
 

HMRC-led MTD sign up: Illustrative checking step screens  
 
Step 1 – this screen will appear when accessing the records in the Agent Services Account 
(ASA) for a client who has been signed up for MTD by HMRC.  Individual sole trader and/or 
property businesses can be ceased or added as needed (see steps 1A – 1D), or if all 
information is up to date the ‘confirm and continue’ button should be clicked (see step 2). 
 

 



 

 
Step 1A – if an existing business is notified as ‘ceased’ the following screen will show as 
acknowledgement.  
 

 
 
Note: the ‘Completion’ screen does not display when a user ceases a business. Instead, 
confirmation the income source is ceased is displayed at the top of this page and in the 
‘Your ceased businesses’ section [this section only displays if a user ceases one or more 
businesses during the journey] 
 



 

Step 1B – if a new sole trade is added the following screen will show as acknowledgement. 
 

 
 
Note: the ‘Completion’ screen does not display when a user adds a business. Confirmation 
the income source has been added is instead displayed at the top of this page and in the 
‘Your active businesses’ section. 
This does not mean that the new trade is within MTD straight away - instead, under the 
‘latency period’ rules, the new trade first has to be reported on a tax return.  If the taxpayer 
wants to bring the new trade into MTD earlier they will need to do this via a separate step in 
the PTA/BTA or their agent can do so via the ASA (see https://www.gov.uk/guidance/use-
making-tax-digital-for-income-tax/add-or-cease-income-sources ). 



 

Step 1C – if a new UK property business is added the following screen will show as 
acknowledgement. 
 

 
 
Note: the ‘Completion’ screen does not display when a user adds a property business. 
Confirmation the income source has been added is instead displayed at the top of this page 
and in the ‘Your active businesses’ section. 
 
This does not mean that the new property business is within MTD straight away. Instead, 
under the ‘latency period’ rules, the new trade first has to be reported on a tax return.  If the 
taxpayer wants to bring the new property business into MTD earlier they will need to do this 
via a separate step in the PTA/BTA or their agent can do so via the ASA (see 
https://www.gov.uk/guidance/use-making-tax-digital-for-income-tax/add-or-cease-income-
sources ). 
 
  



 

Step 1D – if a new foreign property business is added the following screen will show as 
acknowledgement. 
 

 
 
Note: the ‘Completion’ screen does not display when a user adds a property business. 
Confirmation the income source has been added is instead displayed at the top of this page 
and in the ‘Your active businesses’ section. 
 
This does not mean that the new property business is within MTD straight away. Instead, 
under the ‘latency period’ rules, the new trade first has to be reported on a tax return.  If the 
taxpayer wants to bring the new property business into MTD earlier they will need to do this 
via a separate step in the PTA/BTA or their agent can do so via the ASA (see 
https://www.gov.uk/guidance/use-making-tax-digital-for-income-tax/add-or-cease-income-
sources ). 
  



 

Step 2 – once the check has been completed, and all required businesses ceased or added, 
the following confirmation screen will display: 
 

 
 
 
  



 

Step 3 – Completion page 
 

 
 
 
 
 
 


