TaxAid
Your Personal Tax Account
Filing Your Tax Return

The Personal Tax Account (PTA)
Your personal tax account allows you to manage your tax affairs with HMRC online.
It can be used for a number of purposes including:






Checking your tax code;
Renewing your tax credits and checking payments;
Claiming a refund if you’ve paid too much tax;
Reviewing your National Insurance record or expected State Pension;
Filing your tax return.

If you would like to know more about your Personal Tax Account, please see our guide: Accessing
your Personal Tax Account: step by step instructions and HMRC’s interactive online guide at
www.hmrc.gov.uk/courses/syob4/pta_guide/
The purpose of this guide is to assist you in filing your tax return through your PTA. This guide
assumes that you have already registered to use the PTA and are already familiar with accessing it.
The entries to be made on a tax return will vary from case to case depending on your sources of
income and other circumstances. To avoid becoming unwieldy, this guide confines itself to a
situation where you have the following sources of income:
o
o
o
o
o
o

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

The guide is intended to assist with the online filing procedure as opposed to the tax technical
aspects. However, below there are links to HMRC’s website in respect of tax technical material e.g.
the rules regarding the taxation of interest income. As you progress through the tax return, you will
see the information symbol . Clicking on this will also provide information regarding tax technical
issues.
Below there is also a link to HMRC’s online filing helpdesk number.
Before you start, you should ensure you have to hand your log in details and your mobile phone
(HMRC may need to send an access code to your phone). You should also have to hand the
information that you wish to enter onto the tax return. For example:
o
o
o

P60 or P45;
Figures for self-employment income and expenses;
Interest income.

You will proceed through the following stages before you reach the option to file your tax return:
o
o
o
o
o

Personal tax account: sign in or set up;
Prove your identity to continue;
Sign in with User ID and password;
Enter your access code;
Set security backup.
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Please note that you can still proceed even if you choose not to set security backup.
Once you have completed those steps, you should then arrive at the first screen shown in this
guide.
Links to technical material:
o

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

o

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

o

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

o

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

o

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

Link to HMRC’s helpline for assistance with online services (Tel: 0300 200 3600)
https://www.gov.uk/government/organisations/hm-revenue-customs/contact/online-services-helpdesk
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This guide shows you the
screens you will see and
provides you with an
explanation of what you need
to do at each screen.
On the first screen -Click:
Complete your tax return

You will then see the
following reminder
regarding information you
should have to hand
before proceeding further.
You can keep track of
progress by looking at the
menu on the left and the
indicator at the top right
You can also amend the
“Tell us about you” section
if you need to do so.
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The next page allows you
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. The details of
that income will be
entered later in the
process.

In this example, we have
confirmed the following
sources of income:
interest, dividends and
pension. The pension
option covers both state
and private pension
income.
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Leave the options that are
not applicable in your
situation as “No”.

You will see a further
reminder of the
information you should
have to hand before
progressing.
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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.

Any other information
regarding your employment
can be entered here.
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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,
barrister.

The system poses a lot of
questions. You may wish
to click on the information
symbol to assist you to
determine if these are
applicable in your case.
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Complete this screen with
your business details. Often
the business name is simply
your name.

The date your books and
records are made up to is
often the same as the tax
year end date (i.e. 5 April) but
if could be another date e.g.
31 December or 30 June.
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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.

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.
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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 selfemployed under the
Construction Industry Scheme,
you should enter the tax
deducted from your income
under that scheme here.

This screen enables you to
select whether you are
exempt from Class 4 NIC e.g. if
you are over the state
retirement age. See
instructions on screen.
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Complete with any other
information you think
relevant about your
business.

This screen summarises
the information that you
have entered regarding
your self-employment.
The £20k shown here is for
illustration only.
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The system will tell you
how much Class 2 NIC is
due. The figure shown
here is for illustration
only.

Interest Income.
Note that bank interest is
now paid gross i.e. no tax
deducted at source. You
may wish to look at
HMRC’s website regarding
the taxation of interest
income. The figure shown
here is for illustration only.
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Complete with dividend
income. 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.

Complete with the annual
amount of state pension.
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).
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Enter private pension here.
Do not forget to include
the tax taken off at source.

The wording on this screen
is somewhat confusing.
Select “Yes” if this section
does not apply to you or if
the amount shown is
correct.
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If you get an error
message, just follow the
instructions.

As above, the wording on
this next screen is also
confusing. If the figure
shown is correct or does
not apply to you, select
“Yes” to proceed.

16

Note: enter “0” if there is
no tax debt included in
your PAYE code or if you
do not have a code.

This screen allows you to
select who will receive any
refund.

17

To receive a refund into
your bank account, you
should provide HMRC with
the relevant bank details.

There is an option to have
tax collected through your
PAYE code if the debt is
under £3k.
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If you need to adjust the
level of your tax liability,
you can do so here. This is
applicable in some cases
including farmers or artists
where there are special tax
rules.

If you have used
provisional or estimated
figures instead of actual
figures, you should notify
HMRC of this here.
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Any other information.

It is highly advisable to
check your return before
submitting it to HMRC.

20

It is highly advisable to
check your tax liability
before submitting the tax
return to HMRC. You
might wish simply to do a
sense check or
alternatively a long hand
calculation on paper and
compare that calculation
to the liability on the tax
return.

You may wish to check the
information symbol in
respect of this.
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It is advisable to save your
return before you submit it
and there are a number of
options.

Before you submit the tax
return, you should tick the
box to confirm that
information is correct and
complete to the best of
your knowledge.
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You might need to re-enter
your sign in details before
submitting the tax return.

Sometimes this takes a
while. You can log out and
log back in later.

23

When you log back in you
will see that the tax return
has been submitted.
You also have other
options such as viewing
the calculation.
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