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1 SUMMARY
a) The maintenance of tax practitioner member details and registration statuses are part of the
responsibilities of the Recognised Controlling Bodies (RCBs) for the implementation of the Tax
administration Act. This guide details how representatives of RCBs can activate the RCB functionality
on eFiling, add users to the RCB eFiling profile and submit new tax practitioner member details to SARS.
2 HOW TO REGISTER ON EFILING
a) eFiling is a digital platform which allows users to comply with their various tax responsibilities. Controlling
Bodies are required, once recognised by SARS as RCBs, to register on eFiling. This is important to
ensure the use of eFiling is effective for the function that they are to perform.
Ensure that the following eFiling registration processes have been completed:
e The RCB’s portfolio has been registered as an organisation on eFiling.
e The registered representative of the RCB has been activated on the RCB’s organisation
portfolio.
e  Where a tax practitioner is handling the tax affairs on behalf of the RCB, he/she has been
activated on the Tax Practitioner Portfolio.
b) For more information on how to register on eFiling, kindly refer to the eFiling registration guide available
on the SARS website.
3 HOW TO ACTIVATE THE RCB FUNCTIONALITY ON EFILING
a) SARS will notify the Controlling Body, once it has been recognised. Additionally, SARS will also update
its system, so that the RCB can access the RCB functionality on eFiling
b) Once SARS has updated its systems by including the Controlling Body on the RCB lists, proceed by
activating the RCB functionality on eFiling
i) Note that the RCB may request SARS to confirm whether they have been added to the RCB list
using the following mailbox: ReportingUnprofessionalConduct@sars.gov.za
c) To activate the RCB functionality, proceed as follows:
i) Log on to eFiling
ii) On the Landing page.
A) Select User displayed as part of the main menu
B)  Select User on the left menu
C) Select Change Details
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H ¢ Home User Organisations  Relurns Cusloms Services ax Slatus Conlact

i Organisation
Tax Reference Number

Identification Number

My Profile

Taxpayers

Inwite Uss
mvite Uiser Registration or 1D number Tax Reference Number

Change Details

Name of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions

The Financial Planning Institute
= View Taxpayer

First | Previous | 0 | MNext Last

el LIVE CHAT ") askaquestion?

d)

4 Home User Organisations  Returns Customs  Duties & Levies  Services S Contact Log Out

¢ Organisation
Tax Reference Number

Identification Number

Change Details

My Profile

Identification Type
South Afncan ID v

1D Number

Sumame
Change Own
Portfolic Name
Change Website Profile

The request name filled in will be shown to the requested user.
This name will default to their portfolio name upon acceptance of this
invitation

The Financial Planning Insti

Update User Rights

Ll LIVE CHAT ') sk aquesTion?

e) On the Change Details page, complete the following details of the Registered Representative of the
organisation:

i) Select the applicable Identification Type from the drop-down menu
ii) Complete the ID Number
i)  Complete the Surname
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iv)  Once the details have been completed, click on Update User Rights.

f) This will display the User Roles page

Tax Reference Number

Identification Number

My Profile

Invite User
Change Dy
Change Own Password
Change Website Profile

Delete User

USER RIGHTS
@

For more information on groups and roles, please click here,

USER GROUPS &
Select User Groups

System Default
USER ROLES ®

& Manage Transfer Duty Financial Account
This role allows users to maintain all financial detail against the Transfer Duty account

Manage SWP PRList Submit on SWP
Manage_SWP_PRList_Submit on SWP (for OGAs) - Requester

Manage SWP PRList Process on SWP
Manage_SWP_PRList_Process on SWP (for SARS P&R Team Officials) - Approver

SARS Registration
Can register taxpayers with SARS to get tax reference numbers

) RLA - View Customs Product information
With this profile, users can only view information such as address, contact and bank account details. Users can also view information relating to their specific chent
type(s) eg. importer/exparter

RLA- View Client Type
With this profile, users can only view information relating to their specific chent type(s) eg. importer/exporter

RLA - Manage Customs Product information
With this profile, users can view and change information such as address, contact and bank account details. Users can also view and change information relating to
their specific client type(s) eg. importer/exporter

RIA . Manana Cliant Tane.

bl LIVE CHAT ) ASK A QUESTION?

g) On the page, scroll down and select Controlling Body Tax Practitioner Management

Tax Reference Number

Identification Number

My Profile

Shared Acces:

T
(J RLA - Manage Custems Product information
With this profile, users can view and change information such as address, contact and bank account details. Users can also view and change information relating to
their specific client type(s) eg. importer/exporter

RLA - Manage Client Type
With this profile, users can only view and change information relating to their specific client type(s)

() Manage Users
Can create & change users and assign them to groups

Manage Taxpayers
Can create & change taxpayers and assign them o groups.

Manage Groups
Can create & change groups and assign users and payers to groups

() Manage Excise Financial Account
This role allows users to maintain all financial detail against an Excise Account

Manage Deferment Account
This role allows users to manage access to SAP accounts

ISV Activation
This role allows users access to the ISV activation screen

O Directives
Perform Bulk and Additional Payments
This role allows a user without full admin rights to perform bulk and additional payments.

Controling Body Tax Practitioner Management
Can register and maintain tax practiioners belonging to the controlling body

Note: If no groups or roles are assigned to a user, the user will have limited access once logged into eFiling.

i LIVE CHAT ;"_‘—) ASK A QUESTION?

h) Once selected, click on Continue

i) This will display the User Summary page.

GEN-GEN-58-G01 — How RCBs can manage Tax Practitioner Revision: 0 Page 5 of 22

members on eFiling — External Guide



YV SARS

South African Revenue Service

Effective Date: 11 October 2024

USER SUMMARY

Tax Reference Number

GROUPS SELECTED

System Default
Identification Number

ROLES SELECTED

My Profile This role allows users to maintain all financial detail against
the Transfer Duty account.

Can register taxpayers with SARS to get tax reference
numbers.

Can create and change users and assign them to groups

Can create and change taxpayers and assign them to groups.
Can create and change groups and assign users and payers to
groups.

This role allows users to maintain all financial detail against an
Excise Account.

This role allows users to manage access to SAP accounts.

This role allows users access to the ISV activation screen.

Change Website Profile This role allows a user without full admin rights to perform
bulk and additional payments.

Delete User Can register and maintain tax practitioners belonging to the
controlling body.

Continue
ccount / Reset
¥

Shared Access {-=2) ASKA QUESTION?

j) Take note of the listed descriptions of the roles selected.

Note the following:

e The user roles listed are consistent with the use or function that the Controlling Body will use on
eFiling. These are activated by SARS. If the Controlling Body is not a Recognised Controlling Body,
the option of “Controlling Body Tax Practitioner Management” will not be displayed as part of the
user roles.

k) Once noted, click on Continue

)] The Change Details page will be displayed with the completed details.

0 Change Details

Tax Reference Number Identification Type

South Affican 1D~
Identification Number

1D Number
My Profile
Surname
ser
Portfolio Name

Irwite User The request name filled in will be shown to the requested user.

This name will default to their portfolio name upon acceptance of this
invitation.

Change Details
The Financial Planning Insti

Update User Rights

Change Own Password

Change Website Profile

Shared Access i LIVE CHAT (") asKaquesTion?
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4 HOW TO ADD USERS TO THE RCB EFILING PROFILE

4.1 How to add a user

Note the following:

¢ Only the registered representative/tax practitioner can add eFiling users to the profile
e The user being added to the RCB eFiling profile must have an existing eFiling profile

a) To add users, proceed as follows:
i) On the Landing page, select User displayed on the main menu

i) Select User displayed on the left menu
iii)  Select Invite User

Tax Reference Number

Identification Number
USER RIGHTS

L 2]

== For more information on groups and roles, please click here.

My Profile

USER GROUPS ®

Select User Groups.

System Defauilt
USER ROLES ®|

Manage Transfer Duty Financial Account
This role allows users to maintain all financial detail against the Transfer Duty account

Manage SWP PRList Submit on SWP
Manage_SWP_PRList_Submit on SWP (for OGAs) - Requester
Delete User

Manage SWP PRList Process on SWP
Manage_SWP_PRList_Process on SWP (for SARS P&R Team Officials) - Approver

SARS Registration
Can register taxpayers with SARS to get tax reference numbers.

CJ RLA - View Customs Product information
With this profile, users can only view information such as address, contact and bank account details. Users can also view information relating to their specific client
typel(s) eg. importer/exporter Ll LIVE CHAT =) ASKA QUESTION?

b) The Invite User screen will be displayed

i) Complete the following information regarding the user you wish to add to the RCB profile
A)  Select the applicable Identification Type

Organisations ~ Returns Customs  Duties & Levies  Services. Tax Status Contact

Tax Reference Number

T

Identification Number

My Profile Invite a User

Identification Type

[Piease Seiect Type
Please Select Type
‘South African 1D

Passport

Portfolio Name

The request name filled in will be shown to the requested user.
This name will default to their portfolio name upon acceptance of this
invitation.
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B)  Complete the ID Number/Passport number
C) Complete the Surname

Invite a User

Tax Reference Number

Identification Number

My Profile

Identification Type
[South African ID v

1D Number

Invite User
Change Details Surname

Jwn Password
Portfolio Name
o e o The request name filled in will be shown to the requested user.

This name will default to their portfolio name upon acceptance of this

Delete User invitation.

Invite:

) Click on Invite

i)  The User Rights/ User Groups will be displayed

o USER RIGHTS

Q

For more information on groups and roles, please click here,
Tax Reference Number

Identification Number USER GROUPSH

Select User Groups

My Profile System Defaull
USER ROLESH

Manage Transfer Duty Financial Account
User This role allows users to maintain all financial detail against the Transfer Duty account

Invite Uset Manage SWP PRList Submit on SWP
b “ Manage_SWP_PRList_Submit on SWP (for OGAs) - Requester
Manage SWP PRList Process on SWP

Change Details
e Manage_SWP_PRList_Process on SWP (for SARS P&R Team Officials) - Approver

Change Own Passwo " SARS Regisiration
Can register taxpayers with SARS to get tax reference numbers.

Change Website Profile RLA - View Customs Product information
‘With this profile, users can only view information such as address, conlact and bank account details. Users can also view information relating to their specific client

type(s) eg. importer/exporter
Delete User

) RLA - View Client Type
My Admini With this profile, users can only view information relating 10 their specific client type(s) eg. importer/exporter

RLA - Manage Customs Product information
Unlock Account / Reset ‘With this profile, users can view and change information such as address, contact and bank account details Users can also view and change information relating to
their specific client type(s) eg. importer/exporter

[12L4 - Manace Clisnt Tune,
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iv)  Select the applicable user rights for the user

v) Select Controlling Body Tax Practitioner Management

Tax Reference Number

Invite User

Unlock Account / Reset
Password

RLA - Manage Customs Product information
With this profile, users can view and change information such as address, contact and bank account details. Users can also view and change information relating to
their specific dient type(s) eg. imporier/exporter

RLA - Manage Client Type
With this profile, users can only view and change information relating to their specific client type(s)

Manage Users
Can create & change users and assign them 1o groups

Manage Taxpayers
Can create & change taxpayers and assign them to groups

Manage Groups
Can creale & change groups and assign users and payers to groups

Manage Excise Financial Account
This role allows users to maintain all financial detail against an Excise Account

Manage Deferment Account
This role allows users to manage access to SAP accounts

(] ISV Activation
This role allows users access 10 the ISV activation screen

Directives

Perform Buk and Additional Payments
This role allows a user without full admin nghts to perform bulk and additional payments

Cfmm\lln_u Body Tex Practihoner Management
Can register and maintain lax practitioners belonging to the contralling body

Note: If no groups or roles are assigned to a user, the user will have limited access once logged into eFiling.

YRR -

members on eFiling — External Guide

i LIVE CHAT ¥ Askaquesion? I
vi)  Click on Continue
vii)  The User Summary screen will be displayed
o USER SUMMARY
Tax Reference Number
Identification Number GROUPS SELECTED
System Default
My Profile
ROLES SELECTED
* Can create and change users and assign them to groups.
User # Can create and change taxpayers and assign them to groups.
* Can create and change groups and assign users and payers to
Invite groups.
 Can register and maintain tax practitioners belonging to the
Change Details controlling body
Change Own Password
Change Website Profile &
Delete User
QEVEWT é_;suwwmr
i) Click on Continue
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e Change Details

Tax Reference Number Identification Type

Identification Number South African ID__ |

1D Number
My Profile

Surname

Portfolio Name
Invite User
The request name filled in will be shown to the requested user.

g This name will default to their portfolio name upon acceptance of this
Change Details invitation.

Change Own Password

= % Send Reminder Cancel Invitation | Updale User Rights
Change Website Profile

Delete User

Unlock Account / Reset
Password

Sharec

i) The Change Details screen will be displayed showing the information of the invited user.
b) Notify the user that they have been invited to the profile

i) An email and SMS invite notification will be sent through to the invited user.

4.2 How a user accepts an invitation
a) To accept an invitation, proceed as follows:

i) Login to eFiling using the Individual Profile details

Welcome, please login
to SARS efFiling

YV SARS

South African Revenue Service Forgot Your Usemame?

Forgot Your Password?

Next

Don't have an account? Register

[ askaAquesTion?
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i) On the Landing page
ii) Click on My Profile
i)  Select Portfolio Management

M Retumns G Log Qut

Taxpayer
Individual
Tax Reference Number

Identification Number

My Profile

SARS Correspondence Tax Compliance Status Refund Status: No refund due

Return Asof 20190717 11:22.06 As of 20241003 032543

Mote: Please note that you must refer to your Statement of Account
for the latest account balance. Should your account reflect a credit
(amount due to you), please allow up to 72 hours for the refund to
be paid to you. Should the refund not be paid within the stated
peried, you can refer to the refund dashboard status for a reason
for non-payment of the refund.

Account Balance: Not Available

Asc
Payments

Request For Reason

Request for Reduced A

iv) Scroll down to User Invitation(s)

Portfolio Management

Add Portfolio

Linked Portfolio(s)

Portfolio Name Tax User Count Taxpayer Count Portfolio Type Default

User Invitation(s) Your invitation will expire automatically if not accepted within 5 working days.

Portfelio Name Request Date Accept

2024-10-03T15:28:41.323

Unlinked Portfolio(s)

Previous Login Name Portfolio Name Link
=

el LIVE CHAT ) askaquesTion?

V) On the applicable Portfolio Name

i) Click on Accept
ii) A One-Time Pin will be sent

GEN-GEN-58-G01 — How RCBs can manage Tax Practitioner Revision: 0 Page 11 of 22
members on eFiling — External Guide



YV SARS

South African Revenue Service

Effective Date: 11 October 2024

@ rFiLNG

One Time Pin

OTP has been sent to the following email
VM @54 gov.za

Pin expires in 00:01:58

/SM S Please enter the last 6 digits of your OTP.

South African Revenue Service

b
Ll LIVE CHAT {2 ASK A QUESTION?

A) Complete the OTP number
1) Click on Submit

B) Once completed correctly, the following pop-up message will be displayed.

Message

Portfolio linked.

Vi) The message displayed indicates that the user has been linked to the portfolio of the RCB.

Note the following:

e An email and SMS invite notification will be sent through to the user.
o Where the invited user has not responded by accepting the invitation, as detailed on this section,
within 5 working days, the invitation will be cancelled.

4.3 How to view users
a) To view all the users linked to the RCB portfolio, proceed as follows:

i) On the Landing page
i) Click on User displayed on the main menu
iii)  Click on User displayed on the left menu
iv)  Select My Administrators
A)  This will display the Admin Users screen
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o S @ Us Log Out
Portfolio Tax User
- v o fas
§ Organisation @
Tax Reference Number =
Identification Number
My Profile c
HOPE

Invi

Change Details

b) Note that only the tax practitioner or the registered representative profile can view the added users

4.4 How to delete a user
a) To delete the applicable user, proceed as follows:

i) Select the applicable Tax User to be deleted from the drop-down list beside Organisation

Tax Reference Number

Identification Number

My Profile As a User, you will only be aliowed to delete a nked user from your profibe i

» You reflect as an Administrative user against your profile
* You are not the only user knked 1o your profile
* Tharno are no pending 1ax type ransfer rogquests for the associalod user.

One or a combmnation of the above rules may be applicable to allow for the deletion of a user
Note:
* Once the delete request is authorised, any taxpayers who were linked lo the deleted user will be
automatically transterred onto your profile.
Change Details = Where the user being deleted is registerad for ransfer duly, you will De advised thal once Iis user is
deleted from your profile, all links to the transfer duty registration will be terminated. You may then
choose to continue with the deletion or nol

Change Own Pas ¢ * Please ensure thal an adequate reason for the deletion request is captured in the text box as this will
' be tracked against an audit history of your profile

SER INFORMATION

Linked User Detadls Associated Infermation

Name Miss Linked Taxpayers: 2

ID/Passport Number Taxpayer Requests Pending

Login Name Additional Payments: ]

Created 20210929 Service Profiles. 1
Linked Rights Groups: 1

Linkad Roles

User has followng nghts: Controlling Body Tax Practitioner
Management, Manage Groups, Manage Taxpayers, Manage
Users.

i) Select User
iiil) Select Delete User
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b) The Delete User screen will be displayed

Delete User

o As a User, you will only be aliowed 1o delele a knked user from your profile i

= You reflect as an Administrative User against your profile
* You are not the only user kiked 10 your profile

- Thore ars no pending tax typs ransfr Tequests for the associated user
Tax Reference Number PSP,

One o a combination of the above rules may be applicable 10 allow for the delelion of 8 user
Identification Number
Nota:
= Once the delele request is authorsed, any taxpayers who were linked 10 the deleted user will be
My Profile automatically transterred onto your profile
= Whare the user being deleted is registered for transter duty, you will be advised thal once this user is
deleted from your profile, all links to the transfer duty registration will be termanated. You may then
Choose 10 CoNtNUS with the dalelon of not.
- Please ensure that an adequate reason for the deletion request is captured in the text box as this will
be tracked against an audit istory of your profile
SER INFORMATION
s Associsted Infoumation
Inwite User Linked Taxpayers: 2
ID/Passport Number Taxpayer Requests Pending
Login Name Additional Payments ]
Created Servica Profiles 0
Linked Rights Groups- 1

User

Change Details

Change Own Pa:

Linked Rotes

Chaniga User hes following nghts: Controlling Body Tex Practitioner
Management, Manage Groups, Manage Taxpayers, Manage

Users.

D
Please capture a resson for your debote request:

[ DetetyUiser |

c) Scroll down and click on Delete User

5 HOWTO SUBMIT YOUR TAX PRACTITIONER MEMBER DETAILS ON EFILING

a) Once the Controlling Body Tax Practitioner Function has been activated on eFiling, the RCB should
then submit its tax practitioner member details.

5.1 How to submit new individual tax practitioner details
a) To add a new member (tax practitioner), proceed as follows:

i) Click on Services displayed on the main menu
ii) Click on Tax practitioner Controlling Body displayed on the left menu

b) The Maintain Tax Practitioner Details page will be displayed

H e VW SARS ®rFunc User Organisations ~ Returns Customs  Duti wies  Services Tax Status Contact
Portfolic

§ Organisation
Tax Reference Number

Identification Number
MAINTAIN TAX PRACTITIONER DETAILS

My Profile Controlling Body

Please capture the details below to maintain or add the practitioner details.
Other Services Search Criteria
S—— Tax Reference Number @

Tax Directives - prior 2017 Search

Additional Services

Tax Practitioner Controlling Body

Maintain Members

) ASK A QUESTION?
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i) Complete the tax practitioner’'s Tax Reference Number

c) The system will notify the user that there is no link with the Controlling Body by displaying the following
message:

Mo matching Tax Practitioner information could be retneved using the Tax Reference number provided. To add
Tax Practitioner Information assoclated to this Tax Reference number, please click "Continue” or altematively
click "Back to Search” 1o search again,

Back To Search Continue

d) Proceed by clicking on Continue

e) The Maintain Members page will be displayed

o MAINTAIN MEMBERS

TAX PRACTITIONER INFORMATION
Date of
Membership Number Initials  First Name Surname Birth{ccoe-mm-
dd)
H HOPE 1976-03-22

Tax Reference Number

Identification

T 1D Number 7603225455082 Country of Issue
Identification Number Type South African 1D ~

Tax Reference Number
My Profile Tax Practitioner Number | E-mail Address
Postal Address.

Other Services

Tax Directives Business Tel No

Cell Number
Tax Directives - prior 2017

Additional Services
Tax Y~

Criminal Status R

Education Y v

Continuous Professional Development | Y |

Code of Conduct Y vl

Relationship Status Active -

Tax Practitio “ontrolling Body

Maintain Members

Notices

TAX PRACTITIONER PRACTICE INFORMATION
Does Practitioner practice under a Practice |No +
-

Canictnm

—
Tax Clearance Certificates T asKAquesTion?

f) Complete all the required information relating to the new tax practitioner.

g) Once all the fields have been completed, click on Submit at the bottom of the page.

Note the following when completing the Maintain Members Page

o  Where the Tax Reference Number completed is incorrect, an error message will be displayed.

e  Where the completed Tax Reference Number already forms part of the SARS database, however
it has not been linked to the Recognised Controlling body, a blank page will be displayed.
o Proceed by completing the new tax practitioner details.

e Allfields of the new tax practitioner must be captured.
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6 HOW TO MANAGE YOUR TAX PRACTITIONER MEMBERS ON EFILING

6.1 How to view notices of a tax practitioner

a) At any given time, SARS may issue a notice regarding the continuous non-compliance of Controlling
Body’s individual tax practitioner members. These notices, when received will be stored under the
“Notices” sub menu as indicated in the following screen.

b) To view tax practitioner members, proceed as follows:
i) Click on Services

i) Click on Tax Practitioner Controlling Body
iii}) Click on Notices

Tax Reference Number

e V SARS @runx User Organisations  Returns Customs Duties & Levies Services  TaxStatus  Contact Log Out

: Organisation @
Ae

it
R Tax Practitioner Submissions

Letter Description Created Date

My Profile Tax Practitioner Compliance Status Verification Notice 2024108/07

Tax Practitioner Comphance Status Verification Notice 2024/05/07

Tax Py e Status Notice 2024/02/07

Other Services Tax Practitioner Compliance Status Verification Notice 2023/05/07

Status Notice 2023/02/07

Tax Directives
i Status 1 2022/11/07
Tax Directives - prior 2017 Status d 2022/08/07

Status 2022/05/07

Additional Services

Status. Nofica 2022/02/07

Tax Practitioner Con Tax Practitioner Compliance Status Verification Notice 2021111/07

Tax Practitioner Compliance Status Verification Notice 2021/08/07
Maintain Members Tax Practitioner Compliance Status Verification Notice 2021/05/07

Tax Practitioner Compliance Status Verification Notice 2021/02/07

Tax P C Status Notice 2020011/07
History Tax Practitioner Comphance Status Verification Notice 2020/08/07
Tax Py C Status 1 Notice 2020/05/07

v
Tax Clearance Certificates {~--) ASKAQUESTION?
Tax Practiioner Comphance Status Verification Notice 2020102/26

c) The Tax Practitioner Submissions page will be displayed with the following fields:
i) Letter Description — Letter name.
ii) Creation Date — Date letter received.
iii}) Open — Option to open the issued letter.
d) On the applicable Letter Description
i) Click on the View hyperlink

e) The following screen will be displayed
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Downloads T

H NG User Organisations  Returns Customs Log Out

i Organisation

Tax Reference Number

Identification Number

My Profile

Other Services

Tax Directives

TPRLetter aspx
Tax Directives - prior 2017

PDF reader has been disabled in Microsoft
Additional Services Edge

if you want to open the file instead of downloading it:

1. Go to Settings > Site Permissions > PDF Documents.

2. Turn off Always download PDF files and refresh this
page.

Download file

Tax Practitioner Controlling Body

Maintain Members

Histary

Tax Clearance Certificates ASK A QUESTION?

f) Click on Download File

i) Click on the downloaded PDF document

6.2 How to view the history of a tax practitioner
a) This functionality allows RCB to view the individual tax practitioner historical information submissions.
b) To access this functionality, proceed as follows:

i) Click on Services
i) Click on Tax Practitioner Controlling Body
iiil) Click on History

c) The History screen page will be displayed.

Home Organisations  Returns. Customs  Duties & Levies  Services Tax Status Contact

i Organisation
Tax Reference Number =

Identification Number
1D Number Sumname:

From Date: First Name

My Profile

Search | [ Show ANl

Other Services Staiug
FOURIE 202304110 Derogistered

Tax Directives FOURIE 202301229 Active

Tax Directives - prior 2017

Additional Services

Tax Practitioner Controlling Body

Maintain Members

Notices

Tax Clearance Certificates k! LIVE CHAT 2 ASK A QUESTION?
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d) The page will be displayed with the following fields:
i) Name — Name of the tax practitioner.
ii) ID number — Identification number of the tax practitioner.
iii}) Registered name — Registered name of the tax practitioner’s practice if available.
iv)  Practitioners number — Practitioner’s number allocated to tax practitioner by SARS.
V) Date submitted — Submission date.
vi)  Status — Tax practitioner registration status
vii)  Open — Option to open the submitted data.

e) The user may search for the tax practitioner by completing the above-mentioned information and click
on Search or alternatively click on Show All to display all the tax practitioner members.

f) To view the tax practitioner details,

i) Click on the View hyperlink beside the applicable tax practitioner
ii) The following screen will be displayed

MAINTAIN MEMBERS

Tax Reference Number

Identification Number

Additional Services

Tax Practitioner Controlling Body

Maintain Members

Notices

Tax Clearance Certificates

TAX PRACTITIONER INFORMATION

Date of
Membership Number Initials Birth{cocoimmidd)

First Name Surname

XXX M

Identification Type 1D Number Country of Issue
Tax Reference Number
Tax Practitioner Number E-mail Address

Postal Address.

Business Tel No
Cell Number

1S TAX PRACTITIONER COMPLIANT WITH?

Tax

Criminal Status

Education

Continuous Professional Development
Code of Conduct

Ralationship Status

Tax
Practitioner
Practice
Renictarad

e LIVE CHAT ASK A QUESTION?

6.3

a)

b)

How to view or update tax practitioners’ details

RCBs can deregister their tax practitioner members from their list of registered tax practitioners via
eFiling.

To update the tax practitioner member details, proceed as follows:

i) Select Services on the e-filing menu bar.

GEN-GEN-58-G01 — How RCBs can manage Tax Practitioner
members on eFiling — External Guide

Revision: 0 Page 18 of 22



YV SARS

South African Revenue Service

Effective Date: 11 October 2024

o e Home Organisations  Retumns Customs  Duties & Levies Tax Status Contact

i Organisation
Tax Reference Number

Identification Number What s Service used for?

eSTT
Securities Transfer Tax is levied on every transfer of a security. A securily is any share or deposilory, in @ company or member’s inlerest, within a close corporation (CC)

How will | be notified when the eSTT declaration has been processed?
After submission of an eSTT declaration, the outcome will be immediately available on eFiling

eSTT refunds:
Request an eSTT refund by correctly completing Part A of the REV1800 form; and emailing it to Ibqueries@sars gov.za

eStamps+ As per SARS Website dated 07/01/2016
"The Stamp Duties Act, 1968 (Act No. 77 of 1968) was repealed with effect from 1 April 2009. It should be noted that all lease agreements executed on or after this date are not liable for Stamp Duty.”

eStamps - Leases:
eStamp Duty is payable on a lease or an agreement of lease of immovable property or nghts in immovable property.

eStamps - Marketable securities:

Marketable securities are investments that can easily be bought, soid, or traded on public exchanges
Addiional Services How will | be notified when the eStamp request has been processed?

After payment has been made, the outcome will be availabie on eFiling immediately

Tax Practitioner Controlling Body eSTT and Stamps Payments:
eSTT and Stamp (Leases and Marketable securities) payments are allowed only on efiling. No other payment method will be allowed.

Tax Clearance Certificates Advance Tax Ruling (ATR):
The Advance Tax Ruling (ATR) system seeks to promote clanty, consistency and certainty about the interpretation and application of the applicable tax laws.

How i b notfted hen the AT aplcation s been rocesse?
Chents will be notified via email

My TP Configuration Tax Directives:
The purpose of a Tax Directive is to enable SARS to instruct an employer, fund administrator or insurer about how to deduct employees' tax, from certain lump sums to a taxpayer or member.

How long will it take to get a Tax Directive?

L LIVE CHAT ASK A QUESTION?
It wall take 24 hours to get a response from SARS. The full status of the tax directive, approved or declined, will be visible in the status box; once received

Complaints

c) Tax Practitioner Controlling Body sub menu will be displayed.
i) Select Tax Practitioner Controlling Body option on the services menu.
d) Select Maintain Members option.

e) Maintain Tax Practitioner Details page will be displayed.

Organisations  Returns Customs  Duties & Levies  Services Tax Status Contact

Organisation
Tax Reference Number

Identification Number
MAINTAIN TAX PRACTITIONER DETAILS

My Profile Controlling Body
The Financial Planning Institute (FP1)

Please capture the details below to maintain or add the titioner details.

Other Services Search Criteria

Tax Reference Numbeé
Tax Directives = o e

Tax Directives - prior 2017

Notices
History

Tax Clearance Ce: 5 (D AsK A quesTion?

f) Insert the Tax Reference Number of the tax practitioner on the textbox and click on the Search button.

g) The tax practitioner details submitted will be displayed.
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o MAINTAIN MEMBERS
TAX PRAC TITIONER INFORMATION
Date of
Membership Number Initials  First Name Sumame Birth{ccec-mm-
dd)
Tax Reference Number
H HOPE 1976-03-22
Identification ID Number 7603225455082 Country of Issue
Identification Number Type South African 1D v &
Tax Reference Number
My Profile Tax Practitioner Number E-mail Address
Paostal Address
Other Services
2000
Tax Directives Business Tel No
Cell Number
Tax Directives - prior 2017
Additional Services 1§ TAX PRACTITIONER COMPLIANT WITH?
Tax Yo~
Tax Practitioner Controlling Body Criminal Status Yy
Education Y~
Continuous Professional Development ¥ v
Maintain Members
Cede of Conduct Y v
Relationship Status Active v
Notices
History TAX PRACTITIONER PRACTICE INFORMATION
Does Practitioner practice under a Practice |No v -
Onnictnend Dnnictratinn
ertificates Gl LIVE CHAT () ASK A QUESTION?

h) Complete the information to be updated on the Maintain Member page

i) Once completed, click on the Submit button displayed at the end of the page.

6.4 How to deregister a tax practitioner
a) To deregister a tax practitioner member, proceed as follows:

i) Select Services on the e-filing menu bar.

ii) Select Tax Practitioner Controlling Body option on the services menu.

i)  Select Maintain Members option.

iv)  Complete the Tax Reference Number of the relevant tax practitioner on the textbox and click
on the Search button.

o LN sel Organisations  Returns. Cusioms  Duties & Levies  Services Tax Status Contact

i Organisation
Tax Reference Number

Identification Number
MAINTAIN TAX PRACTITIONER DETAILS

My Profile

The Financial Planning Institute (FP1)

Please capture the details below to intain or add the titioner details.

Other Services Search Criteria

Tax Reference Number
Tax Directives —

Tax Directives - prior 2017

Notices

History

Tax Clearance Certificates {2 ASKAQUESTION?
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b) Fill in the tax practitioner compliance details as required on the screen.
To deregister a tax practitioner, on the dropdown Relationship Status, select Deregistered

15 TAX PRACTITIONER COMPLIANT WITH?

Tax Nv] £
Criminal Status v[+] |
Education N[=]
Continuous Professional Development | Y E
Code of Conduct Y[+
Relationship Status Delegisteredzl

[Active

Inactive

Rickpssd R ACTICE INFORMATION

Suspended
Does Practitioner practice under a PracifS Tl ]

Note:

e If you are only interested in updating information of a tax practitioner and not deregistering a tax
practitioner, the Relationship Status must be selected as “Active”.

¢ Any other selected Relationship Status (Cancel, Inactive, Suspend, and Deregistered) will result
in the tax practitioner being recorded as “Unregistered”.

c) Click on the Submit button at the bottom of the page. A pop-up message will be displayed.

secure.preprod.sarsefiling.co.za says
o Business Tel No _ Are you sure you want to submit this information?

Cell Number

Tax Reference Number IS TAX PRACTITIONER COMPLIANT WITH?

Tax Y
Identification Number Criminal Status Y v
Education Y|
Continuous Professional Development | Y v
Code of Conduct Y~
Relationship Status Deregistered v

TAX PRACTITIONER PRACTICE INFORMATION
Does Practitioner practice under a Practice |No v/

Registered Registration
Name Number

Tax Type |--Please select Tax Type—v|  Tax Reference Number

Tax Directives - prior 2017 Registered
Address.

Additional Services

Tax Practitioner Controlling Body

Business
Tel No
Email
Address

Maintain Members

History Submit | Back

e
Tax Clearance Certificates i LIVE CHAT (2+2) ASK AQUESTION?

d) Select “Ok”.

e) A message of a successful submission to SARS will be displayed.
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o MAINTAIN MEMBERS

Tax Practitioner Information
Submitted Successfully to SARS. Please allow 24hrs for update to reflect.

Tax Reference Number Back to Search

Identification Number

My Profile

Other Services

Tax Directives

Tax Directives - prior 2017

Additi

Tax Pra

Maintain Members

Notices

History

Tax Clearance Certificates kel LIVE CHAT ") ASK A QUESTION?

f) SARS will update the profile of the tax practitioner submission accordingly.

7  DEFINITIONS AND ACRONYMS

Link for centralised definitions, acronyms, and abbreviations: Glossary A-M | South African Revenue Service

(sars.gov.za)

DISCLAIMER

The information contained in this guide is intended as guidance only and is not considered to be a legal
reference, nor is it a binding ruling. The information does not take the place of legislation and readers who
are in doubt regarding any aspect of the information displayed in the guide should refer to the relevant
legislation or seek a formal opinion from a suitably qualified individual.

For more information about the contents of this publication you may:
. Visit the SARS website at www.sars.gov.za;

. Make a booking to visit the nearest SARS branch;
. Contact your own tax advisor / tax practitioner;
. If calling from within South Africa, contact the SARS Contact Centre on 0800 00 SARS (7277); or
o If calling from outside South Africa, contact the SARS Contact Centre on +27 11 602 2093 (only
between 8am and 4pm South African time).
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