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Accessing RPW Online accounts through the Government Gateway

Introduction

Rural Payments Wales Online (RPW Online) enables customers and their agents/farming
union representatives to manage business accounts using the Internet.

An RPW Online account enables you to:

complete Applications and Expressions of Interests (EOISs)

be notified by text or email message for any important updates

check the status of any live or ongoing claims

ask and respond to queries from RPW, including uploading documents

update your business details

give permission for Farming Union representatives and Agents to complete business
on your behalf if you so wish

e add and manage Country Parish Holdings (CPH).

Before using the service you will need to enrol with or log in to Government Gateway, this
section of the booklet will help you do this. Using this step by step guide will ensure you enrol
successfully first time, verify your details if you are already a Government Gateway user and
tells you how to manage your Government Gateway account when you have logged in.

How to access Government Gateway
There are two ways you can access the Government Gateway for RPW Online:
e Log in through the Welsh Government’s website, at www.wales.gov.uk/rpwonline

RPW Online login

Access RPW Online (external link)
e Loginvia a Saved Browser Link (Once logged into the Welsh Government website,

RPW Online page, bookmark the page or add to your favourites, depending on the
internet browser used)
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Registering for the Government Gateway user ID and password

To register for a Government Gateway user ID and password you can follow these simple
steps to set up an account:

1. Click on “Set up a new user ID”.

Sign in using Government
Gateway

Problems signingin

2. You will then be prompted to enter an email address. It is important to use an email
address that is valid and you have access to as a confirmation code will be sent to it in
order to complete the registration. It will also be used if you lose your log in detalils.

Englah |

What is your email address?
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3. An 8 digit Government Gateway code will be generated and emailed to you. This code
needs to be entered on the following screen. If you have not received a code you can
click on the “l have not got the email” link and a new code will be emailed to you. Please
note the previous code will no longer be valid if a new one is generated.

Confirm your email address

4. If the code has been entered correctly, your email address will be confirmed.

Email address confirmed
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5. You will then be prompted to enter your full name

+ Eag) Englist |

What is your full name?

6. The next step is to create a password for your Government Gateway account. The
password must be between 8 and 12 characters, have at least one number (0-9), have
at least one letter and must not contain special characters.

Create a password
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7. You will then need to create a recovery word. Please make a note of your chosen word
and store it in a safe and secure place for future reference.

Set up recovery for your sign e

in details

8. The word must be between 6 and 12 characters and must not contain any spaces,
special characters or numbers.

Set up arecovery word
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9. Your Government Gateway registration is now complete. The next screen confirms your
user ID, it will also be sent to your confirmed email address. You will need your user 1D
and the password you set up every time you try to access your RPW Online account.

Englsh | Gymica

Your user D s

Your utar 1D has been sent ta

You will nsed this 10 and your plssword svery Hime you san in to

Govemment Gateway

' |
X I

You will then be directed to the Customer Account Activation or Customer Registration page.
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Existing Government Gateway user logging in

If you are an existing Government Gateway user, you will not need to re-register for an
account; your existing user ID and password can be used to access RPW Online.

However, the first log in to the new Government Gateway platform will prompt you to verify
your name and email is correct. You will also be asked to create a recovery word, which you
will require if you lose your log in details.

Follow these simple steps to verify your details:

1. If you know your user ID and password enter them in the sign in screen below, and skip
to step 3.

Sign in using Government
Gateway

B

2. If you have forgotten your log in details, the links below will help you to retrieve them.
Please refer to the Lost Credentials section of this guide for more information on this.

Problems signing in
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3. When you have signed in to your Government Gateway you will be prompted to check
your details are correct. Please ensure the email address is valid and you have access
to it as it will be used to recover log in details should you lose them. If your details are
correct, you can click “Yes” and skip to step 7. If they are not correct, click “No”.

Check your Government
Gateway details

Are your details correct?
Ow O
| Govtne |

4. Follow these steps in order to update your incorrect details. The first screen will allow
you to update your name

4 2xh Ermalish

Update your Government
Gateway details
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5. The next screen will allow you to update your email address. It is important to use an
email address that is valid and you have access to as a confirmation code will be sent to
it in order to complete the verification. It will also be used if you lose your log in details.

4 Uach

Change your email address

6. Once you have confirmed your email address an 8 digit Government Gateway code will
be generated and emailed to you. This code needs to be entered on the following
screen. If you have not received a code you can click on the “I have not got the email”
link and a new code will be emailed to you. Please note the previous code will no longer
be valid if a new one is generated.

Confirm your email address

v
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7. The next step is to create a recovery word. Please make a note of your chosen word
and store it in a safe and secure place for future reference. If you forget your password
you will need to have your recovery word in order to re-set it.

Set up recovery for your sign
in details

8. The recovery word must be between 6 and 12 characters and must not contain any
spaces, special characters or numbers.

Set up arecovery word

I“
B

This completes the verification process. You will only need to verify your details once, the next
time you log in you will be directed to your RPW Online homepage. If you need to change any
of your details you can do so at any time, please refer to the Managing your Government
Gateway section of this guide for more information on how to do this.

If you have not accessed RPW Online before, you will be directed to a page that will allow you
to activate your account or to register as a customer, please refer to Activating your RPW
Online Account or Customer Registration

Page12



Lost Credentials — Government Gateway user ID and password

If you have forgotten your Government Gateway User ID or password, there are ways in which
you can recover them.

Problems signing in

Forgotten password
If you have forgotten your password, click on the “I have forgotten my password” link. In order

to re-set it you will need to have your User ID, email address and recovery word. Enter your
user ID and email address on the first screen. The email address must be the same as the one

that was used to create your user ID.

Reset your password

3 oot 10 el L your yaet 1D and amail addrons 30 we can iy to find
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When you click “Continue” you will be prompted to enter 3 letters from your recovery word.

Enter the 2nd, 5th and 7th
letters from your recovery
word

mimim
e

You will then be able to create a new password. The password must be between 8 and 12
characters, have at least one number (0-9), have at least one letter and must not contain any
special characters.

Create a new password
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Your new password will be saved, and you will be re-directed to the log in page below so you
can enter your user ID and new password. An email will also be sent to your email address
confirming you have changed your password.

Sign in using Government
Gateway

Forgotten user ID, password and recovery word

If, however, you have forgotten your user ID, password and recovery word you have two
options:

e You can ask an Administrator to remove you as a team member and re-add you so a
new user ID and temporary password is generated. Please see the Group Management
section for guidance on how to remove and add team members.

e If you are the only Administrator, you will have to be un-enrolled and then re-enrolled for
RPW Online so you can set up a new Government Gateway user ID and password. For
further information on this please contact the Customer Contact Centre, contact details
can be found in the Further Guidance and Support section of this guide.
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Account Activation or Customer Registration

Activate your account — Customers who already have a CRN

If you are an existing RPW customer but have not accessed RPW Online before, it is easy to
activate your account. You will need to have your Customer Reference Number (CRN),
correspondence address postcode and Activation code in order to activate. This information
will have been sent to you via an Activation code letter when your registration for a CRN was
complete. If you are unable to find this and require a new activation code, you can contact the
Customer Contact Centre; see Further Guidance and Support at the end of this guide.

Customer Registration — Customers registering with RPW for the first time

If you would like to register as a RPW customer, you can complete an online Customer
Registration form which will provide you with a CRN and instant access to RPW Online.

R T e N N
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D e T LI PR

i% RPW e

Customer Account Activation or Customer Registration
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More detailed guidance on how to activate your account and how to register as a customer is
available online at www.gov.wales/rpwonline.
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Managing your Government Gateway account

If you are an existing Government Gateway user, you will retain the role you previously had;
either an Administrator or an Assistant. An Assistant is now known as a Standard user.

Administrator

If you have created a new Government Gateway account you will automatically have an
Administrator role. An Administrator is able to add, remove and make changes to all team
members associated with the Government Gateway account. You can decide whether the
team members should have an Administrator or Standard role.

Standard User

A Standard role does not allow the user to add, remove or make changes to team members.
Team Members

The team members are the users who can access the RPW Online account. A team can have
multiple Administrators and Standard users. All team members will access the RPW Online
account using their own User ID and password.

By adding a team member you are giving them the authority to act on behalf of the business
via RPW Online.

The Government Gateway team members do not need to be the same as the individuals
declared on your Customer Details (CDW) form or Customer Registration. You can add an
Administrator or Standard user, who is not named as an individual within the business, to your
Government Gateway account. This means they will not be contacted by RPW in the event of
any business as usual processes but because they have been added to your GG online
account, you have authorised them to act on behalf of your business and so they will be able to
submit applications, make business details changes etc via your RPW Online account.
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It is easy to see what role you have; an Administrator will have a link to Group Management
and Profile Management but a Standard user will only have Profile Management. The links to
these are available as soon as you have logged into Government Gateway, even if you have
not yet activated or registered for an RPW Online account.
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Group Management

Group Management allows you to add, remove, search and manage your Government
Gateway team members. If you click on the “Group Management” link the following screen will
appear:

Team members

Add amember

Adding a team member

1. To add a team member click on the “Add a member” link. This screen will allow you to
enter their information. Please ensure the email address is valid and the new team
member has access to it as they will receive their User ID by email. You will also need
to confirm whether they should be an Administrator or Standard user.

Add a team member
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2. Once you have entered the information you will be prompted to confirm you want to add
the new team member. If you want to remove them, change their details or Add another
team member before confirming, you can do so by clicking the links below.

4 Pach

Confirm you want to add these new team
members

Mt by Hemo Change

3. When you have confirmed the details of the new team member/s a confirmation screen
will appear confirming the number of team members added and what will happen next.

Englan | (L
1team member added

P ViDe you Naxe added

What happens next

Wa wll sand you anamuiwith atamoor ey pasasword for the rew tanm
membos

Ol tham thair tempor oy passwocd 1o they can uis 1T with thelr wiar 1 to
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The new team member will then be able to log in to RPW Online through the Government
Gateway using their User ID and temporary password. When they first log in they will be
prompted to set a new password.

Create a new password

All Administrators can add, remove, change or manage group members whenever required
through Group Management. Please note there must always be at least one Administrator for a
Government Gateway account.

Page 21



Profile Management

Profile management is available for both Administrator and Standard team members. It will
allow you to manage your name, email address, password and recovery word. Click the
“Change’” link to update the information.

Your Government Gateway details

hangus yeul make hare wil not affect of

Full name
Emall sddress
Password 00 rrarieeas

Recovery ward Nek sot

If you click to change your full name the following screen will appear so it can be updated:

What is your full name?
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If you click to change your email address the following screen will appear so it can be updated.
It is important to use an email address that is valid and you have access to as a confirmation
code will be sent to it in order to update your email address. It will also be used if you lose your
log in detalils.

Change your email address

[

Once you have confirmed your email address an 8 digit Government Gateway code will be
generated and emailed to you. This code needs to be entered on the following screen. If you
have not received a code you can click on the “I have not got the email” link and a new code
will be emailed to you. Please note the previous code will no longer be valid if a new one is
generated.

Enter the code

»

Your email address will be updated when you have confirmed the code.
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If you click to change your password the following screen will appear so it can be updated:

Create a new password

If you click to change or add your recovery word the following screen will appear. If a recovery
word has not previously been set it is suggested you add one as it will be required if you forget
your password.

« Back Enoliah |

Change your recovery word

You can manage your profile whenever required by selecting the “Profile Management” link.
You are unable to change your role to an Administrator if you are a Standard user, only an
Administrator can change the roles of the team members.
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Further Guidance and Support

More detailed guidance can be found on the Welsh Government website
www.gov.wales/rpwonline.

Our Customer Contact Centre can be reached on 0300 062 5004. Their opening hours are:

Monday to Thursday 8:30am until 5pm
Friday 8:30am until 4:30pm.

You can also send them a message via your RPW Online account.

Our Customer Contact Centre can also talk to you about workshops and one to-
one support available during the SAF window and at other key times.

For further information on Rural Payments Wales run schemes, please visit
www.gov.wales/rpwonline

Computer access or training

The website www.computercourses.wales lists public access computers as
well as training courses available across Wales. You can also call on 0845
474 8282. There are also a limited number of computers available at some
Welsh Government offices.

Broadband availability

Fast-fibre broadband is being introduced throughout Wales or you can apply
for a grant to access high speed broadband through other means. Visit
www.gov.wales/broadband for more information or telephone 0300 025 8887.
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