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Making Tax Digital –
your Agent Services 

Account 

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




MTD Feb 2019

Agent Services Account
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Presenter
Presentation Notes
This is the page on GOV.UK that you use to create or sign into your Agent Services Account 
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Sign in
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Presenter
Presentation Notes
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”
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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]
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Business type (Partnership route):
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Presenter
Presentation Notes
Now indicate what type of business you are.
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Enter your business details
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Presenter
Presentation Notes
Type in the last 10 digits of your Partnership UTR  

and the postcode where your business has its registered address
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Confirm agency details
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Presenter
Presentation Notes
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”
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Anti money laundering compliance 
details
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Presenter
Presentation Notes
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”
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Create a new Government Gateway 
user ID
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Presenter
Presentation Notes
Then press the green button noted “continue”
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What is your email address
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Presenter
Presentation Notes
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”
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Enter code received
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Presenter
Presentation Notes
Type into this box the code that was sent to your email address

Then press the green button noted “confirm”
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Confirmation of email

12

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



[go to next slide]
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Name
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Presenter
Presentation Notes
Type in your full name – this should be your name and not that of your business

Then press the green button noted “continue”
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Create password
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Presenter
Presentation Notes
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”
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Set up recovery
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Presenter
Presentation Notes
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”
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Set up recovery word
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Presenter
Presentation Notes
This password must be between 6 and 12 characters and NOT contain numbers, spaces or special characters.

Then press the green button noted “continue”
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New ASA credentials
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Presenter
Presentation Notes
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”
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Type of account

18

Presenter
Presentation Notes
Check the box beside Agent

Then press the green button noted “continue”
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Name of organisation
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Presenter
Presentation Notes
Type in the name of your firm

Then press the green button noted “continue”
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Agent ID
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Presenter
Presentation Notes
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. 
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Check details
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Presenter
Presentation Notes
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”
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Agent services account created
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Presenter
Presentation Notes
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. 
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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
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Presenter
Presentation Notes
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”
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Sign in screen
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Presenter
Presentation Notes
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
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Starting to map credentials
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Presenter
Presentation Notes
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”







MTD Feb 2019

Mapping start page
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Presenter
Presentation Notes
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.
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Link your current clients
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Presenter
Presentation Notes
This will take you to this screen.

Then press the green button noted “sign in”
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Sign in using Government Gateway
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Presenter
Presentation Notes
Input your original Government Gateway user ID and your password for that account.

Then press the green button noted “Sign in”
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Account link completed
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Presenter
Presentation Notes
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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