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Capital Works Claims — How to Complete Guidance

Important Notice

This guide explains how to complete a Capital Works Claim.

You must complete a Capital Works Claim by the deadline stipulated in your Contract
in order to claim payment for the following schemes:

e Glastir Advanced

e Glastir Advanced combined with Glastir Common Land Contract
e Sustainable Production Grant

e Glastir Woodland Restoration

e Glastir Woodland Creation

e Glastir Woodland Management

e Glastir Small Grants

e Farm Business Grant

e Farm Business Grant — Yard Coverings
e EMFF Added Value

e Glastir Commons

If you are encountering problems or are unable to access your online account, please
contact the Customer Contact Centre on 0300 062 5004.
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RPW Online Account

The Capital Works Claim can be accessed via your RPW online Account.

Once you have logged into your online account the RPW online ‘Homepage’ will
appear.

{27 GOV.UK

Keeping your information secure English | Cymraeg

Businesses and organisations using HMRC services will soon be
required to use an access code to sign in. If you do not already receive
access codes, you can find out more about the planned changes (opens
n new tab).

Do not share your Government Gateway user ID and password with
anyone else.

Signin using Government
Gateway

Government Gateway user ID

This could be up to 12 characters

Password

Create sign in details
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Accessing the Capital Works Claim

The Capital Works claims can be accessed via the link on the bottom left of the Home
Screen (as shown below). Alternatively, you can click on the ‘Forms’ tab on the menu
bar, and then click on the link for ‘Capital Works Claim’ in the blue panel on the right
of the screen.

When you have finished your online session, please ensure that you log out and close the browser.

When completing applications ensure you do not use your browser’'s back button.

Messages between You and RPW Useful Links
BCMS

== Derbyniwyd y Contract / Contract Accepted: VAOOOO0O9 (1.00) Farming and scheme information
Bovine TB

Farm animal movements and identification

European Maritime and Fisheries Fund
EID Cymru

WView all messages

Start a Form

Appeal Available anytime

Capital Works Claim
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Once you have selected to start your Capital Works Claim you will see the following
page. Ensure your details shown are correct, and if they are not, correct these on your
RPW Online account before continuing. If you are ready to proceed, click the ‘Start’
button.

T au Gwleddig Ly

= RPW[EEE

R Payrranin W kes

Cymraeg Log Off

Home My Detadls - Land -~ Comespondence 119 ~ Forms Contracts and Small Grants = oodiand Plans

Start Application start an application or claim

Yo have asked to complete the following application online: Capital Works Claim.

RPW Online will prompt you for the information nequired by the form. By starting this application online you are not committing to submitting it online: you may Exit
the process at any time. if you Exit the application, you can come back later to complete the remainder, RPW Online will have saved the information you entered in
YOUP Previeus Session.

The application will not be submitted to the ‘Welsh Government until you click the “Submat” option at the end of the process. Once you have submitted the application
you will net be able to make changes 1o it using RPW Oniline.

if you have any problems completing your Capital Works Claim then you can also contact ‘Customer Contact Centre’ for further guidance.

Plaase check that the Customer Details and Online Preferences shown below are correct before submitting your application. If incomect, you can change them now by
cicking the Custormer Details or Online Preferences Bnks below

Customer Details online Preferences
Tracing Title Ernail or SMS (Text) Preference
Address Email Address

Mobile Mumber

Postcode
Telephone Mumber
Ermail Address
Mumber of Partners

Guidance Contact Us Capyright Accessibility
Dacuments Statement Staterment

When you click the Start button this will take you to the Capital Works Claim
Introduction Page.
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Introduction Page

This page provides key messages about the Capital Works Claim. Please ensure you
have read them thoroughly before you begin. Further detailed information about the
scheme you are claiming for can be found on the Activities Available to Claim page.

You can access the Capital Works Claim How to Complete Guidance on the Welsh
Government website (this will open a new tab on your Internet Browser) by clicking
the ‘How to Complete’ link.

Capital Works Claim Capital Works Claim
w5

Llywodraeth Cymru
Welsh Government
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Select Contracts

This page will only appear if you have more than one contract available to claim.

Some Capital Works Claims will have more than one contract available to select. This
can be separate contracts for the same scheme or contracts for different schemes.

Select which contract(s) you wish to claim by clicking the relevant box.

The Capital Works Claim below has two contracts available to claim - Farm Business
Grant and Glastir Advanced.

Capital © Help Guide

Works Claim Select Contracts <Pov | [ Nea>
CRN.
Select the contracts for which you want to claim Capital Works items.
B Introduction
Contract Reference / EOI Reference Contract Type. Claim for items on this contract?
b I Submission) Farm Business Grant - Window 6 Farm Business Grant

Glastir Advanced

< Prev B Save & Print % Exit Next >

The Capital Works Claim below has more than one contract available for the same
Glastir Small Grants scheme:

Capital @ Help Gusde

A £ Prey Mext >
Works Claim Select Contracts f°
CRN
Select the contracts. for which you want to claim Caplal Works ftems.
B ibocuction
B Select Contracts contract Reterence | 0| Reference Sontract Type. Claim for itéms on this contract?
%  Submiss - Bryn Fedin Glastic Small Grants
- Lwchen hor Glastr Small Granis
Cae Shinod Glastir Small Grants
= Madod Glagtir Smail Granis

< Prey & save & Pt  Exit et >
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When you select a contract to claim, the scheme will appear on the left hand side of
the page. If you select more than one contract, each scheme you have selected will

appear here.

Capital @ Help Guide
Works Claim
CRN
B rod r
R s v
> Glast ed v
> t yodland Creation «
v ubmission v
R Erors, Information &
Summary
. :,",‘ larations and
Underaking
B Submit
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Activities Available to Claim

This screen displays the Capital Works activities that are available to be claimed at
this time.

This screen will display the contract you are claiming for.

At the top of this page is a blue Help box which provides guidance on what you need
to do in order to complete your claim.

For certain Capital Works Claims, another blue box will appear under the Help box
providing more detailed scheme specific guidance relevant to the claim you have
selected.

Activities Available to Claim

Contract Raterence / EQ1 Refarence Contract Type Contract Period

Capital Works Number Description Approved Quantity Claim this Activity? Claimed Quantity Date Activity Completed

oo | € & - N

You must accurately complete the information contained in this screen. Tick the box
against the activity you wish to claim. Enter the claimed quantity, and the date the
activity was completed.

Note that you can only claim once for an activity, you cannot claim for part of an activity
now, then submit another claim for the remaining part later.

You must only claim an activity when all work under that activity has been completed.

If any of the details entered are incorrect, error messages will appear on the screen
and you will not be able to submit your claim until all of these errors have been
corrected.
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Submission

Errors and Information

This section lists any ‘Errors’ or ‘Information Messages’ contained in your Capital
Works Claim.

You must correct any errors before you can submit the Capital Works Claim.

Information Messages are to prompt you on any action you may need to take, but do
not prevent you from submitting your claim.

Errors or Information Messages specific to a section can be viewed by clicking the

section name on the left hand side or click the Section Name link within the Errors and
Information box.

Capital Works Claim Errors, Information & Summary ¢ revos B 5

Errors and Information
. Mo Errors of Information M

im & complete or accurate. You must stil ensure that you have selected the appropriate activities that are to be included and that all details are complate and accurate.

Summary Details
Important: Please review this summary. Please seroll down, if applicable.

o Bt EMFF Added Value
2023

Capital Works Number  Description Date Activity Completed Claimed Quantity Valug (£)

Total Claim Value

Once you have corrected any errors your Capital Works Claim is ready for submission.
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The submission screen will list all of the activities that you have selected to claim, and
will also show the value of the claim.

Capital Works Claim Errors, Information & Summary oo B See N ¥
[ °

Errors snd Information
" No E

Impartant: Please review this summary. Please scroll down, if applicable.

The following summarises your Capital Works Claim as completed by you.

w Do e EMFF Added Value
) 2023
.
Capital Works Number  Description Date Activity Completed Claimed Quantity Value (£
s -
@ Feewhomtage om0 1 em am
60 vivier/shellfish Tank 20/06/2023 1 tem 2,400.00

Total Claim Value

Declarations and Undertakings

Capital Works Claim Declarations and Undertakings €:#amo

| declare that

I have resd and agree to the above Declarations and Undertakings.

You must read the Declarations and Undertakings to ensure you comply with these.
Scroll down the page to read all of the Declarations and Undertakings. Once you are
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happy you have read, understood, and complied with these tick the box at the bottom
to proceed.

If you do not tick the box to confirm you have read, understood and complied with the
Declarations and Undertakings, you will encounter an error message and will not be
able to submit your claim until you have ticked this box.

For certain Capital Works Claims, there will be more than one tick box, please ensure
that all boxes listed are ticked.

Select the Next button if you wish to continue.

Capital Works Claim Submit
& @
You are now ready to submit your Capital Works Claim.
B Introd -
f you are required to provide any Supporting documents:
EMFF Added Value B
> N v s Geotagged photographs must be submitted online. Your claim is not valid until all photographic evidence has been submitted.
* Other Supporting documents can be submitted through RPW Online messaging, by post or by visiting your Divisional Offic
v 4 101

Click the button below to submit your Capital Works Claim application.

' Errors, Information &

A message containing a copy of your Capital Works claim will be available in your online Message page within one working day.

Your Capital Works Claim is now ready for submission. If you are ready to submit you
must press the submit button.

You must ensure you submit your Capital Works Claim by the deadline contained in
the contract.

If you fail to claim by this deadline you will not receive payment.
Once you have submitted the claim you must submit all supporting documentation.

If you fail to submit all relevant supporting documentation by this deadline you will not
receive payment.
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Contact Detalls

General Enquires — Customer Contact Centre

Your first point of contact for all telephone enquiries and email correspondence should
be the Customer Contact Centre where staff are on hand to provide information and
answer queries.

You can use the ‘Messages’ page on your RPW Online account to send an enquiry to
the Customer Contact Centre. Alternatively, you can use the following contact details:

Tel: 0300 062 5004
PO Box address:

Rural Payments Wales
PO Box 251

Caernarfon
LL55 9DA



