Citizens Access - Revenues user guides
Register for Council Tax
This guide shows you how to create a Council Tax account and let us know that
you need to start paying Council Tax. In this guide, we’ll call the property
you’re moving into the ‘new property’.
If your property is a new build, you'll need to contact us to register for Council
Tax. You cannot do it online. Call 01642 726006 and an advisor will help you.
Once your property is registered, you can use the online service to manage
your account.
Please note, the only difference on the forms, when you select either owner or
tenant, is that if you’re a tenant, you’ll be asked for the landlord’s details
(name/address).
Under ‘Tell us that you have moved home’ click on view notification options to
open up the different options, then click on ‘I am moving into the Borough of
Middlesbrough…’

The first question will be whether you’re the owner of the new property or
moving into the property as a tenant. Choose which applies to you, then enter
your name on the next page. You’ll then be asked for your contact details and
your preferred way for us to contact you.
When you click next, you’ll see the screen below. Enter the postcode for the
new address and click ‘Find address’. This should give a list of properties with
that postcode – choose the right address. If you do not know the postcode,
click on ‘I don’t know the postcode’ option, and you can manually input the
address. Once done, click next.

The next page asks you for the date you purchased the property/the date your
tenancy starts, and the moving in date. You can enter the dates manually or
click on the calendar to select the date.
If you’re a tenant, you’ll also be asked for a tenancy end date.

You’ll then be asked to confirm your status in the property.

The next page asks if there are other people (aged 18 or over) moving into the
property with you.
If not, select no and continue. You’ll be asked later to claim Single Person
Discount.
If yes, select yes then ‘Add a record’. Enter their name, contact details, and
status in the property.

If you’re a tenant, the next page will ask you to provide the details
(name/address) for the property’s landlord. Enter these if you know them,
then continue.
You’ll then get to the screen below. If you’re not moving into the property
straight away, you can change your contact address for the bill to be sent to. If
this is the case, choose no for ‘Do you want the council tax bill and any
correspondence sent to the new address?’ Add the address you’d like the bill
to be sent to. You can then enter any other information you feel necessary in
the text box.

When you’re done, you’ll be shown the summary screen. At this stage you can
upload documents if needed (for example, your tenancy agreement). If you’re
happy with the information given, click ‘agree’ to the declaration and submit
the changes.

