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1 SUMMARY

a) This guide will assist taxpayers to understand how to raise queries with SARS on the SARS Online
Query System (SOQS) so that they do not have to go to a branch.

b)  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.

c) The SOQS currently allows capturing of the following query types:

i) Request your Tax Number.

i) Submit Supporting Documents.

iii)  Submit a Payment Allocation.

iv)  Report New Estates Case.

V) Register a Representative.

vi)  Tax Compliance Status Request.

vii) Tax Compliance Status Verification.

viii) Search for a VAT Vendor.

ix)  Trust Registration.

X) SARS Notices (Notice of Assessment, Statement of Account, Notice of Registration and Penalty
Statement of Account).

xi) My Auto Assessment Status.

xii)  Tax Return Status Dashboard.

xiii) Report SARS Employee Corruption.

xiv) Register for FM Diesel Refund.

xv)  Report Digital Fraud.

xvi)  Submit an LBI Query.

xvii) Request my Customs Code.

xviii) Request your RLA Status.

xix)  Travel Manifest Submission.

xX) 2-Pot Retirement System Calculator.

xxi)  What's My Directive Status.

2 GUIDANCE ON SUBMISSION OF THE QUERIES

a) There are now three options to access the queries online.

i) Option 1: visit the SARS website www.sars.gov.za, on the “Home Page” click on “SARS Online
Query System”. The following screen will be displayed: All options will be displayed under “Use
our Digital Channels”.
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i) Option 2: On the SARS website www.sars.gov.za click on “Contact Us” at the top of your screen.
The following screen will be displayed:

Contact Us

Send us a Query Make an Appointment Report a tax crime Contact SARS by email/online Head Office ¥ Contact Centre
Current Surveys, SMSs and Emails Branch Finder

Customs Offices and Contacts
Lodge a complaint

Excise Offices
Pass on a compliment

Send Us a Query

Website Feedback

You may select any of the below buttons if you have a specific query, or see the Send Us a Query summary webpage for an overall view and description of all
services available. If you need help, see the Guide to the SARS Online Query System.

AN
-’

Request your

Submit Supporting Register for 2-Pot Retirement System My Auto A
Tax Number Documents Income Tax Calculator Status

Request my,

Request your

Customs Code RLA Status

View RLA Documents
Letters & Certificates)

Submit RLA Supporting
Documents

Travel Manifest
Submissions

Trust
Registration

Register for
EM Diesel Refund

Tax Compliance Status Tax Compliance Status
Request

Search for a VAT
Verification

Vendor

Submit an Report New Estates
LBI Query

Report SARS

Case Employee Corruption

Report

Digital Fraud

&@g e

A

«
o
88 [
Use our Digital Register a Tax Return Submit a Payment
Channels Representative Status Dashboard Allocation

All the available options within SOQS are displayed under the heading “Send Us a Query”.
Click on the query topic and follow the prompts/steps which will be displayed on your
screen.
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iii)  Option 3: Click onthe “Send us a Query”link in the grey list. The following screen will be displayed:

Send us a Query

Make an Appointment Report a tax crime Contact SARS by email/online Head Office > Contact Centre Customs Offices and Contacts Excise Offices

Current Surveys, SMSs and Emails Branch Finder Lodge a complaint Pass on a compliment Website Feedback

No need to go to a branch to do any of the following:

» Customs features:

o

Request my Customs Code

Request your Registration, Licensing and Accreditation (RLA) status
View RLA documents (Letters & Certificates)

Submit RLA supporting documents

Travel Manifest submissions

o 0 0 0 o

Traveller management System (Complete Traveller Declaration)

The Two-pot retirement system calculator is available through the SARS Online Query System (SOQS).
You can Register for Income Tax through the SARS Online Query

Digital fraud reporting is now online if you suspect your tax p

Large Business & International (LBI) queries can be directed through the LBl Online Query Syst

n.

Food manufacturers can now register online for the Excise Diesel Refund for Food manufacturers Scheme (DRFMS).

Request your Tax Return

s Dashboard here to follow up on progress after Persenal Income Tax Return submissicn,

You can request a Notice sessment and Statement of Accounts via the SARS Cnline Guery System.

Request the registration of a new Trust for the purposes of Income Tax. Click here to submit your trusts request. Before you click on the link, see which trust supporting documents will be required to

register & Trust.
= Verify a Tax Compliance Status here. This query allows institutions permitted by the taxpayer to verify the taxpayer's TCS. For the third party to be able to verify, hefshe must have the taxpayer's reference
number and the TCS Pin

* Request your Tax Compliance Status (TCS). Click here to submit your TCS request,

* Submit supparting documents, Click here to submit your supporting documents,

* Submit a payment allocation. Click here to submit your payment allocation.

* Request your Tax Reference Mumber if you have forgotten it. Click here to request your Tax Reference Number,

» Report new Estate Case. See the supporting_documents required to report a new estate case. Click here to report a new Estate Case.

= Conveyancers can submit required supporting documents for Transfer Duty bank detail changes. Click here to submit supporting documents for Transfer Duty bank detail changes
= Updating of the registered representative of a taxpayer for Income Tax, PAYE and VAT. Use the option “Reguest to be

updated as the Registered Representative”. The request must be completed by the registered representative. Click here to update the registered representative.

A)  Take note of the following on the Send us a Query screen:
) A list of all query types will be displayed with a link next to each query.
1)) The taxpayer must click on the link next to the relevant query type to process the
request.

3 AVAILABLE QUERY SERVICES FOR TAX

3.1 REPORT DIGITAL FRAUD

a) This query can be used to report digital fraud where the taxpayer’s profile has been compromised.
b)  Either the taxpayer or the Tax Practitioner or Registered Representative can report fraud.

c) The reporter must have all the required supporting documents to be able to submit the Digital Fraud
query.

d) Once all the mandatory information has been captured and the required supporting documents attached,
submit the query to SARS. A case will be created for SARS to investigate possible fraud.
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| would like to Report Digital Fraud for:

@ Nysed

RESET FORM NEXT

e) If Report Digital Fraud query has been selected the “Report Digital Fraud” screen above will be
displayed.

f) Click on the relevant radio button next to “l would like to Report Digital Fraud for:”

i) Click on the radio button next to “Myself” if the person reporting digital fraud is the taxpayer
requesting for himself/herself.

0] Click on the radio button next to “Someone else in my capacity as their Tax Practitioner” if the
person reporting digital fraud is the Tax Practitioner representing a taxpayer.

iii)  Click on the radio button next to “Someone else in my capacity as their Registered
Representative” if the person reporting digital fraud is the Registered Representative representing
a taxpayer.

0) If “Myself” is selected the following screen will be displayed:

YV SARS

Report Digital Fraud

South African Revenue Service

@ Mysell
(O Semesrs else in my capaciy as Iheir Tax Practioner

() Someone clse in my capacity as their Registered Reprasentatve

Taxpayer Details

ety Typa
{ Indradisal

Seuh Ancan 10 Mumsar

RESETFORM E3

h) For Taxpayer Details capture the following:

i) Capture the “First Name” in the first name field.

i) Capture “Surname” in the surname field.

iii)  Capture “Mobile Number” in the mobile number field.
iv)  Capture “Email” in the email address field.
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i) Select the “Entity Type” from the dropdown list. The following can be selected:

i) Individual if the entity is an individual.
A)  The “ID Type” will default to the South African ID Number.
B)  Select the “ID Type” from the dropdown list.
)] South African ID Number — If the taxpayer is an individual and a South African
resident, only a valid ID number will be accepted.
1)) Passport Number — If the taxpayer is an individual and a foreigner, a valid passport
number must be used.
C) The “Tax Type” will default to Income Tax.
D) Capture the “Income Tax Number” of the individual.
i) Company if the entity is a company.
A)  Capture the Company Name.
B) The “ID Type” will default to the Company Registration Number.
C) Capture the Company Registration Number.
D) The “Tax Type” will default to Income Tax.
E) Capture the “Income Tax Number’ of the company.
iii)  Trust if the entity is a trust.
A)  Capture the Trust Name.
B)  The “ID Type” will default to the Trust Number.
C) Capture the Trust Number.
D) The “Tax Type” will default to Income Tax.
E) Capture the “Income Tax Number’ of the trust.
iv)  Other if the entity is none of the above.
A)  Capture Entity Name.
B) Capture Registration Number.
C) Select the “Tax Type” from the dropdown list. The following can be selected:
)] Income Tax, capture Income Tax Number.
1)) PAYE, capture the PAYE Number
) VAT, capture the VAT Number.

)] If “Someone else in my capacity as their Tax Practitioner” is selected the following screen will be
displayed:
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k) Complete Details of Person Reporting the fraud as follows:

i) Capture the “PR Number” of the Tax Practitioner.
i) Capture “First Name” of the Tax Practitioner.
i)  Capture “Surname” of the Tax Practitioner.
iv)  Capture “Mobile Number” of the Tax Practitioner.
V) Capture “Email” address of the Tax Practitioner.
vi)  Select the “ID Type” from the dropdown list.
A)  Select South African ID Number if the Tax Practitioner is a South African Resident and
capture a valid ID Number.
B)  Select Passport Number if the Tax Practitioner is a Foreigner and capture a valid Passport
number.

)] Capture Taxpayer Details as per paragraph (h) and (i) above.

m) If “Someone else in my capacity as their Registered Representative” is selected, the following screen
will be displayed:
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n) Complete Details of Person reporting the fraud as follows:

i) Capture “First Name” of the Registered Representative.

i) Capture “Surname” of the Registered Representative.

iii)  Capture “Mobile Number” of the Registered Representative.
iv)  Capture “Email” address of the Registered Representative.
V) Select the “ID Type” from the dropdown list.

A)  Select South African ID Number if the Registered Representative is a South African

Resident and capture a valid ID Number.

B)  Select Passport Number if the Registered Representative is a Foreigner and capture a

valid Passport number.
0) Capture Taxpayer Details as per paragraph (h) and (i) above.

p)  Click on “Next” the Digital Fraud Information screen will be displayed:
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VSA’R S Report Digital Fraud

South Alrican Revenue 5

Q)

Chgital Fraud informatian

Selert the diital channeds| invahied

Select the relevant check box nextto the digital channel(s) involved. The following can be selected:
i) eFiling if the fraud happened on eFiling.

i) MobiApp if the fraud happened on MobiApp.

iiiy e@syFile if the fraud happened on e@syFile.

Capture the “Username” for the selected channel.

Select the Date when fraud was identified from the date picker.

Capture Security Contact mobile.

Capture Security Contact Email.

Capture Alternative Security Contact mobile if the Security Contact mobile is compromised.

Capture Alternative Security Contact Email address if the Security Contact Email address is
compromised.

Capture Details of suspected fraudster if available.
i) The following information should be captured e.g., names, surname, contact details, address etc.

Describe the nature of fraudulent activity, please add as much details as possible to enable the SARS
user to understand the type of fraud that took place.

Answer the following questions:
i) Were your Security Contact Details compromised? The following can be selected:

A)  Yes, if the reporter is aware that the security contact details have been compromised.
B) No, If the reporter knows that the security contact details are not compromised.
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C) Unsure, if the reporter is not sure if the security contact details were compromised.
i) Were you registered for eFiling without your consent?
A)  Yes, if the taxpayer was registered on eFiling without consent.
B) No, if the taxpayer was not registered on eFiling without consent.
C)  Unsure, if the taxpayer is not sure.
iii)  Were your bank details changed?
A)  Yes, if the reporter is aware that the bank details were changed.
B) No, If the reporter knows that the bank details were not changed.
C)  Unsure, if the reporter is not sure if the bank details were changed or not.
iv)  Was arefund paid into incorrect bank account?
A)  Yes, if the reporter is aware that the refund was paid into incorrect account.
B) No, If the reporter knows that the refund was not paid into incorrect account.
C)  Unsure, if the reporter is not sure if the refund was paid into incorrect account or not.
V) Was your tax type moved from a Tax Practitioner without your consent?
A)  Yes, if the reporter is aware that the tax type was moved from Tax Practitioner.
B) No, If the reporter knows that the tax type was not moved from Tax Practitioner.
C) Unsure, if the reporter is not sure if the tax type was moved from Tax Practitioner or not.
vi)  Was a return fraudulently filed?
A)  Yes, if the reporter is aware that a return was filed fraudulently. The systemwill give an
option to “ADD RETURN DETAILS”.
)] Click on “ADD RETURN DETAILS”.
1)) Select the Tax Type from the dropdown list.
)  Select Tax Return Type from the dropdown list.
IV)  Select the Tax Year/Tax Period from the date picker.
V)

aa) Click “NEXT the following CAPTCHA screen will be displayed:

w7 =
/SA'RS Report Digital Fraud

South African Revenue Service

@ Tuepayer Demls @ Fravs infeematan © corca

Caplcha

“ O

i) Complete the onscreen CAPTCHA field.
i) Click on the “Submit” button to go to the Upload Supporting Documents screen.

bb) The Upload Supporting Documents screen will be displayed.
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cc) There will be an upload button next to each supporting document required as per the screen above.
dd) Upload only the specific document and/or item indicated per upload section.

ee) Once all the supporting documents have been uploaded the system will enable the “UPLOAD
DOCUMENTS” button.

ffy  Click on Upload Documents button to submit the request. The following message will be displayed:

/Sm?s Report Digital Fraud

3.2 SUBMIT A PAYMENT ALLOCATION QUERY

a) This query canbe used to request the allocationof paymentsinrespectof Income Tax, PAYE, and VAT.
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b) If “Submit a Payment Allocation” query was selected, the “Account Query” screen will be displayed. The
mandatory fields will have an asterisk (*) next to them. All the mandatory fields must be completed.

c) Complete Personal Details as follows:

VSA'RS Account Query

South African Revenue Service

i)
iii)
iv)
V)
vi)
vii)
viii)

@ crter oetais

Personal Details

Select the Title from the dropdown list. The following can be selected:
A)  Ms for women irrespective of the marital status.

B)  Mrfor men.

C)  Mrs for married women.

D) Rev for Reverend.

E) Prof for Professor.

F) Dr for Doctor.

G) Adv for Advocate.

H)  Hon for Honourable.

Capture the “Initials” in the Initials field.

Enter the “Name” in the Name field.

Enter the “Surname” in the Surname field.

Enter the “Trading Name” if it is a business. This field is optional.
Enter the “Email” address in the Email address field.

Enter the “Mobile” number in the Mobile field.

Enter “Telephone” number in the Telephone number field. This field is optional.

d) Complete Tax Details as follows:

Tax Details

Tax Type*

ID Type *

Notes*

RESET FORM

i)
ii)

v Tax Number *

Select the Tax Type from the dropdown list:
A) PAYE.
B) VAT

C) Income Tax.

Enter the “Tax Number” relating to the Tax Type selected.

Select the ID Type from the dropdown list:

A)  South African ID Number — If the taxpayer is an individual and a South African resident,
only a valid ID number will be accepted.

B) PassportNumber—If thetaxpayeris anindividual and aforeigner, avalid passport number
must be used.
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C) Company Registration Number — If the taxpayer is a Company. Only a valid Company
Registration number will be accepted.
D)  Trust Number — If the taxpayer is a Trust. Only a valid Master of the High Court Trust
registration number will be accepted.
iv)  Capture the “ID No” depending on the ID Type selected.
V) Add notes in the “Notes” field to explain how the payments must be allocated. Make sure the
notes are clear and understandable.

e) Atany point, the taxpayer can click on the “Reset” button to clear all the captured information on the
screen, this would also remove all the attached supporting documents, allowing the taxpayer to start the
process again.

i) Note that the “Reset” button should only be used if all the information on the screen is incorrect.

f) Click the “NEXT” button to proceed. The “Captcha” screen will be displayed.

g) Complete the onscreen Captcha as follows:

YV SARS Account Query

South African Revenue Service

Q Enter Details e Captcha Upload Supporting Documentation

Captcha

Please complete the captha to continue

23 D)

CAPTCHA*

SUBMIT

i) Complete the onscreen CAPTCHA field.
0] Click the “SUBMIT” button. The upload supporting documents screen will be displayed.

h) Upload Supporting Documentation (Optional):

YV SARS Account Query

South African Revenue Service

0 Enter Details ° Captcha o Upload Supporting Documentation

Upload Tips ~

For details of the documents required to be uploaded relevant to the case number, please refer to the original supporting document letter received from SARS.

+ Submissions are limited to 10 documents each less than 5MB in size
« Atotal of 10 individual submissions can be made per case number
* Acceptable document types are:
o Pdf, doc, docx, xls, xIsx
o Jpg, jpeg, bmp, tiff, png and gif
+ Submitted documents should not:
o Be password protected, blank or empty.
o Have the characters * or & in their file names
© Duplicate documents with the same name already uploaded
o Spreadsheets with multiple sheets.

Document

Status File Name

CANCEL
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i) If there is a supporting documentto be uploaded, review the upload tips and ensure adherence
to the rules.

i) Click on the “Upload” button next to “File Name” to browse your PC and locate the supporting
documents to be uploaded.

iii)  Once the supporting document is attached, a “Delete” icon is enabled next to the attached
supporting document.

Once complete, click the “SUBMIT TO SARS” button to send the captured details and attached
documents to SARS. The following “Account Query Successful” message will be displayed:

YV SARS Account Query

South African Revenue Service

3.3

a)

b)

@ cavtcha

° Upload Supporting Dacumentation

@ Enter petails
Account Query Successful

Thank you for your submission. Correspondence will be issued shortly.

REQUEST YOUR TAX REFERENCE NUMBER

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

No supporting documents or tax reference details are required for this query type.

’ .SJQRS Query System

South Afnican Revenge Sandoe

G T | T e iy ! -

0 T s i 1 - - CHa

S e

c)

d)

e)

If the “Request your Tax Number” query was selected, the query type will defaultto “What’s My Tax
Number?”

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

i) Email — if the taxpayer wants to receive the tax reference number via email.
i) SMS — if the taxpayer wants to receive the tax reference number via SMS.

Note: Please note that the information will be sent to the email address or cell phone number of the
taxpayer that exist on the SARS system. If any of the above contact details changed, the taxpayer must
first update the contact details either on eFiling or by making an appointment to visit the SARS Branch
before requesting the tax reference number.

Select the Title from the dropdown list. The following can be selected:
i) Ms for women irrespective of the marital status.

i) Mr for men.
iii)  Mrs for married women.
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iv)  Rev for Reverend.
V) Prof for Professor.
vi)  Drfor Doctor.
vii)  Adv for Advocate.
viii)  Hon for Honourable.
f) Capture the “Initials” in the Initials field.
g) Enter the “Name” in the Name field.
h) Enter the “Surname” in the Surname field.
i) Enter the “Trading Name” if it is a business. This field is optional.
)] Enter the “Email” address in the Email address field.
k) Enter the “Mobile” number in the Mobile field.
)] Enter the “Telephone” number in the Telephone number field. This field is optional.
m)  Select the ID Type from the dropdown list:
i) South African ID Number — If the taxpayer is an individual and is a South African resident, only a
valid ID number will be accepted.
i) Passport Number — If the taxpayer is an individual and is a foreigner, a valid passport number
must be used.
iii)  Company Registration Number — If the taxpayer is a Company. Only a valid Company
Registration number will be accepted.
iv)  Trust Number — If the taxpayer is a Trust. Only a valid Trust number will be accepted.
n) Capture the “ID No” depending on the ID type selected.

0) The taxpayercan click on the “Reset” button at any point to clear all the captured information on the
screen to start the process again.

i) Please note that the “Reset” button must only be used if all the information on the screen is
incorrect.

p) Once complete, press the Submit button to send the captured details to SARS.
q) Complete an onscreen CAPTCHA field before the submission is processed.

r Click the “Validate” button to validate the captured information. Once the CAPTCHA is completed
correctly, the submission will be accepted and uploaded for processing.

s) If a successful match is made, the taxpayer will be presented with the message “Thank you for your
query. Your Tax Reference Number will be issued shortly”.

t) If there is no match, the taxpayer will be presented with the message “Thank you for your query.
Unfortunately, a tax reference number could not be found for the details that you supplied”.

3.4 TAXRETURN STATUS DASHBOARD

a) This query type can be usedtorequest your tax return status viathe SOQS system (thisis only available
for Personal Income Tax)

b)  The tax return status dashboard is per tax year, currently limited to two years (current and previous
financial years).

c) For the taxpayer to request a tax return status, the Tax Return Status Dashboard query type must be
used.
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YV SARS

Tax Return Status Dashboard

South African Revenue Service

d)

e)

f)

YV SARS

© user e @ Enter your cetails © orP vertication © ve
I'd like to see the Tax Return Status Dashboard for:
@ Myself
O Someone else In my capacity as their Tax Practitioner
O Someone else In my capacity as their Registered Representative
For the Tax Year:
2022
|

If the Request for Tax Return Status Dashboard query has been selected the “Tax Return Status
Dashboard” screen above will be displayed.

Click on the relevant radio button next to “I'd like to see the Tax Return Status Dashboard for:”

i)
i)
ii)

Click on the radio button next to “Myself” if the person requesting the tax return status dashboard
is the taxpayer requesting for himself/herself.

Click on the radio button next to “Someone else in my capacity as their Tax Practitioner” if the
personrequesting the tax return status dashboard is the Tax Practitioner representing ataxpayer.
Click on the radio button next to “Someone else in my capacity as their Registered
Representative” if the person requesting the tax return status dashboard is the Registered
Representative of a taxpayer.

If “Myself” is selected, select the preferred "Tax Year" from the dropdown list and click “NEXT”, the
following screen will be displayed:

Tax Return Status Dashboard

South African Revenue Servic

9)

ii)

iv)
v)
vi)

° User Type o Enter your detalls @ orp verification @ View Dashboard

Taxpayer Details

South African ID Number - D Number *

RESTART VERIFY ME

Enter the “Name”.

Enter the “Surname”.

Select the ID Type from the dropdown list:

A)  South African ID Number — If the taxpayer is an individual and is a South African resident,
only a valid ID number will be accepted.

B) Passport Number — If the taxpayer is an individual and is a foreigner, a valid passport
number must be used.

Capture the “ID No” depending on the ID Type selected.

The “Tax Type” will default to Income Tax.

Enter the “Income Tax Number’.

If “Someone else in my capacity as their Tax Practitioner” is selected, select the preferred "Tax Year"
from the dropdown list and click “NEXT” the following screen will be displayed:
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D :
7 SARS Tax Return Status Dashboard

Bouth African Revenue Service

Taxpayer Details

South African ID Number

Tax Practitioner Details

South African 1D Number

RESTART VERIFY ME

i) Complete details of the taxpayer you are representing as follows:

A)  Enter the “Name”.
B)  Enter the “Surname”.
C) Select the “ID Type” from the dropdown list.
)] South African ID Number — If the taxpayer is an individual and is a South African
resident, only a valid ID number will be accepted.
1)) PassportNumber—If the taxpayeris anindividual and is aforeigner, a valid passport
number must be used.
D) Capture the “ID No” depending on the ID Type selected.
E) The “Tax Type” will default to Income Tax.
F) Enter the “Income Tax Number”.
G) Capture the “Email”.
H)  Capture the “Mobile Number”.

0] Complete your Tax Practitioner Details as follows:

A)  Enter the “Name”.
B)  Enter the “Surname”.
C) Select the “ID Type” from the dropdown list.
)] South African ID Number — If the taxpayer is an individual and is a South African
resident, only a valid ID number will be accepted.
1)) PassportNumber—If the taxpayeris anindividual and is a foreigner, a valid passport
number must be used.
D) Capture the “ID No” depending on the ID Type selected.
E) Enter the “PR Number”.

h) If “Someone else in my capacity as their Registered Representative” is selected, select the prefemred
"Tax Year" from the dropdown list and click “NEXT” the following screen will be displayed:
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V7 :
7 SARS Tax Return Status Dashboard

South African Revenue Service

° User Type o Enter your detalls @ OTP Verificat @ iew Dashboard

Taxpayer Details

South African 1D Number

Registered Representative Details

v
South African 1D Number

AKE CONTR

G FILING SEASON 2023

#YC
DURIN

i) Complete the details of the taxpayer you are representing as follows:
A)  Enter the “Name”.
B)  Enter the “Surname”.
C) Select the “ID Type” from the dropdown list.
)] South African ID Number — If the taxpayer is an individual and is a South African
resident, only a valid ID number will be accepted.
1)) PassportNumber—If the taxpayeris anindividual and is a foreigner, a valid passport
number must be used.
D) Capture the “ID Number” depending on the ID Type selected.
E) The “Tax Type” will default to Income Tax.
F)  Enter the “Income Tax Number”.
i) Complete your Registered Representative Details as follows:
A)  Enter the “Name”.
B) Enter the “Surname”.
C) Select the “ID Type” from the dropdown list.
)] South African ID Number — If the taxpayer is an individual and is a South African
resident, only a valid ID number will be accepted.
) PassportNumber —If the taxpayeris anindividual and is aforeigner, a valid passport
number must be used.
D) Capture the “ID Number” depending on the ID Type selected.

i) Click on the “RESTART” button if you wish to clear the captured information and restart the service
request. The following message will be displayed:

Restart Capture

Are you sure you want to clear the form and start again?

RESTART CANCEL

i) Click on “RESTART to clear the form and start the process again.
i) Click on “CANCEL” to continue with the captured information.

)] Click on “VERIFY ME” the following screen will be displayed if the user type selected as Myself or
Registered Representative:
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YV SARS

Q
Tax Return Status Dashboard -
South African Revenue Service
[
° User Type ° Enter your details e OTP Verification O ew Dashbos
&
Select an OTP Verification Method +

CLICK HERE TO SEND AN OTP SMS TO 08327*****

CLICK HERE TO SEND AN OTP EMAIL TO TEST-S1™""""""@SA""".GOV.ZA,

BACK

i) Select an OTP Verification Method. The following methods can be selected:
A)  SMS where the OTP will be sent to the SMS using the mobile number.
B)  Email where the OTP will be sent to the email address.
i) Click on the preferred method. The following screen will be displayed with a timer of 3 minutes:

— =
7 SARS Tax Return Status Dashboard

South African Revenue Service

2 5 &« O

@ uvserype @ Evter your cetails © orP verinication @ view Dashboara

Please enter the OTP sent to test-s1*******@sa***.gov.za
- [|

Time remaining

BACK SUBMIT

+

iii)  Capture the OTP number received via the preferred method.
iv)  Click on the “SUBMIT” button to view the Tax Return Status Dashboard:

YV SARS

Tax Return Status Dashboard

.
. Selected For Verification: Request For Correction Or Supporting Documents Required 2aug3e

.
. . Final Request SUDMIt Request For Correcsion Or Supporting Documents

f0r more PATTaton ) ABsnatvely Make 81 SOPOMITERE 3 yOu

V) The tax return status dashboard displays the past, current and possible future Income Tax retum
status data in the form of a timeline.
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vi)  The information bar shows the name, ID Number, Tax number and Tax Year used to create tax
return status dashboard.

vii)  The following icons on the screen header are for:

v .
7 SARS Tax Return Status Dashboard

l &) RESTART H @ LEGEND ]
South African Revenue Service

A) Restart button for allowing the user to restart the process.
B) Legend which allows the user to view the tax return dashboard legend.
C) Click on Legend, the following timeline legend explanation will be displayed:

Timeline Legend

. Completed Step
. Current Step

Future Step

) The green circularicon represents a completed step. The calendar icon indicates
the date on which the previous step was concluded (where applicable).

<
. Personal Income Tax Return Received 21-Apr-2023

1)) The blue circular icon represents the current step in the process with a detailed
description of the step. The calendar icon indicates the date on which the step
occurred (where applicable). The Clock icon represents the remaining time within
which SARS endeavours to finalise the process.

-
. Assigned To SARS Official

Please note $hat your verfication case has been allocated %o a SARS offica

ad 90 3 ‘We are committed to the sarvice levels
set out in the o Charer. You shodld recenve & e of your venfication case in 21 working days from the
date of recept of complete and correct supporting documents, unless you submit multiplo vears % which our
commment is 90 business days, whilst regufarty commemicating $He progress

For more mformason pleass Seor Query, or make use of The Lwars C {,otchatioa Live A

12Jul-2023 ®' Time to Comp 1 19 Gays

)  The grey circular icon represents the next steps in the process till conclusion of the
process.
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< B8
. Personal Income Tax Return Received

3.5 SUBMIT SUPPORTING DOCUMENTS

a)  Where the taxpayer received a letter from SARS requesting supporting documents, the taxpayer can
upload the requested supporting documents using this functionality for the following tax products:

i) Income Tax.
i) PAYE.
i)  VAT.

iv)  Transfer Duty.

b)  To submit supporting documents to SARS, the taxpayer must use the Submit Supporting Document
Query to upload them along with a set of mandatory data.

c) If the “Submit Supporting Documents” query was selected, the “Supporting Documents” screen will be
displayed.

v -
(SARS Supporting Documents

South Afric:

@ =oer Denais

South African 10 Numbser

neome Tax

d) Select the Title from the dropdown list. The following can be selected:

i) Ms for women irrespective of the marital status.
i) Mr for men.

iii)  Mrs for married women.

iv)  Rev for Reverend.

V) Prof for Professor.

vi)  Drfor Doctor.

vii)  Adv for Advocate.

viii) Hon for Honourable.

e) Capture the “Initials” in the Initials field.
f) Enter the “Name” in the Name field.

g) Enter the “Surname” in the Surname field.
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h) Enter the “Trading Name” if it is a business. This field is optional.
i) Enter the “Email” address in the email address field.
)] Enter the “Mobile” number in the mobile number field.
k) Enter the “Telephone” number in the telephone number field. This field is optional.
)] Select the ID Type from the dropdown list:
i) South African ID Number — If the taxpayer is an individual and is a South African resident, only a
valid ID number will be accepted.
i) Passport Number — If the taxpayer is an individual and is a foreigner, a valid passport number
must be used.
iii)  Company Registration Number — If the taxpayer is a Company. Only a valid Company
Registration number will be accepted.
iv)  Trust Number — If the taxpayer is a Trust. Only a valid Trust number will be accepted.
m)  Capture the “ID Number” depending on the ID Type selected.

n) Select the Tax Type from the dropdown list:

i) Income Tax.
i) PAYE.
i)  VAT.

iv)  Transfer Duty.
0) Enter the Tax Number applicable to the Tax Type selected.

p) Add notesin the “Notes” field to explain the reason for submitting the supporting documents. Make sure
that the notes are clear and understandable.

g) Click onthe “Next” button once all the mandatory fields have been completed. The Captcha screen will

be displayed.

D :
7 SARS Supporting Documents
South African Rew e
9 Enier Detats ' Cagicha
Captch.a N .
@B b
=

r Complete the onscreen CAPTCHA field and click on the “SUBMIT” button. The Case Details screen will
be displayed. Where there are multiple active case numbers, they will be displayed.
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YV SARS

Supporting Documents

uth African Revenue ce

@ ererpenis O copiera @ case e D upicas supporting «

Select a Case Number

CASENUMEER: 100343852 REQUEST FOR MY COMPLANCE PROFILE

S) Select the case number relating to the supporting documents that must be attached. The upload
supporting documents screen will be displayed.

Supporting Documents

YV SARS

frican

@ Enter etz @ caprena @ cae e ) upiaaa suppering Documemaen

Upload Tips ~

For delais of the documents reguired 1o be uploaded relevant to the case number, please refer o the origingl supporting document lefler received fram SARS

& Submissions are lmited o 10 decuments each less than SME in size
« & 1otal of 10 indwidual submissions can be made per case numbar
» Acceplable document types are
o Pl doc, docx, s, dss
@ Jpg. jpeq. beap, G, png and ail
& Submitled documenis should not
o B& password protected, DIank of amply.
o Have ihe characiess o & iniheir fle namas
o Duplicate Jocuments with the sams name aready uplcaded
= Sgreadshests with muliiple sheeis

Document

Status Fila Namea

t) View the upload tips and ensure adherence to the rules.
u) Click on the “Upload” button to browse your PC and locate the supporting documents to be uploaded.

V) Once the supporting document is attached, a “Delete” Icon is enabled next to the attached supporting
document.
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Document 1
Slalus Fila Name
Cuened for Submission S005 Tesbing Supporting docs 1 pdl ® i
Document 2
Slalus File Namsa
Cueued for Submesson S5 Tesbng Supporting docs & docx o i
Document

Status File Name

CANCEL SUBMIT TO SARS

i) View the list of attached documents to ensure that all the relevant supporting documents have
been attached.

i) Count the documents to ensure that the correct number of documents have been attached as
indicated on the tips above.

iii)  Where the taxpayer has attached an incorrect document click on the “Delete” Icon next to the
specific document and delete it.

w)  Once complete, click the “SUBMIT TO SARS” button to send the captured details and attached
documents to SARS. The following “Query Successfully Submitted” confirmation message will be
displayed.

-
/SA‘RS Supporting Documents

South African Revenue Service

@ enter oetais @ captena @ case Detaiis @ upioad Supporting Documentation

Query Successfully Submitted

Your query on behalf of [ N vith Number [ as been successfully submitted. Additional correspondence in this regard will be sent to the email address and mobile number
captured. Case number [N RN

PLEASE TAKE A MOMENT TO COMPLETE A SURVEY ON YOUR INTERACTION

X) SARS will send an email with a message to notify whether the documents have been successfully
received or that there is an error. The emails will provide specific messages relating to the error and the
action that is required by the taxpayer.

3.6 REPORT NEW ESTATE CASE

a) Queries relating to reporting a taxpayer as an estate in respect of Income Tax, PAYE, and VAT, can be
submitted using the query type “Report New Estate Case”.

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

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

i) 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.
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i) If there is no case, a new estate coding case will be created, and the supporting documents
submitted will be attached to the case.

VW
/SARS Report New Estate Case

South African Revenue Service

o New Estate Case Details Captcha Upload Supporting Documentation

Case Details

Query Type Query Categ
Report New Estate Case - Deceased -

Taxpayer Details

Entity Type
Name * Individual -

TaxType
Income Tax h Income Tax Number *

South African ID Number - ID Number *

Masters office where estate case was reported * -

d) If the “Report New Estates Case” query was selected” the Query Type will default to “Report New Estate
Case”.

e) Select the Category from the dropdown list as follows:

i) Deceased — If the individual is deceased.

0] Liquidation — If the company is liquidated.

iii)  Sequestration — If the taxpayer is sequestrated. This option is for all types of taxpayers Individual,
Company, Trust or Other.

iv)  Insolvency — If the taxpayer is insolvent. This option is for all types of taxpayers Individual,
Company, Trust or Other.

f) Capture Taxpayer (Estate) Details as follows:

i) Capture the Name of the estate taxpayer.
i) Select the “Entity Type” fromthe dropdown list. The list will be limited as perthe Category selected
above:
A) If “Deceased” is selected above, the Entity Type will be limited to an Individual.
B) If “Liquidation” is selected above, the Entity Type will be limited to a Company.
C) If “Insolvency/Sequestration” is selected above, all the Entity Types will be available.
iii)  Select the “Tax Type” from the dropdown list. This list will be limited as per the Entity Type
selected above:
A) If “Individual” is selected, the Tax Type will default to Income Tax.
B) If "Company” is selected, the Tax Type will default to Income Tax.
C) If “Trust” is selected the Tax Type will default to Income Tax.
D) If “Other’ is selected the following Tax Types will be available for selection:

)] Income Tax.
1)) PAYE.
n  VAT.

iv)  Capture the Tax Number depending on the Tax Type selected.
V) Select the ID Type from the dropdown list. The list will be limited to the Entity Type selected
above.
A) If an Individual was selected as Entity Type, the list will consist of a South African ID
Number and Passport Number only.
)] South African ID Number — If the taxpayer is an individual and is a South African
resident, only a valid ID number will be accepted.
) PassportNumber —If the taxpayeris anindividual and is aforeigner, a valid passport
number must be used.
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B) If a Company was selected as a Type of taxpayer, the list will consist of Company
Registration Number only.
C) If aTrust was selected as a Type of taxpayer, the list will consist of a Trust Number only.
D) If “Other” was selected as a Type of taxpayer, the ID type, and ID Number. will be disabled
and cannot be completed.
vi)  Capture the “ID Number’” depending on the ID Type selected.
vii)  The system will validate that the tax reference number and the ID number of the estate taxpayer
belong to the same entity. If not, an error message will be displayed upon submission.
viii)  Select the Masters Office where the estate case was reported from the dropdown list.

Appointed Representative Details

g) Capture Appointed Representative Details (these are the details of the person that is submitting this
guery to SARS) as follows:

i) Select the Capacity from the dropdown list. The following can be selected:

A) Delegated Representative.
B) Tax Practitioner.

C) Administrator (Estate).

D) Executor.

E) Liquidator.

F) Curator.

i) Enter the PR No: in the PR number field. This field will be displayed if the Capacity is Tax
Practitioner. The PR Numberandthe ID Number of the Appointed Representative will be validated
to ensure that they belong to the same entity. If not, an error message will be displayed on
submission.

iii)  Select the Title from the dropdown list. The following can be selected:

A) Ms for women irrespective of the marital status.
B)  Mrfor men.

C)  Mrs for married women.

D) Rev for Reverend.

E) Prof for Professor.

F) Dr for Doctor.

G) Adv for Advocate.

H)  Hon for Honourable.

iv)  Capture the “Initials” in the Initials field.

V) Enter the “Name” in the Name field.

vi)  Enter the “Surname” in the Surname field.

vii)  Enter the “Mobile” number in the Mobile Number field.

viii)  Enter the “Telephone” number in the Telephone number field. This field is optional.

ix)  Enter the “Email” address in the Email address field.
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Appointed Represantative Additional Details
Ir:;;ﬂ.s Tax

South Afncan 1D Mumber

MNotes

h) Capture Appointed Representative Additional Details as follows:

i) Select the Tax Type from the dropdown list.

A)  The dropdown will only have Income Tax as an option.

i) Enter the “Income Tax Number” for the Appointed Representative. This field will be mandatory if
the Capacity selected is Tax Practitioner.

iii)  Select the ID Type from the dropdown list:

A)  South African ID Number — If the taxpayer is an individual and is a South African resident,
only a valid ID number will be accepted.

B) Passport Number — If the taxpayer is an individual and is a foreigner, a valid passport
number must be used.

iv)  Capture the “ID Number” depending on the ID Type selected.

V) The system will validate that the ID number and Income tax reference number of the Appointed
Representative belong to the same entity where the information has been completed. If not, an
error message will be displayed on submission.

vi)  Capture additional information in the Notes field about the estate that will be useful in coding the
estate.

i) Click on the “CONTINUE TO UPLOAD” button once all the mandatory fields have been completed. The
Captcha screen will be displayed.

YV SARS

Report New Estate Case

South African Revenwe Service

e Mew Estale Case Delais a Captcha

Captcha

d) b

) Complete the onscreen CAPTCHA field and click on the “SUBMIT’ button. The upload supporting
documents screen will be displayed.
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Y CA
7 SARS Report New Estate Case
i Afric ice
@ new Estaie Case Detain @ csoena @ Ui Suppanting Documentation
Upload Tips ~

For details of the documsants required &2 be uploaded ralevant o the cass numbsar, paasa refer 10 1ha anginal supparting documant [ethar racanad from SARS.

+ Submissions ara limied ba 10 documents each less than SME in sz
» Atotal of 10 indiviousl SUDMESSIONS Can he Mabs per case number
» Arcepiable document types ane
= P, doc, docx, Ws, xlsk
= Jpa, |ped, bmp, I, png and gif
« Submittad documents shauld not
o Be password protectad, blank or empty
= Have the characters " of & in ther il names
o Duphcate documants with the same name alresdy upioaded
o Spresdshects with mulbple sheets

k) Read the upload tips and ensure adherence to the rules.

)] Click on the “Upload” button nextto each required supporting documents to browse your PC and locate
the supporting documents to be uploaded.

i) Once the supporting document is attached, a “Delete” Icon is enabled next to the attached
supporting document.

Copy of ID for the Representative

Copy of 1D for the Representative
Status File Name

Proof of Address of the Registered Representative
Proof of Residential Address of the Representative Taxpayer

Status File Name

Copy of Death Certificate
Copy of Death Certificate

Status File Name

Copy of Acceptance of Trust as Executor
Copy of Acceptance of Trust as Executor (J1%0 Form) or Copy of the Letter of Execuiorship (J238 Form)

Status File Name

Copy of Acceptance of Trust as Executor
Copy of Acceptance of Trust as Executor (J190 Form) or Copy of the Letter of Executorship (J238 Form)

Status File Name

A Copy of the Inventory
A copy of the Inventory (J243 Form)

Status File Name

Copy of ID for Deceased
Copy of |D for Deceased

Status File Name
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Letter of Authority
A copy of the Letter of Authority to the Trustee(s), issued by the Master of the High Court
Status File Name
Queued for Submission 5005 Testing Supporting docs 1.pdf o |
The Estate Duty Return
The Estate Duty Return (REV267 form)
Status File Name
Queued for Submission S0OQS Testing Supporting docs 1.pdf oW |
Additional Relevant Documents
Additional Relevant Documents
Status File Name
Queued for Submission 30085 Testing Supporting docs 1_pdf ® i—

CANCEL SUBMIT TO SARS

i) View the list of attached documents to ensure that all the relevant supporting documents have
been attached.

iii)  Count the documents to ensure that the correct number of documents have been attached as
indicated on the tips above.

iv)  Where the taxpayer has attached an incorrect document click on the “Delete” Icon next to the
specific document and delete it.

m)  Once complete, click the “SUBMIT TO SARS” button to send the captured details and attached
documents to SARS. The following “Case Successfully Submitted” confirmation message will be
displayed.

° New Estate Case Detads o Capicha ° Upioad Suppontng Documentason

Case Successfully Submitted

$ regard will be sent to the email address and mobile number captured

5 PLEASE TAKE AMOMENT TO COMPLETE A SURVEY ON YOUR INTERACTION

n)

3.7

a)

b)

No existing estate coding case - SARS will send an email with a message to notify the requestor that
the request to report a new estate case has been successfully received with the new case number.

Existing estate coding case - SARS will send an email with a message to notify the requestor that the
request to report new estate case has been successfully received with an existing case number.

UPDATING OF REGISTERED REPRESENTATIVE

Queries relating to updating of registered representative of a taxpayer in respect of Income Tax, PAYE
and VAT can be submitted using the query type “Request to be updated as the Registered
Representative”.

This request must be completed by the registered representative.

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

GEN-GEN-51-G01 — SARS Online Query System — External Guide Revision: 15 Page 31 of 81



YV SARS

South African Revenue Service EffeCtlve Date 22 NOVem bel’ 2024

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

Cuery Type 2 : i pmemnr i - Cagacity:

e) If the “Register a Representative” query was selected” the Query Type will default to “Request to be set
as the Registered Representative”.

f) Select the Capacity from the dropdown list as follows:

i) Treasurer — If you are a treasurer for the entity.

i) Curator — If you have been appointed as the Curator for the taxpayer.
iii)  Liquidator/ Executor/ Administrator (Estates).

iv)  Main Partner — If you are the main partner in a partnership.

V) Main Trustee — If you are the main trustee of the trust.

vi)  Public Officer — If you a public officer of the company.

vii)  Main Member — If you are the main member of the Close Corporation.
viii) Parent/Guardian — If you are a parent / guardian of a child; or

ixX)  Accounting Officer — If you are an accounting officer of the entity.

g) Capture Entity Details (these are the details of the taxpayer who will be represented) as follows:

i) Capture the Entity Name.
i) Select the “Type” of taxpayer from the dropdown list. The following can be selected:

A)  Individual.
B) Company.
C)  Trust; or
D) Other.

iii)  Select the “Tax Type” from the dropdown list. This list will be limited as per the Type of taxpayer
selected above:
A) If Individual is selected, the Tax Type will default to Income Tax.
B) If Company is selected, the Tax Type will default to Income Tax.
C) If Trust is selected the Tax Type will default to Income Tax.
D) If Otheris selected the following Tax Types will be available for selection:

) Income Tax.
)] PAYE.
VAT.

iv)  Capture the Tax No depending on the Type of taxpayer selected above.
V) Select the ID Type from the dropdown list, the list will be limited to the Type of taxpayer selected
above.
A) If anIndividual was selected as Type of taxpayer, the listwill consist of a South African ID
Number and Passport Number only.
)] South African ID Number — If the taxpayer is an individual and is a South African
resident, only a valid ID number will be accepted.
) PassportNumber —If the taxpayeris anindividual and is a foreigner, a valid passport
number must be used.
B) If a Company was selected as a Type of taxpayer, the list will consist of Company
Registration Number only.
C) If aTrust was selected as a Type of taxpayer, the list will consist of a Trust Number only.
D) If “Other” was selected as a Type of taxpayer, the ID type and ID number are not required.
vi)  Capture the ID No/ Reg No depending on the ID Type selected above.
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Representative Contact Details

Title: * Ms ﬂ Initials:*
Name: * Surname: *
EMail: *

Mabile: * Telephone:

h) Capture Representative Contact Details (these are the details of the person that must berecorded
as the Registered Representative of the taxpayer in the selected Capacity) details as follows:

i) Select the Title from the dropdown list. The following can be selected:

A)  Ms for women irrespective of the marital status.
B)  Mrfor men.
C)  Mrs for married women.
D) Rev for Reverend.
E) Prof for Professor.
F) Dr for Doctor.
G) Adv for Advocate.
H)  Hon for Honourable.
i) Capture the “Initials” in the Initials field’
iii) Enter the “Name” in the Name field.
iv)  Enter the “Surname” in the Surname field.
V) Enter the “Surname” in the Surname field.
vi)  Enter the “Mobile” number in the Mobile field.

vii)  Enter the “Telephone” number in the Telephone number field. This field is optional.

Representative Additional Details -
1D Type: South African ID Number [v] ID No: *

Tax Type: Income Tax ~] Tax Mo: *

Submit | Documents (J)

Note: Thecontact details mustbe the details of the representative and notthe contact details of the practitioner.

i) Capture Representative Additional Details as follows.

i) Select the ID Type from the dropdown list:

A)  South African ID Number — If the taxpayer is an individual and is a South African resident,

only a valid ID number will be accepted.

B) Passport Number — If the taxpayer is an individual and is a foreigner, a valid passport

number must be used.
i) Capture the ID No depending on the ID Type selected.
iii)  Select the Tax Type from the dropdown list:
A)  Income Tax.
iv)  Enter the Tax Number applicable to the Tax Type selected.

)] Click on the “Documents” button to add the supporting documents. The screen for “Documents for

Submission” will display:
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Documents for Submission

Cocument

Select |

Close Document Requirements Uplo=d Tips |

k) Click on the “Document Requirements” button to view the list of supporting documents required. The

following message will be displayed:

Message from webpage I

-

ZZ

. Registered Representative:
J_\ - A deocumnent to confirm the individual's appeintment

as the registered representative of the entity;

- TheIdentity Docurnent of the individual to be registered;

- An image taken on the day that the request is submitted,
clearly showing the individual in question helding up
a copy of their ID decument and a note that reads
‘Update my details’,

- & copy of your proof of residential address',

Entity:

- & copy of the Registration Certificate and Motice of
Incorporation in the case of a Company, or

- the Trust Deed together with minutes of a meeting
specifying whe is authorised to act on behalf of a Trust
in the case of a Trust, or

- a Partnership / Joint Venture Agreement in the case of
a Partnership or Joint Venture, or

- A copy of the identity document of the taxpayer
in the case of an individual

For a full list of supporting docurnents per entity type please visit the

SARS website,

)] Click on the “Upload Tips” button to view the following tips for downloading supporting documents. The

following message will be displayed:
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Meszsage from webpage . [ﬁ

! 1. Submissions are limited te 10 docurments each less than 5ME in size.
A

2. A total of 10 individual submissiens can be made per case number.

3. Acceptable document types are:
- pdf, doc, doox, xls, xdsx
- Ipg, jpeg. bmp, tiff, png and gif.

4, Submitted documents should not:
- Be password protected
- Be blank or empty
- Hawe the characters ' or & in their file names

m)  Click on the “OK” button to close the message.
n) Click on the “Select” button to browse your PC and locate the supporting documents to be uploaded.

0)  Once the supporting document is attached, a “Delete” button is enabled next to the attached supporting

document.
Documents for Submission
Document
Select
Estste background.docx Delete
Close Document Requirements Upload Tips

i) View the list of attached documents to ensure that all the relevant supporting documents have
been attached.
i) Count the documents to ensure that the correct number of documents have been attached as

indicated on the tips above.
iii)  Where an incorrect document has been attached, click on the “Delete” button next to the specific
document and delete it.

p)  Click the “Close” button to go back to the detail screen once the documents have been downloaded and
attached.

q) Once complete, press the “Submit” button to send the captured details and attached documents to
SARS.

r Complete the onscreen CAPTCHA field before the submission is processed.

S) Click on the “Validate” button to validate the captured information. Once the CAPTCHA is completed
correctly, the submission is accepted and uploaded for processing.

t) The message: “Thank you for your submission. Correspondence will be issued shortly” will display.

u) SARS will send an email with a message to notify the requestor that the request to be updated as the
registered representative has been received successfully with the allocated case number.
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3.8 REQUEST TRUST REGISTRATION FOR INCOME TAX
a) This query type will enable a Trust representative to apply for Income Tax registration via SOQS.

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

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

YV SARS

Trust Registration

South African Revenue Service

Trust Details

d) If a “Trust Registration” query was selected, the Trust Registration screen above will be displayed.
i) The mandatory fields will have an asterisk (*) next to them.

e) For the Trust Details Section — All the fields in this part are mandatory.

f) Capture the Registered Name of the Trust.

g) Select the Trust Type from the dropdown list. The following Trust types can be selected:

i) Inter-vivos Trust - This is a Trust which is created during the lifetime of a person by way of an
agreement (contract) between the founder and the trustee(s).

i) Testamentary Trust — This trust is set up in terms of the will of a person and comes into effect
after their death.

iii)  Foreign Trust (Non-Resident Trust) — is a trust that is not a resident in the Republic.

iv)  Collective Investment Schemes in Securities.

V) Special Trust Type A — Inter-vivos Trust created solely for the benefit of a person with a mental
or physical disability as defined in section 6B (1) of the Income Tax Act during the lifetime of a
person.

vi)  Special Trust Type A - Testamentary Trust created solely for the benefit of a person with a mental
or physical disability as defined in section 6B (1) of the Income Tax Act set up in terms of the will
of a person.

vii)  Special Trust Type B — Testamentary Trust created solely for the benefit of a person(s) who is a
relative of a person who died and who are alive on the date of death of that deceased person
(including those conceived but not yet born), and the youngest of the beneficiaries is younger
than 18 years on the last day of the year of assessment.

h) Capture the Trust Number — This is the number obtained from the master’s office on registration. The
numberwill be onthe Letter of Authority. (Please note: This is not the Unique Reference Number (URN)).

i) Select the relevant master’s office from the dropdown list.

)] If the requestor completed the incorrect information, click on “RESET FORM to clear all the completed
information.

i) A confirmation message “Are you sure you want to clear the form?” will be displayed.
i) Click on “CLEAR’” to continue clearing the form.
ii) A blank form will be displayed. Complete the blank form with the correct details.
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k) Click on “NEXT once all the mandatory fields have been completed to go to the next screen. The
Beneficial Owner for Individuals screen will be displayed.

YV SARS

Trust Registration

South African Revenue Service

Individual Details

Fiease provide the detalls of each of the Indvwdkiats that are Benescial Ownars of this Trust or that represent GCompanies. Tnasts or Other Fnties tat are Benescial Owners of this Trust

ADD INDIVIDUAL

)] The following types of beneficial owners may be found in the Trust environment:

i) Founder — The person who creates the Trust and defines the terms of the Trust.

i) Trustee — The person(s) that are appointed to manage the affairs and the assets of the Trust.

iii)  Beneficiary — Any person who has a vested or contingent interest in all or a part of the receipts,
accruals, or assets of a Trust. Beneficiaries will be identifiable when interpreting the Trust
instrument.

iv)  Donor— A person who donates assets, income or any other property to the Trust through a deed
of donation or by any other means.

V) Protector— A personwhois appointed by the Founderto exercise control over all or certain assets
or income in the Trust; usually after the Founder has become incapacitated or has died.

Note: Please note that the ultimate beneficial owner will always be a natural person where the type of
beneficial owner is identified as a legal entity, legal arrangement or other (e.g., partnership), sufficient
detail should be provided to clearly identify the ultimate natural person that will benefit from the assets
or income of a Trust.

m)  Determine if the Trust has beneficial owners that are individuals (natural persons) or legal entities/legal
arrangements/other or both.

i) If a Trust has individuals (natural persons) as beneficial owners, complete Individual Details.
0] If a Trust has legal entities/legal arrangements/other as beneficial owners, complete the Entity
Details.

iii)  If a Trust has both, complete both the Individual and Entity Details.

n) Click on the “ADD INDIVIDUAL” button to capture the beneficial owner details. Please note that a
maximum of 10 individuals (across all types of beneficial owners) per Trust can be captured.

i) Should the Trust have more than 10 individuals (natural persons) as beneficial owners, please
upload an organogram indicating the other natural beneficial owners and the type of beneficial
ownership.
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YV SARS

Trust Registration

South African Revenue Service

Pleage prowide the delsils of each of the Individuals thal are Bamnehicial Owrers of (his Trast or hal reprasent Companies, Trusts or Other Enfities izl are Beneficial Cwners ol Bis Trust

1D C4A8)

Founider - Hama 24 South Alrica - South Adrica
South African 10 Bumiber - O Murit Income Tax - o Tax Nusi South Afnca -

Saulh Alrica {+27)

WEXT

0) The system will populate the information where possible. If the information is populated, review the
information for completeness. If not populated, complete the following information:

i) Select Ownership Type from the dropdown list. The following can be selected:
A)  Founder (Settlor or Donor)
B)  Trustee
C) Beneficiary
D) Donor (in relation to a donation made to the Trust — not the Founder)
E) Protector

i) Capture the Name of the beneficial owner.

iiiy  Capture the Surname of the beneficial owner.

iv)  Select Place of Birth from the dropdown list.

V) Select Country of Residence from the dropdown list.

vi)  Select ID Type from the dropdown list.
A) If the South African ID number was selected, capture the ID number.
B) If the Passport number was selected, capture the passport number.

vii)  Select the Tax Type from the dropdown list. The following can be selected:
A) Income Tax — If the beneficial owner is registered for Income Tax.
B) Not Registered — If the beneficial owner is not registered.

viii)  If Income Tax was selected, capture the Income Tax Number.

ix)  Select the Tax Jurisdiction from the dropdown list.

X) Select the Mobile Code from the dropdown list.

xi)  Capture the Mobile Number of the beneficial owner.

xii)  Capture the Email address of the beneficial owner.

xiii)  Capture the Residential address of the beneficial owner.

xiv)  Click on the “Remove Individual” button to remove an individual who is no longer a beneficial
owner.

xv)  Click on “NEXT” to go to the next screen.
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YV SARS

Trust Registration

South African Revenue Service

@ s Dataike ) Bonaficial Dwnars {Indisiduals) ) Fosancial Dumars (Enities)

Enfity Details

Flaase provide the delails of aach of the Entities at are Benetcial Dwners of the Trust and the Indiiduals thar represent tham

p) Click on the “ADD ENTITY” button to capture the beneficial owner details.

i) Please note that a maximum of 3 entities per Trust can be captured. If there are more than 3
entities for the specific Trust, an organogram indicating the detail and type of beneficial owner
should be provided. This diagram should include the relevant additional beneficial ownership
detail of the additional entity(s).

i) If an entity (legal entity, legal arrangement or other) is selected, upload an organogram that
provides detail on the beneficial ownership of the entity.

YV SARS

Trust Registration

South African Rev Jice

@ Trust Demis @ Eenedivind wmers (Indsiduly © Beneicisl Owners (Entites)

Entity Detalls

Pleaze proside the detals of each of the Enfities that are Beneficial Owrers of the Trust and the indhvicuals that represent them

ADDENTITY

ENTITY 1

Buraficisl Cwrarshia Typs bty T
Founder - Oither

Income Tax

ADD REPRESENTATIVE

g) The systemwill automatically populate the information where possible. If the information is populated
review the information for completeness. If not populated complete the following information:

i) Select Ownership Type from the dropdown list. The following can be selected:
A)  Founder (Settlor or Donor)
B)  Trustee
C) Beneficiary
D) Donor (in relation to a donation made to the Trust — not the Founder)
E) Protector
i) Select Entity Type from the dropdown list. The following can be selected:

A) Company
B)  Trust
C)  Other

iii)  Capture the Registered Name of the entity.

iv)  Capture the Registration Number of the entity.

V) Select the Tax Type from the dropdown list. The following can be selected:
A) Income Tax — If the beneficial owner is registered for Income Tax.
B) PAYE - If the beneficial owner is registered for PAYE.
C) VAT - If the beneficial owner is registered for VAT.
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vi)  Depending on the Tax Type selected, capture the relevant Number.

vii)  Click on the “Remove Entity” button to remove an entity which is no longer a beneficial owner.

viii) Click on “ADD REPRESENTATIVE” to capture the representative details. Please note that a
maximum of 3 Individual Representatives can be captured per Entity.

YV SARS

Trust Registration

outh African Revenue Service

Income Tax -

ADD REFREEENTATIVE

Sauth Africa - South Africa
South Afican 10 Number - L come Tax " {I

South Africa - Sauth Africa (+27) -

ix)  The systemwill populate the information where possible. If the informationis populated review
the information for completeness. If not populated complete the following information:
A)  Capture the Name of the entity’s representative.
B)  Capture the Surname of the entity’s representative.
C) Select Place of Birth from the dropdown list.
D) Select Country of Residence from the dropdown list.
E) Select ID Type from the dropdown list.
)] If the South African ID number was selected, capture the ID number.
1)) If the Passport number was selected, capture the passport number.
F) Select the Tax Type from the dropdown list. The following can be selected:
)] Income Tax — If the beneficial owner is registered for Income Tax.
1)) Not Registered — If the beneficial owner is not registered.
G) If Income Tax was selected, capture the Income Tax Number.
H)  Select the Tax Jurisdiction from the dropdown list.
)] Select the Mobile Code from the dropdown list.
J) Capture the Mobile Number of the entity’s representative.
K)  Capture the Email address of the entity’s representative.
L) Capture the residential address of the entity’s representative.
X) Click on the “Remove Representative” button to remove the representative.
xi)  Click on “NEXT" to go to the next screen.

r The Requestor (person applying for the registration of Trust with SARS) Details screenwill be displayed:
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Y SARS

Trust Registration

South African Rewenue Service

@ s Dusite @) Bumminicial Dwnars fledividuis) @ Benanicial Cunars (Entliss) @) Rugussior Datsit

Requestor Details

Requestor Additional Details

Income Tax

South Adrican 1D Number

HEXT GHO FRONTEND WALIBATION HEXT

i) Select the Title from the dropdown list. The following can be selected:
A)  Ms for women irrespective of the marital status.
B)  Mrfor men.
C)  Mrs for married women.
D) Rev for Reverend.
E) Prof for Professor.
F)  DrforDoctor.
G) Adv for Advocate.
H)  Hon for Honourable.

i) Capture the Requestor's Name.
iii)  The Initials will be pre-populated from the Name field, but the requestor can amend the initials.
iv)  Capture the Requestor's Surname.
V) Select the Capacity from the dropdown list. The following can be selected:
A)  Tax Practitioner—If a Tax practitioner has been selected the PR Number mustbe captured.
B) Main Trustee.
C) Administrator (Estates).
D) Executor.
E) Liquidator.
F)  Curator.
G) Once-off Mandate —The mandate is only for a specific transaction e.qg., Trust registration,
and then it expires.
vi)  Capture the email address of the requestor.
vii)  Capture the mobile number.
viii)  Capture the telephone number.
ix)  The Tax Type will default to Income Tax.
X) Capture the Requestor’'s Income Tax Number. The Income Tax number is mandatory, but under
the following circumstances is optional:
A)  Trust type is a Foreign Trust type.
B) Requestor's capacity is a “Once off Mandate”.
C) Requestor's ID Type is Passport.
xi)  Select the ID Type from the dropdown list. The following can be selected:
A)  South African ID Number — If the taxpayer is an individual and is a South African resident,
only a valid ID number will be accepted.
B) Passport Number — If the taxpayer is an individual and is a foreigner, a valid passport
number must be used.
xii)  Capture the ID No depending on the ID Type selected.
xiii)  If any of the mandatory fields are not completed, when you click “NEXT” the system will display a
message with all the errors.
xiv)  Click onthe “NEXT’ button once all the mandatoryfields have been completed to goto the screen
where supporting documents can be uploaded.
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s) The “Captcha” screen will be displayed.

e Enter Details

Captcha

Plzase complete the captha to continue

DNV

CAPTCHA®

SUBMIT

t) Complete the onscreen CAPTCHA field and click on “SUBMIT” to proceed to the next page which will
allow for the upload of supporting documents.

u) The supporting documents screen will be displayed.

i) Only the supporting documents relating to the Trust type and the requestor capacity selected will
be displayed on the screen.

i) There will be an upload button next to each supporting document required as per the screen
below.

iii)  Upload only the specific document and / or item indicated per the upload section.

Note: You must upload a document for each upload section.

Example of Supporting documents screen for Testamentary Trust:

4

5"%?5 Trust Registration

ﬂ rust Detans g Bereticel Cvners (Indnikduas) ﬂ Benenoal Owners (Entilies) o Requesior Delais g capicna o Juppanming Docs

ITF7TR Form

Acopy ol the ully completed Trus! Regisiralien fanr

Stalus File Mama

Proof of Identification of the Registered Representative
A copy of ona ot the following documens of the Trustes who wil act as the Mein Trustes and be registersd as the Reprasentabyve taxpayyer at SARS (alzo known &= the
Hepstered Hepresaniatig)

« & Valid A [dentity Documsand, or

» & Valid 3A Drwing Licenca, of
»&n S5A Temporary [dantity Document

Status File Mama

Trust Resolution Appointing the Representative Taxpayer
A copy of the Trust resolution stipulating’ confirming the appoiniment of the “Representative Taxpayer (a.g. Main Trustea)” of the Trust

Status File Name m

) Proof of Address of the Registered Representative (

Proof of residential address of the Representatve Taxpayes

Slatus File Mame UPLOAD

Proof of Address of the Trust
Prool of Physical Address of the Trust

Slatus File Name UPLOAD

GEN-GEN-51-G01 — SARS Online Query System — External Guide Revision: 15 Page 42 of 81



YV SARS

South African Revenue Service Effective Date: 22 November 2024

Letter of Authority

A copy of the Latier of Autharity to e Trusteels), esued by the Masier of the High Courl

Status File Mame
Final Will / Testament

A copy of the Final Wil ! Testamant

Siatus File Name UPLOAD

Final Liguidation and Distribution Account
A document dataiing tha Final Liquidation and Distributicn Account af ba Trust

Status File Name UPLOAD

Beneficial Ownership - Entity Organograms
& document shawing an Grgancgram for Enfity Trust

Status File Name UPLOAD

Beneficial Ownership - Entity Organograms
& document shawing an Qinganogram for Enfity PAYE

Siatus File Name UPLOAD

V) Click on the “CANCEL” button if you want to go back to the previous page.

i) A confirmation message “Are you sure you want to cancel upload and return to previous page?’
will be displayed.
i) Click on “CANCEL UPLOADING” to go back to the previous page.

w)  Click the “UPLOAD” button next to each supporting document to locate the relevant supporting
document on your PC and upload it.

X) Performthe same steps for all the supporting documents, and once all the supporting documents have
been attached the “UPLOAD DOCUMENTS” button will be enabled to allow the requestor to finalise the
registration request and submit data to SARS.

y) Once the application is submitted a message will be displayed for the Requestor that: “Registration
Request Successfully Submitted. Your request to register XXXX Trust with Number 0000000 for Trust
Income Tax has been successfully submitted. Additional correspondence in this regard will be sent to
the email address and mobile number captured”.

3.9 REQUEST SARS NOTICES

a) This query type is used to request the following:
i) Notice of Assessment (ITA34) for a tax year.
)] Statement of Account (SOA) for 6 months or date range.
iii)  Notice of Registration.

iv)  Penalty Statement of Account for a date range.

b) If the “SARS Notices” query type has been selected the “Request Documents” screen will be displayed.
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YV SARS

Request Documents

South African Revenue Service

d)

e)
f)

9)
h)

)
k)

o Enter your details QTP Verification View Notice

Title* v Name *

Initials * Surname *

South African ID Number v ID Number *
Tax Type

Income Tax Number *
Notice Type *

RESET

The mandatory fields will have an asterisk (*) next to them. Allthe mandatory fields should be captured
to be able to submit the query.

Select the Title from the dropdown list. The following can be selected:

i) Ms for women irrespective of the marital status.
i) Mr for men.

iii) Mrs for married women.

iv)  Rev for Reverend.

V) Prof for Professor.

vi)  Drfor Doctor.

vii)  Adv for Advocate.

viii)  Hon for Honourable.

Enter the “Name” in the Name field.

The “Initials” will default as per the “Name captured”. Capture the “Initials” in the Initials field.
Enter the “Surname” in the Surname field.

The “ID type” will default to a South African ID number. Select the ID type from the dropdown list:

i) South African ID number — If the taxpayer is an individual and is a South African resident, only a
valid ID number will be accepted.

i) Passportnumber — If the taxpayer is an individual and is a foreigner, a valid passport number
must be used.

Capture the “ID No” depending on the ID type selected.
The Tax Type will default to Income Tax.

Capture the Income Tax number.

Select the type of notice required:

i) If “Notice of Assessment” is required click on “Notice of Assessment”, then the tax year will be
mandatory.
A)  Select the relevant Tax Year from the list.
i) If “Statement of Account” is required, choose the option of 6 months or date range.
A)  If the “Statement of Account 6 months” option is selected the “From Date” and “To Date”
will be defaulted by the system.
B) If the “Statement of Account Date Range” is selected, selectthe “From Date” using the
calendar and the system will default the “To” date to today’s date.
iii) If “Penalty Statement of Account’ is required, select “From Date” using the calendar and the
system will default the “To Date” to today’s date.

GEN-GEN-51-G01 — SARS Online Query System — External Guide Revision: 15 Page 44 of 81



YV SARS

South African Revenue Service EffeCtlve Date 22 NOVem bel’ 2024

m)  Once the correct option has been selected click on the “VERIFY ME” button.

n) The system will validate the captured information and the following message will be displayed if the
information captured does not match the information on the SARS system:

i) “Thank you for your Query. Unfortunately, we were not able to process your request to view a
SARS Notice. Please retry your selection and if you are still not successful, visit www.sars.gov.za
and use our online services to confirm your details or make an appointment to visit your nearest
SARS Branch for additional assistance.”

i) The taxpayer can also call the Contact Centre to obtain the ITA34 and SOA.

0) If the information captured matched SARS information the following screen will be displayed prompting
the taxpayer to select the OTP verification method:

@ Enter your ctetails @ oF verinication

Select an OTP verification method

O

Note 1: Foradditional security, the system will send the OTP to the taxpayer to confirmtaxpayer’s identity
before displaying sensitive information.

p)  The screen will display the masked version of the email address and mobile phone number that is on
SARS records.

g) Verify that the information displayed on the screen is the correct information.

r Select an OTP verification method by clicking on the relevant method preferred by the taxpayer to
receive the OTP.

s)  An OTP number will be sent to the taxpayer via the preferred method and the following OTP verification
screen will be displayed:

Tiem
BACK suBMIT

Note 2: The taxpayer will be given a total of 3 minutes to have their OTP successfully validated.
t) Capture the OTP number received on the above screen and click “Submit”.

u) If an invalid OTP number was captured the following message will be displayed:

SARS Notices OTP Invalid

j=N

Your submission cannot be processed because you have captured an invalid OTP: Retry 1 of 5

CLOSE

V) If the OTP has expired the following message will be displayed:

GEN-GEN-51-G01 — SARS Online Query System — External Guide Revision: 15 Page 45 of 81


http://www.sars.gov.za/

YV SARS

South African Revenue Service Effective Date: 22 November 2024
OTP Expired
Your OTP has expired, please try again
CLOSE

w)  If the correct OTP number was captured within the prescribed time and was successful, the View Notice
screen below will be displayed.

-V SARS

! Request Assessments and Statements

@ e your detais @ o7e venncation @ view noiice
Select a notice to display

DRIGINAL ASSESSMENT VERSION NUMBER: 1 SSUE DATE: 20161031

X) Select the notice and click on view to display the notice.
3.10 REQUEST YOUR TAX COMPLIANCE STATUS (TCS)

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

i) Good Standing.
i) Approval International Transfer.

b) If the “Tax Compliance Status Request”’ query was selected, the “Tax Compliance System” screen will
be displayed. The mandatory fields will have an asterisk (*) next to them. All the mandatory fields should
be captured to be able to submit the TCS request.

c) Complete the Request Details as follows:

W
7 SARS Tax Compliance System

South African Revenue Service

o Request Details Captcha Submit Form
TCS Type Entity Type
Good Standing - Individual
ID Type
South African ID Number v ID Number *
Tax Type
Income Tax v Tax Number *
RESET FORM NEXT

i) Select the TCS Type from the dropdown list. The following types can be selected:
A) Good Standing.
B)  Approval International Transfer.

i) Select the “Entity Type” from the dropdown list. The following can be selected:

A)  Individual.
B) Company.
C)  Trust,
D) Other.

Note: For Approval International Transfer the Entity Type defaults to “Individual” as only individuals can
apply for this type of TCS.

GEN-GEN-51-G01 — SARS Online Query System — External Guide Revision: 15 Page 46 of 81



YV SARS

South African Revenue Service Effective Date: 22 November 2024

iii)  Selectthe Identity Type fromthe dropdown list. The list will be limited to the Type of entity selected
above.
A) If an Individual was selected as the Entity Type, the list will consist of a South African ID
number and Passport Number only.
)] South African ID number — If the taxpayer is an individual and is a South African
resident, only a valid ID number will be accepted.
1)) PassportNumber—If the taxpayeris anindividual and is aforeigner, a valid Passport
Number must be used.
B) If aCompany was selected as the Entity Type, the list will consist of Company Registration
Number only.
C) If aTrust was selected as the Entity Type, the list will consist of a Trust Number only.
D) If “Other” was selected as the Entity Type, the Identity Type and ID Number are not
required.
iv)  Capture the ID Number/Reg Number depending on the Identity Type selected above.
V) Select the “Tax Type” from the dropdown list. This list will be limited as per the Type of entity
selected above:
A) If Individual is selected, the Tax Type will default to Income Tax.
B) If Company is selected, the Tax Type will default to Income Tax
C)  If Trust is selected, the Tax Type will default to Income Tax.
D) If Otheris selected, the following Tax Types will be available for selection:
)] PAYE.
1)) VAT.
)  Income Tax.
vi)  Capture the Tax Number depending on the Type of taxpayer selected above.

d) Click on the “NEXT’ button to proceed to the next step. The “Captcha” screen will be displayed.

e) Complete the onscreen Captcha as follows:

W
7 SARS Tax Compliance System

South African Revenue Service

° Request Details e Captcha Submit Form

Captcha

Please complete the captcha to continue

00

CAPTCHA*

SUBMIT

i) Complete the onscreen CAPTCHA field.
i) Click on the “SUBMIT” button. The Tax Compliance Request form (TCR01) will be displayed to
complete. The following containers will be displayed in the form:
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f) Review the Taxpayer Details:

Tax Compliance System

@ rRecuestDetai @ coore © siomirom
VSMS Tax Compliance Status Request Additional Information ] Cachiidibarb a ACHO1 ‘
PP ——— = (o = 2

R 8 8 ]
I: 8 > 8 > A a

i) This container will always be displayed for all TCS types and pre-populated with the following
information, where applicable:
A)  Surname/Registered Name
B) Trading Name
C) Income Tax Number
D) PAYE Number
E) VAT Number
F)  Customs Code
G) ID Number
H)  Passport Number
)] Passport Country
J) Passport Issue Date
K)  Company/CC/Trust Reg No
L) TCS Type (this field will be pre-populated based on the TCS type selected in the first
screen)
M)  Home Tel No
N)  Bus Tel No
O) Cell No
P) Email
i) Review the pre-populated information to ensure that it is correct.

g) Click on the radio button “Y” next to the question “Is the request completed by an authorised
representative on behalf of the taxpayer’ if this request is being completed by an authorised
representative. The “Representative Authorised to request the tax compliance status on behalf of the
taxpayer” screen will be displayed. The mandatory fields will have a red asterisk (*) next to them.

GEN-GEN-51-G01 — SARS Online Query System — External Guide Revision: 15 Page 48 of 81



YV SARS

South African Revenue Service Effective Date: 22 November 2024

h) Completethe Representative Authorised to request the tax compliance status on behalf of the
taxpayer details:

Representative Authorised to request the tax compliance status on behalf of the taxpayer

Representative Type: *  Tax practitioner ,::"'::, Representative Taxpayer ,:':, Other ,::"'::, If "Other” please provide details ﬂ
‘ Surname * 1 ‘ First Two Names | Initials * 1
‘ 1D Mo * ! ‘ Passport No. * ! Passport Country (e.g. South Africa = ZAF) -
Passport Issus Date
= Home Tel No. * I Bus Tel No. |
‘ Cell No. 1 Tax Practitioner Registration No. ﬂ
‘ Contact Email 1

NOTE : You have not yet captured an email address. SARS may not be able to “Alert” you when your overall compliance status change, if you do not
provide an email address on this form.

i) Select the relevant Representative Type that is completing the form. The following can be
selected.

A)  Tax Practitioner.
B) Taxpayer Representative; or
C) Other.
)] If “Other” is selected as the representative type, capture the description for Other.
i) Capture the Surname of the authorised representative.
iii)  Capture the First two names of the authorised representative.
iv)  Capture the Initials of the authorised representative.
V) Capture the ID Number of the authorised representative if the taxpayer is an individual and is a
South African resident. Only a valid ID number will be accepted.
vi)  Capture the Passport Number if the taxpayer is an individual and is a foreigner. A valid passport
number must be used.
vii)  Select the Passport Country from the dropdown list.
viii) Select Passport Issue Date on the calendar.
ix)  Capture any of the following contact numbers:
A) Home Telephone Number.
B) Business Telephone Number; and/or
C) Cell Number.
X) Capture the Tax Practitioner Registration Number if the Tax Practitioner was selected as the
representative type.
xi)  Capture the Contact Email Address of the authorised representative.

i) Click on the radio button “Y” next to the question “Is this request in respect of a Partnership/Joint
Venture?” if this request is for either a Partnership or a Joint Venture. The “Partnership/Joint Venture
Details” screen will be displayed. The mandatory fields will have a red asterisk (*) next to them.
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) Complete the Partnership/Joint Venture Details:
Partnership Name * 1 ‘ PAYE Ref No VAT Ref No

i) Capture the Partnership/Joint Venture Name on the screen.
i) Capture the PAYE Reference Number if applicable.
iiiy  Capture the VAT Reference Number if applicable.

k) If this applicationis being completed by the taxpayer and isnotin respect of Partnership or JointVenture,
click on the radio button N next to all the questions and sign the declaration.

)] Click onthe “Expiry Details —required for the initial pin issued on ap proval of this tax compliance request’
container/heading.

Expiry Details - required for the initial pin issued on approval of this tax compliance request

1, as the taxpayer / in my capacity as duly authorised representative of the taxpayer, hereby confirm that:

* The content of this document is true and comect;

* The taxpayer consents that SARS may disciose to the taxpayer's duly authorised representative all information of the taxpayer in the records of SARS to the extent that it relates fo
the processing of the tax compliance status request; and

* SARS may lawfully confirm the taxpayer's tax compliance status to any person whaom has besn provided with the pin code issued by SARS

DOC0C000C0000%
H0O0000000000%

e Far enquirics Do to www.sars.gov.za of call 0800 00 7277
024 4 06 ¢4 18 [ v

RESET NEXT

m)  The number of months thatthe PIN must be active for is defaulted to 12. If alesser period is required,
change the 12 months to the required number of the months for the TCS PIN to be active. The taxpayer
canenterany numberbetween 1 and 12 as this is inmonths. Forexample, if ataxpayer enters 6 months
in this field, the TCS PIN will be active only for 6 months.

n) Click on the “NEXT” button to submit the request. An email will be generated for the requestor.

o) For Approval International Transfer (AIT) TCS Type, the “International Transfer Details”, “Source(s)
where the value to be transferred arose from Details”, and “Assets and Liabilities Details additional”
containers/headings will be added to the form. The mandatory fields will have a red asterisk (*) next to
them.

p) Complete the International Transfer Details:

i) Click the “International Transfer Details” container/heading and complete the details as follows:
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Indicate your Tax Residency Status under which the transfer is made: * 54 Tax Resident (") Non-Resident for Tax Purpesss ()
[ | s this requsst in respect of a family unit?
g ‘ Where will you be a tax resident? * -1 R Total value of your Intemational Transfer (mustbe

) Deyouha
(Local ar Foreign)? *

Are you a beneficiary of 3 Trust {Local or

Source(s) where the value to be transfemred arose from Details

Assels and Liabilities Details

i) Indicate your Tax Residency Status under which the transfer is made.

A)  If “SA Tax Resident” is selected, the “International Investment Type Details” container wil
be added to the form.

B) If “Non-Resident for Tax Purposes” is selected (this means that you ceased to be a SA tax
resident and you have the relevant documents from SARS that you ceased to be an SA tax
resident), the “Date you ceased to be a SA resident” and the country “Where will you be a
tax resident” fields will be unlocked and mandatory.

iii)  Complete the “Total value of your International Transfers (must be liquid and/or transferrable

Source Type)’. This refers to the total value that the Taxpayer wishes to transfer internationally.
Please note that the individual amounts captured under the Source Details and
Investment Details headings (only applicable to SA Tax Residents) must equal the “Total
value of your International Transfer”.

B) Example:If ataxpayer received a donation of R1M, inherited R4M and has an investment
of R1M and the taxpayer wants to transfer all this money internationally. The amount that
must be completed in the “Total value of your International Transfers...” field is R6M.

iv)  Indicate whether you are a beneficiary of a Trust (Local or Foreign).

A) If “Yes” is selected, the Interest in Trust(s) Details container will be added to the fom.
Complete the Local and Foreign Trust Details sub-container in the Interest in Trust(s)
Details container.

Interest in Trusi(s) Details ~
1) Local and Foreign Trust Details ~

Registersd Hame of the Trust* ! ‘ Trust No

Income Tax Ref Mo. 1D No. of Main Trustee/Representative Taxpayer of the Trust Passport No. of Main Trustee/Representative Taxpayer of the Trust

Passport Country

B) Indicate if it is a Local or Foreign Trust.

C) Complete the Registered Name of the Trust.

D) Complete Trust Number (mandatory for Local Trust).

E) Complete Income Tax Number (only applicable to Local Trust).

F)  Complete ID Number of the Main Trustee/Representative Taxpayer of the Trust (only
applicable to Local Trust).

G) Complete Passport Number of the Main Trustee/Representative Taxpayer of the Trust
(only applicable to Foreign Trust).

H)  Select Passport Country from the dropdown list.

) Select Passport Issue Date on the calendar.

J) If you wish to add additional Local and Foreign Trust details container, click the “Add”
button. For example, this may be where you are a beneficiary to multiple Trusts.

V) Indicate whether you have Shareholding Directly/Indirectly in any Legal Entity (Local or Foreign)
of 20% or more.
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A)  If “Yes”is selected, the “Legal Entity Shareholding Details” container will be added to the
form. Complete the Local and Foreign Shareholding Details sub-container in the Legal
Entity Shareholding Details container.

Legal Entity Shareholding Details ~

1) Local and Foreign Shareholding Details ~

1 ‘ ‘"sdir;har’ecr:heEr:ir," I ‘

Registration Mo. Income Tax Ref Mo, ‘ R Estimated Valus of current Shareholding * ! ‘

Percentage Shareholding (%

e 2
A) Indicate if it is a Local Entity or Foreign Entity.
B) For Local Entity, all fields are mandatory.
C) Complete Registered Name of the Entity.
D) Complete Trading Name of the Entity.
E) Complete Registration Number (applicable to Local Entity)
F)  Complete Income Tax Reference Number (applicable to Local Entity).
G) Complete Estimated Value of current Shareholding.
H)  Complete Percentage Shareholding (%).
)] If you wish to add additional Local and Foreign Shareholding Details container, click the

‘Add” button.
vi)  Indicate whether you have any existing loan(s) to a Trust (Local or Foreign).
A) If “Yes”is selected, the “Loans to a Trust(s) Details” container will be added to the fom.
Complete the Local and Foreign Shareholding Details sub-container in the Loans to a
Trust(s) Details container.

Loan to a Trust{s) Detfails s
1) Local and Foreign Loan to a Trust Details ~

ne of the Trust * 1 ‘ Trust Mo,

Income Tax Ref No. 1D No. of Main Trustee/Representative Tapayer of the Trust 1 ‘ Passport No. of Main Trustee/Representative Taxpayer of the Trust 1 ‘

Passport Couniry ‘ R Cument Loan Amourtt 1 ‘

Interest Rate % * I

B) Indicate if it is a Local or Foreign Trust.

C) Complete Registered Name of the Trust

D) Complete Trust Number (this is optional for Foreign Trust).

E) Complete Income Tax Number (only applicable to Local Trust).

F)  Complete ID Number of the Main Trustee/Representative Taxpayer of the Trust (only
applicable to Local).

G) Capture Passport Number of Main Trustee/Representative Taxpayer of the Trust (only
applicable to Foreign).

H)  Select the Passport Country from the dropdown list.
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) Select Passport Issue Date on the calendar.

J) Complete Current Loan Amount.

K)  Complete Interest Rate %.

L) If you wish to add additional Local and Foreign Loan to a Trust Details container, click the
“Add” button.

vii)  If Non-Resident for Tax Purposes is selected complete the following information in addition to the
above:

Intemnational Transfer Details -

Indiicate your Tax Residency Status under which the transfer is made: * 54 Tax Resident () Non-Resident for Tax Purposss @

|5 this request in respect of a family unit? *

Where will you e @ ax resident? -1 ‘ ‘ R 7000000 ¥

olle!

" {Local or Fore gn)?*

~ any Legal Ertity {Local o Forsign)
maore? ¥

NOTE : The sum of all sources selected must equal the Total value of your international transfer.

A)  Select the Date you ceased to be an SA tax resident on the calendar.
)] Note: If the date you ceased to be an SA tax resident is greater than 5 years, the
Foreign Assets and Liabilities Details container will be optional for completion.
B)  Select the country where will you be a tax resident from the dropdown list.
C) Indicate if the requestis in respect of a family unit. If “Yes” is selected, a warning message
will be displayed.

Warning

D) Click “OK” on the warning message to continue after reading the message. The Family
Member Details container will be added to the form. Complete the Family Member Details.
The mandatory fields will have a red asterisk (*) next to them.

Family Member Details )
1) Family Member Details A

Sumame I ‘ ‘=i‘:t'|".'p:‘la’|e:' I ‘ ‘\I:‘-l:-.' I ‘

Passpart No 1 ‘ Passpart Country

Relationsiip to Appicant * -1 ‘

E) Capture the Surname

F)  Capture the First Two Names

G) Capture either the ID Number or Passport Number.

H)  If the Passport Number was completed, select the Passport Country from the dropdown list
and select the Passport Issue Date on the calendar.
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) Select the Relationship to Applicant from the dropdown list.

J) If more than one family member must be added, click the “Add” button to add more family
members. The second Family Member Details container will be presented. Complete all
the relevant fields.

viii) If SA Tax Resident is selected, the “International Investment Type Details” container will be added
to the form. Click the “International Investment Type Details” container and complete the following
mandatory information in addition to the above:

International Investment Type Datails

R Valus [Propartional value of the total transtar atinb: . 1 zountny where majonty invaslment wil ke made =1 |

A)  Select the applicable Investment Type from the dropdown list. The following options are
available:
)] Cash
1)) Crypto Assets
)  Exchange Traded Funds
IV)  Insurance Products
V)  Listed Equities
VI)  Listed Bonds

VIl) Property
VIII)  Unit Trust
IX)  Other

B)  Capture the proportional value of the total transfer.

C) Select the Country where the majority investment will be made from the dropdown list.

D) Click on the “Add” button to add more investment types where the taxpayer has more than
one type of international investment.

E) Depending on the investment type(s) selected, ensure that the sum of the individual
proportional values from the various investment types equals the “Total Value of your
International Transfer” amount.

) Below is an example on how to complete International Investment Type Details with
multiple investment types:
1)) The total value of your international Transfer is R7M.

International Transfer Details ~

Indicate your Tax Residency Status under which the transfer is made: * SA Tax Resident © Non-Resident for Tax Purposes ( : )

T Is this request in respect of a family unit?

ﬂ Whese will you be a tax resident? - & ‘ R

ciyin v (@ N (C) Doyouhave sny existingloanfs) o Tst v (@) N ()
or (Local or Foreign)? *

any
more

NOTE : The sum of all sources selected must equal the Total value of your international transfer.

NOTE : The sum of all investments selected must equal the Total value of your international transfer.

)  lllustration of multiple investment types.

GEN-GEN-51-G01 — SARS Online Query System — External Guide Revision: 15 Page 54 of 81



YV SARS

South African Revenue Service Effective Date: 22 November 2024
,ah v R T 2000000 v/ Pr&nna -
=
nsurance Products v kR 10000 hipvg ;“JE’U‘E‘ a hEvd
E‘(chre Traded Funds v R 4000000 v -5-e|;\.u-n- -

g) Complete the Source(s) where the value to be transferred arose from Details:

i) Click the “Source(s) where the value to be transferred arosefromDetails” containerand complete
the details as follows:

Source(s) where the value to be transferred arose from Details

Source Details

>
>

Source Type - ! ‘ R Proportional value of the total amount to be transferred attributed fo the selected source E

A)  Select one or more of the following Source Types:
) Cash/Savings - If the money is from the savings or cash was received.
1)) Inheritance — If the money was inherited from the deceased person.
)  Distribution from Trust as a beneficiary — If the source is the distribution received
from a trust.
IV)  Donations — If the money was donated.
V)  Dividends distribution from a Company — If the source was the dividends distribution
from a company because you are a shareholder.
VI)  Loan - If the money was lent either from a bank or company.
VIl) Sale of Property — If the money was generated through the selling of the property.
VII) Sale of Shares and other securities — If the money was generated by selling shares
and other securities.
IX) Sale of Crypto Asset - If the money was generated by selling crypto assets.
X)  Transfer of Listed Securities
XI)  Other — If the source is not on the list, select other and type the description.
B) The “Proportional value of the total amount to be transferred attributed to the selected
source” field will be auto calculated from the details captured for each source added. The
sum of all sources captured must equal the total value of your international transfers as
captured in the International Transfer Details container.
C) Click on the “Add” button to add more source types if the value to be transferred arose from
different entities or accounts.

Source(s) where the value to be transfemred arose from Details

Source Details

®
B
)
>
>

Cash/Savings - R Dﬂ
Source Type - ! R Proportional value of the total amount to be transferred attributed to the sslected source &

o e
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D) If you wish to delete the additional Source row, click the “Delete” button. A warning
message will be displayed. Click “Yes” or “No” to proceed.

Warning

Deleting this / these sources details will result in data you have previously
completed, or data for which SARS has information, not being reflected on
your form. This could result in an incorrect submission.

E) Depending on the Source Type selected the details screen per source type will be
displayed. Below is an example of how to complete Source Details if sources where the
value to be transferred arose from cash/savings, distribution from trusts as a beneficiary,
inheritance, dividends distribution from a company, and Inheritance.

Do you wish to continue?

F) If Cash / Savings is selected as the source, the “Cash / Savings Details” container will be
added to the form. Complete the following details in the “Cash / Saving Additional Details”
sub-container:

Cash / Savings Details A
1) Cash / Savings Additional Details el

Financial Institution ~1 ’

Account No. !

R Value (Proportional value of the total transfer attnbute |

Type of Account -1 '

al transfer attributed to this a

)] Select the Financial Institution from the dropdown list.

1)) Capture the Account Number

)  Select the Type of Account from the dropdown list.

IV)  Capture the Value (Proportional value of the total transfer attributed to this account).
V)  Click the “Add” button to include additional Cash/Savings source(s).

G) If Distribution from Trusts as a beneficiary is selected as the source, the “Distribution
from Trust Details” container will be added to the form. Complete the following details in
the “Distribution from Trust Additional Details” sub-container:
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Distribution from Trust Details

i A
itii i A
\

Effective Date: 22 November 2024

1) Distribution from Trust Additional Details

Registered Name of the Trust ‘ Trust No ! ’

Income Tax Ref No R Value (Proportional value of the total transfer attribute... I ‘

alue

)] Registered Name of the Trust.

1)) Trust Number.

)  Income Tax Reference Number.

IV)  Value (Proportional value of the total transfer attributed to this Trust).

H) If Dividends distribution from a Company is selected as the source, the “Dividends
Distribution from a Company Details” container will be added to the form. Complete the
following details in the “Dividends Distribution from a Company Additional Details” sub-

container”:

Dividends Distribution from a Company Details &
1) Dividends Distribution from a Company Additional Details o
":‘.\O'M:v‘w O
Registered Name of the Company 1

‘ Trading Name of Company

Registration No Income Tax Ref No R Value (Proportional value of the total transfer attribute... 1

) Indicate Local or Foreign Company.

) Registered Name of the Company.

)  Trading Name of the Company.

IV)  Registration Number.

V)  Income Tax Reference Number.

VI)  Value (Proportional value of the total transfer attributed to this Company).

) If Inheritance is selected as the source, the “Inheritance Details” container will be added
to the form. Complete the following details in the “Inheritance Additional Details” sub-

container:
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Inheritance Details N
1) Inheritance Additional Details )

0O 7o)

Surnam ! w { First Two Name(s !

Effective Date: 22 November 2024

)] Indicate Local or Foreign Individual.

1)) Surname.

)  First Two Name(s).

IV) ID No of the Deceased — mandatory if Local Individual is selected.

V)  Passport Number of the Deceased.

VI)  Passport Country of Issue.

VIl) Passport Issue Date (CCYYMMDD.

VIIl) Income Tax Reference Number — mandatory if Local Individual is selected.

IX) Value (Proportional value of the total transfer attributed to this Estate)
r Complete the Assets and Liabilities Details
i) Click on the “Assets and Liabilities Details” container and complete the “South African Assets and
Liabilities” and “Foreign Assets and Liabilities” details respectively. The assets and liabilities must

be fully disclosed. Incorrect amounts or asset omissions will result in the rejection of the TCS
request.

Assels and Liabilities Details

South African Assets and Liabilities Details

Foreign Asssts and Liahbiliies Details

A)  Select the “South African Assets and Liabilities Details” sub-container and complete all the
mandatory fields.
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South African Assets and Liabilities Details i
Local Assets (at cost) ~ Local Liabilities (at cost) ad
A

! ‘ ‘ R Mortgage Bonds * 1 ‘

! ‘ ‘ R Creditors * 1 ‘

‘ R Fixed Properiies and all Improvements ... | ‘ ‘ R Shares in Private Company or Member’

‘ R Financial Instruments Listed (shares, u... nsiruments — crypto asset(s) * ‘ R Loan Accounts * 1 ‘

‘ R Equipment, Machinery, Vehicles, Carava

‘ R Stock* ‘ R Bank Overdraft * I ‘

‘ R Personal Eff D& ‘ R Other Liabilifies * ! ‘

R g

B) Select the “Foreign Assets and Liabilities Details” sub-container and complete all the
mandatory fields.

Foreign Asseis and Liabilities Details A
Foreign Assets (at cost) Foreign Lizabilities (at cost)

‘ R Fixed Properties and all Improvements . | ‘ ‘ R Shares in Privats Company or Member | ‘ ‘ R Loan Accoun

1 ‘ R Mortgage Bonds * 1 ‘

mgiruments - crypto asset(s) * |

‘ R Eguipment, Machinery, Implements !

‘ R Stock * 1

‘ R Personal Effects (jen 1 ‘ R oG ‘ R Cther Lisbilties * 1 ‘

Expiry Details - required for the initial pin issued on approval of this tax compliance request

C) Forthe AIT application, where the ‘Non-Resident for Tax Purposes’ is selected and the
‘Date you ceased to be a SA Tax Resident’ is more than five years from the date the AIT
applicationwas submitted, the ‘Foreign Assets and Liabilities Details’ fields will be optional.

S) Complete the Expiry Details — required for the initial PIN issued upon approval of this tax
compliance request.

i) Click on the “Expiry Details — required for the initial pin issued on approval of this tax compliance
request” container and confirm the number of months after which the pin must expire.
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Expiry Details - required for the initial pin issued on approval of this fax compliance request

|, a5 the taxpayer / in my capacity as duly authorised representative of the taxpayer, hereby confirm that:

* The content of this document is frug and comect;

* The taxpayer consents that SARS may disciose to the taxpayer's duly authorised representative all information of the taxpayer in the records of SARS to the extent that it relates to
the processing of the tax compliance status request; and

* 3ARS may lawfully confirm the taxpayer's fax compliance status {0 any person winom has been provided with the pin code issued by SARS

HOCOGC0000C00
00000000000
Flesse ensure you sgn over T Zines of X'sabove

Daie®

2024 s 06 ¢ 18 [M v

Foe enquiies go to wwiw.53r3 gov.za or call 0800 00 7277

RESET NEXT

i) The number of monthsthat the PIN mustbe active forisdefault to 12. If alesser periodis required,
change the 12 months to the required number of months the TCS PIN to be active. Two digits are
required in the field, e.g., 05 or 12 etc.

t) Click on “NEXT’ button to submit the request to SARS. The message: “Thank you for your submission.
Correspondence will be issued shortly” will display. SARS will send an email with a message to notify
the requestor that the request for TCS has been received successfully with the allocated case number.

u) Ensure that you submitall the relevant supporting documents listed on the SARS website and the “Guide
to the Tax Compliance Status functionality on eFiling” webpage. Refer to the “Submit Supporting
Documents” query above on how to submit the supporting documents to SARS.

3.11 VERIFY TAX COMPLIANCE STATUS

a) This query type 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.

b)  The third-party must capture all the mandatory fields to be able to verify the TCS.

c) If the “Tax Compliance Status Verification” query type was selected the “Tax Compliance System’
screen will be displayed.

Y
/SMS Tax Compliance System

South African Revenue Service

@ eneroenails

Requestor Details

Individual -
oTire
South African ID Number - D Number *

Income Tax - Tax Number

RESET FORM GENERATE FORM

d) Complete the Requestor Details as follows:
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i) The mandatory fields will have a red asterisk (*) next to them.
i) Select the “Entity Type” from the dropdown list. The following can be selected:
A) Individual.
B) Company.
C)  Trust.
D) Other.
iii)  Selectthe “ID Type” from the dropdown list. The list of ID types available will be prepopulated
depending on the Type of entity selected above.
A) If an Individual is selected as the Type of taxpayer, the ID type list will consist of a South
African ID number and Passport Number only.
)] South African ID number — If the taxpayer is an individual and is a South African
resident, only a valid ID number will be accepted.
1)) PassportNumber—If the taxpayeris anindividual and is aforeigner, avalid Passport
Number must be used.
B) If a Company is selected as the Type of taxpayer, the list will consist of the Company
Registration Number only.
C) If aTrustis selected as the Type of taxpayer, the list will consist of a Trust Number only.
D) If “Other” is selected as the Type of taxpayer, the ID type and ID number are not required.
iv)  Capture the ID Number / Registration Number depending on the ID Type selected above.
V) Select the “Tax Type” from the dropdown list. This list will be limited as per the Type of entity
selected above:
A) If Individual is selected, the Tax Type will default to Income Tax.
B) If Company is selected, the Tax Type will default to Income Tax.
C)  If Trust is selected, the Tax Type will default to Income Tax.
D) If Otheris selected, the following Tax Types will be available for selection:
)] PAYE.
1)) VAT.
)  Income Tax.
vi)  Capture the “Tax Number” depending on the Type of taxpayer selected above.
vii)  Click on the “Generate Form” button to display the “next screen.

e) Complete the TCS Verification Information details as follows:

TCS Verification Information

Entity Type *

- Tax Number* CS Pin

RESET FORM

i)
il

iv)

Select the “Entity Type” from the dropdown list. The following can be selected:
A)  Individual.

B) Company.
C)  Trust.
D) Other.

Capture the “Tax Number” depending on the type of entity selected above.

Capture the “TCS PIN” linked to the tax number captured.

Click on the “NEXT’ button once all the mandatory fields have been completed. The Captcha
screen will be displayed.
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Tax Compliance System

o Enter Details e Captcha

Captcha

Please complete the captcha to continue

LD}

CAPTCHA

SUBMIT

f) Complete the onscreen CAPTCHA field and click on the “SUBMIT” button. The system will validate the
captured information against the information on the SARS system.

i) If the captured information fails, the validation the system will display one of the following
messages:

A) In the instance where the tax reference number and the PIN number do not match to an
existing TCS Request the following error message will be displayed “SARS cannot match
the information captured against any existing Tax Compliance request. Please enter the
correct information and try again.”

B) If the PIN is not valid “The PIN number you have captured is invalid and the verification
could not be processed. Please capture the correct PIN to proceed.”

C)  Where the tax reference number and the PIN match but the PIN is no longer “Active” “The
PIN you have entered is no longer active and your request cannot be processed”.

i) Once the captured information passes the validationthe “TCS Verification Successful” message
will be displayed.

Y ;
/SA‘?S Tax Compliance System

South African Revenue Service

@ Enter Deails @ ceorcha
TCS Verification Successful

Thank you for your submission. Gorrespondence will be issued shortly.

iii)  The TCS verification outcome letter will be issued to the requestor using the email that is
displayed in the “Requestor Details” section.
iv)  An SMS will be issued to inform the taxpayer that a third party has verified their TCS status.

3.12 REQUEST YOUR AUTO ASSESSMENT STATUS

a)  This query enables the taxpayers to query whether they are part of the SARS Auto Assessment
population or not.

b)  All mandatory fields indicated with an asterisk (*) must be completed.

c) If “My Auto Assessment Status” query was selected, the Auto Assessment Lookup screen will be
displayed.
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%5 -
/SA"?S Auto Assessment Lookup

South African Revenue Service

Sauth Alcan 10 Mumber

d)  Select the Title from the dropdown list.
e) Enter the “Name” in the Name field.
f) Capture the “Initials” in the Initials field.
g) Enter the “Surname” in the Surname field.
h) Select the ID Type from the dropdown list:
i) South African ID Number — If the taxpayer is an individual and a South African resident, only a
valid ID Number will be accepted.
i) Passport Number — If the taxpayer is an individual and a foreigner, a valid passport number must
be used.
i) Capture the “ID Number” depending on the ID Type selected.
)] The “Tax Type” field defaults to Income Tax.

k) Enter the “Income Tax Number” in the Income Tax Number field.

)] Click on the “CONTINUE” button once all the mandatory fields have been completed. The Captcha
screen will be displayed.

V7
7 SARS Filing Season 2024 Auto Assessment Lookup

South African Revenue Service

o Enter Details a Captcha Result

Captcha

Please complete the captcha to continue
] v O
:;:9‘

CAPTCHA*

SUBMIT

m)  Completethe onscreen CAPTCHA field and clickon “SUBMIT’ button. Once data has been successfuly
validated, the taxpayer is shown one of the following four messages to indicate their Auto Assessment
Lookup status:
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| Checks only carried out before the Auto Assessment system run has taken place

No | Scenario
Taxpayer was Auto Assessed last year but might not be Auto
Assessed this year.

| Auto Assessment Results

You were selected for Auto
Assessment in the [Previous Tax
Year] tax year, but you might not be
auto assessed this year. Please
check your status on [Auto
Assessment Release Date].

New taxpayerwho could possibly be Auto Assessed this year.

You could possibly be Auto
Assessed this year.

Please check your status on [Auto
Assessment Release Date].

Taxpayer who was not Auto Assessed last year, however,
could possibly be Auto Assessed this year.

You were not selected for Auto
Assessment in the [Previous Tax
Year] tax year, but youmightbe auto
assessed this year.

Please check your status on [Auto
Assessment Release Date].

Taxpayer who was not required to file last year, however,
could possibly be Auto Assessed this year.

You might not have been required to
file your return in the [Previous Tax
Year] tax year, however, should you
want to file a return please check
your status on [Auto Assessment
Release Date].

Taxpayer was not Auto Assessed last year due to the limit,
however, could possibly be Auto-Assessed this year

You were not selected for Auto
Assessment in the [Previous Tax
Year] tax year, but you mightbe auto
assessed this year.

Default Message for all other cases when all of the above
conditions cannot be satisfied.

| Scenario
Taxpayer is part of the Auto Assessment Population.

You could possibly be Auto
Assessed this year.
Please check your status on [Auto

| Checks only carried out after the Auto Assessment system run has taken place

Assessment Release Date].

| Auto Assessment Results
You have been selected for Auto
Assessment for the [Previous Tax
Year] tax year and you will receive
communication from SARS in this
regard. If you do not receive the auto
assessment related communication
within 21 days, you can log onto
SARS eFiling or SARS MobiApp to
view the auto assessment.

Taxpayer is not part of the Auto Assessment population and
one or more of their IRP5’s has not been received.

You have not been selected for Auto
Assessment for the [Current Tax
Year] tax year as we do not have
your IRP5s forthistax yearon record
or your IRP5 was submitted with
incomplete information. Please ask
your employer to submit the correct
and complete EMP501 reconciliation
with the related IRP5’s.

Taxpayer is not part of the Auto Assessment population and
all IRP5s have been submitted for the taxpayer.

You have not been selected for Auto
Assessment as, according to our
records, you have additional
information (e.g. additional income,
expenses) to declare.

10

Taxpayer is not found within the table of taxpayers on the
SOQS database.

You have not been selected for Auto
Assessment for the [Current Tax

Year] year.
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i) Below is an example of scenario 7 message where the taxpayer is part of Auto Assessment
Population:

VW
7 SARS Filing Season 2024 Auto Assessment Lookup

South African Revenue Service

@ Enter Details @ captcha © Resutt

You have been selected for Auto Assessment for the 2024 tax year and you will receive communication from SARS in this regard. If you
do not receive the auto assessment related communication within 21 days, you can log onto SARS eFiling or SARS MobiApp to view the
auto assessment.

CLICK HERE TO SEND THIS RESULT AS SMS TO

CLICK HERE TO SEND THIS RESULT AS EMAIL TO

n) The taxpayer is then able to request to have the Auto Assessment Lookup results sent to the email
address or mobile number that SARS has on record. Once the preferred option is selected, the Auto
Assessment Lookup results will be sent, and the “Query Successful” confirmation message will be
displayed:

VW
7 SARS Filing Season 2024 Auto Assessment Lookup

South African Revenue Service

@ enter vetails @ coprcna @ resutt
Query Successful

Your query on behalf of Joseph Mohosho with Number has been successfully processed. Additional correspondence in this regard will be sent to the email address or mobile number
selected.

3.13 SUBMIT LARGE BUSINESS & INTERNATIONAL (LBI) QUERY
a) This query type can be used to direct queries to LBI.

b)  The taxpayer must capture all the mandatory fields to be able to attach the supporting documents and
submit an LBI query.

c) Once allthe mandatory information has been captured and the required supporting documents attached,
submit the query to SARS. A case will be created for LBI to process the query.

d) If the “Submit an LBI Query” is selected, the “Large Business and International screen below will be
displayed.
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Large Business and International
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) cote patnin

| would like to submit a Quary on bahall af:
¥

I_i) Indeidwal in myy cwn capoclty

3 indiideal or an Endity s my copachy as thelr Regishered Represestaive
Taxpayer Details

Highfiet Warih Individual

Irzzams Tax

Bauth Adecan I Homzar

e) Click on the relevant radio button below “l would like to submit a Query on behalf of:

i) Click on the radio button next to “Individual in my own capacity” if the taxpayer submitting a query

for himself/herself.

i) Click on the radio button next to “Individual or an Entity in my capacity as their Registered
Representative” if the person submitting a query is the Registered Representative of a taxpayer.

f) Complete taxpayer details as follows:

i) Select the Entity type from the dropdown list.

A)  If “Individual in my own capacity” is selected, the “High Net Worth Individual” will be the

only entity type from the dropdown list.

)] Capture the name in the “Name” field.

1)) Capture the surname in the “Surname” field.
)  The “Tax Type” will default to Income Tax.

IV)  Capture the income tax number in the “Income Tax Number” field.
V)  Select the “ID Type” from the dropdown list.

. South African ID Number — If the taxpayer is an individual and a South African
resident, only a valid ID number will be accepted.
. Passport Number — If the taxpayer is an individual and a foreigner, a valid

passport number must be used.

V1)  Capture the “ID Number’ depending on the ID Type selected.
VIl)  Capture the mobile number in the “Mobile Number” field.
VIIl) Capture the telephone number in the “Telephone Number” field (optional).

IX) Capture the email in the “Email” field.

X)  Capture the details of your query in the “Type your query here” field.

B) If anlIndividual or an Entity in my capacity as their Registered Representative” is selected,
the “High Net Worth Individual” and the “Large Business Centre” will be available for
selection. If “Large Business Centre” is selected as the Entity Type, the following screen

will be displayed:
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. Erfer Defails

I would like to submit a Query on behalf of
{:_‘, ndnidil inomy own capacity

{é} ndreadisal or an Entity in my capacity as thair Regisierad Rapresentative

Taxpayer Details

Large Business Cenboe
Incaime Tax

Company Regisirabon Mumbsar

) Capture the Company Registered Name.
1)) Select the Tax Type from the dropdown list:

. Income Tax

. PAYE

. VAT

. Mineral and Petroleum Resource Royalty
. Securities Transfer Tax

)  Capture the Tax Number applicable to the Tax Type selected.
IV)  Select the ID Type from the dropdown list:

. Company Registration Number
. Trust Number

. Funds

. Other

V)  Capture the Registration Number depending on the ID Type selected.

VI)  Capture the mobile number in the “Mobile Number” field.

VIl)  Capture the telephone number in the “Telephone Number” field (optional).
VIIl) Capture the email in the “Email” field.

IX)  Capture the details of your query in the “Type your query here” field.

0) If an Individual or an Entity in my capacity as their Registered Representative” is selected, complete the
Representative Details:

Representative Details

fCome Tax

Soulh Alrican 1D Numiber

i) Select the Representative “Capacity” from the dropdown.
A)  Tax Practitioner
B)  Main Trustee
C) Administrator (Estate)
D) Executor
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E) Liquidator
F)  Curator
G) Once-off Mandate
H)  Public Officer
)] Employee With Mandate
J) Third-Party With Mandate
i) Select the Tax Type
A)  Income Tax
B) VAT
iii)  Capture the Income Tax Number or VAT Number depending on the Tax Type selected.
iv)  Select the “ID Type” from the dropdown list.
A)  South African ID Number — If the taxpayer is an individual and a South African resident,
only a valid ID number will be accepted.
B) PassportNumber—If the taxpayeris anindividual and aforeigner, avalid passport number
must be used.
V) Capture the “ID Number” depending on the ID Type selected.
vi)  Capture the name in the “Name” field.
vii)  Capture the surname in the “Surname” field.
viii)  Capture the mobile number in the “Mobile Number” field.
ix)  Capture the email in the “Email” field.

RESET FORM COMTINUE TO UPLOAD

h) Click the “CONTINUE TO UPLOAD” button once all the mandatory fields have been completed. The
Captcha screen will be displayed.

w5 —
7 SARS Large Business and International

South African Revenue Service

a Em=r Cetalls a Capicha

Captcha

L]

LS

i) Complete the onscreen CAPTCHA field and click the “SUBMIT” button. The upload supporting
documents screen will be displayed.

GEN-GEN-51-G01 — SARS Online Query System — External Guide Revision: 15 Page 68 of 81



YV SARS

South African Revenue Service Effective Date: 22 November 2024

South African R L

YV SAR

RS Large Business and International

)

South African Reve

e Emar Detalls o Capicha e Uplcad Supparting Dooumentation

Power of Aftorney / Letter of Appointment of the Delegated Representative
A Copy of the Power of Atbarmey oF Letter of Apgointment indicating that the Delegabed Rapresentative is mandated by the Texpayver o act an their behalf

Status Fila Mame m

Other Documents
Other Dorumants

Status Fila Mame m

Click the “Upload” button next to “Power of Attorney / Letter of Appointment of the Delegated
Representative” to browse your PC and locate the supporting documents to be uploaded.

i) If there is an additional supporting document to be uploaded, Click the “Upload” button next to
“Other Documents” to browse your PC and locate the supporting documents to be uploaded.

i) Once the supporting document is attached, a “Delete” Icon is enabled next to the attached
supporting document.

w7 .
/SA'RS .. Large Business and International

k)

° Cnter Delaids ° Capicha ° UDIGEd Fupporing Dodumentalcn

Power of Attorney / Letter of Appointment of the Delegated Representative
A copy of the Fower of Attomey or Lefter of Appoiniment indicating that the Dalegated Represaniatve 1= mandated by the Taxpayar to act on thair bahalf

Status File Mame

Cuensed Tor Upload S00S Testing Suppording docs 1 pdf @

Other Documents

Olbwr Documenis

Status File Name

CANCE UPLOAD DOCUMENTS

Once complete, click the “UPLOAD DOCUMENTS” button to send the LBl query and attached
documents to SARS. The “Query Successfully Submitted” confirmation message will be displayed:

w7
7 SARS Large Business and International

South African Revenue Service

@ Eenter Detaiis @ capcna @ Upicad supporting Documentation

Query Successfully Submitted

Your query on behalf of [llwith Number NS has been successfully Additional correspondence in this regard will be sent to the email address and mobile number captured. Case

numbe r I
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3.14 REPORT SARS EMPLOYEE CORRUPTION

a) This query can be used to report SARS employee corruption where the reporting person has identified
possible corruption by a SARS employee.

b)  After capturing all the mandatory information, submit the query to SARS. This action will prompt the
creation of a case for SARS to investigate potential instances of corruption.

c) If the “Report SARS Employee Corruption” query has been selected, the “Report SARS Employee
Corruption” screen will be displayed.

VW
7 SARS Report SARS Employee Corruption

South African Revenue Service

@ s#Rs Employee Detals

SARS Employee Details

d)  All mandatory fields will be marked with an asterisk (*). To submitthe query, ensure that all mandatory
fields are captured.

e) Complete the SARS Employee Details as follows:

i) Select the gender from the ‘Gender” dropdown list.
i) Capture the initials in the “Initials” field.
iii)  Capture the first name in the “First Name” field.
iv)  Capture the surname in the “Surname” field.
V) Capture the capacity or role in the “Capacity/Role” field.
vi)  Capture the office name in the “Office” field.
vii)  Select the identity type from the “ID Type” dropdown list.
A)  South AfricanID Number — If the SARS employee is an individual and a South African
resident, only a valid ID number will be accepted.
B) Passport Number — If the SARS employee is an individual and a foreigner, a valid passport
number must be used.
viii)  Capture the identity number depending on the “ID Type” selected.
ix)  Capture the mobile number in the “Contact Cell” field.
X) Capture email in the “Contact Email” field.

f) Details of Reporter (Optional):

i) Indicate whether “SARS may contact you for further information”. If “Yes” is selected, the
reporter's details are mandatory. Therefore, complete your details as follows:
A)  Capture your first name in the “First Name” field.
B)  Capture your surname in the “Surname” field.
C) Capture your mobile number in the “Contact Cell” field.
D) Capture your email in the “Contact Email” field.

i) Click the “Next” button. The “Alleged Corruption Information” screen will be displayed.

g) Complete the Alleged Corruption Information details as follows:
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o SARS Employee Details o Fraud Information Captcha Upload Supporting Documentation

Alleged Corruption Information

When did the incident/s occur Where did the incident/s occu

Description of Corruption or Malpractice *

0/3000

BACK NEXT

i) Enter the date of the incident in the “When did the incident/s occur” field.

i) Enter the place/office where the incident/s occurred in the “Where did the incident/s occur” field.

iii)  Describe the nature of the corruption or malpractice activity. Please provide as much detail as
possible to enable the SARS user to understand the type of corruption that took place.

iv)  Click the “NEXT” button to proceed. The “Captcha” screen will be displayed.

h) Complete the onscreen Captcha as follows:

v
7 SARS Report SARS Employee Corruption

South African Revenue Service

@ snrs Employes Details @ Freud information © cavtcna

Captcha
Ple mplete the captcha t

i) Complete the onscreen CAPTCHA field.
0] Click on the “SUBMIT” button. The upload supporting documents screen will be displayed.

i) Upload Supporting Documentation (Optional):
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w7 :
7 SARS Report SARS Employee Corruption

South African Revenue Service

@ s4Rrs Employee Detals @ Fraud information @ cavtcha @ Upioad supporting Documentation

Upload Tips

For details of the documents required to be uploaded relevant to the case number, please refer to the original supporting document letter received from SARS.

than 5MB in size

made per case number

« Submitted documents should not:
o Be password lank or empty.

Have in their file names

1 the same name already uploaded
le sheets

Document
Status File Name

i) If there is a supporting document to be uploaded, view the upload tips and ensure adherence to
the rules."

i) Click onthe “Upload” button next to “File Name” to browse your PC and locate the supporting
documents to be uploaded.

iii)  Once the supporting document is attached, a “Delete” icon is enabled next to the attached
supporting document.

)] Once complete, click the “SUBMIT TO SARS” button to send the Report SARS Employee Corruption
query to SARS. The “Query Successfully Submitted” confirmation message will be displayed.
@ sARs Employee Details @ Fraud information @ capiena @ Uupload Supporting Documentation
Query Successfully Submitted

Your submission on behalf of | 25 been successfully submitted. Case number| NN

3.15 TWO-POT RETIREMENT SYSTEM CALCULATOR

a) This query type provides the taxpayers with information to assist them in their decision regarding a
withdrawal from their retirement funds saving component before requesting the Funds to submit their
Two Pot Savings Withdrawal Benefit (SWB) tax directive applications.

b)  All mandatory fields indicated with an asterisk (*) must be completed.

C) If the “2-Pot Retirement System Calculator’ query was selected, the “Two-Pot Retirement System
Calculator” screen will be displayed.
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7
7 SARS Two-Pot Retirement System Calculator

South African Revenue Service

o Request Details oTP Calculation Result
Name * Surname *
ID Type
South African ID Number v 1D Number *
Tax Reference Number *
Your Annual Income * The Amount You Plan To Withdraw *
Please note that all results displayed are a simulation based on the data that you have supplied and may change when your final tax directive is issued, or your next tax return is submitted. Additional fees may be deducted by
your fund administrator.
RESET FORM NEXT

d) Complete the Request Details as follows:

i) Capture the name.
i) Capture the surname.
iii)  The “ID type” will default to a South African ID number. Select the ID type from the dropdown list:
A)  South African ID number — If the taxpayer is an individual and is a South African resident,
only a valid ID number will be accepted.
B) Passport number — If the taxpayer is an individual and is a foreigner, a valid passpont
number must be used.
iv)  Capture the ID number or passport number (depending on the ID type selected).
V) Capture the tax reference number.
A) If youdon'tknow your tax reference number, request for it as per paragraph (f) “Request
your tax reference number”.
B) If youdon't have atax reference number, trigger the registration process as per paragraph
(9) “Register for Personal Income Tax”.
vi)  Capture the total annual income (gross annual income).
vii)  Capture the amount you plan to withdraw from your fund.
viii)  Click the “NEXT” button. The screen prompting you to select the One Time Password (OTP)
verification method will be displayed.

e) Complete the OTP Details as follows:
0 Request Details e oTP

Select an OTP Verification Method

CLICK HERE TO SEND AN OTP SMS TO

CLICK HERE TO SEND AN OTP EMAIL TO

i) Select the preferred OTP verification method (SMS or Email). The screen prompting you to enter
the OTP that was sent to your selected verification method will be displayed.
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o Request Details ° oTP o Calculation Result

Please enter the OTP sent to

O

Time remaining

BACK SUBMIT

i) Capture the OTP and select the “SUBMIT” button. The tax calculation screen will be displayed.

W
/SARS Two-Pot Retirement System Calculator

South African Revenue Service

o Request Details Q oTP Calculation Result

Two-Pot Calculation Result

Your Total Annual Income Your Tetal Outstanding SARS Debt The Amount Yeu Plan To Withdraw
600000 o 0 L 30000
The Tax You Will Pay The Debt that SARS will Deduct The Total Amount To Be Deducted
10800 o 0 o 10800 o
Please note the following: . ) )
The figures shown here are a simulation based on the data that you have supplied and may change when your final tax directive The Final Amount You Will Receive
is issued, or your next return is submitted. 19200 o

Additional fees, not included here, may be deducted by your fund administrator.

REQUEST MY STATEMENT OF ACCOUNT RECALCULATE

0] The tax calculation screen displays the following key information:

A)  The total outstanding SARS debt (including penalties and provisional debt amounts).

B) The outstanding assessed tax debtthat SARS will deduct. Refer to paragraph (iii) below
for details.

C) The possible payable tax based on the total annual income you supplied.

D)  The total amount to be deducted (the sum of “B” and “C” above).

E) The finalamount you will receive after the total amountto be deducted has been subtracted
from the amount you plan to withdraw.

F)  An explanatory note about the simulated results.

G) The link to request your statement of account — “REQUEST MY STATEMENT OF
ACCOUNT button.
) When the REQUEST MY STATEMENT OF ACCOUNT’ button is selected the

“‘Request Documents” screen will be displayed.

v/ ’
/SARS Request Documents

South African Revenue Service

) Refer to the “REQUEST SARS NOTICES” query for details on how to request your
statement of account.
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South African Revenue Service

iii)  Pleasenotethat,if thereis an outstanding assessed tax debt, itwill be deducted from your savings
withdrawal amount unless:

A) There is an active deferment of payment arrangement with SARS.
B)  There is an active suspension of payment.

f) Request your tax reference number;

Vv '
7 SARS Two-Pot Retirement System Calculator

South African Revenue Service

e o1 F.
© or © c

o Request Details ©

South African ID Number

| DON'T KNOW MY TAX NUMBER | DON'T HAVE A TAX NUMBER

600000 30000

Please note that all results displayed are a simulation based on the data that you have supplied and may change when your final tax directive is issued, or your next tax return is submitted. Additional fees may be deducted by

your fund administrator.

RESET FORM

Click the “I DON'T KNOW MY TAX NUMBER” button. The “What’s My Tax Reference Number’
screen will be displayed:

v -
7 SARS What's My Tax Reference Number

South African Revenue Service

@ Enter vour Details

Your Identification Details

SuUBMIT

Confirm your details and click the “SUBMIT” button. The “Captcha” screen will be displayed.

i)

D~
7 SARS What's My Tax Reference Number

South African Revenue Service

e Confirmation

o Enter Your Details

Captcha

Please complete the captcha te continue

CAPTCHA*

SUBMIT
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iii)  Completethe onscreen CAPTCHA field and click the “SUBMIT” button. The screen that allows
you to select your preferred communication channel will be displayed.

m—
7 SARS What's My Tax Reference Number

South African Revenue Service

@ Enter Your Details 2]

Thank You For Your Query

If you would like us to send your Tax Reference Number to you, please confirm your details below.

My Identification Details

Send My Tax Reference Number To

CANCEL CONFIRM

iv)  Select the preferred communication channel under the “Send My Tax Reference Number To”
heading. Please note that the information will be sent to the email address or cell phone number
that exist on the SARS system. If any of the above contact details changed, you must first update
the contact details either on eFiling or by making an appointment to visit the SARS Branch before
requesting the tax reference number.

V) Click the “CONFIRM” button. The Confirmation screen will be displayed. Once you have received
your tax reference number, return to paragraph (d) “Complete the Request Details as follows”
above to continue with the “Two-Pot Retirement System Calculator” query.

YV SARS

What's My Tax Reference Number

South African Revenue Service

° Enter Your Details ° Confirmation

Tax Reference Number Successfully Sent.

You will receive your Personal Income Tax Reference Number shortly.

(@) PLEASE TAKE A MOMENT TO COMPLETE A SURVEY ON YOUR INTERACTION

g) Register for Personal Income Tax:
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VW
7 SARS Two-Pot Retirement System Calculator

South African Revenue Service

@ Reauest Detsils © ©

South African ID Number
600000 30000

Please note that all results displayed are a simulation based on the data that you have supplied and may change when your final tax directive is issued, or your next tax return is submitted. Additional fees may be deducted by
your fund administrator

RESET FORM NEXT

i) Click the I DON'THAVE A TAXNUMBER”button, the “Register for PersonalIncome Tax” screen
will be displayed.

v
7 SARS Register for Personal Income Tax

South African Revenue Service

@ Enter Your Details @ confirmation

My Personal Details:

My Communication Details:

i) Complete the personal details:
A)  The identity number, name, surname and date of birth will be auto populated from the
previous screens.
B)  Select the marital status from the dropdown list.
iii)  Complete the communication details:

A)  Capture the mobile number.
B) Capture the email address.
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Residential Address

Unit Number Street Number*
Complex Name Street Name *
Suburb * City *

‘So‘uth Africa v Code *

My Postal Address Details: () same es Residential

Postal Box Number * Suburb *

—
City * South Africa >
Postal Code *

CANCEL SUBMIT

iv)  Complete the Residential Address and Postal Address:

A)  All mandatory fields marked with an asterisk (*) must be completed.

B) If the postal address is the same as the residential address, selectthe “No” indicator to
change it to the “Yes” indicator.

My Postal Address Details: Same as Residential

CANCEL SUBMIT

C) Click the “SUBMIT” button.

D) If indeed youare not registered for personal income tax, the confirmation screen will with
the message that your personal income tax reference number will be sent to you will be
displayed.

E) If you are already registered for personal income tax, the following confirmation screen will
be displayed.

Y
7 SARS What's My Tax Reference Number

South African Revenue Service

° Enter Your Details 0 Confirmation

You Are Already Registered

Accordings to our records, you are already registered for income tax and your tax reference number has been sent to you using the details that we have on file.
If you would like to update your details, please visit SARS eFiling or make use of our Digital Channels Platform. Alternatively, you can contact us via WhatsApp on +27 80 011 7277.

[@ PLEASE TAKE A MOMENT TO COMPLETE A SURVEY ON YOUR INTERACTION

F)  Once you have received your tax reference number, return to paragraph (d) “Complete the
Request Details as follows” above to continue with the “Two-Pot Retirement System
Calculator” query.

3.16 WHAT’S MY DIRECTIVE STATUS

a) This query type allows the taxpayers to query the status of any tax directive that has been sentto SARS
for processing.

b) All mandatory fields indicated with an asterisk (*) must be completed.
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c) If the “What’s My Directive Status” query was selected, the “Tax Directive Status Query” screen will be
displayed.

W :
7 SARS Tax Directive Status Query

South African Revenue Service

o Request Details Captcha Results

Search for Tax Directives

Name * Surname *
1D Type
South African ID Number - 1D Number *

Tax Reference Number *

RESET FORM NEXT

d) Complete the Request Details as follows:

i) Capture the name.
i) Capture the surname.
iii)  The “ID type” will default to a South African ID number. Select the ID type from the dropdown list:
A)  South African ID number — If the taxpayer is an individual and is a South African resident,
only a valid ID number will be accepted.
B) Passport number — If the taxpayer is an individual and is a foreigner, a valid passport
number must be used.
iv)  Capture the ID number or passport number (depending on the ID type selected).
V) Capture the tax reference number.
vi)  Click the “NEXT button. The “Captcha” screen will be displayed.

e) Complete the onscreen Captcha as follows:

o Request Details o Captcha Results

Captcha

Please complete the captcha to continue

CAPTCHA*

SUBMIT

i) Complete the onscreen CAPTCHA field.
i) Click on the “SUBMIT” button. The query results screen will be displayed.
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w5 ,
7 SARS Tax Directive Status Query

South African Revenue Service

° Request Details g Captcha o Results

Thanks for your query. The current status of your directive(s) is as follows:

Date Received Directive Status

2024/09/28 Your Tax Directive has been Finalised, please contact your fund administrator for further information

CLICK HERE TO SEND THE RESULTS AS EMAIL TO

CLICK HERE TO SEND THE RESULTS AS SMS TO

iii)  The results status will be any of the following:

A)  There are no tax directive applications received on the tax reference number provided.
B)  Your Tax Directive is In Progress, please contact your fund administrator for further

information.
C)  Your Tax Directive has been Declined, please contact your fund administrator for further
information.
D)  Your Tax Directive has been Finalised, please contact your fund administrator for further
information.
E)  Your Tax Directive has been Cancelled, please contact your fund administrator for further
information.
f) If youwant the results to be emailed or sent through SMS to the contact details that SARS has on

record, selectthe preferred OTP verification method. The screen prompting you to enter the OTP that
was sent to your selected verification method will be displayed.

Please enter the OTP sent to

O

Time remaining

BACK SUBMIT

g) Capture the OTP and select the “SUBMIT” button. The tax directive results will be sentto the selected
communication channel.

4 DEFINITIONS, ACRONYMS AND ABBREVIATIONS

The definitions, acronyms and abbreviations can be accessed via the following link: Glossary webpage
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5 REVISION HISTORY TABLE
Date ~ Version Description

12-08-2020 0 The SARS Online Query System (SOQS) is to assist taxpayers who wish to
raise queries with SARS without the need to go into a SARS branch.

12-10-2020 1 Updated the guide with a new query Report new estate case query; this query
must be used to report the taxpayer as an estate to SARS.

14-12-2020 2 Updated the guide with Request to be updated as the Registered
Representative guery.

31-03-2021 3 Updated the guide with the Request your Tax Compliance Status (TCS) query.

14-06-2021 4 Update the guide with a new query TCS Verification.

28-03-2022 5 Updated the guide with trust registration query and to align screens with the
website

17-08-2022 6 Updated the guide with Request for Notices query

15-02-2023 7 Updated Trust registration with Beneficial Owner Details.

24-04-2023 8 Update the guide with Tax Compliance Status System changes.

06-10-2023 9 Update with the Register for FM Diesel Refund query.

30-10-2023 10 Update with Report Digital Fraud query.

02 -02-2024 11 Updated with a new LBI Query as well as the Estate and submit supporting
documents guery enhancements.

24-05-2024 12 Updated with Administrative Penalty Statement of Account query and Report
SARS Employee Corruption query.

22-07-2024 13 Updated the following queries in accordance with the latest changes: Submit
a Payment Allocation, Request your TCS, Verify TCS, and Request your Auto
Assessment Status.

02-09-2024 14 Updated with the Two-Pot Retirement Calculator query.

22-11-2024 15 Updated with the Tax Directive Status query.

DISCLAIMER

The information contained in this guide is intended as guidance only and is not considered to be a legal reference, norisit

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.

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

e \Visit the SARS website at www.sars.gov.za.

e Make appointment to visit your nearest SARS branch.

e Contact your own tax advisor/tax practitioner.

e If calling from within South Africa, contact the SARS Contact Centre on 0800 00 7277

e 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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