
Government Gateway

The Hospitality Business Specialists

A guide for hospitality businesses.
To manage your government services, you will require a Government Gateway Account.
To make it work for you, and to allow us to effectively work on your taxes, you need to set 
everything up, linking services. This interactive guide shows you how to do it all online.

and linking services
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Setting up your 
Government 

Gateway

Using this guide
This guide takes you step by step through the process from first setting up your 
Government Gateway, to adding services.
We include links of where you want to go online, and screenshots so you know 
you’re on the right track.
You can scroll through this guide, or using the buttons below, jump to a specific 
section, or use HOME button to come back to this page.

If you need any support and are a Roslyns client, just speak to your Roslyns B.D.M.

If you’re not yet a client of Roslyns and need support, please get in touch.

mailto:Support@roslyns.co.uk?subject=I%20need%20some%20help
mailto:support@roslyns.co.uk?subject=I%20have%20questions


Setting up your Government Gateway
If you’ve already set up your Government Gateway, you can skip this step. If not, please read on…

(1) Go to HMRC’s Gateway page 
and select Sign In

(2) To set up a new account, select 
‘Create Sign in details’

(3) Enter your email address and 
‘continue’

https://www.gov.uk/log-in-register-hmrc-online-services


Setting up your Government Gateway
(4) A code will be sent to your email 
address, get that code from your 
email and enter it.

(5) Enter your full name. (6) Create your password of 10 or 
more characters. This should not be a 
password you use elsewhere.

your.email.address@email.co.uk



Setting up your Government Gateway
(7) Your gateway is now set up and 
you have your user I.D. which will also 
be emailed to you.
Make a note of your I.D. number and 
login info somewhere secure.

(8) Select either 
Individual or Organisation
You will need both eventually. 
One for personal tax matters and 
one for your business.

(9) Decide how you would prefer to 
receive your access codes.

your.email.address@email.co.uk

12 34 56 78 91 23



Linking your services
Now you have your Government Gateway all set up, it is time to link your services.
This means you are connecting your tax accounts to your business’s gateway.
Doing this allows you to access tax information and allows us to submit tax returns for you. It is an 
important step in running your business and shouldn’t be missed.

Scroll along to go step by step or select a specific link using the buttons below.

(1) Select to add a tax, duty or scheme (2) Select what you are linking



Linking Corporation Tax (Limited Companies only)

(1) Within 14 days of company 
formation, HMRC will send a letter to 

your registered office address with 
your company's Unique Taxpayer 

Reference. It will be printed next to a 
heading like 'UTR’ or 'Tax reference’

(2) Then add one of these other 
identifying pieces of information.

You can search for your limited 
company here to check your 

registration number 
and registered office address.

(3) You will now receive your 
activation code by post (sent to 
your registered office address).

1234567890 (Corporation Tax 
Unique Taxpayer Reference (UTR))

https://find-and-update.company-information.service.gov.uk/


Linking your P.A.Y.E.

(1) This is a straightforward one.
Just enter your P.A.Y.E. reference.
This is in the format 123/AB12345
Roslyns clients can find this in the ‘My Details’ of 
your Roslyns client portal.

(2) Your activation code will arrive in the post.

123 (HMRC office number) 
AB12345 (Employer PAYE Reference)



Linking your Self-Assessment
(1) When you set up your Self Assessment 
Account, you got a UTR. If you are not yet 
registered, we can help, contact us.

(2) You might then be asked for your UTR 
number and then see an option to request 
access to self-assessment. 

(3) Again, you now need to wait for the activation 
code through the post

(4) You can then use that code to activate and 
access your self-assessment account.

NOTE: This is through your 
personal Gateway, 
not your business Gateway.

mailto:Support@roslyns.co.uk?subject=I%20need%20help%20with%20Self%20Assessment


Linking your V.A.T.
(1) First, enter your V.A.T. registration number.
Roslyns clients can find this in the ‘My Details’ 
of your Roslyns client portal.

(2) Enter your V.A.T. registration date. This is 
the date on your registration certificate. Again, 
Roslyns clients can find this in ‘My Details’.

(3) Enter the postcode of your trading address.

(4) Answer this last question. 
You can then check all answers and submit.



Thank you for reading
We hope this guide was helpful.

For more FREE tools and guides for hospitality 
businesses, go to our website’s toolkit page.

If you need any support and are a Roslyns client, just 
speak to your Roslyns B.D.M.

If you’re not yet a client of Roslyns and need support, 
please get in touch, we’re here to help all hospitality 
businesses grow to become successful.

https://www.roslyns.co.uk/toolkit
mailto:Support@roslyns.co.uk?subject=I%20need%20some%20help
mailto:support@roslyns.co.uk?subject=I%20have%20questions
https://www.roslyns.co.uk/toolkit
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