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Introduction
The need for client authority

1.1  In order for JLL to be able to represent you in CCA1 proceedings in connection with the 2017 rating list, 
and to request the details of the valuation behind the rateable value, you must first register JLL as the 
nominated agent for your properties. We will not be able to initiate rates mitigation action on your 
behalf until this is done. Even an unrepresented ratepayer seeking to initiate CCA proceedings must first 
complete the same process to a large extent.

1.2  To start the process, you must first identify yourself to HMRC and establish your credentials as a 
representative of your company. Then you must select each of your properties where CCA action is 
contemplated in the rating list, "claim" the property as yours, and then nominate JLL as your agent. 
This cannot be done by any "bulk" process at present, and must be done on the Valuation Office 
Agency's ("VOA") website. This process does give you a degree of control over the process, in that you 
can limit what we can do (should you wish), and you will also be informed at stages in the process of the 
submissions and results to date.

1.3  This paper seeks to explain the procedure for registering you and your company with the VO, claiming 
your properties, and nominating an agent to act for you.

1.4  The VO has made it clear that an agent is not supposed to impersonate a client and carry out the 
registration process for them.

1.5 Before starting this process, you will need to have a copy of one of the following:
 –  Payslips
 –  UK passport
 –  P60.

  These are required to identify yourself to HMRC of the Government Gateway (see page 6).

1.6  To claim properties you will usually need to have PDF copies of the latest rate demands available (see 
page 13).
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1  CCA stands for "Check Challenge Appeal " which are the three stages that must be gone through if a ratepayer seeks a reduction in their rating 
assessment. This is explained in greater detail in another JLL information pamphlet which can be provided on request. 
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Stage one
Registering on the Government Gateway

2.1  At this stage you need to register both your business and all persons permitted to carry out functions 
on behalf of that business (in connection with CCA) on the Government Gateway site. The first person to 
register the business must be an "administrator" in terms of the rights granted on the web site. They will 
be able to register the business, and nominate "assistants" (and other "administrators") by registering 
their names on the site, and obtaining unique login details for each one of them. These login details 
(including a temporary password) must then be passed to each assistant so that they can complete their 
registration by identifying themselves on the Gateway. Their login will then be attached to the business 
they are associated with.

2.2  It seems that registration is best done directly on the Government Gateway. This can be found at:
 https://myaccount.gateway.gov.uk/Pages/Credentials/View.aspx

2.3  This should open up a screen that looks like this:

2.4  If you are an administrator registering your business for the first time, you need to choose "Register" in 
the top box. If you are an assistant or a second administrator who has already been nominated by your 
internal administrator and are seeking to complete your registration, you must choose to log in in the 
lower box using the 12 digit user ID and [temporary] password provided to you. Once you have logged 
in you can change your password to something more memorable for you. If you incorrectly choose 
"Register" you will simply create another "first" registration which will be a duplicate and not attach you 
to the existing business record.2

2

2  It is not clear at the time of writing whether one individual will be able to be an administrator or assistant 
for more than one business, or whether they will require different login details for each business. 
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2.5  If you are registering your business, you select "Register" above and will be presented  
with the following screen.

2.6  Please note that this is a general government registration scheme. 
To use this service you need to select "Organisation". The other two options do not apply to CCA.

2.7  You will now need to register your business and record your credentials to represent it. 
The next screen looks like this.
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2.8  It is quite possible that your business is already registered with HMRC / Government for other purposes. 
Provided that registration is as an "Organisation" you may opt to use the existing registration for CCA. 
Selecting "Register" in the left hand box gives you this screen:

2.9  You will then need to complete the questions. This will take you through a series of screens at the end 
of which you will have registered the company as an "organisation", established your own credentials to 
represent that company (for which you will need either a payslip (if you are on PAYE), a P60 or a passport 
to verify your identity); and then be able to nominate assistants by giving their names and being assigned 
a 12-digit ID code for each as selecting a temporary password. Those details will then need to be passed 
to each nominated assistant so that they can log in on the same Government Gateway site, prove their 
identity (again using a pay-slip, P60 or passport) and start using the system attached to the business 
registration you have just completed.
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Stage two
Registering on the Valuation Office website for CCA

3

3.1  Once you (and your organisation) are registered on the Government Gateway, you then need to register 
on the Valuation Office website specifically for CCA. You can do this from the property pages in the rating 
list but the easiest way we have found is to access this web page:

 https://www.tax.service.gov.uk/business-rates-property-linking/start

3.2 This will bring up the following page:

3.3  If you have already signed in and get to this screen, you can use the "sign in" link in the first line. Assuming 
this is your first visit, you need to register your Government Gateway ID number and password on this site 
by clicking on "Register now". The following screen will appear:
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3.4  You need to select "Yes". Selecting "No" will simply take you to a screen telling you to register your 
company on the Government Gateway as per Stage one above. Selecting "Yes" will bring up a second 
selection box like this:

3.5  Again, if you answer "no" you will be asked to contact your administrator and go back to the Government 
Gateway site. Select "Yes" and "Continue" and you get this screen:
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3.6 Select "Continue" and this screen appears:

3.7  Sign in with the access code (12 digits – do not put in any spaces) and your password as per the 
Government Gateway site, and you should see your "Dashboard home" page as shown below. On the 
first use you will need to identify yourself again (using your pay-slip, P60 or passport) and then you will 
be put through to your "dashboard" which looks something like this. This is the dashboard of one of our 
Directors and includes details relating to the JLL status as an "Agent" for CCA purposes.

3.8  Congratulations – you are now ready to use CCA and appoint an agent to act for you on each property.
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Alternative access route
3.9 You can also get to the Dashboard through a property details page. If you access
  https://www.gov.uk/correct-your-business-rates
  You will get the usual VO rating list start page. Select "Start now" and you will be put through to the 

search screen. This is the same as per 4.3 below. Put in your search criteria to obtain a list of possible 
properties, then click on one to get that property’s details page.

3.10   Both at the top of the page (and indeed the previous page) and in the centre as circled there is a "Sign in" 
option. Click on this and you will get the same log in screen as shown above.
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4.1  At this stage you will "claim" properties as belonging to your organisation, and can nominate an agent to 
represent you on a per property basis. In order to prove your right to "claim" the property, you will need 
to prove it is "your" property. The easiest way of doing this is to have a copy of the rate demand. As you 
will need to upload this, it is best to prepare by taking a PDF scan first.

4.2 From your dashboard page, select "Manage properties". This screen will appear:

4.3  Once you have added properties this screen will be populated with your property list. To add a new 
property, click on "Add property". The next screen looks like this:

Stage three
Appointing an agent for each property

4
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4.4  This is the standard Valuation Office search screen. The easiest way of finding your property is to use the 
postcode. Please note that you will have to use the postcode on the rate demand as the postcodes used by the 
Valuation Office are not always the same as the post office use. If you cannot use the post code, or the list of 
the properties with the same postcode is very long, you can use the "Advanced" option but this is less easy3.

4.5 Here is the result of the above search:

11

 CCA – A guide to registration and appointing an agent

3  Hint – if you are looking for an address on the Advanced screen that includes a fourth floor (for example), you can use the "%" symbol as a wild 
character. So inputting "%4%" into the "building" box will bring up everything with the number 4 anywhere in the first line of the address (that 
complies with the other selected criteria). 



4.6 Once you have found your property, click on "Claim this property". The next screen is:
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4.7 Fill in the boxes and click on "Add property".

4.8  You will now need to prove your connection with the property. In this example we have used a property 
which we occupy. If you are claiming ownership of a property which is leased to another party, then 
proving your relationship with the property will be different – see 4.19 below. If you click on "I have a 
business rates bill" the next screen is:
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4.9  If you have already prepared a PDF of your rates bill, click on "Choose a file to upload". If not then scan 
the bill now and note the name and location of the scanned file. Once you have uploaded the file you will 
be presented with the following declaration screen:

4.10  You will note that this declaration is set out as irrevocable and the Valuation Officer expects you to be 
certain that the property you are claiming is yours. If you make an error (by claiming a property that 
is not yours) you will need to contact the Valuation Officer to correct this but please be aware that 
knowingly claiming a property that is not yours could have consequences. The following confirmation 
screen will appear:

4.11  The property will in due course be added to your business’s property list on your dashboard. This is not 
immediate. In the meantime you can proceed to claim more properties.
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4.12  When you have claimed your properties, in due course they will be attached to your Dashboard. You will 
then be able to select individual properties by selecting "Manage properties" on the dashboard. This will 
show a list of your claimed properties and allow you to select individual properties to nominate your agent.

4.13 Select "Appoint agent". You will need to know the agent’s registered code number which for JLL is

42882



4.14  You will see that you have control over what we are allowed to do on your behalf. For a full explanation of 
the "Check" and "Challenge" stages see our separate note. Please note we cannot do a "Challenge" until 
we have first done a "Check" so in order for us to discuss valuation issues with the Valuation Officer you 
will need to select both options.

4.15  That completes the agent appointment process. Please then tell us that you have completed the 
registration process so that we can collect the additional information that should now be available to us 
and initiate the Check.

4.16  If you select "View valuations" at the Manage Properties page above (at 4.12), you get a screen similar to 
this:

4.17  When your property link is pending, you (or us as your agent) will have access to the summary valuation 
only.  If your property is approved and it is a shop, warehouse, office or standard factory then you and your 
agent will be able to access the detailed valuation instead of the summary valuation.  If the property is not 
in one of those categories,  you will see the summary valuation only (as per the public website).  In these 
cases you can request a copy of the detailed valuation along with a check form but just starting a check will 
not allow you to see any further information.

4.18  We attach as an Appendix a simple flow diagram showing some of the above stages in sequential form.
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Note – claiming a property as owner or other "interested party"
4.19  If you cannot show a current rate demand for the property, select "I don’t have a business rates bill" at 

4.7 above and you get this screen:

4.20  The initial options cover both owners and occupiers of property but the only immediate option for the 
landlord is a counterpart copy of the lease. At this stage we have not explored what other options might 
be available (such as a land registry record). Once you have up-loaded a valid document you will then be 
able to access the screen at 4.9 above to make the necessary declaration.
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Is your business 
already registered 

 for CCA?
(note 1)

Have you 
been given GG sign 
in details to use by 
your (internal) CCA 

Administrator?

Do you have 
an existing GG 

account?
(note 2)

Go to  
 Government Gateway 

 (www.gateway.gov.uk)
Log in to your account

Choose 
"Manage 

 Administrators" 
 on left hand menu 
tab (or "Manage 

Assistants")

Choose 
 "Add Administrator"
(or "Add Assistant")

There are 3 types of GG accounts: 
Individual, Organisation and Agent.

You must use an existing 'Organisation' account to 
register for CCA – 'Individual' or 'Agent' accounts are 

not linked to the Valuation Office system.

As the business is already registered you will need to ask your (internal) CCA 
Administrator to add you to the organisation account. They will give you your 

personal ID (a 12 digit number) and a temporary password to register with CCA

1  "CCA" = "Check Challenge Appeal", which is shorthand for the new appeals system under the 2017 Rating List in England
2   "GG" = Government Gateway
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Enter details 
of new user

Submit changes

Give the new 
Government Gateway  

ID and password  
to new user

Direct user  
to  register on CCA 
registration page

Use the CCA 
"Register"process  

(on the web property page) 
to create a new GG account 

for your business, then 
register this with CCA

 
Use the CCA 

"Register"process (on 
the web property page) 

which will let you log in to 
the GG Account and register 

yourself with CCA and 
attach you to the existing 

CCA record for your 
business

 
Use the CCA 

"Register"process 
 (on the web property page) 

which will let you log in to 
the GG Account and register 

yourself and your 
business with CCA

Do you want 
to use an existing 
GG Organisation 

account ?

There are 3 types of GG accounts: 
Individual, Organisation and Agent.

You must use an existing 'Organisation' account to 
register for CCA – 'Individual' or 'Agent' accounts are 

not linked to the Valuation Office system.

As the business is already registered you will need to ask your (internal) CCA 
Administrator to add you to the organisation account. They will give you your 

personal ID (a 12 digit number) and a temporary password to register with CCA
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