
Beginner's guide to completing your VAT Return online 

This guide provides you with some extra assistance when filing your VAT Return 
online and paying your VAT electronically for the first time. 

You'll also find some pictures of the screens in the service to help you to familiarise 
yourself with the way it works. 

But remember, if you've chosen to use commercial software to file your return, you'll 
need to speak to your software supplier about how to complete your return and about 
any problems you may have. 

Before you can file your VAT Return online, you must have registered and enrolled 
for the VAT Online service.  If you haven't done this yet, please go to the 'Beginners 
guide to signing up to use the VAT Online service' at  
www.hmrc.gov.uk/vat/sign-up-for-online.pdf. 

Filing your VAT Return online  

Before you start, make sure you have your figures to hand. You will need these to 
complete your VAT Return online. 

1. Go to www.online.hmrc.gov.uk for the 'Welcome to Online services' page. 

 
Go to 'Existing users' and type in your User ID and password. Then click 'Login'.  

2. You'll be taken to the 'Your HMRC services' page.  Select the 'Access service' link 
next to 'Submit a VAT return'. 

3. You'll be taken to the 'At a glance' page. To file a return, select 'Submit a return' 
either from within the main page, or from the left-hand menu. 

www.hmrc.gov.uk/vat/sign-up-for-online.pdf


 

The first time you use the VAT Online service, and before you file your first return, 
you will be asked to set up something known as 'shared secrets'. You only need to 
do this once. HMRC may use these details to help identify you, if for instance you call 
the Helpdesk for advice, or if you need to change your address or bank details 
online. HMRC will never ask you to disclose a complete shared secret, either over 
the phone or on the website. They will only ask for certain characters from one of 
your shared secrets. 

Shared secrets include: 

 - your first school 

 - your last school 

 - a memorable place 

 - a memorable name 

 - a memorable date 

Each secret must consist of a minimum of 6 and a maximum of 32 characters, and 
only characters a-z, A-Z and 0-9 will be accepted.  It is important that you remember 
these details.  If you make a note of them, please keep them secure. 

If you wish, you can set up an online Direct Debit Instruction before selecting the 
period you wish to file a return for. For more information about this you can go to 
'How to pay VAT' at www.hmrc.gov.uk/payinghmrc/vat.htm. 

To file a return online straightaway click 'Next'. 

4. On the next page click on the box next to the relevant VAT period that you want to 
file a return for. 

www.hmrc.gov.uk/payinghmrc/vat.htm


5. On the next page scroll down to be able to see Boxes 1 to 9, and then simply fill in 
the return on-screen, as you would on paper. You'll see that the online return does 
some automatic calculations for you, reducing the number of boxes you need to fill in. 

Tip: 

If you need to insert a negative amount, put a minus (-) sign before the number. 

Once you've completed the return, click 'Next'. 

6. You are now at the point where you need to double-check your figures and confirm 
that the details you've entered are correct. (You can't amend the return online after 
you have submitted it, so it's important to make sure it's right before you submit.) 

At this point, if you want to correct any errors, click 'Back'. 



 

Tip: 

You might want to print a copy of your return before you send it to us – use the print 
facility on your browser. (You don't have to keep a copy - there's an automatic one 
kept for you on your VAT Online services account.) 

To file your return, click 'Submit'. 

7. You will then see the 'Security Check' page, where you need to re-enter your User 
ID and password, then click 'Submit'. 



You will then see a 'Submission receipt' page (at very busy times there may be a 
short delay in this page being displayed). This tells you that HMRC has received your 
return safely and gives you a submission receipt number. It's a good idea to save or 
print a copy of the submission receipt page. Select 'Close' once you have printed or 
stored a copy.  

You have now successfully filed your VAT Return online. 

Remember, if you file online, then you must pay your VAT electronically.  For more 
information about this you can go to 'How to pay VAT' at 
www.hmrc.gov.uk/payinghmrc/vat.htm. 

www.hmrc.gov.uk/payinghmrc/vat.htm
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