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1. Document Summary 

1.1 Objective 

This How to Guide has been produced to guide SAICA members and associates through the steps required 
for 2021 CPD / TP Annual declarations on the SAICA Member Portal.  

1.2 Learning Outcomes 

The following is covered in this How to Guide:  

a. How to submit a CPD / TP annual declaration; 

b. How to upload CPD / TP evidence;  

c. How to edit a CPD/TP annual declaration? 



 

    

 

 

V0.2, 23 September 2021 confidential, limit distribution, controlled Page 4 of 17 
 

2. How to access and complete the CPD / TP Annual Declaration on 
the SAICA Member Portal 

2.1. CPD / TP Annual Declaration by SAICA member or associate. 
 

 
 

STEPS ACTIONS 

1.  

 

Visit Member Portal and capture the email address you used to create your profile, in the Email 
Address field. 

2.  
Enter your password in the Password field. 

 

3.  
Click the Sign in button. 

 

 

 

 

 

 

 

 

 

 

https://my.saica.co.za/
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STEPS ACTIONS 

4.  
Once you see the Dashboard screen displayed as shown above, click the Member Compliance 
option in the left panel. 

 

 

 
 

5.  
In the Member Compliance section, click the DECLARE button to open the declaration form. 

 

 

 

 

Member Compliance 
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The CPD Declaration screen will then display a form containing your general information. 

Note the General CPD Requirements listed below. 
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Whenever you answer a question with No, in the Declaration section, a text field will display, allowing 
you to enter additional information. 

 

Members/associates queries relating to the annual declaration may be logged on the Member Portal. 
 

 

 

 

 

 

https://my.saica.co.za/
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Once you have answered all the declaration questions, click the Submit button. 

Note: If you do not complete a mandatory field, the form will highlight any missing information and you 
will not be able to submit your declaration. 

 

STEPS ACTIONS 

6.  
Click the Submit button. 

 
 

 

 

 

 

 

 

7.  
Click the Yes button to proceed. 
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STEPS ACTIONS 

8.  
Click the OK button. 

 

 

 
 

 

The status of your declaration will be updated to Submitted. You will no longer be able to edit the 
declaration, you will only be able to view it. 
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On submission, you will receive an automated email, acknowledging the submission of your declaration. 
An example of the email is displayed above. 
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2.1. How to upload evidence when you are selected for monitoring. 

Should you be selected for monitoring and upon receiving a CPD / TP monitoring selection notification 
email, you will need to log on to the Member Portal and upload evidence against the declaration for the 
current declaration period. This applies for all members and associates. 

 

 
 

STEPS ACTIONS 

1.  
Login to the Member Portal at Member Portal and click on the Member Compliance button 
in the left panel. 

2.  
Click the Evidence link, which can be found under My Account section.  

 

 

 
 

3.  
When you see the Monitoring Evidence screen, as shown above, click on the Add Evidence 
button. 

 
 

 

Add Evidence button. 

https://my.saica.co.za/


 

    

 

 

V0.2, 23 September 2021 confidential, limit distribution, controlled Page 12 of 17 
 

 
 

STEPS ACTIONS 

4.  
In the Add Evidence window, select the declaration year from the CPD / TP Monitoring 
Evidence dropdown list. 

 

 
 

5.  
Capture your notes in the Enter Notes field. 

 

 

 

 

 

 

Enter Notes field. 
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STEPS ACTIONS 

6.  
Click the Choose File button. 

 
 
Once you have selected the monitoring year, the Choose File button will become available. 

Note that you will not be able to upload evidence after the due date for submission of evidence has 
passed. 
 

 

 

7.  
Select the document to attach and click the Open button. 
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STEPS ACTIONS 

8.  
Once the file is uploaded, click the Send button on the bottom right of the screen to submit 
the evidence. 

 

 

You can upload multiple files as evidence against the CPD / TP monitoring. 

File types: pdf, docx, images, ppt, zip and excel. 

 

 

 
 

 
The Monitoring Evidence screen will display all the added evidence. 

Note that you can view, edit and/or delete the evidence you uploaded.  You will not be able to edit or 
delete the evidence after the deadline has passed. 
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2.2. How to edit the declaration. 

If you have submitted an incorrect declaration or are contacted by SAICA to confirm information on your 
declaration, the declaration form will be made editable for the member to re-submit.  

 

When you log into the Member Portal, an alert pop-up message will display, as shown below. 

 
 

STEPS ACTIONS 

1. Click the OK button. 

 
 

 
Note the Declaration Status is updated to Draft, and the declaration is opened to be edited, allowing 
you to submit evidence to support the rectified declaration response. You will receive an automated 
email, acknowledging the submission of your declaration. 

 
 
 
 



 

    

 

 

V0.2, 23 September 2021 confidential, limit distribution, controlled Page 16 of 17 
 

 
 

 

When you click the EDIT button on the CPD / TP Declaration screen, the declaration will be opened for 
you to complete the questions again. 
You will also be able to add evidence.  

 

Please note the below when editing your declaration: 

⮚ When your compliance status has changed from self-declared non-compliant to self-declared 
compliant for CPD; you should upload the Reflective plan. 
 

⮚ When your compliance status has changed from self-declared non-compliant to self-declared 
compliant in the tax practitioner declaration question: ‘I complied with SAICA’s code of 
professional conduct (i.e., ethics code) and was tax compliant in all material respects in the 
conduct of my personal tax affairs on the date of this declaration’; you should upload your Tax 
Compliance status as evidence to support the rectified declaration. 
 

⮚ When your compliance status has changed from self-declared non-compliant to self-declared 
compliant to the tax practitioner declaration question: ‘I have not been convicted of theft, fraud, 
forgery or issuing a forged document or committed a dishonest offence in the last five years’ or ‘I 
have not been convicted of nor am I an accused of a serious tax offence within the last five years’, 
you should upload a Police Clearance Certificate (If you do not receive the PCC by the due date for 
submission, you will be required to furnish a copy of the application for your PCC, noting the date on 
which you made the application) or a report from a reputable criminal record checking company 
as evidence to support the rectified declaration. 

 

⮚ When your compliance status has changed from self-declared non-compliant to self-declared 
compliant to the tax practitioner declaration question: ‘I have/will have attained at least 15 hours 
of tax-specific CPD in the 2021 SAICA membership period for purposes of being a tax practitioner 
(pro rata for lesser period), of which 60% is verifiable, and maintained relevant records for all 
tax-specific CPD hours’, you should upload the evidence of compliance with the 15 hours 
(including 9 verifiable hours) tax-specific CPD requirement for the 12-month period, 1 January 
2021 to 31 December 2021 or commissioned affidavit stating that you did not provide tax 
services for a fee to support the rectified declaration. 

 

⮚ When you change the response from ‘Yes’ to ‘No’ to the tax practitioner declaration question: ‘Are 
you aware of or have you received a letter from SARS indicating SARS’ intention to deregister you 
as a tax practitioner due to non-compliance, in terms of section 240(3)(d) of the Tax 
Administration Act, 2011’, you should upload the Tax Compliance status to support the rectified 
declaration. 
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Members/associates queries relating to the annual declaration may be logged on the Member Portal. 
 

 

 

https://my.saica.co.za/

