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1 INTRODUCTION

a) Recognised Controlling Bodies (RCBs) are responsible for maintaining the details and registration status
of their Tax Practitioner members under the Tax Administration Act.

b) This guide explains how an RCB can use eFiling to:

i) Activate RCB functionality.

ii) Add and manage users on the RCB eFiling profile.

iii) Register Tax Practitioners members.

iv)  Maintain Tax Practitioner member details and relationship statuses.

1.1 Role of a Recognised Controlling Body in Tax Practitioner Registration

a) Recognised Controlling Bodies play a defined role in the Tax Practitioner registration process. This guide
focuses on actions that an RCB performs on eFiling.

b) It is important to distinguish between:

i) Actions performed by the RCB on its organisational eFiling profile; and
ii) Actions that the Tax Practitioner member must complete on their individual eFiling profile.

c) The registration process consists of three steps:

i) Step 1 — RCB initiation:
A) The RCB captures and submits the Tax Practitioner member’s details and relationship
status on eFiling.

ii) Step 2 — Tax Practitioner member updates registration details:
A) The Tax Practitioner member logs in using their individual eFiling profile and completes or
updates their registration information in the RAV01.

iii) Step 3 — Tax Practitioner member confirms RCB relationship:
A) The Tax Practitioner confirms the Recognised Controlling Body relationship and submits
the application for registration with SARS.

d) After the RCB submits Step 1, the application status reflects as awaiting action by the Tax Practitioner
member. The RCB must inform the member that Steps 2 and 3 must be completed on eFiling to finalise
the registration.

Note:

e SARS validates and updates registration outcomes based on compliance and governance results.
eFiling displays the current status held in SARS systems and is not the system of record for
enforcement decisions.

e If SARS deregisters a Tax Practitioner, the RCB cannot override the registration outcome on eFiling.
The RCB may only manage the RCB—member relationship options available to it.

2 HOW RCBS REGISTER ON EFILING

a) Once SARS recognises a Controlling Body, it must register as an organisation on eFiling to access RCB
functionality.
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Before using eFiling, ensure that:

e The RCB is registered as an organisation on eFiling.

e The registered representative is activated on the organisation’s eFiling profile.

e  Where applicable, a Tax Practitioner is correctly linked as the registered representative.

For detailed registration steps, refer to the eFiling registration guide on the SARS website.

ACTIVATE RCB FUNCTIONALITY ON EFILING

SARS notifies the Controlling Body once recognition is complete and enables RCB functionality on its
systems.

After SARS updates its systems, the registered representative must activate RCB functionality on
eFiling.

Note:
e An RCB may request confirmation that SARS has enabled its RCB status by emailing:
o ReportingUnprofessionalConduct@sars.gov.za.

To activate the RCB functionality on eFiling, the registered representative of the RCB must proceed as
follows:

i) Log on to eFiling.
i) On the landing page:

A) Select User from the main menu.
B) Select User from the left-hand menu.
C) Select Change Details.
eFiling displays the Change Details page.
VSARS @runo Home: User Organisabions  Returns Diwsel Duties & Levies  Services Tax Status  Tax Directives  Contacl Log Out
L c

- ~ i Tax Practitioner

Tax Reference Number

Identification Number

Change Details

Identification Type
South Afncan ID v

1D Number

Surmname
MOSES
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.

Mr CAMOSES

Update User Rights

y &  Askiwazi,
b the SARS Al Assistant
—

e) On the Change Details page, complete the Registered Representative’s details:
i) Select the applicable Identification Type from the drop-down menu.
i) Capture the ID Number.
iii) Capture the Surname.
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iv)  Click on Update User Rights.

eFiling displays the User Roles page.

E ARS ®FuNG Home User
Portfolio Tax User
- ~ & Tax Practitioner
Tax Reference Number
Identification Number
USER RIGHTS
My Profile @

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

USER GROUPS B
Select User Groups

System Default
Sigma Staff
admini

admin

USER ROLES®

Manage Transfer Duty Financial Account
This role allows users (o maintain all financial dedail against the Transfer Duty account

Manage SWP PRLIS! Submat on SWP
Manage_SWP_PRList_Submit on SWP (for OGAs)

Manage SWP PRList Process on SWP
Manage_SWP_PRLisI_Prooess on SWP (for SARS P&R Team Officials)

Manage SWP PRList TMSCAP on SWP
For SARS TMS Capiurer user lo process P&R Requests on SWP which don't require TMS updates

'] Ask Lwazi,
4 a ,lhe SARS Al Assistant
" —

Log Out

With this profle, 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
Tax Reference Number
Manage Groups

Can ereate & change groups and assign users and payers to groups.
Identification Number
Manage Excise Financial Acoount

This role allows users 1o maintain all financal delail against an Excise Account

My Profile Manage Deferment Account
ISV Activation
This role allows users access to the ISV activation screen

Diroctives

Parform Bulk and Additional Payments
This rode allows & user without full admin rights to perform bulk and additional payments.

Controlling Body Tax P M
Can register and maintain tax tothe g body

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

J ’ Ask Lwazi,
4 the SARS Al Assistant
—

Click Continue.

eFiling displays the User Summary page.
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Tax Reference Number

Portfolio

e VSARS @runc Home User

Organisabions

Tax User

Returns
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Diersel Duties & Levies  Services Tax Status  Tax Dwectves  Contact Log Out

* 1 Tax Practitioner

Identification Number

My Profile

Invite User

Change Details

Change Website Profile

Delate User

My Admini

Unlock Ac
Password

USER SUMMARY

GROUPS SELECTED

System Default
Sigma Staff
admin
admini

ROLES SELECTED

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

» Manage_SWP_PRList_Submit on SWP (for OGAs).

* Manage_SWP_PRList_Process on SWP (for SARS PandR Team
Officials).

* For SARS TMS Capturer user to process PandR Requests on
SWP which don't require TMS updates.

 Can register taxpayers with SARS to get tax reference numbers.

« With this profile, users can only view and change information

relating to their coacific cliant tunelcl

) Ask Lwazi,
4 Q ’the SARS Al Assistant
—

j) Review the descriptions of the selected user roles.

Note:

e The listed user roles correspond with the functions that the Controlling Body may perform on eFiling.
e SARS enables these roles.

e If the Controlling Body is not recognised as an RCB, the option Controlling Body Tax Practitioner
Management will not be available.

4 ADD USERS TO THE RCB EFILING PROFILE

a) Only the registered representative or registered Tax Practitioner may add users to the RCB eFiling

profile. The user must already have an active eFiling profile.

Add a User

a) Log in to eFiling:

i) On the landing page:
A) Select User from the main menu.
B) Select User from the left-hand menu.
C) Select Invite User.
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E e YV SARS ®runG Home User Organisations  Retums Diesel  Dulies & Levies Services  TaxStalus  Tax Directives  Conlact Log Out

Portfolio

Tax Reference Number

Tax User

~ i Tax Practitioner

Identification Number

My Profile

Invite User

Change Details

Delete User

My Administrators

Unlock Account / Reset
Password

Customs Shared Access

Invite a User

Identification Type
Please Select Type v
Surname

Sumame

Portfolio Name

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

ling profile. A notification will be sent to the user being invited via SMS

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

Mr  CAMOSES

J Ask Lwazi,
A @ ’the SARS Al Assistant
~—

b) eFiling displays the Invite User page.

c) On the Invite User page, complete the user’s details:

i) Select the applicable Identification Type.

ii) Capture the ID Number / Passport Number.

iii) Capture the Surname.

iv)  Click Invite.

d) Approve the request:

i) Select the preferred Mode of Communication.
ii) Capture the One-Time Pin (OTP) you receive.

YV SARS

@ FILING

Approve Online
Request
SARS would like you to approve your online request.

Please indicate your preferred channel and click OK to
authorize.

Email  Cell Number

South African Revenue Service

Your Preferred Contact
[Eremes ok @S GOV.ZA

Ask Lwazi,
/ e ’the SARS Al Assistant
s —

e) After verification, eFiling displays the User Rights / User Groups page.
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USER RIGHTS

= - L2/

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

USER GROUPS &

Select User Groups

d atio b System Default
Sigma Staff
admint

Profile admint

USER ROLES B

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 0GAs)

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

Manage SWP PRList TMSCAP on SWP
For SARS TMS Caplurer user to process P&R Requests on SWP which don't require TMS updates

[ Manage SWP PRList TMSPUB on SWP
For SARS TMS Publisher user to process P&R Requests on SWP which do require TMS updates.

L) Manage SWP OGA InspectionsA
Manage_SWP_OGA_Inspections A on SWP

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

LJ 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 Tesg’

funafcl en_imnnrter/eynartar

f) Select the applicable User Rights:

i) Select Controlling Body Tax Practitioner Management.

With this profile, users can only view and change information relating to their specific client types)

c Manage Users
i Can create & change users and assign them to groups

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

Manage Groups
Can create & change groups and assign users and payers 1o groups

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

Manage Deferment Account

ISV Activation

This role allows users access lo the ISV activation screen

Directives

Perform Bulk and Additional Payments

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

Controlling Body Tax Practitioner Management
Change Website Profile Can register and maintain tax practitioners 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.

A J Ask Lwazi,
s ’(he SARS Al Assistant
N —

) Click Continue.

g) eFiling displays the User Summary page.
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E e V SARS @rune Home User Organisations  Relums Diesel  Dufies & Levies Services  TaxStats TaxDireclives  Contact Log Out

Portfalio Tax User
- ~ 1 Tax Practitioner
Tax Reference Number

Identification Number

USER SUMMARY

My Profile

GROUPS SELECTED

User

System Default
Invite User

Sigma Staff
admin1
Change Details admini
Change Website Profile ROLES SELECTED

Delete User

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

Manage_SWP_PRList_Submit on SWP (for OGAs).

Manage SWP_PRList_Process on SWP (for SARS PandR Team
Officials).

For SARS TMS Capturer user to process PandR Requests on

SWP which don't require TMS updates.

Can register taxpayers with SARS to get tax reference numbers, J , Ask Lwazi,
e P 29 s / the SARS Al Assistant

With this profile, users can only view and change information p——

alating ta thair cnacific clisnt tunaic)

My Administrators

h) Review the User Details and selected roles and click Continue.

T TS T OTITe, TS TS CaTT BTy VTew T C T T e T TOT T o,
relating to their specific client type(s).

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.

(2]
..

This role allows users access to the ISV activation screen.

This role allows a user without full admin rights to perform bulk
and additional payments..
Can register and maintain tax practitioners belonging to the

controlling body.

Invite User

Change Details

Change Website

Delete User

] Ask Lwazi,
5 Q ’the SARS Al Assistant
—

i) eFiling sends an invitation notification to the user.

Note:

e eFiling sends an email and an SMS to the invited user confirming that access has been granted to the
RCB eFiling profile.

4.2 Accept an Invitation
a) To accept an invitation to the RCB eFiling profile, the user must do the following:

i) Log on to eFiling using your eFiling profile login details.
ii) On the landing page:
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A)  Select My Profile.
B)  Select Portfolio Management.

@ e VSARS @une Home User  Organisations  Relums Diesel  Dulies & Levies Services  TaxStalus  TaxDirectives  Conlact Log Out
[ ] Portfolia Taxpayer
- ¥ + Tax Practitioner
Tax Reference Number
Identification Number
My Profile
Taxpayers
Profile and Prefe p y
- g O
Fortiols Mandement Name Registration or ID number Tax Reference Number A
| Links
Name of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions
MDC ALEXANDER View Taxpayer
First | Previous | 0 | Next Last
) & Askiwazi,
Users the SARS Al Assistant
—
C) Scroll down to User Invitation(s).
Portfolio Management
Linked Portfolio(s)
Tax User Count Taxpayer Count Portfolio Type Default

Portfolio Name

Default i Go to Portfolio

LESTER 1

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

Regquest Date Accept

Portfolio Name

Unlinked Portfolio(s)
Previous Login Name Portfolic Name Link

D) Locate the applicable Portfolio Name and click Accept.

iii)  eFiling sends an OTP to the user.
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@FiLNG

One Time Pin

OTP has been sent to the following email

vm** ¥ *@s*** gov.za

Pin expires in 00:01:59

14
/SM S Please enter the last 6 digits of your QTP.
South African Revenue Service
Ll LIVE CHAT T Aska QuEsTION?

iv)  To complete the verification:

A) Capture the OTP received.
B) Click Submit.

V) eFiling displays a confirmation message.

Message

Portfolio linked.

vi)  The message confirms that you have successfully linked to the RCB eFiling portfolio.

Note:

e eFiling sends an email and an SMS after you issue an invitation.

o Ifthe invited user does not accept the invitation within five working days, eFiling cancels the invitation
automatically.

4.3 View Users

Note:
e  Only the registered representative or a registered Tax Practitioner may view users linked to the RCB
eFiling profile.

a) To view all users, do the following:

i) On the landing page:
A) Select User from the main menu.
B) Select User from the left-hand menu.
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C) Select My Administrators.

b) eFiling displays the Admin Users page and lists all users linked to the RCB eFiling profile.

e W SARS @runc Home User  Organisations  Returns. Duties & Levies  Services  TaxStalus  TaxDirectives  Contact Log Out
Tax Reference Number
Portfolio Tax User
= d * i Tax Practitioner
Identification Number
My Profile AOMNUSERS |

COLIN MOSES (C)

NDINANNYI JOHANNES Mudau (nj)
RICHARD WARREN DEVERNEVIL (RW)
User SIBONGILE SISANDA MAYOSI (ss)
Dakalo Rabi (D)

Inwite User

Change Details

Change Website Profile

Unlock Account /
Password

Customs Shared Access

Diesel Shared Access
| ) & Askiwazi,
4 the SARS Al Assistant
Special Links R ——

4.4 Delete a User
a) To delete a user linked to the RCB eFiling profile, do the following:
i) On the landing page:

A) Select User from the main menu.
B) Select User from the left-hand menu.

e VSARS @runc Home User Organisations ~ Returns Diesel  Duties & Levies Services  TaxStatus TaxDirectives  Contact Log Out
Portfolio Tax User
v i Tax Practitioner
Tax Reference Number MAYOSI ss
Delete User
Identification Number Rabi D

LB —— e
As a User, you will only be allowed 1o delete a linked user from
Golding G
My Profile *+ You reflect as an Administrative user against your profile
* You are not the only user linked to your profile.
+ There are no pending tax type transfer requests forthe ¢ philander K

One or a combination of the above rules may be applicable o &

([ Note: MOSES C

* Once the delete request is authorised, any taxpayers wha were linked to the deleted user will be

it Usar automatically transterred onto your profile.

+ Where the user baing deleted is registered for transfer duty, you will be advised that once this user is
deleted from your profile, all links to the transfer duty registration will be terminated. You may then

Change Details choose to continue with the deletion or 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 history of your profile.

Change Website Profile

SER INFORMATION
Linked User Details Associated information
Name Linked Taxpayers 28
ID/Passport Number. Taxpayer Requests Pending: 1]
Login Name Additional Payments a7
My Administrators Created: Service Profiles: 1

Linked Rights Groups: 4
Unlock Account / Reset

Password Linked Roles:

User has following rights: Gontrolling Body Tax Practitioner
Customs Shared Access Management, Perform Bulk and Additional Payments, ] , Ask Lwazi,
Directives, ISV Activation, Manage Deferment Account, Manage 4 the SARS Al Assistant

Excise Financial Account, Manage Groups, Manage Taxpayers,
Manage Users, R

C)  Select the applicable Tax User to delete from the drop-down list next to Organisation.
D)  Select Delete User.

b) eFiling displays the Delete User page.
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RULES
As a User, you will only be allowed to delete a linked user from your profile if:

* You reflect as an Adminisirative user against your profile.
« You are not the only user linked to your profile.
+ There are no pending tax type transfer requests for the associated user.

One or a combination of the above rules may be applicable to allow for the deletion of a user.

Tax Reference Number

Identification Number

My Profile

shared Access

sel Shared Access

c)

Tax Reference Number

Identification Number
Wy Profiie
(ganisat
Reguster New
otan

ng [
Summary
VAT h

5

a)

Note:

+ Onca the delete request is authorised, any taxpayers who were linked o the deleted user will be
automatically transferred onto your profile.

+ Where the user being deleted is registered for transfer duty, you will be advised that once this 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 not.

+ Please ensure that an adequate reason for the deletion request is captured in the text box as this wil
be tracked against an audit history of your profile.

SER INFORMATION

Linked User Details Associated Information

Name: Mr Kurt Philander Linked Taxpayers: 28

ID/Passport Number: Taxpayer Requests Pending: 0

Login Name: Additional Payments: 3

Created Service Profiles: o
Linked Rights Groups: 2z

Linked Roles:

User has following rights: Perform Bulk and Additional
Payments, SARS Registration

DELETE USER
Ad hoc payment history may be lost.
Please capture a reason for your delete request:

Delete User

) , Ask Lwazi,
the SARS Al Assistant
"

Scroll down and click Delete User to confirm the deletion.

Organisations  Retsms  Duties & Levies  Services  TaxStans  Contact  [ESEeT]

e VEARS @

Taspay
- * i Tax Practitioner

Delet Taxpayer
Taxpayer has been remaved from your profile.
[TAXPAYER INFORMATION
Taxpayer Name: Number of Banocuted:

Returns [
echvcsi - By Tax Consutant Payments []

Assessments. 0
Regatration Number: Objections: o

Letters: [ Y

REGISTER TAX PRACTITIONER MEMBERS (STEP 1: INITIATION)

To register a Tax Practitioner member, the registered representative must log on to eFiling using the

Recognised Controlling Body (RCB) eFiling profile and select Maintain Members.

b)

i)
i)

Do the following:

Log on to eFiling using the RCB eFiling profile.
On the landing page:

A)  Select Services.

B)  Select Tax Practitioner Controlling Body.
C)  Select Maintain Members.
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i)  eFiling displays the Maintain Tax Practitioner Details page.

E e VSARS OrFunc Home User Organisations  Retums Diesel Duties & Levies  Services Tax Status  Tax Directives  Contact Log Out
Portfolio Taxpayer
- T 4 Tax Practitioner
Tax Reference Number
R s MAINTAIN TAX PRACTITIONER DETAILS
Controlling Body
My Profile c of (CIMA)

Please capture the details below to maintain or add the practitioner details.
Other Services Search Criteria

Tax Reference Number: @

Search

Tax Practitioner Contre

Maintain Members

Notices

History

TP Membership Download

Tax Clearan J ’ Ask Lwarzi,
5 the SARS Al Assistant
N

Enrol 3rd Party Data

iv) Search for the Tax Practitioner member:
A) Capture the Tax Reference Number.
B)  Click Search.

V) If eFiling shows that no link exists with the RCB, it displays a message indicating that it could not

retrieve information for the Tax Reference Number.

an practone wtomatien D

No matching Tax Practitioner information could be retrieved using the Tax Reference number provided. To add
Tax Practitioner Information associated to this Tax Reference number, please click "Continue” or alternatively
click "Back to Search” to search again

Back To Search Continue

A)  Click Continue

vi)  eFiling displays the Maintain Members page

vii)  Capture the required Tax Practitioner details, which includes:
A) Personal information.
B)  Tax reference number.
C)  Compliance declarations.
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E e VSARS @runc Home User Organisations  Returns Diesel ~ Duties & Levies Services  TaxStalus TaxDirectives Contact Log Out

Portfolio Taxpayer

- T ¢ Tax Practitioner
Tax Reference Number
Identification Number MAINTAIN MEMBERS
TAX PRACTITIONER INFORMATION
Date of
Membership Number Initiats First Name Sumame Birth{ceee-mm-
dd)
|MDC ALEXANDER 1948-05-15
L Couniry of Issue
ITdemmcatmn South A D~ 1D Number iiry
ype 3

Tax Reference Number

Tax Praclitioner Number E-mail Address| TT@T.COM

Postal Address PO Box

1489

Maintain Members
Notices 0125

Business Tel No

Cell Number

History

TP Membership Daov

15 TAX PRACTITIONER COMPLIANT WITH?

[ Tax ¥~
Tax Clearan ficates Ciminal Satis Yol '] ’ Ask Lwazi,
e / the SARS Al Assistant
Education Y v “~a

Enrol 3rd Partv Data

viii)  Select the applicable Tax Practitioner Compliance Status.
A) If the Tax Practitioner member meets all requirements, set Relationship Status to Active.

ix)  Click Submit.

Note:
e  Bulkregistrations are not permitted. The RCB must register each Tax Practitioner member individually.

c
i Tax Y vl
Criminal Status Y
Education Y
Continuous Professional Development | Y |
Code of Conduct Y~
Relationship Status | Active ~|

Does Practilioner praclice under a Practice |No v

Registered Registration
Name ! Number

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

Registered
Address

Business
Tel No
Email
Address

[ Submit | Back

Ask Lwazi,
4"’ Q llhe SARS Al Assistant
N —

c) After submission, eFiling records the application and updates the Tax Practitioner member’s record to
await action by the practitioner.
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c 1S TAX PRACTITIONER COMPLIANT WITH?
i Tax Y v|
Criminal Status Y v
Education Ywv
Continuous Professional Development | Y v
Code of Conduct Y v
Relationship Status “Active -
Active

xRl RA CTicE INFORMATION
Does Practitioner practice under a Prac Deregistered
Registered Registration
Name Mumber

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

Registered -
Address

titioner Contro

Business
Tel Na
Email
Notices Address

Maintain Members

History Submit | Back

TP Membership Download

ce Certificates ’ Ask Lwazi,
'f Q the SARS Al Assistant

d) The RCB must notify the Tax Practitioner member to complete the registration on eFiling using their
individual profile.

e VSARS @runG Home User Organisations  Retumns Diesel Duties & Levies ~ Services Tax Status  Tax Directives  Contact Log Out
Portfalio Taxpayer
- T i Tax Practitioner
Tax Reference Number
Ienticution Nermmee MAINTAIN MEMBERS

Tax Practitioner Information

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

Back 1o Search

Tax Practitioner Controlling Body

Maintain Members

Notices

History

TP Membership Download

Tax Clearance Certificates J ’ Ask Lwazi,
/ the SARS Al Assistant
e -

The Maintain Members function allows the RCB to:
e Track Tax Practitioner registrations.
e Update Tax Practitioner statuses.
o Activate, Suspend, or Deregister Tax Practitioners, where applicable.

The following applies to the Tax Practitioner registration process:

e If you capture an incorrect Tax Reference Number, eFiling displays an error message.
e If the Tax Reference Number exists on the SARS database but is not linked to the RCB, eFiling may
display a blank page. In that case, capture the Tax Practitioner’s details as a new entry.
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e  Complete all mandatory fields.
e  SARS conducts validations to confirm the Tax Practitioner member’s tax compliance status.

If a Tax Practitioner was previously registered and later deactivated (for example, due to non-compliance or
leaving the profession), the RCB must initiate registration again. The Tax Practitioner member must then
complete their details on eFiling (including the RAV01) and confirm the new RCB relationship to submit the
application for registration with SARS.

6 MANAGE TAX PRACTITIONER MEMBERS

6.1 View Tax Practitioner Notices
a) SARS may issue notices relating to the ongoing non-compliance of individual Tax Practitioner
members of a Recognised Controlling Body (RCB). These notices are available under the Notices
sub-menu.
b) To view notices, do the following:
i) On the landing page:
A) Select Services.

B)  Select Tax Practitioner Controlling Body.
C)  Select Notices.

E e WSARS @®runc Home User Organisations  Retumns Diesel Duties & Levies  Services Tax Status  Tax Directives  Contact Log Out

- ¥ & Tax Practitioner
Tax Reference Number

Identificrtion Number Tax Practitioner Submissions

Letter Description Created Date Open
Tax G Status Notice: 201510723 View
Tax Practitioner Compliance Status Verification Notice 2014/05/02 View
Tax Practifioner Compliance Status Verification Notice 2014103726 View
Tax P [of Status Verification Notice 2014/03/19 View
Tax Ci Status. ion Notice: 2014j02/24 View

Additional Services 1

ontrolling Body

Maintain Members

Notices

TP Membership Download

Tax Clearance Certificates J ’ Ask Lwazi,

f the SARS Al Assistant
- —
Enol 3rd Party

c) eFiling displays the Tax Practitioner Notices page.

d) The page includes:
i) Letter Description — the name of the notice.
ii) Creation Date — the date eFilling received the notice.
iii) Open - the option to open the notice.

e) To view a notice:
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i) Select the applicable Letter Description.
ii) Click the View hyperlink.

e WSARS @runc

Portfolio

Home User Organisations  Retums Diesel Duties & Levies

Tax Reference Number

Taxpayer

- ~ & Tax Practitioner

Services TaxStalus  Tax Directives  Contact

Log Out

Identification Number

My Profile

Other Services

Y TPRLefter aspx
Tax Practitioner Controlling Body

PDF reader has been disabled in Microsoft
Edge

Maintain Members

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

Notices

History

TP Membership Download

Tax Clearance Certificates

Ask Lwazi,
S

ii)

View a Tax Practitioner’s History

To view history, do the following:
i) On the landing page:
A)

B)
C)

Select Services.
Select Tax Practitioner Controlling Body.
Select History.

Click Download File and open the downloaded PDF document to view the notice.

This functionality allows the RCB to view historical information submitted for individual Tax Practitioners.

c)  eFling displays the History page.
e W SARS @runc Home User Organisations  Retumns Diesel Duties & Levies  Services Tax Status  Tax Directives  Contact Log Out
Portfolio Taxpayer
- T 't Tax Practitioner
Tax Reference Number
Identification Number 1D Number: Surname:
From Date: First Name:
My Profile search | | show all
Name Sumame 1D Number Registered Name Practitioner Number Date Submitted Status Open
Other Services MARY DIANA CECILIA 2026/03/29 Active  View
SALMON JACOBUS FREDERIK 2026/03/28 Active  View
RAMORASWI MARIA 2026/03/25 Active  View
RAMORASWI MARIA 2026/03/25 Active View
MHLAGANYELWA 2026/03/25 Active View
MHLAGANYELWA 2026/03/25 Active View
Noticas Gerhard 2026/03/25 Active  View
RAMORASWI MARIA 2026/03/24 Active View
History RAMORASWI MARIA 2026103123 Active  View
,
TP Memntxr=hie Devariond RAMORASWI MARIA 2026/03/23 Active View
JACOB JOHANNES - 2026/03/23 Active Miew
Tax Clearance Certificates RAMORASWI MARIA J ’ Ask Lwazi, View
£ the SARS Al Assistant
RAMORASWI MARIA o —
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d) The page displays:

i) Name — the name of the Tax Practitioner.

ii) ID Number — the Tax Practitioner’s identification number.

iii) Registered Name — the registered name of the practice, where applicable.
iv) Practitioner Number — the practitioner number SARS allocated.

V) Date Submitted — the submission date.

Vi) Status — the Tax Practitioner registration status.

vii)  Open — the option to open the submitted data.

e) To search for a Tax Practitioner:

i) Capture the applicable search criteria.
ii) Click Search or select Show All to display all Tax Practitioner members.

e WSARS @runs Home User Organisations  Returns Diesel Duties & Levies  Services Tax Status Tax Directives  Contact Log Out
Portfolio Taxpayer
- ~ i Tax Practitioner
Tax Reference Number
R R MAINTAIN MEMBERS
TAX PRACTITIONER INFORMATION
My Profile Date of
Membership Number Initials  First Name Sumame Birth mm/dd)
MDC  MARY DIANA CECILIA 1948-05-15
Identification Type  South A v 1D Number Country of Issue
Other Services Tax Reference Number
Tax Practitioner Number E-mail Address TT@T.COM
Additional Services Postal Address
1489
Maintain Members 0125
i Business Tel No
o Cell Number
History
TP Membership Download Tax v
Criminal Status Y
Tax Clearance Certificates Education v J ’ Ask Lwazi,
g Continuous Professional Development ¥ J the SARS Al Assistant
o d Dach, Code of Conduct v v
f) To view details:
i) Click the View hyperlink next to the applicable Tax Practitioner.

ii) eFiling displays the Tax Practitioner details.

6.3 View or Update Tax Practitioner Details
a) To view or update Tax Practitioner details, do the following:

i) On the landing page:
A) Select Services.
B) Select Tax Practitioner Controlling Body.
C)  Select Maintain Members.
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e e VSARS ®Func Home User Organisations  Returns Diesel  Duties & Levies Services  TaxSlalus Tax Direclives  Contact Log Out
Portiolio Taxpayer
- i Tax Practitioner
Tax Reference Number
Vdentification Number MAINTAIN TAX PRACTITIONER DETAILS
Controlling Body
My Profile Chartered Institute of Management Accountants (CIMA)
Please cap the below to or add the pi detail
Other Services Search Criteria
Tax Reference Number @
Tax Practitioner Contre Seerth
Maintain Members
Notices
History
TP Membership Download
BT
v
b) eFiling displays the Maintain Tax Practitioner Details page.
c) Capture the Tax Reference Number, then click Search.
d) Update the applicable information on the Maintain Members page.
o e WSARS @rune Home User Organisations  Retumns Diesel Duties & Levies  Services Tax Status  Tax Directives  Contact Log Out
Pontfolio Taxpayer
- T &t TaxPractitioner
Tax Reference Number
LA LT MAINTAIN MEMBERS
TAX PRACTITIONER INFORMATION
My Profile Date of
Membership Number Initials First Name Sumame Birth(ccoc-mm-
dd)
MDC ALEXANDER 1948-05-15
Other Services 'T";";.’!‘i""‘““"" South African ID v 1D Number Countryofiem
Tax Reference Number
Additional Services
Tax Practiioner Number E-mail Address TT@T COM
Tax Practitioner Gontrolling Body LR Ados el
1489
Maintain Members
Notices s
bk Business Tel No
History Cell Number
TP Membership Download
Tax Ywv
Education Y v - e
e) Click Submit to submit the updated details.
6.4 Deregister a Tax Practitioner
a) To deregister a Tax Practitioner member, do the following:
i) On the landing page:
A) Select Services.
B) Select Tax Practitioner Controlling Body.
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C)  Select Maintain Members.

ii) Capture the Tax Reference Number then click Search.

Duties & Levies vices Tax Status  Tax Direct

Contact Log Out

o < : . Home User Organisations  Reftums

Portiolio Taxpayer
- ~ i Tax Practitioner
Tax Reference Number
Klentification Number MAINTAIN TAX PRACTITIONER DETAILS
My Profile Chartered Institute of Management Accountants (CIMA)

Please capture the details below to maintain or add the practitioner details.
Search Criteria

Other Services

Tax Reference Number: @&
Additional Services

Tax Practitioner Controlling Body Search
Maintain Membe

MNotices

History

TP Membership Download

) & Askiwar,
/ the SARS Al Assistant
S

b) Complete the required Tax Practitioner compliance details.

c) Select Deregistered from the Relationship Status drop-down list.

1S TAX PRACTITIONER COMPLIANT WITH?

Tax Y v
Criminal Status Y ov|
Education Y v
Tax Reference Number C P O ¥~
Code of Conduct ¥~
Identification Number GETEEIREETS bl hed
Active

xR CTICE INFORMATION
Does Practitioner practice under a Prac Deregistered
Registerad Registration
Name Number

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

Registered
Address
Additional
Tax Practitioner Controlling Body
Maintain Members Business
Tel No
Email
Motices Address
History Submit | Back
TP Membership Download
Ask Lwazi,
)
i —
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d) Click Submit.

e) Select Ok on the pop-up message.

f) eFiling displays a confirmation message.
E e VSARS @rFunc Home User Organisations  Retumns Diesel  Dufies& Levies Services  TaxSlalus TaxDirecives  Contact Log Out
Portfolio Taxpay
v T & Tax Practitioner
Tax Reference Number
L MAINTAIN MEMBERS

Tax Practitioner Information

My Profile

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

Back to Search

Other Services

Additional Services

Tax Practitioner Controlling Body

Maintain Members

Notices

History

TP Membership Download

Tax Clearance Certificates J ’ Ask Lwazi,
== / the SARS Al Assistant
ol 3rd P; v Da

g) SARS updates the Tax Practitioner profile accordingly.

Note:
. If you only want to update Tax Practitioner information, keep Relationship Status as Active.
. If you select Suspend or Deregistered, eFiling records the Tax Practitioner as Unregistered.

6.5 Generate a List of All Tax Practitioner Members
a) To generate a list of all Tax Practitioner members linked to the RCB, do the follows:
i) On the landing page:
A)  Select Services.
B)  Select Tax Practitioner Controlling Body.
C) Select TP Membership Download.

b) eFiling displays the Report Selection page.
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E e YV SARS @runG Home User  Organisalions  Relumns Diesel  Dulies & Levies Services  TaxSlalus  Tax Direclives  Contact Log Out

Portfolio Taxpayer
- ¥ % TaxPractitioner
Tax Reference Number

Identification Number

Report Selection

My Profile

Report Type * - Output Format * -

Other Services

Additional S 3 Search Results

TP Membership Download

Tax Clearance Certificates J , Ask Lwazi,
z s the SARS Al Assistant
ol 3rd P: S

c) Select the applicable report type and output format from the drop-down lists.

d) Click Search Results.

WSARS @®Func Home User Organisations  Relurns Diesel  Duties & Levies

Tax Status  Tax Directives  Contact Log Qut

Portfolio Taxpayer
b ¥ i TaxPractitioner
Tax Reference Number

Identification Number

Report Selection

My Profile
Report Type * e
Membership List b Dsv
Other Services Excel
Additional Services L

Tax Practitic sntrolling Body

Maintain Members

Notices

History

TP Membership Do

J Ask Lwazi,
4 Q ’t\he SARS Al Assistant
—

e) Download the Excel or DSV file that lists the RCB’s Tax Practitioner members.
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E e VSARS @runs Home User Organisations  Returns Diesal Duties & Levies  Services Tax Status  Tax Directives  Contact Log Out

Portfolio Taxpayer

&5 T i Tax Practitioner
Tax Reference Number

Identification Number

Report Selection
My Profile

fepart Type *

Membership List - Excel -

Other Services

Additional Services Search Results
C O

Notices

History

TP Membership Download

Tox Clearance Certificates ) & Askiwazi,
the SARS Al Assistant
i, S —
ol 3rd Party Dats

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
. 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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