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COUNCIL TAX ONLINE – REGISTERING FOR PAPERLESS BILLING 

 
Important: If you are jointly liable with another person for paying council tax, they also 
need to be registered to receive an e-bill. If they are not registered we are required by law 
to send a paper bill to the address, so please ask them to register to receive their council 
tax bill electronically. 
 
Introduction 
 
This guide provides a step by step instruction on how to register for paperless billing 
through the Council Tax Online Service. It includes a troubleshooting guide to help with 
any problems. 
 
To do this you will need to provide – 
 

 Your name and address as it appears on your Council Tax Bill; 
 Your 8 digit Council Tax Number;  
 Your unique online code, which can be found at the top of your council tax bill 

 
How to register for Paperless billing  
 
Step 1 – go the Council Tax home page at www.pendle.gov.uk/counciltax   
 
Step 2 – select ‘Click here to access your Council Tax account’ 

 
Step 3 – select the ‘Account Details’ option 
 

 

http://www.pendle.gov.uk/counciltax
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Step 4 – Start by entering the Post Code of the property and select ‘Find Address’. 
 

 
 
 
Step 5 – From the list of addresses select your address. Then select ‘Enter/Continue’ 
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Step 6 – Confirm that the address is correct. Then select ‘Enter/Continue’ 
 

  
 
  

If this is the right 
address select 

‘Enter/Continue’ 



COUNCIL TAX ONLINE GUIDES                                            

 

Council Tax Online – Registering for paperless billing Page 4 
 

Step 7 – Enter the name of the Council Tax payer as shown on your Council Tax bill. Also 
enter the Council Tax Account reference number, which is 8 digits long and consists of 
numbers only, and the unique online key, which is made up of numbers and letters and 
can be found on your council tax bill. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Council Tax Account 
Reference 

Unique Online Key 
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Step 8 – On the options screen select ‘Switch to Paperless Billing’ and select 
‘Enter/Continue’ 
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Step 9 – The next screen should show the email address you have registered to manage 
your account and any telephone numbers we can contact you on. Select the radio button 
to ‘Receive bills by email’. Next, select ‘Enter/Continue’.  
 

 
 
Step 10 – You will now see a summary screen that confirms your self-serve update. Select 
‘Continue’. 
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Step 11 – Please read the declaration carefully, and if you agree, tick the box or view or 
print the answers you have submitted. Select ‘Submit’. 
 

  
 
Step 12 – Your request is now complete, however please see the important note below 
about Joint and Several liability.  
 

 
 
Joint and Several liability. 
Where more than one person has the same legal interest in the property (such as joint owner, joint 
tenants or joint residents) each person will be held liable to pay the whole council tax charge. 
 
Married couples and people living together as partners are considered to be jointly and severally 
liable (whether or not they have an equal interest in the property). You are considered the partner 
of a person if you are husband and wife or living together as husband and wife, or if you are civil 
partners or living together as civil partners. 
 
If you are jointly and severally liable for the council tax, you are personally responsible for paying 
the whole of the council tax bill and not just your share of it. If you pay what you consider to be 
your 'share' but the other person does not pay their 'share' you will still be liable to pay the unpaid 
amount. It is important therefore that you make arrangements to ensure that the whole bill is being 
paid to avoid recovery proceedings being instigated against each liable individual. 
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Trouble shooting 
 
Q. The name shown on the bill is incorrect e.g. misspelt. What do I enter? 
 
A. Enter the name as it appears on the bill. You can go online to correct it by selecting 
‘Council Tax Update’ on the Council Tax home page. 
 
Q. I have put in all my details but I am getting this message – 
 

 
 
A. Is your full name shown on your bill? If there is no first name or only an initial e.g. Mr J 
Smith the Council Tax Online Service cannot verify your record. Please contact the 
Council Tax office to have your full name on our records. 
 
Check the name entered is the same as shown on your bill. Ensure you have entered the 
full 8 digit account number.  
 
If that does not work, go to your browser settings and clear your browsing history.  
 
If you are still having difficulties please send details of what you were trying to do and, if 
possible, screen prints to customer.services@pendle.gov.uk . 
 

 
 

mailto:customer.services@pendle.gov.uk

