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Whilst we still await further detailed guidance on the how claims will be made through the portal 
being created by HMRC we have been advised that at this stage agents such as ourselves or Payroll 
Bureaus who process payrolls on your behalf will not be able to file the claim through the portal 
using their current agency arrangements.  We have been advised that they are working on a facility 
to enable agents to do this but do not have a date when this will be available.  

We can review or help you prepare the necessary supporting schedules that will be required to 
support your claim. HMRC has advised they reserve the right to audit this supporting information 
and it must be retained for at least 5 years.  

WHAT SHOULD YOU BE DOING?  

HMRC’s latest guidance issued over the weekend states that in order to access the new portal you 
must have registered for PAYE online.  It is Important that you check whether you already have this 
or take action NOW to obtain registration as it can take 10 days to get registered. You will not be 
able to apply and receive your grant until you have this registration.  

How to register for PAYE online 

For all the options below you will need your PAYE reference number and your Accounts office 
reference.  

If you already have a government gateway (you may have set one up, for example, when you 
implemented making tax digital) then you need to log into your gateway and check whether you 
have PAYE as a service. If not, then you need to select the option to enrol for ‘PAYE for Employers’ 
under ‘Services you can add’ and enter your details. 

As an organisation you may already have a government gateway, but it was set up by a previous 
employee and is rarely accessed. We are aware that this can create issues with obtaining access 
because of forgotten usernames and passwords or where HMRC will send any recovery information 
to. It is vital you begin this process as soon as possible if you need to recover lost details.  

This link provides details re lost ID and User passwords https://www.gov.uk/log-in-register-hmrc-
online-services/problems-signing-in 

If you don’t have a gateway, then you will need to access the following link:  

https://www.access.service.gov.uk/registration/email 

You will then be asked for your email address and HMRC will then send you a code via email which 
has to be entered before you can proceed further. 

https://www.gov.uk/log-in-register-hmrc-online-services/problems-signing-in
https://www.gov.uk/log-in-register-hmrc-online-services/problems-signing-in
https://www.access.service.gov.uk/registration/email


 

On the next screen you will be asked to put in your full name (this will be the name of the entity 
rather than your personal name unless you’re a sole trader)  

You are then asked to create a password and a recovery word so that you can access your account if 
you lose your details.  

 

Having completed this you will see a screen that provides you with a government gateway ID 
number. This and your password will be needed in the future to access the gateway so keep a record 
of them.  

 



 

 

You need to click continue from the 
screen that has the ID number on it 
and the next screen is headed 
business tax summary and you need 
to click on the link that says, “get 
online access to a tax”. 

 

 

 

 

The following screen asks you which tax to add. 
Please select “Employers or Intermediaries for 
PAYE for employees”  

 

 

The next screen asks which employer tax or scheme you require, select PAYE. On the next screen 
select you do have a PAYE reference.  

 

The following screen which is titled request access to PAYE for employers asks you for three pieces 
of information.  The first is the “office”.   If your PAYE reference was 123/ A426 you would enter 123 
under Office.   In the next box Employer PAYE Reference, you would enter A426 and in the final box 
your PAYE Accounts Reference number. 

 



Having submitted the request, we believe the system will then send you an activation code by post. 
This can normally take up to 10 days to arrive.  

You will need to enter this code when accessing the gateway system for the first time. 

Obviously, we are here to help you should you need assistance. 

 

 

 

 

 

 

Burgis & Bullock, Chartered Accountants   Web: www.burgisbullock.com 
Phone: 0345 177 5500     Email:  info@burgisbullock.com  

While we have made every attempt to ensure that the information contained in this document has been obtained from reliable sources, Burgis & Bullock is not responsible for any errors or omissions, or for 

the results obtained from the use of this information. All information in this document is provided "as is", with no guarantee of completeness, accuracy, timeliness or of the results obtained from the use of this 

information, and without warranty of any kind, express or implied, including, but not limited to warranties of performance, merchantability and fitness for a particular purpose. Nothing herein shall to any extent 

substitute for the independent investigations and the sound technical and business judgment of the reader. In no event will Burgis & Bullock, or its partners, employees or agents, be liable to you or anyone 

else for any decision made or action taken in reliance on the information in this document or for any consequential, special or similar damages, even if advised of the possibility of such damages. 

 

http://www.burgisbullock.com/
mailto:info@burgisbullock.com

