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Self Assessment Online: a step-by-step guide
Useful features

The HM Revenue & Customs Self Assessment Online service has a range of
features which you may find useful, including checking your return, saving and
printing your work, and making changes. This booklet will also tell you everything
you need to know about paying electronically.

While you complete and submit your Tax Return

Moving around the Self Assessment Tax Return

There are two ways to do this:

To go back to an earlier section of your return, look at the menu called ‘File a
return’ on the left hand side of the screen. Find the section you want and click on
it. You can jump forward to another section in the same way.

If you want to go back (or forward) to another page in the same section, just click
‘Back’ or ‘Next’ at the bottom right of each page. This takes you on to the

previous (or next) page. An example of these features, and where you can find
them, is shown below.
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Use the back and next buttons to move from one page to the next and the ‘File a
return’ menu to move from one section to the next.



To check your progress
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If you want to see how much you’ve done to date, just check the green progress
bar at the top right of each page. This shows how far you've gone and how much
is left to do.

To save your work
1. To save the work you’ve done so far. Click the ‘Save’ button at the bottom

left of the screen (see screen above). This saves everything you've done, if
you want to finish off your return later.

2. To save your completed return. We recommend that you save your
completed return before submitting.

Go to the ‘File a return’ panel on the left of the screen and click on ‘Save your
return’.
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Click ‘Save’ to save a black and white copy of your return to your computer. Store
it in a folder with a name you’ll remember easily.

To print your work to date

You can print your return at any time. To do this, go to the ‘File a return’” menu on
the left of the screen and click on ‘Save your return’. This will take you to the
‘Save your return’ page. Click on ‘Print” and follow your software provider’s usual
print procedure.
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You can also use this page to review what you’ve done so far. To do this, click on
the “View’ button. To continue filling in your return, go to the ‘File a return’ panel
on the left of the page, and click on ‘Fill in your return’.

To change your return

You may need to change or correct your return before or after you've submitted it
to us.

1. Before you submit

If you want to change what you've already done while you're still completing your
return, you can:

e Add new pages or sections by going back to ‘Tailor your return’. To do this,
go to the ‘File a return’ panel at the left of the page and click on ‘Tailor your
return’. Work through the three pages until you reach the question(s) where
you want to provide a new answer. To change the answer you originally
provided, click on the relevant entry, delete the existing information and enter
the new information. Then click ‘Next’ on the bottom right of the screen.

e Change numbers that you have already inserted. To do this, you can either:

- Go back through each page, until you find the one you want (by using the
‘Back’ button at the bottom right of each page); or

- Go to the ‘File a return’ panel on the left of the page and click on ‘Eill in
your return’. This shows you a list of the pages you need to fill in. Click on
the page you'd like to change.

Either way, once you've found the box you need to correct, click on it and delete
the information. Then type in the correct information and click ‘Next’ at the bottom
right of the page. This saves the new details.

Once you have made the necessary changes, you can then move on to whatever
section of the return you want, by going to the ‘File a return’ panel in the left of
the screen, and clicking on the appropriate link.

2. After you submit

If you want to amend your return after you’ve submitted it, you can do so online.
You'll need to log in to the Self Assessment Online service again. To do this, type
in www.hmrc.gov.uk Once there, go to the ‘Do it online’ panel on the left hand
side of the screen, and click on ‘Self Assessment’. This takes you to the
‘Welcome to Online services’ page, where you enter (under ‘Existing users’) your
User ID and password. This will take you to the ‘At a glance’ screen.
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On this page, go to the ‘Tax return options’ section, and click on the link ‘Tax_
return options’. Once at the ‘Tax return options’ screen, click on ‘Amend return’;
this will take you to the ‘Welcome’ screen specifically for amendments. Here,
click on the ‘Start’ button: this will take you to the ‘Fill in your return’ screen. That
screen will list all the pages of the return, with ticks against those pages you
completed. Amend your return, as necessary, by clicking on the page(s) you
want to change. Delete the incorrect information and type in the correct
information in its place. Click ‘Next’ to save it.

Once you've made all the changes you want, go to the ‘File a return’ panel on the
left of the page, and click on ‘Submit your return’. Then follow the instructions at
Stage 5 of our ‘How to complete your Tax Return online’ booklet, to submit the
new information.

Electronic payments and repayments
Viewing your account details

The Self Assessment (SA) Online service can show you the tax you have to pay,
or the tax that is owed to you, for the current tax year and for earlier tax years.

To do this, you need first of all to login to our SA Online service (if you're not
already logged in). To do this, please follow the instructions set out on page 4
under the heading ‘After you submit’. These instructions will take you to the ‘At a
glance’ page.
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To see the tax outstanding (or owed to you) for the current year, look at the
information in the left centre of the screen. To see an earlier year’s tax payment
or repayment, click on ‘View account’.

To get back to the main return, go to the panel in the left of the screen, called
‘Self Assessment’, and click on the section you want.

Paying electronically

This section applies to you only if you are self-employed, or an employee or
pensioner whose tax underpayments are not coded out under the PAYE system.

We accept payment by a range of methods, but recommend that you pay us
electronically. Electronic payments are safer, more secure and avoid any
possible postal delays. They give you better control over your money, because
you decide when the payment leaves your account; and they provide certainty
about when your payment will reach us. And Internet or telephone banking allows
you to pay at a time convenient to you.



There are various ways in which you can pay electronically:
Use your bank/building society services and pay by:

¢ Internet banking — enter our bank account details (see page 8), your reference
number and the payment amount on your bank/building society’s Internet
screen and authorise the payment.

e Telephone banking — phone your bank and give them our bank account details
(see page 8), your reference number and the payment amount.

Go online with Billpay and pay by Debit Card

If you have a Maestro, Solo, Electron or Visa debit card drawn on a UK bank
account, you can pay your Self Assessment over the Internet by visiting
www.billpayment.co.uk/hmrc and following the instructions. If you sign up to use
the Billpay service, the service will store your Unique Reference Number, email
address and payment history. The minimum payment is £0.01, and the maximum
£99,999.99.

Please note: we do not accept payment by credit card.
You can also pay us electronically by:

e Bank giro — take your payment and payslip (this can be found at the foot of
your Statement of Account) to your bank or building society branch. If you are
paying by cheque, you should go to the bank or building society on which the
cheque is drawn. Cheques should be made payable to HM Revenue &
Customs.

Please note: some banks and building societies do not offer this payment
method.

¢ Post Office — take your payslip (this can be found at the foot of your Statement
of Account) with payment (including cheque, cash or debit card) to any
participating Post Office. Any cheque payment should be made payable to
Post Office Ltd.

You can find further details on all these payment methods by going to
www.hmrc.gov.uk/howtopay/Self _assessment.htm

Before you decide on any of these methods, please ensure that you have read
the ‘Payment Dates’ section on page 8.
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