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Presenter
Presentation Notes
There is a step by step guide for agents on MTD on GOV.UK.  This can be found using the following link https://www.gov.uk/guidance/making-tax-digital-for-vat-as-an-agent-step-by-step

Or by typing Making Tax Digital for VAT into GOV.UK seach box and choosing the link which is about half way down the list that appears



Agent Services Account

Agent services account

-1 VW This is a new service - your feedback will help us to improve it.

| @ HM Revenue & Customs

Agent services account: sign
inorsetup

As a professional tax agent firm, you need an agent services account to:

s access new HMRC online services

s use software to communicate directly with HMRC

Setuporsignin >

Before you start

If you do not have an agent services account, check the guidance to find out:

« what an agent services account does
* how to set up your agent services account
* how to add clients to your agent services account

* when to use your agent services account

Get help with this page.
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Presentation Notes
This is the page on GOV.UK that you use to create or sign into your Agent Services Account 


1Y This is a new service - your feedback will help us to improve it

English | Cymraeg

Sign in using Government
Gateway

Government Gateway user ID
This could be up to 12 characters.

Password

| |

Create sign in details

Problems signing in

| have forgotten my password

L have forgotten my Government Gateway user ID

MTD Feb 2019
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Sign in using your existing government gateway credentials 

Enter your Government Gateway user ID – which can be up to 12 characters

And then enter your password associated with that Government Gateway account

Click the green button noted “Sign in”





Different journeys

= Depending on the type of business you are, you will see
slightly different versions of the next slides.

= Core information remains the same, but you will be asked
about things directly related to your category.
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Presenter
Presentation Notes
This slide deck displays screens showing the sign up journey for a Partnership but the journey is similar for businesses who are LTD or Sole traders

If you are one of those entities be aware that your screen may look slightly different to the one I am showing

Then press the green button noted “continue”



[go to next slide]



Business type (Partnership route):

GOV.UK Create an agent services account

:147:W This is a new service — your feedback will help us to improve it.

| @) HM Revenue & Customs

What type of business are
you?

O Limited liability partnership (LLP)

O None of these types of business

Clear data

OGL Allcontent is available under the Open Government Licence v3.0, except where otherwise stated © Crown copyright
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Now indicate what type of business you are.







Enter your business deta

Create an agent services accoun

=108 This is a new service - your feedback will help us to improve it.

| HM Revenue & Customs

4 Back

Enter your business details

This will help us match your details against information we currently
hold.

Partnership Unique Taxpayer Reference (UTR)
Enter the last 10 digits only. For example, 12345 67890

» Where to find your partnership UTR

Registered business postcode
This is the postcode of your registered business address

Get help with this page.

Cookies Privacy policy Terms and conditions Help using GOV.UK

OGL All content is available under the Open Government Licence v3.0, except where otherwise stated © Crown Copyright
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Type in the last 10 digits of your Partnership UTR  

and the postcode where your business has its registered address







Confirm agency details

reate an agent services accoun

-1y This is a new service - your feedback will help us to improve it.

I HM Revenue & Customs

Is this your business?

Org109

Address Line 1109
Address Line 2109
Address Line 3109
Address Line 4109
TF3 4ER

These are the details we hold for Unique Taxpayer Reference (UTR)
2220518109. You will be able to change these details in a moment
for your agent services account.

O Yes

O No - I want to enter a different UTR

Get help with this page.

Cookies Privacy policy Terms and conditions Help using GOV.UK

OGL All content s available under the Open Government Licence v3.0, except where otherwise stated © Crown Copyright
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Is this your business?

Confirm that this is your business address. If you need to make any amendments you can change the details on following screens.

If this address isn’t correct then you may have input the incorrect UTR and you can now indicate that you want to enter a different UTR

Then press the green button noted “continue”






S . . .
Anti money laundering compliance

details

Create an agent services accou

:]337.Y This is a new service - your feedback will help us to improve it.

| @) HM Revenue & Customs

4 Back

Money laundering
compliance details

You must be registered with a money laundering supervisory body
before you can create an agent services account.

Name of money laundering supervisory body

Membership number

When does your membership expire?
For example, 3103 2019
Day Month Year

101 00

Get help with this page.

Cookies Privacy policy Terms and conditions ~ Help using GOV.UK

OGL All content is available under the Open Licence v3.0, except where ise stated © Crown Copyright
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You need to provide your Anti Money Laundering Supervisors' name, reference number and expiry date when creating an ASA. 

It has been a legal requirement since 2009 that all Accountancy Service Providers (ASPs) must be supervised for anti-money laundering purposes. HMRC is the supervisor of all ASPs not supervised by a professional body. 

To ensure all agents are compliant with the legal requirements the creation of an Agent Services Account will include Anti Money Laundering checks, this will ensure that all agents regardless of the head of duty they are reporting (ITSA, PAYE, VAT etc) are subject to the same checks and standards. 

You can find more guidance on AMLS on GOV.UK including how to apply.

Input the name of Supervisory body 

Your membership number 

The expiry date of your membership – A tip is that this date is 12 months after you last made your payment

Then press the green button noted “continue”




‘Create a new Government Gateway
user ID

m-ﬁl 4 T e - e el o ol P el e

[ Pt s & Curiom

Create a new Government
Gateway user ID
Toie il ol PP, L B e T el Pl T BRSO
E3

M
e dals

T

QG i o o kil ot P (. i L LSRR (] PaidDl e 0w (L £ Criwm Diigvgd

9

MTD Feb 2019


Presenter
Presentation Notes
Then press the green button noted “continue”






What is your email address

130 This is a new service - your feedback will help us to improve it

English | Cymraeg

What is your email address?

We will send you a code to confirm your email address.

Email address

|:| This email address is correct

Get help with this page

Cookies Privacy notice Terms and conditions

OGL All contentis available under the Open Government Licence v3.0, except where otherwise stated © Crown copyright
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Input your email address and confirm that it is correct. 

We will confirm this email address by sending a code 

Then press the green button noted “continue”







Enter code receive

2178 This is a new service - your feedback will help us to improve it

4« Back English | Cymraeg
Enter the code

We have sent a code to boney.saju@digital.hmrc.gov.uk

Code
For example, CF-DNCLRK

» |have not got the email

Get help with this page

Cookies Privacy notice Terms and conditions

OGL All content is available under the Open Government Licence v3.0 except where otherwise stated © Crown copyright
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Type into this box the code that was sent to your email address

Then press the green button noted “confirm”




=)
Confirmation of email

1Y This is a new service - your feedback will help us to improve it

English | Cymraeg

Email address confirmed

Get help with this page

Cookies Privacy notice Terms and conditions

OGL All contentis available under the Open Government Licence v3.0, except where otherwise stated © Crown copyright
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Then press the green button noted “continue”



[go to next slide]



1Y This is a new service - your feedback will help us to improve it

English | Cymraeg

What is your full name?

Full name

| |

Get help with this page

Cookies Privacy notice Terms and conditions

OGL All contentis available under the Open Government Licence v3.0, except where otherwise stated © Crown copyright
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Type in your full name – this should be your name and not that of your business

Then press the green button noted “continue”




Create password

:10:% This is a new service - your feedback will help us to improve it

<« Back English | Cymraeg
Create a password

Your password must:

* be between 8 and 12 characters
* have at least one number (0 to 9)
* have at least one letter

« not contain special characters

Password

Confirm your password

Get help with this page

Cookies Privacy notice Terms and conditions

OGL All content is available under the Open Government Licence v3.0, except where otherwise stated © Crown copyright
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Type in a password of between 8 and 12 characters with at least one letter and one number. It must not contain special characters.

Confirm your password

Then press the green button noted “continue”



Set up recovery

1Y This is a new service - your feedback will help us to improve it

English | Cymraeg

Set up recovery for your sign
in details

You need to set up a recovery word so that you can get back into Government
Gateway if you forget your password.

Get help with this page

Cookies Privacy notice Terms and conditions

OGL Al content s available under the Open Government Licence v3.0, except where otherwise stated © Crown copyright
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Now you need to set up a recovery password so that you can get back into Government Gateway if you forget your password

Then press the green button noted “continue”






Set up recovery word

:137.§ This is a new service - your feedback will help us to improve it

< Back English | Cymraeg

Setup arecovery word

Make a note of this word in case you need it in the future.
The word must:

* be between 6 and 12 characters
« not contain spaces or special characters
* not contain numbers

Recovery word

Get help with this page

Cookies  Privacy notice Terms and conditions

OGL All content is available under the Open Government Licence v3.0 except where otherwise stated © Crown copyright
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This password must be between 6 and 12 characters and NOT contain numbers, spaces or special characters.

Then press the green button noted “continue”







New ASA credentials

i GOV.UK A

1LY Thisis a new service - your feedback will help us to improve it

English | Cymraeg

Your Government Gateway
userIDis:

113239049394

We have sent it to boney.saju@digital.nmrc.gov.uk

You will need this user ID and your password every time you sign in to
Government Gateway.

Get help with this page

Cookies Privacy notice Terms and conditions

OGL All content is available under the Open Government Licence v3.0 except where otherwise stated © Crown copyright
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You may want to print out this screen or screen shot it and make a note of the number or take a photo of the screen as you will need this user ID and password every time you sign into your Government Gateway. 

We will also email these details to the email address which you supplied earlier. 

Then press the green button noted “continue”






Type of account

| HM Revenue & Customs

English | Cymraeg

Choose the type of
account you need

O Individual

Includes personal tax account, tax credits, Self Assessment and
Child Benefit

O Organisation

Includes limited companies, partnerships and charities

O Agent

Includes accountants acting on behalf of clients, payroll bureau
and bookkeepers

Get help with this page.

N y
Cookies Privacy policy Terms and conditions Help using GOV.UK
Fion
OGL All content is available under the Open Government Licence v3.0, except where otherwise stated © Crown Copyright
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Check the box beside Agent

Then press the green button noted “continue”






Name of organisation

| HM Revenue & Customs

English | Cymraeg

Enter the name of the
organisation

Organisation name

| |

Get help with this page.

Or? Mo
S . N
O B Sy,
ET MON_

OGL All contentis available under the Open Government Licence v3.0, except where otherwise stated © Crown Copyright

Cookies Privacy policy Terms and conditions Help using GOV.UK
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Type in the name of your firm

Then press the green button noted “continue”






Agent |ID

| HM Revenue & Customs

English | Cymraeg

Your AgentIDis

Testingagenc-2W3VJMW78DR7

& Print this page

You need to keep a record of your Agent ID.

Get help with this page.

Cookies  Privacy policy Terms and conditions Help using GOV.UK

s
S Q 0%
Rt

OGL All content is available under the Open Government Licence v3.0, except where otherwise stated © Crown Copyright
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Your new Agent ID is now shown on this screen.

Again please make a note of it, print it out and/or take a photo of it. 






Check details

eate an agent services accoul

[IREY This is a new service - your feedback will help us to improve it.

| HM Revenue & Customs

Check your details before
creating your account

These are the business details we will use for your agent services
account.

Your business name will be the name shown to clients. We need your
business address to check your details. We will only use your email
address to contact you about your agent services account.

Business name 0Org109 Change
Business address Address Line 1109 Change
Address Line 2109
Address Line 3109
Address Line 4109
TF3 4ER
Business email address test@test.com Change
Money laundering compliance Chartered Institute of Change
details and expiry date Management
Accountants (CIMA)
4567890
11112019
By setting up this account, you confirm that, to the best of your
knowledge, the details you provided are correct.
Confirm details and create account
Get help with this page.
Cookies Privacy policy Terms and conditions  Help using GOV.UK
OGL Al content s available under the 0 Licence v3.0, except therwise stated © Crown Copyright 21
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On this screen you can confirm your details and make any amendments to them before creating your Agent Service Account. 

If you don’t amend your details at this stage you will not be able to amend them via your ASA in the future 

Then press the green button noted “confirm details and create account”






Agent services account created

reate an agent ser

147§ This is a new service - your feedback will help us to improve it.

| @ HM Revenue & Customs

t services account
created

Your account reference number
PARN-000-2857

What you can do next

Make a note of your account reference number PARN-000-2857. You
will need this if you are not able to access your agent services account.

Check the guidance to find out how to:

¢ signin to your agent services account
« use new HMRC services on behalf of your clients

Go to your agent services account

Get help with this page.

Cookies Privacy policy Terms and conditions Help using GOV.UK

OGL All content is available under the Open Licence v3.0, except where otherwise stated © Crown Copyright
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This screen confirms that you have successfully created your Agent Services account.

You need to make a note of the account reference number shown on this page so print it out or take photo of it. You will be asked for this reference number if you need to contact HMRC because you are having problems accessing your Agent Services Account. 

Now you can link your existing government gateway credentials and the client held under them to your Agent Service Account. 





Moving on to linking clients

= Save / screenshot all the credentials you have been sent.
=" The Agent Services Account is now live.
= We can start linking clients.

" Go to search box on GOV.UK and type in
Sign in to your agent services account

23
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Make sure you have saved or screenshot all the credentials that you have been sent.

Your Agent Services Account is now live, and we can start to link existing clients.

Now sign out of your account and go to the search box on GOV.UK and type in “sign in to you agent services account”






Sign In screen

https://www.gov.uk/guidance/sign-in-to-your-agent-services-account

Guidance

Signin to your agent services account

Sign in to your agent services account if you're a tax agent.

Published 8 February 2019
From: HM Revenue & Customs

Find out what services you can access with an agent services account.

Online services may be slow during busy times. Check if there are any
problems with this service.

Signinnow >

Before you start

You'll need the Government Gateway user ID and password you got when
you registered for agent services. If you do not have one, you can create an
agent services account.

You need to use a different Government Gateway user ID and password for
HMRC online services for agents.

Published 8 February 2019

Explore the topic
Taxagent and adviser guidance

L-ac ” @ SmartBPM - ... ‘Profile - HMRC‘ (& My Drive - G... | A% News - Major...

Related content

Link ¢lients to your agent services account
Sign up for Making Tax Digital for VAT

Create an agent services account

Making Tax Digital for VAT as an agent:
step by step

Detailed guidance

Create an agent services account

Collection
HMRC services for tax agents
Making Tax Digital for VAT

Create an age..
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In the results list you will see the link to sign in to your agents services account. 

Use this link to come to this page, and then sign in to your new ASA

Sign in with your new credentials

We would recommend you save this link to your favourites





Starting to map credentials
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This will take you into your Agent Services Account Dashboard. 

You can tell that you are in your Agent Services Account as it will say so at the top of the page. 

It will also show the name of your firm and the Account number that you received earlier. 

If you want to now link your clients across click on the link on the right-hand side of the page which states “copy your existing Self Assessment and VAT client authorisations to this account”






Mapping start page
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Before you start you need to have available your Government Gateway credentials. 

Just to be clear these are your original credentials which you use to manage your ITSA and VAT clients in the current portal.

You need to sign with your “old” credentials on the next screen

Then press the green button noted “sign in with another account” – you are in your new agent services account, and you need to get into your existing Government Gateway account, so it is another account.






Link your current clients

ait GOV.UK

m Wi & S e - e el b P T e
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Link your current Self
Assessment and VAT clients
to your agent services
account
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This will take you to this screen.

Then press the green button noted “sign in”






Sign In using Government Gateway

1Y This is a new service - your feedback will help us to improve it

English | Cymraeg

Sign in using Government
Gateway

Government Gateway user ID
This could be up to 12 characters.

Password

| |

Create sign in details

Problems signing in

| have forgotten my password

L have forgotten my Government Gateway user ID

28
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Input your original Government Gateway user ID and your password for that account.

Then press the green button noted “Sign in”






Account link completed
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Your Govermment Gateway user 1D
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You will now see a screen showing you that you have successfully linked your government gateway account. 

You can now link further government gateway accounts if you have them using the “sign in to link another account” link shown on this page. 

If you don’t want to do this you can press the green button noted “Finish and sign out”
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