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1 SUMMARY

a) In pursuit of improving the tax ecosystem, one of SARS strategic objectives is to work with and
through stakeholders, to ensure simplicity in their tax compliance responsibilities. Considering that,
this guide seeks to describe how taxpayers’ and organisations/entities can manage their submission
of third-party data to SARS.

b) The guide unpacks the overall process of user adoption regarding the use of eFiling, detailing the
process involved during registration and activation of third-party data tax types (e.g. IT3). This is to
ultimately ensure that SARS issues the taxpayer or organisation, their tax return (e.g 1T3-01) during
tax seasons for submission. Additionally, the guide unpacks how registered representatives can add
administrators to their organisation eFiling profile, so that tax administrators can administer the tax
responsibilities of their organisation/entity. Lastly the enrolment process is unpacked of the
organisation and the tax administrators for the submission of the IT3 third-party data.

2 BACKGROUND

a) The submission of IT3 third-party data by taxpayers and third-party entities, forms part of the SARS
third-party data reporting process. SARS third-party data systems receive and process information
as per appropriate legislation, Government Gazette and External BRS documents aligned to
international best tax practices.

b) The following legislation portions of the Tax Administration Act, relate to the request for certificate
information:
i) Section 26 — This covers Third-Party Data Reporting
i) Section 18A of the Income Tax Act, 1962, as amended — This covers all approved entities.
iii)  Section 30(10) of the Income Tax Act, 1962, as amended — This covers the PBO’s.

c) Consequently, the submission of IT3 third-party data or certificates bi-annually follows a legislative
requirement. Taxpayers and Third Parties are required by law to submit third-party information or
data to SARS.

d) Listed below are the Third-Party data types that should be submitted to SARS:

i) IT3(b) - Income from Investments, Property Rights, Royalties and/or Withholding Tax on
Interest

ii) IT3(c) - Certificate of income in respect of the disposal of unit trust or other financial
instruments

iiil) IT3(e) - Income from Purchases / Sales / Shipments of Livestock / Produce / Timber / Ores
/ Minerals / Precious Stones or bonuses Paid / Accrued to Members of Co-Operative
Companies or Societies

iv) IT3(s) - Tax Free Investments

V) IT3(d) - Section 18A Deductions of donations

Vi) IT3(f) - Insurance

vii)  IT3(f) - Medical

viii)  IT3(t) - Trust, and

ix)  WHD - Dividends Tax.

3 WHO IS REQUIRED TO SUBMIT THIRD-PARTY DATA

a) The following persons are required to submit third-party data in terms of section 26 of the Tax

Administration Act, 2011:

i) Banks regulated by the Registrar of Banks in terms of the Banks Act, 1990, or the Mutual
Banks Act, 1993.

i) Co-operative Banks regulated by the Co-operative Banks Development Agency in terms of the
Co-operative Banks Act, 2007.

iiil) The South African Postbank Limited (Postbank) regulated in terms of the South African
Postbank Limited Act, 2010.

iv)  Financial institutions regulated by the executive officer, deputy executive officer or board, as
defined in the Financial Services Board Act, 1990, whether in terms of that Act or any other
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Act (including a “financial institution” as defined in the Financial Services Board Act, 1990,
other than an institution described in paragraph (a)(i) of the definition).

V) Companies listed on the JSE, and connected persons in relation to the companies, that issue
bonds, debentures, or similar financial instruments.

vi)  State-owned companies, as defined in section 1 of the Companies Act, 2008, that issue bonds,
debentures, or similar financial instruments.

vii)  Organs of state, as defined in section 239 of the Constitution of the Republic of South Africa,
1996, that issue bonds or similar financial instruments.

viii)  Any person (including a co-operative as defined in section 1 of the Income Tax Act, 1962) who
purchases any livestock, produce, timber, ore, mineral or precious stones from a primary
producer other than on a retail basis.

ix)  Any medical scheme registered under section 24(1) of the Medical Schemes Act, 1998.

X) Any person, who for their own account carries on the business as an estate agent as defined
in the Estate Agency Affairs Act, 1976, and who pays to, or receives on behalf of, a third-party,
any amount in respect of an investment, interest, or the rental of property; and

xi)  Any person, who for their own account practices as an attorney as defined in section 1 of the
Attorneys Act, 1979, and who pays to or receives on behalf of a third-party any amount in
respect of an investment, interest, or the rental of property.

xii) A person liable to pay withholding tax on interest in terms of section 50F (2) of the Income Tax
Act, and

xiii) A person referred to in paragraph 2 of the Regulations issued in terms of section 12T (8) of
the Income Tax Act, and who issued a financial instrument or policy in respect of a tax free
investment.

Likewise, section 18A requires that Entities who received donations and issued receipts to Donors
are to report those receipts to SARS. This implies that where a receipt was issued, it should be
reported to SARS. The following are some of the section 18A entities required to submit information
to SARS:

i) Government (e.g., Gauteng Department of Health)

ii) Government Institutions (e.g., Public Schools)

iiil) Public Benefit Organisations (e.g., Welfare, Health Care, Land & Housing etc.)

iv) United Nations Agencies (e.g., UN Children’s Fund, UN Development Program, etc.)

b) Entities are to apply and get approval for Section 18A. Although certain section 18A entities will be
specified in the appropriate Gazette to make data submission, a value or volume threshold may be
applied for data submissions. Furthermore, where entities didn’'t receive any donations, a “Nil
reporting declaration” is required.

c) Lastly regarding the IT3(t) (Trust), Taxpayers or their Representatives are to supply information as
per government Gazette. These include on the amounts vested to the beneficiary of a Trust.

4 REQUIREMENTS FOR A SUCCESSFUL SUBMISSION

a) To submit the Third-Party Data file/returns successfully, taxpayers/entities must submit their data on
the applicable platform and declare by validating the summary of their submitted data. eFiling
registered submitting entities submit data to SARS by utilising one of the following platforms, which
is dependent on the size of the data.

i) eFiling for IT3-01 form (max of 20 Certificates).

A) Note that for IT3(d) a max of 50 Certificates can be submitted.
i) HTTPS for medium sized data, or
iiil) Connect Direct for bulk data.

b) Manual completions are done via the completion and submission of the IT3-01 form. Electronic or
data file submissions are structured and uploaded as described on the file specifications detailed in
the External BRS. Upon successful structuring of the file, the file should then be submitted via the
HTTPS or Connect Direct platforms.

c) To ensure that the data is received and processed by SARS, submitting entities representatives are
required to validate the activation of the IT3 submission functionality on eFiling. Additionally, they are
to review their submitted data on the pre-populated IT3-02 return and once reviewed and in
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agreement with the summary data, they are to declare by submitting the IT3-02 return to SARS via
eFiling..

5 HOW TO REPORT TO SARS

a) Submitting entities and taxpayers are required to register for the use of eFiling. Once registered,
eFiling should be utilised to report periodically to SARS as per government gazette and external BRS
specifications.

b) Provision of reporting is provided by SARS via the following submission channels.
i) Capture the IT3-01 return information via SARS eFiling
i) Upload via HTTPS
iiil) Upload via Connect Direct

Note the following when reporting IT3(d) information:

e Appropriate systems should be employed when recording one or more payment events. Additionally,
the report should also be indicative of payment values that passed from the donor to the recipient.
They should report occurrences where one or more payments occurred. These amounts should be
reported as per the SARS IT3 Third-party data external BRS available on the SARS website.

5.1 Enable eFiling users for Third-Party Data Submission

a) eFiling has pre-requisites for a successful third-party data submission. One of those prerequisites is
that, apart from registering to make use of eFiling or submitting the data, various eFiling users should
be invited and enrolled for a successful submission. This section will briefly describe the processes
required when submitting third-party data. Ultimately, the last process, which is inviting the technical
user, is paramount, as he or she will be responsible for the submission of the third-party data for the
organisation or entity.

b) The diagram below details the steps to activate eFiling users required for a successful third-party
data submission:

Figure 1: Steps to enable eFiling Users for Third-Party Data submission.

. Activate . Enrol Request Enrol
ReiLsitl;ar:gfor Registered EARE I HRE) Technical SARS Technical

Representative Types QLI Adminstrator Certificate User

Steps To Enable eFiling Users | Description
Register for eFiling Register for the use of eFiling

Activate Registered Representative | Register the Registered Representative.
e Where the user is a Tax Practitioner, create a profile for the
organisation

Activate Tax Types Activate the necessary tax type for submission
Enrol Organisation Enrol your organisation for the data file submission via Connect Direct
Enrol Technical Administrator Invite and Enrol the Technical Administrator
Request SARS Security Certificate | Request and import the SARS certificate
Enrol Technical User Invite and enrol a Technical User
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c) Figure 1 above describes the following steps.

i) Step 1
A) Ensure that you are registered for the use of eFiling.
) On the condition that you are already a registered eFiler, do not register
again. However, do note the registration process and ensure all the necessary
registration requirements are met.

i) Step 2
A) Determine your role, whether you are a tax practitioner or a registered representative.
) If you are a registered representative
. Add an organisational portfolio to your eFiling profile and register as the
registered representative of your organization.
. Do note that the registered representative is as per the Tax Administration
Act such as the Public Officer, or where the organization is a trust, the
trustee is the registered representative etc.
o On the condition that you have already registered the
representative do not register again
1)) If you are a Tax Practitioner
. Add a tax practitioner portfolio to your eFiling profile and register the
applicable organisation on the tax practitioner portfolio.
iiil) Step 3

A) The registered representative/ tax practitioner once successfully activated to the profile,
should activate the necessary tax type for submission on eFiling.
) Do note that this process is done once.

iv) Step4
A) Once the tax type has been successfully activated on the profile, the registered
representative/ tax practitioner should then enrol the organization on the eFiling profile.

V) Step 5
A) Once the organization has been successfully enrolled on the profile, the registered
representative/tax practitioner should then invite and enrol the Tax Administrator to their
eFiling profile.
) Do note that the Tax Administrator can be any other individual apart from the
registered representative/tax practitioner.

vi)  Step 6
A) Once the Tax Administrator has been successfully enrolled on the eFiling profile, the
Tax Administrator should then request a certificate from SARS via eFiling.

vi) Step7

A) Once the SARS certificate has been issued by SARS, the Tax Administrator should
import the SARS certificate on their browser.

B) Once the SARS certificate has been downloaded, the Tax Administrator should then
invite and enrol the Technical User/s to their profile.
) Do note that the Technical User/s should be another individual either than the

Tax administrator or the Registered Representative/Tax Practitioner.

I Multiple Technical Users can be added to the eFiling profile.

Note the following:

. All organisations should have a Registered Representative, Technical Administrator, and a Technical
User for the submission of third-party data.
o All organisations should have one Registered Representative and one Technical Administrator.
However, an organisation can have multiple Technical Users.
. Technical Users are responsible for the submission and the declaration of Third-Party Data to SARS.
GEN-ENR-01-G10 — Manage Submission of Third-Party Revision: 2 Page 6 of 47

Data — External Guide
2



YV SARS

South African Revenue Service

Effective Date: 19 March 2024
6 eFILING REGISTRATION

a) eFiling is a digital platform which allows users to comply in their various tax responsibilities.
Taxpayers’ or entities are required to register on eFiling in relation to the completion and submission
of IT3 third-party data. Thus, proper registration is of importance to ensure compliance of third-party
data responsibilities for an individual taxpayer or organisation.

b) When registering on eFiling for tax administration purposes, users are given an option of selecting
various profiles. The selection of eFiling profiles is based on the capacity in which users are
transacting with SARS regarding their tax responsibilities. The following eFiling profiles are available:

i) Individual
A) This profile is created for individual taxpayers to fulfil their tax responsibilities in their
own capacity. This profile is also applicable to individuals who are to submit their
donations deductions to name a few.
ii) Organisation
A)  This profile is created for organisations/entities to fulfil their tax submissions and
compliance responsibilities to SARS. Organisations that make 3rd -Party data
submissions include attorneys, banks, companies listed on the JSE, Co-operatives and
persons purchasing from primary producers, Co-operative Banks, Estate agents,
financial institutions, medical schemes, organs of state, Postbank, and State-owned
companies.
iiil) Tax practitioner
A) This profile is created for registered tax practitioners to make tax submission and other
tax related queries on behalf of their clients. Do note that the tax practitioner profile
allows them to submit third-party data on behalf of their clients.

c) For more information on eFiling registration, kindly refer to the eFiling registration guide available on
the SARS website.
6.1 How to register for the use of eFlling

a) To register for the use of eFiling, kindly refer to the registration guides available on the SARS website:
www.sars.gov.za

b) Do note that once you are registered and login, the following screen will be displayed.

NewLook

Taxpayer Name Contact Details @

Registration Mumber

Tax Types Details

Tax Type Description Reference Mumber Status

Edit Contact Details Manage Tax Types

T aewaauesmons
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6.2 How to add a portfolio

a) Once you have registered the entity successfully, proceed as follows to add a portfolio:

i) To create a portfolio of your organisation
A) Login to your eFiling profile
B)  Click on Profile Management.
C)  The Profile Management page will be displayed.

b) Click on Add Portfolio and the following screen will be displayed:

Add Portfolio

Please add Portfolic Information

porttolicName *

Portfolio Type * -

Add Portfolio

c) Complete the Portfolio Name.

d) Select from the drop-down list, the Portfolio Type
i) Individual
A) Select if portfolio is for an individual taxpayer.
ii) Organisation
A)  Select if portfolio is for an organisation/entity.
iii)  Tax practitioner
A) Select if portfolio is for a tax practitioner.

e) When you have made the applicable selection, the following screen will be displayed.

Add Portfolio

Please add Portfolio Information

portiolioName

Cocacola

Partfolio Type
Organisation

Add Portfolio

f) Click on Add Portfolio
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g) Once you have selected and completed the portfolio, the following pop-up message will be displayed.

i) Note the message and click on Ok.

Your ponfolio has been added successfully

h) Do note that your portfolio will be listed on the Portfolio Management Page.

i) Note that the Portfolio Type that you created will be displayed on this page.

VSARS ©-

Portfolio Management
Linked Portfolio(s)
Portfolio Name Tax User Count Taxpayer Count Portfolio Type Default Easy File Login
ind 1 1 Individual H
Nathi 1 3 Organisation Go 1o Portfolio
1 1 Tax Practiticner
Estates & Trust e
Services 1 3 Tex Praciitioner :
Accounting 8 410 Tax Practitioner Defoult
i) To access your Portfolio, click on Go to Profile
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7  ACTIVATE A REGISTERED REPRESENTATIVE

7.1 How to activate a Registered Representative
a) To activate a Registered Representative, proceed as follows:

i) Select Organisation on the main menu.

ii) Select SARS Registered Details

iiil) Select Activate Registered Representative

iv)  The Activate Registered Representative page will be displayed.

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

e W SARS @runc Home User Organisaions Retums  Dufies & Levies  Services  Tax Status Contact Log Out
Organisation e —
d = ST (T
Bulk Registration . _ i \sﬁf
Admin Reports
Activate Registered Representative
Repis s Activate Registered Representative
Confirmation of Registered User
SARS Registered Details i i
There are two ways to be activated as a Registered User. This ‘Activale Registered Representative’ function
is intended only for the activation of Registered Representatives and is not intended for use by Tax
Notice of Registration SreER——
Are you a Regi 2
Registration Maintenance A Registered Representative s a person vhois appointed with full rights ta act on behalf o the Legal Entiy
e.9. Companies, Trusts, eic ) They are often Public Officers, Accounting Officers. Trustee:
Aumlms(raicrs of companies, Trusts, Welfare Organisations, etc. A Legal Eﬂ'l‘)’ can only haue one
Ac\wale Regrslared Registered Representative
tative
Are you a Registered Representative acting on behalf of an Individual?
Maintain Registered Users SARS only allows ive acti in respect of Individuals in the foliowing
circumstances:
- Executor acting on behalf of a deceased or insolvent estate:
+ Parent acting on behalf of a minor.
= Appointed Administrator acting on behalf of a legally incapacitated Individual;
- Appointed Administrator acting on behalf of an Individual in extended absence (e.g. Imprisonment or
overseas).
Are you a i Tax
You are a Registered Tax Practifioner if you are a person who, for a fee, provides advice 1o any other person
with respect 1o the application of a tax Act or who completes or assists with the completion of a tax return
and you are registered with a Recognised Controliing Body (RCB) as well as with SARS
Select the appropriate button below to activate yourself as the associated Registered User.
Activate Registered Reprgentative [ Activate Tax Practitioner |
ful LIVE CHAT ) asxaquestion?
VSARS @rinc Home User Organisalions Refums  Duiies & Levies Services  TaxStalus  Contact Log Out
e SAMSON
- ». %
o i

Tax Reference Number

Identification Number
Registered Representatives

iD/Passport Number ______________kFiling Status _______lDate _liew |
.“WPH‘E No records Found

Activate New Reqgistersd Representative |

Organisation

Bulk Registration
Admin Reports

Rights Groups

SARS Registered Details

Notice of Registration

Registration Maintenance

Activate Registered
Representative

Maintain Registered Users

c) To be activated as a Registered Representative
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i) Click on Activate New Registered Representative

Home User Organisations Retums  Dufies & Levies Services  TaxStatus  Contact Log Out
SAMSON
<] o
Pant Taspaye
- ~ 1 Tax Practitioner @
Tax Reference Number - A

R Activate Registered Representative

Activate Registered Representative

My Profile I ID/Passport number , being the authorised Representative Taxpayer
of regisiration number 5602165536085, do hereby confirm that | have been duly appointed by
the taxpayer in this capacity, and that my obligations as defined in the relevant legislation include, but are
not limited fo. the following

= Mainfenance of registered particulars at SARS

= Submission of tax retumns
= Payment of amounts due

« Other related obligations
Bulk Registration I am fully aware of my personal accountability in this regard and the of any false
® | agree
Admin Reports )
I do not agree

Rights Groups

Organisation

[t
SARS Registered Details

Notice of Registration

Registration Maintenance

Activate Registered
Representative

L LIVE CHAT ) askaguesTion

d) Do note the terms and conditions of being the Registered Representative of the organisation.

i) Once you agree, Select | agree and click on Continue.

e SAMSON e VSARS er 2 Home User Organisations  Refums Duties & Levies  Services Tax Status Contact Log Out

- ~ t Tax Practitioner
Tax Reference Number § 2

Identification Number

Activate Registered Representative

As the designated Representative of the entity you may obtain a3 Registered user role and use eFiling to view and maintain all
registered details of the enfity. Once you have confirmed your details below, you may activaie your Regisiered user status by clicking on
My Profile he ‘Activate Registered Representative’ bution. To first make changes to your eFiling User details. please click here.

Once activaled you will be assigned with a Registered Representative role on eFiling. This will also aliow you fo assign this role to
other users to perform certain duties on your behalf, such as to submit new registration requests. You may assign the role to ather
users, reveke their access, as well as revoke your own access via the ‘Mainiain Registered Users’ menu on the left. The right fo
pertorm merging of entities cannot be assigned fo other users

Organisation Legal Entity Details

TaxPayer Type Individual

Bulk Registration Registration Number
Registered Name:
Admin Reports Trading Name: [‘\\’,

eFiling User Details

Rights Groups

Title Initials" s
e e e First Name: SAMSON Sumame:
i Identification Type: South African ID IDurE‘zsesrpoﬂ
N rf Bt Cell Number (i i
Tax.
Registration Maintenance A ::“:’::l ‘
5 Activation status on eFiling:  Unconfirmed Re:lelence
Activate Registered Number.
Representative Capacity: Piease selec! |
{il LIVE CHAT [ AskaquesTion?
e) Your information will be displayed as part of the legal entity details.
i) Complete the following.
A)  Tax reference Number.
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e SAMSON

Tax Reference Number

Identification Number

My Profile

Organisation

Select the appropriate capacity you are being registered as, on Capacity.

Activate Registered Representative

TaxPayer Type
Registration Number:
Registered Name:
Trading Name:

eFiling User Details

Identification Type:
Bulk Registration
Cell Number:
FmakfaRmas

Rights Groups

SARS Registered Details

Notice of Registration

Registration Maintenance

Activate Registered
Representative

Individual

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

s the designated Representative of the entity you may obtain a Registered user role and use Filing to view and maintain all
registered details of the enfity Once you have confirmed your details below, you may activate your Registered user status by clicking on
he ‘Activate Registered Representative’ button. To first make changes to your eFiling User details, please click here.

lOnce activated, you will be assigned with a Registered Representative role on eFiling. This will also allow you to assign this role to
jother users to perform cerfain dufies on your behalf, such as to submit new registration requesis. You may assign the role to other
users, revoke their access, as well as revoke your own access via the ‘Maintain Regislered Users’' menu on the left. The right to
perform merging of entities cannot be assigned fo other users.

Legal Entity Details

Title: Initials: S
First Name: SAMSON Sumame: KHOZA
ID/Passport
fi D
South African ID e
Telephone
Number
Tax J
Number: _ —
Request
Activation status on eFiling:  Unconfirmed Reference
Number.
Capacity: Please [elect
Please select
Accounting Officer
Curator/Liqy
Main Member
Main Partner
Main Trustee
Parent/Guardian
Public Officer
Treasurer

f) Once selected, click on Activate Registered Representative

e SAMSON

Tax Reference Number

Identification Number

My Profile

gal Entity Details
TaxPayer Type
Registration Number
Registered Name:
Trading Name:

eFiling User Details

Activate Registered Representative

Individual

IAs the designated Representative of the enfity you may obfain a Registered user role and use eFiling fo view and maintain all
registered details of the entity. Once you have confirmed your defails below, you may activate your Registered user status by clicking on
he ‘Activate Registered Representative’ button. To first make changes to your eFiling User details, please click here

Once activated. you will be assigned with a Registered Representative role on eFiling. This will aiso allow you fo assign this role to
lother users to perform certain duties on your behalf. such as to submit new registration requests. You may assign the role 1o other
lusers, revoke their access, as well as revoke your own access via the ‘Maintain Registered Users’ menu on the left. The right to
lperform merging of entities cannot be assigned to other users

|

Title: Initials: S
Organisation First Name: SAMSON Sumame:
ID/Passport
identification Type: South African ID s
Cell Number: il
5 . Tax
Soenadines Number- " o
Request
Rights Groups Activation status on eFiling:  Unconfirmed Reference
MNumber-
Capacity (Bublic Officer )
SARS Registered Details
l Activate Registered Representative
Notice of Registration
Registration Maintenance
Activate Registered
Representative
Maintain Registered Users
i LIVE CHAT D ASK A QUESTION?
g) The following screen will be displayed.
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|As the designated Representative of the enfity you may obtain a Registered user role and use eFiling to view and maintain all
registered details of the entity Once you have confimed your details below, you may activale your Regislered user stalus by clicking on
SAMSON he ‘Activate Registered Representative’ button. To first make changes to your eFiling User details, please click here.

] lOnce activated, you will be assigned with 3 Registersd Representative role on eFiling. This will also allow you to assign this role to
lother users to perform certain duties on your behalf, such as to submit new registration requests. You may assign the role o other
users, revoke their access, as well as revoke your own access via the ‘Maintain Registered Users’ menu on the left. The right to
lperform merging of entiies cannol be assigned 1o other users.

(We have received your request to activate as the Registered Representative via eFiling. The verification process is still
in progress and requires that you submit the necessary supporting documentation before it can be finalised.
Please use the supporting document group below to upload and submit your documents to SARS.

Legal Entity Details
TaxPayer Type: Individual

Tax Reference Number

Identification Number

Registration Number

My Profile Registered Name:
Trading Name:

eFiling User Details
Title: Initials: S
First Name: SAMSON Sumame:

A ID/P; rt
Bulk Registration Identification Type: South African ID Numab?r‘,m

janisation

_ b Leu‘:‘%lolne
Admin Repor
Email Address: ;au);“ I:\"emnne
G Request
Hights Grouge Activation status on eFiling:  Request Under Verification Hateténoe
Number:
SARS Registered Details Capacity [Public Officer vl

Notice of Registration

Registration Maintenance Q SARS requires that you upload and submit supporting documents.

s gt mm:ﬂ: W_ bl
Representative m

Leg, Waiting for Documentation to
uthoris: 185843147 be Upioaded L]

Gl LIVE CHAT

) asaquesTion?

h) Do note that this screen requires you to upload supporting documentation to finalise the registration

process.

i) Note that the user may also submit the required supporting documents via the SARS Online

Query System (SOQS)

ii) On how to submit via the SOQS, please refer to the SARS website www.sars.gov.za.

i) To upload supporting documents, click on the hyperlink Legal Entity Authorisation

i) The following screen will be displayed.

&P For more information on how to use this functionality, please click here.

e SAMSON
°
Taxpayer Name:
Tax Reference Number
Return Type: Legal Entity Maintenance

UPLOAD SUPPORTING DOCUMENTS

Please ensure that all documents are correctly classified and successfully uploaded before submitting this group

Tax Reference Number

Identification Number

Document Name: [ Chooss Fi | No file chosen uplozd |
My Profile ci [Select v 8

Very important

Organisation . The

UPLOADED DOCUMENT S [
No documents have been uploaded

Rights Groups

SARS Registered Details
[DOCUMENT GROUP

i Please provide a group name for all the documents that you have uploaded above.
Notice of Registration

group name [Legal Entity Authorisation ]

LA R Status Waiting for Documentation to be Uploaded

Activate Registered
Representative [[Submit to 54RS | [ Manually Submitted |[ Back |

Maintain R 5
l LIVE CHAT

) asxaquesTion? u

i) Click on Choose File
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@ For more information on how to use this functionality, please click he:

SAMSON
TAXPAYER DETAILS

Taxpayer Name
Tax Reference Numbe| @ Open
Return Type:

UPLOAD SUPPOR

Identification Number Please ensure thatall|  Organize ~ New folder

Tax Reference Number

4 EE > ThisPC > Desktop » v B Search Desktop

- @ ©

& ne Date modified
@ OneDrive - Persor Nam Date modified

Document Name: [Sh{

My Profile Classification:  [Self Project 5!
B is PC Weekly reports
2B 3D Objects @Y ALM Client Launcher 3.1
B Deskiop 6] AmaThousand (Main Mix)
Organisation Dbt £33] Area Codes Workflow Test Cases
= [&) eFilingUpload
D Music

# Google Chrome
&= Pictures

UPLOADED DOCUM:I
@ Videos

~ No documents have b
Rights Groups |

&S Windows (C:)

= BRSRevenueRisk v

DOCUMENT GROUP B =

Please provide a grou : - = =
Notice of Registration File name: “ \ Al files

Document group nan

SARS Registered Details

Registration Maintenance i

k) Select the Classification of the uploaded document from the drop-down list.

0 For more information on how to use this functionality, please click here. -

SAMSON
TAXPAYER DETAILS
Taxpayer Name
Tax Reference Number
Return Type Legal Entity Maintenance
Tax Reference Number

UPLOAD SUPPORTING DOCUMENTS

Identification Number Please ensure that all documents are correctly classified and successfully uploaded before submitting this group
Document Name: [[Chiooss Fis | eFiingUpioad.pef Upload_|
My Profile [ Select

Organisation

Bulk Registration

Admin Reports
UPLOADED DOCUMENTS

the same name.

d documents

-~ No documents have been uploaded
Rights Groups B

SARS Registered Details
[DOCUMENT GROUP

Please provide a group name for all the documents that you have uploaded above
Notice of Registration

group name [Legal Encity Autho

FECER A Status Waiting for Documentation to be Upioaded

1) Once selected, click on Upload

m)  The document will be uploaded and displayed on the screen below Uploaded documents.

Taxpayer Name:
Tax Reference Number-

e SAMSON - Return Type: Legal Entity Maintenancs

UPLOAD SUPPORTING DOCUMENTS

Piease ensure that all documents are cormrectly classified and successfully uploaded before submitting this group

] No file chosen Upload |

Tax Reference Number
Document Name: | Choose

Classt B

Identification Number
File successiully uploaded
Very important

My Profile

i pdf. doc. Jdocx, s, xlsx, .jpg &
e ded may =

Organisation

Bulk Registration UPLOADED DOCUMENT S
File Date / Time
Success File Status Open Remove
Admin Reports Sze Uploaded
Ci ried and

eFilingUpload pdf [Represenat 35 M S oreg | 2023/09/06 15:35:43 View
Rights Groups store

e &

SARS Registered Details

[DOCUMENT GROUP

Please provide a group name for all the documents that you have uploaded above.
Notice of Registration

group name [Lega! Entity Authorisztion ]

Registration Maintenance Status Uploaded
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e SAMSON

Tax Reference Number

Identification Number

My Profie

Organisation

Bulk Registration
Admin Reports

Rights Groups

SARS Registered Details
Notice of Registration

Registration Maintenance

Activate Registered
Representative

0)

° SAMSON

Tax Reference Number

Iedentifia aticen Murmber

My Frofee

Rrgrieneds Detsk

Picta v ol Regtratcn

Effective Date:

Once all the supporting documents have been uploaded, click on Submit to SARS

Taxpayer Name
Tax Reference Number:

Return Type Legal Enfity Maintenance

UPLOAD SUPPORTING DOCUMENTS

Please ensure that all documents are comectly classified and successfully uploaded before submitting this group

Upload |

Document Name: [ Choose Fie | No file chosen
v B

cl [Select

File successfully uploaded
Very important

UPLOADED DOCUMENTS

File Date / Time

Document Name Classification Size Success File Status Uk ed Open Remove
. = onverted and "
BEUMIEEY i Representative Appointment IEERNES | ] 2023/09/06 15:35:43 View

Remave
[DOCUMENT GROUP

Please provide a group name for all the documents that you have uploaded above

Document group name [Legal Entity Authorisation ]

Submit to SARS
This button submits your uploaded documents to
SARS for review

Submit to | SE Manually Submitted || Back

Do note that the Status of the legal Entity will change to display “Submitted.”

Bitwate Begatered Reprrsenistes

[t e dongraied Fepresestairer of ihe enlily rou may stlan » Repalered war rok and e aFileg 1o vew and camian 8
egalaned Gatais of e eelly Once you Riwe corlimed rour Setain baiow, you may 3clivals pour Begiviened uber 1£3ke by Cliciing oa
hre Actvate Hegisieved Resresentaive Butlon 53 AISt make CRangpes 1 yOW f S (e CACN NaNE

[Once acivaied, you will be Msgned wilh 2 Regaiered Represeniaive rode on aFibng Tha wil aive silow you e seaign e role o
Jon hees b5 peionm CHMEN (uled Of yiuf DOSEN SUCK 55 b SUME Adw ISERNALOR [SqUETE You My SIS B PO 15 e
Jsars rewoke her sccess an wel o8 reveke your own scoess v the Mamtse Regrtersd Users many on S e The rg io
arioes mageg of entbes (INN0 T 23egned io other Laery

TasPuyer Trpe it
Frgoiiaten umser

Fegauiens Harrs

Tradwg Pame

Tt Wahan
Frs Nt CAMSON Sesfilime
S ondih Adicar P avspon
egpeafcanen Tow South Adeean i =
Telephane
Call Nuribar =
Tax Raferenss
£ raa ancrens "
Reguest
Atbwabon Wibed o0 aFiley  Deguest Lndes Vernb shon B .
Numgar
ey Prain; Ofcer -
Guu\ FEgaiees IhaL yois uphiaed sad sulsmil supportmg did uments
1 | [
SupgEHing (o emants Case Numbar Sty Trpe | [
n 8.
Bubmiies 25 1

How to activate a Tax Practitioner

Where you are a tax practitioner activate by proceeding as follows:

i) Select Organisation on the main menu.
i) Select SARS Registered Details

ii)

iv)

Select Activate Registered Representative
The Activate Registered Representative page will be displayed.

YV SARS

South African Revenue Service

19 March 2024
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Organisation

Bulk Registration

Rights Groups

SARS Registered Details
Notice of Registration
Registration Maintenance
Activate Registered
Representative

Re

ils
Re

Tax Reference Number

Identification Number

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

e VSARS @runc Home User Organisations Retums  Dufies & Levies  Services  Tax Status [ Log Out
Porttolio Taxpaye
ti Registered Rep
Activate Registered Representative
Confirmation of Registered User
There are two ways to be activated as a Registered User. This ‘Activate Registered Representative’ function
is intended only for the activation of Registered Representatives and is not intended for use by Tax
Practitioners.
Are you a live?
A Registered Representative is a person who is appointed with full rights to act on behalf of the Legal Entity
(e.g. Companies, Trusts, etc.). They are often Public Officers, Accounting Officers, Trustees or
of ies, Trusts, Welfare Organisations. etc. A Legal Entity can only have one
Registered Representative.
Are you a Registered Representative acting on behalf of an Individual?
SARS only allows i i in respect of Ind in the following
circumstances.
- Execulor acting on behalf of a deceased or insolvent estate
« Parent acting on behalf of a minor.
- Appointed Administrator acting on behalf of a legally incapacitated Individual;
+ Appointed Administrator acting on behalf of an Individual in extended absence (e.g. Imprisonment or
overseas).
Are you a Tax it ?
You are a Registered Tax Practitioner if you are a person who, for a fee, provides advice to any other person
with respect 10 the application of a tax Act or who completes or assists with the completion of a tax return
and you are registered with a Recognised Controliing Body (RCB) as well as with SARS
Select the appropriate button below to activate yourself as the associated Registered User.
A Registered Rey
Ll LIVE CHAT > asxaquestions
e VSARS @runc Home User  Organisations Retums Dubies&Levies Services  TaxStalus  Contact Log Out
[: ' Taxpaye

My Profiie

Organisation

Bulk Registration
Admin Reports

Rights Groups

SARS Registered Details

Notice of Registration

Registration Maintenance

Activate Registered
Representative

Maintain Registered Users

Maintain SARS Registered
Details

v i Tax Practitioner

AX PRACTITIONER DECLARATION

Declaration
ID/Passport number being an authorised Tax Practitioner, do hereby

Tax Prac

I
confirm that

« lam a registered Tax Practitioner in good standing with a Recognised Controliing Body
» Ihave been duly appointed by the taxpayer in this capacity

1 am fully aware of my obiigations and duties in this regard
® | agree

1 do not agree

Continue

c) Take note of the declaration and when in agreement, click on | agree

d) Click on Continue
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e VSARS @runc User Organisations Retuns  Dulies & Levies Senvices  TaxStalus  Contact Log Out

~* i Tax Practitioner

Tax Reference Number

Skt Scuton: Mt CTIVATE TAX PRACTITIONER

|as a registered Tax Practitioner, you may use eFiling 1o submit returns on behalf of taxpayers.

My Profile n order 1o do this. you first need 1o validate and activate your practifionar status You can do 5o by confirming your details below and then clicking on the ‘Confirm My Practitioner Status’ button

Title: Mr Initials:

First Name Surname:

1D Number Tax Practitioner Status:
Tax Practitioner Number

isation
Bulk Registration
Reconfirm Status
Admin Reports

Rights Groups

SARS Registered Details

[3

Registration Maintenance

Jid LIVE CHAT =) asxaquesTion?

e) Click on Reconfirm Status

Do note that once your eFiling profile has included the organisation, proceed as per Registered
Representative of the organisation.

8 ACTIVATE THIRD-PARTY TAX TYPE

8.1 How to activate IT3 or various third-party tax types

a) Once the above sections have been done, you can now activate your IT3 tax type. IT3 activation
simply means that you are notifying SARS to issue you a return during the year of assessment for
the submission of the return. SARS in turn will issue you a return during the tax seasons.

b) This section details the process involved to activate the IT3 tax-type so that the taxpayer and
organisation may submit their IT3 third-party data/certificates to SARS. Additionally, the guide also
details what to take note of to ensure that the IT3 activation is processed accurately on eFiling.

c) To activate IT3 tax type proceed as follows:

i) Login to your profile

d) Proceed as follows:

i) Select Organisation

ii) Select Tax Types
iii)  Select Manage Tax Type
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Organisation

Det:

Legacy: Activation Requests

Legacy: Transfer Requests
Legacy: Pending Registration

Banking Details
ISV Activation
Summary

VAT Vendor Search

Delete Taxpayer

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

QOrganisation

Taxpayer Name

Registration Number

Manage Tax Types

Tax Type Description

Reference Number

Status

Action

Provisional Tax (IRP6)

Organisation Income Tax (ITR14/IT12EI/ITR12T)

CBC

EMPS01 - Submission

ITS6 - Secondary Tax On Companies (STC)

Dividends Withholding Tax (DWT)

m3

e) Note that the Status of IT3 is Not Active

Not Active. Active with ¥ Koorsse Accounting
&amp; auditing

Not Active. Active with Y Koorsse Accounting
&amp; auditing

Not Active.

Not Active.

Not Active.

Not Active.

Not Active.

O Transfer Tax Type to me

O Transfer Tax Type to me

O Activate

O Activate

O Activate

O Activate

O Activate

f) Proceed by clicking on the check box Activate for the tax type description IT3.

Organisation

ISV Activation

Summary

VAT Vendor Search

Delete Taxpayer

Manage Tax Types

Tax Type Description

Reference Number

Status

Action

ASK A QUESTION?

Provisional Tax (IR

Organisation Income Tax (ITR1

1/ITR12T)

CBC

EMP501 - Submission

- Secandaty Tax On Companies (STC)

Dividends Withholding Tax (DWT)

m3

Medical Scheme Contribution

Insurance Payment

Foreign Tax Information (FT)

Not Active. Active with Y Koorsse Accounting
&amp; auditing.
Not Active. Active with Y Koorsse Accounting
&amp; auditing.

Not Active.

Not Active.

Not Active.

Not Active.

Not Active.

Not Active.

Not Active.

Not Active.

g) Select other tax types to activate by clicking on the Activate check box.

h) Once all have been selected, click on Submit.

[ Transfer Tax Type to me

O Transfer Tax Type to me

Activate
O Activate
O Activate
O Activate
Activate
Activate
Activate

Activate

ASK A QUESTION?
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e FSARS ®@runc Home User  Organisations Retums Customs  Duties & Levies Services  TaxStalus  Contact Log OQut

~ ~ i Organi ey
H rganisation \!RR

Organisation

m Tax Type Request Summary
The following action has been taken against these tax products

Tax Type Description Reference Number Action
CBC Activated
m3 Activated
Medical Scheme Contribution Activated
Insurance Payment Activated
Foreign Tax Information (FTI) Activated

ISV Activation

Summary

VAT Vendor Search

Delete Taxpayer ¥ AsSKAQUESTION?

i) Do note that the screen will display that the IT3 has been activated.
) Click on Continue
= ~ i Organisation E\‘T
Taxpayer Name Contact Details @

Organisation

Registration Number
Manage Tax Types .
Tax Types Details
Tax Type Description Reference Number Status

Legacy: Activation Requests
Legacy: Transfer Requests
Medical Scheme Centribution
Legacy: Pending Registration
Insurance Payment
Banking Details

Foreign Tax Information (FTT)

m3 Successfully Activated

ISV Activation
cBC Successfully Activated

Summary

VAT Vendor Search

y— R en
Delete Taxpayer D N7

8.1.1 How to activate a tax type if it does not appear as an option

a) eFiling issues tax types based on the user registration. The IT3 tax type should appear as part of
the organisational profile. In incidents where an individual wants to submit their IT3(d) and IT3 tax
type is not listed on Manage tax types on eFiling individual profile, they should proceed as follows:

i) Add an organisational portfolio into the eFiling profile. Refer to the section on how to add an
organisation portfolio.
i) Once added, activate the IT3 return as follows:
A) Select Organisation
B) Select Tax types.
C)  Select Manage Tax types.
D) The Manage Tax Types page will be displayed.
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e SAMSON

Tax Reference Number

Identification Number

My Profile

Organisation

Register New
Change Details

Tax Types

View Request History
Legacy: Activation Requests

Legacy: Transfer Requests

Taxpayer Name

Registration Number

Manage Tax Types

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

Tax Type Description Reference Number Status Action
Provisional Tax (IRP6) Not Active. [ Activate

= i o
Individual Income Tax (ITR12) Not Active. Active on your other portfolio.

T3

Not Acti
Medical Scheme Contribution Not Act
Insurance Payment Not Act
Foreign Tax Information (FTI) Not Act

[ Move to this portfolio

ve. [ Activate
ve. [ Activate
ve. [ Activate
ve. [ Activate

To activate the IT3 tax type:

L LIVE CHAT [ askaquestion? El

) Select IT3 as the Tax Type Description, by clicking on the Activate check box.

1)) Once selected, click on Submit.

[l) Do note that the Status will change to display Activated.

iii)  Access and complete the IT3-01 return as per external guide available on the SARS website.

9 ENROLLING AN ORGANIZATION

9.1 How to enrol an Organisation

a) To enrol

the organisation,

www.sarsefiling.co.za.

Additional Services

Tax Clearance Certificates

Enrol 3rd Party Data

Enrod Technical Admin

User Owganisaions  Retums.

the Business Administrator must be logged into eFiling at

Customs  Dubes & Levies  Senvices Tax Status Contact Log Out

Organisation

How do | use Services?

How does the serice operate?

How do | request a directive?

How long will it take to get a Directive?

How will | be notified when the directives have been issued?
Moving Directives to History

Viewmng History

IRP3e & ITEEL

Duplicating a Directive

Resubmitting a Declined Dwrective and wiewsng reasons why
Cancelling a successful Directive

“artificate Login using your login name and password. Once logged in to the service you will have four main areas of the service - depicted al the top left of the screen below the SARS eFiling

Enrol Technical User

n Dashboard

ogo: Users, Organisation, Returns, Services

in USER you can register additional users, assign user rights, and change user detais

in ORGANISATION you can regester organisations, change organisabon details, register tax types, registes banking details, and set up hierarchies, workflow and notifications

payments history

been issued you can, if necessary, request that it be cancelled

e T e How da | request a directive

Click on DIRECTIVES, then within the left hand menu aption click an request
Click on the type of Directive i.e.. Form ASD, Form B, Form C, IRP3a, IRP3b or IRP3c
Click on the particular form to open. Complete the information required

= Within TAX RETURMNS you can view tax retums issued, complete and submit tax returns 1o SARS. You can also view tax returns history, make payments to SARS and view

« Within DIRECTIVES you can request, complete and submit directives 1o SARS. You can also wiew diractive hestory, duplicate, archive and pant a hard copy. Once a directive has

(*:3) ASK A QUESTIONT
You are then able to SAVE that partscular form — should vou wish to submit at a later stage_the Directive will be placed in PENDING 3

b) Once logged into eFiling and on the Organisations work page, click Services on the top menu bar.
From the side menu options, select Enrol 3 Party Data.
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c) Under the Enrol 3™ Party Data option the following sub-menus are available:

Enral 3rd Party Diata

Sub Menu Accessed by Role

Enrod Org:

Enrol Organisation Business Administrator (eFiling
Administrator)

Enrcd Technical Admin

Enrol Technical Admin Business Administrator (eFiling

i Administrator)
Request Certrhcate

Request Certificate Technical Administrator

Enrol Technical User Enrol Technical User Technical Administrator

iy Submission Dashboard Technical Administrator/ Technical User
Submission Dashboard

Secure File Submission | Technical User

Secure File Submissi

d) Select Enrol Organisation

e) The following screen, containing the organisations details will now appear.

i) Select the applicable channel to enrol for.

Other Services e WSARS @runc Home User Ovrganisations  Returns Customs  Duties & Levies  Services Tax Status Contact Log Qut
Tax Directives Podfolio Taxpayer
- ~ ¢ Organisation @
- RN SN USRNSSR URUS RN - \efiLE

Tax Directives - prior 2017

Enrol Organisation for 3rd Party Data Submission

Additional Services ORGANISATION DETAILS

- . Organisation Name: The organisation reflected on the left is the organisation that
Tax Clearance Certificates i _ .
Registration Number: you have selected fo enrol for the submission of 3rd Party Data
Trading As:

3rd Pa
Enrol 3rd Party Data Physical Address:

Enrol Organisation

Enrol Technical Admin

Re Crtifi Total Number of Tech Admins's: 0
equest Certificate Total Number of Tech users's: 0

Enrol Technical User
Reference Number:

Channels enrcling for: [ Connect Direct

Submission Dashboard

Secure File Submission

Legal enfity enrolment requested

My TP Configuration

Note: If the Income Tax, PAYE or VAT Reference number for the company is not pre- populated on the

textbox, enter the Tax number on the textbox before you proceed to the next step.
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f) Click Enrol Organisation to retrieve the organisations details.

9) A pop-up message will be displayed. The message confirms whether the user wants to enrol the
organisation for third-party data submission. Click Ok to proceed.

Uiser Organisators  Rebans Cusioms  Duties & Levies  Sonaces Tax Status Contact

i Organisation

Enrol Organisation for 3rd Party Data Submission

Organisation Name: Yo have ot yet enroked an organis S50 Sor e SuBbmisLion

Qe T3t Mum b of 3rd Farty Data By deul your repres entaie

Tragng As: QAN FR0N (reSaang on e BT RaT BEED FHETND

Physical Address: To changs M organks alion and o $nrol & Aiferent one
Enrol Technical Admin Mt will be submImng bulk data 1o SARS. please search for

o correrponding ergani ason
Total Mamber of Tech Adming’s:

Total Mumber of Tech usars's:
- —
Enrol Technical User e ssnge from webpage ===

Request Cestificate

Submsson Dashboard Connect Direct .N";yuu BTt you want t enrol this Organisatson for Jrd Pary Data
iR
& Secuhe Web (hEos)

e ]

i) The screen below will be displayed

Organsators  Hobsms Customs.  Dutios & Lovies  Sonacos

Theb oFQandE 3500 Meecied on Tee i3 The GiganiE 5360 That
you have 5 elecied fo enwcl Tor e submin s icn of Jrd Party Data

Enrod Techrical Adman

Request Certificate Totsl Mumber of Tech Admims's:
Toks! Number of Tch uieia’s:
Enrod Technical User

My TP Configquration

ASE & QUESTIONT

h) Once an organisation has been enrolled the Status will be Legal Entity Enrolled, then the Business
Administrator will be able to enrol the Technical Administrator(s).

Note the following:
o Users cannot switch from Connect Direct to Secure Web (HTTPS) or vice versa, where one of the

channels has already been selected and enrolled.
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. In an event where the entity enrolled a channel in error, the entity can request to delete the channel
via the following SARS mailbox: bus_sys cdsupport@sars.gov.za.
e Do note that when switching channels, all the eFiling users will also be deleted and should

be invited and enrolled.

e FEARS @ [ Usar Cwgansaticrs  Rotums Customs  Dutios & Lovies  Sorvices  TaxStatus  Contact Log Out

Tax Directoes

Tax Directives - priar 2017

Enrol Organisation for Jrd Party Data Submission

Ouganisation Name: The cegansation reflecied on the lefl i the organsaton that
Rgiatraticon Mumbse: FOou P sabkeciad 10 anvod for e submisseon of Jrd Party Dats
Trading As:

Phiynical Address:

Envol Techaical Adiman

Request Ceetificate

Total Number of Tech Adming’s: 1
Total Number of Tech usern's: 1

Reterence Mumber:

Channels enroling for: + Connect Dinect Le-gal antidty snroled
Seoure File Submission ¥ Secure Web (Mips) Legal ently snroled
My TP Configuration
A A pireaTrw
i) The status will initially read as Legal Enrolment Requested. The status will later change to Legal

Entity Enrolled. The organisation can only enrol a technical administrator if their status reads Legal
Entity Enrolled.

i) Do note that the status will only change once the user has refreshed the screen and SARS
has confirmed the enrolment.

10 ENROLLING TECHNICAL ADMINISTRATORS

10.1 eFiling Users

a) The following three users allocated in the enrolment and submission of 3rd party data to SARS, are
essential, to manage 3rd party data submission.

i) Business Administrator — This user is the same as the current eFiling full administrator. The
role of this user is to enrol the legal entity/organisation that will be submitting data to SARS
and the Technical Administrator. The taxpayer is not required to allocate new eFiling
administrators for the purposes of 3 party data submissions if one already exists.

ii) Technical Administrator — The role of this user is to request the security certificate and to
enrol technical users. If the taxpayer decides to change the Technical Administrator, a new
Technical Administrator must be added before the existing one can be removed. There must
always be at least one Technical Administrator for each enrolled organisation.

iiil) Technical User — The role of this user is to submit the data files to SARS via the Direct Data
Flow channel. An organisation can have multiple Technical Administrators and Technical
Users in order to allocate work according to the organisation’s requirements. The technical
user must be a different person from the technical administrator.

b) This section will list the various types of administrators and how to add them to your organisation
profile on eFiling.
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10.2 Business Administrator

a) Business Administrator can also be called the Registered Representative or the Tax Practitioner.
This individual is the administrator with full administration rights on the eFiling profile. Business
Administrators are responsible for inviting the Tax Administer to their profile. Additionally, the role of
the business administrator is to enrol the organisation and the Technical Administrators.

Important to note: eFiling recognises the user who enrols the organisation successfully, as the
Business Administrator of the organisation. This implies that he/she (the Business Administrator) cannot

be enrolled as a Technical Administrator or a Technical User.

10.3 Enrolling a Technical Administrator

10.3.1 How to invite a Technical Administrator

a) To add a Technical Administrator, the Business Administrator is to invite the user to the organisation
profile. This section will highlight how the Business Administrator invites a Technical Administrator
to an organisation portfolio.

b) To invite the Technical Administrator, proceed as follows:

i) Login to your eFiling organisation profile
ii) On the menu option, select User.

e e e VSARS @rin= Home User  Organisations  Retums Customs ~ Duties & Levies  Services  TaxStatus  Contact Log Out
rs SUSAN

Tax Reference Number

Identification Number

= PEEE

Taxpayers
Name Registration o ID number Tax Reference Number
Special Links
Name of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions
First | Previous | 0 | Next Last
Users
el LIVE CHAT ') AsK A QuESTION?
Name of User Type of User (i} Invited/Approved By Date of Invite Last Logged In Last Return Filed
iii)  On the left menu option.
A) Click on User
B) Click on Invite User
GEN-ENR-01-G10 — Manage Submission of Third-Party Revision: 2 Page 24 of 47

Data — External Guide




e Mrs SUSAN

Tax Reference Number

Identification Number

Invite User

Change Details

Change Website Profile

Delete User

My Administrators

Unlock Account / Reset
Password

Shared Access

Special Links

e VSARS @runs

Portolio

Tax Use

Home User Organisations  Returns

Qrganisation

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

Customs  Duties & Levies  Services Tax Status Con

tact Log Out

Taxpayers

Name of Taxpayer

Name

Registration or ID number

Tax Reference Number

Company/ ID Number

Reference Number

Last Return Filled

Last Accessed

Actions

View Taxpayer

First Previous

Users

Name of User

| MNext Last

Type of User L]

Invited/Approved By Date of Invite

el LIVE CHAT
Last Logged In

View Taxpayer

ASK A QUESTION?

Last Return Filed™

iv)  On the Invite a user page, complete the following information of the Technical Administrator

Tax Reference Number

Identification Number

My Profile

Invite User

Change Details

Change Website Profile

Delete User

My Administrators

Unlock Account / Reset
Password

Shared Access

Spedial Links

Complete their ID Number
Complete their Surname.
Complete the applicable Portfolio Name

Click on Invite

Berttolio

e VSARS @

Home User  Organisations Retums

Organisation

Customs ~ Duties & Levies  Services  Tax Status Contact Log Out

Surmame

Portfolio Name

Invite a User

Identification Type

[South African 1D v

1D Number

c) The following screen will be displayed.

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.

i LIVE CHAT

) ASK AQUESTION?
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e Mrs SUSAN

Tax Reference Number

Identification Number

Invite User

Change Details

Change Website Profile

Delete User

My Administrators

Unlock Account / Reset
Password

Shared Access

Special Links

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

RLA - View Customs Product information
With this profile. users can only view information such as address. contact and bank account details. Users can also view information relating to their specific client type(s) eg
importer/exporter

RLA - View Client Type
With this profile, users can only view information relating 1o their specific client type(s) eg. importer/exporter

RLA - Manage Customs Product information
With this profile, users can view and change information such as address, contact and bank account details. Users can also view and change information relating to their specific client
type(s) eg. importer/exporter

CJRLA - Manage Client Type
With this profile. users can only view and change information relating to their specific client type(s)

Pilot Group for FS
Pilot Group for PIT Filing Season

Manage Users
Can create & change users and assign them to groups

Manage Taxpayers
Can create & change taxpayers and assign them to groups

Manage Groups
Can create & change groups and assign users and payers to groups

[ Manage Excise Financial Account
This role allows users to maintain all financial detail against an Excise Account

() Manage Deferment Account

) 1SV Activation
This role allows users access 1o the ISV activation screen

Directives
Perform Bulk and Additional Payments

This role allows a user without full admin rights 1o perform bulk and additional payments.

Note: If no groups or roles are assigned to a user, the user will have limited access once logged into eFiling.

Back

d) Select the following options by clicking on the applicable check box.

i) Manage Users
ii) Manage Taxpayers
iiil) Manage Groups

e) Once selected, click on Continue.

f) The User Summary page will be displayed.

e Mrs SUSAN

Tax Reference Number

Identification Number

Invite User

Change Details

Change Website Profile

Delete User

My Administrators

Unlock Account / Reset
Password

Shared Access

Spedial Links

USER SUMMARY

GROUPS SELECTED

System Default

ROLES SELECTED
* Can create and change users and assign them to groups.

* Can create and change taxpayers and assign them to groups.
* (Can create and change groups and assign users and payers to groups.

Ll LIVE CHAT > AsK A quESTION?
9) Do note the information of the roles selected,
h) Once noted, click on Continue.
i) Note that the status of the invited eFiling User (technical administrator) will change to be “Awaiting
Confirmation”.
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024
i) This implies that the invitation has been successfully sent through to the Technical
Administrator invited and he/she should login to their eFiling profile and accept the invitation.

i) Notify and request the invited eFiling User (Technical Administrator) to accept the invitation on their
eFiling profile.

Mrs SUSAN Portfolio TaxUser
4 UJU (Awaiting Confirmation) = i JOrganisation @
L e

Tax Reference Number
Identification Number Change Details .

Identification Type

1D Number
Invite User
Surname
Change Details
= Portfolio Name
Change Website Profile
The request name filled in will be shown to the requested user.
Delete User This name will default to their portfolio name upon acceptance of this invitation.

My Administrators

Send Reminder Cancel Invitati Update User Rights

Password

Shared Access

Special Links

il LIVE CHAT =) ASK A QUESTION?

10.3.2 How a Technical Administrator accepts an invitation.
a) Request the Technical Administrator to login on his/her eFiling profile.

b) Once the Technical Administrator has logged in, the following screen will be displayed.

o s WSARS @Fine Home Retums Services  Tax Status Contact Log Out
ul —
Portfolio Taxpayer
UJU2023 - UJU - uu * i individual (g@
Tax Refesence Number - =
Identification Number
Profile and Pref i
Ofic dnd Eilacnce Sein Tax Compliance Status Refresh = Refund Status: Refresh O
Portfolio Management
Spedial Links
Account Balance: Not Available I;:,
Personal Income Tax (ITR12)
Tax Period Return Status Due Date
fisEka Lwd! LIVE CHAT D asxaquesmion?
otification

c) Click on My Profile
d) Click on Portfolio Management

e) The Portfolio Management page will be displayed.
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WSARS @runs

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

Log Out
Portfolio Management
Linked Portfolio(s)
Portfolioc Name Tax User Count Taxpayer Count Portfelio Type Default
wuzozs - uiu 1 1 ndividual Default f
User Invitation(s) Your invitation will expire automatically if not accepted within 5 working days.
Portfolio Name Request Date ‘ Accept
CCN MOTORS BK 2023-07-20T10:26:00.687
Unlinked Portfolio(s) F
Previous Login Name Portfelio Name Link —
e LIVE CHAT [ askaquesTion?

f) Click on Accept
g) The OTP page will be displayed.

i) Complete the OTP

YV SARS

South African Revenue Service

i 5 O L

@ FiLNG

One Time Pin

OTP has been sent to the following email
NK=@ EL

Pin expires in 00:02:58

ime Pin is required

Please enter the last § digits of your OTP.

™

il LIVE CHAT ) AsK AQuEsTION?

h) Once verification is successful, the Technical Administrator will be linked to the organisation portfolio.
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Message

Portfolio CCN MOTORS BK linked

organisation successfully.

i) Once noted, click on Ok.

VSARS @rum
U
uw

Portiolio Taxpayer
CCN MOTORS BK

CCN MOTORS BK

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

Do note the pop-up message indicating that the Technical Administrator has been linked to the

Tax Status Contact

Organisaions  Retums Customs

¥ i Organisation

Tax Reference Number

Identification Number

)

Administrator eFiling profile.

i)

Taxpayers
Name Registration or ID number Tax Reference Number Q

Name of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions
CCN MOTORS 8K
Mrs 5.J, DIXON View Taxpayer

First | Previous | ©0 | Next | Last

Users
lid LIVE CHAT ) AskaquesTion?

Note that the linked organisation profile will be displayed on the eFiling Landing page of the Technical

To view the profile linked, click on View Taxpayer.
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024

10.3.3 How to view an invited Technical Administrator
a) Business Administrators are to login to eFiling.
b) As part of the menu option

i) Select Rights Groups
ii) Select Manage Groups

c) The invited Technical Administers will be displayed on the far right of the screen.

e WSARS @rine o o o Duties & Levies Services  TaxStatus  Contact

e Mrs SUSAN
]

Tax Reference Number

Taxpayes

Portfoio
CCN MOTORS BK CCN MOTORS BK

Identification Number

. Group: System Default
Users Switch to Grid View Back to Group List =y ?2 e
@ WCOETSEE Eayenis es

N F

") VHAIDOO

Organisation

T NAIDOO
SARS Registered Details é

Admin Reparts

Rights Groups

Manage Groups

Organisation Setup

Customs Registration

Special Links

i LIVE CHAT =) ASKAQUESTION?

10.3.4 How to enrol a Technical Administrator
a) eFiling administrator enrolments allows the invited/ added tax administrators to function on the

organisational profile. This section will demonstrate how to enrol a technical administrator and
technical user for tax administration purposes of the organisational profile.

Enrol 3rd Party Data
Enrol Organisation
Enred Tochaical Admin

Request Certificate

Enrol Technical User

Submission Dashboard

Secure File Submission
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your Organisations work page under the Enrol 3rd Party Data menu.

YV SARS

South African Revenue Service

Effective Date: 19 March 2024
b) To enrol a Technical Administrator, select Enrol Technical Admin from the side menu options, on

e VSARS @runs User Organisations  Retumns Customs  Duties & Levies  Services

Portiolio

Other Services A RO
CCN MOTORS BK L JIURS OF T i Organisation

Tax Status Contact

Tax Directives

Tax Directives - prior 2017

Enroll Technical Administrator for 3rd Party Data Submission
Organisation Name: CCN MOTORS BK
Registration Number:

Eraol Technical Adrains VALARIE 2022/08/10 Link Enrolled __ Open
Find Technical Administrator

Request Cerificate

Enrol Technical User

Submission Dashboard

Secure File Submission
My TP Configuration

Enrol Organisation
[MAME ~ JD NUMBERIPASSPORT NUMBER [ENROLLMENT DATE STATUS |
ail

Complaints

Live Help?

k! LIVE CHAT

I AskA QuesTIoN?

c) Click Find Technical Administrator to search and select a Technical Administrator.

e Mrs SUSAN
]

Search for Tax User

Tax Reference Number
Sumarme ] Email Address |

Identification Number | Search

Other Services

Enrol Organisation

Enrol Technical Admin

Request Certificate

Enrol Technical User

PN — T —

! LIVE CHAT

['5) AsKAQuESTION?

d) Complete the information required and click on Search. The user can complete one of the fields and
click on search. If no values are entered in the above fields, click on Search and all the registered

eFiling users for the relevant organisation will be displayed.
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024

e Mrs SUSAN
L]
Search for Tax User

Tax Reference Number
Sumame. [ | EmalAgdess [ |
Login Name  |UJU2023 First Name

Identification Number

Record found Page 1 of << Previous Next >»
Surname | | Login Name | Email Address |
[ { { UJU2023_1 | |

Back to Top

Other Services

Enrol Organisation

Enrol Technical Admin
Request Certificate

Enrol Technical User .
L LIVE CHAT I asxaquestion?

e) The screen with the user’s details will be displayed. Select the user to be enrolled as the Technical
Administrator.

e Mrs SUSAN
]

Tax Ref Numb: . ..
e Enrol Technical Administrator for 3rd

Party Data Submission

USER DETAILS

Name: uu
1D Number:

Email Address:

Cell Phone:

Telephone Number:

Identification Number

Other Services

Enrol Technical Administrator
Tax Directives

Enrol Organisation

Enrol Technical Admin
Request Certificate

Enrol Technical User
il LIVE CHAT [ ASKAQUESTION?

f) The screen with the details of the selected user will be displayed as confirmation. Select Enrol
Technical Administrator, to submit the request.
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024

e Mrs SUSAN ° Enroll Technical Administrator for 3rd Party Data Submission

Organisation Name: CCHN MOTORS BK
Registration Number:
Tax Reference:

Tax Reference Number

Identification Number

'NAME D NUMBER/PASSPORT NUMBER [ENROLLMENT DATE __|STATUS =
VALARIE 202210610 Link Enrolled Open
UJU UJU Enroimentrequested __ Open

Find Technical Administrator

Other Services

Tax Directives - prior 2017

Additional Services
Tax Clearance Certificates
Enrol 3rd Party Data

Enrol Organisation

Enrol Technical Admin
Request Certificate

Enrol Technical User

i LIVE CHAT ) sk aquesTion?

g) By selecting the Enrol Technical Administrator button you will be redirected to the grid page.

h) In the Status column, the status Enrolment Requested indicates that SARS is still processing the
enrolment. The status Link Enrolled will be displayed once the enrolment of the user as the
Technical Administrator has been confirmed.

i) To replace one Technical Administrator with another Technical Administrator, the first enrolled
Technical Administrator must have a status Link Enrolled. The Business Administrator must then
enrol a new Technical Administrator. Click Find Technical Administrator and once a new Technical
Administrator has been enrolled, the other Technical Administrator can be deleted.

B WD L User Orgarsations  Returns Customs Duties & Levies  Services Tax Status Contact
° Mrs SUSAN

CCN MOTORS BK T} Organisation
Tax Reference Number

Identification Number

Enroll Technical Administrator for 3rd Party Data Submission

e ORGANISATION DETAILS

Ovganisation Mame: CCN MOTORS BK
Registration Number:
Other Services Tax Reference:

(MAME D NUMBER/PASSPORT NUMBER ROLLMENT DATE STATUS .
T T e — 2022006110 Link Enrolled__ Coen
202307720 Lk Envolled  Cgen

[Find Technical admnistrator |

Enrol Technical User
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10.4 How to

a) To view al

Orther Services

Tax Directives - prior 2017
Additional Services

Tax Clearance ¢

Enrol 3rd Party Data

Enrol Technical Admin
Request Certificate
Enrol Technical User
Submission Dashboard

Secure File Subm

YV SARS

South African Revenue Service

Effective Date: 19 March 2024
view details of a Technical Administrator

Enrol 3rd Party Data

Enrol Ovganisation

Enrol Technical Admin

Request Certificate

Enrol Technical User

Submission Dashboard

Secure File Submission

| the Technical Administrators, click Enrol Technical Admin.

User Ovrganisaons  Retums Customs Dubes & Levies  Senaces Tax Status Contact

¢ Organisation

Enroll Technical Administrator for 3rd Party Data Submission

ORGANISATION DETAILS

Organisation Name:
Registration Number:
Tax Reference:

[ NAME  }D NUMBER/PASSPORT NUMBER NROLLMENT DATE STATUS |

Enroiment requested Qpen

Find Tachnical Administrator

-} ASK A QUESTION?

b) All the Technical Administrators with the associated status with regard to their enrolment and

activation will be displayed. Click Open next to a Technical Administrator to view the details of that
particular Technical Administrator.

Other Services

Enrol Technical User

ile Submission

User Organisabons  Retumns. Customs  Dubies & Lewies  Senvices

i Organisation

Enrol Technical Administrator for 3rd
Party Data Submission

TEST@TEST CO.ZA
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024
c) Details of the Technical Administrator will now open.

10.5 How to delete a Technical Administrator

User Organisaions ~ Retums Customs  Dubes & Levies  Senices Tax Status Contact

Organisation
Tax Directives - prior 2017

Additional Services

Enroll Technical Administrator for 3rd Party Data Submission

ORGANISATION DETAILS

Organisation Name:
Registration Number:

Tax Reference:

[ NAME D NUMBERIPASSPORT NUMBER NROLLMENT DATE STATUS

Link Enolled QOpen

_Find Technical Administratos

[=) sk A QuEsTION?

a) To delete a Technical Administrator, click Open next to the Technical Administrator that should be
removed.

User Organisatons  Retums Customs  Dubes & Levies  Senices Tax Status Contact

Tax Directives

Organisation
Tax Directives - prior 2017

Additional 5
Tax Clearance Certificates

Enrol 3rd Party Data
Enrol Technical Administrator for 3rd
Enrol Organisation Party Data Submission

USER DETAILS

Enrod Technical Ad

Request Certificate 10 N DT

EmMail AsIress:
Coll Phone
TephOne NUMDET,

Coeioin Technical AGm wusiaker

3 ASK A QUESTIONT

b) Click Delete Technical Administrator to remove the Technical Administrator.
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024

User Organisaons  Retums Customs Dutses & Levies  Senices Tax Status Contact

¢ Organisation

Tax Directives - prior 2017

Enrol 3rd Party Data

Enrol Techrical Administrator for 3rd
Party Data Submission

Hanve:
1D Number:
Email Addross:

Ol P
Enrol Technical User Teloph arber

Submission Dashboard Delete Tachnical Adminsirator

Secure File Submission

c) You will be prompted to confirm that the user must be deleted. If you select confirm, the Technical
Administrator will be deleted. To cancel the deletion, select Cancel.
o You cannot delete this user. Please delete all
Technical Users and certificates before attempting
to delete the user again.
| oK I Cancel

d) If you attempt to delete the only enrolled Technical Administrator without having deleted all the
Technical Users first, this message will be displayed.

11 REQUESTING THE SARS SECURITY CERTIFICATE

a) It is important to note that before a successful submission, third-party data entities should request a
security certificate from SARS. The security certificate is only valid for 12 months from the date it
was issued.

b) The Technical Administrator requests SARS security on behalf of the entity. Additionally, the
Technical Administrator should have been enrolled successfully to request the security certificate
from SARS. This security certificate is required for the submission of data via the Connect: Direct
channel.

c) To request the security certificate from SARS, kindly refer to the following guides.

i) GEN-ENR-01-G02 - Guide for the Submission of third-party data using the HTTPS Channel -
External Guide
i) GEN-ENR-01-G01 - Guide for the submission of third-party data using the connect direct
channel - External Guide
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12 ENROLLING TECHNICAL USERS

12.1 How to invite Technical Users

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

a) Technical users are invited by the Technical Administrator. The Technical Administrator should first
request the SARS certificate for the submission of data. The Technical Administrator should then
invite the technical user and ultimately add and enrol the technical user.

b) Once the Technical Administrator has been successfully added to the organisation profile by the
Business Administrator, he/she can invite many technical users to the eFiling organisation portfolio.
This section will describe to the Technical Administrators how he/she can invite and add Technical

User(s) to the organisational profile.

c) To invite the Technical User to the Business admin profile, proceed as follows:

d) The Technical Administrator is to login to eFiling.
e) Once on the Landing page, select the following
i) User — displayed on the main menu.

i) User — displayed on the left menu.
iii) Invite User — displayed on the left menu.

e P SARS @nunc Home

e Mrs SUSAN

CCN MOTORS BK - DIXON S.J

Tax Reference Number

Services  Tax Status Contact Leg Out

Identification Number

Invite a User

Identification Type

[Please Select Type v

Surname

Portfolio Name

The request name filled in will be shown to the requested user.

CCN MOTORS BK

f) The Invite a user page will be displayed.

g) Complete the Technical User details.

This name will default to their portfolio name upon acceptance of this invitation.

b LIVE CHAT

ASK A QUESTION?
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024

e VSARS @rumc Flen User  Orpanisaions Retums  Gusioms Duties & Lewes Services  TaxStatus  Contact [EEESESN
e Mrs SUSAN
CCN MOTORS BK - DIXON S.J. ~ i Organisation

Tax Reference Number

Identification Number

Invite a User

ted via S th
Invite User Identification Type
i Af
e South African 10w
1D Number
Change Website Profile
Delete User Surname
poP
My Administrators
Portfolio Name
Unlock Account / Reset
Password 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.
Shared Access
CCH MOTORS BK
Lwi LIVE CHAT I AskAQuEsTIONT
h) Once completed, click on Invite
J RLA - View Gustoms Product information
With this profile. users can only view information such as address. contact and bank account details. Users can also view information relating fo their specific ciient type(s) eg
e Mrs SUSAN importerfexporter

RLA - View Client Type
With this profile, users can only view information refating to their specific client type(s) eg. importeriexporter

RLA - Manage Cusloms Product information
Tox Reference Humbes With this profile. users can view and change information such as address, contact and bank account details, Users can alse view and change information relating to their specific client
type(s) eg. importer/exporter

Identification Number LA - Manage Client Type

Ori y
With this profile, users can only view and change information relating to their specific client type(s)

Pilot Group for FS
Pilot Group for PIT Filing Season

Manage Users
Can create & change users and assign them to groups

Manage Taxpayers
Can create & change taxpayers and assign them to groups

- Manage Groups
Invite User ' P
< Can create & change groups and assign users and payers to groups

Change Details " Manage Excise Financial Account
This role allows users to maintain all financial detail against an Excise Account

Change Website Profile [ Manage Deferment Account
Delete User ] ISV Activation
This role allows users access to the ISV activation screen

My Administrators Directives

Unlock Account / Reset
Password

Perform Bulk and Additional Payments
This role allows a user without full admin rights to perform bulk and additienal payments.

R MNote: If no groups or roles are assigned to a user, the user will have limited ; ess once logged into eFiling.

Special Links oE

lmi LIVE CHAT "D AsK A QUESTION?

i) Click on Continue.

i) Do note that the Status of the invited eFiling user will be Awaiting confirmation.

k) Notify the Technical User to Accept the invitation sent through on the eFiling profile.
1) Note the roles the technical User can do, on Roles Selected

m)  To continue, click on Continue.
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e Mrs SUSAN

Tax Reference Number

Identification Number

Invite User

Change Details

Change Website Profile

Delete User

My Administrators

Unlock Account / Reset
Password

Shared Access

Special Links

e VSARS ©n s Home User

Tax Use:

CCN MOTORS BK - POP (Awaiting Confirmation)

YV SARS

South African Revenue Service

Effective Date: 19 March 2024

Organisations ~ Returns Customs  Duties & Levies Services  Tax Status Contact Log Out

= i Organisation

USER SUMMARY

GROUPS SELECTED

System Default

ROLES SELECTED

® Can create and change users and assign them to groups.
® Can create and change taxpayers and assign them to groups.

® Can create and change groups and assign users and payers to groups.

il LIVE CHAT ™) AskaquesTion?

n) Do note that the Status of the invited eFiling user will be Awaiting confirmation.

0) Do note that the Technical Administrator can either.

i)
i
ii)

e Mrs SUSAN

Tax Reference Number

Identification Number

Invite User

Change Details

Change Website Profile

Delete User

My Administrators

Unlock Account / Reset
Password

Shared Access

Special Links

Send a reminder.
Cancel an invitation.
Update user rights

e VSARS @rune Home User

Tax User

CCN MOTORS BK - POP (Awaiting Confirmation)

Organisations ~ Returns Customs  Dufies & Levies  Services  Tax Status Contact Log Out

~ } Organisation

Change Details

Identification Type
ID Number

Sumame
POP
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.

CCN MOTORS BK

Send Reminder Cancel Invitation | Update User Rights

sl LIVE CHAT I askaquesTion?
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024

12.2 How a Technical User accepts an invitation.

a) The invited technical User should login to their eFiling profile.

e WSARS @rins Retums Services  TaxStals  Contact Log Out
POP o
Portfolio Taxpaye
POP2023 - POP - POP v i Individual il
Tax Reference Number =
Identification Number
g PROEEE®
Profil Prefe
Oflic PCIETEnc Senp Tax Compliance Status Refresh &) Refund Status:

Portfolio Management

Special Links

Account Balance: Not Available o
Tax Period Return Status Due Date
T i LIVE CHAT =) asxaquesTion?
b) On the Landing page click on My Portfolio
c) Select Portfolio Management — on the left menu option.
d) The Portfolio Management page will be displayed.
Portfolic Management
Linked Portfolio(s)
Portfolio Name Tax User Count Taxpayer Count Portfolio Type Default
POP2023 - POP 1 1 ndividual
User Invitation(s) Your invitation will expire automatically if not accepted within 5 working days.
Portfolio Name Request Date Accept
CCN MOTORS BK. 2023-07-20T10:34:15.06
Unlinked Portfolio(s) F )
Previous Login Name Portfolio Name Link —
e) To accept the invitation, click on Accept.
f) The OTP page will be displayed requesting you to complete the OTP.
i) Complete the OTP PIN
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024

@ FunNG
=

One Time Pin
OTP has been sent to the following cellphone number
76702
Pin expires in 00:02:29

Tra -

Please enter the Iast & digits of your OTP.
South African Revenue Service

™

il LIVE CHAT T askaquestion?

g) The following screen will be displayed indicating that the Portfolio has been successfully linked.

Log Out

Portfolio Management

Add Portfolio

Linked Portfolio(s)
Portfolio Name Tax User Count Taxpayer Count Portfolio Type Default Easy File Login
Message
POP2023 - POP 1 1 i
Portfolic CCN MOTORS BK linked.
CCN MOTORS BK 10 2 POP2023_1
T
User Invitation(s) Your invitation will expire automatically if not accepted within 5 working days.
Portfolio Name Request Date Accept
GCN MOTORS BK 2023-07-20T10:34:15.06
Unlinked Portfolio(s)

< LIVE CHAT -

12.3 How to enrol a Technical User

a) Technical Administrators are to enrol the Technical User. The Technical Administrator can enrol the
Technical User as follows:

i) Login as a Technical Administrator profile (the technical administrator to login on eFiling)

b) Navigate on eFiling as follows:

i) Click on Services - on the main menu.
ii) Select Enrol 3 party Data - on the left menu.
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YV SARS

South African Revenue Service

Effective Date: 19 March 2024

Tax Reference Number

e W SARS @i Opamsations Retums  Customs Duies & Levies Services  TaxStaws  Contact

Identification Number
Portiolio

CCNMQOTORS BK CCNMOTORS B i Organisation

Other Services Enroll Technical User for 3rd Party Data Submission

_ P
Tax Directives

Organisation Name: CCN MOTORS BK
Tax Directives - prior 2017 Registration Number:

Tax Reference:
Additional Services

o Clearancs Gertificaes [ woflE D NUMBERPASSPORT NUMBER ENROLLMENT DATE STATUS

THISEN | 2022/06/10 Delete requested
Sonja 2023/0525 Delete requested
Ereof i Foely Data HEN 202307111 Enroiment requested

Envol Organisation Find Technical User
Enrol Technical Admin

Request Certificate

Enrol Technical User

Submission Dashboard

Secure File Submission

My TP Configuration o LIVE CHAT

iiil) Click on Find Technical User

Tax Reference Number

Identification Number

‘Search for Tax User

Email Address
B —
Search

Sumame:
Login Name

|
| —

Other Services
Tax Directives
Tax Directives - prior 2017

Additional Services

Tax Clearance Certificates

Enrol 3rd Party Data

Enral Organisation

Enrol Technical Admin

Request Certificate

Enrol Technical User

Submission Dashboard

Secure File Submission

My TP Configuration i LIVE CHAT {5 asxaquesnon?

iv)  Complete the following details of the Technical User
A) Complete the Surname
B) Complete the Email Address
C)  Complete the First Name
D) Complete the Login Name

V) Once completed, click on Search
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Other Services

Tax Directives

Tax Directives - prior 2017

Additional Services
Tax Clearance Certificate:

Search for Tax User

Sumame: ] Email Address

LoginName [POP2023 First Name

Record found Page 10f

[ somame | Frsthame | tognhame |

|Por i POP. | R i

Back to Top

vi)  Tap on the applicable Technical User.

c) The Technical Administrator is to create and complete the Secure Web Username for the

Technical User

i) Complete the Secure Web Username

Other Services

Tax Directives - prior 2017

ii) Once completed, click on Enrol Technical User

Enrol Technical User for 3rd Party Data
Submission

USER DETAILS

Name: FOP
1D Number:
Email
Address:
Cell Phone:
Telephone
Number:
112F23D2-CAAT-4A80-ADCB-
Source
\dontiier:  CAAJ1CS109ABER2T 16EAT6AS-
45DE-ADS5-748D4DD2E2FD

Please provide us with the Secure Web usemame
used when submitting a file fo SARS:

Secure Web ¢, re Web Usemame: POP2023
Username:
Enrol Technical User

i)  The Enrol Technical User for 3" party data submission page will be displayed.
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e VSARS @runc Organisations  Refurns Customs Duties&Llevies Services  TaxStatus  Contact

Portiglio

CCN MOTORS BK OTORS B ~ i Organisation

Other Services

Tax Directives

Tax Directives - prior 2017

Enroll Technical User for 3rd Party Data Submission
Organisation Name: CCN MOTORS BK
Registration Number:

Enrol Organisation
e o numsERPASSPORT NuMEER ENcoLLMENT DATE——[staTuS =

Enrol Technical Admin TEHISE, 2022/08/10 Delete requested Open
Sonja 202310525 Delete requested Open

) HEN 20230711 Enrolment requested Open
Request Certificate POP 20230720 Enrolment requested Open

s LIVE CHAT =) asxaquesTion?

iv)  Note that the Status is Enrolment requested.
A)  This implies that the Technical User has been issued and will receive their username
and password via his/her eFiling security details.
d) The Technical Administrator is to advise the Technical User to login to HTTPS.
ii) Where the login details has not been sent through to the Technical User, kindly notify SARS
via the following email address: bus_sys_cdsupport@sars.gov.za

12.4 How to view the details of a Technical User

Enrol 3rd Party Data
Enrcl Organisation
Enrad Technical Admin
Requ Certificate

Enrod Technical User

Submission Dashboard

Secure File Submission

a) To view all the Technical Users, click Enrol Technical User
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Ovganisatons  Relums Customs  Dubies & Levies  Sendces Tax Statues Contact

¢ Organisation

Enrcll Technical User for 3rd Party Data Submission

ORGAM SATION DETAR S
rganisation Name:
Feegistration Mamber:
Tax Reterence:

Request Certificate

En

ASK A QUESTIONT

b) All the Technical Users will be displayed on the screen. To view the details of a specific Technical

User:

i) Click Open next to the relevant user.
i) Details of the Technical User will be displayed.

iiil) The Source Identifier field must be used in all files submitted by that Technical User on the
Direct Data Flow Channel using the Secure File gateway technology

Enrol Technical User for 3rd Party Data
Submission

USER DETAILS

Name:

ID Number:
Email Address:
Cell Phone:
Telephone
Number:

Source
Identifier:

ConnectDirect
Username:

12.5 How to delete a Technical User

a) Click Open next to the Technical User that is to be removed on the Enrol Technical User for 3™
Party Data Submission page.

Enrol Technical Usar for 3rd Party Data
Submission

USER DETAILS

tiame:

1D Nusnbsor:

Emall Addiess:

Caell Phone:
Talophans Humbar
Souvrce Idencilien:

[ Dedote Tachnicst User |
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b) Click Delete Technical User to remove the Technical User.

i) You will be prompted to confirm if the Technical User should be deleted.
ii) Select OK, to delete the Technical User.
iii)  To cancel, select Cancel

Please Confirm [x]

0 Are you sure you want to delete this Technical User?

| oK I Cancel

c) On the Status column, the status Delete Requested indicates that the request to delete the user as
a Technical User has been submitted to SARS. The status User Deleted will be displayed once the
enrolment of the Technical User has been cancelled on the SARS systems.

S User  Organissbons Retums  Cusioms Dubes&levies Senices  TaxStas  Contact

¢ Organisation

Enroll Technical User for 3rd Party Data Submission

ORGANISATION DETAILS

Organisation Name:
Registration Number;
Tax Reference:

e 50 NUMECRIPAS SPORT NUMBER EwRoLLMENTOATE —status |
Open

20150413 Delete requested
201504113 Role Enrolied

201604513 Role Envolied
Submission Dashboard 20150409 Role Enroled
20150413 Role Envolled

Secure File Submission
Find Technscal User |

My TP Configuration

I askaquesTion?

d) The deleted Technical Users will not be displayed on the screen.

13 DEFINITIONS AND ACRONYMS

Link for centralised definitions, acronyms, and abbreviations: Glossary A-M | South African Revenue
Service (sars.gov.za)
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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:
o 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 South African time).
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