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Introduction 
This guide is intended to help you with the online filing process rather than explaining the tax rules or 
helping you prepare your accounts.  

If you find that you do need advice on these matters, you can always contact TaxAid on 0345 120 3779 or 
Tax Help for Older People on 01308 488066. You can also find website links to HMRC’s more technical 
material at the end of this guide. As you work through the online tax return, you will see the information 
symbol . Clicking on this will also provide further information regarding technical issues. 

The information to be included on a tax return will vary from person to person and yours will depend on 
your own sources of income and other circumstances. To avoid becoming unwieldy, this guide concentrates 
on the sources of income listed below. For other sources of income, the screens you will see are likely to be 
along similar lines to these:  

o State pension; 
o Private pension; 
o Foreign income; 
o Interest income;  
o Dividend income;   
o Employment; 
o Self-employment.  

Before you start  
It is important to allow time to complete your tax return well before the deadline (these are provided at the 
end of this guide), as you may need to register first and then be sent a code through the post before you can 
start completing your online form. 

The starting point to get into your online Self-Assessment form will depend on whether you have previously 
registered for Self-Assessment and completed a paper tax return and whether you have set up your Personal 
Tax Account. The next section, ‘Getting started’, provides some information to help you find the right route 
into your online tax return form.  

When you are ready to start your online tax return 
You will need to have the information that you wish to enter onto the tax return, for example:  

o Your P60 or P45;   

o Figures for income and expenses from (for example) your pension(s), employment, self-
employment, foreign or rental income etc.;  

o Any letters and information you might have received from the Department for Work and 
Pensions; 

o Details of any interest or dividend income, which you will find on the end of year certificates 
from your bank or building society and dividend vouchers. 

Remember to TAKE YOUR TIME and make sure you understand each question before you put in your 
answer. You can pause part way through, save what you have done and come back to the tax return later if 
you need to find or check any information, or need to call and ask for help on any part of it.  
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Getting started 
If you are already able to get into your online tax return form, this section can be skipped. 

How you get into your tax return online for the first time will depend on a couple of factors; if you have 
previously registered for Self-Assessment with HMRC and if you have previously set up access to your 
Personal Tax Account.  

Your Personal Tax Account is available online through HMRC and brings all of your tax details together in one 
place, where you can view and update your personal tax information online, at any time.  

If you have not registered for Self-Assessment and do not have a Personal Tax Account 

1. If you are not sure if you need to be in Self-Assessment and file a tax return, you can go through 
HMRC’s check at www.gov.uk/check-if-you-need-a-tax-return 

2. To register for Self-Assessment, please use HMRC’s form CWF1 if you are self-employed or SA1 if you 
have received other types of income, such as from property. 

3. When you are registered, you will receive a letter from HMRC called an ‘SA250 welcome letter’, 
which will have on it your Unique Taxpayer Reference (UTR), a 10-digit code. This can take 10 
working days to arrive (21 if you’re abroad). 

4. Once you receive your UTR number, you’ll need to register for the online service: 
https://www.gov.uk/log-in-file-self-assessment-tax-return/register-if-youre-not-self-employed . 
You’ll get an activation code in the post within 10 days of enrolling (21 if you’re abroad). This code 
needs to be used within 28 days. 

5. Once you have received the activation code, you can complete the process to get into your online 
Self-Assessment by going to https://www.gov.uk/log-in-register-hmrc-online-services which will take 
you to a sign in screen. 

6. If you have previously created a Government Gateway account, please use your 12-digit ID number 
and password here, or else click on ‘Don’t have a Government Gateway account’ and set your 
account up that way. If you cannot be verified, it is unlikely that you will be able to file your tax 
return online. 

7. Once through, you will get a screen saying ‘services you can add’. Next to Self-Assessment, click on 
‘enrol for service’. You will be asked for your UTR and either your NI number, postcode or a tick box 
if you live abroad. 

8. Once you have completed the enrolment, you should see the Self-Assessment box which will let you 
complete a tax return, make a payment etc. 

 

If you have not registered for Self-Assessment and do have a Personal Tax Account 

1. If you are not sure if you need to be in Self-Assessment and file a tax return, you can go through 
HMRC’s check at www.gov.uk/check-if-you-need-a-tax-return 

2. To register for Self-Assessment, please use HMRC’s form CWF1 if you are self-employed or SA1 if you 
have received other types of income, such as from property. 

3. Once you are registered, you will receive a letter from HMRC called an ‘SA250 welcome letter’, 
which will have on it your Unique Taxpayer Reference (UTR), a 10-digit code. 

4. Once you have this, you can go into your Personal Tax Account and you will see an option under Self-
Assessment called ‘Find out how to access Self-Assessment’ – click on this and you will be advised 
that you need to get an activation code. Follow the instructions here and an activation code will be 
sent to you in the post. You’ll get this within 10 working days (21 if you’re abroad). This code needs 
to be used within 28 days. 

5. Once you have received this code, you’ll need to complete your enrolment by going to 
https://www.gov.uk/log-in-register-hmrc-online-services -Once you’ve completed your enrolment, 

http://www.gov.uk/check-if-you-need-a-tax-return
https://www.tax.service.gov.uk/shortforms/form/CWF1ST?dept-name=CWF1&sub-dep
https://www.tax.service.gov.uk/shortforms/form/SA1
https://www.gov.uk/log-in-file-self-assessment-tax-return/register-if-youre-not-self-employed
https://www.gov.uk/log-in-register-hmrc-online-services
http://www.gov.uk/check-if-you-need-a-tax-return
https://www.tax.service.gov.uk/shortforms/form/CWF1ST?dept-name=CWF1&sub-dep
https://www.tax.service.gov.uk/shortforms/form/SA1
https://www.gov.uk/log-in-register-hmrc-online-services
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you will find a new link under Self-Assessment in your Personal Tax Account which says ‘Complete 
your tax return’, click on this and you will be taken to your online Self-Assessment form. 

 

If you have registered for Self-Assessment and do not have a Personal Tax Account 

1. If you have completed your Self-Assessment on paper forms before, you should have a Unique 
Taxpayer Reference (UTR) which is a 10-digit number, sometimes ending with a letter ‘k’. You can 
find this on letters and forms HMRC has sent you regarding your Self-Assessment or call HMRC on 
0300 200 3310 

2. You’ll need to register for online Self-Assessment on the HMRC website in good time as an activation 
code will need to be posted to you (it can take 10-21 days). To do this, go to www.gov.uk/log-in-
register-hmrc-online-services and select ‘Register for HMRC online services’. On this page you will 
see a heading ‘If you currently send paper tax returns’ and below this a link to ‘register to file your 
returns online’. 

3. You will see a ‘New user’ screen and will need to click on the type of account you wish to create 
(likely to be ‘individual’). 

4. Complete the questions that follow (you will need your National Insurance number, postal address, 
date of birth etc.) for the system to identify you. This will create your Government Gateway account, 
so keep a note of the 12-digit number you are given and your password as you will need this to 
access your account in the future. 

5. Once you have received the activation code, you can complete the process to get into your online 
Self-Assessment by going to https://www.gov.uk/log-in-register-hmrc-online-services  which will 
take you to a sign in screen. 

6. Once you’ve completed your enrolment, you will find a new link under Self-Assessment in your 
Personal Tax Account which says ‘Complete your tax return’, click on this and you will be taken to 
your online Self-Assessment form. 

 

If you have registered for Self-Assessment and do have a Personal Tax Account 

1. Go into your Personal Tax Account and you will see under the heading ‘Self-Assessment’ there is a 
link called ‘Find out how to access Self-Assessment’. Click on this and you will be advised that you 
need to get an activation code. Follow the instructions here and an activation code will be sent to 
you in the post. You’ll get this within 10 working days (21 if you’re abroad). This code needs to be 
used within 28 days. Once you have received this code, you’ll need to complete your enrolment by 
going to https://www.gov.uk/log-in-register-hmrc-online-services  and entering your PTA 
Government Gateway User ID and password. 

2. Once you’ve completed your enrolment, you will find a new link under Self-Assessment in your 
Personal Tax Account which says ‘Complete your tax return’, click on this and you will be taken to 
your online Self-Assessment form. 

 

 

  

http://www.gov.uk/log-in-register-hmrc-online-services
http://www.gov.uk/log-in-register-hmrc-online-services
https://www.gov.uk/log-in-register-hmrc-online-services
https://www.gov.uk/log-in-register-hmrc-online-services
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Completing the online tax return 

When you enter the Self-
Assessment part of the 
HMRC website, you are 
likely to start on a screen 
like this, where you can 
select which tax year you 
are filing your return for. 

Pease select the 
appropriate tax year.  

Once you have done this, 
click on the ‘file return’ 
button 

 
  

This section shows what 
information is currently 
saved about you – you can 
update anything that is 
incorrect.  

The ‘tell us about you’ 
section of the tax return 
should be reviewed and 
updated where 
appropriate.  

Once you have reviewed 
the necessary information, 
click ‘Save and continue’.  

The information provided 
in this image is for 
illustration only. 

 

File return  
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In section 2 you will see a 
list of question to "tailor 
your return". This is a 
crucial step as it allows you 
to select the type of 
income you wish to report 
to HMRC. This means that 
your online form will be 
personal to you and you 
don’t need to work 
through lots of 
unnecessary questions.  
 
The information provided 
in this image is for 
illustration only. 
 
Go through the questions 
selecting an answer for 
each. When finished you 
can save then click on next. 

 
  

In this example on the next 
page, we confirm whether 
or not you have the 
following sources of 
income: interest, dividends 
and pension. The pension 
option covers both state 
and private pension 
income. 

 
The details of the types of 
income will be entered 
later in the process. 
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Leave the options that are 
not applicable in your 
situation as “No” and when 
finished, click ‘Save and 
continue’ at the bottom of 
the page. 

  
  

On the next screen you will 
see a further reminder of 
the information you should 
have to hand before 
progressing. Yours may 
appear slightly different to 
this. When you are ready 
to continue, click on ‘Next’. 
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The next stages of your tax return will be specific to your own, personal circumstances.  
Below we have provided some examples of the sections you may need to complete. 

State Pension 

Complete the next section 
with the annual amount of 
state pension you 
received.  
 
Please note that if your 
state pension is paid every 
4 weeks, to get the annual 
amount you should 
multiply the 4 weekly 
payment by 13 (not 12) to 
get the figure for the year.  
Make sure that you remove 
attendance allowance from 
your pension payments. 
 
This box can sometimes be 
filled in already, but do 
check that it matches the 
figure from the 
Department of Work & 
Pensions (DWP) 
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Private Pension 

Enter any private 
pension(s) you have 
received here. You can use 
the pension worksheet if 
you have more than one 
pension. 
 
Do not forget to include 
the tax that was taken off 
at source. 
 
In the ‘state pension lump 
sum’ box you don’t need to 
add your state pension 
here as that has already 
been entered. 
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Foreign Income 

If you have received any 
foreign income, the next 
screens will guide you 
through the process.  
 
At the top of this screen is 
a box to check to confirm 
that you are providing 
accurate information. You 
must tick this box to be 
able to proceed.  

On the first screen, you are 
simply asked if you were 
unable to transfer some or 
all of your foreign income 
to the UK. There are notes 
that you can read before 
you answer (click on 
‘unremittable income’ to 
view these).  
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On the next page, please 
tick which types of foreign 
income you received in the 
last tax year. Remember 
you can click on the  
symbol next to each option 
to check what it means if 
you are not sure.  

 
  

This screen appears if you 
ticked the ‘Overseas 
pensions, social security 
benefits and royalties’ 
option in the previous 
screen (you may have 
other screens appear, 
depending on your 
selections). Please enter 
your details and click on 
‘add’. 
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When you have clicked on 
‘add’ at the bottom of the 
page you will see a 
summary box appear at the 
bottom of the screen (this 
one is for illustration only 
and your details are likely 
to be different). 

 

 

 
 
 
 

When you have clicked on 
‘add’ you will see a 
summary box appear at 
the bottom of the screen 
(this one is for illustration 
only and your details are 
likely to be different). 
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UK Interest Income 

Next is any UK interest 
you have received. Note 
that bank interest is now 
paid gross i.e. no tax is 
deducted at source, but 
some foreign interest has 
tax taken so check your 
details carefully. If you 
have foreign interest that 
is taxed at source, you will 
need to complete the 
foreign income section. 
 
The figure shown here is 
for illustration only. 
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Dividend Income 

The next section is where 
you will need to put in 
information about any 
dividends you have 
received. You should refer 
to your dividend vouchers 
or other documents.  
 
You may wish to look at the 
tax technical link re the 
taxation of dividends. 
Foreign dividends are 
asked for in sterling 
equivalent – you may see 
this if they go into a British 
bank account, or else you 
can check HMRC’s average 
exchange rates on their 
website. 

  
 

  

Employment Income 

Completing your tax return 
for Employment Income.  

You should use your P60 or 
P45 to complete this page. 
You will need to include 
the Employer’s PAYE 
reference.  This is on your 
payslip and P60 and P45.  
Do not forget to include 
the tax deducted from your 
pay. 

These boxes can 
sometimes be filled in 
already, but do check that 
it matches the figure 
shown on your P45 or P60 
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Any other information 
regarding your 
employment can be 
entered here. 
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Self-Employment 

Completing your tax return 
for Self-Employment 
income.  
 
You will need to have your 
self-employment income 
and expenses to hand to 
complete this section. 
 
Special tax rules apply to a 
number of trades and 
professions e.g. foster 
carer or barrister, so these 
need to be ticked ONLY if 
they apply to you. 
 
The system lists a number 
of situations and you may 
wish to click on the 
information symbol  to 
help you to check if any of 
these apply in your case. 
Tick the box next to any 
that apply to you, or leave 
them blank and select 
‘None of these apply’ at 
the bottom of the page. 
 
 
Once you have made your 
selection, click ‘save and 
continue’ at the bottom of 
the pages. 
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Complete the next screen 
with your business details. 
Often the business name is 
simply your name. 

 

  

On the next screen you will 
need to add the date your 
books and records are 
made up to (the cut-off 
point). This is often the 
same as the tax year end 
date (i.e. 5 April) but it 
could be another date e.g. 
31 December or 30 June, 
so do check your own 
records and add the 
relevant date. 
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Continuing to the next 
screen, you are asked to 
type in your income and 
expenditure details. 
Turnover is another word 
for sales or income.  
 
Expenses can be entered as 
a single figure if the 
turnover is below the VAT 
threshold of £85k. 

 
  

  

Onto the next screen and 
Capital Allowances may be 
available if you have 
incurred capital 
expenditure. The Annual 
Investment Allowance is a 
type of Capital Allowance. 
You may wish to click on 
the information symbol or 
check HMRC’s website re 
Capital Allowances. 
 
If you need help 
understanding what is 
required here, you may 
need an accountant. 
Contact us at Tax Help to 
discuss this if needed. 
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On the next screen you are 
asked to put in any other 
tax adjustments. You may 
wish to check the 
information symbol  
before completing this 
screen. 

 
  

This screen enables you to 
use any trading losses. 
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If you have been self-
employed under the 
Construction Industry 
Scheme, you should enter 
the tax deducted from your 
income under that scheme 
here. 
 

 
  

On the next screen, you 
will need to select whether 
you are exempt from 
paying Class 4 NIC 
(National Insurance). To 
help you understand this, 
you will need to read the 
list in the red box and only 
select “yes” if any of the 
points apply to you. 
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In the box on the next 
screen, type in any other 
information you think is 
relevant about your 
business, or leave blank if 
you don’t think you need 
to add anything else. 

 

The next screen   
summarises the 
information that you have 
entered regarding your 
self-employment.  The 
£20k shown here is just an 
example – your own figure 
is likely to be different. 
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On the next screen, you 
will be shown how much 
Class 2 NIC (National 
Insurance) is due. The 
figure shown here is for 
illustration only. 
 
This figure can sometimes 
be filled in already, but if 
not you can select the 
‘Recalculate’ button to 
retrieve the figure. 
 
If the figure is incorrect you 
can select ’Update your self 
employment detail’ this 
will show you the 
information HMRC have 
that may need to be 
amended. Once amended 
you will need to return to 
this page and select 
‘Recalculate’ to retrieve a 
new figure. 
 
If your profits are less than 
small profits threshold for 
2018/19 this is £6,205. You 
can pay voluntary Class 2 
NICs. 
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Underpaid and overpaid tax 

When you have completed 
your specific income 
information, you will arrive 
at this screen, where you 
will be provided with a 
figure for any tax that was 
underpaid in previous 
years. If this figure is zero 
and/or is correct, select 
“yes” and continue. If the 
figure is incorrect, select 
“no”. 
 
The figure provided is for 
illustration purposes only. 

 

  

If you clicked ‘no’ you will 
see this screen where you 
can put in more 
information about your 
underpaid tax. If ‘yes’ you 
will be taken to the page 2 
below. 
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This screen shows what 
happens at any stage if you 
forget to make a selection 
before you click “next”. 
You will get a red error 
message which will explain 
what you have missed.   
 
Correct the error and click 
next again. 
 

 
  

As above, the next screen 
provides an estimated 
figure for any tax that will 
be underpaid in the current   
financial year. If the figure 
shown is correct or does 
not apply to you, select 
“Yes” to proceed. If you 
think the figure is not 
correct, please select “no”. 

 
  

Note: enter “0” if there is 
no tax debt included in 
your PAYE Tax code or if 
you do not have a code. 
Your February tax code 
letter from the previous 
year will show this. 
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If you believe you have 
overpaid tax for this year, 
and due a refund, you can 
select who receives this.  
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To receive a refund into 
your bank account, you can 
put your bank details in the 
next screen. 
 
If you tick ‘I do not have a 
bank account HMRC will 
send you a cheque. 
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On the next screen you are 
asked if you would like any 
tax that you owe to be 
collected through your tax 
code in the next financial 
year. This only applies if 
the amount owed is below 
£3,000.  If this applies to 
you, select “yes” in the top 
box.  
 
In the second box, you can 
also select if you want any 
tax that you are likely to 
owe in the current tax year 
to be taken through your 
tax code. 

 
  

There may be a need for 
you to adjust the amount 
of tax you need to pay. 
Three cases where this 
could occur are provided 
for you in this screen. If 
none of these apply, you 
can click on “Next”. 
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If you have used any 
provisional or estimated 
figures instead of actual 
figures, you should select 
“Yes” here, or “No” if all 
figures are actual. 

 
  
The next screen provides 
you with a space to put in 
any other information you 
feel is relevant to your 
return. You can also add an 
attachment to the return if 
applicable, by selecting 
“Yes” in the drop down 
box. Neither of these are 
compulsory, but it’s a good 
idea to put the private 
pension details in this box 
if you have more than one, 
for example, to show the 
individual calculations.  
 
You can also include notes 
like: ‘Please remove me 
from SA next year as I will 
no longer have foreign 
income to declare’ if 
applicable. 
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Checking, saving and submitting your return 

In section 5 of the return, 
you get the opportunity to 
check the information you 
have provided and go back 
and change anything that is 
incorrect. Just click on each 
section in turn to check it.  
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Section 6 shows you the 
amount of tax you owe. 
You might wish simply to 
do a check or a calculation 
on paper and compare that 
calculation to the amount 
on the return.  
 
The figures provided are 
for illustration purpose 
only.  
 
You can view and print and 
save your full calculation at 
this stage and/or go back 
to section 3 to make 
changes or additions. Just 
click on the relevant link on 
this screen to do so, or else 
if you are happy with your 
calculation on screen, click 
“Next” to continue 

 
  

On the next screen, you are 
asked if you are claiming to 
reduce your payments on 
account. Be aware that if 
you reduce these to lower 
than the tax amount you 
will owe for the year; you 
can be charged interest. It 
is worth seeking advice on 
this if you are unsure. 

 
  



 
 

31 

Onto section 7 now, and 
here you can view, print 
and/or save a copy   of 
your return to your own 
computer. It is 
recommended that you do 
save your return so that 
you have a copy of it in 
case you need to make any 
changes, or check what you 
have submitted at a later 
date.  
 
An HTML copy of your 
return will contain the text 
of your return only. A PDF 
copy will look like the 
paper version of the Self-
Assessment form. View 
both to see which you 
would prefer (both can be 
saved/printed if you like). 

 
 

  

In section 8 you are asked 
to tick a box to confirm 
that you believe the 
information in your return 
is correct. 
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You might need to re-enter 
your sign in details before 
submitting the tax return. 
This is your 12 digit 
Government Gateway 
number and the password 
you chose previously. 

 
  

Once you submit your 
return, it can take a while 
to be received by HMRC.  
Please save the submission 
receipt somewhere safe 
when you receive it, for 
your records.  
 
This screen and the one 
that follows may appear 
slightly different to those 
illustrated. 
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You can log out and log 
back in later if preferred to 
check that your return has 
been received. When you 
log back in you should see 
that the tax return has 
been submitted (noted in 
the top right) and you have 
been given a ‘submission 
receipt reference number’. 
It is worth noting this down 
and keeping it with your 
files for future reference.  
 
On this screen you also 
have other options such as 
viewing the calculation 
again. 

 
  

That’s it! Your return is submitted 
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HMRC information 
 

HMRC’s helpline for assistance with online services (Tel: 0300 200 3600) or go to: 
https://www.gov.uk/government/organisations/hm-revenue-customs/contact/online-services-
helpdesk 
 

Links to HMRC technical material:  
Taxation of pension income: https://www.gov.uk/tax-on-pension 

Taxation of foreign income: https://www.gov.uk/tax-foreign-income   

Taxation of rental income: https://www.gov.uk/guidance/income-tax-when-you-rent-out-a-
property-working-out-your-rental-income  

Taxation of interest income: https://www.gov.uk/apply-tax-free-interest-on-savings  

Taxation of dividends: https://www.gov.uk/tax-on-dividends 

Taxation of self-employment: https://www.gov.uk/topic/business-tax/self-employed 

Capital Allowances: https://www.gov.uk/capital-allowances  
 

Self-Assessment deadlines  
(for tax year 6 April 2019 to 5 April 2020): 

Register for Self-Assessment  5 October 2020 

Paper tax returns Midnight 31 October 2020 

Online tax returns Midnight 31 January 2021 

Pay the tax you owe Midnight 31 January 2021 

 

Further help 
If you find the instructions in this guide difficult to follow, you can call the tax charities for help as you work 

through your online tax return.  

TaxAid  Tax Help for Older People 

(for the under 60s and/or self-employed) (for the over 60s and/or near retirement) 

0345 120 3779 01308 488066  
Open Mon-Fri 10am to 4pm Open Mon-Fri 9am to 5pm 

www.taxaid.org.uk www.taxvol.org.uk 

 
 

 

https://www.gov.uk/government/organisations/hm-revenue-customs/contact/online-services-helpdesk
https://www.gov.uk/government/organisations/hm-revenue-customs/contact/online-services-helpdesk
https://www.gov.uk/tax-on-pension
https://www.gov.uk/tax-foreign-income
https://www.gov.uk/guidance/income-tax-when-you-rent-out-a-property-working-out-your-rental-income
https://www.gov.uk/guidance/income-tax-when-you-rent-out-a-property-working-out-your-rental-income
https://www.gov.uk/apply-tax-free-interest-on-savings
https://www.gov.uk/tax-on-dividends
https://www.gov.uk/topic/business-tax/self-employed
https://www.gov.uk/capital-allowances

