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To register for this
service you'll need to
verify your identity by
providing your National
Insurance number and
details from at least
one of the following:

e UK passport
 Payslip
e P60

The registration process
takes approximately
15-20 minutes

to complete




Before you can access the details of
your rating assessment(s), you will

need to create a COMPANY gateway
account FOR BUSINESS RATES ONLY

Open an internet browser page and
use the link below:-
www.tax.service.gov.uk/
business-rates-find/search
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Start by clicking on
‘Register’ to commence
the process

i GOV.UK
™

Find a property

Select an option to search for property information:

@ poscoce () sttmamennton () At

Other useful information

« Centralratinglists
Valuation scales

Download full property dataset

Check and challenge your business rates valuation
Restricted terms and conditions apply.

Register to use this service

1fyou're areturning user, you can signin to use this service.

ifyou
business want to

eed to add them to your business.
Government Gate 2

To. u providing
National, date of birth the
following:

« payslips,
« UKpassport
« P60

complete the registration process

> Ldon't hav

Which type of account would you like to create?
Individual(you represent yourself) - you won'tbe able to add others to this
account

2 1 (you represent a business. charity.or othe
be able to add others to this account

)-youll

Lwantto register




Q=] step2

We recommend if you haven't
already created a BUSINESS RATES
ACCOUNT, then you create either

e Organisation

G Use your existing HMRC
GOVERNMENT GATEWAY
ACCOUNT (If you know the
user ID and password)
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? Individual

Register to use thi

5 service

1f you're areturning user, you can sign in to use tifs service.

1f you've already registered for this service and ofher people from your

business want to register, you need to add them fo:

ient Gateway account .

Toregist v lneed to verif
National Insurance number, dato of birth and dot
following:

+ payslips
+ UK passport
- P60

providing
bits from at least one of tho

complete the registration process.

> | don't have these details

Which type of account would you like to create?

individual (you represent yourself) - you won't be able to add others to this

account

Organisation (you represent a business. charity.o
be able to add others to this account

want to register using.

or other organisation) - you'l

Gateway account

Decide here which type of Government Gateway Account to create?

? Organisation ?

i GOV.UK Check and challenge your business rates valuation

Use your existing HMRC
Government Gateway account



Decision Tree
Which way to go?

Your choice either

If you DO NOT want to Set up new or Use existing If){og can use your

use your existing HMRC VOA Government Gateway HMRC Government Gateway existing HMRC gateway

gateway Account account

. - gothiswa
Or if new to the gateway o o & . y
set up process Q Individual or G G Use existing - you will need your
hi organisation Government HMRC Government existing user ID
* gothis way Gateway account Gateway account and password
S el ect No an d No an d e s ————— ] ,, P—— Si gn in, Cll Ck continue
. If you are new to this service and do not already have a Sign in using Government . .

follow guide onwards. Government Gateway account then select “No" and “No” Gateway and follow instructions.
Register to use this service =~ = : . RE‘JOIn gmde at Step 10.
O w
to use to register your business?
Ow @
(]

Goto Step 3 Go to Step 10
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,91'5 Step 3

Put your name and personal email
address (not your agents) and
create a password.

|@ HM Revenuo & Customs

Enter your details

Full name
7
Email address
NB: Ensure you make a note of it! sty
]

Create your password
Please avoid using a personal one.
We suggest ‘your business name’
plus 2017’

Confirm your password

eg direct2017

MacBook
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) i GOV.UK
You’'ve now created a user ID. =

|@ HM Revenuo & Customs

Make a note of your User ID

Print this off itvour e reneraroesonin.
and keep it safe

Gethelpwith this page.
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You now will have to add your
personal details in order to verify,
identify and allocate company
data to this Government Gateway
account for your business.
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Checkand challenge your business rates valuation
= wilhetpusto

& GOV.UK ‘Chack and challenge your business rates valuation
=] -

ComPlete your contact Complete your contact
details details
» I'mregistering as an agent Firstname
First name
-
1 —
F—
Last name —
— —
—
Business name
1
Postcode » There's . s for my business

: Business telephone number

Business email address
Enter address manually | —
Confirm business email address

/]

Do you wish to act on behalf of an other individual or
company?

Ow @

Find address

at

National Insurance number
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You now wi “ haVe to Check and challenge your business rates valuation
verify your identify. : iy

@ 4 Reven

Choose a way for us to identify you

The system will require you go
through a verification process —
the details required about you
will vary, dependent on which
identification route you choose.

Most client contacts are opting for
the UK Passport route.

MacBook
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You should receive this message
once you have completed the
verification questions.
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Check and challenge your business rates valuation

What happens next

You'll need to provide information about your business in order to complete

Register your | einace

Now register
your business
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Step 8

Check and challenge your business rates valuation

It is important to use the company
name shown on the rate demand
even if it's no longer correct.

EETEEN T s newsevice-yourfesdbeck will hels us toimarove

Your business details

Jourbusineszin

If there are different trading company
names on other rate demands, you
will have to repeat the process and
register a new Govt Gateway User

ID for each different’ business.

Business name

1

Postcode

/4

Fing acdress

Your business details

We suggest you use your work
email or your general business
email as an alternative.

Business email address

Registration as an
agent, tick ‘No’
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Check and challenge your business rates valuation

Once you have completed the
registration process... L s s a new service -your feedback will help us to improve .

You’ve successfully registered for
this service.

If anyone else wants to register on behalf of the business, you'll first need to
add them to your Government Gateway accountd as an admit oran

assistant.

Information provided using this service is only for the purposes of checking

and, if necessary, challenging and appealing the rating of non-domestic
Now you need to select onariy Gon o e e et te s brasth of thetorms ant condltions of

service. Unlawful access may be prosecuted under the relevant legislation,

lManage properti857 including the Computer Misuse Act 1990 or the Fraud Act 2006.

You canNow manage your properties.

Manage roperties

Get help with this page.

Registration guide for VW rating clients



/|ﬁ|\ Step 10

Manage properties allows you to
‘claim’your business premises.

So you will need to add here every
property you occupy.

Registration guide for VW rating clients

i GOV.UK Checkand challenge your business rates valuation

Manage properties
It may take several erty to display here once you have claimed it.

s to display

Click ‘Add property’



/lﬁl\ Step 11

Find all your properties here.

Search for the Post Code on the
Rate Demand — the Royal Mail
Post Code may be slightly different
to the one shown in the 2017
Rating List.
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Check and challenge your business rates valuation

Find a property

Select an option to search for a property to add to your account:

@ rosnie O suestraneandionn () Mced
! a

e

Other useful information

MacBook



|ﬁ| Step 12

i GOV.UK Checkand challenge your business rates valuation

Find your property from the list.

Totaes  piceper ST
oy ot

Click ‘Claim this property’

£140,000
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|ﬁ| Step 13

Check and challenge your business rates valuation

Select the appropriate answers
and click ‘Add property’

R — help s o mprove

Add this property to your
business’s customer record
- Ifyou lease a property and

. . You are adding thi toyour business’:
pay rent, click occupier. recor:
LONDON, WiS 4NG Add this property to your
freehold ) click owner business’s customer record

A Respecpas s e n e nreoe Youare adding this property to your business's customer
record:

6 THFLR 34, DOVER STREET,
LONDON, W1S 4NG

Whatis your relationship to the property?

+ Ifyou own the property
freehold and occupy the
premises click owner
and occupier

What is your relationship to the property?

O owne

‘When did you become the owner or occupierof the
property?

Doyoustill own or occupy the property?

egprooety
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/lﬁl\ Step 14

You will now need to upload
a pdf of the rate demand for
the premises.
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i GOV.UK Checkand challenge your business rates valuation

JEIEEN This s new servioe - your feedback wil hep us to improve

Provide a copy of your
business rates bill

Please upload a copy of the business rates bill for this
property.

() 1raveabusiness rates b
QO 1rav s rates bil

(O 1¢on'thave abusiness ratesil




i GOV.UK Check and challenge your business rates valuation

Submit a copy of your
business rates bill

Upload the saved rate
demand as a pdf

Registration guide for VW rating clients



Check and challenge your business rates valuation

EED e

Declaration

nd complete

00f of my relationship to

To proceed, click the declaration
box and click ‘Continue’

Registration guide for VW rating clients



|ﬁ| Step 17

Repeat the process here for each
additional property.

Once completed, click on

‘manage properties’ to appoint us
as your agent (for each property).

Registration guide for VW rating clients

Check and challenge your business rates valuation

We’ve received your request to
add PT 1ST FLR CARRIAGE HOUSE,
WALNUT TREE CLOSE,
GUILDFORD, SURREY, GU14UW to
your business’s customer record
Your submission ID s

What happens next



@ Step 18

To appoint VW as your rating
agent insert Agent code 39102, Appoint an agent

i GOV.UK Check and challenge your business rates valuation

and click on Yes to enable us to Younesdtoenter the code ofthe apetyouwanttopolntandlus
submit Checks and Challenges
on your behalf subits o us about your property. Youl be lablefor any penaltyor the

Agent code

39102

Do you want this agent to submit checks?

» Whatis acheck?

@ O

Do you want this agent to submit challenges?

@ Omw

P
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Our offices:

Birmingham

Edmund House

12-22 Newhall Street
Birmingham, B3 3EF

T: +44 (0)121 654 1065

: Thames Valley .

Heathrow

450 Bath Road

West Drayton
Heathrow, UB7 OEB

T: +44 (0)20 8564 8300

London

Dover House

34 Dover Street
London

W1S 4NG

T: +44 (0)20 3589 0050

Visit us:

www.vailwilliams.com

Crawley

Unit 4 Peveril Court
6-8 London Road
Crawley, West Sussex
RH10 8JE

T: +44 (0)1293 612600

3 vail williams

Solent ———

Reading Portsmouth Southampton

550 Thames Valley Lakeside North Savannah House

Park Drive Harbour 3 Ocean Way

Reading, RG6 1PT Western Road Ocean Village

T:+44(0)118 909 7400  Portsmouth Southampton
PO6 3EN S014 3TJ

T:+44(0)23 92203200  T:+44 (0)23 8082 0900

Gatwick —————

Guildford

Carriage House
Walnut Tree Close
Guildford, Surrey
GU14TX

T: +44 (0)1483 446800

1 @vailwilliams 3 vail williams

Our services:

+ Building Consultancy

+ Business Rates Consultancy

« Commercial Property Investment
+ Lease Advisory

+ LPAReceivership

+ Marine and Leisure

« Occupier Advisory

« Property Acquisition and Disposal
- Property Asset Management

- Property Development Consultancy
« Property Planning Consultancy

- Property Valuation

Vail Williams LLP, a Limited Liability Partnership, registered in England (number 0C319702). Registered office: 550 Thames Valley Park Drive, Reading RG6 1PT.
Any reference to a Partner means a Member of Vail Williams LLP or an employee or consultant with equivalent standing and qualifications. A full list of Members is
open for inspection at the registered office.

Regulated by RICS

© This document is the copyright of Vail Williams LLP and must not be reproduced in whole or in part without their prior consent. | VALWIL.478.18



