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1. Overview
1.1 Purpose of the Guide

This Guide' sets out the order of the steps required to access online value added tax (VAT) reporting and
payment services.

1.2 Target audience

The procedure is for users wishing to access online VAT reporting and payment services.

The following forms may be submitted in relation to this procedure:

- For users subject to the actual normal tax regime (régime réel normal d'imposition) on a monthly or
quarterly basis: return no. 3310-CA3 and, where applicable, its appendices nos. 3310 A and 3310 TER and form
no. 3515-SD for users who only file monthly CA3 returns

- For users subject to the actual simplified tax regime (régime réel simplifié d'imposition): annual return
no. 3517SCA12 and instalment return no. 3514

- For users subject to the actual simplified agricultural regime (régime réel simplifié agricole): annual
return no. 3517BCA12A and instalment return no. 3525 bis

All users can make VAT credit refund applications using forms nos. 3517 and 3519.
1.3 Details of the scope of the procedure
Please note that professional accounts can cover several authorisations to access different services for several

companies. This means that you should set up only one professional account even if you manage several
companies.

 Details concerning online payments: outstanding amounts are only debited from your bank account on the
due date.

Example: a payment recorded on 5 December for a return for which the filing deadline is 19 December will only
be debited from your account as from 19 December.

1.4 Before you get started

You must:

1. have a professional account

2. have access to the “Déclarer la TVA” and/or “Payer la TVA” service

For more information on setting up your account and signing up for the services, refer to the following Guides:

“Setting up a professional account in basic mode and signing up for services”, “Setting up a professional account
in expert mode” and “Signing up for online services in expert mode”.

1 All the Guides can be found on the www.impots.gouv.fr website under “Votre espace professionnel”
>"Aide”.



3. log into your professional account on the www.impots.gouv.fr website (see below)
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2. Accessing the “Déclarer la TVA” service

Using the “Professionnel” tab, sign in to access your professional account.
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% Under “Déclarer”, select the “T.V.A.” service

Please note: Users managing several companies via their professional account will then need to select a
company.

A screen containing one or more business activities will be displayed:
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Do N

% Select the relevant business activity and click on “Déclarer”

After clicking on “Déclarer”, you will be taken to the following screen which contains, among other items, periods
of taxation:
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% Select the reporting period by clicking, for example, on “June 2022”



Return no. 3310-CA3 will be displayed.

NB: Only the non-shaded fields should be filled in as the shaded fields are used for automatic calculations and
are inaccessible.
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B - DECOMPTE DE LA TVA A PAYER

TVA BRUTE

Opérations réalisées en France Métropolitaine Base hors taxe Taxe due

08 Taux normal 20 %
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9H  Taux rédult 10 G
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10 Taux normal 2.5 &

11 Taux réduit 2.1 %

Opérations imposables 4 un autre laux (France métropolitaine ou DOM) Base hors taxe Tane due
13  Anciens faux

14 Opérations imposables 8 un taux particulier (décompte effectus sur ammexe N 3310-4)

CADRE RESERVE A LA CORRESPONDANCE

3310-CA3 3310-TER 330-A

/m Ef Effacer le formulaire

% Fill in the accessible fields and click on “Valider”

A The purpose of the screenshot of return no. 3310-CA3 is solely to give an idea of the application’s layout.
As a result, it may not represent the version currently being used by businesses. The online procedure you
access will automatically provide you with the correct form to use.



A summary will then be displayed. Check the amounts shown.
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If you notice a mistake, you can click on “Modifier’ to go back to the previous screen and make changes.

Otherwise, click on “Valider”.
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A The purpose of the screenshot of return no. 3310-CA3 is solely to give an idea of the application’s layout.
As a result, it may not represent the version currently being used by businesses. The online procedure you
access will automatically provide you with the correct form to use.

Next, you will be taken to the electronic signature screen.
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% Click on “Signer et envoyer”

1



You will receive a confirmation of receipt:

Déclarer TVA

4

Declaration 3310-CA3

Deéclarstion Récaptulation Sgnature m
Piviade fimgpostion uin 2
Erafter Birnibe chee adidpslin

f Waoire déslaraticn st mainienant benminse

H [P p—

scousé de réception *

The confirmation of receipt confirming that your document has been filed is binding on the tax
authorities. You are advised to save it or print out a copy by clicking on “Imprimer I'accusé de
reception”.

"% The confirmation of receipt can also be viewed using the “Consulter mon compte fiscal” service from your
professional account.

R~ END of the stage: The procedure for reporting VAT has now been completed.
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You can now go to the payment service, file another return or go back to your professional account.
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3. Accessing the “Payer la TVA” service

A Reporting and paying are two separate actions.

Once your return has been signed and submitted, you can make the payment:
- either immediately after submitting the return: click on “Payer” to go directly to the payment service

- or later, depending on the payment deadline
If you decide to exit the return, a message requesting confirmation will be displayed.

Si vous guittez la déclaration, un message apparait pour vous demander confirmation.

Vous avez dépaosé une déclaration.
Confirmez vous gue vous souhaitez quitter le service sans payer ?

MNE: A tout moment, wous pourrez accéder au service de palement a partir de votre espace abonmné
pour payer cette déclaration.

. .

% Click on “Oui”
3.1 First scenario: you pay immediately after reporting

In this case, on the return’s final screen:
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% Click on “Payer” (one of the two buttons)
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3.2 Second scenario: you pay later

In this case, you will access VAT payment via the “T.V.A.” service under “Payer” in your professional account:
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% Under “Payer”, click on “T.V.A.”

Please note: Users managing several companies via their professional account will then need to select a
company.

A screen containing one or more business activities will be displayed:
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% Select the relevant business activity and click on “Payer”

3.3 Invoice selection

Whether access is directly after reporting (3.1) or at a later time (3.2), the screen will display all the returns that

can be paid online:

The displayed invoices may be “initial” or “amended”.

If the invoice relates to an initial return:
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% Select the return you wish to pay by clicking on the chosen due date

The following screen summarises the return’s features:

MEMT I LTMPOT - PROFES SIONMELS
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If the invoice relates to an amended return:
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On the invoice selection screen, under the selection table, there is a summary table that allows you to check
whether payments have already been made for the same period (January 2016 in the example) when previous
returns were filed.

In the example provided, for the reporting period, the amount to be paid for the amended return is the same as
that already paid for the first return for the period. No further payment should be made.

@ PAIEMENT DE LIMPOT - FRIOFESSIONNELS

I A Salnction décleaton > Saile Monm

P pEEEEE!

Una déclaration concemant calle pedods fak apparaline un montant & payer de 0,00 € 5§ vous avez Sbjh alectid das palemenis pour catle précédania dbclnton, vl ks
sousiraine du montant restant 3 payer affiche sur cethe page, en cliquant sur « Comiger e mantant =
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Jarbar A1 Dz laration IMICAT recilicaibe dbpos s ki J4Fdvrier 2016 & [B12 242016 1 15,0 € a0 iOisane
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DI DETTT DT

If the amount to be paid for the amended return is more than the payment for the initial return, click on “Corriger
le montant” and enter the new amount, then click on “Confirmer”.

A This amount must be the same as the amount to be paid for the amended return less the amount
already paid for the previous return(s) for this period.

If the amount to be paid for the amended return is less than or equal to the amount paid for the initial return, no
further payment should be made: you must exit the payment transaction for the amended return and, if
necessary, contact your Business Tax Department (SIE) in order to be refunded the excess payment.

A If you click on “Confirmer” without correcting the amount, the entire outstanding amount for the amended
return will be paid. You should only select this option if no payment has been made for the previous return(s) for
this period (January 2016 in the example). Otherwise, payments will wrongly accumulate.
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A The amount appearing in the “Cumul des ordres de paiement déja donnés” column, which is zero here,
represents the amount that may have already been paid for the amended return, but does not factor in payment
of the previous return(s) for the period.

“5 You can choose to pay the whole amount displayed or only part of the total owed (“Corriger le montant”).
3.4 Bank accounts

The bank accounts displayed will be those you declared during the online sign-up process:

- These bank details cannot be changed during the online payment process. You have to log into your
professional account to change them and this process is set out in the Guide “Managing the company’s bank
accounts”.

After confirmation, you will be taken to a screen corresponding to one of the following options:

* Scenario no. 1: 3.4.1 You declared a single bank account
» Scenario no. 2: 3.4.2 You declared two or three bank accounts
 Scenario no. 3: 3.4.3 You declared four or more bank accounts

3.4.1 You declared a single bank account
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Sy sl
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% Click on “Confirmer”
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3.4.2 You declared two or three bank accounts

You can choose to divide the amount between one or several bank accounts.
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% After dividing the amount to be paid between different bank accounts, click on “Confirmer”

A summary page will be displayed:
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% Check the breakdown and click on “Confirmer”

3.4.3 You declared four or more bank accounts

©
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% After selecting the bank accounts you wish to use, click on “Confirmer”

FRTRCCOEKK KX KK XX NTeS | BREDFRFF e

The breakdown page will be displayed and the rest of the process is the same as that described in 3.4.2

PLEASE NOTE: If you select only one bank account, you will land directly on the summary page.

3.5 Payment summary

A confirmation request window will appear:

Click on “OK”
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Once you have confirmed your payment, the certificate attesting that your payment order has been taken into
account will be displayed.
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% Click on “Imprimer”

END of the stage: Payment of VAT has now been completed.

4. Special case of VAT groups

Companies that are members of a group are subject to the normal VAT taxation regime either automatically or as
an option. They file return no. 3310-CA3 every month.

Summary return no. 3310-CA3G must also be filed every month to report VAT and/or related taxes owed by the
group’s parent company.

4.1 Specific screens displayed for the group’s parent company and the group members during the

reporting phase

For the group’s parent company:
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After clicking on “T.V.A.” under “Déclarer” (see section 2, Accessing the “Déclarer la TVA” service) on your

professional account’'s homepage, the following page which is specific to the group’s parent company will be
displayed:

@ PROFESSIONNELS
-

® COMSULTER * DECLARER ° PAYER © DEMWARCHES ° MESSAGERIE

Mma Lila tspace protessiennel = Declarer = T\LA.
ROSEMONDE
Ananng FAIRE UN CHOIX POUR DECLARER LA T.V.A.
2MMET0I01918 E 7 : :
Vous avaz selactionng la Bossiar suivant |
» Espace pro. Diénarmination SARL MARTIN MSTRIEUTION
¥ impots.gouvir SIREN 123456789
¥ Quinter
J Pour dédlarer la TW.A du groupe, veuillez chodgir une géclaration ré capitulative ;
Adresse fiscale
» hide ; fous les g L 12 rua da Langchamg
e i Déclaration récapibul ative 7505 PARIS
FRAMCE
. Déciaraion récanilate ;!rg :IJSEE?FEI:JESEHUWH -cassa J1H 22015 -
FRAMCE

Paour dedarer |a T\.A. du dossier, veuillaz chaisir une adjvita -

Secieur dacivité Précisions
1rue Simone de Beauwwoir - casse J1M 22015 -
e 52000 LA DEFENSE
dautres biens immobiliers FRAMNCE

E8Z0B

* Location de temains & el dhe
daulres biens immobiliers FRANCE

EB20B

m.\

% Select the relevant return/business activity and click on “Déclarer” for that return/business activity

For group members:

After clicking on “T.V.A.” under “Déclarer” (see section 2, Accessing the “Déclarer la TVA” service), a
specific screen for group members, containing one or more business activities, will be displayed:
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IMpaQis.

@ PROFESSIONMNELS i
© GERER " CONSULTER “ DECLARER ° PIYER ~ DEMARCHES ° WMESSAGERIE

Mme Lila
RO SERMONDE

ADONNE -
2101870101219

» Espace pro.
> Imipots.g ol
2 Quitter

-

> hide : tous
pas-i-pas

tspace professionnel  Declarer = LAVLA.

CHOISIR UNE ACTIVITE POUR DECLARER LA T.V.A.

Wous avez sélechonné |2 dossier suivant -

Cénomirat on SAHL MARTIN DISTRIBUTION
SIREM 123456739
Weuillez choisir une adhivile dans |z liske ci-dessous pour declarer la TWA. ;
Secteur d'ackivits Adresse fiscale
12 rue de Longcham
3 Locstian de terains et TE01E PARIS g "
drautres biens immokbilisrs ERANCE
BE20E
) 13 rue Simone de Baauvair -cessE 314 22018 -
i Locatian de temraing et 75012 PARIE
dautres biens immobilisrs FRAMCE
GB208

==

% Select the relevant business activity and click on “Déclarer”

~

After selecting the relevant business activity, the group’s parent company and the group members will see the
screen showing, among other items, periods of taxation (see page 5), and the steps described above will
continue until the end of the reporting process.

4.2 Specific screens displayed for the group’s parent company and the group members during the

payment
phase

For the group’s parent company:

After clicking on “T.V.A.” under “Payer” on your professional account's homepage, the following page will be

displayed:
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im pots.c

1 - PROFESSIONNELS

* GERER ™ CONSULTER * DECLARER ™ PAYER ~ DEMARCHES * WMESSAGERIE

Mme Lila Espace profossionnel = Payer = TV,
ROSEMIONDE
Abonns FAIRE UN CHOIX POUR PAYER LA T.V.A.
200187001219 2 : _ )
Wous avezseleclionne e dossier suivant

¥ Espace pro. Cénomimation SARL MARTIN DISTRIBUTION
¥ Imipots.gou.ir SIREM 123456739
¥ Quitter

J Rappel : durant les |'--'Zr od s d'a ppartenance a un groupe | VA e paement est effactus par la tete de

Qroupe, pour la compie du groupe

> aie : ous les Pour payer 1a TV A du groupe, veulllez cholsir une déclaration récag i laive ;
pas-apas
L Adressa hscale

1

i@ Déclaration récapitulafive TE;:IIE g;lilnsngma i
FRAMCE

2 ; : ey : 4 rug Simone de Beawvair - cessé 1A 22018 -

7 Declaration recapitulaiive 92000 LADEFENSE
FRAMCE

WG

Pour payer Ia TVA du dos sier, veuill ez choisir une aclivita

Spcleur d'activith Adresse ficcale
11ug Simona de Bealvair - cesad 31122018 -
(R - USCn) LA S L Y 32000 LADEFENSE
drautres biens immaobilisrs FRAMGE
GEZ0B
12 rue de Longch
i Location de terrains et TEEII-:E F:RIDSI'IQ ik
dautres bens Immabilers FRANCE

GE20B

\

% Select the relevant return/business activity and click on “Payer” for that return/business activity

For group members:

After clicking on “T.V.A.” under “Payer”, a screen containing one or more business activities will be displayed:
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@ PROFESSIONMELS

T GERER " COMBULTER ~ DEGLARER © PAYER  © DEMARCHES ~ MERSAGERIE

Mme Lils E=pace prodesaionne » Payer » LA,
ROSEMONDE
AbOnng CHISTR UWE ACTIVITE i0UR PAYER LA T..A.
20101870101919
Wous avez seleclionné l= dossier sufanl
¥ Espace pro. Dienomiration SARL MARTIH DISTRIBLUTHOM
¥ impods,poudir SIREN 123456702
¥ Quaitter
Rappel : durant les péricdes (' appartenance 4 en groupe TVA. le paiement esi elfeciue par la iéle de
IO, NI B2 coamapHE fu grompe.
» e ous e Adresse tscae
e 11 fue e Longenamp
i@ Locahon detemans et 5015 FARIE
dauires bi=n= immabiliers ERAMCE
GAZ0B
1 Location gafemains et ;gﬂl’:; E:I;T;e = Beauvoir -cesad 111202018 -
dauires bianz immoblliers FRAMCE
G208

% Select the relevant business activity and click on “Payer”

After selecting the relevant business activity, the group’s parent company will see the screen showing invoices
(see page 13), and the steps described above will continue until the end of the payment process.

5. Troubleshooting

If you need more information, support for online procedure users is available via two channels:

+ Hotline on 0 809 400 210 (free service + carrier’s local charges) from 8am to 7.30pm, Monday to
Friday

+ Online form on the www.impots.gouv.fr website. Click on “Contact’/“Accéder” > “Professionnel” > “Une
assistance aux téléprocédures” > “En ligne par formuel pour une procédure EFI” > “Accéder au formuel”.
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