RMS — Customs and Excise new Online System
Assistant Accounts

This document explains the process to re-confirm assistant accounts in the new Customs system
which is being rolled out on the 21 November 2022.

Check if you have assistants set up

If you have assistant accounts set up for administering your clients VAT returns, you can see them in
online services. Select “Account” from the menu.

2% online services & AgentDemo =
e e lsle of Man Government
Account
Service Update Messages
Online Services will be intermittently unavailable on Wednesday 16™ November between 8:00am and 9:00am di Log Out

infrastructure upgrades. We apologise in advance for any inconvenience this may cause.
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This will show the list of assistant accounts currently active on the account. You can add or disable
agents though this menu.

Assistants

Show menu ~

Enabled

To disable an assistant, select the assistant by clicking on their username and then choosing the "Disable Assistant" link. This user will
then no longer be able to access Online Services.
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Signing into RMS for the first time.

The main agent account will be migrated with all your clients. When the main agent signs in for the
first time on the new system, you will see the full client list. Assistant accounts will still exist but
won’t automatically have access to the client list. The following process needs to be followed to set
up assistant permissions.

Main Agent initial log in process

Main agent signs into Online Services for the first time after the new system goes live, and navigates
to “Customs and Excise” section of online services

Terms and Conditions . Help. Privacy
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Deadine for mesparios i 13 December 2052

Benefits and Financial Support Home and Neighbourhood

Social Security Benefits | Legal Aid | News Emergency services | Local authorities Consultation will inform

Mare... Deeds and Probate Registry | More... Island’s Ionger‘oerm
refugee policy
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Business and Industries Planning and Building Control
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1on of VAT returns and EIQ

=ts and making payments

and rzaking payments

Invoice Payments

Pay for Government lnvo ssued by

the Finance Governan

Job Search

Search for jobs and receive
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Vehicles & Driving
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& wehicle test applications

Vaccines and Boosters

Apphy for 2 booster or vaccine

The new system will only have 2 options, “customs general payments” and “online portal”. Select
online portal.

The first time the main agent signs into the online portal, they will need to authenticate the login.
The following page will appear and the main agent will need to click approve if the information is
correct. If the information is incorrect please call Customs & Excise on 648120.
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Approve claims for service:

In order to use the VATRMS service, the following information must be provided to the department
responsible for the service

accname [Sally Agent

Ltd] The name associated with the account the user belongs too
The user name i.e. full name typed into online services at

usrname [Sally Agent] registration

email
The email address against the user

phone [01624123456] The phone number against the user

dob [1980-02-15] Users date of birth as entered at registration

Approve

Once this has been completed, the main agent should have access to their full client list.

UAT version 1.0.2.0 ustoms 8 Excise Division site A Contactus € Greg davies -
iho version 3.1.2 81

A/ Home Inbox -

Hi Greg

Taxpayers assaciated with your user account are displayed below. Select a taxpayer from the list below to view their account.

o e Lo

Click the view link to select a taxpayer. 1 You have no unread messages

Search:

View Inbox >

i Alex Horne Limited

| Greg Davies Limited

& Sarah Millican Limited

Showing 1 to 3 of 3 entrias Frevious - Mext
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Assistants initial log in process

Assistants need to log in as per the main agent initial log in process and complete the login
authentication.

Assistants will receive a message to say they need to contact their agent for access to clients.

UAT version 1.0.2.0 o : e Division site A Contactus @) Keith Assistant =
iho version 3.1.2.81

online services

Isle of Man Government Customs & Excise Division

A Home Inbox «

Hi Keith

A You have logged in successfully but currently have no taxpayers linked to your user —

actaunt,
& You have no unread message:
Sub-users of an agent will need to contact the agent’s administrative user to be

ranted access to the appropriate taxpayers.
g Pprop fay View Inbox >

Main agent assigning permission to assistants

Once the assistant has completed the initial log in, the main agent should now have the ability to
manage their assistant’s permissions. To do this, go to Customs & Excise online services

Craffts Person Search

Customs & Excise ibivd Pubilications! colbaciain

Manx Litilities

) i . e
Fi wisur gle A lILARIgL

Select the “Online Portal” option
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From the menu under the main agent account name, select Manage User Access

UAT version 1.0.2.0 [0ms & Excise Divisionsite A Contactus €Y customs agent «

lha version 3.1.2.81
Your user account

* services

wment Customs & Excice Division customs agent

# Home Inhox -
= Switch Taxpayer

Hi customs 8 My Access

Taxpayers associated with your user account are displayed below. Select a taxpayer from the list below ta

S Manage User Access

Here you can see all the assistants and what permissions they currently have.

Managed Users

Displaying user account details for

Select a user to view their access,

Keith Assistant Edit user

Access parmitted o)

Filter by user_..

Keith Assistant (0]

Filter by Taxpayer Name or TIN

Access permitted to the following areas:
& Enquiries

& Returns

@ Account

& Registration

@ View Payment

@ Make Payment

To amend the assistants permissions click Edit User

Managed Users

Displaying user sccount details for:

Select a user to view their access.

Keith Assistant Edit user

Tax Type Permissions Taxpayer Accessibility o

Access permitted to:

& value Added Tax

Filter by user...

Keith Assistant (0]

Filter by Taxpayer Mame ar TIN
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User Details allows you to update their personal information.

v User Details

Edit the details of the user.

First & last name: * Keith Assistant
Date of Birth: * Day:*  Month: * Year: *
1 1 1900

Date of birth may be usad ta help verify the users identity, The user must be at least 18 years old,

Phone Number; * +44 -

User Permissions allows you to amend what access assistant have, to the areas in the clients online
account.

v User Permissions

Select one or more areas this user will be allowed to access across all taxpayers selected.

B sclectall areas

B =nquiries

B Returns

B ~ccount

B Registration
B view Payment
B Viake Payment

Tax Type Permissions allows you to select which client tax types you want assistants to see.

» Tax Type Permissions

Select one or more tax types this user will have access to across all taxpayers selected.

[ Select all tax types

B Value Added Tax

Selacting a specific tax type will allow this user to view
l: e el this tax type information only for each taxpayer selected.
|| Value Added Tax POA For example a user permitted to view VAT anly will be
able to view all VAT information.

Select all tax types if you want to allow this user full tax
type access for each taxpaver selected.

Tax Payer Accessibility allows you to allocate clients to your assistant.

v Taxpayer Accessibility

Select ane or more taxpayers this user will have access 1o,

Manage Taxpayers Filter by Taxpayer Namea or TIN

Select one or more taxpayers to complete this user profile.

Taxpayers assigned: 0 from 3
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To do this click manage taxpayers

v Taxpayer Accessibility
Select one or more taxpayers this user will have access to.

Manage Taxpayers Filter by Taxpayer Name or TIN

Select one or more taxpayers to complete this user profile.

This gives you a menu of the clients available for selection on the left and the taxpayers the assistant
currently has access to on the right.

Select taxpayers X

Select one or more taxpayers this user will be allowed access to.

Available Taxpayers (3) Select all Selected Taxpayers (0) Remove all

Filter by Taxpayer Name or TIN Filter by Taxpayer Name or TIN

= Customs Demo (TIN: " J
2 Customs Client (TIN: b

= Customs customer (TIN: b

Select one or more taxpayers from the list of
available taxpayers.

To add them to the assistant list click on the green plus

Available Taxpayers (3) Select all Selected Taxpayers (0) Remove all
Filter by Taxpayer Name or TIN Filter by Taxpayer Name or TIN
2, Customs Client (TIN: 1) o
= Customs custamer (TIN: J
= Customs Demo (TIN: 1 )

Select one or more taxpayers from the list of
available taxpayers.
This moves them to the assistants list

Available Taxpayers (2) Select all Selected Taxpayers (1) Remove all
Filter by Taxpayer Name or TIN Filter by Taxpayer Name or TIN
= Customs customer (TIN: J o = Customs Client (TIN: ) (-]

& Customs Demo (TIN: 1 J
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To remove them click the red minus

Available Taxpayers (2) Select all Selected Taxpayers (1) Remave all
Filter by Taxpayer Name or TIN Filter by Taxpayer Name or TIN
Customs customer (TIN: ) Customs Client (TIN: ] e

Customs Demo (TIN: * )

Once finished click save changes.

Available Taxpayers (2) Select all Selected Taxpayers (1) R

emaove all
Filter by Taxpayer Name or TIN Filter by Taxpayer Name or TIN
Customs customer (TIN: ) Customs Client (TIN: N e
Customs Demo (TIN: ]
Save Changes Cancel

When the assistant signs in again they should now have access to the clients you have added to their
account.



