South African Revenue Service

Effective Date: 31 August 2023

4 CUSTOMS  AND
EXCISE

SARS External Guide

MANAGE SHARED ACCESS
THROUGH eFILING

SC-CF-43 — Manage Shared Access Through eFiling — External Guide Revision: 1 Page 1 of 30



YV SARS

South African Revenue Service EffeCtive Date: 31 August 2023
TABLE OF CONTENTS

1 SUMMARY 3
2 CONFIGURE SHARED ACCESS 3
3 REQUEST SHARED ACCESS 11
4 APPROVAL, REJECTION OR CANCELATION OF SHARED ACCESS 16
4.1 Registered representative of the entity with an eFiling profile 16
4.1.1 Approval and Rejections 16
4.1.2 Cancelation 19
4.2 Registered representative of an entity with no eFiling profile 22
5 REVOKE SHARED ACCESS 26
6 DEFINITIONS, ACRONYMS AND ABBREVIATIONS 29
7 DOCUMENT MANAGEMENT 30

SC-CF-43 — Manage Shared Access Through eFiling — External Guide Revision: 1 Page 2 of 30



YV SARS

South African Revenue Service Effective Date: 31 August 2023
1 SUMMARY
a) The registered representative of an entity is able to, through eFiling:

b)

i)

ii)
iii)
iv)
v)
Vi)

Invite other eFilers (trader representative) who has been mandated by a Customs and Excise
client;

Grant eFilers shared access to the entity’s portfolio on eFiling (see paragraph 2 below);

View the details and the status of shared access requests (see paragraph 4 below);

Accept or reject a shared access request (see paragraph 4 below);

Cancel a shared access request [see paragraph 4.1 a) below]; or

Revoke shared access (see paragraph 5 below).

A trader representative who is mandated by a Customs and Excise client can submit a request for
shared access through eFiling (see paragraph 3 below).

The registered representative or the trader representative will be able to:

i)
i)
ii)

Capture and submit Customs or Excise applications (see SC-CF-42 on the SARS website) on
behalf of an applicant;

Make necessary follow-ups (including providing supporting documents, correcting errors and
making enquiries) in relation to the client’s application; and

Manage the client’s relationship.

CONFIGURE SHARED ACCESS

In order to invite another eFiler (trader representative) who has been mandated by a Customs and
Excise client to act on his/her behalf, the registered representative of the entity:

i)
i)

Logs into eFiling (as described in SC-CF-42); and
Selects the entity’s details under Portfolio.

e WSARS @Funo Homea Retms  Sewces  TaxStaus  Coniact  [ECYSTIS
TESTER
AUTOMATIEN

anpayer
SOMAUtoBBTASIBBETES - T AUTOMATION T AUTOI = i Indridual

SOM_Auto_Company

T AUTOMATION AUTOMATICON

Registration Nurnber Contact Details
1901215854081 Cell: 028677146

Email: automation@nowhere.com

Tax Types Details
Tax Type Description Reference Number Status

Successhally Activated
Inclhvichual Income Tax (ITR1Z} 2515300170

Successfully Activated

1T Admin Penaty 2519380170
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iii) Selects User in the top-level menu.

o TESTER
AUTOMATIONS

Reference Number

Pafoko Tawparyer

SQM_Auto_Company -

TAUTOMATION

= i Organisation

Effective Date: 31 August 2023

-~
Log Out

Taypayer Mame
T AUTOMATION
Registration Mumber

1901215854081

Tax Types Details

Tax Type Description

o Retum Type Found MNA

b) The system displays the User menu option on the

representative of the entity clicks on:

i) Shared Access menu; and
ii) Configure Shared Access.

Reference Mumber

Contact PersoNQetails @
AUTOMATION
Contact Details

Cell: 0E2B5TT146

Emait: automation@nowhere.com

Status

left side of the screen and the registered

OmmEANT  Runs  Cusbms  DuesALevies  Sewoes Ligoul

by Prefiu

SGM_Aut_Gompany -
User
Tars
o

®EE®E

Hame o Taxgayer

Fisference Number

Last Return Fillest

Last Accessed Actiars

TAUTCMATON S35
ACHE Aatomaon-213065 s0NEIAzE T S0E10B2E
Vs oo |0 | M | e

Last Logaed In

20100216 DE1D

C) A validation is done on the SARS main data base and:

i) If the registered representative is not linked to the entity:
A)  The system displays a message that no entities are linked to the registered representative;

and

SC-CF-43 — Manage Shared Access Through eFiling — External Guide

Revision: 1

Page 4 of 30



YV SARS

South African Revenue Service Effective Date: 31 August 2023

B) The registered representative:
1) Clicks on the Ok button; and
1)) Updates his/her details as described in GEN-REG-01-G04.

Error

Mo entities were foand in which yan are an RR

i) If an entity is not activated for the relevant tax product the registered representative will not be
able to invite any other eFilers to be the trader representative. In order to activate the relevant
tax product the registered representative of the entity must request that the entity register his/her
tax product as prescribed in:

A) SC-CF-42 for the registration and licensing of Customs and Excise purposes; and
B) GEN-REG-01-G04 for the registration of the various tax products.

iii) If the registered representative is linked the system displays a list of all the entities linked to the

registered representative under Entities Linked To The Registered Representative.

Panioko
SQM_Autle_Company ALITGMATIEN | = & Urgansaion

Configure Shared Access

This is the a process where a Registered Representative can grant access to a 3rd party on a company.
The Registered Representative can grant access to a 3rd party only against companies that are linked to the RR

Entities Linked To The Register Representative

ACHE Aamatie-013086 200815114323 9260012605
MAKAMA. NS 7310185311087 1679718193 00577609 CUSTOMS

MANTSHIB CONSTRUCTION AND PROJECTS CC 2003/042680123 9354378151 21162728 CUSTOMS

VP ELECTRICAL CONTRACTORS CC 1904101215623 9634625843 Mot activated for relevant tax product
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d) The registered representative:

i)
i)

ii)

o Tester
AUTOMATIONS

Selects the entity; and
Clicks on the Configure button next to the entity’s details.

e WSARS @
Mr NARE
MAKAMA @

Panioke T e

SOM_Auto_Company

AUTOMAIION = i Urgansabon ef

Configure Shared Access

This is the a process w istered Representative can grant access to a 3rd party on a company.

The Registered Repre n grant access to a 3rd party only against companies that are linked o the R

Entities Linked To The Register Representative

ACHE Aipamation-11 3086

A ED

MANTSHIB CONSTRUCTION AND PROJECTS CC

VP ELECTRICAL CONTRACTORS CC Mot activated for relevant tax product

[ asw aquesTion

Must on the Configure Shared Access page:
A) Indicate the RLA roles to be assigned to the eFiler (trader representative) by ticking the
applicable Third Party Role:
1) Trader Representative — RLA: this role enables the eFiler to only submit RLA
applications on behalf of the Customs and Excise Client type (see SC-CF-42); or
1)} Trader Representative — RMM: this role enables the eFiler to only Manage a
Customs and Excise Client RLA relationship (see SC-CF-50);
B) Capture the eFiler's (trader representative’s):
1) South African ID or passport number; and
1)) Surname; and
C) Indicate the date when the request for shared access must expire by either:
1) Ticking the Indefinite tick box; or
1)} Clicking on the Specify Date icon and selecting the expiry date.

AuoCompany AUTOMATION T

i Oiganisalion

Configure Shared Access

This is the a process where a Registered Representative can grant access to a 3rd party on a company.
The Registered Representative can grant access bo a 3rd party only sgsinst companies that are linked to the RR.

Individual Details

Salect Ird Party Role *

Igentication Typs *

Surmame *

Poefoli Hame

ACME Auomation-073

6 (haned Acces:

oen accestares of the irvitatior

Access Duration

O indfiniie

o Dale

i e
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e) If any of the above details has been captured:

i) Incorrectly, the registered representative clicks on the Back button and the system returns to
paragraph d)iii) above and he/she recaptures the incorrect information; or
ii) Correctly, the registered representative clicks on the Invite button.

o Tester AutoComeany - AUTOMATION T i Organisation
AUTOMATIONS
Configure Shared Access
This is the a process where a Registered Representative can grant access to a 3rd party on a company.
The Registered Representative can grant access ta a 3rd party only against companies that are linked to the RR.
Individual Details
Select 3rd Party Rols *
() radar saarcsantative - HLA
[ Teader Aeprezentative - RMM
Identcation Tvps *
Surname *
Poctiname -
ACHE Auromation 178066 (Shared ACeess)
NOTE: The partfoie nama filad in wall 5e shown to the user:
Thiz name wil defaus £ their partivic rame oo accastarcs of tae irvitation.
Access Duration
O indfinie

To Date

f) The system validates if the invitee (trader representative) is a registered eFiler and if:

i) Not:
A)  The system displays a message that the invitee is not an eFiler; and

B) The registered representative of the entity:
1) Clicks on the Ok button; and
1)} Informs the eFiler (trader representative) via an e-mail that he/she is not a registered

eFiler and therefore shared access cannot be granted until he/she is registered for
eFiling purposes (see GEN-ELEC-18-G01).

ii) Already linked to the entity’s portfolio:

A)  The system displays a message that the eFiler (trader representative) already exists on

this portfolio; and
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B) The registered representative of the entity:
1) Clicks on the Ok button; and

1)} Informs the eFiler (trader representative) via an e-mail that he/she already has
shared access to the entity’s portfolio.

‘The sub user already exises o s Partiolio

iii)  The entity is not activated or linked to a SARS tax product:
A)  The system displays a message that the entity is not activated for the relevant SARS tax
product (see SC-CF-19) and is required to be linked to the eFiler (trader representative).
B)  The registered representative of the entity:
1) Clicks on the Ok button; and

1)} Informs the invitee [the eFiler (trader representative)] via an email that the client is

not activated for the relevant SARS tax product and therefore he/she cannot be
linked to the entity’s portfolio.

The entty 15 not activated far the relevant tax product required 1o ek
the Tracer Repeessamnive 10
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iv) He/she is a registered eFiler:
A) The system displays a message that the invite has been submitted and sends an SMS to
the invitee [the eFiler (trader representative)];
B) The registered representative of the entity clicks on the Ok button; and
C)  The system returns to paragraph d) above.

Thank You

This invite was submitted an SMS will be sent.

9) The invitee [eFiler (trader representative)]:

i) Logs in to eFiling;
ii) Clicks on My Profile; and
iii) Clicks on Portfolio Management.

Sortots Tospap
SOl QA BM2ETITEA206838802 TAUTCMATION = TAUTOMATION

Comtac Dt @6

el nuzsonsan

Emal; sharesccessrrquested gevaa

Reference Number Status
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h)

The system:

i) Displays the Portfolio Management page and the invitee must Accept the invitation within five (5)
working days by clicking on the Accept button (to link the portfolio) under User Invitation(s).
Failure to do this within the prescribed time period, the invitation will expire automatically.

Portfolio Management

Linked Portfoliols)
Foutfoli Name Tex User Courit Texmayer Count Fortfolio Type Default
User Invitation(s) Yaur invitation will expire automatically if not accepted within 5 warking days. A/
Postioka Hame Reguest Date Accept
— C=1
Unlinked Pertfelio(s)
revious Login Mame Fartfalia Hame Link

ii) Sends an SMS with a One Time Pin (OTP) number to the invitee’s cell phone number. The invitee
[eFiler (trader representative)]:
A) Captures the OTP number; and
B) Clicks on the Submit button.

@FuNG

Y SARS

South African Revenue Service

One Time Pin
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iii) Displays a message that the invitee has been linked to the eFiler portfolio and the invitee clicks
on the Ok button.

Pectfolia ACBL Amtamarica 555150 Shared Auccess) linked.

iv)  Adds the client’s details under Linked Portfolio(s) on the invitee’s Portfolio Management page.

Pertfelio Management

Linked Portfoliofs)
Poitfalio Name Tai User Count Taspyer Count Purifolia Type Defaul

D (i SPSTETRAAERSGIE T ATTMATION 1 1 il

it Begmns) f 2 ngrissiin

iig B

wstoompary s 2 garisstion

Unlinked Portfoliols)

-

Frevious Loin Mame Purtfulio Name Lin

3 REQUEST SHARED ACCESS

a) This function is used by eFilers (trader representatives) to complete the details of the entity they want
shared access with.

b) In order to perform this function, the eFiler (trader representative) must ensure that the correct user
rights have been assigned to his/her portfolio as described in SC-CF-42.
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c)

The eFiler (trader representative):

i)
i)

TESTER
AUTOMATIEN

Effective Date: 31 August 2023

Logs into eFiling (as described in SC-CF-42); and
Selects the entity’s details under Portfolio.

SOMAUOBETASIBBETES - T AUTOMATION

Tax Reference

7] S0OM_Auto_Company

anpayer

T AUTOMATION

i Indnadual

A .4

Identification
Taypayer Name

T AUTOMATION

Registration Number

1901215864081

Tax Types Details

Tax Type Description

Individual Income Tax (ITR12}

1T Admin Penalty

Tester
AUTOMATIONS

AuloCoengsny

Configure Shared Access

ALTOMATIONT

This is the a process where a Registered Representative can grant access to a 3rd party on a company.
The Registered Representative can grant access to a 3rd party anly against companies that are linked to the RR.

Contact Person Details @
AUTOMATION
Contact Detsils

Cell: 028677146

Email: automation@nowhere.com

Status

Reference Murmber

Successfully Activated
2515380170

Successfully Activated
2515380170

Selects User in the top-level menu and the system displays the User menu option and the eFiler
(trader representative) clicks on:

A)
B)

Shared Access menu; and
Request Shared Access.

Home

User

Urg wnisaliens  Hetums

Gambems  Uues & Lovies

Log st

Registered Mame

Entities Linked To The Register Representative

Repistration Number

Income Tax Numbe: Feference Numbe

ACHE Aimatioe-01 3058 ARSI

d) If the eFiler (trader representative):

i)
i)

be continued.

A)
Third-Party Role;
B)
Requester;

A5

Has not been successfully authenticated the system displays a message that the process cannot

Has been successfully authenticated the system displays the Request Shared Access page:
The eFiler (trader representative) ticks the applicable box Third-Party Role under Selected

The system displays the eFiler's (trader representative’s) details under Details of the

SC-CF-43 — Manage Shared Access Through eFiling — External Guide
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C) The eFiler (trader representative) clicks on the drop-down arrow to select the entity type
he/she wants shared access with and if the entity type is:

© VSARS

Mr JOHANNES Home User Organisations Returns Customs Dufies & Levies Services Tax Status Contact Log Out
MARTHINUS ANDRIES

STEENKAMP Partfolio Tax User
7707 - Mr JMA STEENKAMP Mr JMA STEENKAMP | O

Tax Reference Number

1855041644
Identification Number Request Shared Access
60121 088 As a Trader / Taxpayer Representative requesting shared access to another entity, permissions will have 1o be granted by

My Profile the Registered Representative of the specific entity.

Select Third Party Role
[] Trader Representative - RLA

] Trader Representative - RMM
Details of the Requester

First Name

Joanne {

Surname

Busarie

1D Numbes

7102195810254

Entity Details

Configure Shared A
Entity Type

Individual m

Company/CC/Organisaticn
ccess Permissions

Individual
Request Shared Access

Trust

1) A company the eFiler (trader representative) captures the company’s details;
1)) An individual the eFiler (trader representative) captures the individual’s details; or
) Atrust the eFiler (trader representative) captures the trust details.

W SAR
Mr JOHANNES e ¥ SARS Home User Organisations Retumns Customs vies Services Tax Status Contact Log Out
MARTHINUS ANDRIES
STEENKAMP
Pertfolio Tax User
707 - Mr JMA STEENKAMP Mr JMA STEENKAMP (e
Tax Reference Number
1855041644
Identification Number Request Shared Access

45 . )
As a Trader / Taxpayer Representative requesting shared access to another entity, permissions will have to be granted by the

My Profile Registered Representative of the specific entity.

Details of the Requester

e First Name
Invite User

Joanne
Change Detail

Surname
Change Website Profile Busarie

Tax Reference Number

8056584235

Roles

Trader Representative RLA

Company Details
Registration Number

2010/584625/56

Registered Name

Maiden Landing

Tax Reference Number

Request Shared Access

0856842012

Special Links
Access Duration

" hada
() indefinitely g Specify Date
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e) The eFiler (trader representative):

i) Indicate the duration of the shared access by either:
A)  Ticking the Indefinite tick box under Access Duration; or
B) Clicking on the Specify Date icon to select the specific date when the shared access
request must expire; and
ii) Clicks on the Submit button.

W 2
Mr JOHANNES e ¥ SARS Home User Organisations Retums Customs Duties & Levies ces TaxStatus Contact Log Out
MARTHINUS ANDRIES
STEENKAMP
Portfolio Tax User
7707 - Mr JMA STEENKAMP Mr JMA STEENKAMP | O
Tax Reference Number
44
Identification Number Request Shared Access

As a Trader / Taxpayer Representative requesting shared access to ancther entity, permissions will have to be granted by the

My Profile Registered Representative of the specific entity.

Details of the Requester
First Name

Joanne

Surname

Busarie

Tax Reference Number

8056584235

Roles
Trader Representative RLA

Company Details
Registration Number
2010/584625/56

Registered Name

Maiden Landing

Tax Reference Number,
0856842012
4 ¥

ﬁ Specify Date

f) The system displays a message that the shared access request has been successfully submitted and a
notification is sent to the registered representative of the entity for acceptance. The eFiler (trader
representative) clicks on the Ok button.

Message

“Your shared sccess request has been successfully submitted,
notification will be sent to the Registered Represcntative to action.
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)

h)

)

K)

The system returns to the View Shared Access Request Page and displays the details of the Shared
Access Request.

AuTOMATIONY

o - e VSARS @ Funo Homa Usar Omganisations  Retums. Cusioms  Difies & Levies  Services  Tax Staws  Contact Log Out
ster
-~

elio A% Lsar
AutoCompany - AUTOMATION T + § Organisation

Tax Reference Number
0719896243

Identification Number N
SO10151 14080 View Shared Access Request

Registered Name Registered Mumber  Trader Representative Mame  Trader Representative Number  Date Reguested  Date Actioned  Status  View

ACME AutomationAT1227 2019041705807 Tester ALUTOMATION 2001015114080 20221003 BO22-1003 Pencing

el LIVE CHAT ) ask a quesTION?

If an eFiler (trader representative) already has access the system confirms this and displays a message
that the eFiler must contact the eFiling Profile Administrator on the portfolio to grant him/her RLA user
rights as prescribed in SC-CF-42.

If the entity is not registered for eFiling a message is displayed requesting the eFiler (trader
representative) to first register the entity (see GEN-ELEC-18-G01 How to register for eFiling) and
resubmit his/her request for shared access.

If the entity is not registered for any of the SARS tax products the system displays a message confirming
this and that the eFiler (trader representative) cannot be linked to the entity’s portfolio. The entity must
register his/her tax product as prescribed in:

i) SC-CF-42 for the registration and licensing of Customs and Excise purposes; and
i) GEN-REG-01-G04 for the registration of the various tax products.

If the entity’s details captured in paragraph d)ii)C) above do not match with SARS records the system
displays a message requesting the eFiler (trader representative) to review the entity’s registration details
and to recreate the request for Shared Access.

The system also checks whether the details of the entity’s registered representative is on the SARS
main data base:

i) Where the registered representative of the entity is linked to the entity’s portfolio but no contact
details have been provided the system displays a message that the request could not be
submitted. The eFiler (trader representative) must contact the registered representative of the
entity and request him/her to update his/her details on SARS records.

i) Where the eFiler who requests shared access is the registered representative of the entity the
system automatically approves the shared access.

iii)  Where the registered representative of the entity is linked to the entity with contact details the
system displays a message that the shared access request has been successfully submitted and
a notification is sent to the registered representative of the entity to action the request as per
paragraph f) above.
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4 APPROVAL, REJECTION OR CANCELATION OF SHARED ACCESS

4.1 Registered representative of the entity with an eFiling profile

4.1.1 Approval and Rejections

a) In order to perform this function, the registered representative must ensure that the correct user rights
have been assigned to his/her portfolio as described in SC-CF-42.

b) The registered representative of the entity:

i) Logs into eFiling (as described in SC-CF-42);
i) Selects the entity’s details under Portfolio; and

WEARS ®rinG

TESTER
AUTOMATIEN

Tax Reference

anpayer

SOMAUOBETASIBBETES - T AUTOMATION T AUTOMATION

= i Indridual

Logou [

S0OM_Auto_Company

-

Identification
Taypayer Name

T AUTOMATION
Registration Number

1901215854081

Tax Types Details

Tax Type Description Reference Number

Individual Income Tax (ITR12} 2515380170

1T Admin Penalty 2519380170

Selects User in the top-level menu.

ii)

TESTER
AUTOMATIONS

Reference Number

Patioke

SOM_Auto_Company -

Tawparyer

T AUTOMATION

Contact Person Details @

AUTOMATION
Contact Delails

Cell: (B2B6TT146

Email: autemation@nowhere.com

Status

Successfully Actvaled

Successfully Activated

- i Organisation

Log Dt

Taypayer Narme
Ity Profile
T AUTOMATION

Registration Number

1901215654081

Tax Types Details

Tax Type Description Reference Number

Mo Retum Type Found M

Contact Person Detail2

AUTOMATION

Contact Details

Cell. 0E2B5TT146

Emait: automation@nowhere.com

Status
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c) The system displays the User menu option and the registered representative of the entity clicks on:

i) Shared Access menu; and
ii) View Shared Access.

VSARS @ru Vome s Urjamabns Reums  Getms  DukesSloves Sookes st Getsct [NTREE
o Tester
AUTOMATION

- ALTOMATIONT ~ 1 Organisatizn

Tax Reforence Number
1

Identit Mumsber
e
Users
My Profil
Name of User Type of User o Invited / Appraved By Date of Invite Last Logged In Last Return Fleld
Taraza Job Normal Liser Patar Sulliver 20100203 10215 200100216 0810 20100806 1502
ored
Helena G Louw Shared Access Tandile Masavana 20010-10-18 12 2010-10-26 10:00 011-07-05 08:43
e -
i
spocil ks

d) The system displays a list of all the shared access to be approved. The list may include entities that
he/she does not represent. In these instances the registered representative must cancel the shared
access as prescribed in paragraph a) below.

Mr JOHANNES e SARS Home User Ovganisations Retuns Customs Duties & Levies Services Tax Status  Contact Log Out
MARTHINUS ANDRIES
STEENKAMP
Portiolic Ta Uszer
o Mr JMA STEENKAMP
Tax Reference Number Steenkamp7707 - Mr JMA STEENKAMP | Organisation

44

Identification Number

View Shared Access Request

My Profile
Regsitered Mame Registration Number  Users Name Users 10 Number Date Requested Date Actioned Status Action
User
Interfront 1995/054682/02  Joanne Forester 8206125420135  01/03/2019 Pending
Invite User
Major Brick Builders 2005/875462/12  Florence Mhalane 8302105400125 10/05/2021 05/03/2019 Approved
Simple Minds S&  2001/054628/10  lain Langman 9111215074698 12/02/2019 Rejectad

Configure

Wiew Shared Access

Special Links
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e) The registered representative of the entity clicks on the View button.

Mr JOHANNES e SARS Home User Osganisations Retuns Customs Duties & Levies wices  Tox Status  Contact Log Out
MARTHINUS ANDRIES

STEENKAMP

Fortiolic Taw User
SteenkampT 707 - Mr JMA STEENKAMP Mr JMA STEENKAMP | Organisation

Tax Reference Number
44

Identification Number

View Shared Access Request

Regsitered Name Repistration Number  Users Name Users 10 Number Date Requested Date Actioned S1atus. Action
Interfront 1995/054682/02  Joanne Forester 8206125420135 01/03/2019 Pending ' @
Major Brick Builders 2005/875462/12  Florence Mhalane 8302105400125 10/05/2021 05/03/2019 Appi 4
Simple Minds SA  2001/054628/10  lain Langman 9111315874698 12/02/2019 Rejectad

Special Links

f) The system displays the Shared Access Request Details page (which is read only) and if the registered
representative of the entity:

i) Wishes to print the power of attorney he/she clicks on the Print Power of Attorney button;

i) Disagrees with the shared access he/she clicks on the Reject button. The system displays a
message enquiring whether he/she wishes to continue with the rejection of the shared access
and if he/she wishes:

A) Not to continue with the rejection:
1) The registered representative clicks on the Cancel button; and
1)} Returns to paragraph e) above.
B) To continue with the rejection:
1) The registered representative clicks on the Ok button; and
1)} The system updates the status of the shared access from Pending to Rejected.
iii)  Agrees with the shared access:
A) He/she clicks on the Accept button; and
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B) The system displays a message enquiring whether he/she wishes to continue with the
acceptance of the shared access. If he/she wishes:
) Not to continue with the acceptance he/she clicks on the Cancel button and returns
to paragraph e) above; or
1)} To continue with the acceptance he/she clicks on the Ok button and the system
updates the status of the shared access from Pending to Approved.

. e VSARS ®runa Home User  Omansabons  Retums Customs  Cubes & Levies Serwices  laxStatus  Contact  [EEESLRN
ster

AUTOMATIOND
Partfclia

Taw Uses
AuloCompany - AUTOMATION T * § Organisation

Shared Access Request Detail

Details Of The Entity <

Requasted Rola(s)

Speial Links

Access Duration

Expiry Data &

Power Of Attorney  <—

Shared Access Request

or ACME Automation-dT1227 authodse Tester Autamation a Trader /
d in the Customs & Excise Act 01 of 1964).

|, TESTER AUTOMATION, with ldentity heumber (I7): 0001018126084, in my capacity -
Taspayer Represantative, with identity number. 9001019114080 to submit RLA aoplication:

=R Piin Power of A

0) The system:

i) Sends an SMS and/or email notification to the registered representative of the entity and the eFiler
(trader representative) notifying him/her that the shared access request has been accepted or
rejected; and

i) Updates the Automated Tax Processor System.

h) If the status of a shared access request is displayed as:

i) Approved a registered representative of the entity is allowed to revoke the shared access as
described in paragraph 5 below.

i) Revoked, Rejected, Cancelled or Expired no further actions can be taken by the registered
representative of the entity. In these instances a new application would be required in order to
appoint a new trader representative.

4.1.2 Cancelation

a) In order to cancel a shared access request the status of the request must be Pending or Approved:
i) The eFiler (this could be either the trader representative or the registered representative of the
entity):

A) Identifies the shared access to be cancelled; and
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B) Clicks on the View button.

- 3
Mr JOHANNES e ¥ SARS Home User O s Retums s L o ct Log out
MARTHINUS ANDRIES

EENKAMP

Fortfolio Tax User
707 - Mr JMA STEENKAMP Mr JMa STEENKAMP |0

eference Number

View Shared Access Request

d Name i MHumber Name ID Number Date Requested  Date Actioned Status Action

Interfront 1995/054682/02 Joanne Forester 8206125420135  01/03/2019 Pending

>l
Major Brick Builders 2005/875462/12 %‘nce Mhalane 302105400125  10/05/2021 05/03/2019 Revaked m
Simple Minds SA  2001/054628/10 lain Langman 9111315874698 12/02/2019 Reject,

i) The system:
A) Displays the View Shared Access Request page and the user clicks on the Cancel button.

Mr JOHANNES e SARS e User Organisations Re Duties & Levies s Tax Status ct Log Out
MARTHINUS ANDRIES
STEENKAMP

Portfolie Tax User

Steenkamp7707 - Mr JMA STEENKAMP Mr JMA STEENKAMP | Organisation

Tax Reference Number

Identification Number

View Shared Access Request
My Prefile
Status: PENDING
Company Details
Entity Type

Company v

Registration Number

2010/584625/56

Registered Name
Maiden Landing
Tax Reference Number

9856842012

Details of the Requester

First Name
Joanne
Sumame

Busarie

Request Shared Access

Tax Reference Number
7102105810254
Roles

Trader Representative RLA

ke
[ Indefinitely f Seecify Date  an/s/2022
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B) Displays a message enquiring whether the eFiler wants to cancel the shared access. If the
eFiler wishes:

)l
1)

MARTHINUS ANDRIES
STEENKAMP

Tax Reference Number
1855041644

Identification Number
6012 088

My Profile

User

Invite User

Request Shared Access

Special Links

Mr JOHANNES
MARTHINUS ANDRIES

STEENKAMP

Reference Number

Change Detail

Chang

Wiew Shared Access

Not to continue with the cancellation of the shared access he/she clicks on the No
button and the system returns to paragraph A) above; or

To continue with the cancellation of the shared access he/she clicks on the Yes
button. The system returns to the View Shared Access Request page and updates
the shared access request status from pending to cancelled.

Portfolio Tax User m
7707 - Mr JMA STEENKAMP Mr JMA STEENKAMP | Organisati

View Shared Access Request
Status: PENDING

Company Details

Entity Type

Company v

Registration Number

2010/584625/56

Registered Name

Maiden Landing

Tax Reference Number Do you wish to cancel your request?

w

9856842012

Details of the Requester

First Name:

Joanne

Surname

Busarie

Tax Reference Number

7102195810254

Roles

Trader Representative RLA

e
() Indefinitely g SeecifyDate 3010572022

®

© VsaRS

€5 Tax Status  Contact Log Out

Home User Organisations Returns  Customs  Duties & Levies

Fortfoko Tax User
Steenkamp7707 - bir JMA STEENKAMP Mr JMA STEENKAMP | Organisation

View Shared Access Request

Cancelled

Ry d Name i MHumber Name 1D Number Date Requested  Date Actioned Status Action
Interfront 1995/054682/02  Joanne Forester 8208125420135  01/03/2019 Gancelled
Major Brick Builders 2005/875462/12 Florence Mhalane %’\ 05400125  10/05/2021 05/03/2019 Revoked

Simple Minds SA 2001/054628/10 lain Langman 91113 74698 12/02/2019 Rejected
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4.2 Registered representative of an entity with no eFiling profile

a)

b)

c)

d)

The registered representative of the entity receives an SMS and / or email notification to go to the SARS
website.

If a registered representative of the entity does not action the shared access within five (5) working days
the system sends a reminder. A total of three (3) reminder notifications will be sent with five (5) working

days after each reminder. If the request is not actioned after the last reminder the system automatically
cancels the shared access.

The registered representative must:

i) Click on the Manage Access Request on SARS eFiling;

Home | About Us | Types of tax | Legal Counsel | Contact Us | Tax Rates Search this site..
¥ SARS | @rune
(# recisTer | Manage Access Requests

Individuals Businesses and Employers Tax Practitioners Customs and Excise

Visit the COVID-19 Online Resource and News Portal at www.sacoronavirus.co.z

o LOGIN a FORGOT USERNAME / PASSWORD

A\ Beware of scams pretending to be from SARS. Don't click on any links, please send it to phishing @sars.gov.za.
See our latest list of scams here.

Frequently Asked What's My

Questions Tax Number Online Services

Latest News

i) Indicate if his/she is a South African citizen by selecting the appliable radio button;
iii) Capture the applicable information required:

A) ID number; or

B) Passport number; and

C) Taxreference number; and
iv)  Click on the Submit button.

@ FunG
/SMS = Tax Type Transer / Shared Access
Request
South African Revenue Service
Are you a South African citizen?
@ Yes O No
Identification Number
Tax Reference Number
-
NEW LOOK
New SARS
The system:
i) Checks if there is any shared access pended against the eFiler's ID or passport number; and
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i) Displays a message requesting the registered representative of the entity to select the preferred
channel where the One Time Pin (OTP) number must be sent to.

@ rFiLING
S ?S One Time Pin (OTP)
South African Revenue Service Contact Details
SARS would like to send you an OTP. Please indicate your preferred channel
and click Send OTP.
Email  Cell Number
Your Preferred Contact \
D @s***.gov.za
NEW LOOK
IN[SVASTA RS
e) The registered representative:
i) Selects the preferred channel,
i) Clicks on the Send OTP button;
@ rFiLNG
S ?S One Time Pin (OTP)
South African Revenue Service Contact Details

SARS would like to send you an OTP. Please indicate your preferred channel
and click Send OTP.

Email  Cell Number | <—

Your Preferred Contact
Difreens @s*gov.za

NEW LOOK —>

NEWATRS
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iii) Receives the OTP number via the selected channel;
V) Captures the OTP number; and
vi)  Clicks on the Submit button.

B FLNG

Y SARS

South African Revenue Service

One Time Pin

At Your Service =

f) The system displays the power of attorney declaration and the authorisation options. If the registered
representative:

SARS

frican Revenue Service

1\

Tax Type Transer / Shared Access Request

Please authorise or reject the shared access request by approving or declining
the following Power of Attorney within 5 minute/s:

|, Dumisani Tshothe, with Identity Number (ID): 1001015470161 in my capacity as the
Registered Representative for FinMed Financial Services, Registration Number:
1998/007658/07, authorise Vernon Morgan, a Trader Representative, Name: Joe Soap
with Identity Number (ID): 7903157555088 to have shared access against the
taxpayer: FinMed Financial Services, Registration Number: 1998/007658/07 for the
Role of Trader Represe receive, to read, conclude, and deliver electronic filing
transactions as defined in the rules for electronic communication prescribed under
the section 255 of the Tax Administration Act.

Customs Number: [_| 85967412

Print Power of Attorney

New SARS

i) Wishes to print the power of attorney he/she clicks on the Print Power of Attorney button;
i) Disagrees with the shared access he/she:
A) Ticks the Customs Number tick box; and
B) Clicks on the Decline button. The shared access is cancelled and the eFiler (trader
representative) is notified via email or SMS.
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iii) Agrees with the request for shared access, he/she:
A)  Ticks the Customs Number Tick box; and
B) Clicks on the Approve button.

SARS B

frican Revenue Service

Tax Type Transer / Shared Access Request

Please authorise or reject the shared access request by approving or declining
the following Power of Attorney within 5 minute/s:

|, Dumisani Tshothe, with Identity Number (ID): 1001015470161 in my capacity as the
Registered Representative for FinMed Financial Services, Registration Number:
1998/007658/07, authorise Vernon Morgan, a Trader Representative, Name: Joe Soap
with Identity Number (ID): 7903157555088 to have shared access against the
taxpayer: FinMed Financial Services, Registration Number: 1998/007658/07 for the
Role of Trader Represe receive, to read, co e, and deliver electronic filing
transactions as defined in the rules fi ectronic communication prescribed under
the section 255 of the Tax AdmiaiStration Act.

Customs Number@85967412
m

EW LOOK
New SARS

Print Power of Attorney

0) The system:
i) Sends an approval naotification to the registered representative of the entity and the eFiler (trader
representative) notifying him/her that the shared access has been successfully authorised; and
i) Displays a message that the request has been successfully authorised.

h) The registered representative of the entity clicks on the Return to SARS website button.

V' SARS R
Tax Type Transer / Shared

Access Request

@ FiLNG

South African Revenue Service
Request successfully authorised.

Return to SARS Website

NEW LOOK
New SARS
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a) In order to revoke a shared access the registered representative of the entity:

i) Logs into eFiling (as described in SC-CF-42);
i) Selects the entity’s details under Portfolio; and

o TESTER
AUTOMATIEN

e WEARS ®runs

Tax Reference
Number

Taaspayer

Identification
Number

SOMAULOBBTASIBBETES - T AUTOMATION T AUTOMATION = i Indridual
S0OM_Auto_Company ‘
Taypayer Name Contact Person Details @
T AUTOMATION AUTOMATION
Registration Number Contact Delails
1901215854081 Cell: BE2EETTI4E
Email: automation@nowhere.com
Tax Types Details
Tax Type Description Reference Number Status
Successhully Activaled
Individual Income Tax (ITR12) 2515380170
Successfully Activated
1T Admin Penalty 2515380170

iii) Selects User in the top-level menu.

o TEST
AUTOMATIONS

Tax Reference Number

Idantificati

umber

Ity Profile

Crganisations  Retums Customs  Dubies & Levis  Services  Tax Stalus  Conlact

Tawparyer

T AUTOMATION

- i Organisation

-~
Log Dt

Taypayer Mame
T AUTOMATION
Registration Number

1901215654081

Tax Types Details

Tax Type Description

Mo Retumn Type Found

Contact PersdNDetails

AUTOMATION

Contact Details

Cell. 0E2B5TT146

Emait: automation@nowhere.com

Status

Reference Mumber

s
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b) The system displays the User menu option on the left side of the screen.

i) The registered representative of the entity clicks on:
A) Shared Access menu; and
B) View Shared Access.

Users

Home User  Urganisalbns  Wems  Geslms  UulksSleWes Solos  lacdlus Gonioc  [EEECTEN

- ALTOMATIONT * 1 Omganisatiza

Configure Shared Access

Type of User Invited ¢ Approved By Date of Invite Last Logged In Last Return Fleld

018 20100216 0810 20100806 1502

Job Maormal Usar Patar Sulliver 20100203 1615

o Tester
AUTOMATION
AuloCrengny
™ Humber
1
b Mumsber
B
1y i
u: Hama of User
= o
e i
el A

ii) The system:
A) Checks if there are any shared access records listed for the registered representative and
if:
1)
1))

Not, the system displays a message that no records are found; or
Yes, the system displays a list of all the shared access records linked to the

registered representative of the entity and he/she clicks on the View button to select
the shared access to be revoked.

Mr JOHANNES e SARS Home User Organisations Relums Customs Dulies & Levies Services Tax Status  Contact Lag Out
MARTHINUS ANDRIES
STEENKAMP
Portfolic Tax User
Steenkamp7707 - Mr JMA STEENKAMP Mr JMA STEENKAMP | Crganisation
ence Number
B4
View Shared Access Request
Regsitered Name Registration Number  Users Name: Users 1D Number Date Requested Date Actioned Status Action
Interfront 1995/054682/02  Joanne Forester  B206125420135  01/03/2019 Pending
Major Brick Builders 2005/875462/12  Florence Mhalane 8302105400125 10/05/2021 05/03/2019 Approved
Simple Minds SA  2001/054628/10  lain Langman 9111215674698 12/02/201 Rejected

B) Displays the shared access details (ready only) and the registered representative of the
entity views the shared access details and if:
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The registered representative of the entity selected the incorrect request to be
revoked he/she clicks on the Back button and the system returns to paragraph A)
above;

The registered representative of the entity wishes to continue to revoke the shared
access he/she clicks on the Revoke button.

e Ys‘:\'RS ome User Ovganisations Retuns Customs Duties & Levies Services Tax Status  Contac Log Out

Fortiolic Tax User
7707 - Mr JMA STEENKAMP Mr JMA STEENKAMP | o

Shared Access Request Details
Status: APPROVED
Details of the entity
Registration Numbar

2005/875462/12

Registered Name

Major Brick Bulders

Tax Reference Numbar

905426875462

Details of the individual
Sumnane

Mhalane

1D Mumber

7506162543004

Roles

Trader Representative RRA

Access Duration

8 indefinitely ﬁ Specify Date

C) The system displays a message requesting the registered representative of the entity to confirm whether
the shared access should be revoked and if the registered representative wishes:

i) Not to revoke the shared access he/she clicks on the Cancel button and the system returns to
paragraph b)ii) above; or
ii) To continue with the revoking of the shared access he/she clicks on the Ok button.

want to revoke shared access from this user.
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d) The system:

i)

Effective Date: 31 August 2023

Displays a message that the shared access configuration has been successfully submitted and

the registered representative of the entity clicks on the Ok button;

Message

ii)

has been revoked.

© YSARS

Mr JOHANNES

Portfolia
SteenkampT 707 - Mr JMA STEENKAMP

T Liser

Mr JWA STEENKAMP

ii) Updates the status of the shared access from approved to revoked; and
Sends a natification to the eFiler (trader representative) notifying him/her that the shared access

us Contact Log Out

View Shared Access Request

d Name

MHumber Name 1D Number Date Requested  Date Actioned Status Action
Interfront 1995/054682/02 Joanne Forester 8206125420135  01/03/2019 Pending
Major Brick Builders 2005/875062,12 Florence Mhalane 8302105400125  10/08/2021 05/03/2019 @
Simple Minds S&  2001/054628/10 lain Langman 9111315874698 12/02/2019 Rejected [ view |

6  DEFINITIONS, ACRONYMS AND ABBREVIATIONS

The definitions, acronyms and abbreviations can be accessed via the following link: Glossary A-M | South

African Revenue Service (sars.gov.za)
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7 DOCUMENT MANAGEMENT

Business Owner Head: Accreditation and Licensing

Author Frans Williams

Detail of Change a) Changed the definitions, acronyms and abbreviations link; and
b) Added the disclaimer paragraph

8 DISCLAIMER

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

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

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

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

iii) Contact your own tax advisor / tax practitioner;

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

V) If calling from outside South Africa, contact the SARS Contact Centre on +27 11 602 2093
(only between 8am and 4pm South African time).
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