
 

 

                          
 
 
 
 
 

Rural Payments service – 
onscreen help 
 
 
 
 
 
 
 
www.gov.uk/claim-rural-payments 
 
The ‘Help’ links on the screens in the Rural Payments service tell you 
what to do on that screen. 
 
This document contains all the onscreen ‘Help’ for people using the 
service. We’ll update it as more features become available on the 
service. You can print it or save it to your computer. 
 
Version 10.0 
13 March 2018 – updated version 10 to remove ‘not currently available’ references from ‘Apply for 
BPS’ and the information about hedges in the ‘Parcel details’ screen (page 4).  
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Business summary 

 
You can create and update a summary showing the business details, entitlements, land, 
land use details and common-land rights (if you have any) held in the Rural Payments 
service for this business. You can also read or print the summary or save it to 
your computer. 
 

 
 
 

To do this there are 2 options: 
 
1 - Click Generate to create a new version of the summary containing the latest information 
in the service.  
 
A small message will appear on screen to tell you that the summary is being created or 
updated. When this has finished, the date and time it was created will appear near the 
‘Download’ option. 
 
2 - Click Download to read or print the summary or to save it to your computer. This will be 
the last summary you created about this business. For this to work there must already have 
been a summary generated.  
 
You can read the summary on screen by scrolling down the pages using the scroll bar at the 
side of the screen or you can print or save it by using the functions at the bottom of 
the screen. 
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View land 
 

Land summary 

This screen shows an overview of the information we have about the land on your holding. 
  
You can use the map to see your land parcel boundaries. 

To see a larger full screen map click  and to return to the small map click . 

On the map, a number like this  means there are several land parcels. To see your land 

parcel boundaries click the number , or click . 
  
Individual land parcels are outlined in blue on the map. 
 
To see an aerial photo, click Photo. 
 
To see more information about an individual land parcel, do either of the following: 

 click that land parcel on the map 

 click that Parcel ID in the list. 
 

Parcel details  

This screen shows the information we have about this land parcel. It includes: 
 

 the land cover (arable land, permanent grassland, permanent crops, or other - which is 
non-agricultural land) 

 a table of details about any hedges that have been mapped, showing: 

o the length of the hedge in metres – numbered in order of length - if the length 
changes the order may change 

o whether the hedge is eligible as an Ecological Focus Area (EFA) by 'Yes’ or ‘No’. 
 

Viewing hedges within the map or photo 

To see any hedges that have been mapped click  in the small map or photo on 

your screen. Or to use the full screen map or photo click  first.  
 
The hedges appear in light green. If you hold the cursor over a hedge on the map or photo 
the hedge becomes pink, and the information for that hedge in the table becomes grey. This 
works the other way around too, and makes it easier to see which information in the table 
relates to each hedge.  
 

Click  again and the hedges disappear from the map or photo. 
 
Measuring within the map or photo 
You can measure the length of anything on the small map or photo on your screen, or for 

long lengths you can use a full screen photo or map by clicking  to see more of your 
land.  
 
Before you start: Make sure you can see everything you want to measure in the screen. 

To do this you may need to click zoom in  or zoom out . (After you start to measure, 
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zooming in or out will still work, but if you zoom out too far to the point where the land parcel 
boundary disappears, you’ll lose what you’ve already measured.) 
  
Start to measure: To measure the length of anything on the map or photo click the measure 

icon  in the map or photo. 
Then click at the point you want to start to measure from.  
 
To measure anything that is not a straight line click again at as many points as necessary 
along the length.  
 
Click twice at the point you want to stop measuring. 
 
The length (in metres) will appear at the top of the map or photo – each time you make 
another click in the map or photo, the length (in metres) at the top will increase until you click 
twice to end the measurement. 
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Land use 
 
Use this screen to change your land use and tell us about what you have on your land.  
 

1 - Apply for BPS – check before you start changing land use 

The land uses and areas and the linear features (hedges and buffer strips) in this section will 
be the same as those shown in Parts C and D of your ‘application summary’. If you are 
applying for BPS, check Parts C and D of your application summary before you update your 
land use. Then make any changes needed in this ‘Land use’ screen.  

 

What to check if you are applying for BPS 

Make sure that all the agricultural land on your holding in England is in the application 
summary and this screen, as well as any non-agricultural land claimed for in Rural 
Development Programme agreements or the National Forest Changing Landscapes 
Scheme. Make sure all your land is included, even if you’re not claiming it for BPS.  
 
Check that the information shown for your land parcels is correct and complete. And make 
sure all the land use codes are included, such as permanent grass, permanent crops, and 
arable crops. 
 
Make sure that you declare all land uses (both eligible and ineligible) taking account of any 
changes you’ve told us about on an RLE1 form which is on GOV.UK at  
www.gov.uk/rpa/bps-2018.  
 
There are several land uses that you must not use – the full list is on GOV.UK at 
www.gov.uk/rpa/bps-2018. 

 
If you have any of these features, include the area in the main land use for that land parcel. 
 

What you can see 

 
 
This screen shows line by line the individual land uses for each land parcel. The land parcels 
are listed under the National Grid prefix, and in alphabetical and numerical order. 

https://www.gov.uk/guidance/bps-2018
https://www.gov.uk/guidance/bps-2018
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Key Terms  

NG – is a list of your fields ordered by National Grid parcel prefix.  
 
Filters – this allows you to search (read more about how to use this under ‘How to search in 
the land use screens’). 
 
Edit – use this to change a land use, area or length of an existing land use in the table, or to 
add a rotation catch or cover crop. 
 
Add – use this to include extra land uses such as linear greening features - for example, 
buffer strips or hedges - you’re using for ‘ecological focus areas’ (EFA).  
 
You may see an ‘overdeclared’ warning, if you’ve declared a land use with an area larger 
than the size of the land parcel we currently have mapped.  
 
Delete – use this to remove a land use. 
 
Sheet – Ordnance Survey (OS) reference for the land parcel (application summary 
column C2). 
 
Parcel – National Grid (NG) reference for the land parcel (application summary column C2). 
 
Parcel size – total field size in hectares (ha) (application summary column C3). This area is 
based on the latest mapping information we hold. It will not change if you make any changes 
to your land use on the screen. It will change when RPA updates your maps.  
 
BPS area – maximum area eligible for BPS in hectares (ha) (application summary column 
C4). This area is based on the latest mapping information we hold. It will not change if you 
make any changes to your land use on the screen. It will change when RPA updates your 
maps.  
 
Land use – shows the land use code and land use (application summary column C7). 
 
Rot – this is the crop rotation number – the first/main crop shows automatically as 1. 
If you’ve added a catch or cover crop this should be shown as 2. 
 
Ha or m – part field size/area/length of the land use (in hectares or metres (for greening 
features)). 
 
Undeclared – you may see an amber box showing this if the land use is not declared for the 
whole of the land parcel currently mapped.  
 
Overdeclared – you may see a red box showing this if the land use is larger than the total 
size of the land parcel currently mapped. 
 
This screen also shows you how many undeclared or overdeclared land parcels there are for 
the NG prefix showing at the top of the table. You can see this to the right hand side of the 
bar at the top of the table.   
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2 – How to search in the land use screens 

If you have more than one National Grid prefix, choose the relevant one from a list of all the 
prefixes that relate to your land. The prefix consists of 2 letters, for example, AB1234 5678. 
To do this, click the arrow in the bar at the top of the Land Uses box. This will show all your 
land parcels with that prefix. 
 

 
 
Or, you can choose how you want to search for the land parcels you want to change. Click 
on the + sign next to the ‘Filters’ heading. Here you can search by any of the following: 

 Sheet – this is the Ordnance Survey Sheet reference which consists of 4 numbers, for 
example, AB1234 

 Parcel – this is  the National Grid (NG) field reference number which consists of 
4 numbers, for example, AB1234 5678 

 Land use – this is the description and code for the land use within the land parcel, for 
example, ‘AC17 maize’. 

 Click the arrow to choose: 

o All – will show all your land parcels for the NG prefix showing in the bar at the top of 
the table. 

o Undeclared – you may see this if the land use is not declared for the whole of the 
land parcel currently mapped.  

o Overdeclared – you may see this if the land use is larger than the total size of the 
land parcel currently mapped. 

 
Once you have chosen a filter, click Search. 
 
The screen that appears will show all the land parcels for the NG prefix and filters chosen. 
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3 – How to make changes to land use 

Use the ‘Edit’, ‘Add’ or ‘Delete’ icons to make changes to your land use information as 
described below. 

 
A1 - Edit land use 

For the land parcel you want to edit, click the Edit icon. Before you do this make a note of 
the area you are planning to change it to. For example, the field size or BPS area. 
 

 
 
(To leave this screen at any time without saving the new information click Back.) 
 
To change the land use, click in the Land use box, start to type the land use description or 
code, for example, ‘Maize’ or ‘AC17’, a list of land use descriptions and codes will appear. 
You can then choose the code you want. Make sure you click the correct one from the list. A 
full list of codes is on GOV.UK at www.gov.uk/rpa/bps-2018.  
 
To change the area of the land use, click into the Ha box and enter the new figure – show it 
to 4 decimal places. To change the length of a linear feature, for example, buffer strip or 
hedge you’re using as an EFA, click into the m (metres) box and enter the new length. 
 
After you’ve made your changes, click Save to confirm them. Then click Back to go back to 
the main land use screen.  
 

 
 
The updates will show in the land use screen.  
 

 
 
However, if you have reduced the size of the land use in a land parcel, a new row will appear 
containing the area of the land parcel that now does not have any land use declared in it. 
That new row will contain a warning message saying ‘undeclared’ in the land use column. 

https://www.gov.uk/guidance/bps-2018
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For information about what to do with ‘undeclared’ land areas, read section B1 – Add land 
use. 
If you increase the area it is likley that you will see a red ‘overdeclared’ message afterwards. 
There are some instances where you may have to do this, such as when you have made a 
boundary change which increases the area of the land parcel. For more information read 
‘How to claim BPS online’ on GOV.UK at www.gov.uk/rpa/bps-2018.  
 

A2 - Rotation crop (only to be used for EFA catch or cover crops) 

You can add a rotation EFA cover crop or EFA catch crop by editing the existing relevant 
land use. The catch crop or cover crop should be shown as a ‘rotation 2’ crop - so that the 
total parcel size is not increased.  
 
Find the land use for the land parcel you need, then click the Edit icon next to the land use. 
 
Click the + sign next to ‘Rotations’. Then add the land use and area in the same way as 
described above at A1: However, you can only enter 2 land uses: 

 CA01 – catch crop 

 CA02 – cover crop. 
 
Next, click the arrow and choose ‘2’, to show this is the 2nd crop to be grown on this land in 
the scheme year. 
 
After you’ve made your changes, click Save to confirm them. Then click Back to go back to 
the main land use screen.  
 

 
 
The update will now show. The ‘Rot.’ (Rotation) column will show as 2 separate crops 
covering the same part field area. 
 

 

https://www.gov.uk/guidance/bps-2018
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B1 - Add land use 
For the land parcel you want to add land use to , click the Add icon. 
  

 
 

(To leave this screen at any time without saving the new information click Back.) 
 

To add a land use, click in the Land use box, start to type the land use description or the 
code, for example, ‘wheat’ or ‘AC66’, a list of land uses will appear. You can then choose the 
land use description and code you want. A full list of codes is on GOV.UK at 
www.gov.uk/rpa/bps-2018.  
 

To add the area of the land use, click into the Ha box and enter the figure – show it to 
4 decimal places.  
 

If you’re adding a land use because it’s shown as ‘undeclared’, the ‘ha’ box will already 
contain the undeclared area of the land parcel. You can change it if you need to but you may 
still receive a warning if there is still an area of ‘undeclared’ land use or if it is 
now ‘overdeclared’. 
 

After you’ve made your changes, click Save to confirm them. Then click Back to go back to 
the main land use screen.  
 

 
 

The updates will now show in the land use screen. 
  

 

https://www.gov.uk/guidance/bps-2018
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B2 - Add a linear greening feature 

Buffer strips and hedges you’re using for EFA also need to be identified separately, and their 
length recorded in metres.  
 

Follow the instructions above at B1 – Add land use. Enter the land use code and name, and 
enter the length in metres.  
 

 
 

The update will show as below. 
 

 
 

C - Delete land use 

Find the land use for the land parcel you want to ‘delete, then click the Delete icon for 
that parcel.  
 

 
  
A message will appear to confirm if you want to delete the land use. 
Click Delete to confirm. Click Back if you do not want to delete the row. 
 

 
 

The update will now show.  
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Transfer land 

 
In the Rural Payments service you can transfer whole land parcels that you’ve sold, given or 
leased to another farm business. You will need to use an RLE 1 form – which is on GOV.UK 
at www.gov.uk/rpa/bps-2018 – if you want to transfer land by sub-lease, through inheritance 
or if you want to transfer part land parcels. 
 
You can also remove land from your record if the land should not appear under your SBI 
because you no longer have control of it - for example, you do not farm it any longer or you 
tried to delete it from your application last year and it’s still appearing. 
 
To do this, choose ‘Remove’ as the transfer type. This completely removes the land parcel 
from your record so you will not be able to claim for payment on it for BPS (or some rural 
payments schemes). Do not use the ‘Remove’ option if you still control the land parcel for 
any of the schemes. For more information and a list of the rural payments schemes involved 
read ‘How to claim BPS online’ – which is on GOV.UK at www.gov.uk/rpa/bps-2018. 
 

Before you start 

Before you start you need to know the single business identifier (SBI) for the business you’re 
transferring the land to. You’ll also need to know the Ordnance Survey (OS) sheet reference 
number and the National Grid (NG) prefix and field number for each land parcel you’re 
transferring. For example, AA1234 5678. 
 

Starting a transfer 

To start the transfer click the arrow and choose the Transfer type you’re making: 

 ‘Sale/Gift’ for land you’re selling or giving to another business 

 ‘Lease’ for land you’re leasing to another business. 

 ‘Remove’ for land you no longer control and want to remove from your record. 
 

 
 

If you’re transferring land, tell us the business you’re transferring the land to, by typing the 
single business identifier (SBI) for that business in the box next to Transferee customer: 
SBI. Then click Search. 
 

 

https://www.gov.uk/guidance/bps-2018
https://www.gov.uk/guidance/bps-2018
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The business name registered on the Rural Payments service for that SBI should appear. 
If you receive an onscreen message saying ‘The Transferee SBI is not recognised’, please 
check that you’ve input the SBI correctly, or that the SBI is correct, you may need to check 
this with the business you’re transferring the land to. 
 
If you choose ‘Remove’ land, you do not need to put anything in Transferee customer: SBI. 
This will automatically show ‘No customer selected (parcels will be removed from holding)’. 
 

 
 
Next, use the Effective from date box, to tell us the date: 

 the land transferred (which means, it was sold, given or leased) to the other business; or 

 you’re removing the land from your record. 
 

To enter the date, click into the box, and a calendar will appear. Choose the date that the 
land transferred to the other business. You can choose a date in the past by clicking the left 
arrow which will move to the previous month each time you click it. This date can be from 
1 January 2018 up to the current date, explained beside the box as ‘range: 01/01/2018 – 
current date’. 
 

If you’re leasing land to another business, enter the Effective to date as well, this is the date 
the lease will end. You must give a date here, and it must be later than the Effective from 
date you’ve already entered. 
 

 
 

You now need to tell us which of your land parcels you’re transferring or removing. You can 
search for your land parcels on this screen by using any one of the following: 

 Selecting a National Grid land parcel prefix from the NG box and clicking Search. 
A list will appear showing all your land parcels with the prefix you chose. 

 Typing an OS Map sheet reference and clicking Search. 

 Typing an NG field number and clicking Search. 
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Key terms 

 

Select parcels to transfer (selected 0) – this will show how many land parcels you’re 
transferring after you’ve chosen them from the list which will appear at the bottom of 
the screen. 

NG – this is the National Grid land parcel prefix which consists of 2 letters for example, AB. 

OS Map sheet reference – this is the Ordnance Survey sheet reference which consists of 
4 numbers, for example AB1234. 

NG field number – this is the National Grid field number which consists of 4 numbers, for 
example AB1234 5678. 
 
After you’ve clicked ‘Search’, the list that appears will show the land parcel(s) you searched 
for. It will also show the total size of a land parcel, whether you’re a tenant or you own the 
land, and the percentage of the land you own or rent. 
 
If the ‘Holding type’ column shows ‘Owner’, ‘Owner/occupier’ or ‘Self declared’ for a land 
parcel, this means that you’re recorded as the owner of that land. 
 
If the ‘Holding type’ column shows ‘Tenant’, ‘SRent’ or ‘LRent’ for a land parcel, this means 
that you’re recorded as the tenant of that land. 
 
You can transfer or remove your land in the Rural Payments service if your ‘Holding type’ is 
any of these except ‘Tenant’. If it is ‘Tenant’ you need to read the RLE1 guidance and fill in 
an RLE1 form (which are on GOV.UK at www.gov.uk/rpa/bps-2018) to transfer or remove 
that land.  
 
If you own less than 100% of a land parcel you cannot transfer or remove it in the Rural 
Payments service. You’ll need to read the RLE1 guidance and fill in an RLE1 form (which 
are on GOV.UK at www.gov.uk/rpa/bps-2018) to transfer or remove that land parcel.  
 
Below the list, wording will tell you how many pages of detail there are in the complete list, 
for example Page 1 of 4, click the arrows to move to the next or previous page. 
 

Pick the land parcels you want to transfer 

Click the small box at the left end of the rows for each land parcel you want to transfer or 
remove. A tick will appear in this box for the land parcels you’ve chosen.  
 
Once you’ve selected all the parcels you want to transfer or remove, click Proceed to 
continue. 
 
 

https://www.gov.uk/guidance/bps-2018
https://www.gov.uk/guidance/bps-2018
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A new screen will show details of everything you entered at the previous screen. 
Check these details are correct. Then do one of the following:  

 click Cancel if the details are wrong or you’ve made a mistake and want to return to the 
previous screen 

 click Confirm to complete the transfer or to remove the land. 
 
A new screen will confirm that the land has been transferred or removed successfully.  
 
Click OK to return to the ‘Land transfers’ screen or click Back to land to return to the main 
land screen.  
 

If you’ve made an incorrect transfer 

After you’ve submitted your land transfer or removed your land, if you realise you’ve made a 
mistake, you need to email or write to RPA explaining what was transferred and what 
mistake was made. RPA will look at what you’ve said and if appropriate may be able to 
make the change required. 
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View entitlements 
 
These screens show the Basic Payment Scheme (BPS) entitlements you have for this 
business for each: 

 BPS payment region in England the entitlements are in 

 scheme year from 2015 onwards.  
 
You can choose which scheme year you want to see the details for by clicking the option at 
the top of the screen. 
 
Choose from the following tabs:  

 Entitlements balance – shows the number of entitlements you had at the start of each 
scheme year, the number you’ve used or not used, and the total number you have at that 
particular time.  

 Pending Entitlement Transfers – shows any entitlement transfers before they’ve been 
completed by RPA. 

 Clawback/NR Award – shows the number of entitlements that have been taken back by 
RPA. It also shows the number of entitlements you’ve been given under the ‘new farmer’ 
or ‘young farmer’ rules 

 Transfer in & out – shows any entitlement transfers after they’ve been completed by 
RPA. 

 

Entitlements balance 

 

For the scheme year you choose, this screen shows the following: 
 

Number of entitlements – the number of entitlements you had at the start of the scheme year 
(including any transfers up to this date and any entitlements you’ve leased from another 
business). 
 

Leased entitlements – the number of entitlements you’d leased from another business at the 
start of the scheme year. 
 

Owned used and Owned unused – the number of entitlements you own which you’ve used 
or not used during the scheme year. 
 

Leased used and Leased unused – the number of entitlements you’ve leased from another 
business which you’ve used or not used during the scheme year. 
 

Total used and Total unused – the total number of entitlements you own and lease, which 
you’ve used or not used during the scheme year. 
 

The ‘Number of entitlements’ shown in this screen and the ‘Transfer entitlements’ screen 
may be different until the transfer is completed. This may not be visible until the next scheme 
year screens become available in the Rural Payments service. 
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Pending Entitlements Transfers 

 

For the scheme year you choose, this screen shows the following: 
 
Transfers IN – any transfers being made to you from another business that have not yet 
been completed by RPA. 
 
Transfers OUT – any transfers you’ve made to another business that have not yet been 
completed by RPA. 
 
The details tell you: 

 which type of transfer it is, for example, ‘Sale/Gift of entitlements’ or ‘Lease’ 

 the single business identifier (SBI) of either the business making the transfer to you, or 
the business you’re transferring the entitlements to 

 the date that the entitlements will transfer to either your business or the other business  

 the BPS payment region in England the entitlements are in, for example, Non-SDA 

 the number of entitlements being transferred. 

 
Any transfers with an effective date in the next scheme year will appear in the screen for that 
year when it becomes available in the Rural Payments service. 
 

Clawback/NR Award 

 
 

Clawback/surrendered: 

 
For the scheme year you choose, this screen shows any entitlements that RPA has taken 
from you (clawback) or you have given back to RPA as you no longer need them 
(surrendered). 
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RPA may need to take entitlements from you for either of the following reasons: 

 you have not declared enough eligible land to support the entitlements on your 
2015 application  

 you have not used the entitlements in 2 consecutive years. 

 
The details tell you: 

 which BPS payment region in England these entitlements are in, for example, Non-SDA 

 the number of these entitlements you owned or leased. 
 

NR Award: 

For the scheme year you choose, the screen also shows any entitlements RPA has given to 
you under the ‘new farmer’ or the ‘young farmer’ rules. 
 
The details tell you: 

 which BPS payment region in England the entitlements are in, for example, Non-SDA 

 the number of entitlements you have been given (owned). 

 

Transfers in & out 

 

For the scheme year you choose, this screen shows all entitlement transfers for this 
business after they have been approved by RPA. It also shows details of any entitlements 
you’ve leased from, and leased to, another business. 
 

Transfers: 

Transfers IN – shows all transfers made to you from another business after they’ve been 
completed by RPA. 
 
Transfers OUT – shows all transfers you’ve made to another business after they’ve been 
completed by RPA. 
 
The details tell you: 

 the reference RPA has given to the transfer 

 which type of transfer it is, for example, ‘Sale/Gift of entitlements’ or ‘Lease’ 
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 the single business identifier (SBI) of either the business making the transfer to you, or 
the business you’re transferring the entitlements to 

 the date that the entitlements have transferred or will transfer to either your business or 
the other business  

 the BPS payment region in England the entitlements are in, for example, Non-SDA 

 the number of entitlements being transferred. 

 
Any transfers with an effective date in the next scheme year will appear in the screen for that 
year when it becomes available in the Rural Payments service. 
 

Leases: 
 
Open leases IN – shows any entitlements you’ve leased from another business. 
 
Open leases OUT – shows any entitlements you’ve leased to another business. 
 
The details tell you: 

 the reference RPA has given to the lease 

 the single business identifier (SBI) of either the business you’re leasing the entitlements 
from, or the business you’re leasing them to 

 the BPS payment region in England the entitlements are in, for example, Non-SDA 

 the number of entitlements being leased 

 the date that the lease ends and the entitlements automatically return to the owner on 
the Rural Payments service. After this, these entitlements will no longer appear on this 
screen.  
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Transfer entitlements 
 

Section 1 

You can transfer entitlements by sale, gift or lease in the Rural Payments service.  
 
You cannot make all transfers in the Rural Payments service, you need to fill in an RLE1 
form – which is on GOV.UK at www.gov.uk/rpa/bps-2018 – if you want to: 

 sub-lease entitlements 

 transfer entitlements through inheritance; or 

 give up entitlements to RPA. 
 
To extend a lease - or end it early - call RPA on 03000 200 301. 
 

Before you start 

To transfer entitlements you need to know the single business identifier (SBI) for the 
business you’re transferring entitlements to. For BPS 2018 onwards, that business also 
needs to have filled in the active farmer declaration in the Rural Payments service before the 
transfer can be completed. They need to do this because the change to the active farmer 
requirement was confirmed too late for RPA to make changes to the Rural Payments service 
for 2018. 

Select the type of transfer 

To start the transfer, click the arrow next to the Entitlements transfer type box (highlighted 
below) and choose the type of transfer you want to make. 
 

 

You can choose one of 2 options: 

 ‘Sale/Gift of Entitlements’ to transfer entitlements you’re selling or giving to another 
business 

 ‘Lease of entitlements’ to transfer entitlements you’re leasing to another business. 
 

When you’ve selected an option, another box will appear that you need to fill in. This is 
explained in the next section.  
 
If you made a mistake and want to start the transfer again click Cancel. This will take you 
back to the start of the transfer, and you’ll need to fill in all the information again. 

https://www.gov.uk/guidance/bps-2018
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Section 2 

Tell us who to transfer the entitlements to and when 

Enter the single business identifier (SBI) for the business you’re transferring the entitlements 
to in the box next to Transferee SBI. Then click Search. 
 

 
 

If you see a message saying ‘The transferee SBI is not recognised’, please check that 
you’ve input the SBI correctly, or that the SBI is correct, you may need to check this with the 
business you’re transferring the entitlements to. 
 

Section 3 

Tell us when you want the transfer to take place 

If you’ve entered a valid SBI:  

 The business name registered with the SBI you’ve entered will show automatically under 
the ‘Transferee SBI’ box. If the business name is not what you’d expected to see, you’ll 
need to check the SBI is correct as above. 

 Another box will appear for Effective from date. 
 

The ‘Effective from date’ is the date you want the entitlements to transfer to the other 
business. It is the date the business receiving the entitlements can use them from. To use 
them in the current scheme year, the ‘Effective from date’ must be on or before the BPS 
application deadline, usually 15 May. If the date is after the May deadline, they can only be 
used in the next scheme year. 
 

Choose the date you want the entitlements to transfer to the other business. You can choose 
a month by clicking the arrows in the grey bar at the top of the calendar, and a date by 
clicking the specific date in the calendar. 
 

 
 

If you’ve made a mistake and want to start the transfer again – click Cancel. This will take 
you back to the start of the transfer, and you’ll need to fill in all the information again. 
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If you’re selling or giving entitlements to another business – click Next. 
 

If you’re leasing entitlements to another business – enter the Effective to date – which is 
the date that the lease will end. You must give a date here, and it must be later than the 
Effective from date you’ve already entered. Choose the date from the calendar which will 
appear when you click in the box. 
 

Then click Next. 
 

You then need to tell us how many entitlements you want to transfer. This is explained in the 
next section. 
 

Section 4 

Select the entitlements you want to transfer 

This screen shows the entitlements you have in each payment region in England. Any recent 
entitlement transfers may not show yet. 
 

The ‘Number of entitlements’ or the ‘Use by Year’ will not be up to date if you have not been 
paid for a BPS application you’ve made, or RPA needs to make an adjustment to 
your payment. 
 

The ‘use by year’ will show you how many entitlements you currently have that are unused 
from the previous year. To find out more information about this read the table below, and 
read the BPS rules on GOV.UK at www.gov.uk/rpa/bps-2018 for more information about 
‘Use by Years’. 
 

Scenario What this means for the Use by Year 

You’ve been paid for BPS 2017 and 
you’ve used all your entitlements. 

The Use by Year will show as 2019. 

You’ve been paid for BPS 2017 but 
you have not used all your eligible 
entitlements. 

The Use by Year will show as 2019 for eligible 
entitlements you’ve used. 

The Use by Year will show as 2018 for eligible 
entitlements you have not used.  

You have not been paid for BPS 
2017. 

The Use by Year will show as 2017.  

The Use by Year for eligible entitlements you’ve 
used will show as 2019 when you’re paid for BPS 
2017. For any eligible entitlements you have not 
used the ‘Use by Year’ will show as 2018. 

Any transfer you make in the 2018 scheme year 
before you’ve been paid for BPS 2017 will be held, 
and the transfer completed after you’ve been paid. 

A financial support payment has 
been made to you in 2017. 

The Use by Year will show as 2018.  

The Use by Year for entitlements you’ve used will 
show as 2019 when the remainder of your BPS 
2017 payment is made. 

Any transfer you make in the 2018 scheme year 
before you’ve been paid fully for BPS 2017, will be 
held, and the transfer will be completed after 
you’ve been paid. 

https://www.gov.uk/guidance/bps-2018
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Use the white boxes on the right hand side to tell us how many of each entitlement you want 
to transfer. 
 
In the row showing the type of entitlements you want to transfer, for example, Non-SDA, 
enter the number of entitlements you want to transfer in the Number of entitlements to 
transfer column. You only need to do this to 2 decimal places, for example 5.00. The 
number you transfer must not be more than the ‘Number of entitlements’ you own for 
that region. 
 
If you’ve told us about a transfer of entitlements that is due to take place after the application 
deadline (usually 15 May) the entitlements in that transfer will still show in the ‘Number of 
entitlements’ column on this screen and the ‘View entitlements’ screen until the transfer date 
(effective from date) is reached, and the transfer is completed. Then RPA will confirm this in 
a letter or email. Therefore, please make sure you still have enough entitlements if you’re 
making any more transfers.  
 
When you have filled in the number of entitlements you want to transfer, click Next, if the 
information is correct. If it’s wrong, click Cancel – this will take you back to the first screen 
and you’ll need to enter all of the information again.  
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Section 5 

Confirm your transfer 

After you’ve clicked ‘Next’, you’ll then see a summary of the transfer with ‘Complete transfer’ 
or ‘Cancel’ options. 
 
If the information is correct, click Complete transfer which means that you’re submitting the 
transfer to RPA. If it’s wrong, click Cancel – to take you back to the first screen and you’ll 
need to enter all of the information again.  
 

 
 

If you’ve submitted the transfer, a message appears asking if you do want to transfer 
the entitlements.  
 
Click: 

 Cancel if you do not want to go ahead with the transfer and want to stay at the same 
point in the transfer. 

 OK to make the transfer. A message will appear on the screen saying ‘Entitlement 
transfer request received – We will contact you to confirm the transfer’.  
 

You’ll be notified by letter or email when the transfer has been completed. 
 
If the transfer date (effective from date) is before the current scheme year application 
deadline (usually 15 May) the ‘Number of entitlements’ shown in the transfer screen will be 
updated if you return to the screen to make another transfer. The ‘Number of entitlements’ 
shown in the ‘View entitlements’ screen may not update until after RPA has carried out any 
checks, if they are necessary, and the transfer is completed. So you may see a difference 
between the ‘Number of entitlements’ shown in the ‘Transfer entitlements’ and ‘View 
entitlements’ screens until the transfer is completed. Then RPA will confirm the transfer in a 
letter or email. 
 
If the transfer date (effective from date) is after the current scheme year application deadline 
(usually 15 May) the entitlements you’re transferring will stay in the ‘Number of entitlements’ 
shown in this screen and the ‘View entitlements’ screen until the transfer date. This means 
you can still use them to apply for BPS in the current scheme year.  
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When you’ve finished 

When you’ve finished your transfer click:  

 Back to go back to the first entitlement transfer screen. 

 Back to Entitlements then Back to Business overview to leave the 
Entitlements section. 
 

If you’ve made an incorrect transfer 

After you’ve submitted your entitlement transfer, if you realise you’ve made a mistake, you 
need to email or write to RPA explaining what was transferred and what mistake was made. 
RPA will look at what you’ve said and if appropriate may be able to make the 
change required.  
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Active farmer 
 

You no longer need to meet the ‘active farmer’ requirement under the Basic Payment 
Scheme (BPS) for 2018 onwards. However, for BPS 2018 you must fill in the first box of 
the ‘Active farmer declaration’ before you can submit your BPS application. This is 
because the change to the regulation was confirmed too late for RPA to make changes to 
the Rural Payments service for 2018. 
You can do this from the ‘Active farmer declaration’ link on the ‘Business overview’ screen or 
as part of your BPS application.  
 
When you open the active farmer declaration screen for the first time you’ll see the first 
question straightaway. The answers ‘Yes’ or ‘No’ will not be filled in. For BPS 2018 onwards 
all businesses must click ‘No – I qualify as an active farmer’. 
 
The Scheme year will show the current BPS year.  
 
Question 1: 

Do you operate one or more of the following non-agricultural activities: 

 airports 

 railway services 

 waterworks 

 real estate services 

 permanent sport and recreational grounds. 
 
For BPS 2018 all businesses must click No - I qualify as an active farmer (even if you do 
operate any of them). 

Then click Save. 

You’ll see a message that tells you your declaration has been completed successfully. 

Click Back. Then click Close if you have that option, or if not, click Back to Business 
overview at the top of the screen, to leave the Active farmer declaration. 
 
You must do this before the Rural Payments service will allow you to submit your 
2018 application. 
 

 
 

After you’ve filled in the box, if you go into the active farmer declaration screens again, you’ll 
see the question and answer you’ve already given. When you print your application 
summary you’ll see a black cross next to the question you’ve answered.  
Do not fill in any other boxes in this declaration for BPS 2018 onwards.
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Common land 
You can check, change or add information about the rights you have to common land or 

shared grazing. 

 

This table shows the information we currently hold about your common land grazing rights.  

Double-click on the row you want to change. 

(Or, if the table is empty and you want to add common land rights, click New page. Then, 

follow the steps under the heading ‘Tell us about your rights to a common if they are not 

shown here’, below.) 

Change your commons information 

Next, you’ll see a table called ‘Common declared rights’. You can change: 

 the name of the common you’re claiming on 

 the type of rights you have to claim on that common 

 the number of rights you want to claim. 

(If you do not see any information, click the arrow next to ‘Main’).  
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Key terms 

 Common land – the name and code of the common 

 Right type – the type of rights you hold on the common 

 Quantity of rights – the number of rights held for the ‘right type’  

 Shared code – for administrative use only; you do not need to enter any information 

here  

 Common register entry number – for administrative use only; you do not need to 

enter any information here 

 Common unique identifier – shows the common land code 

 Declaration year – shows the year you’re claiming for 

Read the guidance, ‘BPS 2016: Common land and shared grazing’. It explains how to work 

out the number of rights you have, and what rights you must declare. 

Change the name of the common 

Click anywhere in the ‘Common land’ box: you’ll get the option to Remove or Select. 

Choose Select. 

 

You will be shown a list of common land and common land codes.  

To find the right common, type the name of the common (as shown in the common land 

registry) into the ‘Description’ box. Click Search.  

From the list of results, click the common you want. If you do not see the common you want, 

click Clear and try again, using only a few letters from the name of the common. 

Once you have found the correct common land name, click on it once. Then click OK and 

the name of the common will change. 
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Then click Save. A message will pop up briefly to say ‘operation successfully completed’. 

You will need to click Back to go back to your list of commons and rights. 

Change the type of rights on a common 

Start by clicking in the ‘Right type’ box: you’ll get the option to Remove or Select. Choose 

Select. 
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You will be shown a list of types of rights. Click on the one you want, and click OK. 

If you are the owner of the common, and want to claim any owner’s surplus, select ‘Owner’ 

here. 

 

Then click Save. A message will pop up briefly to say ‘operation successfully completed’. 

You have changed the type of right you hold on that common. You will need to click ‘back’ to 

go back to your list of commons and rights. 

 

More than 1 type of right on a common 

Do you have more than 1 type of right on a common? If so, you need to add an extra entry 

for each type of right. (That means you need to add the common again – read ‘Add a 

common’ to see how to do this.) So, you could have one entry for your rights to graze sheep 

on common XYZ, and another entry for your rights to graze cattle on the same common.  

 

Change the number of rights on a common 

In the ‘Quantity of rights’ field, type in the correct number of rights you hold on this common. 

If you are the owner of the common, and want to claim any owner’s surplus, enter ‘1’ for 

‘Quantity of rights’. 
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Then click Save. A message will pop up briefly to say ‘operation successfully completed’. 

You have changed the type of rights you hold on that common. You will need to click Back 

to go back to your list of commons and rights. 

 

Remove a common 

To remove a common, click on common and select Remove page. Then click Yes. 
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Add a common 

This table shows all the information we currently have about your commons rights. 

 

 

If your rights on a particular common are not shown here, click New page and then click 

Common declared rights. 
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Click in the Common land box, then click Select in the box that appears. 

You will be shown a list of common land names and common land codes. To find the right 

common, type the name of the common (as shown in the common land registry) into the 

‘Description’ box. Click Search.  

From the list of results, click the common you want. If you do not see the common you want, 

click Clear and try again, using only a few letters from the name of the common. 

Once you’ve found the common you want from the list, click on it once. Then click OK and 

the name of the common will change. 

 

Next, pick the type of rights you have for that common. 

Start by clicking in the ‘Right type’ box, then click Select. 

You will be shown a list of types of rights. Click on the one you want, and click OK. 

If you are the owner of the common, and want to claim any owner’s surplus, select Owner 

here. 
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In the ‘Quantity of rights’ box, type in the correct number of rights you hold on this common. 

If you own the common and want to claim any owner’s surplus, enter ‘1’. 
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Then click Save. A message will pop up briefly to say ‘operation successfully completed’. 

You will see a screen showing the information you have added. If you need to make 

changes, click Back and then follow the steps in ‘Change your commons information’ above. 

If you do not need to make changes, click Back to business overview – it’s up at the top of 

the screen. 

 

If you are the owner of a common 

If you own a common, and want to claim any owners’ surplus, for ‘Right type’ you should 

select ‘Owner’. 

Then, in ‘Quantity of rights’, enter 1. 

RPA will contact you if they need any more information. 
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Apply for BPS  
 

Start or open a BPS application 

Use these screens to check the information in your Basic Payment Scheme application, 
complete your declarations and submit your application. Read ‘How to claim BPS online’ on 
GOV.UK at www.gov.uk/rpa/bps-2018 for more information and to find out what supporting 
information you need to send to RPA. 
 

Remember to save 

It’s important that you click any Save buttons as you go through your application. Then, if 
your power or broadband fails you will not lose the information you’ve already put into the 
service. Most of the screens will save information automatically as you update them, but if 
you see a save button, we recommend you use it regularly so you do not lose any changes 
you have made.  
 

Creating a new BPS application 

To start a new BPS application click ‘Create a new DIRECT PAYMENTS application’ – while 
this is working you may see the onscreen message telling you that an application is 
being created.  
 

If the ‘Create a new DIRECT PAYMENTS application’ button is not available or is not clearly 
visible, this means that the option to apply for BPS is not available to customers at that 
particular time. We tell you each year on GOV.UK when you can start to apply for BPS – this 
ends at midnight on the ‘late application’ deadline (usually 9 June).  
 

 
 

When the application has been created successfully a screen showing a green ‘tick’ 
appears. Click Back at the bottom of the screen. You may need to scroll down the screen to 
see it. 
 

 

https://www.gov.uk/guidance/bps-2018
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A screen will appear showing details about your application. You’ll no longer be able to use 
the ‘Create application’ button and a message will appear beside it saying ‘Application 
already created’.  
 

Opening your application 

Once you’ve created your application for the first time, you’ll see this screen. The information 
on the screen is explained below.  
 

 
 

Click Open to continue your application. 
  
Key terms 

Year – this is the BPS scheme year your claim is for. 

App. number – this is the unique number which was given to your application. 

Sector – the part of the European fund that BPS, greening and young farmer payments are 
made from (known as ‘Pillar 1’). 

Type – BPS, greening and young farmer payments are known as ‘direct payments’. 

Active – this shows ‘Yes’ or ‘No’ depending on whether the application is a current one or an 
old one. You will only have one ‘Active’ BPS application at any one time. 

Submit date – after you submit your application to RPA this box will show the date and time 
it was submitted. 

Status – this tells you what stage your claim is at: 

 Created – you've created a new application (remember to submit it by the application 
deadline). 

 Submitted – we’ve received your application and it’s ready for us to make our initial 
checks. 

 Claim validation – we're making our main checks on the claim. 

 Final checking – we're completing final checks to confirm the claim value. 

 Preparing for payment – our checks are complete and the claim will be sent for payment. 
You should receive your payment soon unless we’re still waiting for something from you 
before we can make your payment, for example, your bank details. 

Green button - before you submit your application this shows as ‘Open’. After you’ve 
submitted your application it shows as ‘Summary’. 
 
To change an application after you have submitted it  

If you need to change your application after you’ve submitted it, create a new application as 
above, make the change, then submit it. If you’ve submitted more than one application, RPA 
will accept the last valid application received before the application deadline (usually 
midnight on 15 May). You can read more about this and changes up to 31 May in ‘How to 
claim BPS online’ and the BPS rules, both are on GOV.UK at www.gov.uk/rpa/bps-2018. 
 
You cannot delete an application in the Rural Payments service. If you need to withdraw an 
application call RPA on 03000 200 301. 
 
  

https://www.gov.uk/guidance/bps-2018
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Your application screen 

This screen has 4 sections, each with different options underneath it. The ‘How to claim BPS 
online’ guidance explains the best way to work through these options to complete your 
application accurately. Before you start click View and print your application summary, 
then follow the instructions in this Help to create and print your application summary. You 
can use this to help you see where you might need to make any changes to your application. 
Then use your application summary to work through the section 'Make changes to your 
application'.

 

Make changes to your application  

This section of your application screen has 4 options (also read page 43 onwards): 

 Activate less BPS area – here you can reduce the ‘eligible area you want to claim for 
payment’ that appears in column C8 in your application summary. 

 Use less EFA than available – here you can reduce an ‘ecological focus area’ that 
appears in Part D of your application summary. 

 Apply for young farmer – fill this in if you want to apply for this payment. 

 Activate less commons – this allows you to change the common land rights you want 
to claim for BPS. 

 
 

View and print your application summary 

Click Generate to create your application summary. The summary will show all the 
information in your BPS claim at the date and time the document is created. 

A small message will appear on screen to tell you that the summary is being created or 
updated. When this has finished, the date and time it was created will appear near the 
‘Download’ option. 

Click Download to read or print the summary or to save it to your computer - this will be the 
most recent summary you created about this business. For this button to work there must 
already have been a summary generated. If you always ‘generate’ before you ‘download’ 
you’ll always see the most up to date information that is in the Rural Payments service. 

You can read the summary on screen by scrolling down the pages using the scroll bar at the 
side of the screen or you can print or save it by using the functions at the bottom of 
the screen. 

If you print it, you can use it to check all the details we have in the Rural Payments service 
for this business. 
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Declarations  

This section of your application screen has 5 options (also read page 49 onwards): 

 Active farmer – open this screen to make an active farmer declaration. You must fill in 
the active farmer declaration before you submit your BPS application. If you’ve already 
filled in the active farmer declaration from the link on the Business overview screen then 
you do not need to do it again here. 

 Payment – only complete this if you want to be paid in euros.  

 Organic – only complete this if you want your organic land to be exempt from the 
greening rules. 

 Cross border - only complete this if you have land in more than 1 part of the UK. 

 Your declaration and responsibilities – you must complete this declaration before you 
apply for BPS. 

 
 

Make/manage your application 

Click Submit to send your application to RPA. Only do this after you’ve completed all the 
sections above that are relevant to your application – read ‘How to claim BPS online’ on 
GOV.UK at www.gov.uk/rpa/bps-2018 for more information. You cannot submit your application 
until after you’ve filled in your ‘Active farmer’ declaration (first box only for BPS 2018 onwards 
stating ‘No-I qualify as an active farmer’) and ‘Your declaration and responsibilities.’ 

 
 

Leave your computer and internet connection on while your application is submitted. You will 
see a confirmation on the screen when it has been submitted successfully. If you see a 
warning screen after you press submit, you need to make sure you have completed the 
‘Active farmer’ declaration (first box only for BPS 2018 onwards stating ‘No-I am an active 
farmer’) and ‘Your declaration and responsibilities’ screen before you submit again. 

Immediately after you’ve submitted your application we recommend you ‘generate’ a new 
application summary, download it, and print it or save it to your computer. This will be a 
direct copy of the application you’ve submitted and will contain the date and time that you 
submitted it, as well as the date it was generated (‘Date Produced’). Follow the steps under 
‘View and print your application summary’. 

After you’ve submitted your application read ‘How to claim BPS online’ (on GOV.UK at 
www.gov.uk/rpa/bps-2018 again to check what supporting information you must send to 
RPA. 

https://www.gov.uk/guidance/bps-2018
https://www.gov.uk/guidance/bps-2018
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Make changes to your application 

Activate less BPS area 

Only fill this in to use less ‘eligible area you want to claim for payment’ than is shown in 
column C8 in your application summary. This screen will update automatically based on the 
land use information you put into the Rural Payments service. Read ‘How to claim BPS 
online’ on GOV.UK at www.gov.uk/rpa/bps-2018 for more information.  

Finding land parcels 

To find a land parcel, use the search tools at the top of the screen (shown below):  

 
 
The ‘Year’ will show the current scheme year for the land you are searching for.  
 
You can choose which land type you want to change by clicking the arrow to the right of the 
box. Choose which of the 3 BPS payment regions in England the land is in: 

 Moorland within SDA (known as SDA moorland) 

 Land outside SDA (known as Non-SDA) 

 SDA land not moorland (known as SDA) 
 
Next, you can choose to see All your land use details or only Eligible or Ineligible land use 
details by clicking the button next to the relevant option.  
 
You can choose to search by National Grid (NG) land parcel prefix, or to search for a 
particular land parcel using the NG prefix, Ordnance Survey (OS) map sheet reference and 
the NG field number. 
 
Then click Filter to see a summary of your land use details in the region you’ve chosen.  
 
Below the summary is a list of all your land use details for that region. If you’ve chosen to 
search for all your land use details this list shows the area of eligible and ineligible land use 
that is currently in the land use screen (and is shown in column C8 in your application 
summary) for the land parcel and land use in that row.  
 
Next, you can choose to change the list to show only one ‘Crop type’ (Land use). You do this 
in the summary, click the relevant land use description and code in the ‘Crop type’ column 

https://www.gov.uk/guidance/bps-2018
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and the list below will show only details of that land use. To return to the full list, click Open 
in the summary. 

 

Changing the area you claim for BPS 

 
 

If you want to claim for payment on less eligible area than is shown for each land use, you  
must enter the area you do want to claim for in the’ Applied for’ column – do this for every 
row you want to reduce. Then click Save. 

If you do not want to claim for payment on any specific land you must click the button next to 
the N to answer ‘no’ in the relevant row. Then click Save. 

If the land use is not eligible for payment for BPS a red symbol will appear in the ‘Applied for’ 
column in that row, and the area in the ‘Eligible’ column will be zero. If this is not correct and 
you want to change the land use description and code you must do that in the ‘Land use’ 
screens. 

If you want to add or delete a land use you must do that in the ‘Land use’ screens. 

Remember to click Save, before you click Close to leave this screen.
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Make changes to your application 
Use less EFA than available 

Only fill this in if you want to reduce the area of an ‘ecological focus area’ (EFA) that appears 
in Part D of your application summary. 
 
This may be for a reason such as: 

 You have fallow land which you’re using for crop diversification, but not using or it is not 
eligible as an EFA, so you need to remove this. 

 You have overlapping EFAs. You can read about these in the BPS rules on GOV.UK at 
www.gov.uk/rpa/bps-2018.  

 
 

The ‘Year’ will show the current scheme year. 
 
Organic land: ‘No EFAs required’ message 
 

This message means that you’ve declared that your land is organic, in line with the BPS 

scheme rules, and it is therefore exempt from EFA rules.  

If all your land is organic, this means that you can leave Part D of your application blank. 

Click OK. Or, if you still want to tell us about EFAs, click Ignore. 

If only some of your land is organic and you still need to declare EFAs, click Ignore. 
 
Finding an EFA feature/area 

You can choose the type of EFA you want to see by clicking the arrow to the right of the 
‘scheme’ box.  
 
Next, you can choose to see All your land use details or only Eligible or Ineligible EFAs by 
clicking the button next to the relevant option.  
 
You can choose to search by National Grid (NG) land parcel prefix, or to search for a 
particular land parcel using the NG prefix, Ordnance Survey (OS) map sheet reference and 
the NG field number. 
 
Then click Filter to see a summary of the EFA details you’ve chosen.  
 

https://www.gov.uk/guidance/bps-2018
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Below the summary is a list of all your EFA details. This list shows the area of the EFA that 
is currently in the land use screen (and is shown in Part D in your application summary) for 
the EFA in the land parcel in that row. 
 
You can choose to change the list to show only one ‘Crop type’ (Land use/type of EFA). You 
do this in the summary, click the relevant land use description and code in the ‘Crop type’ 
column and the list below will show only details of that type of EFA. To return to the full list, 
click Open in the summary. 

 
 
Changing the area of EFA you want to use  

 
 
If you want to declare less EFA area than is shown for each EFA, you must enter the area 
you do want to declare in the ‘Applied for’ column – do this for every row you want to reduce. 
Then click Save. (If you declare less EFA area than last year, you may also need to reduce 
the eligible area you want to claim for payment in Part C. For more information read ‘How to 
claim BPS online’ on GOV.UK at www.gov.uk/rpa/bps-2018.) 
 
If you do not want to declare an EFA at all you must click the button next to the N to answer 
‘no’ in the relevant row. Then click Save. 
 
If you want to declare less EFA area for another EFA choose it from the arrow to the right of 
the ‘Scheme’ box as above under ‘Finding an EFA feature/area’.  
 
Remember to click Save, before you click Close to leave this screen. 

https://www.gov.uk/guidance/bps-2018
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Make changes to your application 

Apply for young farmer 

Only fill this in if you’re applying for the ‘young farmer’ payment. Read the BPS scheme rules 
for more information on this payment.  
 
Click the button next to ‘Yes’ to apply for the ‘young farmer’ payment. Then click Close to go 
back to the previous screen. Your information will be saved when you press Close.  
 
RPA must receive evidence that you meet the ‘young farmer’ rules (on GOV.UK at 
www.gov.uk/rpa/bps-2018) by the application deadline (usually 15 May). 
 

 
  

https://www.gov.uk/guidance/bps-2018
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Make changes to your application 

Activate less commons 

Use this screen to tell us if you do not want to activate any entitlements for the rights you 
hold on a common. 

Choose the common to tell us about 

Choose the common you want to tell us about. 

To find a common, enter its common land number (eg CL0417) in the ‘Common number’ box 

and then click Filter. 

 

Activate entitlements 

For each common, click Y if you want to activate entitlements. Click N if you do not want to 

activate entitlements. 

Click Activate all if you want to activate entitlements for all your common land. (Note - this 

will automatically tick ‘Y’ for all your commons.) 

Then click Save. Click Close to go back to the previous screen. 

Change the information we have about your commons rights 

You can also add and remove commons and change the name of a common, the number of 

rights or the type of rights. From the ‘Business overview’ screen, click ‘Commons’. 
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Declarations – Active farmer declaration 

Read page 27 of this onscreen Help. 

 
 
 
Declarations – Payment 

If you want to be paid in the same currency as last year you do not need to do anything here. 
 
Only fill this in if you want to be paid in a different currency than you were paid in last year, 
then do one of the following: 

 to be paid in sterling this year, click the button next to No. Then click Close. 

 to be paid in euros this year, click the button next to Yes. Then click Close. 
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Declarations – Organic 

If you want your organic land to be exempt from the greening rules, click the box next to Yes. 
Then click Close. 
 
For more information about this exemption and the evidence you need to send RPA if you do 
apply for it, read the BPS rules on GOV.UK at www.gov.uk/rpa/bps-2018.  
 

 

https://www.gov.uk/guidance/bps-2018


Rural Payments onscreen Help – GOV.UK v10.0 

49 

 

Declarations - Land in more than one part of the UK (cross border) 

Only fill this in if you have land in more than one part of the United Kingdom. For example, 
land in England and land in any of Northern Ireland, Scotland or Wales. 
 

 
 
The current scheme year will appear in the 'Scheme year' box near the bottom of the screen. 
 
For the first question, click the box next to the part or parts of the UK you have land in.  
 

Next, click the box to choose which UK agency you want to be paid by. Read the BPS rules 
on GOV.UK at www.gov.uk/rpa/bps-2018 to find out which agency can pay you. You can 
only choose one country to pay your claim. 
 
Next, let us know any reference numbers you have for other applications you make for BPS. 
We will use these when we process your claim and need to contact other UK 
paying agencies.  
 
Click Save. A message will appear telling you that the declaration has been completed 
successfully. Next click Back. Then click Close. 

https://www.gov.uk/guidance/bps-2018
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Declarations - Your declaration and responsibilities 

You must complete this declaration or you will not be able to submit your BPS application. 
 
Read the whole declaration first. Click the arrow at the bottom of the bar to the right of the 
declaration to scroll down the declaration. 
 
Then click the button next to Yes to agree to the terms and conditions and make the 
declaration. 
 
Then click Close to leave the screen. 
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View a previous BPS claim 
 
 
This screen shows your Basic Payment Scheme (BPS) claim for the previous year. It 
includes the following information: 
 
Year – this is the BPS scheme year your claim was for.  
 
App. number – this is the unique number which was given to your application. 
 
Sector – the part of the European fund that BPS, greening and young farmer payments are 
made from (known as ‘Pillar 1’). 
 
Type – BPS, greening and young farmer payments are known as direct payments. 
 
Active – this shows ‘Yes’ or ‘No’ depending whether the application is current or old. You 
should only have one ‘Active’ BPS application for a scheme year. 
But if more than one is showing in this screen the valid application will have the latest 
‘Submit date’ with any ‘Status’ listed below but not ‘Created’. 
 
Submit date – after you submit your application to RPA this box will show the date and time 
it was submitted. 
 
Status –  
 Created – an application you have not submitted. 

 Submitted – we received your application and it’s ready for us to make our initial checks. 

 Claim validation – we're making our main checks on the claim. 

 Final checking – we're completing final checks to confirm the claim value. 

 Preparing for payment – either you’ll have received your payment and remittance advice 
or if you have not already received them, our checks are complete and the claim will be 
sent for payment. You should receive it soon unless we’re still waiting for something from 
you before we can make your payment, for example, your bank details. 

 
Summary – click this green button to see a summary of your previous year’s claim. 
 

 
 
The first time you visit the next screen you’ll see only 1 option, which is to Generate a 
summary of the past claim you want to look at. 
 
Click Generate to create your previous year’s application summary.  

 
The summary will show all the information in your BPS claim at the date and time the 
summary is created (this date will appear in the summary as the ‘Date produced’).   
 
A small message will appear on screen to tell you that the summary is being created or 
updated. When this has finished, the date and time it was created will appear near the 
‘Download’ option. 
 
If you always ‘generate’ before you ‘download’ you’ll always see the most up to date 
information that is in the Rural Payments service for that year’s claim.  
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Therefore, if changes have been made to the claim since the last summary was generated 
they’ll be included in the new summary. This includes updates made to the claim either 
before or after payment. For example, changes made following a customer query, or 
corrections or checks by RPA, including changes following an inspection. 
 
Click Download to read or print the summary or to save it to your computer - this will be the 
most recent summary you created (‘generated’) about this business. For this button to work 
there must already have been a summary generated. 
 
You can read the summary on screen by scrolling down the pages using the scroll bar at the 
side of the screen or you can print or save it by using the functions at the bottom of the 
screen.  
 

 
 
Click Back to go back to the list of previous claims. 
 
Click Back to Applications, then Back to Business overview to leave the applications 
screens.  

 
 


