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1. Log in to CITB Online Services. 
2. Click on the “ATO” button on the top menu bar. 
3. Click on “Venues” in the left-hand menu. 


4. You should now be on the Venues page displaying a list of all your venues. From here you can add, view, edit (including deactivating and reactivating), and search venues, and filter them by status.
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To add a venue 



1. On the Venues page, click the Add New Venue.
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2. To enter your venue details, it’s best to start with the postcode or Line 1 field. A list of addresses appears for you to choose from. 

Click on the one you want and the field boxes fill for you automatically. If there isn’t an exact match, click the closest and amend the field boxes by hand. It is important you select an address so that the system properly registers it, otherwise your venues may not appear on map search results. 


3. When you are ready, click “Submit” at the bottom of the page.

4. You will return to the Venues page where you will be able to see your newly added venue. You can repeat the process to add more venues. To view, edit, deactivate, reactivate or search for venues, see Managing venues. 
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