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Business Link services for farmers

Businesslink.gov.uk/farming is the online
service providing advice and support to farmers
and growers. It replaces Defra's Whole Farm
Approach (WFA) service and includes:

e SPS online at businesslink.gov.uk/sps-claim
o CTS online at businesslink.gov.uk/cts

* Farm Surveys and Assessments at
businesslink.gov.uk/farming-online

 ELS online at businesslink.gov.uk/els

For more information read the inside of the back
cover.
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Introduction

The RPA Online service allows you to submit your Single Payment Scheme (SPS) application
electronically via our own web-based service, SPS Online.

SPS Online:

( \

e Allows you to access and amend your pre-populated SPS data, and submit your
application to us electronically.

o Checks your application for common errors so you can correct them before you submit.

* Provides you with an instant on-screen acknowledgement that confirms we have
received your application.

* Lets you track your SPS claims for the 2009 scheme year onwards, regardless of whether
you submitted your application electronically or on a paper form.

e Lets you view and print all Claim and Entitlements Statements that we have sent to you

from the 2009 scheme year onwards.
G J

You can access SPS Online via the 'Log in to RPA Online' button on the Business Link
website at businesslink.gov.uk/sps-claim. This guidance contains detailed instructions on
how to register and/or enrol for the RPA Online service.

Personal Identification Numbers (PINs)

Before you can register and enrol, you will need a Personal Identification Number (PIN). You
can find your PIN in the letter enclosed with this guidance. This relates to a specific Single
Business Identifier (SBI) or Personal Identifier (PI) if you are an agent. The PIN can only be
used to enrol for the SBI/PI it was issued for. If you would like a PIN for a different SBI/PI you
can request it using one of the methods below.

We send a PIN letter to all legally empowered people registered against an SBI. All these
letters will have the same PIN number. Only one of you needs to complete the registration
and enrolment process before using our online services.

If you have lost or not received your PIN you can request one by:

+ Usingthe link provided on the Registration and Enrolment screens of RPA Online.
«  Visiting rpa.defra.gov.uk/spsonline and selecting the ‘request a PIN'" link.

«  E-mailing csc@rpa.gsi.gov.uk.

« Calling our Customer Service Centre on 0845 603 7777.

We issue all PINs by post. If you do not receive a new PIN within 7 days, please contact our
Customer Service Centre.




1. Areyouan Agent?

If you are an Agent who has not previously registered on the Government Gateway

You need a Personal Identifier (PI) to use SPS Online on behalf of other businesses or people.
If you do not have one please call our Customer Service Centre on 0845 603 7777 to get one.
Once you receive your Pl you can register and enrol direct on the Government Gateway or
follow the guidance below.

«  Visit businesslink.gov.uk/sps-claim and select 'Go to RPA Online to register'
(Image 1.1)
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« Select the 'Register as an Agent' link on the Government Gateway home page (Image 1.3).

éovernment

Select your language

s Whatisthe Welcome to the Government Gateway
Governmert ) )
Gateway? Do you have an existing account for online government services?

+ Help Dasks
If yes, then please click below to login
+ Iz it secure?

Enter the Government Gateway

If no, then please register. Registering with the Government Gateway enables you to sign up for any of the UK Government's senvices that are
available over the Internet. Which Senices are available online?

To register with the Government Gateway, please read the three sections below and decide whether to register as an Individual, an Organisation
or an Agent. More information about registration

In uals > Organisations

Register as an 'Individual' for services for Register as an 'Organisation’ if you rephg
personal use such as view Council Tax, Self  a business (including employers, sole 178

Assessment Online, Carers Allowance and  and farming organisations), a charity, of othé g ffe Carporation Tax
Tax Credits Online. or i i TYOPRBUATE, Soll Assessment Online
Senvices include Electronic VAT Returns, for Agents and PAYE Online for Agents. You
Employer Direct Online and PAYE Online for  must already have obtained the
Employers. necessary enrolment information from
the relevant Government department.

To find out how the Government Gateway uses the information you provide, read the Privacy Palicy

Image 1.3

e Select the 'Register' button in the left hand box, then enter your details in the relevant
boxes (Image 1.4). Please make a note of your password, as you need this every time you
access the Government Gateway or RPA Online.

¥ Register for a Government Gateway account

To register for a Government Gateway account using a User ID enter your details below. Please ensure you create a password that
you will remember in future. The details you enter will not be sent to any third parties.

*required information (if you only have a first name or a sumame (not both), leave one of the name boxes empty)

*First name(s)
*Sumame
Email address

Password must:

= contain 8-12 letters and numbers
= contain at least one number and one letter
= not contain the word ‘password'

Enter a password
Confirm password

Additional information (optional)
Information such as your
organisation/department, telephone
numbers, etc. could help others in your
organisation identify you. This information
will not be sent to any third parties. =
Max. 255 characters

Image 1.4




+  Select 'Submit'.
+ Fillin the boxes to create an Agent ID
» Select 'Submit'.

After submitting you receive instant on-screen confirmation that you are registered with the
Government Gateway. Please make a note of your Government Gateway User ID (Image 1.5)
as you also need this every time you access the Government Gateway or RPA Online. If this
is the first service you have enrolled for on the Government Gateway, you will receive your
Government Gateway User ID in the post.

é overnment

ateway

1234 1234 1234

Image 1.5

« Fromthe "Your services' screen you see alist of services available, select 'RPA SPS Electronic
Channel - England’ (Image 1.6).
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+  Enter your Pl and PIN and select 'Submit'.

You can now access RPA Online through the Business Link website at
businesslink.gov.uk/sps-claim.

If you are an Agent who has previously registered on the Government Gateway
« Visit www.gateway.gov.uk.

+ Select the ‘Enter the Government Gateway' button on the Government Gateway home page
(Image 1.7).
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+  Onthe Login screen enter your existing Government Gateway User ID and password, then
select 'Login'.

«  Fromthe "Your services' screen you see a list of services available, select 'RPA SPS
Electronic Channel — England’ (Image 1.6)..

+  Enter your Pl and PIN and select 'Submit'.

You can now access RPA Online through the Business Link website at
businesslink.gov.uk/sps-claim.




Manage your clients’ SBls

Log in to SPS Online and select '"Manage SBI Links' from the left hand menu. Use this page to add
or remove a link between your agent Pl and any SBIs you act on behalf of for SPS (Image 1.8).

SPS Online
SPS Online PI 100001003
EPA Online
Y our Details Manage SBI Links
Make a Clair - Agent
SBl List Agent SBI List
Track Claims - Agent
2Bl List You can use this page to add or remove links between your agent Pl and any SBle you have been authorized to handle via the Government
Gateway.
Wiew Statements - Agent
SBI List
Manage S8 Links Search Hew Link
Vou can use this facility to find an SEl by searching on buginess You can link a new SBI by clicking the button balow.
narme or SBI.

Help and guidance

Howto use [ ] [seasn] Add new link

Scheme Guidance

FAQ

Glossary |'A|| SBls (29)
Coract RPA Paged of3 12 2 Mext =
sk RPA 3 question E Business Name
Tell BPA what you think ot [Fam | Femse ik

101001002 ‘Farm =2a ‘ Remove link
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To add alink to an SBI select the ‘Add new link' button and enter the SBI and PIN for the client
you want to add. If your client does not have their PIN you can request a new one by selecting the
‘Request a PIN" button on this screen.

We send PINs by post which normally takes 7 to 10 days to arrive. Please note that we only send the
PIN to the people who are regjstered as legally empowered for the business. Therefore, you should
make sure you have all the PINs you need before the start of the application process.

Common points agents have raised when trying to add clients in SPS Online:

PIN is invalid/not recognised - you may not be using the correct PIN for the SBI. If more than
one PIN has been issued only the latest PIN is valid.

The client may be already linked to another agent. If the client has used another agent in the
past, the client will need to contact our Customer Service Centre.

If you are an assistant within an agent group on the Government Gateway, you are not
authorised to create links.

If you are part of an agent group on the Government Gateway, the client may not be assigned
to you within the Government Gateway. When an agent within a group links a client in SPS
Online, the client is linked to the group PI but not to any specific user within the group. An
administrator within the group needs to go to the Government Gateway, select ‘Manage
Client Services' and assign each client to one or more of the users within the group. Those
people will then be able to see the client's details within SPS Online.

If you are experiencing problems adding a client and you don't think it is due to one of the
reasons above, please call our Customer Service Centre with full details and we will investigate
the problem.

0,



2. Have you already enrolled for RPA Online?

If you are an existing SPS Online user, you will have already completed your registration on
the Government Gateway and enrolled for SPS Online, which is now part of RPA Online.

«  Visit businesslink.gov.uk/sps-claim and select ‘'Log in to RPA Online' (Image 2.1).
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«  Enter your existing Government Gateway User ID and password and select 'Login’ to
access SPS Online (Image 2.2).
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Login
New user?  Eagister

Please choose your login method Help?

USRGID SEEuEsvar Entar your User ID & Paseword

Digital Certificate

User ID

[ EompettenyourUser D2

Password

= When you have finished your online session, you should either close the browser or lagout
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3. Do you use a Commercial Software Package?

There are currently two farm software providers who offer packages which allow you to submit
your SPS application electronically. For contact details and more information on these software
packages visit their websites listed below:

® Paul Holliday Software  www.phsoftwaresolutions.com

e Farmplan www.farmplan.co.uk

As a registered and enrolled farm software customer you can also access other RPA Online
services, as detailed below.

«  Visit businesslink.gov.uk/sps-claim and select 'Go to RPA Online to register’
(Image 3.1).
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Select 'Continue’ for option 3 ‘Do you use a Commercial Software Package?' (Image 3.2).
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Enter your existing Government Gateway User ID and password and select 'Login’ to
access SPS Online (Image 3.3).
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4. Do you have a Government Gateway account but
have not used RPA Online before?

If you are already registered with the Government Gateway for other services such as

CTS Online, you can use your existing Government Gateway User ID and password, but you
need to enrol for RPA Online. You can enrol direct on the Government Gateway or follow the
guidance below.

- Visit businesslink.gov.uk/sps-claim and select ‘Go to RPA Online to register’
(Image 4.1).
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Select 'Continue’ for option 4 'Do you have a Government Gateway account but have not
used RPA Online before?' (Image 4.2).
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Enter your existing Government Gateway User ID and password and select 'Login’ to
access SPS Online (Image 4.3).
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Enter your SBI and PIN then select 'Submit' (Image 4.4).
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Please note that if you request a PIN from this screen, it will replace any previous PINs issued
(including the PIN details in the letter enclosed with this guidance).

After submitting these details you see the confirmation screen for RPA Online Enrolment
(Image 4.5) and the services you are enrolled for.
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5. Areyou a New user?

+  Visit businesslink.gov.uk/sps-claim and select ‘Go to RPA Online to register’

(Image 5.1).
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«  Select 'Continue' for option 5 ‘New user' (Image 5.2).
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* Enter the details required in the relevant boxes (Image 5.3). Make a note of your
password as you need this every time you access RPA Online.

*  Then select 'Submit’'.

Please note that if you request a PIN from this screen, it will replace any previous PINs issued
(including the PIN details in the letter enclosed with this guidance).
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*  After submitting these details you see the confirmation screen for the Government
Gateway Registration (Image 5.4) and the services you are enrolled for.

rpa___ )

Business
Link

Dafra Farm Assessments Defra Farm Surveys m CT8 Online ELS Online Retum to Business Link|

Regist and

| APA Online SHE 10110

| Confirmation of Registration with the Government Gateway

You haws succsssluby regatsred wih Tha Groemmmani Galewsy

Gateway

Gouemment Gateway User 1D rerp——

Pleass knap a recon of your Gavermmant Gateway 10, you will nesd iz uach fima you Ing bnts REA Online, You will alsa recalve a copy in the post,

Confirmation of Enrolment for RPA Online
You have successhully enmied for the following RPA Oniine senices

= SPS Onlee

Comtinue to SPS Online

Image 5.4
*  Make a note of your Government Gateway User ID as you need this every time you
access RPA Online. You will receive your Government Gateway User ID in the post.

° D



Contact us

For help in registering and enrolling or using any of the RPA Online services contact us at:
Web: rpa.defra.gov.uk

E-mail: csc@rpa.gsi.gov.uk

Customer Service Centre: 0845 603 7777 Monday to Friday 8:30am to 5:00pm

Post: Rural Payments Agency
PO Box 300
Sheffield
S95 1AA
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Business
LINnK

Business Link services for farmers

What can you do?

You can access guidance and tools and sign up for e-mail alerts to let you
know when regulations change.

You can view over 100 new guides, covering a range of subjects from funding
and grants, Environmental Stewardship schemes to Cross Compliance.

You can explore a range of topics including:

» Funding diversification.

* Trading your farm produce.

* Managing waste to increase profitability.
*  Marketing certified seed.

» Converting to organic farming.

* Animal health, welfare and tracing.

You can access links to other farming related associations, as well as general
information on tax, financial planning, health and safety and international
trade.

Farming Link

Defra has launched an online news alerts service for you to keep up-to-date
with the latest farming news, replacing the Farming Link magazine that you
have received previously. Sign up at defra.gov.uk/farminglink to receive
monthly e-mails alerting you to news, upcoming events, consultations and
other key dates.
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