 5 Oct 2026.

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

60f8stepsdone

@ Complete your business detai
Your name, address, email and
phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how.
Yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a
password.

@ Areyou VAT registered? (2D
This decides whether VAT is
added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.
Upload your logo

e this checl You can show it again from Settings > Sections.

@ Add your bank account or
import a statement €3I
Bringing in your bank
transactions keeps your bank
balance and reports right.

@ Ssetuppayroll CED
Your PAYE references and HMRC
Government Gateway sign-in

are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

@ Addyour first customer CED)

You need a customer before you
can send them a quote or an

invoice.

Connectto HMRC Todo

Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC
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Are you sure you want fo convert Quote #1into an Invoice?

Select Payment Terms for the Invoice: (required)

Construction reverse charge
) Domestic reverse charge (construction)

Use the domestic reverse charge only for construction services reported
under CIS, fo a VAT-registered customer who has confirmed in writing that
they are not an end user or an infermediary supplier (they willsell the work
on as construction services). You charge no VAT; the customer paysitfo
HMRC, The invoice keeps each line's VAT rate but charges no VAT,

) Customer confirmed they are not an end user or intermediary
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Journal Entries

View and create ledger journal entries,

Post missing journals || [ENSIEIR]TEN

b DaTE REFERENCE  DESCRIPTION DEBIT  CREDIT  POSTED  ACTIONS
40ct This entry was posted automaicallyfrom s payment. Change o delete
2 PAYA Auto-posted payment #1 £10000  £100.00  Yes v e
2026 he poyment selfandiisjournal s corrected for you.
30ct Auto-posted t This entry was posted automatically from s expense paymen. Change
5 < EXPPAY-1 e £4800  £48.00  Yes TR 7 S 3
2026 0 or deete he expense payment seif and s journal s corrected for yo.
30ct This entry was posted automatically rom s expenss. Change or delete
4 Exp-2 Auto-posted expense #2 £4800  £48.00  Yes
2026 he expense fsef and s journal s corracted for you.

20ct This entry was posted automatically from ifs expense. Change or delete
3 EXP-1 Auto-posted expense #1 £6000  £60.00  Yes

2026 the expenseifself andifs journal is corrected for you.

30Sep . This eniry was posted automatically from s invoice. Change or delete:
1 NV Auto-posted invoice #1 £44400 44400  Yes

2026 the invoice fself andits journal is corrected for you.

29Sep Bank feed fransaction #1:
6 BANK-1 £42.60 £4260  Yes
2026 NORTHERN OFFICE SUPPLIES
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2

CREATE NEW
Test Business
Here is how your money looks foday, 5 Oct 2026.

B Invoice

B Quote

Get setup 2+ Customer b of 8 steps done

Afew steps fo get Test Business ready. Each one ticks itself off when itis done.
Booking

@ Complete your business detai @ Areyou VAT registered? (2D @ Add your bank account or & Expense mer CZD
D This decides whether VAT is import a statement CED) ler before you
Your name, address, email and ‘added to your invoices. Not Bringing in your bank can send them a quote or an
phone number go on every quote registered? Answer No and there transactions keeps your bank invoice.
andinvoice you send. is nothing more fo do. balance and reports right.

@ Createyour firstinvoice CED) O Addyourlogo Todo @ Ssetuppayroll CED O Connectto HMRC Todo
Getting paid starts with an Your logo goes on your invoices, Your PAYE references and HMRC Lets you see what is due and send
invoice, and you can see how. quotes and emails so customers Government Gateway sign-in Your VAT or Income Tax updates
yourslook fo customers. know they are from you. are needed to pay staff and fell straight from BizHub365.

Upload your logo HMRC. No staff? Switch Payroll Connect o HMRC
offin Sections.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a

password

| You can show it again from Settings > Sections.
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Quote 1Detail
View detailed information about this quote, including customer details, dates, status, and fotal amount.

Job: J-0001 - Kitchen refit

Convert tolnve Viewjob Delete Quote

Customer Details: Quote Information:
Eleanor Whitfield QuotelD: 1
27 Ashgrove Road Date Created: 5 Oct 2026
Leeds, West Yorkshire Valid Until: 4 Nov 2026
Ls62AB Total Amount: £228.00
eleanor.whitfield@example.com Customer Response
07700 900123

Quote ltems
DESCRIPTION QuaNTITY UNIT PRICE (EX VAT) VAT ToTAL
Kitchen design consultation 2 £95.00 20% £228.00

Subtotal (ex. VAT): £190.00
VAT: £38.00
Total Amount: £228.00
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Post mi:

Records whose entries in your accounts are missing, for example because journals were deleted outside BizHub365. Back fo journal entries

ing journals

RECORD MISSING A JOURNAL

Invoices

Credit notes

Payments received on invoices

Moneyin

Expenses

Expense payments

Fixed asset purchases and disposals

PoSTIng GOGS eGCh records Journal exactly Gs when 1T was Saved, on The record's own date when 7S period s open:
an expense's cost (owed to the supplier), then each of its payments. Nothing that is already in your accountsis
posted again.

Arecord dated in a closed period (one whose VAT return s locked, submitted or finalised, or whose annual accounts
are final) has its journal dated on the first open day after that period instead, so @ period you have filed never
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Profitand Loss

LIEBWRERTTN | & Download CSV | | & Download CSV by account
Summary of income and expenses for the period L JL J

06/04/2026 05/10/2026 The same penod last year

The report covers everything dated from the From date to the To date, including both days.

6 50ct 2025 t0 5 Oct 2026

Ataglance

Youmade a profit of Sales (before VAT)

£470.75 £560.75

Sales of £560.75 minus costs of £90.00. Invoices you issued in this period, less credit notes.

Inpictures

Sales, costs and profit

Sales
I <560.75

Costs (before VAT)

£90.00

Expenses in this period, plus depreciation on
equipment you own.
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Create a Quote

Fill out the details below fo create a new quote for your customer.

Customer
1 g’

Job (optional)

oo \

Your open jobs for the chosen customer. Linking it adds this to the job's figures.

Select a customer above and their details will appear here. Quote Information:
Quote ID: Generated on Save
Date created: 5 Oct 2026
Quote ltems
DESCRIPTION QuANTITY UNIT PRICE (EX VAT) VAT TOTAL  ACTIONS

‘ Sample ltem ‘

[, | [om | (o ...

Change

Add Line ltem
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Bookings

Jobs.

Payroll

Accountant view

=

Expenses £90.00
Profit £47075
Income
ACCOUNT THIS PERIOD
Sales Revenue £56075
Totalincome £560.75
Choose an account to see the transactions behind it
Expenses
ACCOUNT THIS PERIOD
£90.00
Total expenses £90.00

Choose an account fo see the transactions behind if.

» Show all the figures

View our policies
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Create a Quote

Fill out the details below fo create a new quote for your customer.

Customer

Select a customer... -

Job (optional)

‘ Nojob

Your open jobs for the chosen customer. Linking it adds this to the job's figures.

Select a customer above and their details will appear here. Quote Information:
Quote ID:
Date created: 5 Oct 2026

enerated on Save

Quote ltems

DESCRIPTION QUANTITY UNIT PRICE (EX VAT) TOTAL  ACTIONS

‘ Kitchen refit, labour

it (000 000

Change
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Profitand Loss

Summary of income and expenses for the period

B, Download PDF | OSBRI

% Download CSV by account

From To Compare

05/10/2025 u} H 05/10/2026 u} H Do not compare ‘

Back

The report covers everything dated from the From date to the To date, including both days.

6 50ct2025 05 Oct 2026

Ataglance
You made a profit of Sales (before VAT) Costs (before VAT)
Sales of £560.75 minus costs of £90.00. Invoices you issued in this period, less credit noes. Expenses in this period, plus depreciation on
equipment you own.
In pictures
Sales, costs and profit
Sales

N <560.75
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Pick up where your business left | rerrees

off.

Login to manage customers, invoices, bookings, reporting, and

(Or sign in with the BizHub365 app

[Open the app on your phone, tap Sean fo sign in in the menu, and

compliance from one connected workspace.
lpoint the camera at this code. Check the app shows this computer

lbefore you approve.
out jumping between disconnected

See operational updates, finance activity, and support progress in one:

place.

Access HMRC-connected workflows and account settings from the

same dashboard.

[Waiting for you fo scan the code.

Show a new code
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Log into your BizHub365 account

Enter your email and password below.
Pick up where your business left ———
off \

Login to manage customers, invoices, bookings, reporting, and Password (req,

compliance from one connected workspace. ‘

Switch between business areas without jumping between disconnected

tools.

See operational updates, finance activity, and suj rt progress in one
& & 7 e Or signin with the BizHub365 app

place.
Open the app on your phone, tap Sean fo sign in in the menu, and
point the camera at this code. Check the app shows this computer
Access HMRC-connected workfiows and account settings from the before you approve.

same dashboard.
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Welcome Back

ign in using your BizHub365 email and
3 password below.

ally-owner@example.com ‘

Forgot your password? Reset Password

BizHub36S is a business platform for existing
account holders and invited team members.

Terms of Use (EULA) - Terms of Service

- Privacy Policy
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Verify it's you
Choose how to confirm it's you.

Choose how to confirm it's you.

Authenticator app code ‘

Verify authenticator code

Email me a code

Use a different account

Forgot your password? Reset Password

BizHUb365 is a business platform for existing
‘account holders and invited team members.

Terms of Use (EULA) - Terms of Service

Privacy Policy
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Home| Moneyin |Moneyout Bank

Invoices and quotes
Test Business

Here is how your money looks !

Customers

& Moneyin
Get setup

MORE

Afew steps fo get Test Busin| when itis done.

Takings

@ Complete your busin

Your name, address, 4

B, Payout reports

@ Products bur invoices. Not

phone number go on 4 P Answer No and there

£ Recurring invoices

and invoice you send. ore fo do.

Credit notes
@ Createyour firstinvg
Getting paid starts wif| ® Customer tags

bgo Todo

joes on your invoices,

invoice, and you can sk

emails so customers
yourslook fo customers. know they are from you.

Upload your logo

@ Invite your accountant or team

(optional) CED

People you invite get their own
login, so nobody shares a
password

Hide this checklist | You can show it again from Settings > Sections.

Tax Bookings Jobs Payroll Accountantview %%

@ Add your bank account or
import a statement CED)
Bringing in your bank
transactions keeps your bank
balance and reportsright.

@ Ssetuppayroll CED

Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

~ CEEE o -

60f 8steps done

@ Addyour first customer CED)

O

You need a customer before you
can send them a quote or an

invoice.

Connectto HMRC Todo

Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect o HMRC
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Test Business.

Here is how your money looks for Customers
— B 5 vewin
Get setup
Afew steps o get Test Busine  MORE
& Takings
@ Completeyourbusinet g payout reports
Your name, address, er @ Products

phone number go on ev
andinvoice you send.
B
@ Create your first invoic
Getting paid starts witt %
invoice, and you can see now

yourslook fo customers.

Recurring invoic

Credit notes

Customer tags

@ Invite your accountant or team

(optional) CED

People you invite get their own

login, so nobody shares a

password.

Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview X%

ff when itis done.

AT registered? CED)
fes whether VAT is
your invoices. Not
42 Answer No and there

ices
more todo.

logo Todo

goes on your invoices,
quores und emails so customers
know they are from you.

Upload your logo

| You can show it again from Settings > Sections.

@ Add your bank account or
import a statement €3I
Bringing in your bank
transactions keeps your bank
balance and reportsright.

@ Ssetuppayroll CED

Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

~ CEEE o -

60f8steps done

@ Addyour first customer CED)
You need a customer before you
can send them a quote or an

invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC
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(assworoeser |

Request a reset link

Enter the email address associated with your account.

Reset your password

Enter your email address and we'll send you a link o reset your

password.
Check your inbox for a reset link - it expires after 1hour.

For security, only the email registered fo your account will receive a
reset link.
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NEW PASSWORD

Reset your password

Enter and confirm your new password below.

New Password (required)

‘Atleast 8 characters. If can' be G common password, only numbers, or foo ke

Set anew password o oameo ot

Choose a strong, unique password for your BizHub365 account. Confirm New Password (requirec)

At least 8 characters. It can't be a common password, only numbers, or g
too like your name or email address.
V' Reset Password

Don't reuse passwords from other services.
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Invoices  Quotes  Moneyin  Takings

Record money in
Say when the money arrived, how it was paid and where it went, then what itis: a customer's payment for invoices, other income, a refund from a supplier, or money that is not income.

The money
Date received (required) Amount received (£) (required) Reference (optional)
05/10/2026 =] ‘ ‘ 12.00 ‘ ‘
Asit shows on your bank statement or the customers remittance.
How it was paid Where it wentin
Bank transfer ‘ ‘ 1010 Bank Current Account

Abank account, or Cash on Hand for cash you kept.

Whatis this money?

O Payment from a customer
Pays one or more invoices, or is kept fo match later.

Other income
ome with no invoice, such as a cash sale, a grant or a refund of a fee you charged.

[C]Refund from a supplier|

TG you bought, such as goods refurned or an overcharge put right. It reduces that expense; it is not income.

) Not income
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1.Big purchases 2. Privateuse 3. Home and premises 4. Check and send

Other fax year: 2026-27

Do you also use any of these for yourself?

HMRC only allows the business part of a cost you also use privately. Put the part used for the business; we add the private part back fo your profit. Leave it empty if itis allfor the

business.
cosT SPENTTHISYEAR  BUSINESS USE (%) PRIVATE PART ADDED BACK
Car or van running costs (fuel, repairs, insurance, fax) £0.00 ‘ ‘ £0.00
Phone and infernet £0.00 ‘ ‘ £0.00
Home costs recorded as expenses (power, heating) £0.00 ‘ ‘ £0.00
Another kind of cost you also use privately Business use (%)

| None Il |

Save and continve

View our policies





OEBPS/images/supplier-refund-2.png
BizHUD36s  Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview % Sean:he + @ Hep

Ifitis arefund from a supplier

It reduces what that expense cost you and gives back the VAT you reclaimed onit. It is not income, so it is left out of your sales.

Northern Office Supphes Lid Show their expenses

Expense it refunds (optional)

None: choose the category below

This sUpplier s expenses from The last fwo years with something Ieff o refund. The refund then follows Tha expense's category and VAT, and can'T be more fhan s 1eff fo refund on

Expense category Description (optional)

Same as the expense if refunds ‘

The refund comes off This category s expenses in your Income Tax figures.

VAT given back

Same as the expense if refunds

The amount received Includes any VAT, The VAT and the amount before VAT come off boxes 4 and

7 of your VAT return. A refund of  purchase with no VAT reclaimed (outside the scope, or a

construction reverse charge) gives no VAT back.

Notes (optional)
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510100 hours. £18.00 2

101 hours or more £26.00 ‘ o
Working from home flat rate: £216.00 for 12 months. This is an allowable expense.

Living at your business premises

Do you live at your business premises, for example @ bed and breakfast or @ small care home?

1f s0, HMRC's simplified expenses take a flat amount off your premises costs each month for the private use, by how many people live there. Put the months for each number of people;
leave them at O if you don'tlive there.

PEOPLE LIVING THERE PRIVATE USEAMONTH  MONTHS.

1person £350.00 ‘
2people £500.00 ‘
3or more people £650.00 ‘

Private use of the premises: £0.00 for O months. This is added back to your profit.

Save and continve

View our policies
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Expense it refunds (optional)

None: choose the category below

Choose the supplier, then Show their expenses, fo pick the expense the refundis for.

Expense category

Same as the expense if refunds

The refund comes off this category's expenses in your Income Tax figures.

VAT given back

Same as the expense if refunds

The amount received includes any VAT. The VAT and the amount before VAT come off boxes 4 and
7 of your VAT return. A refund of  purchase with no VAT reclaimed (outside the scope, or a
construction reverse charge) gives no VAT back.

Notes (optional)

Record money in

View our policies
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Create Employer Payment Summary
Payroll/ EPS
Report periods with no pay, recover statutory payments, or notify HMRC of CIS deductions.

* Required field

& TaxPeriod

Tax Month *

2026-27

Tax month

Aprilto 5 May

© NoPay Period

lo employees were paid this period
Notifies HMRC that no FPS is expected for this month. The no-payment dates sent to HMRC are the 6th fo the 5th of the tax month selected above.

& Employment Allowance
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Invoices  Quotes  Moneyin  Takings

Money in

Everything your business has received: payments from customers, daily takings, other income, refunds from suppliers and money that is not income. Money not yet matched fo aninvoice
waits under To match.

B Record aki

TS -

Search From To Customer Whatitis
dd/mm/yyyy B | dd/mmiyyyy B | Anycustomer Anything
Reference, customer, supplier, amount or
invoice number
DATERECEIVED  FROM WHAT IT1S HOW IT ARRIVED AMOUNT ~ TOMATCH  LOCKSTATUS  ACTIONS
40ct2026 - Daily takings (Front fill Cash; Card £246.50 - i
041
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VAT fo pay (box 5) £2,220.00
Sales before VAT (box 6) £60,000.00
Purchases before VAT (box 7) £900.00

Send to HMRC

Nothing s sent from this page. Send opens the page where you check the return and send t: it shows exactly what will be sent and asks you fo confirm the declaration
before anything goes fo HMRC.

« Income Tax quarterly update for Leafield Lettings, due 5 Nov 2026
VAT return, due 5 Nov 2026

« Income Tax final declaration, due 31 Jan 2027

« Income Tax quarterly update for Leafield Lettings, due 5 Feb 2027
VAT return, due 5 Feb 2027

Yearendtodo

Your vearly summary for the tax vear 2025-26 has not been sent vet. Answer a few avestions about bia burchases. private use and workina from home. check the fiaures
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Welcome Back

ign in using your BizHub365 email and
3 password below.

ally-owner@example.com

Forgot your password? Reset Password

BizHUb365 is a business platform for existing
‘account holders and invited team members.

Terms of Use (EULA) - Terms of Service

Privacy Policy
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Invoices  Quotes  Moneyin  Takings

Record money in

Say when the money arrived, how it was paid and where it went, then what it is: a customer's payment for invoices, other income, a refund from a supplier, or money that is not income.
The money

eceived (required) Amount received (£) (required) Reference (optional)

EEI]

Asit shows on your bank statement or the customers remittance.

How it was paid Where it went in

Bank fransfer ‘ 1010 Bank Current Account ‘

‘Abank account, or Cash on Hand for cash you kept.

What s this money?
O Payment from a customer

Pays one or more invoices, or s kept fo match ater.

) Other income

Income with no invoice, such as a cash sale, a grant or a refund of a fee you charged.

) Refund from a supplier

Money back for something you bought, such as goods refurned or an overcharge put ight. If reduces that expense; itis not income.

) Not income
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« Income Tox quarterly update for Leafield Lettings, due 5 Nov 2026
VAT return, due 5 Nov 2026
« Income Tox final declaration, due 31 Jan 2027

« Income Tax quarterly update for Leafield Lettings, due 5 Feb 2027
VAT return, due 5 Feb 2027

Year endtodo

Your yearly summary for the fax year 2025-26 has not been sent yet. Answer a few questions about big purchases, private use and working from home, check the figures
and send it before your final declaration, due 31 Jan 2027.

More about your tax

« Income Tox updates: every quarterly update, the yearly summary, HMRC's tax calculation and the final declaration.

« Year end: big purchases, private use, working from home and the yearly summary for HMRC.
« VAT returns: every VAT return, sent and waiting.
« HMRC connection: connect, your tax numbers and your HMRC account.

« Reports, including the reports for your accountant.

View our policies
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Verify it's you

Choose how to confirm it's you.

B Choose how to confirmit's you

Authenticator app code

Verify authenticator code

Email me a code

Use a different account

Forgot your password? Reset Password

BizHUD365 is a business platform for existing
‘account holders and invited team members.

Terms of Use (EULA) - Terms of Service

Privacy Policy.
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YOUF OWn MOney paid i, G 106 OF G TTGRSTEr Trom GROTEr Of your accoun

I£3is a payment from a customer

Show open invoices
Who paid. Needed fo match fhe money fo fheir invoices. )

INVOICE ISSUED DUE STILLOWED  AMOUNTTO MATCH

Invoice #1 30 Sep 2026 30 0ct 2026 £344,00

Invoices for Eleanor Whitfield with money owed. Enter how much of this money pays each one; leave the rest empty.

() Email the customer a receipt

Sent to eleanor.whitfield@example.com when you save. You can also send it ater from the money in's page.

Notes (optional)

Secordmenern |





OEBPS/images/year-end-2.png
BizHuUbz365  Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview X% SEam.a + @Hep RD

Other fax year: 2026-27

keep for years, or a car, this tax year?

Did you buy equipment yor

You use the cash basis. Equipment s already an allowable expense in your quarterly figures, so there is nothing more to claim for it. A car never is: you claim capital allowances on it

instead (HMRC: cash basis, capital purchases).

If you use something for yourself too, put the part used for the business: HMRC only allows that part. Say whether you bought it new or second-hand. If you claim HMRC mileage rates for a car, the
mileage rate already covers ifs cost, so it gets no capital allowance. Only this year's purchases are listed: allowances on things bought in earlier years are not worked out here.

DATE  whaT cost  whaTIsIT2 BUSINESSUSE(X)  NEW ORSECOND-HAND  IFACAR ALLowaNcE
T . L L L [ osogia

1209 L J

— Already an allowable expense on £2,400.00 Equipment I'll 100 ‘ New F S -
‘the cash basis. - - - - - - ‘ I claim its ac
Laptop for quotes and

o~ drawings . L ~ | 11o50g/km

o

om Over £1,000 n Office supplies:is £1150.00 No, an everyd: ‘ ‘ 100 New ) -

e el o e o L S S J I claim its ac

years?

Save and continve

View our policies
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Run payroll
Payroll

Run payroll from employee selection through HMRC submission in one guided flow. This is the one place to start or continue a pay run.

SetUp 3, Pay 3 Review 3, Dene
Dates and frequency Employees and amounts Finalise and FPS Submitted fo HMRC

& StartPayRun

Frequency Period Start (required) Period End (required) Payment Date (required)

Monthly If oerosrz026 o ||| osnorzozs o ||| soro9rz026 o

Notes

- Continue to Employees
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Recurring Invoices

Subscriptions and retainers billed automatically on a schedule - set one up once and every occurrence generates and sends ifself.

+ New Recurring Invoice

REFERENCE CUSTOMER FREQUENCY NEXT INVOICE ENDS STATUS ACTIONS

Eleanor Whitfield
- Monthly 4Nov2026 Noend date
eleanor.whitfield@example.com

View our policies
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% Employees and Pay

Emp Pension Employer

PAYE auto Employee Nlauto Employer Niauto auto Pension auto

Basic Overtime
og’riyusharmu
25000 | | 000 | | 24120 | | 10848 || 000 || 000 || 000

No payroll ID - 1257L

Entering pay selects the employee automatically. PAYE, NI, loans, and pension recalculate on save.

B PAYE, NI and net pay are calculated from your payroll records. Estimated from your records — check these figures before you submit. BizHub365 is software, not tax advice.

< Finalise and Submit

Review

Priya Sharma £2,250.00 £241.20 £108.48 £1900.32

Totals £2,250.00 £241.20 £108.48 £1,900.32
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Subtotal (ex. VAT): £300.00
VAT: £60.00
Total per invoice: £360.00

Construction reverse charge
() Domestic reverse charge (construction)

Use the domestic reverse charge only for construction services reported under CIS, to a VAT-registered customer who has confirmed in wriing that they are not an end user or an intermediary
supplier (they will sell the work on as construction services). You charge no VAT; the customer pays it fo HMRC. The invoice shows no VAT and says: "Reverse charge: Customer fo account fo
HMRC for the VAT. VAT Act 1994 Section 554",

() Customer confirmed they are not an end user or intermediary

Eachinvoice this schedule creates is raised with these seftings

Notes:

: (leave blank fo use your business defaulf)

View our policies.
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Employees and Pay
Emp Pension Employer
Basic Overtime PAYEauto Employee Nlauto Employer Nlauto auto Pension auto
Priya Sharma
25000 | | 000 | | 24120 | | 10848 || 000 || 000 || 000

No payroll ID - 1257L

Entering pay selects the employee automatically. PAYE, NI, loans, and pension recalculate on save. 8 Save Pay Details

B PAYE, Ni and net pay are calculated from your payroll records. Estimated from your records — check hese figures before you submit. BizHub365 is software, not fax advice.

< Finalise and Submit

Review
EMPLOYEE GROSS PAYE EMPLOYEE NI NET
Priya Sharma £2,250.00 £24120 £108.48 £1900.32
Totals £2,250.00 £241.20 £108.48 £1900.32

View our policies
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Invoice 1Detail

View detailed information about this invoice, including customer details, dates, status, and total amount.

Job: J-0001 - Kitchen refit

Download PDF

Customer Details:

Eleanor Whitfield

27 Ashgrove Road

Leeds, West Yorkshire

L6248
eleanor.whitfield@example.com
07700 900123

Invoice ltems

DESCRIPTION

Bookkeeping - monthly package

VAT return preparation

QUANTITY

Add Payment

UNIT PRICE (EX VAT)

£250.00

£120.00

Delete Invoice

Invoice Information:
Invoice ID: 1

Datelssved: 30 Sep 2026
Due Date: 30 Oct 2026

Total Amount: £444.00

Status

VAT TOTAL
20% £300.00
20% £144.00

Subtotal (ex. VAT):  £370.00
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esheets

Review and approve employee timesheet entries. Approved hours are picked up automatically the next fime you open that employee's payslip for a pay period covering the entry's date.

EMPLOYEE SUBMITTED BY DATE HOURS NOTES STATUS ACTIONS

1 JF
Priya Sharma ally-owner@example.com 40ct2026 7.50 Stocktake and van loading =3 Approve m

View our policies
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Log in to your BizHub365 account

Enter your email and password below.

Pick up where your business left il Adress e
Off. ally-owner@example.com

Log in fo manage customers, invoices, bookings, reporting, and Password (required)

compliance from one connected workspace: ‘

Switch between business areas without jumping between disconnected
tools. Forgot Password?

See operational updates, finance activity, and support progress in one

Or sign in with the BizHub365 app
place.
Open the app on your phone, tap Sean fo sign in in the menu, and
point the camera at this code. Check the app shows this computer
Access HMRC-connected workfiows and account settings from the before you approve.

same dashboard.
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A2FA code has been sent fo your email.

VERIFY IDENTITY

Confirmit's you

Email code

Two-Factor Authentication

Check your email at ally-ewner@example.com for the 6-digit

We've sent a verification code to ally-owner@example.com. Please code.

ter it below to conti
enter it below to continue. Verification Code (required)

If the BizHub365 app is already signed in on another device, open it and
tap Approve.

Add a passkey or an authenticator app under Security in your account
Didn't receive it?
menu,

[ C Request New Code.

Codes expire after 5 minutes - request a new one if needed.

This step keeps your account secure even if your password is

compromised.
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Log into your BizHub365 account

Enter your email and password below.

Pick up where your business left il Adress e

OI I. ally-owner@example.com ‘

Login to manage customers, invoices, bookings, reporting, and Password (required)

i g

Switch between business areas without jumping between disconnected
tools. ‘ Forgot Password?

See operational updates, finance activity, and support progress in one: 5 i .
i Or sign in with the BizHub365 app
place.

Open the app on your phone, tap Sean fo sign in in the menu, and

point the camera at this code. Check the app shows this computer

Access HMRC-connected workfiows and account settings from the before you approve.

same dashboard.






OEBPS/images/install-pwa-2.png
Install BizHub365

Get the app from Google Play, the Apple App Store, or
‘web app on Windows, Linux, Mac and Chromebook.

Google Play

Install on Android

Apple App Store

Install on iPhone and iPad

Windows, Linux, Mac and Chromebook
Install using a PWA

‘ Not now ‘
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# Password

Test Business

Here is how your money looks foday, 5 Oct 2026.
© Security

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

B8 ContactInfo

@ Complete your business details

Your name, address, email and
phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how.
yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a

password

@ Areyou VAT registered? 2D
This decides whether VAT is
added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.

Upload your logo

You can show it again from Settings > Sections.

@ Add your bank account or
import a statement G
Bringing in your bank
transactions keeps your bank
balance and reportsright.

@ Ssetuppayroll CED
Your PAYE references and HMRC
Government Gateway sign-in
are needed fo pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

¥ Referral Programme

&* Delete Account

Yo
(® LogOut
can sen

invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC
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Log into your BizHub365 account

Enter your email and password below.
Pick up where your business left il Adress e
off. \

Log in fo manage customers, invoices, bookings, reporting, and Password (required)

compliance from one connected workspace: ‘

Switch between business areas without jumping between disconnected —_—
e “ s

See operational updates, finance activity, and support progress in one

Or sign in with the BizHub365 app
place.
Open the app on your phone, tap Sean fo sign in in the menu, and
point the camera at this code. Check the app shows this computer
Access HMRC-connected workfiows and account settings from the before you approve.

same dashboard.
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Your customer gets a link fo each file in the invoice emil,

Totals Preview
Net (ex VAT) £150.00 This s the invoice your customer will get. It is drawn the same way as the PDF.
VAT at 20% on £150.00 £30.00 The preview s up fo date.
Total VAT £30.00 Test Business
1 Test Street
business@example.com
Total £180.00 PN
VAT Number: GB123456789
Bill To: Invoice (number given when saved)
<1 saveandsend || [EORY [Eleanor Whitfield Date: 5th October 2026
127 Ashgrove Road Payment Terms: 30 days
Save without sending saves the invoice and does not email it. It gets its invoice Leeds Due Date: 4th November 2026
number and counts in your accounts from the invoice date. You can send it [West Yorkshire Your reference: PO-4471
later from th Save and send saves it and emails it o |56 248
later from the invoice page. Save and send saves it and emails it fo your lleanor whitfield@example.com
customer with the PDF attached. You'llbe asked fo confirm first. 07700 900123
Description aty Unit Price (ex VAT) vaT Total (inc VAT)
Monthly bookkeeping 1 £150.00 20% £180.00
Subtotal: £150.00
VAT: £30.00
Total: £180.00
Notes
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Check before posting: Auto-sort
Each fransaction below has a suggestion: a bil it pays, an invoice it pays, or the account your matching rule chose. Auto-sort uses that suggestion, exactly as Match All Expenses, Match All
Invoices and Apply Suggested Categories would. Money in fo an income account s recorded as money i (other income), so it shows on the Money in page. Nothing has been posted yet.

Transactions 2
Total amount £462.99 (£444.001in, £18.99 out)
Bank account 1010 Bank Current Account

Where the money goes in your accounts

ACCOUNT TRANSACTIONS AMOUNT
1100 Accounts Receivable 1 £444,00
5000 Operating Expenses 1 £1899

You can undo this afterwards from Recent bulk actions on the Bank Transactions page.

Sort these transactions (2) || [<IENELEFITEYS

Each fransaction

DATE DESCRIPTION MONEY IN MONEYOUT  WHAT HAPPENS.
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Email thisinvoice?

We'll email the invoice fo Eleanor Whitfield

(eleanor.whitfield@example.com) with the PDF attached. The total

is £180.00.
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Create aninvoice
Fillin the details below. The totals and preview update as you type.

Customer

Find a customer Customer

whit ‘ ‘ Eleanor Whitfield - eleanor.whitfield@example.com

Type part of a name or email o shorten thelist below.

Eleanor Whitfield
27 Ashgrove Road

Leeds, West Yorkshire

L562A8
eleanor.whitfieldeexample.com
07700900123

Payment terms (required)

e date

osnorzeze

Due date Your customer's reference (optional)

For example Their order or PO number, It 1s printed on the invoice.

‘Worked out from the invoice date and payment ferms. You can change if.
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‘The paymentinto your bank
5 0ct 2026: SUMUP PAYOUT 040CT, £157.28. This looks like a SumUp payout.

Which days does it cover?

< takings still fo come from the 31 days up fo the payment. The days just before the payment are ticked for you. Change an amount when the payment covers only part of a day: the rest stays fo

SETTLE TAKEN BY CARD ALREADY SETTLED

Sun4 Oct 2026
£160.00
Front il

STILLTOCOME  AMOUNT THIS PAYMENT COVERS

£160.00

Totals
Card takings chosen £160.00

Paid into your bank £157.28

Card fees (recorded as an expense) £272

Note (optional)

LRSS | Update totals | | Cancel

View our policies
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What you're charging for

Add one of your products o services

A o< o product or service

Add to invoice

DESCRIPTION QUANTITY UNIT PRICE (EX VAT) DISCOUNT (%) VAT RATE TOTAL (INC VAT)

‘ Monthly bookkeeping

e n (15000 (o E cwoco  (Ramee)

B Add fime entry

Each line says which income account s sale is recorded in. Most businesses never need o change it. To use a different one for every new line, set your default sales account in Business Seftings.

» Moreoptions

Construction reverse charge
() Domestic reverse charge (construction)

Use the domestic reverse charge only for construction services reported under CIS, to a VAT-registered customer who has confirmed in wriing that they are not an end user or an infermediary supplier
(they will sl the work on as construction services). You charge no VAT; the customer pays it fo HMRC. The invoice shows no VAT and says: "Reverse charge: Customer to account o HMRC for the VAT.
VAT Act 1994 Section 55A'

() Customer confirmed they are not an end user or intermediary
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DATE DESCRIPTION COUNTERPARTY ~ AMOUNT  STATUS SUGGESTED MATCH ACTIONS

Type/selectinvoice ID

Note (optional)

Match To Selected Invoice

A Thislooks e cash from fakings you already recorded:
recorditas cash paid ininstead.

Settle card takings

50ct CASH DEPOSIT 86.50 N Cash paid in: the cash to bank

2026 HIGHST GBP. of 40ct Record as money in

Use default account

Note (optional)

O Thisis not fakings | already recorded

Post fo an account (accountan)
Save As Rule
Ignore

Typelselect invoice ID
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‘ Choose a product or service ‘

Add fo invoice

DESCRIPTION QUANTITY UNIT PRICE (EX VAT) DISCOUNT (%) VAT RATE TOTAL (INC VAT)

‘ Monthly bookkeeping ‘

SN | [woco | [o N w000 (Remove)

Change

+ Addline

Each line says which income account s sale is recorded in. Most businesses never need o change it. To use a different one for every new line, set your default sales account in Business Seftings.

© Add time entry |

4

Construction reverse charge
() Domestic reverse charge (construction)

Use the domestic reverse charge only for construction services reported under CIS, to a VAT-registered customer who has confirmed in wriing that they are not an end user or an infermediary supplier
(they will sl the work on as construction services). You charge no VAT; the customer pays it fo HMRC. The invoice shows no VAT and says: "Reverse charge: Customer to account o HMRC for the VAT.
VAT Act 1994 Section 55A'

() Customer confirmed they are not an end user or intermediary

Notes and attachments

Note for your customer (optional)

(|
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Bank cash you took
Cash you took was recorded as income on the day you took it, in your takings. Paying it info the bank only moves it from Cash on Hand fo your bank account: it is not more income and has no

VAT.

‘The paymentinto your bank
Oct 2026: CASH DEPOSIT HIGH ST, £86.50.

Your takings
This is the cash o bank from:

o The takings of Sunday 4 October 2026: cash to bank £86.50

Saving records £86.50 moving from Cash on Hand to your bank account, and takes this line off Awaiting Processing. You can undo it from Import

Note (optional)

Record cash paid in

View our policies
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S

Printed on the invoice.

Attach a photo or video (optional) What it shows (optional)

‘ Choose file ‘ No file chosen H

+ Add another

Your customer gets a link to each file in the invoice emil,

Preview
INet (ex VAT) y This s the invoice your customer will get. It is drawn the same way as the PDF.
VAT at 20% on £150.00 X ‘The preview is up fo date.

Test Business

1Test Street
business@example.com
01234567890

VAT Number: GB123456789

Bill To: Invoice (number given when saved)

< Saveandsend [ERTIN] Eleanor Whitfield Date: 5th October 2026
27 Ashgrove Road

Payment Terms: 30 days
‘Save without sending saves the invoice and does not emil . It gets ts invoice Due Date: 4th November 2026

number and counts in your accounts from the invoice date. You can send it Your reference: PO-4471

B Save without sending

later from the invoice page. Save and send saves it and emails it fo your

eteanor. whitfield@example.com
customer with the PDF attached. You'llbe asked fo confirm first. 07700 900123
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Bank Transactions

View and manage your imported bank fransactions.

Upload statement Categorise
Import CSV / OFX / QIF Sort eachline

D Import History

8 Import Bank Statements

Automatic payment matching - when a bank fransaction's amount and invoice reference both match exactly, post it as a payment automatically with no review

) needed.

Saves as soon as you switch it and reloads this page.

Imported Transactions

Check each line before it goes into your books. You can match it fo an invoice or expense you already have, add it to your books straight away, or ignore it i it isn't for

the business.

Awaiting Processing . Import History | 1

AR Sorts every line that has a suggestion: a bill or invoice it pays, or the account your matching rule chose.

Each of these buttons first shows you what will be posted and where. Nothing is posted until you confirm, and you can undo it afterwards.
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Test Business.
Hergd

how your money looks today, 5 Oct 2026.

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

@ Complete your business detai

Your name, address, email and

phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how.
yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a
password.

@ Areyou VAT registered? 2D
This decides whether VAT is
‘added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.

Upload your logo

Hide this checklist | You can show it again from Settings > Sections.

@ Add your bank account or
import a statement €3I
Bringing in your bank
transactions keeps your bank
balance and reportsright.

@ Ssetuppayroll CED

Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

60f8steps done

@ Addyour first customer CED)
You need a customer before you
can send them a quote or an

invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC
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Business Settings
Configure the settings below as required for your business.

These can be modified at any time in the Business Seftings page.

Al options are currently set fo default values and do not require adjustment unless necessary.

Inbound document email: Email receipts, supplier bills and legacy invoices to business+1@cust.bizhub365.com and they will be captured into this business for bookkeeping.

: switch off the parts of BizHub365 you don't use, and turn online booking on or off. [ @ Manage sections

Business Card Custom Links

(@D Publish my digital business card
When on, anyone with the link or QR code can see your card at /beard/1/: your logo, business name and type, short description, address, phone, email, website and the links below.

When off, the link shows a page not found and the app doesn't share it. Saved when you choose Save Seftings.

Section:

URL
hitp://127.0.0.:8000/book/1/

Order Label
- SookOriine
Add Custom Link | | Add Booking Link
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O Thisis not fakings | already recorded

( Post to an account (accountant) )
( Save As Rule )
( lgnore )

Apply To Invoice #1

Note (opfional)

Settle card takings

40ct ELEANOR 444,00 Invoice #1 Coshp
- Matched

Use default account

Note (optional)

Post fo an account (accountant)
Save As Rule
Ignore
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Test Business

Here is how your money looks foday, 5 Oct 2026.

Get setup

Afew steps to get Test Business ready. Each one ticks itself off when it is done.

@ Complete your business def

Your name, address, email and

phone number go on every quote
andinvoice you send.

@ Createyour firstinvoice CED)
Getting paid starts with an
invoice, and you can see how
yourslook fo customers.

@ Invite your accountant or team
(optional) CED
People you invite get their own
login, so nobody shares a

password.

@ Areyou VAT registered? (2D
This decides whether VAT is
‘added to your invoices. Not
registered? Answer No and there
is nothing more fo do.

O Addyourlogo Todo
Your logo goes on your invoices,
quotes and emails so customers
know they are from you.

Upload your logo

fou can show it again from Seftings > Sections.

@ Add your bank account or
import a statement CED)
Bringing in your bank
transactions keeps your bank
balance and reports right.

@ Ssetuppayroll CED
Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

60f8steps done

@ Addyour first customer CED)
You need a customer before you
can send them a quote or an

invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC





OEBPS/images/bcard-links-3.png
BizHUDsss v v sy sk T s s et s s (Y 4 0

Displayed on your digital business card,

‘ hitps://www.yourbusiness.co.uk

Short Business Description

Aone or two senfence summary shown on your digital business card.

e.g., Fully qualified plumber serving Bristol and surrounding areas. No call-out fee.

A Danger zone

Delete this business

trator authorises it with a code or their own

This permanently removes Test Business and ifs records. You download a copy of your data first, and one full admi

confirmation; every full administrator is emailed. It can't be undone.

T Delete business.

View our policies
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ave As Rule

Ignore

40ct
2026

ELEANOR
WHITFIELDINV 1

444,00
GBP.

Matched

Invoice #1

Suggested invoice #1

Apply To Invoice #1

Note (optional)

Match To Selected Invoice

Settle card takings

Cash paidi

Record as money in

Use default account

Note (optional)

Post to an account (accountant)

Save AsRule

Ignore

Category: 5000 - Operating

5000 - Operating Expenses

Note (optional)
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subscription starts.

+ CRM and customer management
+ Online bookings and diary

+ Invoices, quotes, and payments
+ Bank imports and matching
VAT MTD submissions

v HMRC ITSA self-assessment

+ Advanced finance and reporting
 Fullaudit trail

+ Advanced compliance fools

+ Unlimited feam members
 Mabile app

 Priority support

+ PayrollRTI, PS, EPS) with the payrall add-on

Skip for now

PROMO OR VOUCHER CODE

View our policies
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SOLE TRADER

9 1TestStreet
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& businesseexample.com

Powered by BizHub365
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40ct ELEANOR 444,00 Invoice #1 [ Cashpaidin |
- Matched

‘ Use default account ‘

Note (optional)

( Post fo an account (accountant)

( Save As Rule

( Ignore

Category: 5000 - Operating
- 18.99 GBP Matched Expenses
Rule: Office supplies

20ct NORTHERN
2026 OFFICE SUPPLIES

Showing 1-4 of 4

View our policies
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Try BizHub365 free for 30 days

No credit card required. Run your customers, bookings, quotes and invoices, payroll

and HMRC Making Tax Digital from one place, built for UK small businesses.

Ialready have an account

How it works

1. Create your aceount. Your name, email and a password.
2. Set up your business. Name, type and address. We add sensible defaults for your sector.

3. Start your free trial. 30 days free, and you will not be asked for a card.

£ Online bookings
Customer records, notes and history,linked to

Your own booking page, diary, opening hours and
bookings, quotes and invoices.

calendar sync.

B Quotes, invoices and payments 1 Banking and reports
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Create an inve

Fillin the details below. The totals and preview update as you type.

Customer

Type part of a name or email o shorfen the st below.

Eleanor Whitfield

27 Ashgrove Road

Leeds, West Yorkshire

L562A8
eleanor.whitfieldeexample.com
07700900123

Dates and reference

Invoice date Payment terms (required)

‘ 05/10/2026 =) ‘ ‘ 30 days ‘

Due date Your customer's reference (optional)

‘ 04/11/2026 =] ‘ ‘ ‘

Worked out from the invoice date and payment terms. You can change it. For example their order or PO number. It is printed on the invoice.
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Post to an account (accountant)

Save As Rule

Ignore

50ct
2026

SUMUP PAYOUT
os0CT

157.28
GBP.

Card payout (SumUp): seftle
against card fakings

Type/selectinvoice ID

Note (optional)

Match To Selected Invoice

A Thislooks e card fakings you aready recorded sefe
it against okingsinstead.

Settle card takings

Cash pa

Record as money in

Use default account

Note (optional)

O This s not fakings | already recorded

Post to an account (accountant)

Save AsRule

Ignore
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Which account is this statement for?

Choose the bank, card or cash account this statement belongs to, or add a new one for this upload.

X

Uploading: statement-october.csv

Chooeanaccomt

Fixed Assets - Cost Code 0030Asset account Balance £0.00
Accumulated Depreciation Code 0090Asset account Balance £0.00

Cash on Hand Code 1000Asset account Balance £0.00

Bank Current Account Code 1010,

Accounts Receivable Code 1100Asset account Balance £344.00

Inventory Code 1150Asset account Balance £0.00
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Legal structure
[ solerader

(7] Partnership

Limited company
Tell us about your business.

Pick your sector so we can put the right fools up front. Everything else

defaults to Monday to Friday, 9am to 5pm, until you change it. [What turnover was on your latest tax return?

Over £30,000, up to £50,000

Sector focuses navigation and your dashboard. You can change it later. Soie tracrs ond porinershis ony, and optional, Countyour avalfying mcome

[(turnover from self-employment and property, before expenses). We use it fo
Jtel you when Making Tax Digital for Income Tax starts for you. Nothing is sent fo

Opening hours start as Monday to Friday, 9am to 5pm
pening y Y, P e,

[With qualifying income (turnover from self-employment and property, before
Add a logo now if you have one. Itis optional lexpenses) over £30,000, Making Tax Digital for Income Tax applies to you
-om 6 April 2027. You keep digital records and send HMRC an update every
lavarter; BizHub365 can keep the records and send the updates.

Are you an accountant?
Business Address (required)

Join our partner programme fo earn up to 50% commission on
referrals, then complete your accountant profile fo manage
your clients n one place. Not an accountant? You can stilljoin fo

earn from referrals.

‘ 123 Business St, City, Country, Postcode
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What turnover was on your latest tax return?

Over £30,000, up to £50,000

Sole traders and partnerships only, and optional. Count your qualifying income

(turnover from self-employment and property, before expenses). We use it fo

Te“ usa bou* your bus' ness. tell you when Making Tax Digital for Income Tax starts for you. Nothing is sent to

HMRC.

With qualifying income (furnover from self-employment and property, before
expenses) over £30,000, Making Tax Digital for Income Tax applies fo you
from 6 April 2027. You keep digital records and send HMRC an update every
quarter; BizHub365 can keep the records and send the updates.

Pick your sector so we can put the right fools up front. Everything else

defaults to Monday fo Friday, 9am to Spm, until you change if.

Sector focuses navigation and your dashboard. You can change it later.
Business Address (required)

4 Harbour Lane, Berwick-upon-Tweed

Opening hours start as Monday to Friday, 9am to 5pm TDIS 1AA

Add alogo now if you have one. It is optional. VAT registered? | Yes n

Do you pay staff through payroll?
Are you an accountant? | Yes
Join our partner programme fo earn up o S0% commission on
referrals, then complete your accountant profile fo manage
plete P g | No

your clientsin one place. Not an accountant? You can sfilljoin fo
earn from referrals.

Payrolis a paid add-on and opens once your paid subscription starts: it is not
part of the free trial. Yes switches Payroll on and ticks Add payroll on the next

page; No switches it off. You can change both later.

Logo (optional)
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‘quarter; BizHub365 can keep the records and send the updates.

Business Address (required)

4 Harbour Lane, Berwick-upon-Tweed
TDIS1AA

Tell us about your business. _—

Pick your sector so we can put the right fools up front. Everything else
defaults to Monday fo Friday, 9am to 5pm, until you change if. VAT Number

| eersuserey

Sector focuses navigation and your dashboard. You can change it later.
Do you pay staff through payroll?
Opening hours start as Monday to Friday, 9am to 5pm. o

] Ne

Add alogo now if you have one. Itis optional
Payrollis a paid add-on and opens once your paid subscription starts: it s not

part of the free frial. Yes switches Payroll on and ficks Add payroll on the next

ey an Tl page; No switches it off. You can change both later.

Join our partner programme fo earm up fo 50% commission on . !
referrals, then complete your accountant profile o manage .ogo (optional)

your clientsin one place. Not an accountant? You can stilljoin fo

Choose file | Nofile chosen

Continue fo subscription —>

earn from referrals.

View our policies
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‘quarter; BizHub365 can keep the records and send the updates.

Business Address (required)

‘ 4 Harbour Lane, Berwick-upon-Tweed

TDIS1AA
No

Tell us about your business.

Pick your sector so we can put the right tools up front. Everything else

defaults to Monday fo Friday, 9am to Spm, until you change it VAT Number

‘ GBI123456789

Sector focuses navigation and your dashboard. You can change it later.
Do you pay staff through payroll?
Opening hours start as Monday to Friday, 9am to 5pm. [« RS

() No

Add a logo now if you have one. Itis optional
Payrolis a paid add-on and opens once your paid subscription starts: it is not

part of the free tricl. Yes switches Payroll on and ticks Add payroll on the next

e o oY page; No switches it off. You can change both later.

Join our partner programme fo earn up to

referrals, then complete your accountant profile fo manage Logo (optional)

your lients in one place. Not an accountant? You can tiljoinfo
ol y ‘ Choosefile | Nofile chosen ‘

Continue to subscription —>

View our policies
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Tell us about your business.

Pick your sector so we can put the right fools up front. Everything else

defaults to Monday fo Friday, 9am to Spm, until you change if.
Sector focuses navigation and your dashboard. You can change it later.
Opening hours start as Monday fo Friday, 9am fo Spm.

Add alogo now if you have one. Itis optional

Are you an accountant?
Join our partner programme fo earm up fo 50% commission on
referrals, then complete your accountant profile fo manage
your clients n one place. Not an accountant? You can il join o
earn from referrals.

© Priya’s Account

What turnover was on your latest tax return?
Over £30,000, up to £50,000

Sole traders and partnerships only, and optional. Count your qualifying income
(turnover from self-employment and property, before expenses). We use it fo
fell you when Making Tax Digital for Income Tax starts for you. Nothing is sent to
HMRC.

With qualifying income (turnover from self-employment and property, before
expenses) over £30,000, Making Tax Digital for Income Tax applies fo you
from 6 April 2027. You keep digital records and send HMRC an update every
quarter; BizHub365 can keep the records and send the updates.

Business Address (required)

4 Harbour Lane, Berwick-upon-Tweed
TDIS1AA

VAT register

VAT Number

GBI123456789

Do you pay staff through payroll?

Payrollis a paid add-on and opens once your paid subscription starts: it is not
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Tell us about your business.

Pick your sector so we can put the right fools up front. Everything else
defaults to Monday fo Friday, 9am to 5pm, until you change if.

Sector focuses navigation and your dashboard. You can change it later.
Opening hours start as Monday fo Friday, 9am fo Spm.

Add alogo now if you have one. Itis optional

Are you an accountant?
Join our partner programme fo earm up fo 50% commission on
referrals, hen complete your accountant profile fo manage
your clients n one place. Not an accountant? You can il join o
earn from referrals.

© Priya's Account

Over £30,000, up to £50,000

Sole traders and partnerships only, and optional. Count your qualifying income
(turnover from self-employment and property, before expenses). We use it fo
fell you when Making Tax Digital for Income Tax starts for you. Nothing is sent fo
HMRC.

With qualifying income (furnover from self-employment and property, before
expenses) over £30,000, Making Tax Digital for Income Tax applies fo you
from 6 April 2027. You keep digital records and send HMRC an update every
quarter; BizHub365 can keep the records and send the updates.

Business Address (required)

‘ 4Harbour Lane, Berwick-upon-Tweed

TDIS1AA

VAT rgistored?

VAT Number
GBI123456789

IDo you pay staff through payroll?
ry Yes

[Payrollis a paid add-on and opens once your paid subscription starts: it is not
lpart of the free tricl. Yes switches Payroll on and ticks Add payroll on the next
[page: No switches it off. You can change both later.
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Try BizHub365 free for 14 days. e s

Phone (required)
Three quick steps: your details, your business, then start your frial.

14 days free - cancel before your frial ends and you won't be charged a Referral code (op

penny. ‘ — ‘
Opening hours, holidays, and fools are ready with sensible defaults. From the link an accountant or referral partner gave you. An accountant's code
also connects them to your business so they can work in your books.
HMRC Making Tax Digital ready - connect when you're ready to Password (requ Confirm password (required)
e ! !
Arjoian seovotontt (7] lagree to the Terms and Privacy

Join our partner programme fo earn up to 50% commission on
referrals, then complete your accountant profile o manage .
your clientsin one place. Not an accountant? You can sfilljoin fo Email me product updates.

earn from referrals.

View our policies
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Your details , Businessdetails

Create your account Profile, sector & logo

Subseription

3
Try BizHub365 free for 14 days. Startyour oo el
Three quick steps: your details, your business, then start your trial.

Create your account
14 days free - cancel before your trial ends and you won't be charged a

— We'll use these details to sign you in. Business info comes next.

irst name (required) Last name (required)
Opening hours, holidays, and tools are ready with sensible defaults.

Email(reqired)

HMRC Making Tax Digital ready - connect when you're ready fo
comply.
new.owner@example.com

A tant? 6-digit code from your email
re you an accountant?

Join our partner programme fo earn up fo 5¢
referrals, then complete your accountant profile to ma

your clients in one place. Not an accountant? You can stiljoin fo Wel emal you a code fo check This 1 your address

earn from referrals.

Phone (required)

0123 456 789
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quired)

| yovexamete.com

Try BizHub365 free for 14 days. e s

Phone (required)
Three quick steps: your details, your business, then start your frial.

‘ 0123 456 789

14 days free - cancel before your frial ends and you won't be charged a Referral code (op

penny. ‘ — ‘

Opening hours) holidays Jand ocle cx S REe T e T S e From the link an accountant or referral partner gave you. An accountant's code
also connects them fo your business so they can work in your books.

HMRC Making Tax Digital ready - connect when you're ready to Password (requ Confirm password (reqired)

comply. ‘ ‘

Are you o SeeavTaTY () !agree to the Terms and Privacy

Join our partner programme fo earn up to 50% commission on
referrals, then complete your accountant profile o manage
your clientsin one place. Not an accountant? You can sfilljoin fo
earn from referrals.

Email me product updates.

View our policies
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jred)

‘ yougexample.com ‘ Send code ‘

Try BleUb365 fl'ee for 14 ddys. We'll email you a code fo check this s your address.

Phone (required)
Three quick steps: your details, your business, then start your frial.

14 days free - cancel before your frial ends and you won't be charged a Referral code (op

penny. ‘ e — ‘
Opening hours, holidays, and fools are ready with sensible defaults. From the link an accountant or referral partner gave you. An accountant's code
also connects them to your business so they can work in your books.
HMRC Making Tax Digital ready - connect when you're ready to Password (requi Confirm password (required)
comply. ‘ ‘
e A | 1agree to the Terms and Privacy P

Join our partner programme fo earn up to 50% commission on
referrals, then complete your accountant profile o manage .
your clientsin one place. Not an accountant? You can stilljoin fo Email me product updates.

earn from referrals.

v our policies
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Tell us about your business.

Pick your sector so we can put the right fools up front. Everything else

defaults to Monday fo Friday, 9am to 5pm, until you change it

Sector focuses navigation and your dashboard. You can change it later.

Opening hours start as Monday fo Friday, 9am fo 5pm.

Add alogo now if you have one. Itis optional

Are you an accountant?

Join our parkner programme fo earm up fo 50% commission on
referrals, then complete your accountant profile fo manage
your clients n one place. Not an accountant? You can il join o
earn from referrals.

© Priya’s Account

Your details Business details

Create your account Profile, sector & logo

Subseription

Start your free frial

Set up your business

Only the essentials. Holidays, tax details and extras can wait.

Business Name (required)

‘ Harbour Lane Joinery

Start typing fo search Companies House and prefil your address.
Profession / Business Sector (required)

Construction & Bui

[Mui-day Jobs, fime on sife, CI5, and Job cosTs. (e.9. Bulders, Groundworkers,
[scaffolders, Joiners). Starter pack: Electrician or building trade. Jobs and CIS
Jstart switched on, with payment terms of 15 days. You can change any of it later
in Settings.

Legal structure

Sole trader
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Tell us about your business.

Pick your sector so we can put the right tools up front. Everything else

defaults to Monday fo Friday, 9am to Spm, until you change it
Sector focuses navigation and your dashboard. You can change it later.
Opening hours start as Monday fo Friday, 9am fo 5pm.

Add alogo now if you have one. Itis optional

Are you an accountant?
Join our partner programme fo earm up fo 50% commission on
referrals, then complete your accountant profile fo manage
your clients n one place. Not an accountant? You can il join o
earn from referrals.

© Priya’s Account

Your details Business details

Create your account Profile, sector & logo

Subseription
Start your free frial

Set up your business

Only the essentials. Holidays, tax details and extras can wait.

Business Name (required)

Harbour Lane Joinery

Start Typing fo search Companies House and prefil your address.

Profession / Business Sector (required)

‘ Select your sector

We'll prioritise the tools your trade uses most.

Legal structure

(7] Sole trader
Partnership

(7] Limited company
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Start your free frial

BUSINESS DETAILS

Set up your business

Only the essentials. Holidays, tax details and extras can wait.

Tell us about your business.

Business Name (required)
Pick your sector so we can put the right fools up front. Everything else

defaults to Monday fo Friday, 9am to 5pm, until you change if. ‘ Harbour Lane Joinery

Start typing fo search Companies House and prefil your address.

Sector focuses navigation and your dashboard. You can change it later.
Profession / Business Sector (required)

‘ Construction & Building

Opening hours start as Monday to Friday, 9am fo 5pm.
Multi-day jobs, time onsite, CIS, and job costs. (e.g. Builders, Groundworkers,
Scaffolders, Joiners). Starter pack: Electrician or buiding frade. Jobs and CIs

Add alogo now if you have one. It is optional start switched on, with payment ferms of 15 days. You can change any of it kater

in Seftings.

Are you an accountant? [Legal structure

Join our parkner programme fo earm up fo S0% commission on Py Sole trader
referrals, then complete your accountant profile fo manage
your clients n one place. Not an accountant? You can il join o

earn from referrals.

| Partnership
Limited company

) Other
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Are you sure you want to delete Invoice #1? This action cannot be
undone.
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Invoice 1Detail

View detailed information about this invoice, including customer details, dates, status, and total amount.

Job: J-0001 - Kitchen refit

Download PDF

Customer Details:

Eleanor Whitfield

27 Ashgrove Road

Leeds, West Yorkshire

L6248
eleanor.whitfield@example.com
07700 900123

Invoice ltems

DESCRIPTION

Bookkeeping - monthly package

VAT return preparation

QUANTITY

Invoice Information:
Invoice ID: 1

Datelssved: 30 Sep 2026
Due Date: 30 Oct 2026

Total Amount: £444.00

Status

UNIT PRICE (EX VAT) vat ToTAL
£250.00 20% £300.00
£120.00 20% £144.00

Subtotal (ex. VAT::  £370.00
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Lower numbers are checked first.

Direction Transaction description/counterparty contains (required)

Money out ‘ ‘ EELIMITED

Case-insensitive. Matched against the transaction's description, reference, and

counterparty name.

Min Amount (optional) Max Amount (optional)

What the rule does
O Post the transac
) Suggest settling it against card takings (a card payout from SumUp, Zettle, Square and so on)

n to the target account below

For money in only. The line is suggested for Seftle card fakings; you choose the days each time, soiitis never posted by tself and

the target accountis not used.

Target Account

‘ 5000 - Operating Expenses

oowosr matching transactions to your accounts straight away, without checking them first
1 Only tick this for a rule you frust completely. Matching fransactions are posted as soon as they are imported, with nobody
checking them. Money in fo an income account s recorded as money in (other income) instead, and money in that looks like:
fakings you already recorded or  payout from a payout report s left for you. Before the rule is saved you willsee exactly which

transactions waiting now it would post, and to which account. You can undo them afterwards.

View our policies
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Your customer gets a link fo each file in the invoice email,

Totals Preview
Net (ex VAT) £370.00 Thisis the invoice your customer will get. Itis drawn the same way as the PDF.
VAT at 20% on £370.00 £74.00 The preview is up o date.
Total VAT £74.00 Test Business
1 Test Street
Total £444.00 business@example.com
otal 44k,

Cancel

B Save without sending < Saveand send

Bill To:
[Eleanor Whitield
[27 Ashgrove Road

01234567890
VAT Number: GB123456789

Invoice #1
Date: 30th September 2026
Payment Terms: 30 days

‘Save without sending saves the invoice and does not email it. It gets ifs invoice Leeds Due Date: 30th October 2026
number and counts in your accounts from the invoice date. You can send it LS‘Z“ZI"B"‘S”"‘Z Job: J-0001 - Kitchen refit

later from the invoice page. Save and send saves it and emails it fo your
customer with the PDF attached. You'llbe asked fo confirm first.

leleanor.whitfield@example.com
07700 900123

Description aty | unitprice (exvaT) VAT | Total (inc VAT)
Bookkeeping - monthly package 1 £250.00 20% £300.00
VAT return preparation 1 £120.00 20% £144.00
Subtotal: £370.00
VAT: £74.00
Total: £444.00
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Matcl
Automatically categorise imported bank transactions, e.g.
existing invoice/expense match.

g Rules

inything containing 'EE’ ~ Phone Expense”. Rules are checked in priority order (lowest first) whenever a transaction has no

New Matching Rule

PRIORITY  NAME DIRECTION  CONTAINS AMOUNTRANGE  TARGET ACCOUNT AUTO-POST  TIMESAPPLIED  STATUS  ACTIONS

“"NORTHERN 5000 - Operating Suggest
Any Any o
OFFICE" Expenses only

100

View our policies
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Invoice 1Detail

View detailed information about this invoice, including customer details, dates, status, and total amount.

Job: J-0001 - Kitchen refit

Customer Details:

Eleanor Whitfield

27 Ashgrove Road

Leeds, West Yorkshire

L5628
eleanor.whitfield@example.com
07700 900123

Invoice ltems

DESCRIPTION

Bookkeeping - monthly package

VAT return preparation

QUANTITY

UNIT PRICE (EX VAT)

£250.00

£120.00

Delete Invoice

Invoice Information:
Invoice ID: 1

Datelssved: 30 Sep 2026
Due Date: 30 Oct 2026
| oo |
Total Amount: £444.00
100.00
344.00

Status

Payments Recei
Outstanding Amour

VAT TOTAL
20% £300.00
20% £144.00

Subtotal (ex. VAT::  £370.00
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Bank Transactions

View and manage your imported bank fransactions.

Upload statement Categorise
Import CSV / OFX / QIF Sort eachline

D Import History

8 Import Bank Statements

Automatic payment matehing - when a bank fransaction's amount and invoice reference both match exactly, post it as a payment automatically with no review

[saves as soon as you switch it and reloads this page.

Imported Transactions

Check each line before it goes into your books. You can match it fo an invoice or expense you already have, add it to your books straight away, or ignore it i it isn't for

the business.

Awaiting Processing . Import History | 1

R LR LION Sorts every line that has a suggestion: a bill or invoice it pays, or the account your matching rule chose.

Each of these buttons first shows you what will be posted and where. Nothing is posted until you confirm, and you can undo it afterwards.
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Invoice 1Detail

View detailed information about this invoice, including customer details, dates, status, and total amount.

Job: J-0001 - Kitchen refit

T ()

Customer Details:

Eleanor Whitfield

27 Ashgrove Road

Leeds, West Yorkshire

L5628
eleanor.whitfield@example.com
07700 900123

Invoice ltems

DESCRIPTION
Bookkeeping - monthly package

VAT return preparation

QUANTITY

Add Payment

UNIT PRICE (EX VAT)

£250.00

£120.00

Delete Invoice

Invoice Information:
Invoice ID: 1

Datelssved: 30 Sep 2026
Due Date: 30 Oct 2026
| oo |
Total Amount: £444.00
100.00
344.00

Status

Payments Recei
Outstanding Amour

VAT TOTAL
20% £300.00
20% £144.00

Subtotal (ex. VAT::  £370.00
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Reports

View business reports and export as CSV or PDF.

Your reports

How the business is doing: profit, who buys from you, where the money goes and who owes you.

Sales by Customer Total sales grouped by customer “

Expense by Category Total expenses grouped by category “

Aged Debtors Outstanding customer invoices by age “
For your accountant

The full set your accountant or bookkeeper works from, including the annual accounts. Each report can be exported as CSV or PDF to send to them.

REPORT PURPOSE / USE ACTIONS

Anirocd Arcoindts [Shctibary Acvunts Wiea Hiss crwniol Boconals for Vo B ol the Boloris shinid robE et loss shoterrant ord offwe slobilory
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Create Product

Aproduct or service on your price list. Pick it on an invoice fo fillin the line.

SKU (required) Name (required)
APRON-003 Kitchen apron ‘
Description
4
Cost Price (ex-VAT) Sale Price (ex-VAT) VAT Rate (%)

Income account (optional)

‘ Use my default sales account ‘

When you add this product or service fo an invoice, the line is recorded in this income.

account. You can still change it on the invoice.

Create Product

View our policies





OEBPS/images/undo-bulk-1.png
BizHUbsss  tome i sy sk T s s et s s (RN G (5 ©

e bUSIness.

Awaiting Processing . Import History | 1

PRI Sorts every line that has a suggestion: a bil or invoice it pays, or the account your matching rule chose.

Each of these buttons first shows you what will be posted and where. Nothing is posted until you confirm, and you can undo it afterwards.

| ¥ Match All Expenses | (& Match Allinvoices (1) | [ ¥ Apply Suggested Categories (1) | & Add All To Books (1) |

£= Manage Matching Rules

Card fakings to come: £160.00. When a card payout arrives, use Settle card takings on s line, not Record as money in: the takings are already your income.
Recent bulk actions

Undo reverses exactly what one of these posted and puts the transactions back in Awaiting Processing. You will see what it will do first.

Apply suggested categories, 5 Oct 2026, 09:30: 1 transa

DATE DESCRIPTION COUNTERPARTY ~ AMOUNT  STATUS SUGGESTED MATCH ACTIONS

‘ Type/selectinvoice ID ‘

Note (optional)

( Match To Selected Invoice J

A Thislooks e cash from fokings you already recorded:
recorditas cash poid ininstead.

( Settle card fakings |
P ————————
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Invoices  Quotes  Moneyin  Takings

Invoices

Finance + New invoice

Track what has been issued, what is due soon, and what still needs payment, all from one cleaner view.

Total outstanding Total overdue Paid this month
£344.00 £0.00 £100.00
Tunpaid invoice 0 overdue invoices Received since 10ct 2026

B, PDF

Status and Sort by update the list as s0on as you change them. For search and dates, choose Apply.

Search From To Status Sortby

Whitfield dd/mmiyyyy A || de/mmiryyyy B |[Anystatus Newest first ey
| |

Thvoice number, cusfomer narme, company o

INVOICEID  CUSTOMER DATEISSUED  DUE DATE STATUS TOTALAMOUNT  ACTIONS
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Undo: Apply suggested categories
Done on 5 Oct 2026, 09:30 by ally-owner@example.com. Nothing has been undone yet.

Undo puts 1 transaction (£42.60) back in Awaiting Processing, with the suggested match it had before, and reverses what was posted for if.

A posting is reversed with an equal and opposite entry dated today, so your account balances go back to what they were and the original stays in your audit trail. A
payment recorded against an invoice is removed and the invoice's paid status is worked out again. A bill that was marked paid is marked unpaid again.

LIPS Cancel and go back

Each fransaction
DATE DESCRIPTION MONEY IN MONEYOUT  UNDO
295ep2026 NORTHERN OFFICE SUPPLIES £42.60  The posting fo1010 Bank Current Account, 5000 Operating Expenses is reversed.

View our policies
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Invoices  Quotes  Moneyin  Takings

Invoices

Finance + New invoice

Track what has been issued, what is due soon, and what still needs payment, all from one cleaner view.

Total outstanding Total overdue Paid this month
£344.00 £0.00 £100.00
Tunpaid invoice 0 overdue invoices Received since 10ct 2026

B, PDF

Status and Sort by update the list as s0on as you change them. For search and dates, choose Apply.

Search From To

Semmivry 0 ) by
|
Invoice number, customer name, company o

J— Clear \

INVOICEID  CUSTOMER DATEISSUED  DUE DATE STATUS TOTALAMOUNT  ACTIONS
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Matching Rules
Automatically categorise imported bank fransactions, e.g. "anything containing 'EE' ~ Phone Expense”. Rules are checked in priority order (lowest first) whenever a transaction has no

existing invoice/expense match.

New Matching Rule

PRIORITY  NAME DIRECTION ~ CONTAINS AMOUNTRANGE  TARGET ACCOUNT AUTO-POST  TIMESAPPLIED  STATUS  ACTIONS
Office “"NORTHERN 5000 - Operating Suggest

100 Any Any o Active.
supplies OFFICE" Expenses only

View our policies
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£344.00 £0.00 £100.00

1unpaid invoice O overdue invoices Received since 10ct 2026

Status and Sort by update the list as soon as you change them. For search and dates, choose Apply.
Search From To Status Sort by

dd/fmmiyyyy 0 | ddmmiyyyy 0 | Anystatus Newest first m
Invoice number, customer name, company or —_—

amal (e ]

INVOICEID  CUSTOMER DATEISSUED  DUE DATE STATUS TOTALAMOUNT  ACTIONS

Eleanor Whitfield 300ct
# 30 Sep 2026 £444,00
eleanor.whitfield@example.com 2026

<7 Resend

Showing 1-10f 1 Show ‘ 2% ‘

View our policies
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Create Matching Rule
&.g.name "EE — Phone", contains "EE", direction Money out, target account your Phone expense account.

Rule Name (requirec)

Lower numbers are checked first.

Direction Transaction description/counterparty contains (required)

Case-insensifive, Matched against fhe fransaction's description, reference, and

counterparty name.

Min Amount (optional) Max Amount (optional)

What the rule does
O Post the transaction to the target account below
) Suggest settling it against card takings (a card payout from SumUp, Zettle, Square and so on)

For money in only. The line is suggested for Seftle card fakings; you choose the days each fime, soiitis never posted by tself and

the target accountis not used.

Target Account
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Saves as soon as you switch it and reloads this page.

Imported Transactions
Check each line before it goes into your books. You can match it fo an invoice or expense you already have, add it to your books straight away, or ignore it i it isn't for

the business.

Awaiting Processing . Import History | 1

PSRRI Sorts every line that has a suggestion: a bill or invoice it pays, or the account your matching rule chose.

Each of these buttons first shows you what will 2 posted and where. Nothing is posted until you confirm, and you can undo it afterwards.

¥ Apply Suggested Categories (1)

Card takings to come: £160.00. When a card payout arrives, use Settle card takings on ifs line, not Record as money

£ Add All To Books (1) |

£= Manage Matching Rules

| ¥ Match All Expenses | [ ¥ Match All Invoice

he takings are already your income.

Recent bulk actions

Undo reverses exactly what one of these posted and puts the transactions back in Awaiting Processing. You will see what it will o first.

Hronsaction

Apply suggested categories, 5 Oct 2026, O

DATE DESCRIPTION COUNTERPARTY ~ AMOUNT  STATUS SUGGESTED MATCH ACTIONS

Type/selectinvoice ID

Note (optional)
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Products
Your price list: the products and services you sell. Pick them on an invoice fo fillin the line's description, price and VAT rate.

sku NAME SALE PRICE VAT RATE COST PRICE STATUS ACTIONS

MUG-001 Branded ceramic mug £8.50 20.00% £240 Active [ Eait

TOWEL-002 Cotton fea fowel £6.00 20.00% £1.80 Active (‘Eait

View our policies
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Check before posting: Apply suggested categories
Each transaction below is posted fo the account your matching rule chose. Money in o an income account is recorded as money in (ofher income), so it shows on the Money in page. Nothing
has been posted yet.

Transactions 1
Total amount £18.99 (all money out)
Bank account 1010 Bank Current Account

Where the money goes in your accounts

ACCOUNT TRANSACTIONS AMOUNT

5000 Operating Expenses 1 £1899

You can undo this afferwards from Recent bulk actions on the Bank Transactions page.

(ZEE RIS UM Cancel and go back

Each fransaction

DATE DESCRIPTION MONEY IN MONEY OUT  WHAT HAPPENS

20ct 2026 NORTHERN OFFICE SUPPLIES £1899  Posted to 5000 Operating Expenses (rule: Office supplies).
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Login

BizHubsss # Home About Blog  Accountants Install App m

Your details ,  Businessdetails

Create your account Profile, sector & logo

Subseription

3
Try BizHub365 free for 14 days. Statyour fee il
Three quick steps: your details, your business, then start your trial.

Create your account
14 days free - cancel before your trial ends and you won't be charged a

We'lluse these details fo sign you in. Business info comes next:
penny.

irst name (requirs Last name (r
Opening hours, holidays, and tools are ready with sensible defaults.

HMRC Making Tax Digital ready - connect when you're ready fo
comply.

new.owner@example.com

We'll email you a code fo check this s your address.
Are you an accountant?
Join our partner programme fo earn up fo 50% commission on Phone (required)
referrals, then complete your accountant profile fo manage

your clients in one place. Not an accountant? You can stilljoin fo ‘ 0123 456 789
earn from referrals.

Referral code (optional)
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Login

BizHubsss # Home  About Blog  Accountants Install App m

Your details ,  Businessdetails

Create your account Profile, sector & logo

Subseription

3
Try BizHub365 free for 14 days. Statyour fee il
Three quick steps: your details, your business, then start your trial.

Create your account
14 days free - cancel before your trial ends and you won't be charged a

oo We'll use these details o sign you in. Business info comes next.

First name (required) Last name (required)
Opening hours, holidays, and tools are ready with sensible defaults.

HMRC Making Tax Digital ready - connect when you're ready fo

comply.

WeTlemail you a code fo check fhis s your address.
Are you an accountant?

Join our partner programme fo earn up fo 50% commission on Phone (required)
referrals, then complete your accountant profile fo manage
your clients in one place. Not an accountant? You can st joinfo | owsase ey
earn from referrals,

Referral code (optional)
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Find expenses

‘The list updates as soon as you change afilter. In the search box, press Enter or move fo the next box.

Search From date Todate Category Supplier

Supplier, description or ref H dd/mm/yyyy =] H dd/mm/yyyy =] H All categories H All suppliers

No expenses selected.

O oate SUPPLIER AND DESCRIPTION  CATEGORY AMOUNT  STATUS ACTIONS

Northern Office Supplies Ltd - 48,00 m
3012026 Fuel g Paid from 1010 - Bonk Current
e expenses Net £40.00, VAT £8.00(20%)  Account
Change paid from
O e :nﬂhem Om:: Supplies Ltd o | ES) m | Record payment || Payments
o S —— S )

- peP LGRS Net £50.00, VAT £10.00 (20%) ‘ M
" [More]

Showing 1-2 of 2 Show ‘ 24 ‘

View our policies.
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Record payment - Northern Office Supplies Ltd, #1

Outstanding balance: £60.00 of £60.00

Amount (Required)

Date paid (Required)

| osnorz026

Payment Method

Paid From Account (Required)
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Find expenses
‘The list updates as soon as you change afilter. In the search box, press Enter or move fo the next box.

Search From date Todate Category Supplier

Supplier, description or ref H dd/mm/yyyy =] H dd/mm/yyyy =] H All categories H All suppliers

[OEEEURLR PRI B [ expense selected, £60.00 outstanding.

©  Doate SUPPLIER AND DESCRIPTION  CATEGORY AMOUNT  STATUS ACTIONS,

Northern Office SuppliesLtd 48,00 =
om0 Fat .00 poidfrom1010 - Bank Current
e expenses. Net £40.00, VAT £8.00(20%)  Account
Change paid from
og oons :nﬂhem om:: Supplies Ltd o . ED) \ Record payment H Payments
e rinter paper and foner = —_—
peP 168 SUPPIES Net £50.00, VAT £10.00 (20%) C
" (Mere )
Showing1-2 of 2 Show ‘ 2

View our policies
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Record Payments

Pay 1expense in full, £60.00 in fotal.

Date paid (Required)

‘ 05/10/2026

Payment Method
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Create an Expense / Bill

Fill out the details below fo create a new expense or bil for your business.

Select Supplier

Select supplier

Select a supplier for bill-style expenses. Staff wages can be created without one.

Job (optional)

[(oree |

Your open jobs. Linking it adds this fo the jobs figures.

Receipt / Bill Reference (Optional)

‘ Invoice ID: 123 ‘

Description (Required)

Printer ink cartridges

Date Incurred (Required)

dd/mm/yyyy u}
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‘ Invoice ID: 123

Description (Required)

Printer ink cartridges

Date Incurred (Required)

03/10/2026

Date Paid

05/10/2026 u} ‘

Clear This field I This billhasn't been pald yet -  will be recorded s owed (Accounts Payable) and you can record payment against 1t fater from The expense st

Due Date (optional)

‘ dd/mm/yyyy e ‘

Payment Method

‘ Bank fransfer ‘

Net Amount (Required)

‘ooo ‘

VAT Amount (Required)
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‘ 05/10/2026 o ‘
Clear this field if this bill hasn't been paid yet - it will be recorded as owed (Accounts Payable) and you can record payment against it later from the expense st

Due Date (optional)

‘ dd/mm/yyyy e ‘
Payment Method

‘ Bank fransfer

Net Amount (Required)

VAT Amount (Required)

5.00

VAT Rate (%) (Required)

20% Standard

Domestic reverse charge: for construction services from a VAT-registered subconfractor whose Invoice says reverse charge’ and shows no VAT, Enfer the nef amount and 0,00 as The VAT
amount; you account for the VAT on your VAT return (it goes in Box 1 and Box 4, 50 you pay nothing extra unless you use the Flat Rate Scheme).

Learnmore about VAT rates

Gross Amount (Required)
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v Required

‘ 20% Standard

Domestic reverse charge: for construction services from a VAT-registered subcontractor whose invoice says "reverse charge” and shows no VAT. Enter the net amount and 0.00 s the VAT
amount; you account for the VAT on your VAT return (it goes in Box 1 and Box 4, 50 you pay nothing extra unless you use the Flat Rate Scheme).

Learn more about VAT rates.

Gross Amount (Required)

‘ 30.00 ‘

Category (Required)

Office supplies & stationery ‘

Have the receipt or bill to hand? Use Scan with Al fo read it and fillin this form, or to add it to Pending scans for later.

%! ScanwithAl |

#. Extracted automatically — check the details before you save. Not tax or accour

Attachment / Receipt Photo (Optional)

Choosefile | Nofile chosen

‘Areceipt you scan and filin s affached here for you.

View our policies
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Edit Credit Note

Applied Notes

by bank transfer on 28/4/2¢

jark as applied (credit has been settled - will not be applied fo

future invoices)
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Expenses  Scanstocheck  Mileage

Expenses

Email receipts and invoices to business+1gcust

bizhub365.com [ Copy | @ Help Jor photograph and upload them with Scan with Al.

Find expenses

‘The list updates as soon as you change afilter. In the search box, press Enter or move fo the next box.

Search From date Todate Category Supplier

Supplier, description or ref H dd/mmiyyyy =] H dd/mmiyyyy =] H All categories H All suppliers

No expenses selected.

O  pate SUPPLIER AND DESCRIPTION  CATEGORY AMOUNT  STATUS ACTIONS

Northern Office Supplies Ltd =

Motor £48.00  paid from1010 - Bank Curren
30ct2026  Fuel RS C e Payments || More
o e
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Document Capture
Email receipts, supplier bills, and legacy sales invoices fo your business mailbox. We read the document with OCR first and use Gemini if the file cannot be OCRd. Purchases land as expenses
and legacy invoices as invoices, ready for the bookkeeping workfiow.

To photograph or upload a document yourself, use Scan with Al: it waits in Pending scans for you fo review and save.

Inbound email: business 1cust bizhub365.com | Copy | [ @ Help |

Only accepted from your business email, people in this business, and the senders below. Mail that fails sender checks (SPF, DKIM or DMARC) is bounced.

Allowed senders

Add a supplier or your accountant here so their emailed documents are captured foo.

No extra senders yet.

supplier@example.com

Which account emailed receipts are paid from

A paid receipt emailed in s posted as paid from, in this order: the account in accouni=CODE in the email’s subject or body, then  sender or supplier rule below, then the business default (not set, so

1010 - Bank Current Account, change the defaulf).

No sender or supplier rules yet.

Sender email address or supplier Paid from account (required)

receiptsafuelcard.example.com ‘ No supplier

Enfer a sender address or choose a supplier, not both. A sender rule is used before a supplier rule.
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Find expenses

‘The list updates as soon as you change afilter. In the search box, press Enter or move fo the next box.

Search From date Todate Category Supplier

Supplier, description or ref H dd/mm/yyyy =] H dd/mm/yyyy =] H All categories H All suppliers

No expenses selected.

O oaTe SUPPLIER AND DESCRIPTION  CATEGORY AMOUNT  STATUS ACTIONS
Northern Office Supplies Ltd =
Motor £48.00  paid from 1010 - Bank Current.

30ct202  Fuel

e expenses Net £40.00, VAT £8.00
. :nﬂhem om:: Supplies Ltd o . £60.00 \ Record payment H Payments
e inter paper and foner = —_—
- peP 168 SUPPIES Net £50.00, VAT £10.00 (20%) C
I (More)
Showing1-2 0f 2 Show ‘ 2 ‘

View our policies
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Paid from: expense #2
Northern Office Supplies Ltd, £48.00 on 03 Oct 2026. Back to expenses

Current account

Paid from 1010 - Bank Current Account (£48.00 on 03 Oct 2026).

Change the account

Changing it adds a correcting adjustment that moves the payment from the old account fo the new one, dated
when the money left. The expense, its VAT and what was first recorded are not changed.

om account (required)

1000 - Cash on Hand
Bank, cash, credit card, director's loan and similar accounts. e

Changes

No changes.

How emailed receipts are posted, and fixing the account (opens in a new tab)

View our policies
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Expenses  Scanstocheck  Mileage

Expenses
Email receipts and invoices fo business+1gcust .bizhub3ss.con | Copy | | @ Help |or photograph and upload them with Scan with Al

Find expenses
‘The list updates as soon as you change afilter. In the search box, press Enter or move fo the next box.

To date Category Supplier

Search From date

1expense matches these filters. Clear filters

No expenses selected.

O  pate SUPPLIER AND DESCRIPTION CATEGORY AMOUNT  STATUS ACTIONS

Northern Office Supplies Ltd O —
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Find expenses

‘The list updates as soon as you change afilter. In the search box, press Enter or move fo the next box.

Search From date Todate Category Supplier

Supplier, description or ref H dd/mmiyyyy =] H dd/mmiyyyy =] H All categories H All suppliers

No expenses selected.

o] DATE SUPPLIER AND DESCRIPTION CATEGORY AMOUNT STATUS ACTIONS
Northern Office Supplies Ltd - e m
Souz026  Fou 00 padiami01-Bar Markas approved g |
expenses Net £40.00, VAT £8.00(20%)  Account
" @ Lock
ange pid from

Northern Office Supplies Ltd

- £60.00
() 20ct2026  Printer paper and foner offi i
0 o B o0, var 00000 I

" =

Showing1-20f 2 Show ‘ 2% ‘

View our policies.
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Delete this expense?

o Northern Office Supplies Ltd, £60.00 on 2 Oct 2026

The expense, ifs receipt and ifs entries in your accounts are
removed. You can't undo this.

Lo )
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Document Capture
Email receipts, supplier bills, and legacy sales invoices fo your business mailbox. We read the document with OCR first and use Gemini if the file cannot be OCRd. Purchases land as expenses
and legacy invoices as invoices, ready for the bookkeeping workfiow.

To photograph or upload a document yourself, use Scan with Al: it waits in Pending scans for you fo review and save.

Inbourd ameil usessiowetsintstscom ( Copy ) (@ el )

Only accepted from your business email, people in this business, and the senders below. Mail that fails sender checks (SPF, DKIM or DMARC) is bounced.

Allowed senders

Add a supplier or your accountant here so their emailed documents are captured foo.

No extra senders yet.

bookkeeper@example.com

Which account emailed receipts are paid from

A paid receipt emailed in s posted as paid from, in this order: the account in accouni=CODE in the email’s subject or body, then  sender or supplier rule below, then the business default (not set, so

1010 - Bank Current Account, change the defaulf).

No sender or supplier rules yet.

Sender email address or supplier Paid from account (required)

fuelcard@example.com ‘ ‘ No supplier ‘ ‘ 1000 - Cash on Hand ‘ m

Enfer a sender address or choose a supplier, not both. A sender rule is used before a supplier rule.
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Expenses  Scanstocheck  Mileage

Expenses

Email receipts and invoices to business+1scust bizhub365.com

or photograph and upload them with Scan with Al

Find expenses

‘The list updates as soon as you change afilter. In the search box, press Enter or move fo the next box.

Search From date Todate Category Supplier

Supplier, description or ref H dd/mmiyyyy =] H dd/mmiyyyy =] H All categories H All suppliers

| No expenses selected.

O  Dpate SUPPLIER AND DESCRIPTION  CATEGORY AMOUNT  STATUS ACTIONS

Northern Office Supplies Ltd =

Motor. £48.00  paidfrom1010- BonkCurrent Q[
expenses Net £40.00, VAT £8.0020%)  Account

#2
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Payments: expense #2
Northern Office Supplies Ltd, Motor expenses, £48.00 on 3 Oct 2026. Back to expenses

Status
(2] Poid £48.00 of £48.00.

AMOUNT  PAID FROM IN YOUR ACCOUNTS ACTIONS

30ct 2026 Standard bank account

EXPPAY-1

Mark as unpaid

> Mark expense #2 as unpaid

How expense payments work (opens in a new tab)

View our policies
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Payments: expense #2
Northern Office Supplies Ltd, Motor expenses, £48.00 on 3 Oct 2026. Back to expenses

Status
(X)) Poid £48.00 of £48.00.
Payments
DATE AMOUNT  PAID FROM IN YOUR ACCOUNTS ACTIONS
> Change
30ct2026 4o  Standordbankeccount EXPPAY-1
Bank ransfer » Undo
asunpaid

Mark expense #2 as unpaid

Every payment above is undone: their entries in your accounts are reversed and the full amount is owed again. The expense itself
is not changed.

How expense payments work (opens in a new tab)

View our policies
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Check the Zettle by PayPal payout report
zettle-payouts-october-2026.csv, uploaded 5 Oct 2026 09:30. Nothing has been added to your books yet.

How these payouts gointo your books
These sales are already in your daily takings, as card takings to come. Each payout settles your card fakings when its bank line is there, and the fees are an expense (Exempt from VAT).

Nothing here is more income.

Rows not read

« 1row not paid out yet (no payout date, or pending).

PAYOUT DATE REFERENCE

zp-

Fri2Oct 2026
20261002

zp-
20261005

TOTAL (2 PAYOUTS)

Add 2 payouts fo my books

Back to Payout reports

SALES

£120.00

£160.00

£280.00

Cancel import

REFUNDS

PAYOUT

£117.96

£157.28

£275.24

WHAT HAPPENS
Payout of £117.96 waits for its bank ine.

Seftles the bank line of £157.28 on 5 Oct 2026 against your card fakings of 4 Oct 2026 (£160.00),

‘with fees of £2.72 as an expense.
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VAT liabilities ( |
HMRCHub | | Payments

Retrieve VAT liabilities from HMRC for a date range. AN J

# HMRCHub VAT B VATReturns @ Payments A Penalfies @ VATInfo  Q Returnlookup 2 Gotolncome Tax

o From (required) To (required)
01/04/2026 o ‘I 04/10/2026 o ‘

TYPE ORIGINAL AMOUNT OUTSTANDING DUE PERIOD.

VAT £2,450.00 £2,450.00 5Nov 2026 6Ju12026 t0 5 Oct 2026

View our policies
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Check the Zettle by PayPal payout report
zettle-payouts-october-2026.csv, uploaded 5 Oct 2026 09:30. Nothing has been added to your books yet.

How these payouts gointo your books
These sales are already in your daily takings, as card takings to come. Each payout settles your card fakings when its bank line is there, and the fees are an expense (Exempt from VAT).

Nothing here is more income.

Rows not read

« Trow not paid out yet (no payout date, or pending).

Payouts
PAYOUTDATE  REFERENCE SALES
zp-
Fri2 Oct 2026 £120.00
20261002
Mon 5 Oct zpP-
£160.00
2026 20261005
TAL (2 PAYOUTS) £280.00

Add 2 payouts to my books

Back to Payout reports

Cancelimport

REFUNDS

£0.00

£0.00

£0.00

FEES

£2.04

£272

£4.76

PAYOUT

£117.96

£157.28

£275.24

WHAT HAPPENS
Payout of £117.96 waits for its bankline.

Settles the bank line of £157.28 on 5 Oct 2026 against your card fakings of 4 Oct 2026 (£160.00),
‘with fees of £2.72 as an expense.
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Sales

Enter what you took at each VAT rate, VAT included, as your til's Z reading shows it. Leave a rate empty if you sold nothing at if. A compulsory service charge added to the billis standard-rated: include it
in the standard-rate sales. Leave tips out.

fiard rate 20% (£) Reduced rate 5% (£) Zero rate (£) Exempt (£)

Taken (cash, card and other ways) £263.60

Sales and tips £263.60

Difference £0.00
Paid out of the fill £0.00

Cash to bank £92.40

‘Cashto bank is the cash faken less the cash paid out of the ill

| Update totals

Paid out of the ill (optional)
Cash you took from the till fo pay for something, such as milk or a window cleaner. Each one is saved as an expense paid from Cash on Hand on this day. Leave a paid-out empty foleave it out.

Paid-out1

What it was for Amount paid (£) Category VAT

‘ ‘ ‘ ‘ Choose a category ‘ ‘ No VAT on the receipt
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VAT Due Summary
VAT DUE ON SALES £0.00

£0.00
Net VAT to be Reclaimed £0.00

ity before sending anything fo HMRC

Your respon:

« BizHUb365 is software only. It does not provide fax, legal, or accounting advice.

« Figures shown here are derived from records you entered or imported. They may be wrong.

* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

By submitting, you make the legal declaration fo HMRC. Penalties, Y.

Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

erest, and enquiries are your responsi

See the Terms of Service (HMRC / tax calculations sections) for the full contractual position under Scots law.

Please finalise the VAT return before submitting to HMRC.
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What it was for Amount paid (£) Category
Mooy _ Stock purchases Zerorate 0%
Paid-out2
What it was for Amount paid (£) Category VAT

‘ ‘ ‘ ‘ ‘ Choose a category ‘ ‘ No VAT on the receipt

-out

+ Add another pai

Cash count (optional)

To check the fill: the cash you counted at the end of the day, and the float you keep in it for change.

Cash counted (£) Float (€)

Notes (optional)

) ...

View our policies
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Legal Declaration X

When you submit this VAT information you are making a legal
declaration that the information is true and complete. A false

declaration can result in prosecution.

9 @ confirm that the information in this VAT return s frue and
complete.
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Square

Use Square? Connect it and your payouts come in here each morning without downloading a report.

Connect Square

Import a payout report

Download the payouts report (or the transactions report) for a period as CSV from the provider's website, then upload it here. You check what it will do before anything is
added to your books.

CSV file (required) Which provider is this from?

Choose file | Nofile chosen ‘ Detect automatically ‘

We recognise The provider from fhe reporf's headings or the file name. Choose I if we can'™.

Are these sales already in your books?

© Decide for me: card payments are in your takings (you record daily takings); booking platforms and delivery apps are recorded from the report
() Yes, they are in my daily takings: each payout only settles my card fakings, and the fees are an expense

() No, record the sales from the report as income and the fees as an expense

VAT on the sales (when recorded from the report) VAT on the fees
‘ Standard rate (20%) ‘ ‘ The usual for the provider
Hot food and most services are standard rated. Cold takeaway food can be zero rated, Card payment fees are exempt. Booking platforms and delivery apps usually charge VAT on

their commission: check the VAT invoice they send you.
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Reopen VAT Return

Your responsibility before sending anything to HMRC.

« BizHb365 is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.
* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

interest, and enquiries are your responsibility.

By submitting, you make the legal declaration fo HMRC. Penalties,
Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / tax calculations sections) for the full contractual position under Scots law.

og have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is true and
complete. A false declaration can result in prosecution.

Email confirmation code

‘ 6-digit code from your email

First fick the declaration, then click Email confirmation code. Enter the code we send you, then submit to HMRC. Every step s audit-logged.

Submit VAT Return to HMRC

Submission History

Fony olene 1o s bendt 1 VAT iedien b HMBE | benrt eemsnenthe o cuditing. ond [ never cverwaitien - nckoding otiermuts before and afler o reooen/oes it
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‘ Choose file Defect automatically

Nofile chosen ‘

We recognise the provider from the report's headings or the file name. Choose it if we can't.

Are these sales already in your books?
: card payments are in your takings (you record daily takings); booking platforms and delivery apps are recorded from the report
) Yes, they are inmy daily takings: each payout only settles my card takings, and the fees are an expense

") No, record the sales from the report as income and the fees as an expense

VAT on the sales (when recorded from the report) VAT on the fees

Standard rate (20%) ‘ The usual for the provider ‘

Flot food and most services are standard rated. Cold fakeaway food can be zero rared. Card payment fees are exempt. Booking platforms and delivery apps usually charge VAT on

their commission: check the VAT invoice they send you.

Payouts waiting for the bank

No payouts are waiting for their bank fine.

Imports
IMPORTED PROVIDER FILE OR SOURCE PAYOUTS PAIDOUT  STATUS ACTIONS
50ct 2026 09:30 Zettle by PayPal zettle-payouts-october-2026.csv. 2 £27524  [[Toveview | Review |

View our policies
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Reopen VAT Refurn

Your responsibility before sending anything to HMRC.

« BizHb365 is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.

* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.
By submitting, you make the legal declaration fo HMRC. Penalties,
Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

interest, and enquiries are your responsibility.

See the Terms of Service (HMRC / tax calculations sections) for the full contractual position under Scots law.

I have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is true and

complete. A false declaration can result in prosecution.

Email confirmation code

482913

FirsT fick The declaration, Then click Email confirmation code. Enfer The code we send you, fhen submit To HMRC. Every step s udiT-logged.

Email confirmation code

‘Submit VAT Return to HMRC

Submission History

Fony olene 1o s bendt 1 VAT iedien b HMBE | benrt eemsnenthe o cuditing. ond [ never cverwaitien - nckoding otiermuts before and afler o reooen/oes it
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Invoices  Quotes  Moneyin  Takings

Money in #1
£100.00 received on 4 October 2026 from Eleanor Whitfield.

% Email receipt | @ Documents
The money
Date received 4 October 2026
Whatitis Customer payment
From Eleanor Whitfield
Reference -
Amount £100.00
Still fo match £0.00
Howit arrived
METHOD WENTINTO AMOUNT  BANKLINE
Bank fransfer 1010 Bank Current Account £10000 -

Invoicesit paid
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Your responsibility before sending anything fo HMRC

Hub365 is software only. It does not provide tax, legal, or accounting advice.

« Figures shown here are derived from records you entered or imported. They may be wrong.

* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

« By submitting, you make the legal declaration to HMRC. Penalties, inferest, and enquiries are your responsibility.

« Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / tax calculations sections) for the full contractual position under Scofs law.

Sending to HMRC sends the end of year adjustments above to HMRC in the name of Dales Ji
confirm.

ry (HMRC demo), using

business's HMRC connection. Nothing is sent until you

Demo business: HMRC is simulated. Nothing reaches HMRC.

) Ihave checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration fo HMRC that this information is true and

complete.

Email confirmation code

‘ 6-digit code from your email

Tick any required declaration, click Email confirmation code, enter the code we send, then submit fo HMRC. Each step s written fo the audit frail. Automatic submissions are blocked.

Email confirmation code

View our policies





OEBPS/images/match-receipt-1.png
BizHUDb36s  Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview ¥ Sean:ha + @ Hep

Dafe received October 2026
Whatitis Customer payment

From -

Reference FASTER PAYMENT WHITFIELD E
Amount £120.00

Still fo match £120.00

How it arrived

METHOD WENTINTO AMOUNT  BANKLINE
Bank transfer 1010 Bank Current Account £120.00 -
Invoicesit paid

It hasn't been matched to an invoice yet.

Match to an invoice

£120.00 of this money is not matched to an invoice yet. The payment is dated on the day the money came in.

Le (required) Amount (required)

12000

Back fo Money in

View our policies
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HMRC Hub

Connect once, then open VAT, Income Tax, property tools, and additional HMRC API routes from here.

UG var B VATRetuns Do Licbilties €3 Payments A Penalies @ VATInfo  Q Returnlookup  INCOMETAX Income Tax updates

B UKProperty & Foreign Property

HMRC CONNECTION
Not connected @ Connect o HMRC

Connect o HMRC fo see what s due and send your returns.

What you send Enter references Authorise with HMRC | Confirm & sync

VAT and/or Self Assessment VRN/ National Insurance No. Grant secure access Check status and sources

Business details

Keep these details current so HMRC submissions stay valid. VRN is 9 digits. Income Tax needs a NINO and defaulf fax year.

VAT Registration Number (VRN) National Insurance Number (required) Default fax year (required)

GBI123456789 I QQI23456C I 2026-27 ’
Save detai
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Invoices  Quotes  Moneyin  Takings

Takings
What your fll took each day: cash, card and other payments, the sales at each VAT rate, tips and any cash paid out of the fill. Your takings are your sales; banking the cash or the card
payout later is not more income.

Card fakings fo come

£160.00 from 1 day of takings: what your card companies still owe you. It goes down when you settle a card payout from your bank against your takings.

| Settle a card payout on Bank transactions || Import a payout report || Connect SumUp || Connect Square |

Tips are your income. You can change this in Business seftings.

DATE TILL AND Z READING casH cARD OTHER TIPS PAID OUT CASHTOBANK  LOCK STATUS ACTIONS
Front ill

Sun 4 Oct 2026 2 on £86.50 £160.00 £0.00 £8.50 £0.00 £86.50 & Unlocked View |

042 J

Showing1-Taf1 Show ‘ 2% ‘
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HMRC Hub
Connect once, then open VAT, Income Tax, property fools, and additional HMRC AP routes from here.

LILUGEE  var B VATReturns 4l Licbilities €3 Payments A Penalies @ VATInfo  Q Returnlookup  INCOMETAX Income Tax updates

B UKProperty 3 Foreign Property

HMRC CONNECTION @
Not connected @ Connect to HMRC

Connect o HMRC fo see what s due and send your returns.

What you send Enter references Authorise with HMRC | Confirm & sync

VAT and/or Self Assessment VRN / National Insurance No. Grant secure access Check status and sources

Business dete

Keep these details current so HMRC submissions stay valid. VRN is 9 digits. Income Tax needs a NINO and default tax year.

VAT Registration Number (VRN) National Insurance Number (required) Default fax year (require)

Select Default Tax Year -- ‘

GBI123456789 ‘ ‘szsasac ‘ ‘
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Record takings

Enter the day's takings from your till's end-of-day (2) reading: what was faken in cash, by card and in other ways, the sales at each VAT rate, tips, and anything paid out of the ill

Theday

2 -

of the takings (required) il (optional) Zreading number (optional)
05/10/2026 ‘ Front il ‘ ‘ z-0413
If you have more than one, such as Front il, The number prinfed on the fills end-of-day report.

What was taken
Everything customers paid, fips included.
Cash (£) Card (€) Other ways (£) Other ways went into

‘ 1010 Bank Current Account

Goes fo Cash on Hand unfilyou bank . Goes fo Card fakings fo come until the card Such s vouchers or a payment app.

payout reaches your bank.

Tips

Tips customers chose fo give. They are outside the scope of VAT, and are your income for Income Tax (change this in Business settings). A compulsory service charge s not a fip: include it in your
standard-rate sales,

Tips by card (£) Tipsin cash (£)

= ]
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VAT Returns

Review open and submitted VAT returns for Dales Joinery (HMRC demo).

& SyncVaT

& HMRCHub  var [CRVSTENUEN T Licbilties €2 Payments A Penalies @ VATInfo  Q Returnlookup 2 Gotolncome Tax

AUVAT returns

Select areturn o review figures, findlise, and submit to HMRC. An open return's figures are worked out from your records when you open it. VAT Due is sales VAT; VAT Reclaimed is
purchase VAT; Net VAT is the amount payable (Due - Reclaimed).

Liabilities \ \ Payments \ [ Returntookup

B Estimated from your records — check these figures before you submit. BizHub365 is software, not fax advice.

PERIOD START PERIOD END DUE DATE VAT DUE VAT RECLAIMED NET VAT STATUS

£0.00
6Jan2027 5 Apr 2027 6May 2027 £0.00 £0.00
‘This period hos not started yet, so there is nothing fo include.

‘This period hos not started yet, so there is nothing fo include.

£0.00
62012076 5 0et 2026 SNev2026  £0.00 000 This periodssfillunning. The figures are worked out from
Your invoices, payments and expenses when you open the

return,

60ct 2026 5Jan 2027 5Feb 2027 £0.00 £0.00 £000 | Bopen
N e e s |
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Sending to HMRC sends the yearly summary above to HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothingis sent until you confirm.

Demo business: HMRC is simulated. Nothing reaches HMRC.

) Ihave checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration fo HMRC that this information is true and

complete.
Email confirmation code
6-digit code from your email

Tick any required declaration, click Email confirmation code, enter the code we send, then submit fo HMRC. Each step is written to the audit trail. Automatic submissions are blocked.

{ Email confirmation code

4 Send yearly summary

After the yearly summary and the end of year adjustments, ask HMRC for your fax calculation and make your final declaration on the Income Tax updates page by 31 January.

end of year adjustments

Private use, the fiat rates and big purchases counted as everyday expenses change the expenses in your quarterly updates. HMRC fakes them as end of year adjustments to its summary

of your business for the year, not in the quarterly updates or the yearly summary. Each private part is added back as "not allowable” under the HMRC heading its costs are in; working
from home is added o rent, rates, power and insurance.

AMOUNT

ADJUSTMENT HMRC HEADING

Working from home (flat rate) Allowable: Rent, rates, power and insurance £216.00
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Credit Notes

Add

CUSTOMER REASON AMOUNT DATE APPLIED NOTES STATUS ACTIONS

Eleanor Whitfield Gooduilldiscount on late delivery £25.00 50ct2026 -

Showing 1-10f 1 Show ‘ 2% ‘

View our policies
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Dateissved

Due date

Invoice fotal

Balance due

How o pay: Bank transfer fo sort code 00-00-00, account 12345678,

Needhelp?
Contact Test Business: business@example.com or 01234567890

30 Sep 2026
30 Oct 2026

£444.00

£344.00
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Check figures before sending
& Back fo Income Tax updates
‘Annual summary for Dales Joinery (HMRC demo) (XAIS12345678901), tax year 2025-26.

What will be sent to HMRC

SECTION AMOUNT
Adjustments Non-faxable profit

Allowances Annual Investment Allowance

If anything is wrong, fix your records first; nothing has been sent yet.

nd to HMRC

Your responsibility before sending anything fo HMRC

ub365 is software only. It does not provide fax, legal, or accounting advice.

« Figures shown here are derived from records you entered or imported. They may be wrong.

You must check every figure yourself (or with a qualified adviser) before you send it fo HMRC.
n to HMRC. Penalties, interest, and enqui lity.

‘Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes ari

By submitting, you make the legal declarat

s are your respon:

See the Terms of Servi

(HMRC / fax calculations sections) for the full contractual position under Scofs law.
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Credit Notes

o T

cusTOMER REASON AMOUNT DATE APPLIED NOTES STATUS ACTIONS
Eleanor Whitfield Goodwil discount on late delivery £25.00 50ct2026 - | Open | lz)e)
Showing1-1f 1 Show ‘ 2% ‘

View our policies
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Sendto HMRC

Your responsibility before sending anything fo HMRC

« BizHub365is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.
* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

By submitting, you make the legal declaration fo HMRC. Penalies, inferest, and enquiries are your responsibility.

‘Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / tax calculations sections) for the full contractual pos

under Scots law.

Sending to HMRC sends the figures above fo HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing i sent until you confirm.

Demo business: HMRC is simulated. Nothing reaches HMRC.

og have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is frue and
complete.

Email confirmation code.

‘ 6-digit code from your email

Tick any required declaration, click Email confirmation code, enter the code we send, then submit fo HMRC. Each step s written fo the audit frail. Automatic submissions are blocked.

“f Send annual summary

View our policies
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Add Credit Note

Select Customer (required)

Select a customer ‘

Credit Value (including VAT) (required)

24.00 ‘

VAT rate (required)

Use the rate the original sale was charged af. The VAT Is faken off your next

VAT return.
Ag: (optional)

Not against a particular invoice

Choose fhe Involce you are credifing and the credit comes off The same
income accounts as that invoice's lines. It must be for the customer chosen

above.

Reason (required)

Two mugs arrived chipped

Applied Notes (optional)

e.g. Refunded via Stripe on 28/4/26.
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Sendto HMRC

Your responsibility before sending anything fo HMRC

« BizHb365is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.
* Youmust check every figure yourself (or with a qualified adviser) before you send it to HMRC.

By submitting, you make the legal declaration to HMRC. Penalies, inferest, and enquiries are your responsibility.

‘Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / fax calculations sections) for the full contractual pos

under Scots law.

Sending to HMRC sends the figures above fo HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing i sent until you confirm.
Demo business: HMRC is simulated. Nothing reaches HMRC.

1 have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is frue and
complete.

Email confirmation code.

482913

Tick any required declaration, click Emal confirmation code, enfer fhe code we send, fhen submit fo HMRC. Each step s writfen o The audit frall. Atomatic submissions are blocked.

Email confirmation code

View our policies
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Credit Value (including VAT) (required)

‘ 24.00

VAT rate (required)

= \

Use the rate the original sale was charged at. The VAT is faken off your next
VAT return.

Ag: (optional)

Not against a particular invoice

Choose the invoice you are credifing and the credit comes off the same
income accounts as that invoice's lines. It must be for the customer chosen

above.
Reason (required)
Two mugs arrived chipped

Applied Notes (optional)

e.g. Refunded via Stripe on 28/4/26.

& () Mork os applied (credit already settled - won't be applied fo
future invoices)

‘Add Credit Note
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B HMRC calculates your tax from the figures sent from your records. Estimated from your records — check these figures before you submit. BizHub365 i software, not tax

adh

Trigger a tax caleulation

Ask HMRC fo calculate your tax from the income sources and updates it has on record. Use the

returned calculation ID for the final declaration.

Sending to HMRC sends a request to calculate your tax for that fax year (nothing is
filed) to HMRC in the name of Dales Joinery (HMRC demo), using this business's
HMRC connection. Nothing is sent until you confirm.

Demo business: HMRC i

imulated. Nothing reaches HMRC.

‘Submit final declaration

Affer you have a calculation ID, submit the final declaration. You must confirm the declaration

statement,

Confirm Caleulation ID

‘Tax year (required) Calculation ID (required) (required)

‘ 2024-25 ‘ ‘ ‘ ‘

] As the user, | confirm that the information | have provided is complete and

correct fo the best of my knowledge. | understand that | may have fo pay
financial penalies if | give false information.

Final declaration preview: tax year (not set), calculation ID (nof sef)

Email confirmation code.

‘ 6-digit code from your email

Tick any required declaration, click Email confirmation code, enfer the code we send, then

submit to HMRC. Each step s written fo the audit frail. Automatic submissions are blocked.

Email confirmation code
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SumUp
Connect your SumUp account so your card payouts come info Payout reports for you fo check, and your daily takings show SumUp's card sales for each day. BizHub365 only reads from
SumUp: it can't fake, move or refund money.

a:r

Status: Not connected

How fosetup

Open SumUp from Integrations, or Connect SumUp on Takings or Payout reports (needs the Manage billing permission).
Click Connect SumUp, sign in fo SumUp and allow BizHub365 o read your fransactions and your account details. BizHub365 can't fake or refund payments.

SumUp sends you back here. Each morning your SumUp payouts of the last 35 days are brought ino Money in, Payout reports for you to check and add o your books;

Sync now fefches them at once.
@ On Takings, each day shows SumUp's card sales next to the card takings you recorded, with a warning when they differ.

Disconnect here at any time. If SumUp stops accepting the connection, the card says Connect again.

View our policies
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Check figures before sending (oo ————
< Back fo Income Tax updates
Quarterly update for Dales Joinery (HMRC demo) (XAIS12345678901), tax year 2026-27. L J

What will be sent to HMRC

[Period covered: 6 April 2026 to 5 July 2026.

HMRC takes quarterly updates as totals for the tax year so far, so this update covers every day from the start of the fax year fo the end of the quarter, not just the quarter.

SECTION ITEM AMOUNT
Income Income (turnover) £0.00
Expenses Expenses (fofal) £0.00

If anything is wrong, fix your records first; nothing has been sent yet.

Sendto HMRC

ity before sending anything to HMRC.

Your responsil

ub365 is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.

* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

« By submitting, you make the legal declaration fo HMRC. Penalies, inferest, and enqui
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BizHubses

Payments

ae Stripe Connect

Let customers pay invoices online, with funds

paid directly fo you.

> How foset up

Unavailable

O Square

Let customers pay invoices by card, Apple Pay

or Google Pay through your Square account.

> How fo set up

View our policies

Home Moneyin Moneyout Bank Tax Bookings Jobs Payroll Accountantview X%

& SumUp

Not Connected

Bring in your SumUp card payouts and check

your card takings against SumUp.

»How toset up

f GoCardless

Let customers pay invoices by Direct Debit from

their bank account.

»How foset up

ble

Unave

# PayPal

Let customers pay invoices with PayPal, Pay

Later or card,

»Howtosetup

Unavailable
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Sendto HMRC

Your responsibility before sending anything fo HMRC

« BizHb365is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.
* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

By submitting, you make the legal declaration fo HMRC. Penalies, inferest, and enquiries are your responsibility.

‘Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / tax calculations sections) for the full contractual pos

under Scots law.

Sending to HMRC sends the figures above fo HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing i sent unfil you confirm.
Demo business: HMRC

imulated. Nothing reaches HMRC.

og have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is frue and
complete.

Email confirmation code.

‘ 6-digit code from your email

Tick any required declaration, click Email confirmation code, enter the code we send, then submit fo HMRC. Each step s written fo the audit frail. Automatic submissions are blocked.

“{ Send quarterly update

View our policies
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Square
Let customers pay invoices by card, Apple Pay or Google Pay through your Square account. Payments go straight to your own Square account - BizHub365 never touches the funds and
takes no cut.

Square
Acceptoniine invoice payments

Status: Nt connected

Howtosetup
@ Open Square from Infegrations and click Connect Square.

@ Signinto your Square account and allow BizHub365 to take payments and create orders for you.

€ Sauare sends you back here. When status shows Connected, invoices in your Square account's currency get a Pay by card (Square) button.
@ Payments goto your main Square location and appear in your Square Dashboard. Disconnect here at any fime.

@ Your Square card payouts also come info Money in . Payout reports each morning, and Takings shows Square's card sales for each day.

Connect Square

View our policies
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Send to HMRC

Your responsibility before sending anything fo HMRC

« BizHb365is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.
* Youmust check every figure yourself (or with a qualified adviser) before you send it to HMRC.

By submitting, you make the legal declaration to HMRC. Penalties, inferest, and enquiries are your responsibility.

‘Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / fax calculations sections) for the full contractual pos

under Scots law.

Sending to HMRC sends the figures above fo HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing is sent until you confirm.
Demo business: HMRC

imulated. Nothing reaches HMRC.

1 have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is frue and
complete.

Email confirmation code.

482913

Tick any required declaration, click Emal confirmation code, enfer The code we send, fhen submit fo HMRC. Each step s writfen o The audit frall. AUtomatic submissions are blocked.

Email confirmation code

View our policies
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Invoices  Quotes  Moneyin  Takings

Takings for Sunday 4 October 2026
£246.50 taken on Front fill Z reading Z-0412.

Lock | @ Documents
What was taken
Cash £86.50 (including £2.50 tips), into Cash on Hand
Card £160.00 (including £6.00 tips), info Card takings fo come
Not yet seftled by a card payout info your bank.
Total taken £266.50
Sales by VAT rate
sALES NET var ToTAL
Sales at the standard rate (20%) £15375 £3075 £184.50
Zero-rated sales £53.50 £000 £53.50
Tips (your income; outside the scope of VAT) £8.50 £0.00 £8.50

Bt e o ool S $l1
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TYPE HMRC BUSINESS ID TRADING NAME SUBMISSION PERIOD ACTIONS
Taxyear Quarter
foreign-property XFISI2345678901 Provence Holiday Let Check figures
‘ 2024-25 ‘ ‘ Q1(6 Apr-5 Jul) ‘
Taxyear Quarter
self-employment XAISI12345678901 Dales Joinery (HMRC demo) Check figures
‘ 2024-25 ‘ ‘ Q1(6 Apr-5 Jul) ‘
Taxyear Quarter
uk-property XPIS12345678901 Leafield Lettings ‘ Check figures

‘ 2024-25 ‘ ‘ Q1(6 Apr-5 Jul)

Submit annual summary

B Annual summary figures are built from your records. Estimated from your records — check these figures before you submit. BizHub365 is software, not fax advic

TYPE HMRC BUSINESS ID TRADING NAME TAX YEAR ACTIONS

foreign-property XFISI2345678901 Provence Holiday Let ‘ 2024-25 ‘ Check figures

Check figures

self-employment XAIS12345678901 Dales Joinery (HMRC demo)
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B VATMTD

See which VAT returns are due, prepare and send
them, and view what you owe, payments, penalties and
your VAT details from HMRC.

£ Sync VAT with HMRC

View VAT returns

VAT liabilities
VAT payments

Income Tax (ITSA)

Eligible for MTD ITSA

MTD stafus: MTD Mandated
Last checked: 5 Oct 2026, 9:30 a.m.

Check eligibility, sync income sources, and send your
quarterly updates.

VAT penalties

( VAT customer information |

( Look up VAT return from HMRC |

Check ITSA eligibility

View Income Tax updates

@ Property returns

Submit UK or foreign property period and annual
updates to HMRC.

Open UK Property Returns

Open Foreign Property Returns

( How to add a property source |

Tax calculation access

Unsupported income sources

View our policies
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Connect & Integrations
Connect BizHub365 o the apps you already use - browse by category and switch one on whenever you're ready. Expand How to set up on any card for step-by-step instructions for your

business.

HMRC, your bank, your accountant and other software
Connect HMRC for Making Tax Digital, start a bank import, find an accountant who uses BizHub365, or bring data in from another accounts package. m

Payments
wwoe Stripe Connect & SumUp B PayPal
Let customers pay invoices online, with funds Bring in your SumUp card payouts and check Let customers pay invoices with PayPal, Pay
paid directly fo you. your card takings against SumUp. Later or card
» How to setup » How fo set up »How fo setup
Unavailable Unavailable
O Square i GoCardless
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[ER—

Choose the fax year and quarter, then Check figures. You see every figure and the period covered before anything is sent, and you send from that page.

8 Periodic summary figures are built from your income and expense records. Estimated from your records — check these figures before you submit. BizHub365 is software, not
‘tax advice

TYPE HMRC BUSINESS ID TRADING NAME SUBMISSION PERIOD ACTIONS
Taxyear Quarter

foreign-property XFISI2345678901 Provence Holiday Let Check figures
‘ 2024-25 ‘ ‘ Q1(6 Apr-5 Jul) ‘

Taxyear Quarter
self-employment XAIS12345678901 Dales Joinery (HMRC dermo) Check figures
2026-27 Q1(6 Apr-5 Jul) ‘

Taxyear Quarter

uk-property XPIS12345678901 Leafield Leftings Check figures
‘ 202425 ‘ ‘ Q1(6 Apr-5 Jul) ‘

Submit annual summary

B Annual summary figures are built from your records. Estimated from your records — check these figures before you submit. BizHub365 is software, not fax advice.

TYPE HMRC BUSINESS ID TRADING NAME TAX YEAR ACTIONS
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Your responsibility before sending anything fo HMRC
« BizHub365is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.
* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.
« By submitting, you make the legal declaration fo HMRC. Penalies, inferest, and enquiries are your responsibility.
« Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / fax calculations sections) for the full contractual position under Scofs law.

Sending to HMRC sends the foreign property return figures above fo HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing is sent
until you confirm.

Demo business: HMRC is simulated. Nothing reaches HMRC.

og have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is true and

complete.

Email confirmation code.

482913

Tick any required declaration, click Emal confirmation code, enfer The code we send, fhen submit 1o HMRC. Each step s wriflen o fhe audit frail. AUtomatic submissions are blocked.

Email confirmation code for the period return

Email confirmation code for the annual return

1 Submit period return 7 Submit annual return
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Business Email Address

This is the public email address displayed on invoices and quotes.

business@example.com ‘

Bus

vess Phone Number

This is the public phone number displayed on invoices and quofes.

01234567890

Business Address

This is the address displayed on invoices and quotes. (required)

1Test Street

EE  —————.

Payment Instructions

These instructions will appear on allinvoices and quotes sent fo clients.

Enter payment instructions fo be displayed on invoices and quotes.

These instructions will appear on allinvoices and quotes sent fo clients.
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Your responsibility before sending anything fo HMRC
« BizHb365is software only. It does not provide fax, legal, or accounting advice.
« Figures shown here are derived from records you entered or imported. They may be wrong.
* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.
« By submitting, you make the legal declaration fo HMRC. Penalties, inferest, and enquiries are your responsibility.
« Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Ser

under Scotslaw.

(HMRC / tax calculations sections) for the full contractual pos

Sending to HMRC sends the UK property return figures above to HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing is sent until you
confirm.

Demo business: HMRC is simulated. Nothing reaches HMRC.

og have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is frue and
complete.

Email confirmation code.

6-digit code from your email

Tick any required declaration, click Email confirmation code, enter the code we send, then submit fo HMRC. Each step s written to the audit trail. Automatic submissions are blocked.

Email confirmation code for the period return J

4 Submit period return

Saved property profiles

Email confirmation code for the annual return

<1 Submit annual return
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Your responsibility before sending anything fo HMRC

« BizHb365is software only. It does not provide fax, legal, or accounting advice.

« Figures shown here are derived from records you entered or imported. They may be wrong.

* Youmust check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

« By submitting, you make the legal declaration fo HMRC. Penalies, inferest, and enquiries are your responsibility.

« Tweed Tyne Technologies Ltd and ifs Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / tax calculations sections) for the full contractual pos

under Scots law.

Sending to HMRC sends the UK property return figures above to HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing is sent until you
confirm.

Demo business: HMRC is simulated. Nothing reaches HMRC.

1 have checked these figures. | understand BizHub365 does not provide tax advice, and | am making the legal declaration to HMRC that this information is frue and
complete.

Email confirmation code.

482913

Tick any required declaration, click Emal confirmation code, enter The code we send, fhen submit fo HMRC. Each step s wriflen o The audit frail. AUtomatic submissions are blocked.

Email confirmation code for the period return | | Email confirmation code for the annual return

1 Submit period return

Saved property profiles

< Submit annual return
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Foreign Property Returns e N ( N ( 2}

ign Property | & HMRCHUb | | 8 Income Taxupdates || B UKProperty
Enter foreign property details and submit period or annual refurns fo HMRC. L JL JL J
# HMRCHub  INCOMETAX @ IncomeTaxupdates B UKProperty [UICSREIESE 2 GotoVAT
Foreign property return dets

Source, tax year & country
Use an IO 3-letter country code (for example FRA).

Foreign property source (required) Tax year (required) Country code (required)

XFIS12345678901 - Provence Holiday Let ‘ 2026-27 ‘

Period amounts

Values are sent as consolidated period fotals. Use a quarter or explicit dates; dates fake priority.

From the 2025 to 2026 fax year, HMRC fakes year-to-date figures: enter the fotals from the start of the tax year o the end of the quarter, not just the quarfer. We send the period from the start

of the tax year.

Period rent income amount (required) Period expenses amount (required) Quarter (optional)

EX TR CE—

Period start (optional) Period end (optional)

‘ dd/mm/yyyy a] ‘ ‘ dd/mm/yyyy a] ‘
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3200.00 540.00 Q1
Period start (optional) Period end (optional)
dd/mmiyyyy 8 | | dammiy =)

Annual adjustments

Annualfields are submiftted fo the foreign annual endpoint.

Private use adjustment (required) Annual investment allowance (required)

‘ 0.00 ‘ ‘ 0.00

B Save foreign property profile

Saving the profile sends nothing. To send a return, tick the declaration, email yourself  confirmation code for the return you are sending (or choose another way to confirm), enter if, then submit,

Your responsibility before sending anything fo HMRC

izZHub365 is software only. It does not provide fax, legal, or accounting advice.

Figures shown here are derived from records you entered or imported. They may be wrong.

You must check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

By submitting, you make the legal declaration fo HMRC. Penalies, inferest, and enquiries are your responsibility.

‘Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / tax calculations sections) for the full contractual pos

under Scots law.

Sending to HMRC sends the foreign property return figures above fo HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing is sent
until you confirm.
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B HMRC calculates your tax from the figures sent from your records. Estimated from your records — check these figures before you submit. BizHub365 is software, not tax

advice.
Trigger atax calculation ‘Submit final declaration
Ask HMRC to calculate your fax from the income sources and updates it has on record. Use the  After you have a calculation ID, submit the final declaration. You must confirm the declaration
returned calculation ID for the final declaration. statement,

Confirm Calculation ID

Sending to HMRC sends a request to calculate your tax for that fax year (nothing is
filed) to HMRC in the name of Dales Joinery (HMRC demo), using this business's
HMRC connection. Nothing is sent until you confirm.

2026-27 2fb30e5-4ab6-4a29-b? || F2fb30e5-4ab6-4a29-b2

Demo business: HMRC is simulated. Nothing reaches HMRC.

correct fo the best of my knowledge. | understand that | may have fo pay

Tax year
( ) financial penalties if | give false information.
S J Final declaration preview: fax year 2026-27, calculation ID 2fb30e5-4ab6-4a29-b3c1-

7264259 1c.

Email confirmation code.

6-digit code from your email
Tick any required declaration, click Email confirmation code, enter the code we send, then
submit to HMRC. Each step is written to the audit trail. Automatic submissions are blocked.

Submit final declaration
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B HMRC calculates your fax from the figures sent from your records. Estimated from your records — check these figures before you submit. BizHub365 is software, not fax

advice.

Trigger a tax caleulation

Ask HMRC to calculate your tax from the income sources and updates it has on record. Use the

returned calculation ID for the final declaration.

Sending to HMRC sends a request to calculate your tax for that fax year (nothing is
filed) to HMRC in the name of Dales Joinery (HMRC demo), using this business's
HMRC connection. Nothing is sent until you confirm.

Demo business: HMRC is simulated. Nothing reaches HMRC.

Tax year

2024-25

\

‘Submit final declaration

After you have a calculation ID, submit the final declaration. You must confirm the declaration

statement,

Confirm Caleulation ID

Tax year (required) Calculation ID (required) (required)

‘ 2026-27 ‘ ‘ 2fb30e5-4ab6-4a29-b2

‘ 2fb30e5-4ab6-4a29-b2

As the user, | confirm that the information | have provided is complete and
correct fo the best of my knowledge. | understand that | may have fo pay
financial penalies if | give false information.

Final declaration preview: tax year 2026-27, calculation ID f2fb30e5-4ab6-4a29-b3c1-
€7264259ffIc.

Email confirmation code.

482913

Tick any required declarafion, click Email confirmation code, enfer The code we send, then
submit to HMRC. Each step s wriften fo the audit frail. Automatic submissions are blocked.

Email confirmation code J
Submit final declaration
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UK Property Returns
Enter UK property details and submit period or annual returns to HMRC.

# HMRCHub  INCOMETAX @ Income Taxupdates (MM EM @& Foreign Property 2 GotoVAT
Property return details

Source & faxyear
Select the HMRC property source and fax year this refurn applies fo.

B HMRCHub | L Income Tax updates

L @ Foreign Property

Property source (required) Tax year (required) Property type

XPIS12345678901 - Leafield Leftings 2026-27 Non-FHL

Period amounts
Use aquarter or explicit dates. Dates fake priority if both are provided; future periods are blocked until they end.

From the 2025 to 2026 fax year, HMRC fakes year-to-date figures: enter the fotals from the start of the tax year o the end of the quarter, not just the quarfer. We send the period from the start
of the tax year.

Period income amount (required) Period expenses amount (required) Quarter (optional)

450000 £2000
Period start (optional) Period end (optional)

dd/mmiyyyy o || ddmmiyyy o
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4500.00 62000 a1
Period start (optional) Period end (optional)
dd/mmlyyyy =) ‘ ‘ dd/mmlyyyy =)

Annual adjustments
Used when submitting the annual return o HMRC.

Private use adjustment (required) Annualinvestment allowance (required)

) Non-resident landlord
0.00 ‘ ‘ 0.00

B Save property pr

Saving the profile sends nothing. To send a return, tick the declaration, email yourself  confirmation code for the return you are sending (or choose another way to confirm), enter if, then submit,

Your responsibility before sending anything fo HMRC

izZHub365 is software only. It does not provide fax, legal, or accounting advice.

Figures shown here are derived from records you entered or imported. They may be wrong.

You must check every figure yourself (or with a qualified adviser) before you send it fo HMRC.

By submitting, you make the legal declaration fo HMRC. Penalies, inferest, and enquiries are your responsibility.

‘Tweed Tyne Technologies Ltd and its Brands, directors, employees, and shareholders are not responsible for HMRC outcomes arising from data you approve and send.

See the Terms of Service (HMRC / fax calculations sections) for the full contractual pos

under Scotslaw.

Sending to HMRC sends the UK property return figures above o HMRC in the name of Dales Joinery (HMRC demo), using this business's HMRC connection. Nothing is sent until you
confirm.
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Template Editor
Add blocks by clicking them or dragging them onto the page. Reorder with the  and ¢ foolbar buttons or by dragging, and click a block fo restyle it. Changes only apply once you hit Save
Template.

Quote PDF Receipt PDF Invoice Email Quote Email Payment Email Credit Note Email Statement Email

Primary Secondary Accent Text  Font

e @ - > o

Tip: click a blockin the lst on the left fo add it (after the selected block, or at the end), or drag it onto the page. Click a block on the page fo change its colour, font, or size in the panel on the right, and use

the 1 and ¥ buttons on ifs toolbar to move if. Double-click an Image block to choose or upload a picture, then describe it in Alt text under Block seftings, or fick Decorative image if it adds no

information.

w Content

Your Business Name Block settings

W Business 123 Business Street Select anImage or Logo block fo give it
business@example.com alt text, or markit as decorative,

using Style

Invoice #1001 Manager

Date: 1st January 2026 Colours & Font

[Time Charges Table]
Background color

[Totals]

@ Time ems.
ey Notes






OEBPS/images/holidays-1.png
Add Holiday X
Example: Christmas Day - sefthe holiday start as 25/12/YYYY and the
holiday end as 26/12/YYYY. This will mark the business as fully closed on

25 December, reopening on 26 December. Remember o letyour

customers know your opening hours if they change.

Holiday Name

Christmas closure

24/12/2026
02/01/2027
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Business Holidays

Do you close for holidays? Set them up here fo avoid scheduling conflicts.

\Add Holiday

Christmas closure (24/12/2026 to 02/01/2027)

View our policies
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Template Editor
Add blocks by clicking them or dragging them onto the page. Reorder with the 4 and ¢ foolbar buttons or by dragging, and click a black fo restyle it. Changes only apply once you hit Save
mplate.

QuotePDF  ReceiptPDF  InvoiceEmail ~ QuoteEmail  Payment Ema

Primary Secondary Accent Text  Font

[ e - = N —
- Preview | | Reset to Default ple

ick a blockin the list on the left fo add it (after the selected block, or at the end), or drag it onfo the page. Click a block on the page to change ifs colour, font, or size in the panel on the right, and use
the 1 and ¥ buttons on ifs toolbar to move it. Double-click an Image block to choose or upload a picture, then describe it in Alt text under Block seftings, or fick Decorative image if it adds no

information.

v Content

Your Business Name Block settings

123 Business Street Select anImage or Logo block fo give it

business@example.com alttext, or mark it as decorative.
using Style
invoice #1001 Manager

Date: 1st January 2026 Colours & Font

[Time Charges Table]
Background color

[Totals]

@ Time tems

Notes
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Tip: click a blockin the lst on the left fo add it (after the selected block, or at the end), or drag it onto the page. Click a block on the page fo change its colour, font, or size in the panel on the right, and use
the # and ¥ buttons on ifs toolbar to move it. Double-click an Image block to choose or upload a picture, then describe it in Alt text under Block seftings, or fick Decorative image if it adds no

information.

Block settings
123 Business Street <
business@example.com ement before
using Style
Invoice #1001 Manager
Date: 1t January 2026

Select anImage or Logo block fo give it
alt text, or markit as decorative,

Colours & Font

(Line Items Table]

[Time Charges Table]
Background c

[Totals]
@ Time tems

Notes
[ Thank you for your business.

Font family Fontsi

Infer
[How to Pay
Payment details here. Text align

- Layout & Spacing
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Sections

Switch off the parts of BizHub365 this business doesn't use. A swifched-off section disappears from the menus on the website and the mobile app, and nobody in the business can oper
until an administrator switches it back on. Your records are kept: switching a section back on brings everything back.

( < Business Settings J

Home, Customers, Finance, Reports, Settings, users and your subscription are always on. Reports such as profit and loss and the balance sheet stay on when the Accountant view is off. An accountant

linked to this business always has the Accountant view, whatever this switch says.

(@D Bookings
Diary, booking settings, appointment types and staff availability.

Jobs.

Jobs for your customers with their quotes, invoices, costs and fime, and the customer job portal.

@D Banking

Bank transactions, statement uploads, import history and matching rules.

@D Payroll
Employees, timesheets, pay runs and HMRC RTI (FPS and EPS) submissions,

(@D Tax (HMRC)

The Tax page, the HMRC hub, VAT returns and Income Tax updates, and reminders before each deadiine.

@0 Fixed Assets

The fixed asset register: add, edit and dispose of assets, with monthly depreciation.
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The fixed asset register: add, edif and dispose of assets, with monthly depreciation.

@D s

Construction Industry Scheme: CIS subcontractors on suppliers, CIS deductions on bills and CIS statements.

@D Accountant view

‘The accountant’s pages: ledger accounts and journal entries. Your reports stay on either way, and an accountant linked to your business always hasit.

(@D Public booking page and website widget

Lets customers book appointments themselves through your public booking page and the booking widget on your website. When this is off, those pages show "not found". It also needs the.
Bookings section switched on,

8 Save Sections

Setup checklist

The "Get set up" checklist on your dashboard lists the steps that get this business ready, such as adding a customer, your logo and your bank. It ticks each step off by ifself and
goes away once every required step is done.

Itis showing on the dashboard unfil every required step is done.

View our policies
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Business Operating Hours

Set your business operating hours here.

+Add Time Range
Remove
Toesday + Add Time Range.
09:00 [c] 17:00 [c] Remove
Wednesday + Add Time Range.
09:00 [c] 17:00 [c] Remove
Thursday + Add Time Range.
09:00 [c] 17:00 [c] Remove
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View our policies

Remove

Remove

Remove

Remove

+ Add Time Range.

+ Add Time Range.

+Add Time Range
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Displayed on your digital business card,

‘ hitps://www.yourbusiness.co.vk

Short Business Description
Aone or two senfence summary shown on your digital business card.

e.g., Fully qualified plumber serving Bristol and surrounding areas. No call-out fee.

A Danger zone

Delete this business

trator authorises it with a code or their own

This permanently removes Test Business and ifs records. You download a copy of your data first, and one full admi

confirmation; every full administrator is emailed. It can't be undone.

@ Delete business.

View our policies
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West Yorkshire
LS62AB
Linked fo business: Test Business

& Update Customer Information [JIZLIEMICEEY

Financial Summary

Total Invoices: [ Total Pa
Credit Balance: [{£2560]

[EEXZ] | Total Outstan:

Interactions B

DATE TYPE NOTES ACTIONS

05/10/26 - 09:30 Call Asked for a quote fo refit the kitchen; sending it this week. m

View our policies
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Are you sure you want to delete this customer? This action cannot
be undone.
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Eleanor Whitfield

Manage customer details and interactions for Eleanor.

Contact Information Customer Tags

Email: eleanor.whitfield@example.com

Phone: 07700 900123
Address:

27 Ashgrove Road

Leeds

West Yorkshire

LS62AB

Linked to business: Test Business

1 (g
& Update Customer Informat....

Financial Summary
Total Invices: [ Tetal Pai

£444.00

Credit Balance
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No documents attached yet.
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Eleanor Whitfield

Manage customer details and interactions for Eleanor.

Contact Information Customer Tags

Phone: 07700 900123
Address:

27 Ashgrove Road

Leeds

West Yorkshire

LS62AB

Linked to business: Test Business

 Update Customer Information

Financial Summary
Total Invoices: ([ | Total Paid: (EERXTJ] | Total Outstandin

£446.00

Credit Balance
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Customer Tags

Tags used by your business on customers are shown. Click on the tag to filter customers.

View our policies
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Eleanor Whitfield

Manage customer details and interactions for Eleanor.

Contact Information Customer Tags
Email: eleanor.whitfield@example.com

Phone: 07700 900123

Address:

27 Ashgrove Road

Leeds

West Yorkshire

LS62AB

Linked to business: Test Business

[ Update Customer Information

Financial Summary
Total Invoices: ([ | Total Paid: (EERXTJ] | Total Outstandin

£64644.00

Credit Balance
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Are you sure you want fo remove this tag from the customer?






OEBPS/images/filter-tag-1.png
BizHubzss

Home Moneyin Moneyout Bank Tax Bookings Jobs

B Invoices and quotes

Test Business
Here is how your money looks for Customers
— &3 Moneyin

Get setup

Afew steps fo get Test Busine  MORE f when it is done.

& Takings

@ Completeyourbusinet g payout reports
D fes whether VAT is
Your name, address, er @ Products your invoices. Not

phone number go on ev

£ Recurring invoi
andinvoiceyousend,  © N rrnainvelces more o do.

B Credit notes
@ Create your firsi logo Todo

invoice, and you can se®
yourslook fo customers. know they are from you.

Upload your logo

@ Invite your accountant or team

(optional) CED

People you invite get their own
login, so nobody shares a
password.

e this checl You can show it again from Settings > Sections.

AT registered? G

42 Answer No and there

goes on your invoices,
Shd emails so customers

@ Add your bank account or
import a statement €3I
Bringing in your bank
transactions keeps your bank

balance and reportsright.

@ Ssetuppayroll CED
Your PAYE references and HMRC
Government Gateway sign-in
are needed to pay staff and fell
HMRC. No staff? Switch Payroll
offin Sections.

60f8steps done

@ Addyour first customer CED)
You need a customer before you
can send them a quote or an

invoice.

(O Connectto HMRC Todo
Lets you see what is due and send
Your VAT or Income Tax updates
straight from BizHub365.
Connect to HMRC





OEBPS/images/interaction-1.png
BizHUD365  Home Moneyin Moneyout Bank Tax Bookings Jobs Payrall Accountantview %% Search e + Q@Hlp A

West Yorkshire
LS62AB
Linked fo business: Test Business

(& Update Customer Information [JIROBELIETE

Financial Summary

Total Invoices: [ Total Pa
Credit Balance: [{£2560

.mﬂg

DATE TYPE NOTES ACTIONS

EEXZ) | Total Outstan:

05/10/26 - 09:30 Call Asked for a quote fo refit the kitchen; sending it this week. m

Delete Customer

View our policies
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Eleanor Whitfield

Manage customer details and interactions for Eleanor.

Contact Information Customel
Email: eleanor.whitfield@example.com
Phone: 07700 900123

Address:

27 Ashgrove Road

Leeds

West Yorkshire

LS62AB

Linked to business: Test Business

 Update Customer Information

Financial Summary
Total Invoices: ([ | Total Paid: (EERXTY] | Total Outstandin

£446.00

Credit Balance






