
iris.co.uk

Making Tax Digital: 
Setup Guide  
for Agents 

Our guide to setting up as an agent on the 
HMRC Government Gateway

Step by step guide

http://www.iris.co.uk


2

           

Making Tax Digital
Set up guide for agents

IRIS - Making Tax Digital set up guide for agents

Step 1:

Registering on the HMRC Website

Agents (anyone representing a 
number of clients) must register for 
an agents services account, this is 
done via a web journey on the GOV.
UK webpages here: https://www.gov.
uk/guidance/get-an-hmrc-agent-
services-account 

This new Agents Services Account will 
be your new government gateway 
User ID and Password to be used 
to access all new HMRC services 
including MTD.  Having these new 
credentials does not invalidate your 
existing credentials and they can 
continue to be used for filing tax 
returns etc.

Making	Tax	Digital	–	Setup	Guide	for	Agents	

	

Step	1:		

Agents	must	sign	up	for	an	agents	services	account,	this	 is	done	via	a	web	journey	on	the	GOV.UK	
webpages	here:	herehttps://www.gov.uk/guidance/get-an-hmrc-agent-services-account		

	

As	part	of	setting	up	your	agent	services	account,	you	will	receive	a	new	government	gateway	user	
ID	 and	 password.	 You	 should	 use	 this	 to	 access	 new	 HMRC	 digital	 services,	 including	 MTD.	 You	
should	continue	to	use	your	existing	GG	log	in	and	password	for	all	the	services	you	currently	use	it	
for.	

As	part	of	this	sign	up	you	will	be	required	to:	

1. Sign	in	using	your	current	user	credentials	

New	ASA	mapping	journey		

Screen	 Notes	

	

/agent-mapping/sign-in-required 
 
If an agent has bookmarked the old mapping URL, they will now reach this 
page and be prompted to sign in	

	

/gg/sign-in	

https://www.gov.uk/guidance/get-an-hmrc-agent-services-account
https://www.gov.uk/guidance/get-an-hmrc-agent-services-account
https://www.gov.uk/guidance/get-an-hmrc-agent-services-account
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As part of this registration you will be required to::

}} 1. Sign in using your current user 
credentials

}} 2. Enter your UTR or Corporation 
Tax reference and postcode 

}} 3. Confirm that the correct 
business is displayed

New	ASA	mapping	journey		

Screen	 Notes	

	

/agent-mapping/sign-in-required 
 
If an agent has bookmarked the old mapping URL, they will now reach this 
page and be prompted to sign in	

	

/gg/sign-in	

2. Enter	your	business	type.	
	

	
3. Enter	your	UTR	or	Corporation	Tax	reference	and	postcode		

	

	4. Confirm	that	the	correct	business	is	displayed	

	

5. Enter	your	details	

	

New	ASA	mapping	journey		

Screen	 Notes	

	

/agent-mapping/sign-in-required 
 
If an agent has bookmarked the old mapping URL, they will now reach this 
page and be prompted to sign in	

	

/gg/sign-in	

New	ASA	mapping	journey		

Screen	 Notes	

	

/agent-mapping/sign-in-required 
 
If an agent has bookmarked the old mapping URL, they will now reach this 
page and be prompted to sign in	

	

/gg/sign-in	
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}} 4. Enter your details

}} 5. Make a note of your new User 
ID and Gateway Agent ID

}} 6. Add your agency address by 
entering the House name or 
number and postcode

4. Confirm	that	the	correct	business	is	displayed	

	

5. Enter	your	details	

	

8. Confirm	your	address	

	

9. Confirm	your	details	are	correct	

	

10. Make	a	note	of	your	Government	Gateway	

	

		

Step	2:		

Once	you	have	your	new	account	you	will	be	able	to	link	your	existing	client	relationships	for	both	
VAT	and	Income	Tax	to	these	new	credentials,	again	it	will	not	remove	the	client	authorisation	from	
your	existing	credentials.	This	mapping	process	is	carried	out	in	the	same	government	web	screens	
and	is	currently	not	possible	via	software.			

6. Enter	the	agency	address	by	entering	the	House	name	or	number	and	postcode.		

	

7. Select	address	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

New	ASA	mapping	journey		

Screen	 Notes	

	

/agent-mapping/sign-in-required 
 
If an agent has bookmarked the old mapping URL, they will now reach this 
page and be prompted to sign in	

	

/gg/sign-in	

New	ASA	mapping	journey		

Screen	 Notes	

	

/agent-mapping/sign-in-required 
 
If an agent has bookmarked the old mapping URL, they will now reach this 
page and be prompted to sign in	

	

/gg/sign-in	

New	ASA	mapping	journey		

Screen	 Notes	

	

/agent-mapping/sign-in-required 
 
If an agent has bookmarked the old mapping URL, they will now reach this 
page and be prompted to sign in	

	

/gg/sign-in	
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}} 7. Confirm your details  
are correct

}} 8. Make a note of your ARN

Step 2...
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Step 2:

Connecting your Agent Services Account with your client relationships.

Once you have your new account you will be able to link your existing client relationships for both VAT and 
Income Tax to these new credentials, again it will not remove the client authorisation from your existing 
credentials. This mapping process is carried out in the same government web screens and is currently not 
possible via software. 

}} 1. In the Agents Service Account; 
select the link “Allow this 
account to access existing client 
relationships”

}} 2. Enter your User ID and 
Password (the old ones, not the 
new one created above)
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}} 3. Enter your new ARN received 
in the last step in the agents 
services account setup 
 

}} 4. Enter your UTR or 
Corporation Tax Reference 
 

}} 5. Click Connect

Step 3:

Registering clients for Making Tax Digital

Each business will need to register for MTD and this is again done via 
government web pages. Your clients can register themselves for MTD for 
VAT and/or Income Tax or you can register them, but the process must be 
completed one client at a time, as their personal information must be entered 
as part of the registration. 

IRIS offers the greatest range of specialist accountancy, financial 
management, human resource management, payroll and education 
solutions, delivered as a choice of integrated on premise and cloud-
based applications. These are managed under the leading IRIS, PTP, 
KashFlow, Keytime, Taxfiler, Cascade, PS Financials, Results Squared 
and Earnie product brands. 

For more details or help with Making Tax Digital, call 0344 815 5550 
Visit the MTD hub: iris.co.uk/mtd 
Follow us on Twitter @irisaccountants
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