
Registering for the Online Portal 
 
Login to your existing Online Services account. 
 

 
 
Enter the letters from your Security Answer when prompted to. 
 

 
 
On the Online Services Home page scroll down and click on Customs & Excise. 
 

 
  



 
Click on Online Portal. 
 

 
 
You’ll then be prompted to verify your e-mail address; click on Send email. 
 

 
 
You’ll see this onscreen message after you click Send email. 
 

 
 
This email will be sent to the email address you set in your online services account. 
  



When you receive the verification e-mail, click on the link contained in it to verify your 
e-mail. 
 

 
 
A new web browser window should open with an automated message confirming that 
your e-mail address has been successfully verified. 
 

 
 
Click back on the open tab on your web browser and click on the link in the Email 
Sent screen. 
 

 
  



Click Approve. 
 

 
 
Click Request Access. 
 

 
  



Read through this screen and click Request Access again at the bottom. 
 

 
 
Enter your TIN and complete the other details on the screen. 
 
When you become VAT registered, you will be notified of your TIN number. This email 
will be sent to the email address you set in your online services account. 
 

 
  



Scroll down the screen and click the box under the Declaration to show that you have 
read and agree to the declaration. 
 

 
 
The click Submit Request. 
 

 
 
You should then see the following screen: 
 



 
  



Once you receive your activation code via a letter e-mailed to you (the email address set 
in your Online Services account), log back onto Online Services, go to Customs & 
Excise and click on Taxpayer Portal. 
 
Enter the activation code from the letter and click Verify access. 
 

 
 
You should then see this screen: 
 

 
 
Click on View account details. 
  



This is your online VAT account homepage which is covered in RMS Guide 3. 
 

 


