vav
Yava

b
.v .
.. 'Ir
[T
- R &
7
.

FAY F '\" .f‘ \ I ‘A' ‘

i(

A

[ -

“’ &Accr

¥

’o\‘.
o

:
1 ) (

R }

_Onboarding of Custo

yesterday builds our future Thank you for walking this journey with us

25 YEARS OF PROGRESS

YV SARS

AL Yo Senyce

July 2022



Table of Content

1. Opening and Welcome

2. The RLA Onboarding concept

3. Benefits to onboard

4. Onboarding process

5. Escalations/Queries

6. Navigation to RLA information on the SARS Website
7. System Process Refresher

8. Questions

9. Closure

South African Revenue




Registration, Licensing and Accreditation (RLA)
RLA Onboarding Concept

Prior to April 2020, Customs clients registered / licensed using the DA185 manual
form process.

On 20 April 2020 SARS launched a secure online Customs Trader Portal (CTP) to
submit registration and licensing applications to Customs through eFiling.

The envisaged journey was always to open this secure online CTP platform to
existing clients who were registered/ licensed prior to April 2020.

SARS approached this in a staggered way by inviting the Clearing Agents first to
capture their existing application details on the CTP platform.

At the time of onboarding the most important aspect would be to get the latest
accurate information on the new RLA platform. Additional processes that needs to be

undertaken, such as audits, security assessment and inspections will be done at a
later stage.

OSYEARS: YV SARS
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Registration, Licensing and Accreditation (RLA)
RLA Onboarding of Cargo Reporters

+ After the launch of the SARS Cargo Processing System (CPS) on 18 April 2018, cargo
reporters registered for cargo reporting purposes on a form DA8 and followed a manual
registration process.

* From 20 April 2020, new cargo reporters were encouraged to register through eFiling on
the Customs Trader Portal (CTP).

* As air and sea carriers report cargo against international carrier codes (e.g., BIC, IATA,
etc), they may not currently be in possession of a customs client code that is normally
assigned upon registration / licensing in respect of other customs products (e.g.,
importation, customs clearing, etc).

+ Acustoms client code is needed in order to pay penalties to SARS in relation to reporting
non-compliance when the ePenalty system (currently in pilot) goes live on 1 August 2022.
Registration on RLAresults in a customs client code being issued to a cargo reporter who
does not currently have one.

* SARS invites all cargo reporters to capture their existing application details on the CTP
platform. We will give priority to processing the applications of those cargo reporters who
are not currently in possession of a customs client code.

YV SARS
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Registration, Licensing and Accreditation (RLA)

RLA Benefits

Submission of the application is easy on eFiling

Improved management capability of the application
process

Dashboard functionality for eFiling clients to manage their
own registration profiles

YV SARS

South African Revenue Service




Registration, Licensing and Accreditation (RLA)

Onboarding Process to be followed

~

1.Employees performing
Customs registration related

activities mustensure _ _ o
1.Log onto eFiling using your appropriate eFiling user rights 1.eFilers with an Individual
existing eFiling credentials or and RLA profiles are obtained profile must change it to

visit a Customs branch. from your organisation’s Organisation
eFiling administrator. This
enables the necessary access
to RLA on eFiling.

/

a.Ensure your existing customs
code is available for selection

b. If you do not see your Customs
code for selection, follow the

“Merge process”. More information G
about merging is available via
1.Navigate to RLA on eFiling following the SARS website link: 1.0n the RLA Dashboard,
Merging tax profiles | South select New Application
African Revenue Service
(sars.gov.za) J
Next Page

VEARS: YV SARS

South African Revenue Service

-
At Your Service =


https://www.sars.gov.za/about/sas-tax-and-customs-system/efiling-system/merging-tax-profiles/

Registration, Licensing and Accreditation (RLA)

Onboarding Process to be followed (continue)

1.Attach the onboarding letter

as an “Additional Document” in

order for SARS to identify that
you are submitting this

application as part of the on-
boarding process

1.Complete the required
information and upload any
required supporting documents

a.Navigate the client type
wizard and select the
appropriate client type

1.Access RLA on eFiling or at a
processed by SARS, you will Customs branch to view your
receive an email or SMS outcome letter, available in the
notification RLA Inbox

1.0n successiul a.0Once the application is

submission, you will receive
a reference number

1.Clientswho have
registered on RLA will be
able to disclose their
relationships with their

a.0nce your RLA profile is created,

you may now proceed to submit all

your other existing client types on RLA

without having to wait for each one to

be finalised. (Repeat steps 1to 12
abowe)

1.0nce your first applicationis
approved, a system profile will

be created for you on RLA. clients on the Relationship

Management component on
RLA provided both clients
have registered on RLA

VEARS: YV SARS
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Registration, Licensing and Accreditation (RLA)

Escalations/Queries

. If clients are experiencing challenges in accessing the RLA system on eFiling or submitting a case,
please call the SARS Contact Centre on 0800 00 7277.
. Clients may use the centralised emails noted below for applications and queries except for the two
branches as indicated:
o Alberton & Pretoria: Please note that as from 1 April 2022 the Alberton branch will no longer
be accepting DA185 applications viaemail. The applications have to be submitted via the RLA
platform or submitted in personto the branch. Any queries can be forwarded to Brita

Groenewald bgroenewald@sars.gov.za.

o Cape Town: ClientinterfacelWC@sars.gov.za

o Durban: Please notethatas from 1 April 2022 the Durban branch will no longer be accepting
DA185 applications viaemail. The applications have to be submitted via the RLA platform or
submitted in personto the branch. Any queries or bookings can be forwarded to

DBN_ LicensingandRegistration@sars.gov.za

o ORTIA: Licensing@sars.gov.za

o Port Elizabeth: PEZRegistrationandLicensing@sars.gov.za

YV SARS
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Registration, Licensing and Accreditation (RLA)

Escalations/Queries (continue)

« For queries on applications already submitted, you can email the following addresses. However, do

not send applications (DA185s) to the email addresses below as they do not capture applications:

o [For applications submitted via the RLA system and the case has passed the acceptable

turnaround time, please email RLAReqgistrations@sars.gov.za with the case number and name

of the company in the subjectline. These are cases starting with the 1000 number.

o For applications submitted via the manual DA185 form and the case has passed the

acceptable turnaround time, please email CustomsSSMReg@sars.gov.za with the case

number and name of company in the subject line. These are for cases starting with the digit

number 3 or 4. The Case Reference Number has 9 digit numbers.

YV SARS

8 South African Revenue Service
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Registration, Licensing and Accreditation (RLA)

Navigation to RLA information on the SARS Website

SARS website: SARS Home | South African Revenue Service

1.
2.

Click on “Customs and Excise” near top right

Click on “Registration, Licensing and Accreditation”
a. This page has a lot of registration related information with “What's new”

b. Documents published on 16 April 2021 has important information such as webinar presentation and

FAQ'’s etc

c. Documents published on 16 April 2020 has the RLA system guides
Just above “What's New” navigate to the RLA System specific webpage i.e. For more information on the

new Registration, Licensing and Accreditation (RLA) system, click here.

a. This page details the journey of RLA, all related publications and updates as well as escalation/query
procedures

Bottom of this page has links to related documents such as the policy and external user guides

\SYEARS: YV SARS

South African Revenue Service
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https://www.sars.gov.za/
https://www.sars.gov.za/customs-and-excise/registration-licensing-and-accreditation/rla/
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Registration, Licensing and Accreditation (RLA)
How to register for eFILING

Once the client has been registered with SARS, the client can then register for eFiling if not
already an eFiler. This can be done by logging onto the SARS website

VSMS Welcome, please login

South African Revenue Service to SARS efFiling

@FunG 2

Forgot Your Username?

Forgot Your Password?

NEW LOOK
NeW SARS Don't have an account? Register

South African Revenue



Registration, Licensing and Accreditation (RLA)

Changing your eFiling profile from Individual to Organisation

Click on “Home”, followed by “My Profile” on the left then “Portfolio Management”

a er
v ¥ ¢ Individual

Tax Reference Number

Identification Number

I My Profile

Profile and Preference Setup

Portfolio Management

12 £ Your Service 3 South African Revenue



Registration, Licensing and Accreditation (RLA)
Changing your eFiling profile from individual to Organisation

Click on the 3 dots, select “Change Portfolio Type”, change it to “Organisation” and save

W SARS @runG Contact Log Out

Portfolio Management

Add Portfolio

Linked Portfolio(s)

Portfolio Name Tax User Count Tax Payer Count Portfolio Type Default

[ | 1 1 Individual Default : Go to Portfolio

Rename

Change Portfolio Type

Unlinked Portfolio(s)

Remove Default
Previous Login Name Portfolio Name

YV SARS

South African Revenue Service




Registration, Licensing and Accreditation (RLA)

Changing your eFiling profile from Individual to Organisation

“Organisation” and “Customs” is now available in the top menu. Click “Customs Registration”
on the left menu bar, then “Registration Licensing Accreditation” to launch RLA

ax Payer

Tax Reference Number

Identification Number

Taxpayers
My Profile
Name Registration or ID number Tax Reference Number Q

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

SARS Registered Details
| | | | N - View Tax Payer
] | o |

Rights Groups
Customs Registration

Users

Customs Sufficient Knowledge
Name of User Last Logged In Last Return Filed

Registration Licensing
Accreditation

YV SARS

South African Revenue Service
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Registration, Licensing and Accreditation (RLA)

Role allocation on eFiling

Click on “User” on the top menu bar, then “User” on the left menu bar, then “Change Details”
and then on the “Update User Rights” button in order to make a role selection

TESTER e WV SARS ©run = Home User Drganisations  Returns Customs Duties & Levies  Services Tax Status Contact Log Out
o AUTOMATION
Portfolio Tax User
SQMAuto554778908882 - T AUTOMATION ~ AUTOMATION T ¥ & Organisation (ié@
Tax Reference Number
Identification Number
iy Prorie Change Details

Identification Type

South African ID v
Invite User ID Number
Change Details
Surname
Change Website Profile AUTOMATION

Delete User Portfolio Name

The request name filled in will be shown to the requested user.
This name will default to their portfolio name upon acceptance of this invitation.

Unlock Account / Reset T AUTOMATION

Password
Update User Rights
Special Links

»—
(*=+) ASKA QUESTION?

YV SARS

South African Revenue Service
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Registration, Licensing and Accreditation (RLA)

Role allocation on eFiling
Select the relevant RLA User role

e Home Organisations Retums Customs Duties & Levies  Services Tax Status Contact

Mr Auto
Mation

Tax Payer

Paortfolio
SQMAutoQAT144 - ACMEAU... ~ ACMEAutomation ~ 1 Organisation \"3%

Tax Reference Number

Registration Number

USER RIGHTS
@ For more information on groups and roles, please click here.

My Profile

USER GROUPS [i]
Select [V] System Default
User
Groups
IUser USER. ROLES [i]

€lect []pjanage Transfer Duty Financial Account
. _ User  This role allows users to maintain all financial detail against the Transfer Duty account
Register New Roles

[]SARS Registration

Change Details Can register taxpayers with SARS to get tax reference numbers

[JRLA - View Customs Product information
Change Own Password With this profile, users can only view information such as address, contact and bank account details. Users can also view information relating to their s

CIRLA - View Client Type
With this profile, users can only view information relating to their specific client type(s) eg. importer/exporter

Change Website Profile

¥ RLA — Manage Customs Product information

Delete User With this prefile, users can view and change information such as address, contact and bank account details. Users can also view ang/€hange informat

CIRLA - Manage Client Type
My Administrators With this profile, users can only view and change information relating to their specific client type(s)

k/
YEARS: YV SARS

v SARY & . .
At Your Service 3 South African Revenue Service
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Registration, Licensing and Accreditation (RLA)

Role allocation on eFiling

« Once registered on eFiling, the user will need to ensure that roles were allocated
correctly, in order to apply via RLA. This can be done via your internal eFiling
administrator.

« The user will be allowed to select only ONE of the following user roles:

* RLA View Customs Product

 RLA View Client Type

 RLA Manage Customs Product (This role allows full submission rights)
 RLA Manage Client Type

« Please note the description of each of the roles, as not all roles allow submission of
applications on RLA:

 RLA View role — only view access and no submission capabilities;

* RLA Manage role allows submission capabilities.

South African Revenue

Y YEARS: 7 SARS
(B ANmveEsatig service




Registration, Licensing and Accreditation (RLA)

Accessing RLA

Once the role allocation has been finalised, the user can then click through to submit an
application via RLA by selecting the “Customs” tab and thereafter selecting “Registration
Licensing Accreditation” from the menu on the left

- e ) User Organisations Retums Customs Duties & Levies  Services Tax Status Contact Log Out
" AfiRion

Portfolio Tax Payer

Tax Reference Number SQMAutoQA9753 - ACMEAU... ~ ACMEAutomation ¥ 1 Organisation You

Registration ID Number

WSARS

Registration, Licensing and Accreditation

Customs Registration Customs Reference Number Taxpayer/Legal entity Select
New registration O]
Customs Sufficient Knowledge L =

Registration Licensing
Accreditation

Special Links

Once on this screen:
» Existing Trader — select the displayed Customs Code;
* New Trader — select new registration option;

 NB - if you are an existing trader, the new registration option will not be displayed.

YV SARS

South African Revenue Service




Registration, Licensing and Accreditation (RLA)

Registration for RLA via eFiling

Once the client has selected “Registration, Licensing and Accreditation” from the eFiling
menu, the client will be presented with the Customs Trader Portal (CTP) dashboard,
which on first access will be blank

Logout

CURRENT SESSION - TEST2016/399123/23 — Registration Number: T __ Customs Code: Not assigned

Applications

=  Active -
Product Code Application No sub-MNo @ Application Type Case No Status Submission Date
Road Cargo Carrier (local) CUZ25001700 BRLA-20180531-0002-00- 1y MEW 1000006561 In Pregress 2019-05-31
P 10 -~ 1
Products
Filter
P t Cod t m A Effective D T tat
It p 10 - i
Registered Client Types
Filter = Active -

YV SARS

South African Revenue Service
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Registration, Licensing and Accreditation (RLA)

Registration for RLA via eFiling

From the dashboard, the client will click on “RLA” and select “New Application” from
the pop up

Registrations

Relationships  stration Number [ 1 customs Code: Not assigned

Dashboard Dashboard

App"cations New Application Notice of Disclosure

BRLA-20190511-0002:00- s 3018-05-34
M ) o

Road Cargo Camier (local) CU25001700

Once the first application is submitted, the client will be unable to make any
additional applications until the first submitted application has been finalised.
The outcome of the application can be viewed from the Dashboard “Inbox’

5 1ERS ME~

South African Revenue Service

20

ANNIVERSARY
At Your Service =



Registration, Licensing and Accreditation (RLA)

Registration for RLA via eFiling

Select or Search for Client Type from Wizard selection

SESINLSWRS  CURRENT SESSION - T AUTOMATION - IDNumber{ _________|-Customs Code:{_______|

Application client type

Please select the client type you want to register for:

Search

v Licensing
~ Registration
A Importers
Special Economic Zone Operator
A Exporters
Exporter (local)
v Registered agent
~ Producers for preferential tariff treatment
~ Rebate User
v Producer of goods
v Manufacturer of goods

v Reporting

21
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Registration, Licensing and Accreditation (RLA)

Registration for RLA via eFiling
Application form customised depending on client type. Capture all required information

Inbox  efling  Logout

x
conts o e
Phys =
fac
L ACO0
LAhortsed Offc L+ (+]
Detedls
AU (] 1 do net have a Cell Number *
) Comtact Details
(optional) °
Physical Address
facation .
Lt [ 1 do net have an E-mail address *
sclosure Customs
eb Add
=

South African Revenue Service
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Registration, Licensing and Accreditation (RLA)
Registration for RLA via eFiling

Upload required supporting documents, accept declaration and submit application

Product Level

“Tax Type Demegraphics

contact Detalls

Phyzical Address " Details [ tion Numbe

Focation

e .
Authonsed Officer 4n44

Detadls.

Client Type Level

J Contact Details |
(optional)

Physical Address 201 Culmim it o

rlacation

umn

Disclosure Cu
Additional Documents {Optional)

Required Docu

Declaration

! hereby.

(&) declare that the particulars in the application and all annexures are true and correct and
(b) undertake to-
i inform SARS promptly in accordance with the rufes of any changes in the particulars furnished in the application;
ii. comply with customs and excise laws and procedures.

VEARS: YV SARS

At Your Service = South African Revenue Service
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Registration, Licensing and Accreditation (RLA)

Registration for RLA via eFiling

Message with reference number on successful submission

Application Submitted
Successfully!

Application ref number: BRLA-20210310-0024-00-01
Case Number: 1000022343

1 has been fully sub d and
ed by Customs. You will be notified of the
outcome in due course.

YV SARS

South African Revenue Service



Registration, Licensing and Accreditation (RLA)

Renewal Functionality for Client Types already on RLA
 RLAdashboard has colour-coding for eligible renewal

applications
B | 0 Customs Trader Portal ® | =k — fu ] -y
— Cl ] A& Mot seoure lzps )/ opana esendces sars gov za) cip-gui#laidashiooand o & s '."é E =

n - x - e o al - e 1 -
¥ T Afsa m T
[

T— PR [ | s S

YSVEARS YV SARS

PP TAARIATE South African Revenue Service
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Registration, Licensing and Accreditation (RLA)
Renewal Functionality
Client types requiring renewal highlighted on RLA dashboard in ORANGE and RED.

*Select and submit renewal application

@ Hemp K B Costorn Tredur Portal P -1
= G A MO | R SIS S O D T I QU i s it T @ 8
0
1]
CUZEn 1508 ACVE Suiomerd ored 23578 ANTHIEE 2EN-0T-E0 AAEH E

Registered Client Types

CUSSITEN WeA M WA MR WA W R W& AR e Aaea 20 -1 m2za
TRk ] N a I3 % HR 221464 W1 E2ENI0
udsdndsin o = mMMA WA M WA WA MW R R v Futa B L0 128351 FuEFa)
¥ty b T otk I0E-12-31 ot Bl
1012511 5 Wi W W o 0, WAL T2 4
201 -12-31

[aTEC RS

B Renewyl Dverdue [ Hosaien Seauined

BlCcI T ol [Slx]a]
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Registration, Licensing and Accreditation (RLA)
Renewal Functionality

Client type renewals submitted highlighted on RLAdashboard in GREEN

Chert Type Produat Code fivetion Ho Applicetion Tyae Ceaetia Stetia Submiosion Date
fekame Lser ousIEy BRLA20210714-000200:01 1000024782 i Eragrese.

Rekame User ousoiIEy BRLA20210723000200:01 1000024 mErar

‘Spaciel Srarage Warshause (505 - Duisbie Impertzd Gaoce cusiies BRLAZ0210725-0013-00:01 e 1000022340 teet

‘Spacial Srarage Warshause (505 - Suppy Silirorefestores CUZSOT15S BRLAZ02108T1401240:01 e 1000025142

Giering Agerc ouzse ey BRLAZ0210812400241 41 A 100002517 inFragress.

fekme Uz ouseIEE BRLA20210818-0001 4001 e 1000028212 mErar

‘Spacial Srarage Warshouse (05 -beund duty andems e shep  CU2507183 BRLA20210818001140:01 Y 1000025213 et

Frochat Code NN Ve To S 1

cuzsenes TAUTOMATION 125012420 2020524 e

Liotic @ Product Code DepotCods  TenminsiCode  BICCode  SCACGeds  IATWCade  SARSCadein Gorier Cordefor Rai Stohs  BfeveDots  VadTa  ReneedTo

JR— T e mmoss  mme mmem

[S—— ooy cpmnsn e U ——
(S oo oosnen wa a v o wa wa i mmi05 a

Resdimrnay B dosiedferrmensl B Reoses G (] e dsion Segured
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uestions

SARS eFiling for quick and easy
Customs registrations

Go to wwwi.sars.gov.za > Customs and Excise > New
Customs Legislation Update > RLA for more info

28
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