SAICA GUIDANCE
REMOVING AND ADDING
TAXPAYER CLIENTS ON TAX
PRACTITIONERS’ eFILING
PROFILES




1. HOW TO REMOVE TAXPAYERS FROM YOUR EFILING PROFILE

Tax practitioners are often faced with a situation where a taxpayer no longer
uses their services but fails to remove them from their personal eFiling
profiles.

This causes the tax practitioner to still receive all correspondence issued for
the taxpayer and the taxpayer could blame the practitioner for not informing
them of SARS notifications or requirements.

Fortunately, there are two ways to remove the taxpayer from your eFiling
profile.

First option — Access to my profile

Contact the taxpayer and ask them to log into their own eFiling profile and
remove the tax practitioner from their eFiling account by doing the following:

If the taxpayer’s tax number(s) is already registered against another party’s
eFiling profile (e.g. a tax practitioner), they have the option to obtain shared
access or revoke the other party’s access.

a) Log into their personal individual eFiling profile. When they log onto
eFiling, a message will pop up stating that SARS’ records indicate that
the taxpayer does not have any tax types linked to their current profile.
The taxpayer must select the option to link their own tax type (e.g.
provisional tax or individual income tax) to their profile.
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b) Select the type of access you require (see below) and click on
<Submit>:

e <Obtain View Only Shared Access> - this option will only allow
the taxpayer to view transactions done on their behalf on eFiling;

e <Obtain Full Shared Access> - this option will allow the taxpayer
to have full shared access and the other party will still retain
access rights to the tax type;

¢ <Remove Tax Practitioner Access>;

e <Remove My Access> - this option will display if the taxpayer
currently has shared access with their tax practitioner; and

e <Deactivate Tax Type>.
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My Details
Name & Surname
MR TAXPAYER
1D Numbes

77081 2000COCO
Activate your Return Types
Provisional Tax (IRP6)

Mr FAC have access 10 this return type 0003000500

Obtan View.Only Shared Access  Obtan Full Shared Access  Remove Tax Practtioner Access

Activate your Return Types
Indwidual income Tax (ITR12)

Mr FAC Goga hawe access 10 tha returm type 0009000300

Obtan View-Only Shared Access  Obtan Full Shared Access  Remove Tax Practtioner Access

E=mm O

This is usually the easiest way to no longer receive any further information
from SARS for the taxpayer. However, most taxpayers don’t know how to
navigate on eFiling and asking them to follow these steps may leave them
even more confused.

Second Option — Portfolio Management
The Portfolio Management function is used to link, and add various portfolios
(roles) on the taxpayer’s eFiling profile, such as your individual portfolio to
manage your own personal taxes.
a) Once the taxpayer has logged on to eFiling:
o Select <My Profile> from the menu on the left.

e Select <Portfolio Management>.

e The Portfolio Management screen will display for you to link,
unlink, or add portfolios.

| Portfolio Management

dentification Number

Linked Portfolio(s)

My Peclle Portfalio Namse Tax User Count Tax Payer Count  Portfolio Type Detault

taspapar222122 - SARS PTYLTD 1 1 Qrgansation Oefoul

1 Unlinked Portfolio(s)

Previous Login Name Portfolio Name Unk Remove

b) The taxpayer will be prompted to enter the password for each portfolio
that they want to link.
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e |If you do not remember the password, click on <Forgot

Password> to reset it.

e After you enter the correct password, a message will display to
confirm that the portfolio has been linked.

Message

Portfolie taxpayer] 11111 linksd.
oK

c) The taxpayer can set a default portfolio so that the system
automatically displays this portfolio when they login instead of having
to select it each time. To change the default portfolio, click on the

ellipses menu icon and then either select <Set as Default> or

<Remove Default>.

Portfolio Management

Linked Portfolio(s)

Portfolio Name Tax User Count Tax Payer Count

Portfclio Type Default

Tastd45 - SARS Poy Lad 2 1

Crganisation

Teat123 - Mr Taxpayer 1 1

Unlinked Portfoliofs)

Previous Login Mame Partfolic Mame

Individual

Default

Hename Rename

Change Portfolio Type

Change Porfubio Type

d) To change the portfolio type, click on the ellipses menu icon and

select <Change Portfolio Type>.

e Select the portfolio type (<Individual>) from the drop down menu

and click on <Save>

e You can only have one Individual portfolio linked to your profile.
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Portfolio Management
Linked Portfaliols)
Portfolic Mame Tax User Count Tax Payer Count  Portfolic Type Default
Text345 - SARS Py Led z 1 Crganisation i m
Teatl3 - Mr Taxpayer 1 1 Individual Drefault B m

Unlinked Portfolio(s) Renzme Portfolio Type

Previous Login Mame Partfolioc Name

cnange Forrolio Type |- Individual

1 Set As Default Tax Practitioner

Organisation

e) Click on <Home> on the top right corner.

f) Click <Tax Type> on left hand menu.

g) Add your <taxpayer number>.
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Raferance Humbar |4S00000000
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typa onling. Acieabed

As a tax practitioner, you have the following options to remove the taxpayer
yourself:

Third Option

Log into your Tax Practitioner eFiling profile, click on “Taxpayer list” enter
the tax number, ID number or just the taxpayer’'s name then click on search.
Click on the taxpayer’'s name (1) and then click on “Organisation” in the top
menu on your page.
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& Taxpayer Search - Google Chrome — O x

@ Secure |htlps:g’fsecure.sarsefiling.co.za,".'GeneratarMebWiz.aspx?Busine55ProcessC0de=BPM... Q

Search for Tax Payer

o Company Reg or ID
Mame |a||-::|a | Number | |
[ | External User ID [ |
The wild character (*) may be used.
& Record found. Page 1 of 1 Previous Mext
| Tax Payer name Trading As name Company RegD Mumbsr Extarnal User ID
' A (Mrs) , A {Mrs)

F—;:H@' 1
aman, A (Mrs) iman, & (Mrs) .

Kindly click on “Organisation tax types” (5), deselect the boxes next to
‘Individual Income Tax” (1) and “IT Admin Penalty” (2), scroll down and
click on “Register” (3). The status next to the tax types should be
“Successfully deactivated (4).

Please note: Prior to removing a taxpayer the tax status box needs to be
initially checked as it will not be possible to remove a taxpayer until the tax
status has been deactivated. That is, if a tax clearance has been applied for
previously for the particular taxpayer, one will not be able to remove the
taxpayer until the tax compliance status box has been deactivated.

ORGANISATIONS [EETREREENE SUSTOMS | DUTIES & LEVIES | SERVICES | TAX STATUS | CONTA | LoGouT Taxpayer Li
_ For hel| how to deactivat d reactivate tax lea: lick her: ’
= New @ or help on vate an types, please clic -

Change Details

Banking Details Select the electronic returns that you wish to register for:

|Ze s &35 ' Provisional Tax (IRP6)

Request Tax Types Reference Number

ISV Activation Tax Office] ALEERTOM Ad

Summary Please note that you will automatically be aclivated to receive SARS notices for this tax

VAT Vendor Search “ype onling.

Delete Taxpayer

Pending Regisiration # Individual Income Tax (ITR12)

SARS Registered : Reference Numberl 146 |
Details 1 Tax Office JOHANNESBURG -]

Employee Please note that you will automatically be activated to receive SARS notices for this tax  Status:
Registration type online. Successfully
5 R . . o o Activated 4
d Reports MNote: Click Here fo activate/deactivate individual Incoms Tax activation for dessased
Rights Gr estafe purposes.
« IT Admin Penalty
Reference fiumber 135 |
2 Tax Office] JOHANNESBURG v Status:
Please note that you will automatically be activated to receive SARS notices for this tax  Successfully
type online. Activated
3

On the left, under the Organisation menu, click on “Delete Taxpayer”, in the
middle of the page you should see the “Taxpayer information” heading, all
options under the “Number of associated” should be 0 except for the
“‘Rights Groups” option.

Page 6 of 14



Kindly scroll down and delete the taxpayer. If you search for the taxpayer
again, you should receive a message from SARS saying that there is no such
taxpayer on your profile.

Delete Taxpayer
Register New
Ba“mgﬂnﬂlﬂ; As a user, you will only be allowed to delete the taxpayer from your profile if.
o » All fax fypes linked to the taxpayer have been deactivaled.
Organisation Tax » There are no pending tax type fransfer requests for the associated taxpayer.
Types « The taxpayer is not the only taxpayer linked to the user.
Request Tax Types
ISV Activation One or @ combination of the above rules may be applicable to allow for the delete of a taxpayer.
Summary 1
VAT Vendor Search TAXPAYER INFORMATION
Delete T: yer Ta.]:gayerﬂan'\e: lhjmhero.fassndated:
Pendi I E icia Human Retums: 0
ng Registration™ |y o) - 8y T Consutant Payments: 0
o Assessmenis: 0
Registration Number: Objections: 0
G30E090179050 Letters: 0
Righis Groups: 1
Return Type Reference Number  [Statws |
DELETE TAXPAYER
Motes:
o
Delate Taxpayer @ 2

Fourth Option

a) To activate/deactivate tax types for taxpayers on your portfolio, click
on the ellipses menu icon and then search for the specific taxpayer.

Dt &

A - : L £ Dngan Eationg et a
. Yo e e U Oganestons ne

Taxraver @

Porttalia Tas Payer
Test Practiioner - TAXPAYER J () i B Tax Practitioner
Tax Reference Number
Fortfolio Management
Profie Setti
Taxpayers e
My Profile

b) Select <Organisations > from the menu on the top.
e Select <Organisation> from the menu on the left.
e Select <Organisation Tax Types> from the menu on the left.

e Select the check box for the tax type you want to activate (or
deactivate).

e Insert the tax reference number.
e Click on <Register>.

e Once SARS has verified the details, the status will change to
‘successfully activated’.
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W EARS @

Hoomee Usier

jansabong | Rebums D

Portfolio Tax Fayar
Test Practitionsr - TAXPAYER J [} = 1 Tax Practitionsr

Tax Reference
Mumber

Q For belp on how 1o deactivate and resctivate tax types, please click hare,

Sclect the electronic reburns that you wish to register for:
[ Pravisional Tax (IRPG)
Rafarance Number_—|
Tax OMee [ALEERTON w
Flezte nete that you will aulomatcally be actvabed o receive SARS notces for this tax type anlne,

My Profie

[lIndividual Income Tax (ITR12)

Reference Humber |

Tax Office [ALEERTCN ~
Plezte nele that you will automakeally be actvabed lo receive SAA% netices for thie tax type enlne,

Note: Click Herg 1o activata/deactivate indrddual Income Tax activation for daceasad eslale pUrposes
Hote: Click Here o activate/deactvate indradual Income Tax aclivation far insalvent estabe purpeses

LT Admin Penalty
Rafaranice Number

Tax Office [ALBERTON ~
Flezte nele that you will aulomakcally be actrabed lo receive SARS notices for thie tax type anlne.

LIMineral Royalties (MPR3)
Rafarance Humber |

Tax Offics [ALEERTON ~
Flassa nete that you will automatcally be acivates to racaive S4RS notices for this 1ax type anine.

=3 =3

Summary

2. HOW TO ADD A TAXPAYER TO YOUR EFILING PROFILE

Should a taxpayer be linked to a different tax practitioner, you can transfer
them to your eFiling profile by following the below steps:

a) If a tax type is already registered on another eFilers profile, an error
message will display (see below) when you try to activate the tax type.
You have the option to request the transfer of the tax type that is
registered with the other eFiler.

e VEARS @ Hizrrn User g
. lohin =

Tacpayer @
Potiols Teguyes

Iy Company Fortiolo - Steyn E C {Mrs) = § Organisation
Tax Reference Number

Identitication Numiber
o ' giuhlp on hew to desctivaio and resctvain iax types, ploasa click hom,

Reference nunsher, 0820836830, exists for another taxpayer. You may request this reference
numiber from the bolding tax user by wsing the ‘Request Tax Types” menw fem on the ket
Reference numsber, 05208 20820, exists for another taxpayer. You may request this reference
nambar from th holding tax user by using the 'Riquest Tax Typas’ mand.

My Pialie

Select the slectronic rabarms that you wish to megister fos
Provisional Tax [IRPG)
Fafaranta Mumber
Tax Cffica | ALBERTON -

< Ingdividual Income Tax [ITR1Z)
Change Details Refarence Humber
Tax Ofice | ALBERTON v

Eankang Datails

FAYE Admin Penalty
Moie thai the PAYE admi ta t be deaciiatad without deactivating the PAYE
. " mwslﬁﬂﬁfﬁiﬂ%&mu typas. ) “

Refaranta Numbar |
Tas: Offica | ALBERTON -

VAT201
Mote: Debit order arengements with AR5 will be cancelled after regisiering as an eFiler.
Refaranea Mumbar
Tax Office | ALBERTON »

b) To request a tax type transfer:

e Search for the required taxpayer.
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Select <Organisations> from the menu on the top.
Select <Organisation> from the menu on the left.
Select <Request Tax Types> from the menu on the left.
Click on <Create New>.

On the Declaration, select <l agree> and click on <Continue>.

Ptk Tazirgr
My Company Portiobo - FREDERICKS 5 (Misz) * 1 Organiation

Requests for Tanpayars Aawm Types
Im Recusst Tax Typex dunchorality alows for $e tramafar of 2 laspayar's ralum typas babeean b prackiicnen
i rmquest awllxhvelrra‘\: melegt 1 “Conate hew' Bution a1 e batiom of fhe table beiow.
Tv smrw e detaily of a prevously crestes request click on View' againet e ppropraais regquesl Sram the izt below,
Picusc ok Frins i soeesting o romies of cham fpes the lspayer manl hove ] op e v on e kL of e soreon

Bin i 2l .
Ftust Trpe: L L]

Hrquast Type : Hequas Dain

I, Jobn Tacpayse, ID¥Passpar nusser T213456789, de hersby canfm that | am duly sushoried, ar s
hummhawnrledhg'mm perfarm the reguest in ransier tax ypes | an fuly awaes of my
Pl sutoemiatibty i his ragerd 590 the consequsnses of sy Tese declamtion therso!

=i | agree

| oy pord agras

Conini

c) Complete the details of the taxpayer you want to move to your
portfolio.

Click on <Request>.

Click on <OK> on the pop-up message to confirm you are sure
you want to request these reference number(s) for those return

types.
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Portfalio Taxpayer
My Company Portfalio - FRED * } Organisation

Taxpayer Move Request - Requested

Ta request a fransder against any refurn type linked io the taxeyer, make sue the comeei taxpayer is selected on the drog down manu
o the IR of M SLrESn AN ten Snter the S2800ia0ed MEIEMENTE NUMDEr I ME Dox SI0NOSKIE ME NEUM TypE. A TENSer requsest
against mors than one refzrence number whese applicable is penrissible

Wou may send your confact debails bo alow the holding te user fo contact you outside the system You may also give the holding baor
UB8r MOra INFAMANaN In tha message

Requesting Taxpayer Name: FRED
Requesting Registration Mumber
Status: New Request

Request Created Data:
Last Action Date:

Requested Return Type: Reference Number Status
EMPZ01 - PAYE |
EMP501 - Submission |
PAYE Admin Penalty |
VAT201 ' |

|

|

VAT Admin Penalty

Provisional Tax (IRPE)

Individual Incame Tax (ITR12) |os20820825

IT Admin Penalty _ |
Dividends Withhalding Tax (DWT) |

~ontact details to send to holding tax user:
Raguasting

taxwuser  JT Taxpayer

name

|Please Transfer Mr Fred's Personal Income Tax Number to me

l=ssage -

# Send Contact Details?
Email
Address:
Telephane |
Number:

Call
Mumber:

.Iest@sm qovza |

0833333333 |

Request

d) A message will display confirming that the tax type has been
requested and that the request is pending approval from the
individual.

e The taxpayer/registered representative must approve the
transfer request (see 3 below) in order to complete the process.

e) The table on the <Request Tax Types> page allows you to track and
view the status of each request.

he ‘Request Tax Typas funcionalty allows for the transfer of 3 Gopayer's reum hpes batwean tae practitoners.

o redquerst 3 new (83 ype ansfer, sakct the 'Creats Me' Bution 2 the bottom of the tabls belew.

T wiew the details of a previcusly created request, click on View' mmwmﬁrwmmelm balw.

PIRCH 106G PAIGH 0 TEGUESIRG  ANSIET oF 1R (YPeS 1 [AE52Y0r IS BVR hoan [ogisaared by (0 raCUasling (2% 35ar 210 i Selctin 1o tha ding dows men o tha 19ft of S8 s<reen.

I; Regquests for Taxpayer's Retun Tipes

raes Sk Al T
Framuasl Tpos Al
Fiepuees] Referanca:

Request Typs Regquest Reference Requast Date Last Action Date

Mr TR Requasted 161210402 18 Now 2012 20 Mo 2012 Cancalad Mg
MrsEG Recewved 161216432 12 Now 2042 14 Mov 29 Carcaled iz
Miss 5 Fecewed 191218426 12 ow 2019 14 ew 2013 Carceled vigw
Mizs & Recened 151210425 12 Now 2043 12 Maw 208 Carceled g
MrsEG Recewved 151216404 1 Now 2015 13 Mev 29 Carceled Nigw
Wrs BL Fepesied 191218374 7 Mo 2013 07 hew 2013 Buihorised by individuz TaxPayer  Wisw
Mizs & Requestad 151210376 O v 2012 U7 Py 2012 Autharized by individusl TaxPayar  View
1

Create b |
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Override Code

a) If you are the owner or active registered representative of that tax
type:

e An override code will immediately be sent to your security contact
details.

o After successfully capturing the override code, the tax type and
history will immediately move to the registered portfolio.

b) If you have multiple portfolios, you can transfer tax types between
portfolios:

¢ SARS will check if you if have ‘Manage Payer Rights’ on both the
requesting and holding portfolio. Once verified the tax type will be
transferred immediately.

c) Where the owner or registered representative does not approve the
request for tax type transfer after 5 working days, reminders will be
sent. If there is no action from the owner or registered representative
after the last reminder is sent, the request to transfer the tax type will
expire.

d) A tax type transfer will be disallowed if:
e You are not a registered tax practitioner.
e You are not the registered representative for that taxpayer.

¢ You are a user with the ‘Manage Payer Rights’ but you are not the
registered representative/valid tax practitioner of the individual
whose provisional tax or personal income tax type is being
requested.

3. APPROVE REQUEST FOR TAX TYPE TRANSFER

A message will be sent to notify the taxpayer/registered representative of the
request to transfer the tax type. The taxpayer/registered representative must
follow the steps below to approve the request in order to complete the
process.

a) Log on to the SARS website and select on <Manage Tax Type
Transfer>.

e Onthe Tax Type Transfer screen select yes or no to indicate if you
are a South Africa Citizen.

e Insert the identification number and tax number.

e Click on <Submit>
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VS54RSS EEENS Tax Type Transfer

@ logn Are you 8 South African citizen?
[ Register Now @ ve: O no

Id=rtification Number
@  Forgot Password? =g 7702120000000

Income Tax Reference Number

&  Forgot Username? 0820820820

b) As part of the authentication process, you will be required to enter a
One-Time-Pin (OTP).

o Select a preferred channel (i.e. email or cell number) to which
SARS can send the OTP and click on <Send OTP>

o Insert the OTP sent to your email or cell number and click on
<Submit>.

! . “—
One Time Pin (OTP)
Contact Details Cne Tirme Pin
SARS would like to send you an OTP, Please indicate your OTF has been sant ta the fallowing callphane number
preferred chanin=l and click S=nd OTP. ORg=e=== 20
Fin avparas in 01:01
— o 79 & T 7 A

Email  Call Humbar

Please arter the last & digits of your OTR.

rour Prefered Contect

c) You can view the details of the party requesting the tax type transfer
and print the Power of Attorney

e Click on <Accept> or <Reject>.

e After you have authorised or rejected the request, click on
<Return to SARS Website>.
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Tax Type Transfer

Please authorise or rejact the tax type transfer by approving or dedining the
following Power Of Attorney within 5 minuts/s:

[ John Taxpayer, with [dentity Number ([D): JT123456789, in my capacity as
Representative TaxPayer for Fred Fredericks. with Identity Number

(1D): 7111280007648 hereby authorise Peter T Jones, a Registersd Tax Tax Type Transfer

Practitioner, Number: PR-0007640 1o access, receive read, conclude and Requsst sxcessfuly authonsed
deliver electronic filing transactions as defined in the rules for electronic
communication prescnibed under section 255 of the Tax Adrmnestration Act for m

my personal income tax.

[ declare that as the registered representative 1 remain fully accountable for
any action taken by, Peter T Jones or person under his / her direct supervision
as a result of the access granted.

Print Power of Altormey

Please note:

e When a taxpayer or registered representative authorises the
transfer request, the tax type will move from the holding party (e.g.
old tax practitioner) to the requesting party (e.g. new tax
practitioner). If the taxpayer or registered representative has
shared access with the holding party, shared access will be
established with the requesting party.

e When a taxpayer or registered representative rejects the initial
transfer request the requesting tax practitioner will be allowed up
to two more retry options to request the tax type transfer.

If the two retries are exhausted, the tax practitioner will not be
allowed to submit any further tax type transfer requests for that
particular taxpayer for a period of 21 business days.
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