P ortrait

Registration guide for Portrait
business rates customers.
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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
e 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

Start by clicking on
‘Register’ to commence
the process

[TREY Thisis a new service - your feecbac wil help us to improve it

Find a property

Select an option to search for property information:

@ poscote () stsstramesnatonn () Abancea

Other useful information

. c nglists

Download full property dataset

i GOV.UK

Check and challenge your business rates valuation

Restricted terms and conditions apply.

Register to use this service

« paysl
« UKpassport
« P60

complete the registration process

> Ldon't have these details

Which type of account would you like to create?

(on't be able to add others to this

al(val




Step 2 Decide here which type of Government Gateway Account to create?

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

@ Organisation

O Use your existing HMRC
GOVERNMENT GATEWAY
ACCOUNT (If you know
the user ID and password)
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? Individual ? Organisation ? Existing Government Gateway Account

5 GOV.UK Check and challenge your business rates valuation

Register to use this service

If you're  returning user, you can

+ payslips
+ UK passport
- P60

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
a




If you DO NOT want to use
your existing HMRC
gateway Account

Or if new to the gateway
set up process

+ go this way

Select No and No and
follow guide onwards.
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Decision Tree
Which way to go?

Set up new
VOA Government Gateway

o Individual or e

organisation Government
Gateway account

-

If you are new to this service and do not already have a

Government Gateway account then select “No” and “No”
for these two questions and continue following this guide.

Register to use this service
15 your businessalready egistered for this sevice?
Ow @

to use to register your business?

Ow @
| connue |

Go to Step 3

Your choice either

or

Use existing

HMRC Government Gateway

G Use existing
HMRC Government
Gateway account

S

Signin using Government
Gateway

Go to Step 10

If you can use your
existing HMRC gateway
account

+ go this way

+ you will need your
existing user ID and
password

Sign in, click continue
and follow instructions.
Rejoin guide at step 10.



Step 3

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

NB: Ensure you make a
note of it!

Please avoid using a
personal one. We suggest
‘your business name’ plus
2023'.

eg "company2023".
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i GOV.UK

|@ HM Revenuo & Customs

Enter your details

Full name
|

Email address

Create your password

etailsif you lose them

|

Confirm your password

MacBook Air



Step 4

You’ve now created a user ID.
452683422006

Print this off and keep it safe

MacBook Air
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Step 5

i GOV. Check and challenge your business rates valuation

[TREN s ic 3 new service-your fecdback il helpus toimprove

You now will have to add

& GOV.UK Chack and challenge your

your personal details in Complete your contact

Complete your contact

details details
order to verify, identify
S e
and allocate company Firstname —
[ —
data to this Government Lastrame o
— —

Gateway account for your
business.

Business name

[

Postcode

]

Business telephone number
Business email address

Confirm business email address

e ————————————————————— Do you wish to act on behalf of an other individual or

company?

Ow @

National Insurance number

1
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Step 6

You now will have to verify
your identity.

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.
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Step 7

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

IEIEEY This s new service - your faadback will help us to mprove .

We’ve verified your identity

What happens next

You'll need to

de information about your business in order to complete

Register your | einace

Now register your
business.



Step 8

It is important to use the
company name shown on the
rate demand even if it’s no

longer correct.

If there are different trading

company names on other rate

Business name

1]

Postcode

demands, you will have to

repeat the processand ~ f — =
register a new Govt Gateway
User ID for each ‘different’

business. We suggest you

use your work email or your

general business email as an
alternative. Registration as an agent, tick ‘No’
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Step 9

Once you have
completed the
registration process...

Now you need to select
‘Manage properties’
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Check and challenge your business rates valuation

EEREY s s anew service - your feedback will help us to mprove it

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
property. Use for any other purpose is a breach of the terms and conditions of
service. Unlawful access may be ted under the relevant

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

You canNow manage your properties.

Manage jroperties

Get help with this page.



Step 10

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

So you will need to add
here every property you
occupy.
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Check and challenge your business rates valuation

IESE This s a new service -your feedback will help us to improve it

Manage properties

It may take several hours for your property to display here once you have claimed it.

There arfno propyrties to display.

Add propefty

with this pagd.

MacBook Air

Click ‘Add property’



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 2023
Rating List.
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Check and challenge your business rates valuation

BRI e

Find a property

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

@ roseote Q) sumstramasraton () hncrs
a

Other useful information



Step 12

Check and challenge your business rates valuation

Find your property from the list.

Click ‘Claim this property’ U

MacBook Air
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Step 13

Select the appropriate
answers and click ‘Add

property’

Check and challenge your business rates valuation

Y s

Add this property to your
business’s customer record

You are adding thi toyour business’
record:

« If you lease a property
and pay rent, click
occupier.

& GOV.UK

6 THFLR 34, DOVER STREET, mm——
LONDON, W1S 4NG Add this property to your
business’s customer record

Youare adding this property to your business's customer
record:

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

« If you own the property
freehold, click owner.

What is your relationship to the property?

« If you own the property
freehold and occupy
the premises click

e or occupier of the

roccupy the property?

owner and occupier.
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Step 14

You will now need to
upload a pdf of the
rate demand for the
premises.

Registration guide for Portrait Rating Clients

Check and challenge your business rates valuation

Provide a copy of your
business rates bill

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




Step 15

Upload the saved rate
demand as a pdf
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Check and challenge your business rates valuation

Submit a copy of your
business rates bill

MacBook Air



Step 16

Check and challenge your business rates valuation

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

MacBook Air
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Step 17

Check and challenge your business rates valuation

Repeat the process here
fOf eaCh additional We’ve received your request to
add “YOUR BUSINESS NAME
property.
YOUR ADDRESS” to
your business’s customer record
Once completed, click on e
‘manage pfOpertieS’ to What happens next

appoint us as your agent
(for each property).
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Step 18

To appoint Portrait as
your rating agent insert
Agent code 337147, and
click onYes to enable us
to submit Checks and
Challenges on your
behalf.
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Check and challenge your business rates valuation

Appoint an agent

Agent coder
337147

Do you want this agent to submit checks?
> Whatisac

@ Ome

Do you want this agent to submit challenges?

@ Om

MacBook Air





