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The purpose and SARS Vision 2024

Purpose:
« This presentation is merely to provide information in an easily understandable
format and is intended to make the provisions of the legislation more accessible

The information therefore has no binding legal effect and the relevant legislation
must be consulted in the event of any doubt as to the meaning or application of
any provision.

i MODERNIZE

SIAIRE WSO MAKE IT EASY & SYSTEMS TO
: | SIMPLE TO PROVIDE SEAMLE

To build a smart modern SARS COMPLY (g)NLINESDIGITALSS
with unquestionable integrity, SERVICES
trusted and admired by
Government, the public, as well
as our international peers. Awi';EE'?‘\ITEESS .
We focus on the followin !

= : g CLARITY & NOT COMPLY
strategic intents: CERTAINTY :
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Introduction

From 1 July 2019 SARS has modernised the eFiling
platform to a single user sign on.

» If you have been migrated to the new eFiling platform and have multiple
login profiles linked to your identity/passport number, a list of your
profiles will display (after you have been authenticated).

> You will be required to choose a primary login from the list. All your
profiles will still be accessible once you logged in with your primary
credentials.

» You can link your other logins as “Portfolios” to your profile.

The Tax Type Transfer process for Company Tax, Personal Income
Tax and Provisional Tax has been enhanced to enable ease of transfer
of tax types between taxpayers, tax practitioners and registered
representatives on eFiling.
« With this enhancement the approval lies directly with the Taxpayer
(owner of the PIT) or the Registered Representative of the PIT, to
transfer the tax type to the requestor.

A\
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Agenda / Points of Discussion

How to Register on eFiling

How to Manage your Profile on eFiling

Portfolioc Management

Registered Representative

Register/Adding a Taxpayer on ekiling

Manage Tax Types

Manage Groups

Activation of a Registered Representative

Invite User and Delegate Rights

SARS Online Query System

M
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How to Register on
SARS eFiling

South African Revenue Service



YouTube Video

How to Reqister on SARS eFiling

South African Revenue Service


https://www.youtube.com/watch?v=6JmWUnoPOXM

How o Manage your
Profile on SARS eFiling

South African Revenue Service



YouTube Video

How to manage your profile on SARS eFiling

South African Revenue Service


https://www.youtube.com/watch?v=QeIy_RYGFd4&t=3s

Portfolio Management
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Portfolio Management

This function is used to link, unlink and add
various portfolios (roles) on your eFiling profile

Multiple company
Your individual portfolios where you
portfolio to are the registered
manage your own representative (e.g.
personal taxes; public officer) or
employee and you
manage the taxes of
those companies

Multiple tax practitioner You can also opt to have

portfolios where you all your roles merged into
manage the taxes of one company or tax
multiple practitioner profile if you
individuals/entities as a so wish.

tax practitioner
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YouTube Video

How to add a new portfolio on SARS eFiling
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https://www.youtube.com/watch?v=OjxLnAiL8MY&t=4s

Portfolio Management

Portfolios

A registered eFiler can act in different “roles” on eFiling. These “roles” are
referred to as Portfolio Types. For example:

Individual — a person acting as himself/herself to administer his/her own
individual taxes

Controlling Body (RCB) and has a signed power of attorney to act on behalf

Tax Practitioner — a person registered with SARS and a Recognised
of another taxpayer J

representative taxpayer (e.g., Public Officer, Executor of an estate, etc.) or an

appointed representative with a signed Power of Attorney in place.

Organisation — a representative of a tax paying entity acting either as the J

Note: Single login (Primary Username) one username and one password

13 South African Revenue



Portfolio Management

Login to eFiling

P

(2)

—/  Welcome, please login
to SARS eFiling

Usemame

EFILING TEST3

Forgot Your Username?

Forgot Your Password?

Y
\“g Next

Don't have an account? Register

Welcome, please login
to SARS eFiling

Password

00000000

F Y ?
Forgot Your Password?

14
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Portfolio Management

o PETER
TAXPAYER ©

Tax Reference
Number

1234567890

Registration . .
Number Special Links

1234567890

My Profile

15 M
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Portfolio Management

The Portfolio Management Screen will be displayed for you
to add portfolios.

Portfolio Management

[ A
l Add Portfolio J

Linked Portfolio(s)

Portfolio Name Tax User Count Taxpayer Count Portfolio Type Default Easy File Login

[ My Personal Tax ] 1 ' Individual Default : Go to Portfolio

YV SAR
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Portfolio Management

To add a new portfolio to your profile, select “Add Portfolio” \

Add Portfolio

Please add Portfolio Information

Contact

portfalioMame

Portfolio Management

My Companied

—

Fortfalio Type
Add Portfolio Organisation v
Add Portfolio

YV SAR
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Portfolio Management

You can rename portfolios for your ease of reference,
* You can change the portfolio type AND

You can set a Default Portfolio so that the system automatically displays this
portfolio when you login.

Portfolio Management

Linked Portfolio(s)
Portfolic Name Tax User Count Tax Payer Count Portfolio Type Default
Test345 - SARS Pty Ltd 2 1 Organisation :
Testl23 - Mr Taxpayer 1 1 Individual Default | s l Go to Portfolio
 Renams '
. Change Portfolio Type
Please note: Portfolio cannot be deleted
\Sel As Default J

. VSARS
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Registered Representative

(RR)
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Registered Representative

Who is the Registered Representative?

The list below is the capacity of the Registered Representative:

mmmmm Ireasurer — If you are treasurer for the entity;

Curator — If you have been appointed as the Curator for the taxpayer;

e Liquidator/ Executor/ Administrator (Estates)

Main Partner — If you are the Main Partner in a partnership

e Main Trustee — If you are the Main Trustee of the trust

mmmee  Public Officer — If you a Public Officer of the company

Main Member — If you are the Main Member of the Close Corporation;

Parent/Guardian - If you are a Parent / Guardian of a child; or

Accounting Officer — If you are an Accounting Officer of the entity.

YV SARS
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Registered Representative

SARS only allows the activation of a Tax Practitioner as a Registered
Representative for Individuals in the following circumstances:

Executor acting on
behalf of a deceased
estate or insolvent

estate

Parent acting on
behalf of a minor,

Y N

Who is the
Registered
Representative?

Appointed Administrator
acting on behalf of an
individual in extended
absence (Imprisoned or
Overseas)

Appointed Administrator
acting on behalf of a
legal incapacitated
individual

YV SAR

2 1 South African Revenue Service



Registered Representative

Registering a Registered Representative (RR)

By completing our SARS
Online Query System on
the SARS website

The Taxpayer needs to book an
appointment with SARS via:

e E-Booking system to register as a Registered Representative
o cFiing (=) (7] (&

Online Booking

Documents to be submitted when appointing a Registered Representative.
https://www.sars.gov.za/client-segments/registered-representatives/

YV SAR
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https://www.sars.gov.za/client-segments/registered-representatives/

Registered Representative

The Registered Representative must ensure
that the represented entity and the
representative profiles are merged at SARS

E My registered particulars Al

The Registered Representative must also ensure that — :
their personal contact details (cell phone and S

email address) are updated on SARS records. My Addresses

This is to ensure that the One Time Pin (OTP) can be sent RAFESREEEEaNSES

to the Registered Representative to approve any tax type
request or activation.

My Email Addresses

If the Registered Representative is the registered eFiler, contact
details can be updated via their personal eFiling profiles via the
Registration Amendments and Verification form (RAVO1) or

their SARS Mobi-App

YV SARS
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Registered Representative

"After registering the Registered Representative it will be indicated on the
"Registration and verification from (RAVO01)" and ticked under "Representative

Taxpayer"

Parties Representing Me

Surname / Registered
Name

Surname Name 2015-09-10 PUBLIC OFFICER l X] l

First Name Initials Appointed Date Capacity Representative Taxpayer Delete

This will then allow the Representative to be able to “Activate” the required “Tax Type” of

their client.

24 South African Revenue



Registered Representative

What to consider for eFiling to work effectively:

Register yourself as a Registered Representative at SARS.

The entity must be merged (One profile on SARS record).

The Registered Representative must be merged (One profile on SARS
record)

The Registered Representative must have updated or registered a cell
phone number and email address on their personal profile at SARS.

Activate Registered Representative on eFiling.

25 South African Revenue



HOW TO REMOVE YOURSELF AS
THE REGISTERED REPRESENTATIVE




Remove a Registered Representative

To remove yourself as a Registered Representative:

 Select “Organisations” from the top menu

User Organisations  Returns Customs

Organisation

SARS Registered Details .

Notice of Registration Click on SARS Registered Details

Registration Maintenance

Activate Registered
Representative

Maintain Registered Users

Maintain SARS Registered
Details

@
Saved Details Click on Maintain SARS Registered Details

Maintain Registered Details
History

YV SARS
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Remove a Registered Representative

Tick “l Agree” to the terms and conditions and click “Continue”

List above.

information as necessary.

the company or individual.
@ | agree

)1 do not agree

IMAINTAIN SARS REGISTERED DETAILS

Maintain SARS Registered Details

This functionality allows you to view and maintain registered details of the entity selected from the ‘Taxpayer

Click on ‘Continue’ below to obtain the existing detail from SARS. You may then view or update this

| hereby confirm that | am duly authorised to perform Maintenance of SARS Registered Details on behalf of

28
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Remove a Registered Representative

Then click “Proceed” to the Tax Subscription screen

Tax Subscriptions

Based on your identity information your current profile does not include all your tax subscriptions. Please
confirm your Tax Subscriptions via the efiling Merge application or at a SARS branch before your new Tax
subscription will be allowed. Amendments to your existing tax subscriptions will however be allowed.

Would you like to proceed with any amendments?

Proceaed | | Cancel |

YV SARS

South African Revenue Service
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Remove a Registered Representative

The RAVO1 Form will appear, click on “My Representative”

[ fo

VOl My Registration Details
My Menu

WSARS Registration Amendments And ..o 0 RAVO
Verification form .

Sauth difncan

E My registered particulars

Applicant Details - Company / Trust / Partnership and Other Entities

&% My Representatives Nature of Entiy *
PRIVATE COMPANY (PTY) v ﬁ
Company { GC ! Trust Reg No. * Main Industry Classification Code *
2015/ a8 98090 D hSKﬁQUEETIDN?

YV SARS
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Remove a Registered Representative

Untick the “Representative Taxpayer” option and then click “Ok”

Remove Representative Taxpayer

Are you removing M' as your representative taxpayer

Are you sure ?

=)

YV SARS
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Remove a Registered Representative

Click the “Delete” button

Parties Representing Me

Sumame [
Registered Name

Representative
Taxpayer

PUBELIC OFFICER Delete

[tems per page: 10 1-10f1

First Name Initials | Appointed Date

2015-09-10

32
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Remove a Registered Representative

Click on the “Done” and then “Submit”
Parties Representing Me I |

VSARS Registration Amenc:ments And Verification Eefe,eme No. RAVO
ol orm

Applicant Details - Company / Trust / Partnership and Other Entities

o 10

X Parties Representing Me
My Menu
Sumame / Representative
- First Mame pointed Date Capacity Delete
E My registered particulars  «, Regestered Name -m--_

2015-08-10 PUBLIC OFFICER

il My Tax Products v
Items per page: 10 1-10of1

a% My Representatives

Undo Delete

YV SARS
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Remove a Registered Representative

The confirmation page on the Registration Work Page will appear

REGISTRATION WORK PAGE

Taxpayer Type: COREG
Trading Mame: W
Registration Number: 2
Tax Reference Mumber: g
Le al Entity Name D | Registration Number

S ubmitted To SARS

YV SARS

34 South African Revenue Service



ADD A COMPANY TO ¥OUR
EXISTING EFILING PROEILE
AND MANAGE TAX TYPES




YouTube Video

How to add a company to your existing eFiling
profile and request the transfer of your tax types

36
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https://www.youtube.com/watch?v=qxGjV9SC6gU&t=5s
https://www.youtube.com/watch?v=qxGjV9SC6gU&t=5s

Manage Groups
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Manage Groups

Chose the portfolio by clicking on “Go to Portfolio”

Portfolio Management

Add Portfolio

Linked Portfolio(s)

Portfolio Name Tax User Count Taxpayer Count Portfolio Type Default Easy File Login
My Personal Tax 1 1 Individual Default i Go to Portfolio
My Companies 1 1 Organisation H Go to Portfolio

OR

Mr C
T

=]

Portfolio Taxpayer

My Personal Tax - M -

Tax Reference Number
0

) - f'-.-"|‘,l' Personal Tax
Identification Number

74

Companies Portfolio
My Profile

YV SARS
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Manage Groups

In order to activate the tax type functions and services on eFiling (e.g. Tax
Directives, Tax Compliance Status, etc) you must ensure that the correct rights
and authorisation levels have been allocated to users on your organisation’s
portfolio.

To activate the tax type functions and services:

« Select “Organisations” from the menu on the top
« Select “Organisation” again from menu on the left
« Click on “Rights Group”

« Click on “Manage Groups”

User Organisations = Retums Customs  Duties & Levies

SARS Registered Details

Employee Registration

Admin Reports
Rights Groups

Manage Groups

Organisation Setup

YV SARS
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Manage Groups

The “Group Details” screen will display.

» Click on the “Setup New Group” button to create a new group (e.g. Return

Submissions)
Group Details
Setup Mew Group
Group Name Authorisation Level Access to Payments 0 Taxpayers
System Default Submissions Yes Open Manage Payers Manage Users

1

Create or Edit the “Group Name” where applicable and select the applicable
“Authorisation Level”

UPDATE GROUP DETAILS
® VI eW O n Iy Group Name SARS Group
. C I t- Authorisation Level Submissions v _
O m p e I O n S Access To Payments L4
o Su b mi S S | O Nn S Tax Types ¥ Provisional Tax (IRP6)

< VAT201

¥ Organisation Income Tax (ITR14/T12EITR12T)
¥ Individual Income Tax (ITR12)

¥ Employee's Tax (EMP201)

¥/ |T56 - Secondary Tax On Companies (STC)

¥ EMP501 - Submission

YV SARS
40
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Manage Groups

Select the applicable tax types to be activated (e.g., Directives, Tax Reference
Number, Tax Compliance Status, etc.)
*

SARS Group

Submissions v

-

= Prowvisional Tax (IRPG)

-l WOAST 201

= Organisation Income Tax (ITR1421T1Z2ZEINTR12T)

= Indiwviduwual Income Tax (ITR12)

== Employee"s Tax (EMP2Z201)

=T HE - Secondary Tax On Companies (STC)
‘ = EnMMPS01 - Submission J
) - > 4

« Click on the “Manage Payers” hyperlink to add Taxpayers (activated on your
organisation’s portfolio) to a specific group.

Access to Payments

Q Group Completions Yes Open | Manage Payers Manage Users
Estelle Completions Yes Open Manage Payers Manage Users
Add Taxpayers to Group
ROUP INFORMATION
Sroup Mame Auvthorisation Lewel FPayments Created
Companiss Submissions as 2012/02/24
AXPANY ERS
Manme Registraticon Mumi»er I ooy
AL ‘ELLERS M0s ol
EMNTERPRISE 6T
(o as 23
Save || Back |[ Check All || Uncheck All

. VSARS

South African Revenue Service



Manage Groups

Click on the “Manage Users” hyperlink to add users on your organisation’s
portfolio to a specific group (for more information refer to the section on manage
users).

Q Group Compiletions Yes Open Manage Payers Manage Users
Estelle Completions Yes Open Manage Payers Mzanage Users

. T . Group: Companies
Unallocated Users Switch to Grid View Back to Group List H ? | Authorisation Level Submissions
» Payments: Yes
Mame of User
35
i Username 0}

Drag the user into the grey box to give access to the group and then click on the
“Save” Icon.

YV SARS
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Manage Groups

Alternatively, click on “Switch to Grid View”

. A i . Group: Companies
Unallocated User{ Switch to Grid View Hack to Group List H {?& Authorisation Level Submissions
|

Payments: Yes

MName of User

i5
Username )

Select the user to give access to a group under “In Group” and then click on
“Save”

Add Users to Group Switch to Drag and Drop View
ROUP INFORMATION

Group Name Authorisation Level Payments Created

Companias submissions Yeas 2012102724

Name 10 Mumber Login Mame In Group

nitials and Surname ID Number Username

| Back || Check All || Uncheck Al

YV SARS
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Manage Groups

To amend the details of an existing group click on the “Open” hyperlink:

Q Group Completions Yes Open Manage Payers Manage Users
Estelle Completions Yes Manage Payers Manage Users

Edit the “Group Name” where applicable
Select the applicable “Authorisation Level”
* View Only

« Completions

 Submissions

UPDATE GROUP DETAILS

Group Name SARS Group
Authorisation Level Submissions v

Access To Payments ]

Tax Types ¥ Provisional Tax (IRP6)
< VAT201
¥ Organisation Income Tax (ITR141T12EIITR12T)
“| Individual Income Tax (ITR12)
« Employee's Tax (EMP201)
# IT56 - Secondary Tax On Companies (STC)
« EMP501 - Submission

Select the applicable tax types to be activated (e.g. Directives, Tax Reference
Number, Tax Compliance Status, etc.)

YV SARS
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Activation of a Registered

Representative

South African Revenue Service
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Registered Representative Activation

eFiling for Organisation

If you are the Registered Representative for an entity and you have been
registered at SARS, you must activate the status on eFiling in order to transact
on behalf of your client

» Select “Organisations” from the menu on the top

« Select “SARS Registered Details” from the menu on the left

« Select “Activate Registered Representative”

» Select the applicable option (i.e. Tax Practitioner or Registered
Representative)

« Agree to the declaration confirming that you are the authorised
representative for the taxpayer and click on “Continue”.

« Complete the applicable fields and select the representative capacity (e.g.
accounting officer, curator, public officer, parent guardian, etc.)

» Click on the activate button at the bottom of the screen

YV SAR
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Registered Representative Activation

eFiling for Organisation

» The Registered Representatives are encouraged to Activate
themselves on eFiling.

* The Registered Representative details on eFiling did not match
those on the SARS records, supporting documents maybe
required (To be uploaded via eFiling)

» This means that SARS was able to match the records of eFiling
with those registered on the SARS system.

Please Note: Registered Representative will have limited access to the
RAVO1 for their entities if the status is not indicated as *Active”

YV SAR
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Registered Representative Activation

eFiling for Organisation

John
Taxpayer

Tax Reference Number
0308918267

Identification Number
JT213456789

My Profile

Organisation

SARS Registered Details

Notice of Registration

Activate Registered
Representative

User Retumns Customs

Organisations

Portfolic Taxpayer
My Company Portfolio - JT Taxpayer ¥ i Organisation YU
\e.ll

Activate Registered Representative

Activate Registered Representative

Confirmation of Registered User

There are two ways to be activated as a Registered User. This ‘Activate Registered Representative’
function is intended only for the activation of Registered Representatives and is not intended for use by
Tax Practitioners.

Are you a Registered Representative?

A Registered Representative is a person who is appointed with full rights to act on behalf of the Legal
Entity (e.g. Companies, Trusts, eic.). They are often Public Officers, Accounting Officers, Trustees or
Administrators of companies, Trusts, Welfare Organisations, etc. A Legal Entity can only have one
Registered Representative.

Are you a Registered Representative acting on behalf of an Individual?

SARS only allows Registered Representative activations in respect of Individuals in the following
circumstances:

L N N A T e S T B L

YV SARS
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Registered Representative Activation

eFiling for Organisation

Identification Number
JT213456789

My Profile

Organisation

SARS Registered Details

Notice of Registration

Activate Registered
Representative

Maintain Registered Users
Maintain SARS Registered
Details

Maintain SARS Registered
Details - HTMLS

Saved Details

Maintain Registered Details

Activate Registered Representative

Activate Registered Representative

Confirmation of Registered User

There are two ways to be activated as a Registered User. This "Activate Registered Representative’
function is intended only for the activation of Registered Representatives and is not intended for use by
Tax Practitioners.

Are you a Registered Representative?

A Registered Representative is a person who is appointed with full rights to act on behalf of the Legal
Entity (e.g. Companies, Trusts, etc.). They are often Public Officers, Accounting Officers, Trustees or
Administrators of companies, Trusts, Welfare Organisations. etc. A Legal Entity can only have one
Registered Representative.

Are you a Registered Representative acting on behalf of an Individual?

SARS only allows Registered Representative activations in respect of Individuals in the following
circumstances:

Executor acting on behalf of a deceased or insolvent estate;

Parent acting on behalf of a minor;

Appointed Administrator acting on behalf of a legally incapacitated Individual.

Appointed Administrator acting on behalf of an Individual in extended absence (e.g. Imprisonment or
overseas).

Are you a Registered Tax Practitioner?

You are a Registered Tax Practitioner if you are a person who, for a fee, provides advice to any other
person with respect to the application of a tax Act or who completes or assists with the completion of a tax
return, and you are registered with a Recognised Controlling Body (RCB) as well as with SARS.

Select the appropriate button below to activate yourself as the associated Registered User.

"~

Activate Registered Representative

Activate Tax Practitioner |

>

49
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Registered Representative Activation

eFiling for Organisation

The “Representative Declaration” screen will display

If you select “l agree” the “Continue” button will be available to select.
If you select “l do not agree”, you will not be able to continue.

Activate Registered Representative

Activate Registered Representative

I, KIM I, ID/Passport number 7 being the authorised Representative Taxpayer of ER
A registration number 50 do hereby confirm that | have been duly appointed by
the taxpayer in this capacity, and that my obligations as defined in the relevant legisiation include, but are
not imited to, the following:

Maintenance of reqgistered particulars at SARS
Submission of tax returns

Payment of amounts due

Other related obligations

| am fully aware of my personal accountability in this regard and the consequences of any false
declaration.

*' | agree

| do not agree

Continue

YV SARS
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Registered Representative Activation

eFiling for Organisation

The “Activate Registered Representative” screen will display

Botivate Registered Representative

s the designated Representative of the entity you may obtann a Registered user role and use eFilling to view and mMmamntain all

the "Activate Registeraed Representative’ button. To first make changes to your eFilling User details, please click here

O nce activated, you will be assigned with a Registered Representative role on eFilling. This will also allow you to assign this role to
jother users to perform certain duties on your behalf, such as to submit new registration requests. You may assign the role to other
usars, revoke their access, as weall as revolke your own access via the Maintain Registeraed Users’ meaenu on the laft. The rnight to
erform merging of entities canmnot be assigned to other users

Legal Entity Details
TaxPayer Type

Indivicddual

Registration Number 51
Registerad MName NAY
Trading Narme G

registered details of the entity. Once you have confirmed your details below, you may activate your Registered user status by clicking on

Capacity

Please select

Title MAr Initials ey

First Namea Aunything Surname Someathing

Identification Type South Afrncan 1D :\?L;rzab‘:;iport a8

Cell Number (o) Telephone o012
Number

Email Address fsars. gowv.za N

Activation status on eFiling LW R DD 2 oh

| — - y 4

Ensure that the “Representative’s tax number” is completed and the correct
“Capacity” as per the SARS record is selected and click the “Activate
Registered Representative” button.

YV SARS
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Registered Representative Activation

eFiling for Organisation

Upon successful activation of the registered representative on eFiling, the status
field will be indicated as “Active”. On completion of the activation step, the
“Activate Registered Representative” button will be inactive/Greyed out.

y—

TaxPayer Type
Registration Number
Registered Name:

Trading Name

eFiling User Details

Title Initials

First Name Surname

Identification Type ID/Passport Number

Cell Number Telephone Number

Email Address Tax Reference Number
F\cﬁvaﬁon status on eFiling l Request Reference Number

YV SAR
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Invite Users and Delegate

User Rights

South African Revenue Service
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Invite User

Who can be invited as a user on a Portfolio?

A requestor can only be allowed to invite a user if all of the following
conditions apply:

The user who has completed his/her eFiling registration.

SARS can find a match for the user details entered (ID number /Passport
number and Surname).

The user registered for eFiling prior to 1 July 2019 and must have logged in
to set up his/her profile on the new eFiling website.

The user who does not exists on the portfolio he/she is being invited to.

54

YV SAR

South African Revenue Service



Invite User

In order to Invite a new user to a portfolio select the correct portfolio.

* Click on “My Profile” on the left screen.
* Then select “Portfolio Management”

e = =D
TAXPAYER © T

Profile and Preference Setup

Tax Reference
Number

1234567890 Portfolio Management

Registration
Number
1234567890

Special Links

My Profile

. VSARS

South African Revenue Service




Invite User

Chose the portfolio by clicking on “Go to Portfolio”

Portfolio Management

Add Portfolio

Linked Portfolio(s)

Portfolio Name Tax User Count Taxpayer Count Portfolio Type Default Easy File Login
Wy Personal Tax 1 1 Individual Default : Go to Portfolio
My Companies 1 1 Organisatian i Go to Portfolio

OR

Mr C
T

e Y SARS @ rFinc

Portfolio Taxpayer

=TT TS O AT TeX - nr -

Tax Reference Number . |
¥}

M‘,I' Personal Tax
Identification Number

74

Companies Portfolio
My Profile

YV SARS
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Invite User

Click on “User” from the top menu, then click on “User” on the left menu.

e M = User Or janisations  Refurns Customs  Dufies & Levies  Services Tax Status Contact Log Out
rs
(]

Partfolia

IMain Portfolio v * + Organisation @
Tax Reference Number =
Identification Number
— - o |
Salele
|;E|_;? € L A (%)
Taxpayers
Special Links )
Name Registration or ID number Tax Reference Number -

YV SARS
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Invite User

Select “ldentification Type”, Enter “ID number”, Enter “Surname”, Click on
“Invite”

Customes Dubkes & Levies

o Tanpayer

Tax

Iy

Parttalio
My Company Portfalio Taxpayer JT ~ § Organkation (o)
Tax Reference Numb-er
Identification Number Invite a User
Inviting a user means inviting a person that alread as an =Filing profile. A notification will be
cent to the user Deing invited 3 2 OF M3 N INsSirUcCoons an OWY 1O acCept YOour Imdae

Identification Type
FPassport hd

Use

e Passport Mumber

Invite Llser

Reference Mum ber

teference Mumber

Change Thwn Passwond Surname

Change Wehsite Profile

Portfolio Mame

Delete User The request name filled in will be shown to the requested
user.
My Administrators This name will {lt_'l’-]_ult_ll.‘: _I:hen portfolio name upon

My Company Partfalic

Unlock Account / Reset

YV SARS

South African Revenue Service
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Invite User

Give the new user “Access Rights” on the next screen by selecting the group
you want the user to have access to and by selecting the role of the user.

USER RIGHTS

== For more information on groups and roles, please click here.

(

\

USER GROUPS B

Select User Groups

System Default

r, the user will have limited access once logged into

Continue

Back

59
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Then select the role
of the user under
“User Roles”

Invite User

USER ROLES &

Manape Transfer Duty Financiz| Account
This role allows users to maintsin all financial detail against the Transfer Duty account

SARS Registration
Can register taxpayers with SARS to get tax refersnce numbers

— RLA - View Custorms Froduct mformaticn
RLA 3£ Wiew Customs Product information

I RLA - \iew Client Type
RLA - View Client Type

RLA - Mansgs Customs Froduct information
RLA 3£ Manage Customs Product information

' RLA - Manage Client Type
With this profile, users can only view and changs information relating to their specific client type(s)

Manage Users
Can create & change users and assign them to groups

Manage Taxpayers
Zan create & chanpge tsxpayers and assign them to groups

Manapge Groups
Can create & change groups and assign ussrs and payers to groups

Manape Excise Financial Account
This role allows users to maintsin all financial detail against an Excise Account

Manape Deferment Account

B |5V Acsivation _
This role allows users access o the |B\ sctivation scresn

Directives

Perform Bulk and Additional Payments
This robe allows a user without full 2dmin rights to perform bulk and additional payments.

Mote: If no groups or roles are assigned to a user, the user will have limited access once logged into eFiling.

ERET
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YV SARS

South African Revenue Service



Accepting the Invitation

The status will show “Awaiting Confirmation”.
Invitation can be “cancelled” by clicking “Cancel Invitation” and the user
can send a reminder by clicking the “Send Reminder”

e WSARS @runc T Usor  Organicaions
o Taxpayer

Porffolic Tax Usar

My Company Portfolio - (Awaiting Confirmation) ~ i Organisation ™

Tax Refaremze Numbar

Identification Mumber

Change Details

ky Profile
ldentitication Type

1D Mumber

Inwite User
Surname

Change Details
_ Portfolic Mame
Change Own Fassword

The request name filled in will be shown to the II?L']I.IPS[l?d Liger,
This name will default to their portfolio name upon acceptance of this invitation.

Change Wehsite Profile

\ 3oy Podiols
Dlete Lser
Send Reminder Cancel Invilation Update Liser Rights

B VSARS
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Accepting the Invitation

SMS and an email notification will be sent to the person who has been invited
to be a user on an organisation or tax practitioner’s portfolio.

Log on to your eFiling profile.
» Select “My Profile”

» Select “Portfolio Management”
« The User Invitation will display. Click on “Accept”.

tfolio Management (a

inked Portfolio(s)
SR 1 [l N A Jax Uset Count Taxpayer Count Portfolio Type Vel ault

3/ 7079 - M1t l 1 Ingeicual i i : Go o Partiolo

User Invitation(s) Your invitation will expire automatically if not accopted within 5 working days

Portfolio Name Accept

—
YV SARS
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Accepting the Invitation

Accepting the Invitation

The new user will be sent an OTP (One Time Pin) via the preferred means of
contact (cell phone or email)

1[ : e \')
N S

One Time Pin

OTP has baen sent to the following celiphone number

O78i\"(i191
Pin expires in 02:0¢

Please enter the last 6 digits of your OTP,

YV SARS

South African Revenue Service



Accepting the Invitation

Accepting the Invitation

The message will come up confirming that the Portfolio has been linked. The
linked portfolio will move to “Linked Portfolio”

issage Management
Partfolio My Company Portfolio linked
oK
Linked Portfolia(s)
Partfalio Name Tax User Count

Taxpayer Count

Portfolio Type

ALk Pun B

IIE:

Diefault

Indivvidua

Chganiaatian

(30 b Portfiolio
(0 b Porfolic
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Delegate Rights

eFiling for Organisation

An appointed registered representative for an entity; has the ability to delegate
this function to additional eFiling administrators/users by clicking “SARS

Registered Details” and then “Maintain Registered Users”

Organisation

SARS Registered Details

Notice of Registration

Activate Registered
Representative

Maintain Registered Users

Maintain SARS Registered
Details

Saved Details

Maintain Registered Details
History

Merge Entities

65

YV SAR

South African Revenue Service



Delegate Rights

eFiling for Organisation

An appointed registered representative will tick under “Registered User
Maintenance Role” and click “Apply and Save” at the bottom.

Legal Entity Details eFiling Registered User Details

TaxPayer Type: Company Registered User Name: Mrs
Trading MName: ENTERPRISE Identity/Passport Number:

Registration Number: Telephone MNMumber:

Reglstered Usar Status on EFI|Ir\g Active
| Deactivate Registered User |

aeFiling Users

To locate a user who may not appear in the list below, please capture the user's login name and then
click on the search button.

User Login Mame: User ID / Passport Number:

Usar Surname;

Loaln Name Registered User | Maintenance Role
(M)

. VSARS

South African Revenue Service



SARS ONLINE QUERY
SYSTEM




Introduction

« The SOQS is an easy-to-use online platform that is accessible via the SARS Website
(www.sars.gov.za).

 The SOQS enables taxpayers who wish to raise queries with SARS without the need to
go to a SARS branch.

« To initiate a query, taxpayers simply need to complete the online form by selecting a
Query Type; complete a set of required information fields; attach supporting
documentation where necessary and submit the data to SARS for processing and
review.

68 South African Revenue



Accessing SOQS

To access the SOQS taxpayers can visit the SARS website www.sars.gov.za then click on
“Contact Us”, then select the applicable query under “Send Us a Query”.

Crondact Lis

Alternatively

Access the SOQS on the SARS Home page (www.sars.qov.za) by clicking “Online
Services”

Online

Services

69 South African Revenue
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SOQS Query Types

Request Your Tax Number:

+ Taxpayers who are registered for Income Tax and do not know what their tax reference number is,
can request it via the SOQS system using the” What's My Tax Number” query type.

« Supporting documents and tax reference details are not required for this query type.

« Select the channel to receive the tax number from the “Send By” dropdown list:

Send By: SMS
Endail
Contact
details must
Email — if the taxpayer wants to receive be the same
the tax reference number via email. , contact
details on
SMS - if the taxpayer wants to receive SARS
the tax reference number via SMS. - Record.

YV SARS
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SOQS Query Types

Submit Supporting Documents:

This query type can be accessed, when the taxpayer is requested to upload supporting
documents.

This query type is available for all taxpayers including eFilers.

This service is available for the following tax products:
v" Income Tax,

v' PAYE,

v' VAT, or

v’ Transfer Duty.

7 1 South African Revenue



Supporting Documents Upload

In order to submit supporting documents to SARS, the taxpayer is required to upload them,
along with a set of mandatory data, using the Supporting Document Upload Query Type.

VSA'RS Supporting Document Upload
Revenue Service

South African Re!

Query Type: Supporting Document Upload v Case No: *
Titl Ms v Initial
Name: g m
Trading Name:

EMail;

Mobile: * Telephone:
Tax Type: T - Tax N

ID Type: South African 1D Number v ID No: *
Noti

&

Submit Documents (0) Reset

YV SARS
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Supporting Documents Upload

Capture the case number relating to the supporting documents that must be
attached. The system will match the case number, and one of the following
outcomes is possible:

Scenario 1.

Where the captured case number cannot be matched to the supplied case number
but there are other active case numbers.

The message “Invalid Case Number. The following case numbers are active for this tax
reference number” will be displayed.

« Alist of case numbers will be displayed.

* Review the list and enter the correct case number.

YV SAR
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Supporting Documents Upload

Scenario 2.

Where the captured case number cannot be matched, and no other active case
numbers exist.

» The message “Invalid Case Number”. There are currently no active cases for
this tax reference number” will be displayed.

> Review the letter received, requesting the supporting documents to be uploaded,
to ensure that the correct case number is captured.

* Where the captured case number is invalid. The message “The Case Number
captured is invalid” will be displayed.

Add notes in the “Notes” field to explain the reason for submitting the supporting
documents.

* Click on “Add Documents” button to add the supporting documents.

Submit | Add Documents (0) ‘ «
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Submit a Payment Allocation

This is for queries relating to SARS allocation of payments in respect of Income Tax, PAYE,
and VAT.

« Capture the required mandatory information and you will thereafter be able to attach
and submit supporting documents.

* Add notes in the “Notes” field to explain how the payments must be allocated. Make
sure the notes are clear and understandable .

VSA’RS Account Query

South African Revenue Service

Query Type: Account Query - Category: Payment Allocation v

Title: * Ms w Initials:*
Name: * Surmame: *
Trading Name:

EMail: *

Mobile: = Telephone:
Tax Type: Income Tax w Tax No: =

YV SARS
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Report a New Estates Case

Queries relating to reporting a taxpayer as an estate in respect of Income

Tax, PAYE and VAT, can be submitted using query type Report New Estate
Case.

» Capture the required mandatory information and you will be able to attach
the supporting documents required for this query.

* Once the query is submitted, the system will determine if there is an existing
estate coding case.

* If there is an existing case SARS will inform the taxpayer of the existing case

and the supporting documents submitted will be attached to the existing
case.

* |f there is no case, a new estate coding case will be created, and the
supporting documents submitted will be attached to the case.

Report New
Estates
Case

YV SAR
76
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Register a Representative

Queries relating to updating of registered representative of a taxpayer in respect of Income
Tax, PAYE and VAT can be submitted using this query.

» The requestor captures the required mandatory information and attaches the supporting
documents required for this query.

« Once the query is submitted a case will be created for a SARS official to resolve.

Name: * Surname: ~

EMail: =

Mobile: * Telephone:

Representative Additional Details :

YV SARS
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Tax Compliance Status Request

Taxpayers can use this query to request their TCS. Any of the following TCS types
can be requested:

- Good standing

- Tender
- Foreign Investment Allowance (FIA)

- Emigration

The taxpayer must capture all the mandatory fields to be able to submit the TCS request.

VSMS Tax Compliance System

South African Revenu

Good Standing v 12 Individual

South African ID Number A 1D Mumber

TTTTTTT

YV SARS
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Tax Compliance Status Verification

This query allows institutions permitted by the taxpayer to verify the taxpayer’s TCS. For
the third party to be able to verify, he/she must have the taxpayer’s reference number and
the TCS Pin.

* The third party must capture all the mandatory fields to be able to verify the TCS.

VSA‘RS Tax Compliance System

South African Revenue Service

Requestor Details

Entity Type Identity Type

Individual v South African 1D Number b 1D Number

7 9 South African Revenue



VAT Vendor Search

To verify if a VAT vendor is registered, this functionality can be used by clicking “ Search for
a VAT Vendor”

Search for a VAT
Vendor

YV SARS @FILING

VAT Vendor Search

VAT Vendor Search

To use the VAT Vendor Search facility you must have 128 bit encryption installed on your browser

Terms and Conditions

general Terms and Conditians o Filing. Users must please

ue vh endo

d I iuing to the next
you indicate your aware| consent to the terms and

owledge and have read and agree to the terms and condiions

Continue to VAT Vendcor Seaxch

YV SARS

South African Revenue Service
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Trust Registration

This query will enable the Trust representative to apply for Income Tax registration via
SOQS.

» The requestor captures the required mandatory information on the screen and uploads
the supporting documents required for this query.

» Once the query is submitted a case will be created for a SARS official to resolve.

Y SAR

S Trust Registration

South African Revenue Service

Trust Details

Registered Name ™* Trust Type ™ -

Trust Number * Master's Office * v

Requestor Details

Title ™ v Name ”
Initials * Surname *
Capacity * hd

YV SARS
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SARS Notices

Taxpayers can use this query to request either a:

.  Notice of Assessment ITA34 or
lI. Statement of Account (SOA) for Income Tax.

The Notice of Assessment is printed per tax year and the SOA can be printed for a period
of 6 months or for a date range period.

Capture all the mandatory fields on the screen to be able to submit the request.
7 B
7 SARS Request Assessments and Statements

South African Revenue Service

o Enter your details o OTP Verification o View Notice
Title * - Name *
Initials * Surname *
ID Type
South African ID Number - ID Number *
Tax Type ™

Income Tax Number *

NOTICE OF STATEMENT OF ACCOUNT -6 STATEMENT OF ACCOUNT - DATE Tax Year ] ‘
ASSESSMENT MONTHS RANGE \ -

RESET

YV SARS
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Accessing the SMME Webpage

Go to the SARS Website

nttps://www.sars.gov.za

Click on “Small Businesses”

Small Businesses

YV SAR
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Accessing the SMME Webpage on the SARS
Website

YV SARS

South African Revenue Service

Individuals Businesses and Employers Tax Pracfitioners

Home =» Businesses and Employers » Small Businesses — Taxpayers

Small Businesses — Taxpayers

Starting_a business and tax > Corporate Income Tax Pay As You Earn Value-Added Tax

Turnover Tax Small business relief + Register for VAT

Cancellation of VAT registration (Deregistration) Employing staff

Employment Tax Incentive (ETI) Small Businesses — Traders and Travellers

Closing a Business or Company How do | learn about taxes?

What's New?

¢ 9 January 2023 - SMME Newsletter

Customs and Excise

Table of Contents

® What's New?

® About Us

® Quick Tools

® Fducation

* Step-by-step videos
® Useful Links

Small Business Tax Incentives
& Rates

® Tax Compliance Status Reguest

84
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MobiApp Functionalities for SMMEs

Sole Proprietor Functionalities on MobiApp

e |T Statement of Account

* Submit Supporting Documents

* Maintain Registered Details

« Tax Compliance Status

« Submit a Payment Allocation

@-aﬂ

Submit Payment Portfolio Register a Directives
Allocation Management Representativ

« Portfolio Management

Need Help Traveller Declaration Branch Services sta ase ° Trave I Ier DeCIaration

YV SARS
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= Visit us on our Social Media platforms and our SARS YouTube Channel

 LinkedIn m
 Facebook 0

- Twitter (B4)

SARS YouTube Channel

SARS TV

@sarstax 25.4K subscribers 112 videos

Our easy-to-follow SARS tutorial videos will guide you to complete and sub...

For more information, visit the:

» SARS website https://www.sars.qov.za/businesses-and-employers/small-businesses-
taxpayers/

YV SARS

South African Revenue Service
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Thank you
Re a leboha
Re a leboga

Ndza Khensa
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Dankie
Ndi a livhuwa

Ngiyabonga

Enkosi
Ngiyathokoza
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