Online Renewal & Direct Debit User Guide

How to renew your registration online

You can renew your registration up to 8 weeks before it’s due to expire and you will not lose any time
from your 12 month registration. You will not be able to renew your registration earlier than 8 weeks before
your registration expiry date.

If you choose to renew your registration online you are agreeing to receive all communications from us

electronically.

If you would like to pay for your renewal via Direct Debit please do not click the ‘Renew’ button. If you do,
the facility to set up a Direct Debit will be blocked. Please follow the steps below to set up a Direct Debit.

Yes Would you like to
pay your renewal
fee by Direct Debit?

If you already have a Direct Debit set up,
sign in to your online account and check
the details are still correct.

The payment will automatically be taken
so it’s important your details are up to
date, otherwise you may be charged an

incorrect amount.

!

If you wish to pay via Direct Debit for the
first time, please see below for details
about how you can set up a Direct Debit.
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No

Sign in to your online account.

If you don’t already have an online
account, please email
register@gassaferegister.co.uk

|

Under the Account Management menu
click Renew. Once you click this you will
not be able to set up a Direct Debit.

!

Are the details

Click Make Payment to Renew.

l

You will be taken to the Pending
Payments page. Please check the
amount is correct, then click Process
Payment.

If the amount is not correct please
contact us on 0800 408 5577.

l

Decide how you would like to pay and
enter your details to make the payment.

}

Once you have renewed your registration
you will see a Processed Payment
Summary and you will receive an email
confirmation.

displayed still correct?

Click Update Details to make changes.

'

Click View/Amend Details where
appropriate and make the necessary
changes.

If you do not want to renew an engineer, but
would like them to carry out gas work until
your registration expires, please untick the
box Renew next year against the engineer.

!

Click Submit at the bottom of the page.
A message will appear when your changes
have been successfully saved.

|

Click My Account on the top menu,
then Renew. If you have additional
details to change, repeat the process
above.
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How to set up a Direct Debit

Setting up a Direct Debit is an easy way to manage your registration and it’s convenient as payments will
be taken automatically. Your Direct Debit can be changed at easily at any time, and it is covered by the Direct
Debit Guarantee.

Sign in to your online account.

If you don’t already have an online account,
you can set one up by emailing
register@gassaferegister.co.uk

!

To read FAQs about setting
up a Direct Debit, go to the
Resource Hub > Direct
Debit information > FAQs
article on the right hand
side.

Under the Account Management
menu, click on Direct Debit.

!

Make sure that you read ALL of the
instructions on the Direct Debit information
page and you have the information you need

to set up a Direct Debit.

!

Click Set up your Direct Debit now.

You’ll need your:

> Gas Safe registration number
o full bank account details
o email address

You can chose to pay your
renewal fee as a one off
Direct Debit payment or
spread across 10 monthly
payments.

!

Make a note of the unique reference at the
bottom of the page. You will need this later.

!

Click Set up Direct Debit.

!

Read through the information
and click Continue to proceed.

!

Follow the online instructions and submit
your details to set up your Direct Debit.

!

You will receive an email acknowledging
your Direct Debit application.

!

As soon as your Direct Debit has been
approved you will receive an email from Gas
Safe Register’s finance team.

If you do not receive this within 5

working days please contact us at
register@gassaferegister.co.uk
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