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1 PURPOSE 
 

a) The purpose of this guide is to provide clear and practical guidance on the submission and processing 
of Air Passenger Tax (APT) registration applications for operators liable in terms of the Customs and 
Excise legislation. 

b) This guide supports a consistent, secure, and efficient approach to the administration and 
management of APT registrations by SARS, ensuring that all stakeholders understand the 
requirements and processes involved. 

 

2 SCOPE 
 

a) This guide applies to all Air Passenger Tax (APT) registration-related applications administered by 
SARS and includes guidance on the following processes: 

 
i) Submission of new electronic applications for APT registration 
ii) Withdrawal or cancellation of existing APT registrations 
iii) Amendments to an APT operator’s registered details 
iv) Renewal of APT registrations 

 

b) In addition, this guide covers the submission of APT registration applications through SARS eFiling 
and SARS Customs Branch Front End channels, as well as the associated validation, investigation, 
processing, and approval activities required to support APT compliance. 

 
 

3 LOG IN TO EFILING 

a) To access the eFiling platform, the user needs to visit the SARS website, click on the eFiling icon 
and enter his/her login details. 

 
 

 
 

b) To log to the user must : 
i) Insert username; and 
ii)  Click Next. 



Revision: 0 Page 4 of 31 SC-CF-69 – Air Passenger Tax Registration Portal - External Guide 

Effective Date: 24 June 2026 

 

 

 
 
 

c) The user must: 
i) Insert Password; and  
ii) Click Login. 

  
 
 

 

d) The user must: 
i) Insert One Time Pin sent to their preferred communication method; and  
ii) Click Submit. 
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4 TAXPAYER PORTFOLIO SELECTION 
 

 

a) The user must click on the Portfolio dropdown 
 

 

b) The user must select the required portfolio from the list provided, 
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c) The user must: 
i) Click on Organisation on the ribbon, and  
ii) Click on the View Taxpayer button along taxpayer details listed at the bottom of the screen. 

 
 

5 ACTIVATION OF REGISTERED REPRESENTATIVE 
 

 

a) The user must click on SARS Registered Details on the menu bar. 
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b) The user must click on Activate Registered Representative on the menu bar. 
 

 

c) The user must click on Activate Registered Representative button. 
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d) The user click new registered representative button 
 

 

e) The user must confirm that they are aware of the accountability and what happens if they provide SARS with false 
information.  If they are happy to confirm then they click on radio button next to I agree, 
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f) The user must click on Continue to proceed with the activation, 
 

 

g) The user must: 
i) Insert the Tax Reference Number; and 
ii) Click on the Capacity drop down field. 
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h) The user must click on the Public Officer on the drop-down menu,  
 

 

i) The user must click on Activate Registered Representative on the menu 
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6 APT REGISTRATION 
 

 

a) The user must click on SARS Registered Details on the menu 
 

 

b) Then click on Maintain SARS Registered Details menu 
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c) The user must: 
i) First confirm if they are authorised by clicking the radio button next to I agree; and  
ii) Click Continue. 

 

 

d) The user must click Proceed 
 
 
 
 



Revision: 0 Page 13 of 31 SC-CF-69 – Air Passenger Tax Registration Portal - External Guide 

Effective Date: 24 June 2026 

 

 

 

e) The user must provide an answer to the question regarding body corporate and Click No. 
 

 

f) The user must click Done at my registration details tab. 
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g) The user must click on the My Bank Account to amend or capture new bank details 
 

 

h) The user must click on bank account settings button, 
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i) The user must click on radio button next to I use south African Bank account and select the relevant declaration 
status by selecting the relevant options on the declaration reason drop down arrow. 

 

 

j) The user must click OK button 
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k) The user must click my bank account on the My meu and then click on Add New Bank Account button to add 
one. 

 

 

l) The bank details window opens up and the user must click on the plus sign to populate the details, 
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m) The user must: 
i)  Select the banking institution from the list provided; and  
ii) Click Ok button 

 

 

n) The user must: 
i) Select the account type; 
ii) Insert the account number; and 
iii) Click on the Plus Sign button. 
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o) The user must take note of the warning on the information box and then click ok button, 
 

 

p) The user must click on submit form button 
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q) The user must click: 
i) Select email; or 
ii) Cell number; and  
iii) Click ok button. 

 

 

r) The user must: 
i) Insert the OTP Code; and  
ii) Click Submit button. 
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s) The user must click Continue to view the captured form and results of user’s submission, 
 

 
 

t) To update contact details the user must click on Maintain SARS Registered details under the SARS registered 
details menu, 
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u) Click on the contact details tab, 
 

 

v) The user must: 
i)  Insert the cell phone number as well as confirm it; and 
ii) Click ok button. 

w) The user must further: 
i)  Insert the email address; and  
ii) Click ok button. 
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x) The RAV01 form will appear with captured information so that the user can confirm and after confirmation the 
user must : 
i) Click Done ; and 
ii) Submit Form. 

 

 

y) The must click the Continue button to view the capture information and results of submitted contact details. 
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z) The user must click on Maintain SARS Registered Details 
 

 

aa) The user must: 
i) First confirm if they are authorised by clicking the radio button next to I agree; and  
ii) Continue. 
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bb) The user must click on My Tax Products to register APT, 
 

 

cc) The user must click on APT on the tax products menu, and  

dd) Capture the applicants’ details on the registration form, 
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ee) The user must click on New Product Registration 
 

 

ff) The user must read the information box and click the Ok button, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revision: 0 Page 26 of 31 SC-CF-69 – Air Passenger Tax Registration Portal - External Guide 

Effective Date: 24 June 2026 

 

 

7 AIR PASSENGER TAX LIABILITY TYPE 
 

 

a) The user must: 
i)  Fill in all the applicant’s details on the registration form; and  
ii) Click done. 

 

 

b) The user must select the APT liability types by clicking on the dropdown. 
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c) The user must choose the type of client from the dropdown list: 
i) Operator; or 
ii) Agent. 

 

 

d) The user must: 
i)  Capture all the necessary information regarding the APT liability details; and  
ii) Click done. 
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e) The user must click on submit form, after confirming the registration details are correct, 
 

 

f) The user must click on the appropriate radio button to select the preferred communication method, between: 
i) Email; or 
ii) Cell phone; and  
iii) Click Ok button 
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g) An OTP will be issued to the email address or cell phone registered.  On receipt, the user must: 
i) Insert the OTP Code; and  
ii) Click Submit button. 

 

 

h) The confirmation of successful registration will appear, and the user must click the Continue button. 
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i) The user must keep the application case reference number for future use 
 
 

8 REFERENCES 

8.1 Legislation 

 
TYPE OF REFERENCE REFERENCE 

Legislation and Rules 

administered by SARS: 

Customs and Excise Act No. 91 of 1964: Sections 1, 44A, 47B, 48(6), 98, 

99(1), 101, 101A and 105 
Customs and Excise Rules: 47B.07 – 47B.10 and Rule 119A.R101A(10)(d) 

Other Legislation: None 

International Instruments: None 

8.2 Cross Reference 

 
DOCUMENT # DOCUMENT TITLE 

APT-03 Air Passenger Tax – External Guide 

GEN-PAYM-01-G01 SARS Payment Rules – External Guide 

SC-CF-19 Registration Licensing and Accreditation - External Policy 

8.3 Quality Records 

 
NUMBER TITLE 

DA 185 Application form: Registration / Licensing of Customs and Excise Clients 

DA 8A Application for registration to submit reporting documents for air cargo 

DA 8B Application for registration to submit reporting documents for rail cargo 

 

9 DEFINITIONS AND ACRONYMS 
 

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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10 DISCLAIMER 

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

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

 

i) Visit the SARS website at www.sars.gov.za; 
ii) Make a booking to visit the nearest SARS branch; 
iii) Contact your own tax advisor / tax practitioner; 
iv) If calling from within South Africa, contact the SARS Contact Centre on 0800 00 SARS (7277); 

or 
v) If calling from outside South Africa, contact the SARS Contact Centre on +27 11 602 2093 

(only between 8am and 4pm South African time). 
 
 


