
User guide on View Correspondence / Notices

Step 

No.

Action

1 You can view correspondence 

either from the left hand menu or 

from What I Need to Do link.

Viewing by Tax Agent
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Step 

No.

Action

1 Enter your client’s Tax 
Reference No.

Client Selection

2 Click on Retrieve.
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Step 

No.

Action

1 At the ‘What I Need to Do’ 

page click on 

Viewing by Tax Agent from “What I 
Need To Do” link
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page click on 

Correspondence & Notices 

link at the ‘My Messages’ 

section.
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Action

1 Click on the Correspondence 

& Notices for the respective 

tax type you wish to view.

Viewing by Tax Agent from “What I 
Need To Do” link

290012418M



User guide on View Correspondence / Notices

Step 

No.

Action

1 Select the type of 

document you 

wish to view and 

click on the 

respective link.

View Correspondence / Notices

respective link.

The number of 

documents that 

are unread by 

your organisation

will be shown 

under the ‘New’ 

column.
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No.

Action

1 Click on the letter or notice 

you wish to view. 

The list in this page will only 

display the letters or notices 

for the respective years of 

assessment you have been 

Letters and Notices
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assessment you have been 

authorised to view by your 

client.


