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How to register for Self Assessment

It’s the thing sole traders dread! Completing your Self 

Assessment tax return. To many owners of small businesses, it’s 

one of the most time-consuming things you’ll do all year - some 

are even using winter holidays to beat the January deadline.    

At  Amaiz, we’re committed to helping solopreneurs file their 

returns more speedily and effectively, by preparing you as you 

go: our banking platform itemises and filters business expenses, 

integrates with leading accounting software packages, and 

tracks invoices automatically. We even have a team of 

accountants available to help with general concerns and 

queries.

We’ve asked Jay, one of our resident experts, to walk you 

through the key steps to registering for Self Assessment and 

what you need to do to make sure you’ve got everything 

covered.
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Do I need to register for Self Assessment?

1

“self-employed”HMRC defines as a person who runs “their

business for themselves and takes responsibility for its success

or failure” [ ]. You can be both employed and self-employed at

the same time, if, for example, you have a side-hustle or

freelance in the evenings after your 9-to-5.

You can check your employment status by completing a short

questionnaire at the link below:

“self-employed”

Generally speaking, you are likely to be considered

if you check at least some of the boxes from

the list below:

You are running your business for yourself


Decide when and how you work


Have more than one customer at the same time


Can hire other people


Sell goods or services regularly, not just an item you
no longer need here and there


Charge a fixed price for your work agreed with the
client

Check employment status for tax

https://www.tax.service.gov.uk/check-employment-status-for-tax/reason-for-using-tool
https://www.gov.uk/employment-status/selfemployed-contractor


Why do I need to register for Self Assessment?

You are legally required to register as self-employed so HMRC 

can properly collect taxes from you. If you're operating as a sole 

trader and expect to earn more than £1,000 per year, you’ll need 

to declare all the income from your self-employment. If your 

profit is less than £1,000 per year, you don’t have to declare it on 

Self Assessment as you will be covered by the trading 

allowance.

This tool can help you figure out whether you need to fill in a Self 

Assessment tax return:

2

 is a tax exemption of up to £1,000 
a year for the self-employed, those who provide casual 
services (like babysitting or gardening) and hiring 
personal equipment [ ].

Trading allowance
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Check if you need to send a Self Assessment tax return

https://www.gov.uk/guidance/tax-free-allowances-on-property-and-trading-income#trade
https://www.gov.uk/check-if-you-need-tax-return


When do I need to register for Self Assessment?

5th of October

Ideally, you should register for Self Assessment as soon as you 

start trading, but the deadline is the  in your 

second year of trading.

For example, you started trading in July 2019. Your first Self 

Assessment should be submitted for the tax year running from 

the 6th of April 2019 until the 5th of April 2020. This means that 

you need to register by the 5th of October 2020. 

If you miss the deadline, you may face a penalty, so the earlier 

you start, the better.
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How do I register for Self Assessment?

To register and set up a government gateway account, you 

need to provide your National Insurance Number, as well as 

information about yourself and your business. 
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Set up a government gateway account
Step 1.


 "Register for and file your Self 

Assessment tax return" 

Go to the

page on gov.uk, 

scroll down to "If you have not sent a return 

online before" and click "Register online."

Enter your email address, tick "This email 

address is correct", click "Continue."
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https://www.gov.uk/log-in-file-self-assessment-tax-return/register-if-youre-self-employed
https://www.gov.uk/log-in-file-self-assessment-tax-return/register-if-youre-self-employed


Government Gateway

Check your inbox - you should receive the 

following email from  

<no-reply@access.service.gov.uk>.

Enter the code and click "Confirm."0
8
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12-digit government gateway ID

Next, specify your full name, create a 

password and a recovery word. You’ll get 

a . Take   

a note of the ID - you’ll need whenever you 

to log in to the government portal.

03

04

05



0
9

26

Select  “I want to tell HMRC that I am in 

business and need to register for a new 

tax or tell HMRC that the company is now 

active” and click "Next."

Get your UTR number
Step 2.


is a 10-digit code unique to you or your company. HMRC 
uses this number to identify everything related to the taxes that you 
are paying.

Unique Taxpayer Reference (UTR) number aka Tax Reference 
number 

01



Tick “Self Assessment” and click “Next”       

to continue.

After that, you'll be prompted to select 

the type of your business. Choose 

"Self-employed/Sole trader/Sole 

proprietor."
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The website will then ask for the date that 

you started trading. The date you started 

trading is generally the date of your first 

sale or the day when you were fully set up 

to provide your services.

The next screen contains information 

about what you need. Make sure you 

haven't forgotten anything and click "Next."11
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You will then be taken to the summary 

page shown below. If you're not a delegate 

or do not want someone else to do your 

taxes, click "Next."
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Then you’ll have to fill in the personal 

information as shown in the screenshot. 

Click “Next” when finished.
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Enter your postcode and click "Find 

Address". When the list of the addresses 

appears, input the correct one and click 

"Next".

08

14
26



Now the only thing left to do with the 

address is to indicate the exact date. To do 

this, insert it in the lowest field (actually 

named "Date address effective from").
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Now it’s time to insert your contact details. 

Click “Next” when you’re done with it and 

let’s move forward.

Now, it’s high time to specify who you are 

working for. Since you’re self-employed, 

you’ll have to indicate your company’s 

name or just your name.
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If you’re entering your name, be ready to indicate 

the address once again. It’s done in the same way 

as before, through the postcode.



When you’re done with the above, you’ll 

see a confirmation page. Don’t hesitate    

to double-check the information.                  

If everything’s all right, proceed to the 

business details by clicking “Next”.
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Filling in the business details is not that 

different. Just put down the requested 

information as indicated below and click 

“Next”.

If your business is located in the same 

place you've put down before, choose "Yes" 

in the lowest field. If not, you will have to 

indicate it, just the same way as you have 

done it.
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And... you're almost there! The last thing 

you have to do is to insert the business 

contact as requested. Just do it! But don't 

forget to click "Next" and double-check 

everything, as the confirmation page will 

pop up.
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When everything is ready, you will see the 

final page. Select "Self-employed" in the 

drop-down menu and check the 

declaration. Finally, press "Next" to finish the 

procedure of setting up a government 

gateway account.
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Pfew! Having submitted all the details, 

relax, sit back and wait for your UTR 

number to arrive by post. 
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Once you have received your UTR, log in 

onto your Self Assessment portal on the 

gov.uk website using the 12-digit 

government gateway ID and click on “No” 

under the following question.

Submitting your UTR
Step 3.
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After you have selected “No” and clicked 

on continue, select the “Self Assessment” 

option. 
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Finally, press “Yes” when asked if you have 

a UTR number, click “Continue” and enter it 

in the field.  

Congratulations! Now you are registered 

as self-employed. But what does it mean 

to you?
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Your responsibilities once you’ve registered as self-employed

tax liability for the year

Once you've registered, you need to carry out a few legal bits 

and pieces. 


By the 31st of January every year, you must file your Self 

Assessment tax return. If you file digitally, it's the 31st of October. 

Also, bear in mind that you will need to make payments to the 

HMRC on the 31st of January and the 31st of July. You may not 

have to make any payments to HMRC on the 31st of July if your 

 is under £1,000.  As well as income tax, 

you’ll have to pay both Class 2 and Class 4 National Insurance 

Contributions (NICs).


If your annual turnover is above the VAT threshold (£85,000 for 

the 2018-19 tax year), you must register for VAT. However, you 

can register even if your turnover is below this point. 

The individual circumstances of your business will determine 

whether or not this is right for you.


Keeping proper records of any money that goes in or out of your 

business is the first step to stress-free Self Assessment. If you 

are starting out, a good old spreadsheet will do, however setting 

up a dedicated business banking account will save you a lot of 

time later on. With all your business transactions in one place, 

you won't have to go through your monthly statements trying to 

find whatever expenses you can write off.

https://www.gov.uk/understand-self-assessment-bill/payments-on-account


Financial stats and analytics

Hassle-free account setup

Unlimited invoicing on the go

No hidden fees

Stress-free 
business banking



Stress-free 
business banking

With Amaiz business banking you can prepare for Self 

Assessment nice and early and here’s why:

We categorise the expenses as you go –  you can 

estimate how much you can write off 

You can issue invoices right from the app and keep 

detailed records of your sales

You can link your transaction feed to an accounting 

system or import a CSV with your transaction history

When in doubt, you can ask our accounting experts

Open account

https://go.onelink.me/VGnb/427db4a6

