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YV SARS

South African Revenue Service Effective Date: 18 JU|y 2025
1 SUMMARY
a) Every operator liable for Air Passenger Tax (APT) is required to file a return and make payment, in

accordance with Section 47B (7).
The requirements for return submission are described in APT-02.

The accounting period is one (1) calendar month, commencing from the first day and ending on the last
day of the month.

Operators must submit their return and make payment, within twenty-one (21) days following the end of
each accounting period. Where the last day for submission of the account and payment falls on a
weekend or public holiday, the account and payment must be submitted on the last official working day
before that day.

All the operators / agents must be registered for eFiling as the submission of the payments and
uploading of passenger manifests can only be made via eFiling.

The operators / agents can now pay for the contravention’s amounts stated on the letters using eFiling.

For the licensing and registration requirements, refer to SC-CF-19.
APT REGISTRATION ON EFILING

Log in to eFiling

The operator logs onto the eFiling platform as described in SC-CF-42.

The system displays the operator’s dashboard. The portfolio type reflects as Organisation.

e VSARS ®rin Home User  Organisations Retums  Customs Duties & Levies Senvices  TaxStas  Contact [EEETIONS

Portol )
Organisation e
Ao

\ ) (& =

@& EE

Taxpayers
Nam ai Tax Ref Numbef
Name of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions

If operators are unable to access the eFiling service, they must contact the SARS Contact Centre for
assistance.
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2.2 Activate APT Tax Type

a) The APT tax type must be activated on eFiling to allow for the submission of returns.

b) The operator selects:

i) Organisations;
ii) Tax types; and
iii) Manage tax types.

User Organisations ~ Returns C: Contact Log Out

Portfolio Taxpayer

i Organisation

Tax Reference Number

Identification Number
Taxpayer Name

My Profile

Registration Number

Change Details Manage Tax Types

e Tax Type Description Reference Number Status Action
B e e Customs Agent 700 Successfully Activated. o [ Deactivate
AEDl Air Passenger Tax 814 Successfully Deactivated. [ Request Activation

Legacy: Activation Requests

Legacy: Transfer Reque

Legacy: Pending Registration ! LIVE CHAT ASK A QUESTION?

c) The operator ticks Request Activation and clicks the Submit button.

. ¢ Organisations  Returns Custo o Contact Log Qut

Porticlio Taxpayer
- T i Organisation @
Tax Reference Number B o =
Identification Number
Taxpayer Name
My Profile
Registration Number
Change Details Manage Tax Types
Tax Types L
Tax Type Description Reference Number Status Action
Manage Tax Types T
Customs Agent 700 Successfully Activated. [ Deactivate
Air Passenger Tax 814 Successfully Deactivated. [ Request Activation
Legacy: Activation Requests
Legacy: Pending Registration el LIVE CHAT =) askaquestion
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South African Revenue Service Effective Date: 18 July 2025
d) The APT tax type will now be successfully activated (refer to sub-paragraph 2.2 (j))

e) In instances where the tax type is activated by a representative of an operator, the activation request
routed for authorisation.

. e WV SARS Home User  Organisations  Refums Customs  Dufies & Levies Semvices  TaxStaus  Contact Log Out
Portfolic Taxpayer
- * ; Organisation (g":;\;\
Tax Reference Number e
Identification Number
Taxpayer Name Contact Details @
My Profile
Cell:
Registration Number
Email:
Organisation
Register New
Change Details Tax Types Details
e Tax Type Description Reference Number Status
(R I Customs Agent fro0f Successfully Activated
View Request History Air Passenger Tax 814

Awaiting authorisation  «——

Legacy: Activation Requests

Legacy: Transfer Requests

Edit Contact Detalls Manage Tax Types Access Rights

Legacy: Pending Registration ‘| LIVE CHAT (=) ASKAQUESTION?

f) The operator is notified of the authorisation request via email and/or SMS. The operator logs in to the
Tax Type Transfer/Shared Access Request.

@ FiunG

Tax Type Transfer / Shared Access

Request
Are you a South African citizen?
® Yes O No
Identification Number *
V SARS |
ent 7 is required
South African Revenue Service Tax Reference Number *
s required
™
4w LIVE CHAT I AsKAQuEsTION?
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9)

h)

The operator chooses their preferred channel and clicks the Ok button.

Approve Online
Request

SARS would like you to approve your online request
Please indicate your preferred channel and click OK to
authorize,

vsarS [EEEE

South African Revenue Service
Your Preferred Contact
078****+64

i LIVE CHAT

A one-time pin (OTP) is sent to the chosen channel and the operator:

i) Captures the OTP; and
ii) Clicks the Submit button.

One Time Pin

OTP has been sent to the following cellphone number

Please enter the last 6 digits of your OTP.

South African Revenue Service

we LIVE CHAT

Effective Date: 18 July 2025

@ FuNG

™

I ASKAQuESTION?

@ FLNG

™

) Ask AQUESTION?
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i) The operator selects authorise and clicks the Submit button.
@ FiLING
€
Tax Type Transfer / Shared Access
Request
Please action the tax type transfer request by authorising or declining the
following Power Of Attorney within 5 minute/s:
1 with Identity Number (ID): ,in my capacity
as Representative TaxPayer for , with Identity Number (ID):
hereby authorise ________, to access, receive, read, conclude and
' deliver electronic filing transactions as defined in the rules for electronic
communication prescribed under section 255 of the Tax Administration Act
for the tax(es) listed below.
South African Revenue Service | declare that as the registered representative | remain fully accountable
for any action taken by, ~ _ or person under his / her direct
supervision as a result of the access granted.
Air Passenger Tax - 814
@v»\ionse O Decline
e
Print Power of Attorney
G LIVE CHAT t/ ASK A QUESTION?
j) The Air Passenger Tax will be activated.
ms  Duties & Levies  Services. Tax Status Contact Log Out
Portfolio Taxpayer
> ¢ et )
Tax Reference Number
Identification Number
Taxpayer Name Contact Details @
My, Profiie Cell
Registration Number
Email:
SARS Correspondence
.
Tax Types Details
Retumns History
I Tax Type Description Reference Number Status
Levies and Duties Customs Agent 700 Successfully Activated
Third Party Data Certificate Air Passenger Tax 814 Successfully Activated €———

Search

Third Party Data

Payments il LIVE CHAT ™ askaquesTion?

k) The operator updates the user rights for the submission of returns as described in SC-CF-42.
) The operator logs off eFiling to allow for the changes to refresh.

m)  The operator can now log in to submit returns.
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3 APT RETURN SUBMISSION
3.1 Submit APT Return

a) The operator selects:

i) Returns; and
i) Returns issued.

I ARS ©F Home User  Organisaions = Retums C Duties & Levies

Tax Reference Number

ToxSwtss  Contact [ERYLNY

~ i Organisation
Identification Number
USER DETAILS COMPANY DETAILS
User Name: Trading As Name:
My Profile Login Name Registration Number.
Date Registered Date Registered
INCOME TAX QUICK SEARCH
e Please enter your Income Tax Reference Number SEARCH

VW . South African
/SMS Revenue Service
ISSUING OF 2013 IRP5/IT3(a) UNTIL FURTHER NOTICE

Employers ace advised that where an Employea Income Tax Cortificate [IRPSIT3(a)] nesds to be issued for the 2013 transaction year prior to August 2012 submission to SARS, thesa IRPSAT3(a)

centificates will have to be issued from the employer's payroll system or where no payrol system is used. & manual certificate Manusi certficates can be requested from any SARS branch or the
SARS Contact Centre on 0800 00 SARS (7277),

il LIVE CHAT 75 askaquestionr

The list of tax types for which the operator is registered displays, and the operator:
i) Selects Air Passenger Tax (APT201);

ii) Chooses the correct year and period; and
i)  Clicks the Request Return button.

VSARS @ Home User

Contact  [RETOTY &

Portfolo Taxpayer [+ ]

Tax Reference Number &
Identification Number

(€]

id ] Returns Search +

Year

v Period* -
R T quuw Retum <4—
Employee’s Tax (EMP201)

Air Passenger Tax Returns

Name

ence Num Period Return Type Status tatus Dat Amount Due Due Date Open

LI LIT 4
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c) The return for the chosen period displays and can be accessed through the hyperlink.

Tax Refecence Number

Identification Number

Air Passenger Tax Workpage

Taxpayer Details Status Information

Taxpayer Name SARS Status
Issued
Tax Period eFiling Date

2023-08-21T12:34:32.3

Reference Number

Declaration Details

Return Version Status Date Status

ap120 —— 1 2023.08-21700:00:00 ssued

Query SARS Status e

sl LIVE CHAT 75 askaquesmion? |

d) The APT 201 return displays and the operator confirms the information under:

i) Details of Accounting Period;
ii) Operator Particulars; and
i)  Agent Particulars.

AIR PASSENGER TAX APT201

= LIV CHAT [ hsi s crmsminr
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e) The operator completes the mandatory fields under APT Passenger and Liability details by expanding:

i) Standard Rate Departures; and
ii) Lower Rate Departures.

Tax Reference Number VSMS AIR PASSENGER TAX

South African Revenue Service

APT201

Identification Number

Details of Accounting Period

My Profile

Operator Particulars

SARS Correspondence

Agent Particulars

APT Passenger and Liability Details

Employee’s Tax (EMP201)
Employee s Tax (EMP501) Standard Rate

Income Tax
(ITR14/TTR12T/1T12E1)

Air Passenger Tax (APT201)
Lower Rate

Returns History

Levies and Duties

Third Party Data Certificate
Search

Declaration

Third Party Data

f) Once all mandatory fields are updated, the amount due is calculated.

APT Passenger and Liability Details

|

Tax Reference Number

Standard Rate

Identification Number

Lower Rate
My Profie

SARS Correspondence

Amount Due

I hereby declare that al the information suppbed in this relum is rue and comect and compbes with the provsions of the cusioms and excise act. no 91 of 1954

S LIVE CHAT T Ask A quesTion
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Effective Date: 18 July 2025

9) Once the return data is captured, the operator clicks the Submit button. By clicking on submit, the
operator declares that all information on the return is true and correct.

Crganbationn  Hskama,

AIR PASSENGER TAX

e LIV CHAT T asaa pomsmonr

h) The return status changes to filed.

3.2 Request for Correction

a) A maximum of three (3) corrections are permitted on a return for an accounting period.

b) Corrections on a return must be submitted prior to making payment. Once a payment is processed, no
corrections can be submitted.

c)

If a correction is required on the return, the operator clicks the Request Correction button.

Organisations  Retums Customs  Duties & Lavies

Lag Out
[
~ i Organisation
Tax Reference Number
Identification Number Air Passenger Tax Workpage
Taxpayer Name SARS Status
Filed
Tax Periad eFiling Date

2023m 2023-08-14T10:15:48.597

Reference Number

.

= - Declaration Details
Search
- Return Version Status Date Status
Third Party Data
APT201 1

2023-08-14T00:00:00

Query SARS Status. Request Comection Request Statement of Account

“Third Party Appointments T 2 LIVE CHAT 75 ask aquesTions

Filed through eFiling
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d) The return opens pre-populated with the data captured when the return was filed. The amendments will
be updated, and the return is re-submitted.

Air Passenger Tax Workpage

SARS Siatus
Tax Perind wfiling Dute
02N

2023-08-MTINTI06TEY

Aicfrenc e umber

Return Version Status Date

3.3 Make Payment
a) Once the return is submitted, the operator clicks the Make Payment button.

o Purttalis

QAPERFAUTOASSA6999924 - SQM - ~ § Organisation

Tax Reference Number

Identification Number Air Passenger Tax Workpage

My Profile:

Taxpayer Details Status Information

Taxpayer Name SARS Status

SAR spondence Filed

Returns Issued Tax Perlod eFiling Date
202301

2023-08-14T10:15:48.597

Reference Number

au

Declaration Details

Return Version Status Date Status

APT201 1 2023-08-14T00:00:00 Filed through eFiling

— ck to Searc Query SARS Status | Request Comection || Request Statement of Account
ayments
“Third Party Appointments 3 LIVE CHAT ) ask aquesTion?
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South African Revenue Service Effective Date: 18 July 2025

b) The operator confirms the amount due and clicks the Make Payment button again.

e ] " Contact  [ETLSEY

i Organisation

Tax Reference Number

Identification Number APT Payment Summary

Tax Reference §14 Period

e

This page allows you to:

Raturns History

Returns Search * Ca

te of the payment due date. The payment will srly be processed on the effective date
owing banking products: ABSA « Cash F BSA Corporate Banking, ABSA Direct « Internet Banking, Autopay (Standard Bank], FNB « CAMS,
Online Banking, Internet Banking, Investec Online Banking, NedTreasury (nedBank), Netbank Business (Nedbank) or Standard Bank Business Online (CATS).

Levies and Duti

Third Party Appaintments b

c) The payment details displays and the operator:
i) Selects the saved bank account from the dropdown box;
ii) Confirms the payment details; and
i)  Clicks the Pay Now button.
. e VSARS @ Home User  Organisations Retums  Customs Duties & Levies Services  TaxStas  Contact [EERSReTS

Portfollo Taxpayer

i Organisation

Tax Reference Number

Identification Number

My Profile

SARS Correspondence

Account Name: v 4—
RS
Employee’s Tax (EMP201) Payment Request Date: ‘ Aug 2023
Please use the format: yyyyimmvdd
Employee s Tax (EMPS01) Payment Amount: R 4—
Comments:

Income Tax
(ITR14/ITR12T/IT12E1) I

Returns Issued
story

Air Passenger Tax (APT201)

Returns Search

Search
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d) The operator clicks Ok in the pop-up box.

1> Suggested Sites v e AT Lo ey ¥ Find aSource Code.. ¥ Rates of Tax for Indi... > [ Otherfavorites

e VSARS @ Note: To effect the payment, the payer who is the owner of the bank bons Retums  Customs Dufies&lovies Sevices TaxStas  Contact [ERETReRY
. account must authorise the payment. The transactionwill only take
place when, in accordance with the bank rules, the payer has logged on
Portolo to their banking product to authorise the payment. Please consult your
bank regarding the cut-off times to effect eFiling payments to SARS
Tax Refarence Number ~ timeously
Identification Number “
Payment Details
Account Name: -
Raturs History
Employee’s Tax (EMP201) Payment Request Date B aoo s
T T ——
Employee s Tax (EMPS01) Payment Amount: R
Comments:
Income Tax
(TRI4/MRI2TAT12EN)
Air Passenger Tax (APT201)
Retur > i o

Levies and Duti
Third Party Data Certificate
Search

e VSARS @i Hore User  Organisations  Retums

Duties & Levies  Sonvices  TaxStaws  Contact  [ENTSCRSY
Pormiolo Tapayer
. * ¢ Organisation
Tax Reference Number =
Identification Number
Confirm Payment Initiation
Summary of payment transaction details
SARS Correspondence
Titem
Returns Issued &
Employea’s Tax (EMP201) -
Please note that by clicking on the *Confirm" button below, a payment instruction will be created and sent to your bank, which
Employee s Tax (EMPS01) requires authorisation in order for the payment to be finalised.
o— Kindly logon to your banking product to authorise this payment in order to release the required funds to SARS.
(ITR14/TTR12TAT 1261
ger Tax (APT201)
hat once a payment s submi ed
Levies and Duties
Third Party Data Certificate
Search
by Suggested Sites v * ¥ Find a Source Code.. ¥ Rates of Tax for Indi... > ) Other favorites
secure.qa.sarsefiling.co.za says
e VSARS @ oA pay SARS L ions Retums  Cusioms Duies&levies Senices TaxStams  Contact [ISESN
‘ From account:
On:
Porton
Please be aware that once a payment s submitted thi insruction .
Tax Reference Number cannot be reversed.

Identification Number

Confirm Payment Initiation

Summary of payment transaction details

3yment o Titem
Returns

Please note that by dlicking on the “Confirm" button below, 3 payment instruction will be created and sent to your bank, which
requires authorisation in order for the payment to be finalised.

Kindly logon to your banking product to authorise this payment in order to release the required funds to SARS.

(TR14/TTR12T/IT12E)

Air Pass ax (APT201)

Retums Search

s and Duti

Third Party Data Certificate
Search

Third Party
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The payment will be submitted to the operator’s bank for approval of payment.

The operator clicks the Continue button. The operator will also have the option to print the summary of
payment.

l VSARS @+ Home User Organisations  Retums Customs ~Duties &Levies Services  TaxStaws  Contact Log Out
Portol >
~ i Organisation @

Tax Reference Number

4

Identification Number

My Evoma Payment Initiation Result

Summary of payment transaction details

Your payment request has successfully been submitted to Standard Bank (MyBills). Please login and authorise the payment.
The following message was returned: Payment request was saved successfully

R

SARSEFO0

T

v cnar s e
The operator logs into their nominated bank and approves the payment.

STATEMENT OF ACCOUNT (SOA)

The statement of account will be emailed to the operator monthly.

Alternatively, the operator can click on the Request Statement of Account button to view their account.

Organisations  Retums Customs Duties & Lavies Senices  TaxStaws  Comact [EIEEEeR]

Tax Reference Number

Identification Number Air Passenger Tax Workpage

Taxpayer Name SARS Status
Filed
Tax Period eFiling Date
202301 2023-08-14T10:15:48.597

Reference Number

81

Declaration Details

Return Version Status Date Status
APT201 1 08-14T00:00:00 Filed through eFiling

Query SARS Stas [l Request Comection | Request Statement of Account | Make Payment

“Third Party Appointments

el LIVE CHAT T asw aquesTions
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c) The operator selects the year and month and clicks the Continue button.

e TSARS ® Hame Cusioms  Due TaxStats  Contact  [EEETSNY
Portoin Tapa
Tax Reference Number
Identification Number
Request Statement of Account for APT Return
TaxPayer Name
TaxPayer Reference: $14
Plaase selact 4 yaar ~]  Piease select s month . ~
Connis T T
kil LIVE CHAT [ Ask A quesTIoN?

d) The operator clicks the hyperlink to view the Statement of Account.

TaxStaws  Conlact

Customs  Duties & Levies

Log Out

e VSARS @ren Home User

- ~ § Organisation

Tax Reference Number

Identification Number

Request Statement of Account

TaxPayer Name

TaxPayer Reference: 814
Your request o SARS has bean successiully submiind

k! LIVE CHAT T askaquesnions

e) The amount due for the selected period will display. The operator can make payment through the
statement of account by clicking the Make Payment button.

Make Payment || Close

!

f) The operator reviews the payment details and clicks the Pay Now button.

FSARS @rena
® =)

- ~ § Organisation

Tax Reference Number

Identification Number

Tax Reference: 814 Statement of Account issued on
My Profiie

0.00]

Amount
Pay Now | [ Back
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g) The operator clicks Ok in the pop-up box.

v . ¥ Find a Source Code. ¥ Rates of Tax for Indi... > 7] Other favorites
secure.qa.sarsefiling.co.za says

- , —

Payment Summary
Tax Raferance 814 Statement of Account issued on (Periad o
)

Tax Reference Number

Identification Number

My Profie

Make Payment

Amount R 0.00
Pay Now | [ Back

h) The operator continues to process payment as described in paragraph 3.3.

5 CONVERTING EXCEL FILE INTO CSV FILE

a) The operator must ensure that, they have captured the manifest information as specified in APT-02-A02
on Microsoft Excel.

b) The operator must open the Excel passenger manifest file that needs to be converted and click ‘File’.

A e @ ov) (3 - T MasfestCom « v ar A - o X
ome Inwrt Pagelsyost formules Data Review View Automate  Help © comment: | (RSN
< X P = fep Hnet + 3 ¢ Ao O (w]w ] 3
N g oA A 0 loeners - B B B B Z-h O B B O
U E: FEoewee - - v
Paste ¥ B 1 yYU-[B-l¢d.A- ==||- .9 9 of 9 Cordtionsl fomatar Cel b Sortl Find& Addm  Asalyze Coplot
=] = ot o » " formatting = Tatle ~ Styles~ | [ Foomar v © - Filer= Selecxv Data
Gptosd B fom & Nigmase & [ 5 e Cets Edng Sersavty  Addm v
(i) POSSIBLE DATA 10SS Same teatures might e 10584 you save I¥S wOAROOK 10 the comma-delimied oo Ioumat, 0 oreser these features, save I1in 20 Excet file foomal, | Dont show again Save As. x
c20 v i fe
A ] £ () E G H
1 Meader Record
H
3 Mustbe "H* Must be *Manifest” Y/IN Numeric Numeric COYYMM Aphanumerc e.g AF995 Numeric CCYYMMDD Alphanumeric
[}
5 Detadl Record
C®Type  TMiboarded®AX  infams  [MTrawtPAX  STCREXST  OutyTravelen  CrewMembenm  TTLChargesblePAX
7 Mustbe"D* Numeric Numeric Numerc Numeric Numernc Numeric MNumeric
8
3 Full PAX List

1 Mustbe *P* Name and Suname Airport Code e.g 1HA Aport Code e.g HRE  Weight of baggage, numeric Aiphs Alphs Numeric

Must be *T* Count of all records in the file excluding the
5 header and trailer records.
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c) The operator must click ‘Save a Copy’ or Save As.

[ N
Bl ManifestConv + Saved o 27 ? o () X
®© Save a Copy
(n) Home ~ 2

=
D New | ManifestConv
sV (Comma delimited) (*.csv) ~)
= oOpen
7 ‘ [ save ’
Sensitivity labels are not supported for the current file
Info type.
Learn More
Save a Copy More options
Print | £ New Folder
Share
Name T Date modified
Export
Close
@] Manifest Data 2025/07/02 3:09 AM

S
ManifestTesting 2025/07/02 3:25 AM

Show more...

Il] This PC
lre
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d) Choose 'CSV (Comma delimited) (*.csv)' in the 'Save as type' dropdown menu. The default delimiter
must be changed before clicking 'Save'.

@  ManifestConv + Saved

©
@ Home
D New

= Open

Info

Save a Copy
Print

Share
Export

Close

Save a Copy

Show more...

[% This PC
@ Add a Place

P 1

GO — (O X

1 ManifestConv

| Excel Workbook (*xIsx) v|

XML Data (*xml)

Excel Workbook (*.xIsx)

Excel Macro-Enabled Workbook (*.xIsm)
Excel Binary Workbook (*.xisb)

Excel 97-2003 Workbook (*xIs)

CSV UTF-8 (Comma delimited) (*.csv)

Single File Web Page (*.mht, *.mhtml)
Web Page (*.htm, *.html)

Excel Template (*xltx)

Excel Macro-Enabled Template (*.xitm)
Excel 97-2003 Template (*xit)

Text (Tab delimited) (*.txt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*.xml)
Microsoft Excel 5.0/95 Workbook (*.xIs)

»

[F’) Save ‘

ified

2 2:43 AM

CSV (Comma delimited) ('.csv)l

PDF (*.pdf)

Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.txt)

Text (MS-DOS) (*.txt)

CSV (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*slk)

Excel Add-in (*xlam)

Excel 97-2003 Add-in (*xla)

2 3:39 AM

2 3:21 AM

e) In order to convert an Excel file into CSV file, the default delimiter must be changed from a comma to a

pipe character (|).

f) To effect this change required, the operator must open the Control Panel on the computer and click

‘Clock and Region’.

8 Contrel Panel

> V. + Contral Rane

Adjust your computer’s settings

‘ System and §r<\mly

Yo

1=
.

User Accounts

Appearance and Personalization

‘j Clock and ch on
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g)

h)

i)

Effective Date: 18 July 2025

The operator must click ‘Region”.
A Clock ard Regian = o x
w o + Cormol faned + Clocc and Regan £
R G DTG o e tme e o fr e e e
b T
The operator must click ‘Additional settings’.
¥ Region <
Formats Administrative
Format:
English (South Africa) ~
Language preferences
Date and time formats
Short date: yyyy/MM/dd ~
Long date: dd MMMM yyyy ~
Short time: h:mm tt g
Long time; hh:mm:ss tt ~
First day of week:  Sunday ~
Examples
Short date: 2025/07/02
Long date: 02 July 2025
Short time; 3:33 AM
Long time: 03:33:14 AM
Additional settings...
[ OK ] Cancel Apply
The operator must check the ‘List separator’ field for the pipe character currently in use:
i) If the pipe character is a ‘,’ then the operator must change it to an ‘| which is located on top of the

Enter button on the keyboard or select ‘|” from the dropdown menu.
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¥ Customize Format <

Numbers Currency Time Date

{ Example
Positive: 123,456,789.00 Negative: -123,456,789.00

g Decimal symbol: ‘ . v ’
No. of digits after decimal: 2 v
Digit grouping symbol: ' v ’
Digit grouping: 123,456,789 v
Negative sign symbol: ‘ - N |
Negative number format: -1.1 v
Display leading zeros: 0.7 v
List separator: l v
Measurement system: Metric v
Standard digits: 0123456789 v

- * A vmmmmilba il laiim b R
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i) If the pipe character is a ‘|’ the operator does not need to make any changes.
¥ Customize Format X

Numbers Currency Time Date

Example

Positive: 123,456,789.00 Megative: -123,456,789.00
Decimal symbol: . v|
No. of digits after decimal: 2 ~
Digit grouping symbol: ) v |
Digit grouping: 123,456,789 v
Megative sign symbol; - v |
Negative number format: -1.1 W
Display leading zeros: 0.7 v
List separator. | I 7
Measurement system: Metric W
Standard digits: 0123456789 v
Use native digits: Never v

Click Reset to restore the system default settings for
numbers, currency, time, and date.

Cancel Apply

j) The operator must click ‘Ok’ to save changes made.

Reset

APT-03 — Air Passenger Tax — External Guide Revision: 2 Page 22 of 36



YV SARS

South African Revenue Service Effective Date: 18 July 2025
Decimal symbol: ‘ . V‘
No. of digits after decimal: 2 v
Digit grouping symbol: ’ v ‘
Digit grouping: 123,456,789 v
Negative sign symbol: ‘ . v ‘
Negative number format: -1.1 v
Display leading zeros: 0.7 v
List separator: [l v
Measurement system: Metric v
Standard digits: 0123456789 v
Use native digits: Never v

Click Reset to restore the system default settings for Reset
numbers, currency, time, and date.
OK Cancel Apply

k) The operator can now save the file. It will be saved as a CSV file, with pipe characters as delimiters
instead of commas.
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)] To verify the convention, the operator must open the saved file in a text editor like Notepad to ensure

that the data is separated by pipe characters.

B untinea

File Edit Wiaw

m)  The operator must click ‘File’ and then ‘Open’

unstled * +
u Edit  Wiew
New tab Cul=N

New window

Maw Markedown tab

Save as

Save all

Page setup

Print

Cose tab W
Ol window

Exit

n) The operator must select ‘All files’ from the dropdown menu of file type.
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Name Status Date modified Type

No items match your search.

name: ~ ‘ Text documents (*.txt) v
Text documents (*.txt)

Encoding: Auto-Detect ¥ |Markdown file (*.md)
_ |

0) The list of files will appear, and the operator must select the CSV file that has been just converted.

p) If converted correctly the data will be separated by pipe characters (|) as reflected below. The CSV file
is ready to be uploaded using Efiling.

B umtes ManitestCony.csv x [ - o

fle  Edit  View 2 & @
Header Record ||| 11111111

ID Type |INFO-TYPE|Test Indicator|APT Reference Mumber|Period|Flight|Date|Departure Airport code|Arrival Airport code|Departure Date and Time|Arrival Date and Time|||

“Must be WU |“Must be “"Manifest"""|v/N|Numeric|mameric CCYVWM|Alphanumeric e.g. Ar99S|Mumeric CCYYMMOD|Alphanumeric |Alphanumeric|Numeric CCYYIMDD, 00:00|Nuseric CCYYMIEO, 00:09) ||
HIEEEETEEEE

oetail record|||1I[III11]

ID Type |TTL Boarded PAX|Inflints|ITL Transit PAX|STCR EXST|Outy Travelers|Crew Members|TTL Chargesble PAX|Tax Asount|TTL to Pay||||

“Must be "TD"""|Nemeric|Numeric|Numeric|Numeric|Numeric|Numeric|Numeric|Currency|Currency|]||

TR

Full pax Listl LTI

1D Type |Customer |From |To |Bkg |Cabin |Class |Sec.Nbr |Seat |Accept |Codeshare |Incarriage |Incarriage From |Arrival Time

"Must be "“P"""|Mame and Surname |Airport Code e.g. JHB|Airport Code e.g, MRE|Weight of baggage, numeric|Alpha|Alpha|Numeric|Alphanumeric|Y/N|OLBS13 |Alphanumeric|Alphanumeric|Numeric
LECLEEEEET

Trailer record|| ||| [11|11]]
10 Type |Total-pax| ||| [1]|11]

“Must be ""T"""|count of all records in the file excluding the header and trailer records||||{11]11]]

6 UPLOAD OF PASSENGER MANIFEST

a) The operator must login into eFiling as specified in paragraph 2.1.

b) Select the applicable profile and click on ‘View Taxpayer'.
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Log Out

Homi Retums
TESTER
o AUTOMATION @
folio Taxpayer
AutoCompany - T AUTOMATION * i Organisation
Tax Reference Number
o
Identification Number
££34086
= - =
Taxpayers
MName Registration or |D number Tax Reference Number
Name of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions
ACME Automation-381128 2024/727864/07 9234248236 2025-05-09 1400 2025-05-09 1400
T AUTOMATION 5301016624089
First | Previous | © Next Last
Ll LIVE CHAT T Ask AQuesTION?
P
H ‘ H ’
c) The operator must click on ‘Passenger Manifest’.
TESTER e VSARS @runc Horma Usar Organisations ~ Returns. Customs  Duties & Levies  Services Contact Log Out
AUTOMATION @
Portfolio Taxpayer
Tax Reference Number AutoCompany - ACME Automation-381128 v Organisation

Taxpayers

Returns History

Return
Name of Taxpayer

ACME Automation-381128

T AUTOMATION

Name

Company/ ID Number
2024/727864/07 9234248236

5301016624089

Reference Number

Registration or 1D number

2025-05-09 14.00

Last Return Filled

Tax Reference Number

Actions

Last Accessed

2025-05-09 14:00

First | Previous

Non-Core

d)

MNext | Last

The operator must click ‘Update Passenger Manifest'.

i LIVE CHAT

T mskaguestiont
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TESTER
AUTOMATION @

Tax Reference Number
28 70

Identification Number

TESTER
AUTOMATION @

Tax Reference Number
286 70

Identification Number

TESTER
AUTOMATION @

Tax Reference Number
VETAF(]

Identification Number
5301016624089

Effective Date: 18 July 2025

Log Qut

- ACME Automation-381128 -

i Organisation

Passenger Manifest Upload

Welcome to the funtionality for bulk uploads of flights. This functionality allows you 1o upload multiple Flights at once usings a CSV (Comma Seperated Values) file format (Click here fior

Specification) Mate: If the documents open in the browser, please use the ‘Right Click. Save As... option.’ Please click on ‘Browse' and select your file to upload. Then dlick on the ‘Upload” button in
arder to start the upload process.

Year * - Period * -

Please select

od from the d

Choose Files | No file chosen

il LIVE CHAT o) ask AcuesTion?

Log Qut

Ponfolio Taxpayer

AutoCompany - ACME Automation-381128 * i Organisation

Passenger Manifest Upload

Welcome to the funtionality for bulk uploads of flights. This functionality allows you to upload multiple Flights at once usings a C5V (Comma Seperated Values) file format (Click here for

Specification) Mote: H the documents open in the browser, please use the ‘Right Click, Save As..' option.' Please click on "Browse’ and select your file to upload. Then dick on the 'Upload” button in
arder to start the upload process.

[ Year * - Period * - ]

ase select both the

nd the Period from the drop

Choose Files | No file chosen

L LIVE CHAT T AsKAQuesTiON?

CSV file to upload and select ‘Upload'.

e FSARS @rinc Home User

Portiolio Taxpayer

AutoCompany - ACME Automation-381128 -

Retums Customs  Duties

Tax Stas  Contact Log Out

Organisatien

Returns Search

Levies Duties.

Passenger Manifest Upload

Welcome to the funtionality for bulk uploads of flights. This functionality allows you to upload multiple Flights at once usings a CSV (Comma Seperated Values) file format (Click hece f

0
Specification) Note: If the documents open in the browser, please use the ‘Right Click, Save As... option.’ Please click on "Browse” and select your file to upload, Then click on the 'Upload' button in
order to start the upload process.

2025 -

Choose Files | H_2025041.. 205059 csv

i LIVE CHAT [ asx aquesTion?
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g) The screen below will display after a successful upload of passenger manifest.

Message

L

Your File Has Been Successfully Loaded

Continue

h) The operator may click ‘Passenger Manifest History’ to view previously uploaded passenger manifests.

Retumns History

e WSARS @runc

Porifolio
AutoCompany

Home User Org Retums ms  Duti
Taxpayer
ACME Automation-381128 -

i Organisation

es & g 3 Tax Status Contact

Passenger Manifest History

ID Type

Third Party Data

Arrival Airport Code

Flight Number

Departure Airport Code

Non-Core Taxes

Payments
i Codeshare TTL Boarded PAX
Third Party Appointments
From * To*
Request For Reason 2025/05/01 M 2025/0515 (3]
Request for Reduc essment
Reset

Disg spension Of Payment

{+) _ASK A QUESTION?
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7  INITIATE PAYMENT FROM CONTRAVENTION LETTERS

a) The operator must login into eFiling as specified in paragraph 2.1

b) Select the applicable profile and click ‘View Taxpayer’

T Home T s Log Cut
AUTOMATION
Portfolio Taxpayer
AutoCompany - TAUTOMATION ~ i Organisation
=
My Profile 2o,
Taxpayers
Mame Registration o ID number Tax Reference Number 2
Name of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions
ACME Automation-381128 2024/727864/07 9234248236 2025-05-0% 1400 2025-05-09 1400
T AUTOMATION 5301016624089
First | Previeus | 0 Next Last

i LIVE CHAT ) ask A quesTion?

c) The operator must then click the ‘SARS Correspondence’ option.

o e VSARS @ Home User  Owganisaions Retums  Customs Duties & Levies Senvices  TaxStats  Contact  [ERETReN]
° AUTOMATION
Portio Taxpayer
AutoCompany - ACME Automation-984116 ~ :  Organisation
Tax Reference Number
0804269264
D (T
11010179 User Name:  AUTOMATION, T Trading As Name ACME Automation-984116
Login Name SOMAto_Pr_654474167482875166_1 Registration Numbar 202400379407
My Profile Date Registered. 20250402 Date Registered 20250402
INCOME TAX QUICK SEARCH

Please antec your Income Tax Reference Number SEARCM
UPDATED VERSION 5.0.9 OF e@syfile™ EMPLOYER NOW AVARABLE

The latest version 5.0.9 of e@syFile™ Employer s now available can be accessed by visiting the SARS efiling website
htptivonv sarsefiing co zal and downloading version 5,0.9 of e@syFile™ Employer. Please note: The updated e@syFile™
Employer version 5.0.9 for Macintosh will be avallable at a later date. Any Information submitted to SARS using a
previous version of e@syFile™ Employer, will not be accepted.

For more information on the updates to the software visit the SARS website hitp fwww saes govzal > Tax Types > PAYE for
Employers,
Levies and Duties IMPORTANT: ONLY ADOBE FLASH PLAYER TO BE USED FOR FORMS ON SARS eFILING
i LIVE CHAT ASK A QUESTION?
Passenger Mandest In our quest to knprove our service to taxpayers, SARS is phasing in the use of Adobe Flash Player as the only plug-in for

d) The operator is prompted to enter the search criteria then click on ‘Search’.
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TESTER e FSARS @ Homa User Retums Custorns  Duties & Levies Tax Status Contact Log Out
o automamion @
Pertioio Taepayer
AutoCompany = ACME Auvtomation-9B4116 - Organisation
4
ldentification Number
11
Search Correspondence ® ar (O reap () UNREAD
My Profile
Tk Typees Limmes Typee:
Al - All -
T e e Types
All - Al -
Rocerwed Date Feomm * W Tyrsh
02411215 3] All -
Request Admin Pe
Regereed Dae To*
202506013 (3] Reference Mumber
e LIVE CHAT GUESTION?

e Da
TESTER
AUTOMATION

HIE0ETI

f)

payment.

ACME Aunomason-SE6467T BY

ACME duforraSon-GEGST 81

ACME Autormaton-SE6457 Bt

ACME Auformadon-SEGST BT

ACME ALRSFaSn-SEEAST A1

ACME Auformadon 84457 B1

ACME Aulornadon-SEE43T 81

ACME AwrormanonS86457 B1

ACME MasornasonGEE45T 81

ACME Automadon- 885457 B

xx Reference

20290036

02860346

40209036

0286034

40200036

0258036

40200034

0288036

40200034

20295035

The operator must click ‘Download file’ to open

Reterancs Nuffited

= =
T YearPericd  Duate Deseription
Al Passenger Tax 2025 180672025 104907 Leter of Demand
Ak Passenger Tax 2025 TRDE0ES (5602 Leher of Demand
Al Passenger Tax 2025 1TOER025 150524 Lene of Demand
Ak Passenger Tax 2025 THDER02S 105017 Request for Addional Infarmation
Al Passonger Tax 2025 1TOE2025 100414 Raquiest fof Addisonal Inkamation
Al Passenger Tax 2025 TTOER0ES 1040411 Request for Addiional Information
A Passongel Tax 2025 1TAOE2025 100404 Reguist for Additonal Inlermalion mm
A Passenger Tax 2026 1TRE02S 09583 Request for Supporiing Documenis m
Al Passenger Tax 2025 1TAO62025 09-58:-30 Request for Supperting Dacuments mm
Al Passenger Tax 2025 17082025 09: 18230 Lefier of Demand ﬂ

&= LIVE CHAT ALK & QUEETIONT

the contravention letter and click ‘Pay Now’ to make
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Gt ethor sigm

POF reader has been disabled in Microsoft
Edge

YU WANT B3 CEmn The Bl VTS0 Of OWRKIONg (T
o Settings » Site Permissions » POF Documents
e 0ff Always download POF files ana refrech it

page

S LIVE CHAT [ asw acumsnon

VSMS AIR PASSENGER TAX

Letter of Demand

South African Revenue Service

Enquiries should be acddressed 1o SARS

Contact Contre Tet 0800 00 7277

9568 SARS Webste. sars gov 28
ACME Automation-666497 chinywardiDsars gov za

90 Florence Rebeiro
Pretoria

5:881101’13 Tax Reforence No 8140200036

0181 Case No 210050719

Date 20250018

Dear Client

LETTER OF DEMAND

LIVE CHAT
Further to the notice of intent 8140299036 dated 2025-06-18 and in the absence of representafions recaw:ad from

g) Enter the amount to pay and then click ‘Make Payment’.
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— e FSARS @ Home User  Orgenissions Relums — Customs Dubiés & Levies Sendces  TaxShabm  Contsct  [EIECTEN]
AUTOMATION @
Portiol Tanparpes
AutoCompany - ACME Automation-9B4116 = ¢ Crganisation
Tax Reference Number
Identification Number APT Payment Summary
Tax Reference 8140299100 Period 202508 T

h)

® Tige You can sul v eff date of the payreni due date. The payment will only be processed on
the effective date il LIVE CHAT T asx a guesTions
* Please ke aware that there is a RS00.000 limit on cavments unless vou one of the following banking producte: ABSA - Cash Fecus. ABSA Corporate

The operator must select the ‘Account Name’ to be used for payment and select the ‘Payment Request
Date’.

TESTER e VSARS @renc Home User Organisations  Returns Customs  Duies & Levies Sendces  TaxStatus  Contact Log Out
AUTOMATION

Poetion Taxpayer

AutoCompany - ACME Automation-984116 ~  :  Organisation

Payment Details

-y
SARS Comrespondence
Account Name:
Retur
Payment Request Date:
Returns History Payment Amount: R 34720
Comments:
Levies and Duties
ld UIVE CHAT I Asx A QUESTIONY
Passenger Manifest
i) The operator then clicks ‘Pay Now’.
htter & Levies  Services Comtac Lag Out

ACME Automation 054175 * 1 Ovganisation

AutoCompany -

Payment Details

Tge oy

Account Name ABSA -

ADSA Owact  Internet Banking

sorsoszs s monn

e e P Bty

Payrrant Request Date

Payment Amourt R 6080

Comments

- \m E s a
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TESTER
AUTOMATION @

k)

1)

TESTER
AUTOMATION @

Reference Number
PEGREL

Identification Number
110m

Returns

Levies and Duties

e parmart
T Vimas 10 stent aFiling paymants b &

Accourt Mame: AESh

" -

Payenent Reguest Date
Frerse e P ot ey

Payment Amourit R 6000

Commerits

Payment Summary

Summary of payment transaction details

Payment fo 1item
R 34720.00
Date 2025/0613
FME
Eank Marne FHE

ABSA Dirwct - Intereet Barking

) s cmsmone

Please nate that by <licking on the “Canfirm® button belaw. a payment instruction will be created and sent o your bank, which

requires authorisation in crder for the payment to be finalised.

Kindly logon to your banking product to suthodse this payiment in ofder 1o feleaie the requined funds to SARS.

Flease: be aware that once & payment is submitied Bis instnicsion cannoe be reversed

w= LIVE CHAT ASK A QUESTION?

The operator to click ‘OK’ button to send a payment instruction to the bank.
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® tecure preprod sarvefiling co za says

Customns  Dufies & Levies  Services

TESTER
AUTOMATION ©

You wil pay SARS: RE030.00
sccount ABSA

Pesation
Piease be sware that cace 8 payment is submvtted this mstrction

rect te rvwiod

Identification Numbes —_—
4010197

Confirm Payment Initiation
My Frufile

Summary of payment transaction details

ent X 1 e
R 60

ert Request Daee 2025/06/25
ABSA

ABSA Direct - Internet Banking

Pluase note that by thickg om the “Confirmr™ button below, 4 payment instructaon wil be cmated amd snt to your bank, which
Tequims sthor matean m ceder ke the payment 1o be finalmed

Kindly 1gon o your banking product 10 authorise this payment today in order 10 release D required Runds 1o SARS. Otharwise the
payment will 5o Jonger be svalabie heough your Bank snd you will Need 10 do The payment sgain

m

T L R Ly e

e LIVE CHAT T aseacuesnion

m)  The operator must click ‘Confirm’ to confirm payment initiation.

v VSARS © . [T Hgaresations Customs  Difies & Levies Contacs Log Out
AUTOMATION ©
AutoCompany > ACME Automation 054175 * 't Organisation
Tax Reterence Number
1367697198
Identificaton Number
AUI019957 10
Confirm Payment Initiation
My Profle
Summary of payment transaction details
ABSA Dwect - Internet Banking
Please note that by cicking on the “Confirm’ button bedow 3 payment instruction will be created and sefl to your bank. which
requires authorisation In order for the payment 1o be fSinained
Kindly 16gon 1o your Banking product to authorise thes payment today in order 1o rebease the requited funds to SARS. Otherwise the
Passenger Mandest payment wil 10 10nGer e availatile thiough your bask and you wil seed 1o do e payEand 4o
Freae b s hat e 4 payerE @ sEsmetE s FBbCHn ot b e
Third Party Data
N * Tas
£

n) If the initiation is not successful, the error message below will show. The operator has an option to try
again in 30 minutes or to call the SARS Contact Center.

APT-03 — Air Passenger Tax — External Guide Revision: 2 Page 34 of 36



YV SARS

South African Revenue Service Effective Date: 18 July 2025

TESTER
AUTOMATION ©

e VSARS ® User  Omachatens  Retems utoms  DuesBlevies Senicss  TarSuts  Coota  [RENERES

AutoCompany - ACME Automation-054175 * | Organisatior

Payment Initiation Result

S y of pay ion details

In... payment mat not compiatad ruccerthuty’ I

We have experienced some difficulty communicating this tranasction 10 your bank. Please wait 30 minutes and try sgain I you
continue 10 axperence difficuitio please <011tact our call contre
The following mesage was returned. Getiag payment information faied

ARSA
R 6080.00

SARSEF 0024533012

el LIVE CHAT ") askacuesmown

O)  The operator may check the payment status by selecting 'Payments' followed by 'Payment History'.

Payment History

For more accurate results, please supply a Tax number or a Payment reference number.

Al Products - Tax Reference Murmber

Payrment Reference Nunmber

POB06 19 B 2025/ 06,26 =

Taxpayer oronco Tax Croated On Actual Payment Tax

Amaunt

an Periad E 5
o LIVE CHAT A U TIONT

p) The operator must click on ‘View’ to check the applicable payment status:

i) The ‘Payment Status’ will reflect ‘Approved’ if the payment has been successful.
ii) The ‘Payment Status’ will reflect ‘Failed’ if the payment has not been successful.

PO MO SCCUTate FESURLS. Ploase SUPPLY & 18X NUMDETTY 3 Vayment reterence numoer.

TESTER
AUTOMATION ©

Syt Guterence anbe

Pyt - SAP
L Passerger Norma

C2433300C 0250618 20250618 WA 3000  Approved View
Payment - TAP
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8 DEFINITIONS, ACRONYMS AND ABBREVIATIONS

The definitions, acronyms and abbreviations can be accessed via the following link: Glossary A-M | South
African Revenue Service (sars.gov.za)

9 DISCLAIMER

a) 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.

b) For more information about the contents of this publication you may:

i) Visit the SARS website at www.sars.gov.za;

ii) Make a booking to visit the nearest SARS branch;

iii) Contact your own tax advisor / tax practitioner;

iv)  If calling from within South Africa, contact the SARS Contact Centre on 0800 00 SARS (7277);
or

v) 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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