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HMRC has introduced a new secure
service to give you more access and
control over your personal information.
Basically, they want all individuals and
businesses to handle their tax affairs
online by April 2019.

So, if you don’t have your P60s and P45s to hand, no problem.
You can get your RIFT Refund moving even faster by registering
with HMRC for your Personal Tax Account. It’ll only take 5-10
minutes to set up and means you can see all your pay and tax
information for the last 4 tax years.

They’re adding more services all the time.
Right now, you can already:

Check your Income Tax estimate and tax code.
Fill in, send and view a personal tax return.
Check and manage your tax credits.

Check your State Pension.

Track tax forms you’ve submitted online.
Check or update your Marriage Allowance.

Tell HMRC that you’ve changed address.

Check or update benefits you get from work.
For example, company car details and medical insurance.

Before you get started, you’ll need
a few things to hand:

B A Government Gateway User ID (don’t worry if you haven’t got one of these,
we’ll walk you through getting one in this guide).

B Your National Insurance number.
Bl One of the following for proof of identity:

Your P60
Your most recent payslip
Your passport number and expiry date.

B Access to either the HMRC website (link below) or the official smartphone app.

B Access to a mobile or landline to receive a security code.

Step-by-step guide to creating your Personal Tax Account.



Step-by-step guide to .
creating your Personal C—
Tax Account. z:;:c;r:‘::)ltaxaccount:signin

1. Signin toyour account

2. Setupvouraccount

Step 1 '

Visit https://www.gov.uk/personal-tax-account.

Home  Moneyandtax - Dealoguith HIMRG

Personal tax account: signin
orsetup

:

and manage your details

Step 2

Click ‘Start now’.
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Prove your identity to continue

Step 3 S s

You'llhavea

ianed up to do things like file your
Self Assessm

If you've already created an account you can
sign in using your Government Gateway ID
and password, or GOV.UK Verify, and skip to

the end of this guide to find out how to send (2““

us your pay and tax details. To create a new
account, keep following this guide.

anannn 14:30PM
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Home Moneyandiax  Dealingwith HMRC - Pargonnl tax account sign in or set uo
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Create an account

To use this service, you need to create either a Government Gateway or
GOV.UK Verify account. These are used to help fight identity theft.

Once you have an account, you can use it to access other government
ep services online.

The easiest way to create an account Choose away to prove your identity
is by using Government Gateway, so

¥ g i Government Gateway
with your chosen proof of identiy . :
X egistering with Government Gateway usually takes about 10 minutes, It
document(s) to hand, click ‘Create a works best f you have:

Government Gateway account’. + your National Insurance number

* arecent payslip or P60 or a valid UK passport

Create a Govarnment Gateway account ‘

GOV.UK Verify

Registering with GOV.UK Verify usually takes about 15 minutes. It works best
if you have:

* aUKaddress
* avalid passport or photocard driving licence

Create a GOV.UK Verify account
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ste 5 | @ HM Revenue & Customs
p Signin

Click the blue link R S e e
‘Don’t have a Government Gateway account’. v [ ]

Pt [

En

Problems signing in

Trying to file Self Assessment using GOV.UK Ver
Don't have a Government Gatewayaccount
Forgotten user ID

Forgotten password
Forgotten user ID and pa

Get help from HMRC's automated assistant o

Step 6

You’'ll be asked if you’re trying to file your
Self Assessment tax return.

Select ‘No’ and then ‘Continue’. Are you trying to file your
Self Assessment tax

return?

| @ HM Revenue & Customs

Yes
@
[ |

Step 7 :

Enter your full name and email address,
then create a password and click ‘Continue’. 5 GOV.UK

I HM Revenue & Customs

Enter your details

Full name
| |

Email address

We need this so we can send you your sign in details if you lose them

[

Create your password

Your password must:

« be between 8 and 12 characters (letters and numbers only, no special
characters)

- contain at least one letter (a-z)
- contain at least one number (0-9)

- not contain the word 'password"

Confirm your password

I |

14:30PM

\

Step 8

| @ HM Revenue & Customs

You'll now be given a User ID, which you’ll need Make a hote of your User ID
every time you log in to your Personal Tax
Account, so make a note of it. Click ‘Continue’. asieel

1234567891012

EME{-
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step 9 | @ HM Revenue & Customs
Now follow these steps to generate a unique 6-digit access We're Ch_anging the way
code to sign in. Click ‘Continue’. yousignin

Each time you sign in to HMRC you'll need your user ID, password and a
unique 6 digit access code

» Whydo | need ode?

Y |

£ GOV.UK

| @ HM Revenue & Gustoms

How would you like to get
your access code?

HMRC app for smartphone or tablet

step 1 o Get codes even with no mobile reception.

Text message

Select how you want to get your access code. The Giet codes sent o your mobile phore. ‘
simplest way is to receive a text message on your vcocat
mobile phone, so this is the option we’ll choose here. Get codesva sutomated message.
Select “Text message’ and click ‘Continue’. =

o GOV.UK
Step 1 T r—
Enter your mobile phone number and press Enter your mobile phone
‘Send my access code’. number

We'll send an access code to this number by text message.

Is this 2 UK phone number?

e

Mobile phone number

This needs to be a phone which you always have accgps to.
+44| 07722245156 ‘

Step 12

It should only take a few moments for the
text to come, depending on how good your

phone signal is. Enter the access code and |@ HM Revenue & Customs
press ‘Continue’. Enter your access code

We just sent a 6 digit access code by text to: 07722245156

1t may take a few minutes to arrive.

Access code
123456

| Remember this access code for 7 days

ste p 1 3 | @ M Revenue & Customs

A message will tell you you’ve successfully You have successfully set
set up extra security. Press ‘Continue’. up extra security

You'll be sent a new access code to your mobile phone every time you

signin.
‘
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Step 14

You’'ll be asked if you want to set up an alternative
second step. You can skip this by pressing the
blue hyperlink ‘I can’t do this right now’ and then
‘Continue’ on the next screen that tells you your
backup hasn’t been set. If you do want to set it T mean s can s evn ey et e r a9
up now, click ‘Continue’ and follow the steps on

| @ HM Revenue & Customs

Set security backup

You can add a backup astion so HMRC has another way to send you
access codes.

the screen.

Step 15

Now there’ll be a series of security questions
to confirm your identity. Press ‘Continue’.

Step 16

Enter the details requested: first name, last
name, National Insurance number
and date of birth. Press ‘Continue’.

@ GOV.UK

R Thisis a new service-your eecbackvill belp s toimprove .

| HM Revenue & Customs

We are processing your details

This may take up to 30 seconds.

It’ll take a few seconds and
you’ll see this screen. You
don’t need to do anything, the
screen will refresh itself.

Lean't do this right now ‘
@ GOV.UK

| @ HM Revenue & Customs

Backup not set

You didn't set your security backup today.

We'll remind you gext time you sign in

LY This s new service - your feedback will help us to improve it.

| @ HM Revenue & Customs

We just need to confirm
who you are

Wie're going to ask you some security questions based on information
HMRC hold an you.

This is to help protect your data.

4

(TTTTT) 14:30PM

EISZY Thisis a new service - your feedback will help us to improve it
| HM Revenue & Customs

Confirm your identity

Enter your details

This is to help us confirm who you are, so we know what questions to ask
you.

First name

Last name

National Insurance number

It's on your National Insurance card, benefit letter, payslip or P60

For example, QQ123456C

Date of birth
For example, 31 31980
Day Month  Year

L1
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Step 17

Next, choose a way to identify you, make sure
you’ve got the document you chose handy to
answer further questions.

Step 18

Once you’ve entered the correct information,
yoU’ll have access to your Personal Tax Account.
Press ‘Continue’ and you’ll be taken to your
Account Home page.

Great stuff - you’ve
done it! Now for the
important bit.

To complete your refund claim, we need to
know how much you earned and how much
tax you paid in each tax year. This is so we can
make sure your claim is accurate, and because
HMRC asks us for this information as part of
the process.

If you have P45s and P60s for all your
employments, then you can post or email
copies to us. If you don’t have them, or you’re
missing any, we can get the information through
your Personal Tax Account. Here’s how:

The easiest way is to authorise RIFT to access
your account. If you'd rather get it yourself and
send it to us skip to step 22, otherwise, follow
the steps below.

First, let us know you’ve set up your account
and we’ll send you a secure link, either by
email or text, to authorise us to access your
account. Call us on 01233 628648 or emaill
info@riftrefunds.co.uk and remember to let

us know if you'd prefer a text or email with the
link on.

Make sure you’re signed into your Personal Tax
Account when you click on the link, or have your
sign in details to hand.

[EEEY msisan
| @ HM Revenue & Customs

rice -your f22dback wll help us toimprae 1t

Confirm your identity

Paysiips

UK Passport

P50

Make sure you have the right documents with you

GOV.UK

[ESE This is anew service -your feedback will help us to improve it

| @ HM Revenue & Customs

We've confirmed your identity

YYou can now accegs all areas of your personal tax account

Choose a way for us to identify you

[LTITT] 14:30PM

Personal tax account

S hisisanew service -your

|@ HM Revenue & Customs

I will help us to improve it.

Account home

Income
Pay As You Earn (PAYE) ‘ National Insurance
Your income from employers and private ‘You have a Naticnal Insurance number
pensions that is taxed before it is paid ta to make sure your National Insurance

you. contributions and taxare recorded
against your name only.

Benefits

Tax credits Child Benefit

View your next payments and the people A taxree payment to help parents with

am

Signout

English | Cymraeg

Your account

Personal details

Update your address

Manage your paperless settings

Trackyour forms and letters

Find out how your form o letter is
progressing and when you should
expecta response by.

Track your forms and letters

Step-by-step guide to creating your Personal Tax Account.




Step 19

On the first screen, click ‘Accept request’.

Step 20

Next, you'll need to sign in if you’re not already
logged in, then select “Yes’ to confirm you want
RIFT to represent you.

Step 21

Finally, tick the box to confirm you understand
we’ll be able to view your income record until
you remove us from it.

That’s it - job done!

On the final screen, there’s a link to use if you want
to remove us from viewing your account. It’s worth
noting down as it’s quite difficult to find later on.

Drop us a quick email on info@riftrefunds.co.uk to let
us know we’re all systems go, and we’ll get cracking
on your claim and be in touch as soon as we’ve
calculated your estimated refund.

Manage your agent invitations

| @ HM Revenue & Customs

Accept or decline a tax
agent'srequest for
authorisation

You need to authorise your tax agent to act on your
behalf with HMRC.

You will need to create or use a Government Gateway account for an
individual to continue.

What this means

The ¥ ¥
and expense information through software. Sometimes HMRC will

contact you as well a5 the ggent, or instead of them
Accept request ‘

Decline request

Manage your agent invitations

| @ HM Revenue & Customs

Rift Ltd wants to represent
you to HMRC

Would you like Rift Ltd to represent you?

@ O
em @

Manage your agent invitations

| @ HM Revenue & Customs

Are you happy for Rift Ltd
to view your income
record?

Your income record includes information about:

+ who you have worked for in the past
like medical i

* pensions
* your PAYE employment start and end dates

Every tax agent you ill be.

¥
They will not know who else can see your information.
Iunderstand Rift Ltd will be jiew my il
remove their authorisation.
.
o
e 14:30PM farm

i GOV.UK

Manage your agent invitations

| HM Revenue & Customs

You have confirmed

Rift Ltd

to view your

income record

What to do next

Save this link for your records and use it to deauthorise Rift Ltd at any
time:

https://www.tax.service.gov.uk/relationships/individual/manage-your-
tax-agents/deauthorise-agent

Step-by-step guide to creating your Personal Tax Account.



TO access your
pay and tax and
send it to us
yourself, follow
these steps:

Step 22

In the Income section,
click on ‘Pay As You Earn (PAYE)’.

Step 23

You’'ll be asked ‘What do you want to do?
Select the second option, ‘how much tax |
paid in previous years’ and press ‘Continue’.

Step 24

You can select the tax year you
want on the left hand side, and
then for each employer, select
‘Check the pay details sent to us’.

| HM Revenue & Customs

Account home

A Customer

Income

Pay As You Earn (PAYE) ‘
Your Income from employers and private

pensions that s taxed before itis paid to
you.

Benefits

Tax credits

View your next payments and the people

[ESLY Thisis a new service - your feedback will help us to improve it.

14:30PM [ann}

Personal taxaccount

Signout

English | Cymrae:

Your account
National Insurance Personal details
You have a Naticnal Insurance number .

to make sure your National Insurance
contributions and tax are recorded
against your name only.

Track your forms and letters

. Find out how your form or letter s
progressing and when you should
expect a response by.

Track your forms and letters

Child Benefit

A taxfree payment to help parents with

.
5 GOV.UK Check your Income Tax
& Account home Messages  Checknprogress
What do you want to do?
Choose one option
O my the current
=
@ how much tax | paid in previous years
O how much tax | will pay next year
‘
o
LTITIT] 14:30PM

Taxyear

S April 2015 to 5 April 2016

B.April 2014 to 5 Aprl 2015

B AL 2013 te 5 April 2014

Check your Income Tax

EIEEN This is a new service - your feedback will help us bo improve it,

Your Pay As You Earn Income Tax

Your taxable income
6 April 2016 to 5 April 2017

6 April 2016 to 5 April 2017 »

Income source

RIFTLTD

If there is an income from an emplayer or pension provider missing or
wrong please contact them first. Ask them to send the right details to

HMRC.

If you cannot contact them or they cannot help then you can tell us
what to change

You'll be given a breakdown of all e

the payments your employer has

made to you over the year, with 3 January 206
total income and total tax paid 29 February
showed in bold at the bottom of 0%

the page. These are the figures 31 March 2016
we need to complete your claim. Total

Taxableincome  Income Tax paid
() 3]

1.541.30 134.40
1,670.00 160.20
1,658.16 157.80
4,869.46 452.40

National Insurance paid
(£)
104.32
119.76 f
You'll need to check
1834 the pay details for
34042 each employer in
every tax year.

Incoma Action
£7.68772 Check the pay detalls senttous ‘
Did you pay too much tax?

| @ HM Revenue & Customs i i the fiest time you have logged in

Step-by-step guide to creating your Personal Tax Account.




Getting the
information to us

If you’re on a PC or laptop, right-click on the
table and select ‘Save as...’. Save it to your
computer and then email it to us at
info@riftrefunds.co.uk. This is the quickest
way to get us the information. Alternatively,
you can;

A. Write the information down and email it to
us. Remember to include the tax year and the
name of the employer for each of the totals.

B. Print it, take a photo and email it to us.

C. Take a screen shot on your phone/tablet and
email it to us.

D. Use the Copy and Paste function on your
phone / tablet to get the information into an
email and send it over to us.

E. Print it and post it back to us. Remember
to include your RIFT reference number.
All you need to write on the envelope is
‘Freepost RIFT’.

F. Give us a call and tell us the totals over the
phone. Our number’s 01233 628648 and
our Customer Service team will pass the
information on to your Personal Tax
Specialist straight away.

14:30PM

@s GOV.UK

Check your Income Tax

[CELY T 0 e swrvicn © o basiback wil baip s o mprove

@ HM Revenue & Customs

Taxableincome from A Customer

The taxable income and the Income Tax and National Insurance you
paid from 27 April 2006 to 29 March 2077

- Tunabia i bovornn Tan g Pl baserntn
(L8] 0 (3]

Save 25 Cirtes ‘
Print.

Transiate to English

View page sounte

It might not always be possible to get all the information on one
page, particularly if you’re taking a screen shot. When you’re
sending us the details, remember to make the following clear:

Bl The tax year they relate to.
Bl The employer they relate to.

Bl Total taxable pay.
Bl Total tax paid.

Here’s some table headings you might find useful to recreate:

Tax Year Employer Total Income

Total Tax Paid

If, for any reason, you can’t complete the steps
above, don’t worry. We can still access this
information directly from HMRC. It just might take
a little longer while we wait for them to register
the authorisation forms you signed.

As soon as they do that (it usually takes a few
weeks), we’'ll phone them and ask them to send
you a letter with all the information we need on it.

For security reasons, they can’t send it straight
to us. We'll let you know once we’ve done this,
and explain how you can get the letter to us. As
soon as we have that, it’s all systems go for us to

calculate your refund!

Step-by-step guide to creating your Personal Tax Account.
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