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1 SUMMARY
a) The purpose of this document is to assist the representative taxpayers of Trusts with the completion and

b)

d)

e)

9)

h)

submission of the Income Tax Return for Trust (ITR12T) via SARS eFiling. The guide is structured as
follows; firstly, the eFiling Channel is described, elaborating how to register and login to eFiling. The
guide explains the functions embedded in the system and how they can be used for submission
purposes.

The most common reasons for creating a Trust are:

i) To protect assets for minor children or disabled relatives;
ii) For Estate planning purposes; and
iii) As a mechanism to protect assets from creditors.

A Trust is created by a founder, and is governed by a Trust deed, which stipulates, inter alia the
beneficiaries, the Trustees, and the terms of the deed. It is formed in various ways based on the nature
and type of the Trust. The nature of a Trust may differ in one of the following ways:

i) In their method of formation namely, during the lifetime of a person or upon his death under a will.

ii) In the rights, they confer on beneficiaries. Under a vesting Trust, the beneficiaries have a vested
right to the income and/or capital of the Trust. Under a discretionary Trust, the Trustsees have
the discretion as to whether and how much of the income or capital of the Trust to distribute to
the beneficiaries.

iii) In their purpose, namely trading Trust, asset protection Trust, charitable Trust, or Special Trust.
Two types of Special Trust exist for income tax purposes:
A) A (Type A) Trust is created for the benefit of a person with a disability.
B) A (Type B) Trust is created under the will of a person for the benefit of his relatives.

Trusts are taxed in terms of section 2(1) of the Rates and Monetary Amounts and Amendment of
Revenue Laws Act 2013. This is with the exception of a “Special Trust” which is defined in section 2(1)
of the Act. As from 1 March 2017, Trusts other than Special Trusts are taxed at a rate of 45%. Revenue
generated from a Trust can either be retained, distributed to the beneficiaries or profits can be deemed
to have been received by another person in terms of section 7 of the Income Tax Act. This income
becomes taxable in the hands of the person who receives it. The tax implications of the Trust and
beneficiaries are based on section 25B and section 7 of the Income Tax Act. With reference to the
Conduit Pipe Principle, revenue distributed from a Trust retains its identity unless (under some
circumstances) it is regarded as an annuity.

The source and nature of the income, the method of transfer of the assets to the Trust as well as the
status of all the relevant parties have an impact on the tax implications in respect of the receipts or
accruals of income by the Trustsees. This revenue and additional required information must be recorded
accurately on the Trusts (ITR12T) return and submitted to SARS.

A Trust fund consists of cash or other assets which are administrated and controlled by a person
acting in a fiduciary capacity, where such person is appointed under a deed of Trust, by agreement or
under the will of a deceased person.

SARS has enhanced the Trusts tax process systems and aligned it to ITR12 for a more accurate
submission and a simplified tax process. One such improvement is regarding the ITR12T return.

The ITR12T return has been enhanced to HTML so that it is more dynamic and user friendly.
Furthermore, some of the fields are pre-populated with third party data for ease in the completion of the
return.

SARS values your contribution as taxpayers and your readiness in fulfilling your tax responsibilities, thus
we are constantly enhancing our processes to ensure that the tax systems are functioning optimally and
effectively so you can be confident in the process. Being able to complete and submit your Trusts return
via eFiling is one such improvement and this guide will assist you.

IT-AE-37-G02 - Step by Step Guide to Complete Your Trusts Revision: 12 Page 3 of 33
Return via Efiling External Guide



YV SARS

South African Revenue Service

Effective Date: 14 July 2023

2 DESCRIBING THE SARS EFILING SYSTEM

2.1 OVERVIEW

a) SARS eFiling is a free, electronic service that allows individual taxpayers, tax practitioners and
businesses to submit tax returns, make payments and interact with SARS in a secure online
environment from the comfort and convenience of their home or office. To access this software, you
must be registered. Once registered, eFilers can submit returns, view their tax status, and make
payments to SARS electronically 24 hours a day.

b) SARS has introduced a Live Chat functionality on eFiling - a software technology that allows taxpayers

c)

to communicate directly with a SARS service agent in real-time. SARS clients can chat with a SARS
service agent via eFiling, instead of having to resolve their tax issues by calling the SARS voice
channels, visiting a SARS office, or even sending an e-mail. The Live Chat service on eFling doesn't
require you to login or download any software to start chatting.

@ FLING
Welcome, please login
to SARS eFiling
£rnam
/SMS Forgot Your Username?
FEorgot Your Password?
South African Revenue Service
Next
Don't have an account? Register
™

wail LIVE CHAT ) ASK AQUESTION?

SARS eFiling also provide a chatbot, Lwazi, by selecting the “Ask A Question” tab to provide an instant

support experience and automated answers to general queries.
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'2 S Forgot Your Username?

Forgot Your Password?

South African Revenue Service

W
e
Lwazi - Your Assistant X

Hi, | am Lwazi your virtual assistant. How

can | assist you?

™
L LIVE CHAT h pe message here.... l o
2.2 BENEFITS OF USING eFILING
a) eFilers are given more time to make their submissions.

i) Tax representatives can save the ITR12T form and submit it later, which will give them more time
to review the information to be submitted to SARS.

b) eFilers have a full history of all submissions, payments, and electronic correspondence available at a
click of a button.

i) The system allows a tax representative to view the history of submissions made of the ITR12T
form on the system for their convenience.

c) eFilers can receive SMS and email notifications to remind them when submissions are due.

i) SMS and email notifications assist the tax representatives in the submission process by ensuring
that the returns are submitted before the due date.

d) The simplicity of the process results in fewer errors and creates a quicker processing cycle for individuals
and business.

i) There are embedded functions within the ITR12T return such as pre-populating fields, pop up
warning messages when incorrect information is completed and the simplified navigation. These
functions will result in few errors during your return process.

e) eFilers can use the tax calculator function to receive a pre-assessment of their ITR12T submission
before an original assessment is done.

i) Tax representatives can access a pre-ITA34T before an original assessment is sent to assist
them in determining accuracy of the information, which will be submitted to SARS.
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3 REGISTRATION, UPDATE PROFILE AND REQUESTING ITR12T ON EFILING

3.1 OVERVIEW

a) As described in the previous section, to access eFiling you must be registered as a tax representative/
tax practitioner and responsible for the submission of a specified Trust on the system. This section will
take you through the registration process, how to activate a Trust on the system and further illustrate
how to update your profile on eFiling. Screenshots are applied to demonstrate the use of the system.

3.2 HOW TO REGISTER FOR THE USE OF eFILING

a) Navigate the website www.sars.gov.za , click ‘Register’ and follow the steps stipulated to complete the
registration process.

b) For further assistance with eFiling registration, refer to the “How to register for eFiling and Manage your
user Profile” available on the SARS website.

Home About SARS Types of Tax Legal Counsel Contart Us Tax Rates Tax Season

YV SARS *f o

South African Revenue Service Login

B Register

Individuals Businesses and Employers Tax Practitioners Customs and Excise

.
Trusts Deceased & Insolvent Estates Government Small Businesses Tax Exempt Institutions & Forgot Username

? Forgot Password

TAKE CONTROL OF \ et
DURING FILING SEASON 2023 A
r t ’ & #FilingSeason2023 #YourTaxMatters . ﬁ

« Branch
« Media Release

. Job
Latest News R Workshop

« Mobile Tax Unit

o =

c) Once registered, click on “Login”, and complete your username. Once completed click on “Next” to

Customs Weekly List of Unentered Goods To p Queries

proceed.
@ FiLNG
Welcome, please login
to SARS efFiling
Username *
KSMS Forgot Your Username?
Forgot Your Password?
South African Revenue Service
@ Next
Don't account? Register
™
wel LIVE CHAT T AskaquesTion?
d) Complete your password and click on the “Login” button.
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3.3 HOW TO ADD A NEW TRUST TO THE eFILING PROFILE

a) Once you are successfully registered and successfully logged into your eFiling profile, proceed to
activate the Trust before you are allowed to request and submit an ITR12T return. The below section
will demonstrate how to activate a Trust on eFiling.

b) Select “Organisations” on the left menu and then select “Register New”.

e VSARS @runc Home User  Organisaions Retums  Customs Duties & Levies Services  TaxStaus  Contact [EEESReN

Tax Reference Number

Portfolio Taxpayer

@

- ¥ i Organisation

i

Identification Number

My Profile

Organisation Taxpayers

Register New Name Registration or ID number Tax Reference Number

Change Details

e}

Tl Name of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions

Banking Details View Taxpayer

ISV Activation View Taxpayer

s 3
ummary Vlewm SR ESTION

c) The following screen will be displayed to the taxpayer to enable the capturing of ‘Entity Details’.

e VSARS ©runc Home User  Organisations Retums  Cusloms Dulies & Levies Services  TaxStalus  Contact [EEERel
Portfolio Taxpayer
- T i Organisation @

it

Tax Reference Number

Identification Number

Registered Representative

My Profile
For a list of entities that you are recorded as their Registered Representative at SARS, please click here

Organisation

Capture Entity Details

Register New

Change Details Please be aware that a tax type transfer for this entity cannot be finalised without the authorisation of the Registered Representative of the entity

Tax Types
Select Entity Type *

Banking Details

Tax Reference Number *

ISV Activation
Add Taxpayer
il LIVE CHAT U T RS RTUESTION?

Summary

d) Complete all the required information.

Capture Entity Details

Please be aware that a tax type transfer for this entity cannot be finalised without the authorisation of the Registered Representative of the entity

Select Entity Type
Trust

Trust Name
Trust Deed Number

Tax Reference Number

Add Taxpayer
( QUESTION?
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e) Once all the fields have been completed, click the “Add Taxpayer” button to proceed.
3.3.1 HOW TO ACTIVATE A REGISTERED TRUST
a) To activate a registered Trust, proceed as follows:

i) Of the options below “Organisation” which are displayed on the left menu, click on “Tax Types”
and “Manage Tax Types”.

Organisation
Register New
Change Details
Tax Types

Manage Tax Types

View Request History

A

b) Select the action tick box next to the relevant tax product to activate the tax type and click the “Submit”
button to proceed. Below is an example of how the screen looks.

Manage Tax Types
Tax Type Description Reference Number Status Action
r al Ta ated [ Deact
e Activate [0 Dea
ot Active. L Not Available
Medical Scheme Contribution Not Active. o Not Available
nsurance Payment Not Active. 0 1ot Avaitabi
Foreign Tax Information (FTI) Not Active. (i} Not Available

3.3.2 HOW TO UPDATE USER RIGHTS ON eFILING

a) This section will illustrate how to identify those who have access to the Trust submission and further
verify whether the Trust has been successfully registered.

b) Click on “Right Groups” from the left side menu options.

C) Select “Manage Groups”.
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SARS Registered Details
Employee Registration

Admin Reports

Rights Groups

Manage Groups
Organisation Setup

d) The “Group Details” screen will be displayed. Click on the “Open” hyperlink to proceed.

Group Details

Group Name Authorisation Level Taxpayers
System Default Submissions Yes @ Manage Payers Manage Users
System Default Submissions Yes Open Manage Payers Manage Users

e) The “Update Group Details” screen will be displayed.

VSARS @runc Home User  Organisaions Retums  Customs Duties& Levies Services  TaxStats  Contact [EEERN
Tax Reference Number
Taxpay
Identification Number Portfoli — -
~ ¥ ¢ Organisation @
W

My Profile

UPDATE GROUP DETAILS

Group Name. System Defaulf]
Organisation —
Authorisation Level

SARS Registered Details Access To Payments O
Tax Types [Provisional Tax (IRPB)
Employee Registration pla VATALL
L Grganisation Income Tax (ITR14/T12EMTR12T)
Ravidual Income 1ax
Admin Reports CJEmployee’s Tax (EMP201)
(1756 - Secondary Tax On Companies (STC)
iz G [JEMP501 - Submission
O Customs Agent
[DExcise Agent
Manage Groups VAT Admin Penalty
[JPAYE Admin Penalty
1T Admin Penaty

(O Transfer Duty
| [ Third Party Appointment Banks

Organisation Setup

=

Select the tax type (Organisation Income Tax ITR14/IT12EI/ITR12T) by checking the appropriate tick
box. Click “Update” to submit.

3.3.3 HOW TO MANAGE USERS

a) To manage those in the group who have access to the Trusts submission proceed as follows:
b) Click on “Right Groups” from the left side menu options.
C) Select “Manage Groups”.
d) The “Group Details” screen will be displayed.
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Group Details

Group Name Authorisation | evel Access to Payments Taxpayers

System Default Submissions No Open Manage Payers Manage Users

System Default Submissions Yes Open Manage Payers Manage Users

e) Select the hyperlink “Manage Users”.

liocated Users Swiich i w Back I ! Group: Default
ST, s
8 3 8 “
- - )
- - )
f) Ensure that the login name that you are logged in with is in the grey box on the right-hand side.

0) To add after dragging and dropping the users in the grey box, click on the save button (floppy disk icon)
to save the required changes.

3.4 HOW TO REQUEST AN ITR12T RETURN

a) Once you have registered and activated the Trust, you should be able to access the return. This section
will assist you in accessing the return via eFiling.

b) Click on “Returns” and “Returns issued” displayed on the menu options.

c) Select “Income Tax (ITR14/ITR12T/ITR12El)” displayed as one of the categories of the left side menu
option “Returns Issued”.

e WSARS @runc Home User  Organisations Retums  Cusloms Dulies & Levies Services  TaxSlalus  Contact
Portfolio Taxpayer
- T i Organisation vgulﬁ
\ht
Tax Reference Number

Identification Number Return Search

My Profile

Reference Num Period Return Type Status Amount Due Due Date

SARS Correspondence

Returns Issued

Employee's Tax (EMP201)

Employee 5 Tax (EMP501)

Income Tax
({ITR14/ITR12T/IT12El)

Provisional Tax (IRP6)

d) Select the appropriate period of submission from the drop-down list displayed on the right side of the
screen. Click the “Request Return” button and the “Returns Search” screen will be displayed indicating
the return issued.

Return Search

2023 ¥ [| Request Retumn

Reference Num Period Return Type Status Amount Due Due Date
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e) Note that to terminate the Trust service, which is in the process of being deregistered, select a future
return. The following message will be displayed to confirm the termination of the Trust services, which
is in the process of being deregistered. Click “OK” to terminate the Trust and alternatively click “Cancel”
to go back to the “Request Return” page.

Kindly confirm that this entity has terminated its’ activities and is in the
process of deregistering. Therefore, this is the final return being

submitted by the entity.

f) Below is the “Return Search” page that indicates the return that has been issued.

Return Search

| 2023 v || Request Return

Reference Num  Period Return Type  Status Amount Due Due Date
Trust TaxPeriod: 2023 Version: 1 ITR12T Issued on 22/06/2023 0.00 Open

s)] When 2023 Tax year is selected, the following message will be presented:

Trust Returns

Request Retum

Please note that if the return you requested is not in respect of:

« the termination of activities; or
« the process of de-registration,

The return, if you file it, falls outside the filing period specified for trusts. SARS is currently in the process of validating data
received from 3rd parties that may have an impact on the return. If you do not fall within the categories listed above, you are
encouraged to file the return during the official SARS Filing Season phase for trusts.Dates are published under "Public Notices"
on the SARS website "www.sars.gov.za/l egal/Secondary-Legislation/Pages/Notices.aspx."

Please click the "OK" button to proceed or the "Cancel" button if you decide to file during the official Filing Season.

(0K [Gancel

i) If the user clicks “OK”, then the return will be issued, and where “Cancel” is selected, the action
will be cancelled, and the user returned to the search grid.

h) Click the “Open” hyperlink and the “Income Tax Work Page” will be displayed.

INCOME TAX WORK PAGE (2]
\’
Trust Issued

2023
Tax Reference

Return Type

Have the banking, contact and trustee details of the trust been verified and confirmed as correct?

RETURN
Yes No - Maintain legal entity details now Cancel
ITR12T Issued

Maintain Legal Entity Details I
Request Historic Documents ] Refund Status | Refresh Return [ Submitted at Branch ] Return Submission Dashboard
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i) A verification message will be displayed to verify the banking, contact and trustee details.
i) If all the information is the same as the previous year, click “Yes” or “Cancel” to close the

i)

message.

Click on “No — Maintain Legal Entity Details now”, to verify and update any outdated legal entity
information of the Trust representative i.e., contact details, physical address, postal address,
banking details and other particulars. The “Maintain SARS Registered Details” will be displayed.

MAINTAIN SARS REGISTERED DETAILS
Maintain SARS Registered Details

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

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

| hereby confirm that | am duly authorised to perform Maintenance of SARS Registered Details on behalf of
the company or individual.

@® | agree

O I do not agree

| Continue ‘

) When the option “I do not agree” is selected, the “Continue” button will be greyed out and the return
will not open for the maintenance of SARS registered details. When “| agree” is selected, the Trust
representative is duly authorised to perform Maintenance of SARS Registered Details on behalf of the
company or individual.

i)

Refer to the external guide “How to complete the Registration amendments and Verification
Form (RAVO01)” for detailed information on how to confirm and verify the applicable company
details. The guide can be accessed on www.sars.gov.za.

K) On the Income Tax Work Page, the following buttons will be displayed:

i) Maintain Legal Entity Details — this will redirect you to the Legal Entity Registration function.
i) Request Historic Documents — historic Notice of Assessments and Statements of Account may
be requested by selecting this button.
iii) Refund Status — You will be able to check the refund status of the assessment if a refund is due
to you.
iv) Refresh Return — this will request new pre-population of the return
V) Submitted at Branch — by selecting this button, eFiling will be updated to indicate that the return
has been submitted through another channel, e.g., at a SARS Branch.
Vi) Return Submission Dashboard — you will be presented with the return submission dashboard
vii)  Incorrect return type? — You will have the ability to change the return type if it is incorrect.
INCOME TAX WORK PAGE
N2/
Trust Issued
Tax Period
2023
Tax Reference
Return Type
ITR12T

ITR12T

RETURN STATUS - LAST ALCULATION
TYPE UPDATED BY RESULTS
023 1

Issued 2 Not Requested

| Maintain Legal Entity Details |

| Request Historic Documents | Refund Status | Refresh Return | Submitted at Branch ] Return Submission Dashboard \

)] Click on the “ITR12T” hyperlink to open the return for completion.
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4 STEP BY STEP DEMONSTRATION ON THE COMPLETION AND SUBMISSION OF
THE ITR12T RETURN

4.1 OVERVIEW

a) This section will demonstrate how to complete and submit the ITR12T return by displaying step by step
screen shots, which describe the process of submission and further highlight the details an eFiler should
take into consideration whilst completing the return. Functions which may be used are also discussed
and demonstrated for the ease and usage of eFiling.

4.2 ESTIMATED ASSESSMENTS

a) Once the filing period for Trusts ends, SARS may raise original estimated assessments on Income Tax
Returns for Trusts (ITR12T) that were not officially filed by the taxpayer.

b) After the estimated assessment has been raised by SARS, the taxpayer will be allowed to request an
original (new) return to be submitted to SARS. The same estimated return will be issued on eFiling or
via SARS branch or email or post, with a new version number of the return to be completed. The
taxpayer will be able to request a correction after the original return has been submitted. If SARS is still
not satisfied with the outcome of the revised declaration, the taxpayer will be informed in writing.

4.3 COMPLETION OF THE ITR12T RETURN

a) To access the ITR12T Trust return, follow the steps mentioned in section 4.5.

b) Kindly refer to the Comprehensive Guide to the ITR12T return for Trusts for detailed information on

how to complete the ITR12T return.

4.3.1 INCORRECT RETURN TYPE REQUEST FOR TRUST

a)

A new rejection message will be displayed on eFiling when a taxpayer requests an “Income Tax return
for a Trust (ITR12T)” whilst being registered as an Exempt Institution (EI) or vice versa. If the taxpayer
requests an incorrect return, the taxpayer will be guided to the relevant functionality to change the return
type for a Trust to El or vice versa.

i) For a Trust Registered as an El — “Please note that the return type being requested is incorrect.
You are requesting an ITR12T return, however the Trust is registered as an “Exempt Institution”.
Please request an ITR12EI return”

ii) For a Trust that is not an El -“ Please note that the return type being requested is not correct. You
are requesting an ITR12El return, however the entity is registered as a “Trust’. Please request
an ITR12T return.

iii) Below is an example of one of the messages that could be displayed on eFiling.

RETURN COULD NOT BE ISSUED
Please note, the return type being requested is incorrect. You are requesting an Exempt Institution return,
however the entity is registered as a TRUST.Would you like to request a return, using the correct return

type? Click "Continue" to continue with the correct return type, or "Back" to return to the Return Work Page.

[ Back | [ Continue |

b) When the Taxpayer requests an incorrect return as stated above, eFiling will direct and guides the Taxpayer
to the correct return.
C) To open the return, click the “ITR12T” hyperlink on the Work Page.
i) A warning message will be displayed to inform you that Employer/Service Provider information
may not be altered. Once noted click “OK” to continue.
IT-AE-37-G02 - Step by Step Guide to Complete Your Trusts Revision: 12 Page 13 of 33
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Tax Reference Number

Identification Number

My Profile

SARS Correspondence

Returns Issued

Income Tax
(ITR14/ITR12T/IT12El)

Provisional Tax (IRP6)

Retumns History

Returns Search

Levies and Duties

Effective Date: 14 July 2023

e VSARS @i Home User  Organisations = Retums Customs  Duties & Levies  Services  TaxStalus  Contact
Portfolio Taxpayer
M ~ i Organisation @
=
B & T
Ref No. s

VSARS

Income Tax Return for Trusts 2023
(Income Tax Act, No. 58 of 1962, as amended

= Please note that you cannot alter nor delete data provided by your Employer / Service provider. If the information on this form is
incorrect, please contact your employer or service provider to have the information corrected and re-submitted to SARS

= NOTE: To expedite the refund processing. please ensure that all banking details are correct

® If you need any more information, simply visit www.sars.gov.za

el LIVE CHAT [ askaquesTion?

4.3.2 TAX FORM WIZARD (ITR12T) PAGE

a) Standard and Comprehensive questions will be displayed as the first page of your Trusts ITR12T return.
This wizard will aid in creating your customised Trust return.

Tax Reference Number

Identification Number

My Profile

SARS Correspondence

Returns Issued

Income Tax
(ITR14/ITR12T/IT12EI]

Provisional Tax (IRPG}

Returns History

Returns Search

Levies and Duties

b) Complete all the wizard questions to create the required containers in the ITR12T return.

D@ i

TOARS

Income Tax Return for Trusts 2023
(Income Tax Act, Mo, 58 of 1962 25 amended)

TAX FORM WIZARD (ITR12T)

Please answer a few questions te help us generate your tax return

B ] ] @ 263

Trust details Local Amount(s) Foreign Amountfs) Capital Gain/Loss

< >

Passive Trust Detail

Have the banking, contact and trustee details of the trust been verified and confirmed as correct ?
(Refer to guide)

Is the trust a collective investment scheme?

Is the trust an Employee Share Incentive Scheme?

Is the declaration made by a tax practitioner?

Does any declaration in this return relate to an application made under the SARS Voluntary
Disclosure Programme?

DNidl the trust enter intn any renartahle arranaement in terms of s34 -39 nf the Tav Administratinn

s LIVE CHAT [ askaqu

i) Helpful hints to note whilst completing the ITR12T return:

A)

All mandatory fields on the ITR12T will be indicated in red.

ii) Note: If mandatory fields are not completed, an error message will be displayed and that implies
that you will not be able to submit the ITR12T until it is completed.

iii) Depending on the answer provided to each question, subsequent questions may be displayed.

A)
B)

Answer all the questions before commencing with the completion of the return.
Click the “Continue” button to commence to the next question on the wizard or the “Back”

button to proceed to previous question on the wizard.
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B @ = = @ & ®
Trust details Passive Trust Detail Local Amount(s) Foreign Amount(s) Capital Gain/Loss Amounts Non-Taxabli >
Is the Trust passive? Y O N O

c)

d)

BACK CONTINUE

Specify the number of persons or beneficiaries who during this year of assessment
participated in any one or more of the following: 1|

BACK CONTINUE TO FORM

iv) If any of the questions are changed after starting to complete the return, it may result in the
following:
A) Existing sections on the return may be removed. The form will display a warning message
to alert you of any potential loss of data captured; or
B) Additional sections may be displayed on the return for completion.

V) Refer to the “Find a source code” tab on the SARS website to complete the source codes.

Once all the wizard questions have been completed, you will be presented with the “Continue to Form”
button to proceed to complete the return.

Number *

e |s taxable on income/ capital gains distributed to / vested in beneficiaries or taxable i.t.0. s7 or par 68 - 72 of the Eight
Schedule

Received a distribution / vesting of non-taxable income from this trust

Received a distribution / vesting of capital or assets from this trust

Had a loan agreement with the trust

Made / Received donation(s) / contribution(s) to / from the trust

Received distributions from other trusts of foundations

Received a return of contribution(s) made to this trust

Had the right of use of asset(s) retained in this trust

Refer to the Comprehensive Guide to the Income Tax Return for Trusts (ITR12T)s - External Guide on
the SARS website for detailed information on how to complete the Trusts return.

The following will also be displayed on your screen:

i) The “Quick Links” menu will be displayed on the far right of your screen. This menu may be used
to access sections/ containers of the ITR12T Trust return. Each icon represents sections of the
Trust return based on what has been completed on the wizard. Below is an example of the “Quick
Links” menu.

E Trust Return Information

ii) Upon scrolling down, you will be routed to your created ITR12T Trust return.
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E Trust Return Information (o

Trust Particulars

‘

Registered Mame Residency for income tax purposes {e.g. South Africa = ZAF)
SOUTH AFRICA -
=
Trust Reg No.
Master's office of trust registration
Date registered at Master's Office (CCYYMMDD) Select the Standard Industry Code (.. Main Income Source Code
208 / 04 J/ 1 12000 0102
! LIVE CHAT [ askaquesTion?

f) Complete the fields on the ITR12T Trust return as per external comprehensive Trustﬁuide.

g
or “Arrow” .

h) The ITR12T will be pre-populated with the minimum demographic information of the Trust.

0) Note to open each container/section of the ITR12T Trust form click on the “Arrow”
to close

i) After completing the ITR12T return, you may choose to Save the return by selecting the “Save” tab and
click “Continue” on the below message to return to the main menu of the ITR12T return.

DETAILS

Tax Reference Number Period 2023

RESULT

Your return has been successfully saved on the eFiling system.

Please note that you may click on the File button when you have completed all the outstanding information on your return, and this will
submit it to SARS for assessment

[ Continue |

)] If all the mandatory fields are not completed, the menu tabs will be outlined in red showing that
information still needs to be completed.

i v
M ‘ _
i v
Declaration v
| i i v

Related Information

|l Statement of Assets and Liabilities

Non-Deductible Expenses (not disclosed elsewhere in this return)

v
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k) After completing the ITR12T return, you may choose to Save the return by selecting the “Save” tab and
click “Continue” on the below message to return to the main menu of the ITR12T return.

DETAILS

Tax Reference Number Period 2023

RESULT

Your return has been successfully saved on the eFiling system.

Please note that you may click on the File button when you have completed all the outstanding information on your return, and this will
submit it to SARS for assessment.

Continue ‘
) Click “Continue” to proceed and the Income Tax Work Page status will be updated to indicate that the
ITR12T is saved as indicated in the below screen.
INCOME TAX WORK PAGE (2)
\_I
Taxpayer Name eFiling Status
Saved
ITR12T
RETURN LAST ALCULATION|
T T e
1ITR12T Saved 2023/06/07 Not Requested

Maintain Legal Entity Details |

Request Historic Documents | Refund Status | Refresh Rsturn | Submitted at Branch | Return Submission Dashboard |

4.4 SUBMITTING THE ITR12T RETURN

a) The following buttons will be available for selection, namely “Back”, “Save”, “Submit Return to SARS”,
“Calculate” or “Print” on eFiling.

Submit Return To SARS | Calculate

a) When all the required information has been provided on the return, click “Submit To SARS” to submit
the return to SARS. The following message will be displayed upon successful submission to SARS.

Tax Reference Number Period 2022

RESULT

Your return has been successfully submitted.
Please note that you may follow up on the SARS assessment progress of your return on the Income Tax Work Page.

‘ Continue

b) Click on “Continue” and the Income Tax Work Page will be displayed.
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INCOME TAX WORK PAGE @
N
Taxpayer Name eFiling Status
TRUST Assessment received
2022
Tax Reference
Return Type
ITR12T
RETURN STATLS LAST ALCULATION
UPDATED BY RESULTS
ITR12T Filed through eFiling

‘ Maintain Legal Entity Details ‘

Effective Date: 14 July 2023

‘ Query SARS Status | Request Correction | Refund Status | Add Supporting  Your assessment has just been issued, click

NOTICE OF -
Cancel

134T

open to view your assessment

ORIGINAL ASSESSMENT 1

| Request Historic Notice |

c)

44.1

a)

After submission of the return the following additional buttons will be visible to select:

i)
i)
ii)

Query SARS Status — this button allows you to request the latest SARS status for the specific
return

Request Correction — this allows you to correct the return that has been submitted. A saved
version of the return will be displayed to perform corrections.

Add Supporting Schedules — this allows the submission of supporting schedules.

REJECTED RETURN DUE TO INVALID TAX DIRECTIVE

If taxpayer/tax representative submit the Trusts return with a lump sum amount on a IRP5 certificate,
SARS will perform verifications and one of the following messages may be displayed if the verification
is unsuccessful and the return may be rejected:

i)

ii)

iv)

v)

IRP5 Tax Directive Number invalid

“Please note that this tax return was not processed, the Directive No.XXXXXXXXXXXXXXX
captured on the IRP5 differs with the directive number issued by SARS. Please contact the Fund
Administrator/Employer to rectify the error and resubmit the return.”

IRP5 Lump sum accrual date invalid

“Please note that this tax return was not processed because the accrual date on the IRP5
certificate does not match the one issued by SARS, on Directive No. XXXXXXXXXXXXXXX. You
can access a copy of the Tax Directive on eFiling or MobiApp. Urgently contact the Fund
Administrator/Employer to correct the error and submit the corrected tax return.”

IRP5 Lump sum source code Invalid

“Please note that this tax return was not processed because the Lump Sum source code on the
IRP5 certificate does not match the one issued by SARS, on Directive No. XXXXXXXXXXXXXXX.
You can access a copy of the Tax Directive on eFiling or MobiApp. Urgently contact the Fund
Administrator/Employer to correct the error and submit the corrected tax return.”

IRP5 Lump Sum amount invalid

“Please note that this tax return was not processed because the Lump Sum amount on the IRP5
certificate does not match the one issued by SARS on Directive No. XXXXXXXXXXXXXXX.
Urgently contact the Fund Administrator/Employer to correct the error and submit the corrected
tax return.”

IRP5 Lump sum amount missing
“Please note that this tax return was not processed because SARS issued a Tax Directive No.
XXXXXXXXXXXXXXX, but there is no Lump Sum amount declared on the return. You can
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b)

4.4.2

a)

b)

d)

e)

access a copy of the Tax Directive on eFiling or MobiApp. Urgently contact the Fund
Administrator/Employer to correct the error and submit the corrected tax return.”

\0) Directive number invalid for Taxpayer
Please note that this tax return was not processed because SARS does not have a Tax Directive
issued to the taxpayer. Tax Directive NO. XXXXXXXXXXXXXXX on your IRP5 is invalid. You can
access a copy of the Tax Directive on eFiling or MobiApp. Urgently contact the Fund
Administrator/Employer to correct the error and submit the corrected tax return.

Once the Fund Administrator or Employer has corrected the error either on the IRP5/IT3(a) certificate
to correspond with the information on the tax directive or the directive has been corrected to correspond
with the information on the IRP5/IT3(a) certificate with SARS, you will be able to proceed to submit the
Trusts return. Ensure that you refresh the IRP5/IT3(a) data before completing the return.

UPLOADING SUPPORTING DOCUMENTS WITH YOUR ITR12T RETURN

When submitting a Trust return, supporting documentation is required to determine whether the ITR12T
submission should include supporting documents/schedules, the Trust representative must evaluate the
nature and the activities of the Trust and determine which schedules are required. Refer to the
Comprehensive Guide for mandatory documents that should be submitted with the return.

eFiling permits the Trust representative to upload these schedules and all relevant supporting
documents together with the ITR12T return. However, note that documents can only be uploaded once
the ITR12T return has been filed.

Ensure that the following standards are adhered to when supporting documents are uploaded:

i) The file type may be .pdf, .doc, .docx, .xIs, .xIsx, .jpg and .gif to enable SARS to view the
documents.

ii) The maximum allowable size per document may not be more than 5MB and a maximum of 20
documents may be uploaded.

Below are screens demonstrating how to upload supporting documents/schedules on eFiling.

On the “Income Tax Work Page” screen, click on the “Add Supporting Schedules” or the Supporting
Documents hyperlink will be displayed on the Income Tax Work Page.

INCOME TAX WORK PAGE 0
N

RETURN STATUS LAST ALCULATION
UPDATED BY RESULTS

ITR12T Filed through eFiling 2022 Not Requested

TRUST Assessment received

2022

ITR12T

Maintain Legal Entity Details ‘

Query SARS Status | Request Correction | Refund Status | Add Supporting Schedules | Return Submission Dashboard ‘

f)

Click on “Return Submission documents”.

SUPPORTING DOCUMENTS STATUS i
DOCS

Return Submission Documents Waiting for Documentation to be Uploaded H 2022

0) Once the above conditions are met and the “Related Information” questions in the return are marked
“Yes” for one or both questions, you will be able to complete all mandatory fields and submit the return.
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Once the return has been submitted, the following screen will be displayed to inform the user that the
supporting documents will be submitted.

DETAILS

Tax Reference Number 3245368955 Period 2017

RESULT

Your return has been successfully submitted.
Please note that you may follow up on the SARS assessment progress of your return on the Income Tax Work Page.

Please note that the following relevant materials are mandatory for submission:

- Annual Financial Statements/Annual Administration Accounts
- Minutes and Resolutions of the Trustees

- Copy of Trust Instrument i.e. Deed OR Will
- Beneficial Ownership Document Per Entity listed

- Letter of Authority
- Controlled Foreign Company (1T10)
= Mining Schedule A& B

h) Click “Continue” and on the “Income Tax Work Page”, the “Compulsory supporting documents”
hyperlink will be available to submit the relevant supporting documents.

INCOME TAX WORK PAGE 0
=

Return Ready for Submission To SARS; Awaiting Submission

o Spporting Documerian

2023

Tax Reference L3

ITR12T

RETURN STATUS LAST R S[U"'{:ALCULAﬂO
PDATED BY RESULTS
Return Ready for Submission To SARS; Awaiting 20230302
Submission of Supporting Documentation

Maintain Legal Entity Details

Request Historic Documents | Refund Status | Return Submission Dashboard

NO. OF
SUPPORTING DOCUMENTS STATUS PE DATE SIZE (Kb) bocs

Compulsory Supporting Documents  Waiting for Documentation to be Uploaded B 2023703/02 0 0

i) Click on either the “Return Submission Documents” or “Compulsory Supporting Documents”
hyperlink and the following new landing page screen will appear.
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Welcome

Document Details

W g o Dewumer [~
gl

) New landing page will be displayed to upload the supporting documents:

Important: Please note that the following file types may be uploaded, undefined.doc , .docx, .gif , Jiff, jpeg. Jpg. .pdf. Png, xls, xlsx, . Maximum allowable file size may not exceed SMB.

After documents have been uploaded, please click on the Submit button.

Annual Financial Statements/ Annual Administration Accounts

Upload Status Document Name Upload

Minutes and Resolutions of the Trustees

Upload Status Document Name Upload

Copy of Trust Instrument i.e Deed or Wil

Upload Status Document Name Upioad

Beneficial Ownership Document Per Entity Listed

Upload Status Jocument Name Upload

Letter of Authority

Upload Status Document Name Upload

™

k) Upload the required supporting documents and click ‘OK’,
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Please ensure that you upload all required documents, before selecting

Submit

1) Once the required supporting documents are uploaded, a pop-up message will be displayed, “It is
important that you upload all the documents requested by SARS before you submit in order to eliminate
any delays in processing your return, if there is any documents still missing after submmiting this return,
please use “Add Supporting Schedules” function on your work page to submit them click “Continue” to
submit.”

m)  Once the required supporting documents are all uploaded click "Continue” to proceed or "Cancel” if
supporting documents are not uploaded as per request and you will be redirected to supporting
documents landing page.

Confirm Submission

It is important that you upload all the docuemnts requested by SARS before
you submit in order to eliminate any delays in processing your retum. If there
is any documen/s still missing after submitting this return, please use "Add
Supporting Schedules” function on your work page to submit them. click
"CONTINUE" to submit

n) Once all the supporting documents have been uploaded, click on “Submit ”. A message will be displayed
to confirm that you have uploaded all the required documents before submitting to SARS.
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INCOME TAX WORK PAGE Q
Retum Ready for Submission To SARS; Awailing Submission
of Supporting Documentation
2023
ITR12T
RETURM LAST ALCULATION
Bl e e e
ITR12T Filed through eFiling 20230302 1 Wiew
Maintain Legal Entity Details
Query SARS Status | Request Historic Documents | Refund Status | Add Supporting Schedules | Reburn Submission Dashboard
e = = ol =5
Supporting Documents Ready to be Submitted
I Documents 202370302
Compulsory Supporting Documents 1o SARS: ng Retum S

0) Once you have submitted the relevant documents, the status on the Supporting Documents section on
the “Income Tax Work Page” will be updated to “Submitted”.

INCOME TAX WORK PAGE a
\-‘
Taxpayer Name eFiling Status
2023
Yous assessment has jut been isued, cck open
10 view your assessment
Return Type
ITR12T

PATE UPDATED BY res s'ONRE SULTS

ITR12T Filed through eFiling 2023/03/02
| Query SARS Status | Request Correction | Refund Status | Add Supporting Schedules | Return Submission Dashboard

SUPPORTING DOCUMENTS !STATUS TYPE DATE

Compulsory Supporting Documents  Submitted B 2023/03/02 287 1

l [
HOTKCE DY DESCRIPTION X DATE VERSION
ASSESSMENT [ !
ITA34T ORIGINAL ASSESSMENT 2023/03/02 1
Request Historic Notice

p) When uploading compulsory supporting documents, once the documents have been uploaded and
submitted as explained above, the return will be submitted to SARS and the “Income Tax Work Page”
will be updated with the relevant status.

4.5 SUBMITTING YOUR ITR12T EARLY

a) Taxpayers /Tax practitioners are encouraged to file their return during the official Filing season phase
for a Trust. The filing dates are published under “Public Notices” on the SARS website.

b) In an event, that a taxpayer/ tax practitioner request a return for a Trust prior to the Filing season period,
eFiling will display the following message.
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Trust Returns

Request Return

Please note that if the return you requested is not in respect of:

« the termination of activities; or
* the process of de-registration,

The return, if you file it, falls outside the filing period specified for trusts. SARS is currently in the process of validating data received
from 3rd parties that may have an impact on the return. If you do not fall within the categories listed above, you are encouraged to file
the return during the official SARS Filing Season phase for trusts.Dates are published under "Public Notices" on the SARS website
"www.sars.gov.za/Legal/Secondary-Legislation/Pages/Notices.aspx."

Please click the "OK" button to proceed or the "Cancel" button if you decide to file during the official Filing Season.

(0K [ Cance]

C) Note that a similar message will be displayed when you request a return for Exempt Institutions
that are registered as Trusts prior to the Filing season period.

d) Take note of the message and click the Ok button to proceed.

4.6 ADDITIONAL FUNCTIONS ON THE INCOME TAX WORK PAGE

a) This section will take you through the functions that are found on the Income tax work page and illustrate
how you can use them for submission purposes.

4.6.1 HOW TO REQUEST HISTORIC TRUST SUBMISSIONS
a) To request historic submissions, proceed as follows:

i) Click on “Return” displayed on the top menu.
ii) Click on “Return History” displayed on the left side menu.

Tax Reference Number

e WSARS @runc Home User Organisations ~ Retumns Customs  Duties & Levies Services  TaxStas  Contact
Identification Number
Portfolio Taxpayer
- ¥ i Organisation Yo
My Profile ' 2 @

Return Search

SARS Correspondence Name: [

income Taxet [
Returns Issued

Retums History

Reference Num Peri Retum Type Status Amount Due Complete Date Open
Personal Income Tax (ITR12) EZ’:;?:“? 202 ITR12T Filed through branch 0.00 020062023  Open
TaxPeriod: 2023 o
’ ITR12T Filed through branch 0.00 01/06/2023  Open
Employee's Tax (EMP201) Version: 1 3 &=
EZ’:;?:“? 4z ITR12T Filed through branch 0.00 01/06/2023 Open
Employee s Tax (EMP501) TaxParind. 2022 Pl trouah amath
axPerios Ile rough another
e ITR12T et 0.00 17/052022  Open
TaxPeriod 2022 Filed through eFiling on
Version: 1 JIRET 17/05/2022 L
Provisional Tax (IRP6) TaxPeriod: 2022 Filed through eFiling on
rovisional Tax (IRP6) Vorsion 1 ITR12T 7052023 0.00 17/05/2022 Open
TaxPeriod 2019 Filed through eFiling on
Secondary Tax (IT56) Version: 3 AL 1410212020 ! WED A e
HH H “* ”
iii) Click on “Income tax (ITR14/ITR12T/ITR12El)”.
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Return Search

Name: ‘

Income Tax Ref: \:I

MName Reference Num Period Return Type Status Amount Due Complete Date Open
o ITR12T Filed through branch 0.00 0200672023  Open
s ITR1ZT Filed through branch 0.00 0100672023  Open
Vexperiod: 2023 ITR12T Filed through branch 0.00 01/062023  Open
ow sz ome
B mor TSSO oo ow
B mor TSSO oo o
TaxPeriod: 2019 Filad through eFiling on

ITR14 0.00 14/02/2020 Open

14/02/2020 ==

=

Version: 3

b) Select the hyperlink “Open” and the “Income tax work page” will be displayed.
4.6.2 REQUEST CORRECTION

a) This function allows you to request a correction on the previously submitted ITR12T form and re-
resubmit it to SARS.

b) However, a request for correction will not be permitted in the following instances:
i) If the return is on issued or saved state.
i) If an active verification is in progress and one allowable RFC must be submitted.
iii) An active audit case is in progress.
iv) An agreed estimated or SARS estimation of an original return was performed by SARS for the
Trusts.
V) SARS has finalised an audit case or a Revised Declaration for the Trust.
Vi) If supporting documents for an active verification case have been submitted.

c) If the Trust representative does not agree with the assessment, a notice of objection must be lodged.

d) Once the “Request Correction” has been submitted, no action will be taken on the previous return
submitted, as it will be replaced by the new return.

e) On the “Income Tax Work Page” click on the tab, “Request Correction” displayed as one of the tab
buttons below “ITR12T”.

RETURN LAST ALCULATION
TYPE STATUS et UPDATED BY St RESULTS -I
ITR12T Filed through branch 2023/06/02 Not Requested

| Maintain Lagal Entity Details |
| Query SARS Status rﬁequest Correclinnl Refund Status | Add Supporting Schedules | Return Submission Dashboard |

f) An additional row will be displayed on the “Income Tax Work Page” where the status is recorded as
“Saved” and version is recorded as 2.

RETURN LAST ALCULATION
e o 7 e I
ITR12T Filed through eFiling 202210517 Not Requested
ITR12T Eaved 2023/06/05 2 Mot Requested
Maintain Legal Entity Details
Query SARS Status | Refund Status I Refresh Return | Submitted at Branch | Add Supporting Schedules
Return Submission Dashboard |

0) Click “ITR12T” of the second version.

h) Note that the version number is dependent on the number of corrections requested.
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i) Upon the selection of “ITR12T”, the ITR12T return will be displayed.
)] Complete and submit the ITR12T return accordingly.

K) Once you have filed the updated return, the “Income Tax Work Page” status will indicate that the
ITR12T return has Filed through eFiling.

4.6.3 REQUEST HISTORIC DOCUMENTS

a) All returns filed to SARS are stored under “Returns History” under “Returns”. This function should be
used to request historic information on your assessments.

b) On the “Income Tax Work Page”, select “Request Historic Notice”.

NOTICE OF
ASSESSMENT DESCRIPTION DATE w

ITA34T ORIGINAL ASSESSMENT 2022/05M17 1
|| Request Historic Notice |I

c) The “Request historic Issued Assessment Notices and Statement of Account” screen will be
displayed.

Request Historic Issued Assessment Notices and Statement of Account

TaxPayer Details

TaxPayer Name: Trust
TaxPayer Reference:

Please choose one of the following options below:

@® | want to request a historic Notice of Assessment
For which year: | 2022 v |

O | want to request a Statement of Account

‘ Next |

d) Select the appropriate year and click “Next” displayed at the bottom of the screen.

e) The “Request Historic Issued Assessment” screen will be displayed indicating the selection of the
year made.

Request Historic Issued Assessment

Taxpayer Details
TaxPayer Name:
Taxpayer Reference: 0

Select the notice you want to request from SARS, from the list below

Select Year Sequence Number Type Date
O 2021 1 ORIGINAL 20210905

| Request || Back

f) Click “Request” to continue.
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TaxPayer Name:
Taxpayer Reference:

Click here to view your 1T34

oo |

Request Historic Issued Assessment

Taxpayer Details

Your request to SARS has been successfully submitted

TRUST

0) Select “Click here to view your IT34” or click on “Back” to amend the chosen period.

i) This will take the user to the ITA34T for the period of interest.

7 SARS

South African Revenue Service

INCOME TAX

ITA34T

Notice of Assessment

Enquiries should be addressed to SARS:
Contact Centre

ALBERTON
1528

Tel 0800007277

Website: www_sars.gov.za

Reference number:
Document number:

Date of assessment:
Year of assessment:

Always quote this
30105 reference nurrflmr

when contacting
2023-06-02 SARS

2023

Type of nent:

Period (days):
Payment due date:

Original A t
365
2023-07-01

Interest free period /|  2023-07-31
Grace period until

4.6.4 QUERY SARS STATUS

a) This function should be used when enquiring the status of your ITR12T return.

b) On the “Income tax work page” click on the tab button “Query SARS Status”.
RETURN LAST ALCULATION

T e i |
ITR12T Filed through branch 2023/06/02 Mot Requested

Maintain Legal Entity Details |
Query SARS Status | Request Correction | Refund Status | Add Supporting Schedules | Return Submission Dashboard |

C) Depending on the status of the ITR12T, the screen that will be displayed will vary. Below is an example
of one of the statuses.

Motice of Assessment sent to Email

Close

4.6.5 REFRESH RETURN

a) This function is to be used to update data.
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b) On the “Income Tax Work Page”, select “Refresh Return” tab.

RETURN LAST ALCULATION
N T 7 e )
ITR12T Filed through eFiling 2022/05/17 Mot Requested
ITR12T Saved 2023/06/05 2 Not Requested
Maintain Legal Entity Details |

Query SARS Status | Refund Status I Refresh Return I Submitted at Branch | Add Supporting Schedules
Return Submission Dashboard |

C) Upon selecting the “Refresh Return” tab, the following warning message will be displayed.

ITR12T Refresh

Please note that the latest data from SARS may potentially overwrite the last set of data which you may have already captured in your current
return.

Click on the 'OK' button to continue refreshing your data or click on the 'Cancel' button to retain the data you may have already captured in your
return.

[ IRP5 Data
O Trust Type

() Tax Directive Lumpsum information

d) To refresh the return, select the option(s) that is applicable.

e) Click on “OK”.

f) If there is Lumpsum information available for the Trust, the following fields will be updated on the ITR12T
return in the wizard section and on the “Lump Sum Benefits Received or Accrued” section, for each
iteration of lump sum details:

i) Lump sum Benefits Received or Accrued;

ii) How many lump sum benefits were received or accrued?;
iii) Gross Lump Sum (as per IRP5/IT3(a)) - Source Code 3915;
iv)  Tax Directive Number (as per IRP5/IT3(a) certificate);

V) IRP5/IT3(a) Certificate Number;

Vi) PAYE on Lump sum Benefit.

0) The following message will be displayed indicating that your return was successfully refreshed.

ITR12T Refresh

Your return has successfully been refreshed.

h) Click on “Continue” and you will be directed to the “Income Tax Work Page”.

RETURN LAST ALCULATION
T v s I
ITR12T Filed through eFiling 2022/05117 Not Requested
ITR12T Saved 2023/06/07 2 Not Requested
| Maintain Legal Entity Details |

| Query SARS Status | Refund Status | Refrash Return | Submitted at Branch | Add Supporting Schedules
| Return Submission Dashboard |

4.6.6 REFUND STATUS
a) This function may be used to check if you have a refund.

b) On the “Income Tax Work Page”, click on “Refund Status”.
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INCOME TAX WORK PAGE a
-
Taxpayer Name eFiling Status
Tax Period Statement of Account
Statement of Account EBalance: R 31768.92 ﬂ
Tax Reference Refund Status
Mo refund due
Return Type
ITR12T
RETURN LAST ALCULATION|
LolrE UPDATED i RESULTS -l
1ITR12T Saved 2023/06/07 Mot Requested

Maintain Legal Entity Details |
Refund Status I Refresh Return I Submitted at Branch I Return Submission Dashboard |

4.6.7 SUBMITTED AT BRANCH

a) This function is to be used if you have submitted your return at a SARS branch.

b) On the “Income Tax Work Page”, click on “Submitted at Branch”.

ALCULATION
UPDATED BY RESULTS

" Submitted at Branch Not Requested

# This is for when you have submitted your return
IRl via another method, e.g. You have submitted a p28/061 2 potiRequested

UEETWRENEN paper copy manually at a branch office.
Query SARS Status | Refund Status | Refresh Return | Submitted at Branch | Add Supporting Schedules
Return Submission Dashboard |

C) The following message will be displayed.

Are you sure you wish to set this return as Submitted at Branch?

d) If the user selects “OK”, the status will be changed to filed through another channel.

LAST ALCULATION
L UPDATED BY RESULTS -I
ITR12T iled through another channel 2023/06/21 Not Requested

Maintain Legal Entity Details |
Refund Status | Add Supporting Schedules | Return Submission Dashboard |

4.6.8 REQUEST A STATEMENT OF ACCOUNT

a) This section will demonstrate how to request a statement of account. On the “Income Tax Work Page”,
under the Notice of Assessment section, click the “Request Historic Notice” button.

NOTICE OF
ASSESSMENT DESCRIPTION DATE ERSION

ITA34T ORIGINAL ASSESSMENT 2022/05/17 1

I Request Historic Notice |I

b) Select “| want to request a Statement of Account” and click “Next”.
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Request Historic Issued Assessment Notices and Statement of Account

TaxPayer Details
TaxPayer

Name:

TaxPayer Reference

Step 1
Please choose one of the following options below:

)1 want to request a historic Notice of Assessment

® | want to request a Statement of Account

C) Click the “6 months to date” option and “Request”.

Request Statement of Account

Taxpayer Details

TaxPayer

Name: TRUST
Taxpayer Reference:

Select the period, for which you would like to receive your Statement of Account

@® 6 months to date
() User defined date range

d) Click on the hyperlink to view the statement of account for the ITR12T.

Request Statement of Account

Taxpayer Details

TaxPayer Name: Trust
Taxpayer Reference:

Your request to SARS has been successfully submitted

‘ Back |

e) Below is an extract of the statement of account.

YSA'?S INCOME TAX ITSA
Statement of Account: Assessed Tax

South African Revenue Service

Enquiries should be addressed to SARS:

Contact Centre

ALBERTON
1528
Tel: 0800007277 Website: www.sars.gov.za

Reference number: Always quote this reference
number when contacting SARS
Date: 2023-06-08 i

Statement period:  2022-12-08 to 2023-06-08

Account summary information

Balance brought forward: 26113.61
Deduction limited 4500.00
Pension fund contributions 115631
| Balance: 31768.92 |
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4.6.9 VIEW RETURN SUBMISSION DASHBOARD

a) This function will allow you to view your dashboard information.
b) On the “Income Tax Work Page”, click on “Return Submission Dashboard”.

ALCULATION
RESULTS
1

Not Requested

RETURN LAST

TYPE :!;tur:l S:bmissi(:n Danishboard e JPDATED BY
% is will allow you to perform a request to

Filed throug to obtain a Return Submission Dashboard

Maintain Legal Entity Detail@¥ = a3 your account.

Refund Status | Add Supporting Schedules | Return Submission Dashboard

C) The following screen will be displayed.

INCOME TAX DASHBOARD

Client Name
Trading As:
Registration Number.
Tax Reference:

Refresh m
Search Results

Account Balance: R 0.00

:

Description Indicator
SARS records indicate that there is no credit on your account to be refunded. &

i) Red — The taxpayer is required to action as per SARS status displayed.
ii) Amber — SARS is in progress with an action.
iii) Green — No action is required.

d) If no indicators returned, the screen below is displayed.

INCOME TAX DASHBOARD
Client Details
Client Name: TRUST
Trading As: TRUST
Registration Number: IT

Tax Reference:

| Refresh ] Back ’

Search Results

No results available at this time.

4.6.10MAINTAIN LEGAL ENTITY DETAILS

a) This function is to be used when updating legal entity details of the Trusts representative such as contact
details, banking details etc.

b) On the “Income Tax Work page”, click “Maintain Legal Entity Details”.
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RETURN LAST ALCULATION
STATUS DATE
ITR12T Filed through branch 2023/06/01 Not Requested

Maintain Lagal Entity Details |I
Query SARS Status | ﬁequest Correction | Refund Status | Add Supporting Schedules | Return Submission Dashboard |

C) The “Maintain SARS Registered Details” screen will be displayed.

MAINTAIN SARS REGISTERED DETAILS

Maintain SARS Registered Details

This functionality allows you to view and maintain registered details of the entity selected from the
“Taxpayer List’ above.

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

| hereby confirm that | am duly authorised to perform Maintenance of SARS Registered Details on behalf of
the company or individual.

® | agree

O 1 do not agree

Continue ’

d) Select “| agree” and click “Continue”.

e) The “Saved Details” screen will be displayed if SARS have updated information for the Trusts.

SAVED DETAILS

We have noticed that there is updated information at SARS against this Legal Entity.

Selecting the 'Display Latest Form' button below will discard and override all your saved data while
displaying only the latest information available at SARS against this Legal Entity.

Selecting the 'Display Saved Form' button below will ensure that only your previously saved data is
available when your form is displayed. This action implies that the latest information at SARS against this
Legal Entity will not be visible once the form is displayed.

Selecting the '‘Back’ button will take you back to the ‘Saved' grid. No changes will be made to your saved
form.

Please select an option below to continue.

 Display Saved Form | [ Display Latest Form | | Back |

f) If all the information of the Trusts is already updated, the RAVO01 form will be displayed.
0) Click on the appropriate form noting the warning message or select “Back” to go back to the “Maintain
SARS Registered Details” screen.

4.7 SARS NOTICES

a) To view notices or letters issued, under the “Returns” menu, select “SARS Correspondence”.

b) Select “SARS Correspondence”, enter the tax type, tax year, and notice type.

IT-AE-37-G02 - Step by Step Guide to Complete Your Trusts Revision: 12 Page 32 of 33
Return via Efiling External Guide



YV SARS

South African Revenue Service Effective Date: 14 Ju Iy 2023
Search Correspondence @ Al O read (O UNREAD
Tax Types Letter Type
All -~ Al -
Tax Year Mofice Types
Al - Al -
Recsived Date From = Message Type
2023/06/07 (o] All -
Received Date To *
2023/06/08 a Reference Number

Clear Search

C) Select applicable option on the “Notice Type” and click “Search” to continue. All notices issued by
SARS will be displayed. Click the relevant “View” tab and the notice will be displayed.

Tax

Name Reference Tax Type Year\Period Date Description View Document
Number
Organisation Income Tax 2023/06/08 IT Statement of Niew
(ITR141T12EITRI2T) 00:17:24 Account
tems per page. 10 - 1-10f1 ( }

5 DEFINITIONS AND ABBREVIATIONS

a) The definitions, acronyms and abbreviations can be accessed via the following link: Glossary A-M
webpage

6 DOCUMENT MANAGEMENT

Head: National Operations Scheduling & Enablement (NOSE)

C Kgoedi

Updated with Trust changes for Filing Season 2021 in September 2021
Updated with changes for Filing Season 2022

Updated with changes for Filing Season 2023 and the template
Updated with minor changes

DISCLAIMER

The information contained in this guide is intended as guidance only and is not considered to be a legal
reference, nor is it a binding ruling. The information does not take the place of legislation and readers who
are in doubt regarding any aspect of the information displayed in the guide should refer to the relevant
legislation or seek a formal opinion from a suitably qualified individual.

For more information about the contents of this publication you may:
. Visit the SARS website at www.sars.gov.za;

. Make a booking to visit the nearest SARS branch;
. Contact your own tax advisor / tax practitioner;
. If calling from within South Africa, contact the SARS Contact Centre on 0800 00 SARS (7277); or
. If calling from outside South Africa, contact the SARS Contact Centre on +27 11 602 2093 (only
between 8am and 4pm).
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