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1 SUMMARY

a) This guide is designed to assist Fund Administrators / Long-term Insurers / Employers / Tax Practitioners
and/or Individuals with the Tax Directive administrative functions on eFiling:

i) To activate the Tax Directive function;

ii) Set applicable rights for the user(s) of eFiling;

iii) To assist with the completion and submission of the IRP3(b) and IRP3(c) tax directives forms, by
Organisations, Tax Practitioners and/or Individual taxpayers, and to ensure that they are
successful;

iv)  Obtain a simulation of the Lump Sum tax calculation;

V) Provide guidance with the uploading and submission of supporting documents; and

vi)  Any other relevant functions on eFiling.

2 INTRODUCTION

a) The purpose of a tax directive is to enable SARS to instruct an Employer, Fund Administrator or Insurer
on how to deduct employees' tax from certain lump sums payable to a taxpayer or member.

b) Tax calculations, according to the tax directive, should be regarded merely as an estimate according to
the information on the SARS tax directive system. Some Employees may find that they still have to pay
in substantial amounts or that a credit may be due to them once the final liability is determined on
assessment. On assessment the final tax liability will be determined according to the date of accrual on
the tax directives submitted.

c) The Employer / Fund Administrator / Insurer must ensure that the correct application form is used,
according to the reason for the exit from the
payable to the Employee / member of the fund.

3 WHO MUST COMPLETE AND SUBMIT A TAX DIRECTIVE APPLICATION

a) Employers (including an Administrator of a pension fund, pension preservation fund, provident fund,
provident preservation fund, retirement annuity fund defined in section 1(1) and Long-term Insurers) are
required in terms of paragraph 9(3) of the Fourth Schedule to the Income Tax Act No.58 of 1962, as
amended (6the Actdé) to apply for a tax directi

b) An Employer, Fund Administrator or a Long-term Insurer must submit a tax directive application form
irrespective of the amount payable.

c) On the Individual eFiling Portfolio, the following application forms will be available:

i) IRP 3(b) i Employees' tax to be deducted at a fixed percentage (e.g. commission agents /
personal service company / personal service trust).

ii) IRP 3(c) i Employees' tax to be deducted at a fixed amount (e.g. Paragraph 11 of the 4th
Schedule (hardship) / assessed loss carried forward).

iii) Relief of SA Tax Form:

A) RSTO1 - Directive Application by Non-Resident for Relief of SA Tax for Pension and
Annuities

d) On the Tax Practitioner eFiling Portfolio, the following application forms will be available:

i) IRP 3(b) i Employees' tax to be deducted at a fixed percentage (e.g. commission agents /
personal service company / personal service trust).

ii) IRP 3(c) i Employees' tax to be deducted at a fixed amount (e.g. Paragraph 11 of the 4th
Schedule (hardship) / assessed loss carried forward).

iii) IRP 3(f) - Doubtful Debts 11(j)(1)(2)

iv) IRP 3(g) i Foreign Tax Credit under paragraph of 10 of the 4th Schedule of Income Tax Act

V) Relief of SA Tax Form:

A) RSTO1 - Directive Application by Non-Resident for Relief of SA Tax for Pension and
Annuities
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e) On the Organisation eFiling Portfolio, the following applications will be available:
i) Directives Form:

B)

C)

D)

E)

Form A&D 1 Lump sums paid by pension, pension preservation fund, provident or
provident preservation fund. (e.g., death before retirement / retirement due to ill health /
retirement / provident fund i deemed retirement).

Form B 7 Lump sums paid by pension or provident fund (e.g. resignation / withdrawal /
winding up / transfer / Section 1, Paragraph (eA) of the definition of gross income transfer
or payment / future surplus / unclaimed benefit / divorce i transfer, divorce i non-member
spouse / divorce T member spouse / housing loan / involuntary termination of employment
(retrenchment) including withdrawals from a pension preservation or provident preservation
fund).

Form C1 Lump sums paid by a RAF to a member (e.g. death before retirement / retirement
due to ill health / retirement / transfer from one RAF to another / discontinued contributions
/ future surplus / divorce T transfer, divorce i non-member spouse / divorce i member
spouse / emigration withdrawal / visa expiry).

Form E T Lump sums paid after retirement by an insurer or a fund (e.g., Death Member /
Former Member after Retirement, Par. (c) Living Annuity Commutation, Death - Next
Generation Annuitant, Next Generation Annuitant Commutation and Transfer of an annuity
to another insurer).

ii) IRP3 Employer Form:

A)
B)
C)
D)

E)
F)

IRP3(a) i Gratuities paid by employer (e.g., death / retirement / retirement due to ill health
/ retrenchment / other i to supply reason for payment).

IRP 3(b) T Employees' tax to be deducted at a fixed percentage (e.g. commission agents /
personal service company / personal service trust).

IRP 3(c) i Employees' tax to be deducted at a fixed amount (e.g. Paragraph 11 of the 4th
Schedule (hardship) / assessed loss carried forward).

IRP3(s) i Employees' tax to be deducted on any amount to be included under section 8A
or 8C of the Income Tax Act.

IRP 3(f) - Doubtful Debts 11(j)(1)(2)

IRP 3(q) 7 Foreign Tax Credit under paragraph of 10 of the 4th Schedule of Income Tax
Act

iii) Recognition of Transfer Forms:

A)
B)

C)

ROTO11 Recognition of transfer between two funds before retirement must be used where
a benefit was transferred to another approved fund.

ROTO021 Recognition of GN18 purchase of a member / beneficiary owned pension / annuity
from an insurer must be used to acknowledge the purchase of annuities.

Cancel ROT 17 Request to cancel existing Recognition of Transfer

iv) Relief of SA Tax Form:

A)

RSTO1 - Directive Application by Non-Resident for Relief of SA Tax for Pension and
Annuities

V) Directive Cancellation Request

A)

Cancel Directive T Request to cancel existing directive.

f) The IRP3(b) directive application process has been changed. Applicants are no longer permitted to
select a percentage of their own choice as was allowed in previous years. This process is now
completely automated, and the system calculates the percentage based on the income and expenses
declared by the applicant.

0) For more information on the completion of lump sum tax directive application forms, refer to the following
external guides on the SARS website:
i) Guide to complete Tax Directive Application forms;
ii) Completion Guide for IRP3(a) and IRP3(s) Forms; and
iii) Guide to complete, submit and cancel a Recognition of Transfer Form.
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h) NOTE: Only Fund Administrators of a pension fund, pension preservation fund, provident fund, provident
preservation fund, retirement annuity fund defined in section 1(1) of the Act and Long-term Insurers can
complete the tax directive application forms applicable to lump sum benefits. A member of a fund / the
member 6s tax representative / a Tax Practitioner
directive application form for lump sums payable by a Fund Administrator or Long-term Insurer.

4 HOW TO OBTAIN A TAX DIRECTIVE APPLICATION FORM

a) The tax directive application forms can be obtained through any of the following channels:

i) eFiling:
A) If your organisation is not registered as an eFiler, please log on to www.sars.gov.za to
register and refer to the guide: 6How to
Password on eFilingé.

i) Electronically (via an Interface Agent or eFiling)
A) Fund Administrators or Long-term Insurers can be registered as an Interface Agent or use

established Interface Agents to capture the tax directive application forms online.

1) The interface specification IBIR-006 and the INFOO1 form, to register to obtain
access to the SARS Interface, are available on the SARS website.

1)} For the following documents, no supporting documents are required:
3 Form A&D, Form B, Form C, Form E;
3 IRP3(a) and IRP3(s);
3 Part B of the ROT01 and ROTO02.

5 HOW TO SUBMIT A TAX DIRECTIVE APPLICATION

a) NOTE: It is recommended that the Fund Administrator or Long-term Insurer makes use of either eFiling
or the electronic submission of tax directive application form/s through the Interface agencies to obtain
a tax directive.

b) A completed tax directive application form can be submitted through any of the following channels:
i) Electronically: Through an Interface Agent.
ii) eFiling: Employer / Fund Administrators / Long-term Insurers registered on eFiling can complete
the forms online and obtain the finalised tax directive online.

c) The Fund Administrators / Long-term Insurers can submit tax directive applications, that requires
supporting documents, only through eFiling, for example tax directives for non-residents that require the
certificate of residence, O6Visa expirybd, etc.

6 REGISTRATION OF EFILING

a) Registration forms part of the process that must be completed for the use of eFiling. This will allow your

details to be processed to the SARS system. This section will provide a short introduction on how to
register and log onto eFiling in order to submit your Income Tax return to SARS.

6.1 New eFiling Users

Navigate to the SARS website www.sars.gov.za and the following screen will be displayed.

About SARS Types of Tax Legal Counsel Contact Us Jax Rates Tax Season

YV SARS

South African Revenue Service

Individuals

Large Business & Trusts Deceased & Insolvent Estates Government Small Businesses Tax Exempt Institutions forg
International

IT-AE-41-G04 i External Guide i Guide to the Tax Directive Revision: 6 Page 5 of 63
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b)

Click the eFi IRegisterOT dlutama .t he 0

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

YV SAR

South African Revenue Service

B Register
Individuals Tax Practitioners

Large Business & Trusts Deceased & Insolvent Estates Government Small Businesses Tax Exempt Institutions
International 2

Eorgo
;

C) Alternativéedgind bBuUticé&nthedothe Login screen will be ¢

@ FiLNnG
Welcome, please login
to SARS eFiling
VS a s 7 S Username *
South African Revenue Service Forgot Your Usemame?
Forgot Your Password?
Next
Don't have an account? Register
i LIVE CHAT ) ASK A QUESTION?

d) I f you are not rRegistedt echryepe,r I dinikclatt idhed bottom of t he

Welcome, please login
to SARS eFiling

7SARS |

South African Revenue Service Forgot Your Username?
Forgot Your Password?

I Don't have an account? Register |

e) Compl ete all the relevant i nformation DNaxtot bet pensaol
proceed with the registration process.
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e
Register
< g
Please enter personal details.
Register
. Name *
Please enter personal details.
Surname *
Name *
Are you a South African Citizen?
O Yes @ No
Surname *

Foreign ID / Passport Number *

Are you a South African Citizen?
Are you Registered for Income Tax in South Africa?

O Yes O No Oves O No
s required
i B Date of Birth * a
Next Next
f) Enter contact details (Cell number and Email address), Username, Password and Confirm Password.

Cl i Qukmitd6 t o proceed.

Register

Please enter contact and login details. Note that your
contact details will be used as your security contact details
going forward.

Cell Number* *

Email* *

Username* *
Password* *

Confirm Password* *

0) Upon successful registration, proceed to login to eFiling.
i) For further assistance with eFiling rebawstor ati ol
register for eFiling and manage your user profiled avail abl e on t he S/
WWW.Sars.gov.za
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6.2 Registered eFiling Users

a) Once registered, you are required to keep your login credentials (username and password) which will
always be used to gain access to your profile and usage of the system.

b) Navigate to the SARS website www.sars.gov.zaa nd cLbgindk 6
Home About SARS Types of Tax Legal Counsel Contact Us Tax Rates T Sceam Q © 60 X 8@ N

Y SARS

South African Revenue Service

B Register

Trusts Deceased & Insolvent Estates Government Small Businesses ax Exempt Institutions B
Eor,

assword

got Fassword

~

c) Ent er Usemnamed 6 and cNextdc kbuthteod t o conti nue.

Welcome, please login
to SARS eFiling

Username *

Forgot Your Username?
Forgot Your Password?

Next

Don't have an account? Register

d) I f you have forgotten your Us er nkomget Yaun dserhame?d Bassw
d&orgot Your Password?é6 hyperl inks.

e) If the username entered is incorrect, the following error message will be displayed.

Error

This username does not exist. To register for eFiling, please click on
'Don't have an account? Register'

f) Ent er Pagsswmorddé 6and clUogirdk btuhe oh t o proceed.
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4
Welcome, please login
to SARS eFiling
Forgot Your Username?
Forgot Your Password?
A

0)] Note: If the login and password details are incorrect, an error message will be displayed on the
screen for the user.

Error

Your username and password could not be verified. Please try again.

h) If you are a newly registered eFiling user, after successful first login to eFiling, the Terms and Conditions
screen will be displayed. You are required to read the Terms and Conditions carefully and scroll to the
bottom. Select6 | A cto prqréed.

Welcome to SARS efFiling

SARS EFILING TERMS & CONDITIONS

T

i) Each eFiler must confirm or update his / her eFiling Security Contact Details of either cell number or
email address, which will be used to authenticate the eFiling user.

)] Update the celll number or emai l addr ess (Cohtintebe i nf
button to proceed with the Login process.
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Welcome To SARS eFiling

ls and select your preferred method of communication. Your

eFiling Security Contact Details Prefered Method of communication
Call Number 000000000000

Email tesi@test co 2a

k) A One Time Pin (OTP) will be sent to indicate preferred method of communication of the eFiling user.
Only one preferred method of communication is allowed, where the OTP will be sent.

)] Enter the last 6-digits of OTP that has been sent to indicated preferred method of communication and
click the O6Submitdé button.

One Time Pin

OTP has been sent to the following email

Resend OTP Submit

m)  Upon successful login, the eFiling Dashboard will be displayed.

7 EFILING PORTFOLIOS

a) A registered eFiler can act in differentoroalagksds 6

referred to as Portfolio Types. For example:

i) Individual i a person acting as himself / herself to administer his / her own individual taxes

i) Tax Practitioner i a person registered with SARS and a Recognised Controlling Body (RCB)
and has a signed Power of Attorney to act on behalf of another taxpayer.

iii) Organisation i arepresentative of a tax paying entity acting either as the representative taxpayer
(e.g. Public Officer, Executor of an estate, Fund Administrator, etc.) or an appointed
representative with a signed Power of Attorney in place.

b) eFilers with a Tax Practitioner and Organisation portfolio type can:

i) Activate multiple taxpayers against that portfolio type
ii) Group taxpayers under the same portfolio type
iii) Specify a descriptive name for each group (for ease of reference).

C) If you registered for different portfolio types prior to 1 July 2019, you would have accessed the
abovementioned portfolios by using a unique username and password for each. As from 1 July 2019,
you will only use one username and password (referred to as the primary login) to login to eFiling. You
can then choose the portfolio that you want to access.
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d) The eFiling Dashboard screen was enhanced to assist taxpayers in navigation to the following services:
a. Two-pot calculator i this option allow you obtain an estimation of the possible tax that would be
levied based on the annual remuneration and savings withdrawal amount captured only. Provide
you with sufficient information to assist in the decision regarding a withdrawal from their retirement
funds i.e. saving component and provide your detailed tax compliance information.
b. Lump Sum Calculator i this option allows you to obtain a simulated tax calculation on the lump
sum amount.
c. Online Booking i this option will route you to the SARS Online Booking link to schedule an
appointment with SARS.
d. Statement of Account (only available on individual portfolio)
My Compliance Status
Notice of Registration

e VSARS @runc Home Returns Services Tax Status Contact Log Out
Portfolio Taxp '

A - A ¥ i Individual

bl )

a b c d e f
B EE)EEE

e) By clicking on each tab, you will be navigated to the specific function on eFiling.

f) Below are examples of the different eFiling Dashboard screens for Individual, Tax Practitioner and
Organisation, that indicate where the Two-pot and Lump Sum Calculator tabs is located.

Individual:
Portflolle  laxpayer
Al v ¥ % Individual
> = :
B@E
Two-pot Calculator )
Portfo
Al v ¥ i Individual

BE)E) ) EE)

Lump Sum Calculator

Tax Practitioner:

Portfolio Taxpayer

El v ' ¥ i Tax Practitioner
@BEE
= Two-pot Calculator
Portfolio Taxpayer
El - ¥ % Tax Practitioner
Lump Sum Calculator
IT-AE-41-G04 i External Guide i Guide to the Tax Directive Revision: 6 Page 11 of 63
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Organisation:

¢ Organisation

Two-pot Calculator

- Mr ¥ i Organisation
®&)E) (&
0)] For further assistance with eFiling rHogtosegistarfor on or
eFiling and manage your user profile6o avai |l abl e on viwlvears§&RsS websi t e

8 RIGHTS GROUP FUNCTIONALITY ON EFILING

a) The following section of the guide deals with configuring of new groups, assigning taxpayers and users,
already on your portfolio, to a group, access rights to groups.

b) In addition to the above, this section will also deal with how to activate the Tax Directive functionality on
eFiling. You must ensure that the correct rights and authorisation levels have been allocated to users
on your portfolio to successfully utilise the Tax Directive functionality.

8.1 How to create a new Group

a) In order to create a new group:
i) Sel @cganisationd6 from the menu on the top
ii) S el @cganisationd again from menu on the | eft
iii) Cl i c RighdsnGroupd fr om menu on the left (scroll down i
iv) CIl i c Manage Gloups6 from menu on the | eft
V) The @&Group Details6 screen wi | | di spl ay.
0 Mr Organisations  Returns Customs Duties & Levies  Services Tax Status Contact Log Out
Wi v ¥ i Organisation
Tax Reference Number
Identification Number Group Details
s Group Name Authorisation Level Access to Payments Open Taxpayers Users
System Default Submissions Yes Open Manage Payers Manage Users
Submissions Yes Open Manage Payers Manage Users
Organisation 1
SARS Registered Details
Employee Registration
b) Cl i c lsetup NewdGroupé b ut t onCreatamew Glowpd 6 page wi | | be displaye
IT-AE-41-G04 i External Guide i Guide to the Tax Directive Revision: 6 Page 12 of 63
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CREATE NEW GROUP

Group Name
Authorisation Level Submissions ¥
Access To Payments

TaxTyves Provisional Tax (IRP§)
Value Added Tax (VAT201)
Organisation Income Tax (ITR14/IT12EI/ITR12T)
Individual Income Tax (ITR12)
Employee's Tax (EMP201)
IT56 - Secondary Tax On Companies (STC)
EMP501 - Submission
Customs Agent
Excise Agent
VAT Admin Penalty
PAYE Admin Penalty
IT Admin Penalty
Transfer Duty
Third Party Appointment Banks
Dividends Withholding Tax (DWT)
Third Party Appointment Employers
Third Party Appointment Other
Tax Compliance Status
Tax Compliance Status Verification
IT3
Medical Scheme Contribution
Insurance Payment
Witholding Tax on Interest(WTI)
Foreign Tax Information (FTI)
Mineral Royalties (MPR3)
CcBC
TRN (Tax Reference Number)
Directives
ITR12 Cancelled

Do you want to import taxpayers from an existing group? Yes ® No

Add || Delete Group | 7Backr Check All || Uncheck All'\

c) Comp |l e tGroup Mamedo.

CREATE NEW GROUP

Group Name |Tax Directives ‘

d) Sel ect t heAuthprsatiorclevellbe 6

i) View Only: This will allow you to only have view access
A) For the tax file, you will be able to view the letter. The view button must be visible but
di sabled figreyed outo for the viewer to open o
ii) Completions: You will only be able to view and complete forms or applications
A) For the tax file, you will be able to view and download the file and complete application
forms.
iii) Submissions: You will be allowed to view, complete and submit tax directive applications.
A) For the tax file, you will be able to view the letter, complete, and submit application forms.
In addition, the submitter must be able to open and download the tax rate file.

Authorisation Level

Submissions
Completions ‘
View Only

e) I ndicate i f t hAecegsritooPaymenisiol, | blyasel & ct i ng the tick box

f) The tick box must be selected if the users in the group must pay the IT88L (stop-order) amounts and /or
the PAYE on the tax directive over to SARS via eFiling.

Access To Payments |

0) Select the applicable tax type®bDirettivesbe activated. Hel

IT-AE-41-G04 i External Guide i Guide to the Tax Directive Revision: 6 Page 13 of 63
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Tax Types Provisional Tax (IRP6)

Value Added Tax (VAT201)
Organisation Income Tax (ITR14/IT12EVITR12T)
Individual Income Tax (ITR12)
Employee's Tax (EMP201)

IT56 - Secondary Tax On Companies (STC)
EMP501 - Submission

Customs Agent

Excise Agent

VAT Admin Penalty

PAYE Admin Penalty

IT Admin Penalty

Transfer Duty

Third Party Appointment Banks
Dividends Withholding Tax (DWT)
Third Party Appointment Employers
Third Party Appointment Other

Tax Compliance Status

Tax Compliance Status Verification
IT3

Medical Scheme Contribution
Insurance Payment

Witholding Tax on Interest(WTI)
Foreign Tax Information (FTI)
Mineral Royalties (MPR3)

CBC

TRN (Tax Reference Number)

¥ Directives

h) I f you wish to import taxpayers (already paiegsdof vy
indicator. | f not, e&lo&.ur®e ltAuddt Hhtuhtet adnn dioc actoomrp liest ed t
new group.

i) I f the taxpayer [/ user i s not p a tManage fuserg onulan p or t
Organisation or Taxi nPrtahcet ietxitbtwnernacgsogr fiorfeidingda@nd
manage your user profiled

Do you want to import taxpayers from an existing group?

0
h

Yes ® No

|\ Add \l Delete Group || Back || Check Al |[ Uncheck All |

i) The new group will be listed on the Group Details page.
Group Details
Group Name Authorisation Level Access to Payments Open Taxpayers Users
Companies Submissions Yes Qpen Manage Payers Manage Users
Submissions No ] vansepaen Manage Users
) To view the details of the group, clickt h ®pedd | i n k Updatd GrodpeDetdilsdé scr een wi | |
displayed.

8.2 Assigning taxpayers to the group

a) Cl i ¢ k Mamagée Pagerséhyperlink and a list of the current taxpayers will be listed.

Setup New Group

Authorisation Level Access to Payments

Companies Submissions Yes Open Manage Payers Manage Users

1

b) Select the taxpayers that you wish to add to the new group and click the &avedbutton to continue.
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Add Taxpayers to Group
ROUP INFORMATION
Group Name Authorisation Level Payments Created
Tax Directives Submissions No 2020/09/09
AXPAYERS
Name Registration Number In Group
A
A Z
A
A @
test t (Mr)
| Save || Back || Check Al || Uncheck All |
C) You wil |l receive a c¢on®OKOr maot iporno cneeesds atgoe , a dsde | tehcet
&anceld6 to return to the Ilist of taxpayers to add

Are you sure you want to continue?

d) You will receive a successful message upon confirmation.
Add Taxpayers to Group
Group successfully updated

ROUP INFORMATION
Group Name Authorisation Level Payments Created
Tax Directives Submissions No 2020/09/09

8.3 Assigning users to the group

a) If you select the dManage Usersdhyperlink, you will be able to allocate users (already part of your
portfolio) to the new group that you have created.
Group Details
Group Name Authorisation Level Access to Payments Open Taxpayers Users
Companies Submissions Yes Open Manage Payers Manage Users
Tax Directives Submissions No Qgpen Manage Payers :
1

b) Select the applicable user and drag this person into the grey box.

Users Switch 1o Grid View Back to Group List H R Croup: Tax Directives
2 G - R &‘Pmoms:m

@ - él:,'>

CY

c) Clickon tSaved 6butt on to compl et e.

Unallocated Users Switch to Grid View Back to Group List ﬂ & ?TL“R: Tax Dli_':vc:'.. PR
o B
- G y

: ,

- - X

Click the @Kdbbutton to proceed to add the user to the group or &€Canceldto view the unallocated user
screen.

d)

IT-AE-41-G04 i External Guide i Guide to the Tax Directive Revision: 6 Page 15 of 63
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Are you sure you want to continue?

e) A confirmation message will be displayed after the user have been successfully added the user to the
group.

Group: Tax Directives
/ Authorisation Level: Submissions Group successfully updated
< » Payments: No

X

f) S e | &witcht6 Grid viewd a n st of users will be displayed to add to groups as explained above.

| f y o uSwstehlteDrag arad Drop Viewé t he screen wi l | be as the ori
Unallocated Users Back to Group List H
L}

.} G } c } c
Add Users to Group Switch to Drag_and Drop View

ROUP INFORMATION
Group Name Authorisation Level Payments Created
Tax Directives Submissions No 2020/09/09
users |
Name ID Number Login Name In Group
G R v
c C
c c
G R

| Save || Back || Check All || Uncheck Al |

0) Tick the checkbox next to the user and click on the &Gavebbutton to link the users to the group.
8.4 Activation of Tax Directive functionality for an existing group

a) In order to activate the tax type functions and services on eFiling (e.g. Tax Directives, Tax Compliance

Status, etc) you must ensure that the correct rights and authorisation levels have been allocated to users
on your portfolio.

b) To activate the tax type functions and services:

i) Se |l é@cganisationd from the menu on the top
ii) Se |l é@cganisationd again from menu on the | eft
iii) Cl i c RighasnGroup6
iv) CIl i ¢ Manage Gibupsd
V) T h &rodp Details6 screen will display.
Group Details
| Setup New Group
Group Name Authorisation Level Access to Payments Open Taxpayers Users
System Default Submissions Yes D Manage Users
C) Click Open6t hgg pe&rlink on the Group you want to activa
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B)

C)

i) Sel

iv) Cl idpate6 t o activate
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ert /Gaup Nameth ewhber e applicabl e

ur e t hAuthorsationeLevelbigselected:

View Only: This will allow you to only have view access

1) For the tax file, you will be able to view the letter. The view button must be visible

but disabled fAgreyed outod for the viewer

Completions: You will only be able to view and complete forms or applications

1) For the tax file, you will be able to view and download the file and complete
application forms.

Submissions: You will be allowed to view, complete and submit tax directive

applications.

1) For the tax file, you will be able to view the letter, complete, and submit application
forms. In addition, the submitter must be able to open and download the tax rate file.

e c Tax Diteetive® t ax type o be activated.
t

@delete Groupb .

Tax Types

d) I f you

e) Refer

Provisional Tax (IRP6)

Value Added Tax (VAT201)
Organisation Income Tax (ITR14/IT12EI/ITR12T)
Individual Income Tax (ITR12)
Employee's Tax (EMP201)

IT56 - Secondary Tax On Companies (STC)
EMP501 - Submission

Customs Agent

Excise Agent

VAT Admin Penalty

PAYE Admin Penalty

IT Admin Penalty

Transfer Duty

Third Party Appointment Banks
Dividends Withholding Tax (DWT)
Third Party Appointment Employers
Third Party Appointment Other

Tax Compliance Status

Tax Compliance Status Verification
IT3

Medical Scheme Contribution
Insurance Payment

Witholding Tax on Interest(WTI)
Foreign Tax Information (FTI)
Mineral Royalties (MPR3)

CBC

TRN (Tax Reference Number)

t

t
he specific tax type funct

wish to import taxpayersesdfrodci aatexi stfngougr
i ndi c &bo.r Sesl Add b4 htet dn t o compl et egrotphe cr eati on

Do you want to import taxpayers from an existing group? Yes ® No

‘ Add ‘ Delete Group || Back || Check All || Uncheck All

to OManage users on an Organisation or

&ow to register for eFiling and manage your user profileo

8.5 Organisation Setup

a) Select @rganisation Setupband the Organisation Access Rights overview page will be displayed with
information on Representative Organisation Details and Organisation Access Rights Setup.

b) @rganisationérefers to the organisation that is responsible for rendering the service.
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c) If you wish to change the default organisation, select the applicable organisation from the taxpayer list
and select the &et As Organisationdbutton. Ensure that the entity displayed is the organisation or main
holding company for the profile.

Tax Reference Number Organisation Access Rights Overview
REPRESENTATIVE ORGANISATION DETAILS

T Organisation Name Change Representative Organisation

Registration Number You are currently a representative for the organisation reflecting on the left
Total Number Of Users 4 To change this organisation, please select a different one from the
Taxpayer List' box which is located alongside the top menu of this screen
The details will then be populated below:

My Profie Total Number Of Taxpayers: 40

Organisation Name
Registration Number
Organisation To confirm the change and to apply your new representing organisation,

please select the button below.
_\
SARS Registered Details 2
you cannot find your representing organisation in the ‘Taxpayer

N
List’ box above, please use the ‘Register New’ menu on the left to first
update this organisation against your profile

Employee Registration

'ORGANISATION ACCESS RIGHTS SETUP

Total Number of User Groups:

Admin Reports
Users assigned to Groups: 3
Rights Groups Total Number of Admin Users: Unassigned Users: 1
Users with ‘Manage Groups’ Role: Taxpayers assigned to Groups: 38
Manage Groups User with ‘Manage Taxpayers' Role: Unassigned Taxpayers: 2
Users with ‘Manage Users’ Role
Organisation Setup Groups without Users:

Groups without Taxpayers:
Customs Registration Groups without Tax Types

The following number of TaxTypes have been registered Provisional Tax (IRP6)
Special Links but has not been assigned to any authorisation groups:

o Lo NN NN

To view a report of taxpayers who have active tax types but who have not been assigned to any groups choose either PDF Format or Excel Format

d) Logged in User Details displays information about the user that is logged into the profile.

e) Directives have been added as part of the Userds Ri

LOGGED-IN USER DETAILS

Name: Mr

ID/Passport Number:

Login Name: R

Linked Taxpayers: 38

Assigned User Submissions EMP201v EMPS01; IT: ITR12; ITR14/IT12EITR12T: PAYE Penalty; TRN(Tax Ref Number); VAT: VAT

RS Eirl;?nitiyssions EMP201_ EMP501; IT: ITR12; ITR14/IT12EI/TR12T: PAYE Penalty; TRN(Tax Ref Number); VAT: VAT
enalty

Access to Payments: 38

Assigned User Roles: Perform Bulk and Additional Payments
Manage Groups
Manage Taxpayers
Manage Users
SARS Registration

MERGE REQUESTS

In the event that there are matching profiles existing against the same representative organisation, the functionality below can be used to merge these profiles
To request a merge of a tax user, please enter the login name of the associated user and then click on the ‘Request Merge’ button below:

Login Name

[.Request Merge |

f) When you Setvicesdt pyoumwm eFiling profile, the taxpayer w
means that all the tax directives will be stored under this taxpayer on the default profile.

User Organisations  Returns Duties & Levies = Services Tax Status Contact Log Out

Portfolio s
€ e DEFAULT TAXPAYER ¥ 1 TaxPractitioner

Q) Note: If the default profile is changed, the directive that was submitted on the previous default
profile will not move to the new one as it remains on the original default profile.

h) If you would like to change the default setting, the following steps must be followed:

i)

Click on the ®rganisationsétab on the top ribbon.

Organisations
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ii) Thenontheright-h and s i d eRigbtk Groupd o a®rganigation Setupd

Rights Groups

Manage Groups

Organisation Setup

iii) At the top of the screen, select the taxpayer you want use as the default.
Portfolio RSt

Si v \ Tax Practitioner

Show all

iv) Once selectedyouc | i c Bet as @rg#anisationd
Organisation Access Rights Overview

REPRESENTATIVE ORGANISATION DETAILS

Organisation Name: Change Representative Organisation

Registration Number You are currently a representative for the organisation reflecting on the left

Total Number Of Users: 2 To change this organisation, please select a different one from the
‘Taxpayer List box which is located alongside the top menu of this screen
Total Number Of Taxpayers: 17 The details will then be populated below:

Organisation Name: Miss  Aug
Registration Number: 4

To confirm the change and to apply your new representing organisation,
please select the button below.

| SetAs Organisatior”

Note: If you cannot find your representing organisation in the ‘Taxpayer
List’ box above, please use the ‘Register New’ menu on the left to first
update this organisation against your profile

8.6 Merge Requests

a) This functionality allows you to merge profiles into one in order to better manage the organisations profile
and information. This may be used when you have more than one matching profile against the same
organisation.

b) Capture the login name of the user profiles you want to merge with your profile.

c) Click on the &Request Mergebbutton.

MERGE REQUESTS

In the event that there are matching profiles existing against the same representative organisation, the functionality below can be used to merge these
profiles.

To request a merge of a tax user, please enter the login name of the associated user and then click on the '‘Request Merge' button below.

Login Name

[ Request 'Mergi

d) Click on @Kéto confirm the request.

Are you sure you want to send this merge request?

e) Once you have accepted the merge request an email will be sent to the requested user and the following
screen will be displayed.
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MERGE REQUESTS

In the event that there are matching profiles existing against the same representative organisation, the functionality below can be used to merge these profiles.
To request a merge of a tax user. please enter the login name of the associated user and then click on the ‘Request Merge' button below.

Login Name:
| Request Merge |

Your request for a profile merge has been sent to user with login name K Email correspondence will be sent in this regard.
Should your request be accepted, please ensure that the appropriate access rights and groups are duly assigned. If you have any queries
or experience any problems, please contact our helpdesk on 0800 00 SARS (7277).

f) The receiving user will be required to accept or reject the request. Once accepted or rejected an emalil

will be sent to the requesting party. If you decline a request, the request will be removed from your
profile.

9) The receiving user will access the @rganisation Setup&functionality and derge Receiptsodetails will
be displayed at the bottom of the screen.

MERGE REQUESTS

In the event that there are matching profiles existing against the same representative organisation, the functionality below can be used to merge these profiles
To request a merge of a tax user, please enter the login name of the associated user and then click on the ‘Request Merge’ button below.

Login Name:

[ Request Merge |

MERGE RECEIPTS

The table below contains one or more requests to merge your profile into that of the requesting tax user.
You may choose to accept or decline a request by first selecting a record and then one of the buttons which become available below the grid
Note: Should you accept a request, you and all your linked tax users and taxpayers will move over to the requesting user’s profile

|Select IRequesting User Name lRequesting User Surname [rR ing O isati |C isation Reg. No. I
B G [s P | |

h) If you click Acceptdor declined you must confirm to merge profiles. Click ®©K6to continue.

Are you sure you want to accept the request to merge your profile? Are you sure you want to decline the request to merge your profile?
“ Cancel “ Cancel

i) If you accepted the merge request, you would receive the following message to confirm the merge.

Your profile has been successfully merged with that of user mmasil Email correspondence will be sent in this regard. If you

had not previously setup authorisation groups to manage your taxpayers and users, please note that until the appropriate access
rights have been assigned to you by the requesting user, you may experience limited functionality on your next login. If you have
any queries or experience any problems, please contact our helpdesk on 0800 00 SARS (7277).

9 EMPLOYERS ACCESSING THE TAX RATE FILES

a) The tax rate file will inform the tax rate to be applied in the calculation of PAYE for each taxpayer. This
Tax Rate File will be accessible on eFiling for employers with employees 50 and below number of

employees.
b) In order to download the tax fil Sybmissiema r @mpfaet@no .t he u
I f you ¥iew@ldeasithe user right, you wil!/l not be abl

i) User or employer will access the EMP501 Work Page
ii) The 6Downl oad Tax Filed button wild.l be displayed,
A) This button will only be displayed if there is a tax rate file issued to the employer.
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EMP501 WORK PAGE
@
Filed

2019/08
Tax Reference

7

Return Type

EMP501
Return Declared iew Certificate
Last Updated By
Type Amount rrors
EMP501  Filed through eFiling 2019/09/17 R0.00 1

] Query SARS Status | Dispute | Request For Reason | Back To Search | Download Tax Rate File I

C) The file will be downloaded in .csv format or you will be able to select in which program to open the file.

d) The file wildl also be linked to the corresponding
correspondenced6d side menu.

10 TWO-POT CALCULATOR FUNCTIONALITY

a) The Two-pot calculator allows you:

i) To obtain the possible tax that would be levied based on the annual remuneration and savings
withdrawal amount captured only.

ii) Provide you with sufficient information to assist in the decision regarding a withdrawal from their
retirement funds i.e. saving component and provide your detailed tax compliance information.

b) Af ter successfully | ogdgwoapgt calaulatoro e Fabi ma@q, t dlei chko meh es
indicated below.

A - ¥ i Indwvidual

Fe O0EE

Two-pot Cakculator

c) The Two-Pot Retirement System screen will be displayed. On eFiling, the following fields will be pre-
populated with your information:

i) Name
ii) Surname
iii) ID Type

iv) ID Number
V) Tax Reference Number
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YV SARS Two-Pot Retirement System Calculator

South African Revenue Service

°quueslnelarls @ alculation Result

Please note that all results displayed are a simulation based on the data that you have supplied and may change when your final tax directive is issued, or your next tax return is
i dditional fees may be ded d by your fund i

RESET FORM NEXT

d) Co mp | ¥aureAnriual Incomed a The Ariount You Plan To Withdrawd f i el ds .

Please note that all results displayed are a simulation based on the data that you have supplied and may change when your final tax directive is issued, or your next tax return is
bmitted. Additional fees may be d by your fund

RESET FORM

e) The foll owi ng me sReageaota that al resuptd cisplayeéd arefa simulation based
on data that you have supplied and may change when your final tax directive is issued, or your
next tax return is submitted. Additional fees may be deducted by your fund administratoro .
Ensure that you read the message carefully.

100000 30000

Please note that all results displayed are a simulation based on the data that you have supplied and may change when your final tax directive is issued, or your next tax return is
ddi | fees may be by your fund

RESET FORM NEXT

f) Cl i ckNettthebuitt on to proceed with the calculation.

0) Below is an example of a calculation result screen.
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YV SARS Two-Pot Retirement System Calculator

South African Revenue Service

@ request Details

Two-Pot Calculation Result

Your Total Annual Income Your Total Outstanding SARS Debt

100000 (] 0

The Debt that SARS will Deduct

0 .

The Tax You Will Pay

5400 °

o

The Amount You Plan To Withdraw

30000

The Total Amount To Be Deducted

5400 L

Please note the following

The figures shown here are a simulation based on the data that you have supplied and may change

when your final tax directive is issued, or your next return is submitted

Additional fees, not included here, may be deducted by your fund administrator.

The Final Amount You Will Receive
24600

IREQUEST MY STATEMENT OF ACCOUNT RIS sE RN ) 2

h) On the calculation result screen, the following fields will be displayed:
i) Your Total Annual Income i This is what you captured as your annual income.
ii) The Tax You Will Pay i This amount is calculated based on the Total Annual Income that you

supplied.

iii) Your Total Outstanding SARS Debt i The is the total of all debt amounts that are due to

SARS by you.

iv) The Debt that SARS will Deduct i This is the portion of the total debt that you currently owe to
SARS that will be deducted from the amount that you withdraw from your fund.
V) The Amount You Plan To Withdraw - This is what you captured as the amount that you plan

to withdraw from your fund.

vi)  The Amount To Be Deducted I The sum of the Tax You Will Need to Pay and the Debt That

SARS Will Deduct Amounts.

vii)  This is the Final Amount You Will Receive - The difference between the Total Withdrawal
Amount and the Total to be Deducted amount.

i) On the Calculation Result screen, the following notes will be displayed:
i) The figures shown here are a simulation based on the data that you have supplied and may
change when your final tax directive is issued, or your next return is submitted.
i) Additional fees, not included here, may be deducted by your fund administrator.
iii) If you have debt owing to SARS, the following notes will be added onto the abovementioned

notes, namely:

Your Total Outstanding SARS Debt is broken down as follows:

Q Assessed Debt
G Penalty Debt

G Provisional Debt

You have returns outstanding for the following years.
iv) Below is an example of a screen where there is debt outstanding.
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° Request Details

Two-Pot Calculation Result

Your Total Annual Income

100000 o

The Tax You Will Pay

Your Total Outstanding SARS Debt

1000 °

The Debt that SARS will Deduct

YV SARS

South African Revenue Service

Effective Date: 14 April 2025

© calcuiation Result

The Amount You Plan To Withdraw

30000 o

The Total Amount To Be Deducted

)

K)

11

d)

e Mr1

5400 o 0 o 5400 o
Please note the following:
The figures shown here are a simulation based on the data that you have supplied and may change
when your final tax directive is issued, or your next return is submitted. The Final Amount You Will Receive
Your Total Outstanding SARS Debt is broken down as follows: 24600 0

Penaity Debt : R 1000

Additional fees, not included here, may be deducted by your fund administrator.

REQUEST MY STATEMENT OF ACCOUN RECALCULATE

At the bottom of the results screen, the following two buttons will be displayed:

i) Request My Statement of Account 1 This option allows the user to access the SOQS Request
Documents page; and

i) Recalculate - Returns the user to the initial 2-Pot Retirement System details screen.

For more information on the Two-Pot Retirement System, visit the SARS website on www.sars.gov.za.

TAX DIRECTIVE FUNCTIONALITY

Once you have activated the Directives tax type as explained above, you will be able to access the Tax
Directive functionality on eFiling:

Select Gervicesd6 from the menu on the top
Notes:

i) Functionality that are available under Services on eFiling will default to the default profile under
Taxpayer. This means all directive applications that is submitted will be under the default profile
and you cannot select a taxpayer and then submit it under the taxpayers work sheet.

ii) If the default profile is changed, the tax directive will remain under the default profile that it was
submitted under and not moved to the new profile.

Se | daxtDirettivesb again from menu on the | eft

e V' SARS @+ Home User  Omganisations  Retums  Customs Duties& Lovies Servicos  TaxStatus  Contact  [EEESESRY

Tax Reference Number c v * § Organisation

Identification Number

Pending

Submitted

History

Cancelled

Whatis Service used for?

eSTT:
Securities Transfer Tax is levied on every transfer of a securty. A security is any share or depository; in a company or member's interest, within a diose corporation (CC).

How will | be notified when the eSTT declaration has been processed?
After submission of an eSTT declaration, the outcome will be immediately available on eFiling

STT refunds:
Request an eSTT refund by correctly completing Part A of the REV1600 form; and emailing it to Ibqueries@sars. 0ov.za

eStamps+ As per SARS Website dated 07/01/2016:
“The Stamp Duties Act, 1968 (Act No. 77 of 1968) was repealed with effect from 1 April 2009. It should be noted that all lease agreements executed on or after this date are not liable for Stamp Duty.”

oStamps - Leases:
eStamp Duty s payable on a lease or an agreement of lease of immovable property of rights in immovable property.

eStamps ~ Marketable securities:
Marketable securities are investments that can easily be bought, sold, or traded on public exchanges.

How will | be notified when the eStamp request has been processed?
After payment has been made, the outcome will be available on eFiling immediately.

€STT and Stamps Payments:
STT and Stamp (Leases and Marketable securities) payments are aliowed only on eFiling. No other payment method will be allowed.

Advance Tax Ruling (ATR):
The Advance Tax Ruiing (ATR) system seeks to promote clarity, consistency and certainty about the interpretation and application of the applicable tax laws.

How will | be notified when the ATR application has been processed?
Clients will be notified via email

Tax Directives:
The purpose of a Tex Directive is to enable SARS to instruct an employer, fund administrator or insurer about how to deduct employees' tax, from certain lump sums to a taxpayer or member.

Lump Sum Calculator How long will it take to get a Tax Directive? HAT 3 R s

it wall take 24 hours to cet a resoonse from SARS. The fullstatus of the tax drective_aooroved or deciined. will be visible in the Sy Bos! bhce received
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e) The following menus are available within the Tax Directives function on the Organisation profile:

i)

vii)

Request Previous Years Directives - request previously issued tax directives for a maximum of

up to three years.

A) This functionality will only be active on the Individuals and Tax Practitioner profiles.

Request - All the application forms for tax directives will be displayed, including the application

for cancellation of a tax directive.

Pending 7 All pended tax directive application forms that are completed and saved but not

submitted to SARS will be displayed here.

Submitted 7 All submitted applications for Tax Directives will be displayed

History 7 A history or view of all tax directive applications will be displayed.

Cancelled i All cancelled applications for Tax Directives submitted to SARS will be displayed

here.

Lump Sum Calculator 1 this option allows you to obtain a simulated tax calculation on the lump

sum amount.

A) This functionality will only be active on the Individuals and Tax Practitioner profiles.

B) The calculation is based on the fields captured and is an estimation of the tax payable
according to the information on SARS system when the calculation is submitted.

f) If you are an individual and want to apply for a tax directive, you will access the tax directive
functionality:

i)
i)

Other Services

Tax Directives

Request Previous Years
Directives

Request
Pending
Submitted
History

Cancelled

Lump Sum Calculator

Sel Sertice#d from the menu on the top

S el eraxtDirectivesd6 again from menu on the | eft

e VSARS ®@rur Home User  Organisations  Returns Customs Dutes& Levies Services  TaxStatus  Contact Log Out
C - * i Organisation

What is Service used for?

eSTT

Secunities Transfer Tax is levied on every transfer of a secunty. A secunily is any share or depository, in a company or member's interest, within a close corporation (CC)

How will | be notified when the eSTT declaration has been processed?

After submission of an eSTT declaration, the outcome will be immediately available on eFiling

©STT refunds.

Request an eSTT refund by correctly completing Part A of the REV1600 form; and emailing it to Ibqueries@sars govza

eStamps+ As per SARS Website dated 07/01/2016:
“The Stamp Duties Act, 1968 (Act No. 77 of 1968) was repealed with effect from 1 April 2009. It should be noted that all lease agreements executed on o after this date are not kable for Stamp Duty"

eStamps - Leases:
eStamp Duty is payable on a lease or an agreement of lease of immovable property or rights in immovabie property.

eStamps ~ Marketable securities:
Marketable securities are investments that can easily be bought, sold, or traded on public exchanges

| How will | be notified when the eStamp request has been processed?
After payment has been made, the outcome will be available on eFiling immediately.

©STT and Stamps Payments:
eSTT and Stamp (Leases and Marketable securities) payments are allowed only on eFiling. No other payment method will be aliowed.

Advance Tax Ruling (ATR):
The Advance Tax Ruling (ATR) system seeks to promote clanity, consistency and certainty about the interpretation and application of the applicable tax laws.

How will | be notified when the ATR application has been processed?
Clients will be notified via emai

Tax Directives.
The purpose of a Tax Directive is to enable SARS to instruct an employer, fund administrator o insurer about how to deduct employees’ tax, from certain lump sums 1o a taxpayer of member

How long will it take to get a Tax Directive? G HVE CHAT o Y T —
It will take 24 hours to oet a response from SARS The full status of the tax directive anoroved or declined wall be visible in the"Stallis Box_ once received

Q) The following menus are available within the Tax Directives function on the eFiling portfolios:

i) Request Previous Years Directives - request previously issued tax directives for a maximum of
up to three years.

ii) Request - all the application forms for tax directives will be displayed, including the application
for cancellation of a tax directive.

iii) Pending 1 All pended tax directive application forms that are completed but not submitted to
SARS will be displayed here.

iv) Submitted 7 All submitted applications for Tax Directives will be displayed

V) History i A history or view of all tax directive applications will be displayed.

vi)  Cancelled 1 All cancelled applications for Tax Directives submitted to SARS will be displayed
here.

vii)  Lump Sum Calculator - this option allows you to obtain a simulated tax calculation on the lump
sum amount.
A) The calculation is based on the fields captured and is an estimation of the tax payable

according to the information on SARS system when the calculation is submitted.
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=)

) On the Individual portfolio, the taxpayer will only be able to apply for the IRP3(b) and IRP3(c) tax
directives for themselves.

i) On the Tax Practitioner portfolios, only the IRP3(b), IRP3(c), IRP3(q) and IRP3(f) application forms will
be available to request on behalf of their clients.
i) Request Previous Years Directives - request previously issued tax directives for a maximum of
up to three years on behalf of a client.
)] All tax directive applications will be available under the Organisation portfolio.
12 REQUEST PREVIOUS YEARS DIRECTIVES
a) To request previous years Tax Directives on eFiling:
i) Sel Servicesd& o0 nmehurbar
ii) S el eraxtDirectivesd6 on t he menu on the | eft

iii) S e | &RequesbHPrevious Years Directiveso .

Tax Directives

Request Previous Years
Directives

Request
Pending
Submitted
History
Cancelled

Lump Sum calculator

O

) The following screen will be displayed with the 06Ta
being pre-populated.

REQUEST PREVIOUS YEARS DIRECTIVES

Tax Reference Number

ID Number: [ l
6
Passport: ‘

Tax Year From (CCYY):

Tax Year To (CCYY): :I
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C) Select the rel evaatvVYeartFeomb yenop @ owidax¥emdTéd hfei &1 d - wi | | I
popul at ed .Subtitd ctku ttthen 6t o proceed with the search.

d) If there are no results to display, an error message will be displayed to indicate that there is no tax
directives available for the search criteria entered.

Tax Reference Number

(=}
(=]

ID Number:

=)

Passport:

Tax Year From (CCYY):
2021

Tax Year To (CCYY):
2023

Errors: ,ﬂ

- No information was found for the input parameters provided

OK

e) If there are previous tax directives to display, the results screen will be displayed as indicated in the
below example.

Tax Reference Number

00 I

|
C |
| |
—

1D Number:

Tax Year From (CCYY):

Tax Year To (CCYY): l
2021

Show 10 + entries search: [ |
00 447 2019 2021-03-03 TRANSFER
Showing 1 to 1 of 1 entries Previous 1 Next
f) Sel ecViewtlIRR8 6button and the | RP3 wild]l be displayed or
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VSMS INCOME TAX IRP3e
Employee's tax deduction directive

South African Revenue Service Enquiries should be addressed to:

Contact Details

Contact Center Tel 0800 00 SARS (7277)

Intemational callers: +27 11 6022093

SARS online: WWw.sars.gov.za
I
Tax Reference No: rMu.xmn;-T
Date: 2021-03-10 ‘e
Tax Year: 2019

Dwective No. 44740735

Appiication No. 44748679

A: Particulars of Employee / Member of Fund

) NOTE: This functionality can be used to determine if all the IRP5/IT3(a) certificates was obtained before
the annual return is completed. The o6Tax Yeard on

assessmentd on the | RP5/1 TBUmbecéronfitbat eRP3I&ghmusdDi
in the directive container on the IRP5/IT3(a) certificates.

(]

=

3 LUMP SUM CALCU LATION FUNCTIONALITY

<))

) This functionality provides an estimation of the tax deduction on a lump sum, based on the information
entered into the Lump Sum Calculation form and the information on SARS system on the day the
calculation is required.

O

) To access the Lump Sum Calculation on eFiling, use one of the following routes:

i) Sel ec tump Swem Galculatordo opti on on the | anding page of e

) (@) () (& &

Lump Sum Calculator

i) Sel ec Lumplsen Galculatord o pt i o nSefvices and Tax Oirective menu options;

o
=

Tax Directives

Request Previous Years
Directives

Request

Pending

Submitted

History

Cancelled

Lump Sum calculator

iii) Sel eRequestb me nu o pReguest forlruthps@im Directive Calculationd6 arrow and
fRequest Lump Sum Calculatoro .
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N © REQUEST FOR LUMPSUM DIRECTIVE CALCULATION
Tax Directives

Request Previous Years CALCULATOR

Directives

Request Lump Sum Calculator

Request

Pending

C) Note: The Lump Sum Calculation function will not be available on the Organisation profile on eFiling
and the following error will be displayed if the option is selected.

Access Denied

This functionality is only available for Tax practitioners and individual profiles

d) T h Request for Lump Sum Calculation (FormCalc)o screen di spl ays for compl
of the estimation tax payable on the lump sum amount that the Employer or Fund Administrator has
indicated is payable or can be taken as a lump sum amount.

NOT TO BE COMPLETED BY CLIENT

00

SELECT v

CCYY-MM-DD

CCYY-MM-DD

DISCLAIMER: This is 3 Simulation only, T

CALCULATE |
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e) The following fields will be pre-populated in the Taxpayer Information section of the form, based on what

SARS

i)

i)
iii)
iv)
v)

\0)

vii)

viii)

Taxpayer Ref No.

have on record:

Tax Reference No;

Surname;

Name(s);

Initials;

Date of Birth;

A) The date of birth must correspond with the first six digits of the ID number if the ID number
is provided.

ID Number;

A) The identity number must correspond with the latest issued identity document or identity
card by the South African Department of Home Affairs.

Passport / Permit No; and

A)  The passport or permit number as per SARS records.

Passport Country / Country of Origin.

A) If a Passport number is populated, select the applicable passport country or country of
origin.

E

Surname

B

Name(s)

E

Initials

E

Date of Birth

{

ID Number

|

Passport/ Permit

no.

|

Passport Country

/ Country of Origin

‘ SELECT

f) The following fields will be displayed by default in the Fund information container:

i) Fund Type i indicate to which fund you are a member of and will pay a lump sum. Select one of
the following options:
A) Provident Fund
B) Pension Fund
C) Retirement Annuity Fund
D) Provident Preservation Fund
E) Pension Preservation Fund
1) If one of the above fund types were selected refer to 13.1 to assist with the
completion of the fields displaying on the screen.
F) Employer
1) Refer to 13.2 to assist with the completion of the fields displaying on the screen
G) Insurer
1) Refer to 13.3 to assist with the completion of the fields displaying on the screen
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ii) Date of transfer from first approved fund

iii) Are you a non-resident?

iv)  Were any services rendered inside / outside the Republic during the period of membership
of the fund?

Fund Type *

‘ v

Date of transfer from first approved fund

CCYY-MM-DD ]

Are you a non-resident?

‘ v

Were any services rendered inside / outside the Republic during the period of membership
of the fund?

‘ v

0) Note: Based on the Fund Type selection and answers to the questions, additional questions will be
displayed. Each fund type fields will be explained below in the sub sections.

h) Note: Screens displayed below are for illustration purposes and content entered into the relevant fields
should not be used for actual simulations.

13.1 Provident Fund / Pension Fund / Retirement Annuity Fund / Provident
Preservation Fund / Pension Preservation Fund

a) | f the fund t vy pPeovidest Fend I/ Pemdiom d-und $ Refirement Annuity Fund /

Provident Preservation Fund / Pension Preservation Fundo compl et e the foll owi

b) Creation Type i Select one of either:

i) Public Sector Fund,
A) Established by law and some municipal funds, (paragraphs (a), (b) and (d) of the definition
of Apension fundod or paragraph (a), (b) and
1(2) of the Act);
1) Most civil servants are members of a public sector fund, for example GEPF,
Transnet.
1)} Eskom is not a public sector fund. Your fund administrator will be able to indicate if
the fund is registered with FSCA. Public sector funds is hormally not registered with
the FSCA.
ii) Approved Fund; or
A) Also known as private sector funds. The rules of the Fund approved by the Commissioner
of SARS and the FSCA are in compliance with the requirements of paragraph (d) of the
definition of #Aprovident fundo, p arhedefingignh
of Aprovident preservation fundo, the defi
definition of Aretirement annuity fundo in
iii) Other Fund.
A) The Fund Administrator / Long-term Insurer is not yet approved or registered as a Long-
term Insurer at the FSCA.

c) Note: For Retirement Annuity Fund, the Public Sector Fund option will not be available for selection
in the Creation Type field.
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13.1.1Public Sector Fund/Approved Fund/Other Fund

a) If Public Sector / Approved / Other Fund is selected, complete the following questions, namely:

i) Were you previously a member of a Public Sector Fund? i Select Yes or No.
A) These fields must only be completed if an approved fund is paying the lump sum but the
benefit was previously transferred from a public sector fund to the current approved fund
on or after 1 March 2006;
B) Do not complete these fieldsif6 Cr e at i Eublic Bectpréudd was selected.
C) If you select Yes, complete the following fields:

) Date From and Date To fields.
3 This is the period of service in the Public Sector Fund.
3 The 6Date Tob6 cannot be after the date o

1)) The Completed Years field will be populated automatically.
)  Date of Transfer

3 This is the date of the actual transfer from the Public Sector Fund to the
Approved Fund.

IV) Amount of the memberdds transferred portion

3 This is the amount excluding interest. This amount must be equal to the
amount on the directive from the Public Sector Fund.

V) Date of transfer from first approved fund.

3 This is date transferred to a second Approved Fund after the exit from the
Public Sector Fund. If benefit was transferred before 1 March 2018 this
container should not be completed.

VI)  Was the partial withdrawal taken from this benefit in the previous or current
fund prior to the payment? 1 Select Yes or No

3 If Yes, enter the Amount previously withdrawn.
A A portion of the benefit was withdrawn prior to retirement.
3 If No, the Amount previously withdrawn field will not be displayed.
i) Are you a non-resident? i Select Yes or No
A) Mandatory. Must select 6Yesd or O6Nob.
B) Should only be 6Yes6 if you are no |l onger an ¢

iii) Were any services rendered inside / outside the Republic during the period of membership
of the fund? i Select Yes or No

A) Mandatory. Must select 6YesO6 or ONo©O.

B) Should only be 6Yes6 if ther eaqnisdveent &8 6Yesd t o

C) Theanswer should be O6No6 if you are an SA resid
/| Employer. | f O6Yesd is selected the tax cal cu

iv) If Yes:
A) Complete the Total number of months services were rendered inside the Republic
while contributing to the Fund.
B) Complete the Total number of months services were rendered outside the Republic
while contributing to the Fund.
V) If No, proceed to complete the Directive information container.
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Fund Type *

Provident Fund W

Creation Type *

l Public Sector Fund VI

Were you previously a member of a Public Sector fund? *

YES v

Date From *

1986-01-01 ]
Date To *
2021-10-31 ]

Completed Years

: |

Date of transfer *

2005-01-01 ]

Amount of the member’s transferred portion from Public Sector Fund *

R 150 000,00 ]

Date of transfer from first approved fund

2005-01-01 ]

Was there a partial withdrawal taken from this benefit in the previous or current fund prior
to this payment? *

YES v

Amount previously withdrawn *

R 50 000,00 ]

Are you a non-resident? *

I YES v

Were any services rendered inside / outside the Republic during the period of membership
of the fund? *

YES v

Total number of months services were rendered inside the Republic while contributing to
fund *

E |

Total number of months services were rendered outside the Republic while contributing to
fund *

f |

Vi) If you select No to the questionfi Wer e you previously a member of
complete the following fields:

A) Date of transfer from first approved fund
1) Optional field
B) Are you a non-resident? i Select Yes or No.

) Mandatory. Must select 6YesO6 or ONo©O.
1)) Should only be 6Yesdé if you are no |l onger
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C) Were any services rendered inside / outside the Republic during the period of
membership of the fund? i Select Yes or No
) Mandatory. Must select 6Yesd6 or ONo0bO.
1)) Should only be 6Yes 0 Arefyouarorer eaqnisdveent 18 6 Yes o
M) The answer shoul d BAresiéhbadd aimembgrofian SArfund /a n
Il nsurer [/ Empl oyer. | f 6Yesd is selected t
directive submitted by the Fund Administrator.
IV) IfYes:
0 Complete the Total number of months services were rendered inside the
Republic while contributing to the Fund.
0 Complete the Total number of months services were rendered outside
the Republic while contributing to the Fund.
V) If No, proceed to complete the Directive information container.

Fund Type *

Provident Fund v

Creation Type *

‘ Public Sector Fund VI
Were you previously a member of a Public Sector fund? *
‘ NO V.
Date of transfer from first approved fund

2005-01-01 ]
Are you a non-resident? ¥

‘ YES v
Were any services rendered inside / outside the Republic during the period of membership
of the fund? *

’ NO v

vii)  If Other Fund is selected as the Creation Type, the Annual Income field will be displayed for
completion.

A) Annual Income - The annual income must reflect all income received by or which accrued
to the taxpayer during the year of assessment, e.g. salary, remuneration, earnings,
emolument, wages, bonuses, fees, gratuities, commission, pension, overtime payments,
royalties, stipend, allowances and benefits, interest, annuities, share of profits, rental
income, compensation, honorarium, etc.

b) Note: If Pension Fund is selected as the Fund Type, and Other Fund as the Creation Type, the
Annual Income field will be mandatory to complete. The deductions and tax rates applicable to
approved funds and public sector funds is not appl i
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Fund Type *

Provident Fund v

Creation Type *

Other Fund v

Were you previously a member of a Public Sector fund? *

NO v

Date of transfer from first approved fund

2005-01-01 ]

Are you a non-resident? *

‘NO v

Were any services rendered inside / outside the Republic during the period of membership
of the fund? *

E ]

Annual income

R 0,00 ]

13.1.2 Directive Information and Calculated Results

a) Complete the following fields:

i) Reason for directive i Select one of the following options:
A) Death before Retirement;
B) Retirement;
O Retirement due to ill health;
D) Provident fund Deemed Retirement;
E) Withdrawal;

1) Not applicableto 6 Ret i r ement Annuity fundé6. Cannot

Annuity Fund before the age of 55.
F) Resignation;
) Not applicable to Retirement Annuity Fund
G)  Future Surplus;

) For more information refer to Interpretation Note 113 on the SARS website

H) Security of Mortgage bond order / Housing Loan;
) Not applicable to Public Sector Funds.
)] Discontinued Contributions;
1) Only applicable to Retirement Annuity funds
J) Divorce i Non-Member Spouse;
K) Former Member after Retirement;
L) Withdrawal due to Visa Expiry;

1) Only applicable if a non-resident
M)  Cessation of South African Residency; or
) Only applicable if a non-resident

N) Retrenchment Benefit from Fund.

) Note: For detailed information on the reason for directive, refer to The Guide to

complete the Tax Directive application forms on the SARS website.
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b) Note: Once a reason is selected and the Calculation have been requested, you are not allowed to
change the reason and will have to recapture / redo the calculation from the start.

i) Date of accrual
A) The date of retirement or the date the Fund administrator / Employer will pay the lump sum
amount on request or is due.
ii) Date on which the member becomes a member of the fund
A) This is the date the member became a member (joined date) of the Fund that is now
applying for a tax directive.
iii) Cash allowed to be taken 7 the amount you are entitled to take in cash in accordance with the
Fund.

C) Ensure that the Disclaimer is read and understood before selecting the Calculate button for the
estimation.

Reason for directive *

Retirement v

Date of accrual *

2021-11-30 ]

Date on which the member became a member of the fund

2005-01-01 ]

Cash amount allowed to be taken *

R 1800 000,00 J

DISCLAIMER: This is a Simulation only. The results may differ from the results when the actual tax
directive request is submitted to SARS

‘ CALCULATE

d) Click the Calculate button to obtain a simulation of the lump sum.

Completed years (Period of employment in Public Sector Fund)

{ )

Tax payable on the lump sum amount requested.

R 900 000.00 ]

Vested right pre-1 March 1998

R 0.00 ]
Contributions not previously allowed as a deduction (Refer to source code 4029 on the latest
ITA34)

R 0.00 ]

Amount exempt based on services outside the Republic

R 0.00 ]

‘ PRINT RESULTS
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e) Click the Print Results button to view and print the simulation.

PRINT RESULTS g

Calculator results will start downloading, click OK to
download this form.

f) The PDF format of the Lump Sum Tax Calculator will be displayed.

Y SARS o o e

South African Revenue Service

TAXPAYER DETAILS

Tax Ref no.

Date OFf Birth

Full Names

ID Number / Passport no.

DATA SUPPLY BY TAXPAYER

Fund Type

Creation Type Public Sector Fund
Were you previously a member of a Public Sector fund? NO

Dhate of transfer from firs ¢ approved fund 2018-02-01

Are you a non-resident? NO

Were any services rendered inside / outside the Repubic during the period of me ip of the fun NO

Reason for directive Retirement

Date of acerual \ 2021-11-30

Dhate on which the member became a member of the fund 2005-01-01

Cash amount allowed to be taken R 1 800 000,00

CALCULATION OUTCOME

Tax payable on the lump s um amount requested

Vested right pre-1 March 1998 RO.00
Comgpleted years

Contributions not previously allowed s a deduction (Refer to source code 4029 on the latest TTA34) RO.00
Amount exempt bus edon services outside the Republic R0.00

DISCLATMER: This is a Simulation only. The resulls may differ from the results when the actual tax directive request is submitted to SARS

13.2 Employer

a) I f the fund t yHploje® sompdteeed avenfoll owing field:

i) Annual Income
A) The annual income must reflect all income received by or which accrued to the taxpayer
during the year of assessment, e.g. salary, remuneration, earnings, emolument, wages,
bonuses, fees, gratuities, commission, pension, overtime payments, royalties, stipend,
allowances and benefits, interest, annuities, share of profits, rental income, compensation,
honorarium, etc.
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Fund Type *

‘ Employer v

Annual income *

R 350 000,00 ]

A) In the Directive information container, the following reasons will be displayed. Select
the relevant option:
ii) Severance Benefit i Death
iii) Severance Benefit i Retirement (Age of 55 or older)
iv) Severance Benefit i Involuntary Retrenchment
V) Severance Benefit i Voluntary Retrenchment

b) Complete the Date of Accrual
i) The date of accrual is the date of retirement or the date the Employer will pay the lump sum
amount on request or is due.

C) Enter the Cash amount allowed to be taken.

d) Ensure that the Disclaimer is read and understood before selecting the Calculate button for the
estimation.

e) Click the Calculate button to obtain the simulated tax on the lumpsum.

Reason for directive *

Severance Benefit — Retirement (Age of 55 or older) v’

Date of accrual *

2021-11-30 ]

Cash amount allowed to be taken *

R 600 000,00 ]

DISCLAIMER: This is a Simulation only. The results may differ from the results when the actual tax
directive request is submitted to SARS

‘ CALCULATE ‘

f) The tax estimation results will be displayed on the right side of the screen.

IT-AE-41-G04 i External Guide i Guide to the Tax Directive Revision: 6 Page 38 of 63
functionality on eFiling



YV SARS

South African Revenue Service

Effective Date: 14 April 2025

Completed years (Period of employment in Public Sector Fund)

| |

Tax payable on the lump sum amount requested.

[ R 18 000.00 ]

|

Contributions not previously allowed as a deduction (Refer to source code 4029 on the latest
ITA34)

| |

Amount exempt based on services outside the Republic

Vested right pre-1 March 1998

‘ PRINT RESULTS ‘

0)] Click the Print Results button to view and print the simulation. The calculated result will open in PDF
format to view and save. It will not be available on the SARS systems.

Calculator results will start downloading, click OK to
download this form.

OK

h) The PDF format of the Lump Sum Tax Calculator will be displayed, as previously indicated in section
13.1.2 above.

13.3 Insurer
a) I f the fund tylpsarerbscempeetedt hse fioll owing fields:

i) Date of transfer from first approved fund
A) This is an optional field.

ii) Are you a non-resident? - Select Yes or No.
A) Mandatory. Must select 6YesO6 or ONo©G6.
B) Should only be 6Yes6 if you are no |l onger an ¢

iii) Were any service rendered inside / outside the Republic during the period of membership
of the fund? i Select Yes or No
A) Mandatory. Must se
B) Should only be O6Ye

ct 6Yesd or ONO0O.
i t her eaqisdveenrt 168 O60Yesob to

| e

s 0 f
be 6Nob
s O s s

C) The answer should if you are an SA res
/| Employer. |1 f o6Ye [ elected the tax calcu
by the Insurer.
D) If Yes:
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) Complete the Total number of months services were rendered inside the
Republic while contributing to the Fund.
1)) Complete the Total number of months services were rendered outside the
Republic while contributing to the Fund.
E) If No, proceed to complete the Directive information container.

Fund Type *

‘ Insurer v

Are you a non-resident? *

‘ YES v

Were any services rendered inside / outside the Republic during the period of
membership of the fund? *

YES v’

Total number of months services were rendered inside the Republic while contributing

to fund *
10
Total number of months services were rendered outside the Republic while contributing
to fund *
2 ]
Fund Type *
Insurer v ’

Are you a non-resident? *

‘ NO v’

Were any services rendered inside / outside the Republic during the period of
membership of the fund? *

‘ NO v’

b) In the Directive information container, the following reasons will be displayed. Select the relevant
option:
i) Death Member/Former Member after retirement;
ii) Par. (c) Living Annuity Commutation;
iii) Death - Next Generation Annuitant; or
iv) Next Generation Annuitant.

c) Complete the Date of Accrual
i) The date of accrual is the date of retirement or the date the Fund administrator / Employer will
pay the lump sum amount on request or is due.

d) Enter the Cash amount allowed to be taken.
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e) Ensure that the Disclaimer is read and understood before selecting the Calculate button for the
estimation.

Reason for directive *

‘ Par (c) Living Annuity Commutation v

Date of accrual *

2021-11-30 ]

Cash amount allowed to be taken *

R 850 000,00 ]

DISCLAIMER: This is a Simulation only. The results may differ from the results when the actual tax
directive request is submitted to SARS

CALCULATE

f) Click the Calculate button to obtain the simulated tax on the lumpsum.

Completed years (Period of employment in Public Sector Fund)

Tax payable on the lump sum amount requested.

R 76 500.00 ]

|

Contributions not previously allowed as a deduction (Refer to source code 4029 on the latest

Vested right pre-1 March 1998

ITA34)

R 0.00 ]
Amount exempt based on services outside the Republic

R 0.00 ]
‘ PRINT RESULTS ’

Q) Click the Print Results button to view and print the simulation.
PRINT RESULTS [

Calculator results will start downloading, click OK to
download this form.

OK

h) The PDF format of the Lump Sum Tax Calculator will be displayed, as previously indicated in section
13.1.2 above.
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14 COMPLETE THE TAX DIRECTIVE APPLICATION FORMS ON EFILING
a) To complete a Tax Directive Application form on eFiling:
i) Sel Service#d on the menu bar

ii) Se | élaxtDirettivesd6 on t he menu on the |l eft
iii) Sel &Requestd .

Tax Directives

Directives

Request

Pending

Submitted

History

Cancelled

Lump Sum calculator

&
Qo
c
o
%]
b
2]
<
Q
=
7]
<
=
7]

O

) The following screen will be displayed with all the Directive Application forms, IRP3 Employer Forms,
Recognition of Transfer (ROT) Forms and the Directive Cancellation Request.

c) The following screens will display the tax directive applications of the different eFiling Portfolios:

Organisation:
d) The different types of forms will be displayed. Click the arrow next to the banner heading to expand the

relevant form types to request.

L e e ™ e e T
FORM A&D FORM B FORM C FORM E
[0}-Submitted] [3]-Finalised]| [0]-Declined] [0} . Ar t i N N
[0)-Submitted| (8]-Finalised| [0)-Declined] [0} [0}-Submitted] [2)-Finalised] [0])-Declined] [0} {0}-Submitted] [0}-Finalised] [0]-Declined] (0}
Cancelled ancelled ancelled
[T e ——————t e et
IRP3A IRP3B IRP3C IRP3S
RVIRGS Wehor percentag [0}-Subm tted| [0}-Finalised| [0}-Declined] [0} [0]-Submitted] [11]Finalised] [0}-Declined] 1}
[0} Submitted [0]-Finalised| [0}-Declined) [0} [0)-Submitted] [0)-Finalised] [0}-Declined| [0} Cancelled Cancelled
Cancelled Cancelled|
IRP3Q IRP3F
[0}-Submitted| [0]-Finalised] (0}-Declined| [0} [0}-Submitted| [0]-Finalised| [0]-Declined| [0}
Cancelled Cancelled
B S ——— = —— —— = Y
ROTO1 ROTO2 CANCEL ROT
[0)-Submitted] [1}-Accepted| [2]-Declined [0} Submitted] [0}-Accepted] [0]-Declined [0)-Submitted| [0}-Failed Enquiry| [0}-Declined
i — —
RSTO1
[0)-Submitted] [0)-Accepted| [0)-Dechined
s == —— == = __——
CANCEL DIRECTIVE
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Tax Practitioner:

1 IRP3 EMPLOYER FORMS

IRP3B IRP3C IRP3Q IRP3F
Application for a Tax Directive: Application for a Tax Directive: Request for a Tax Deduction Request for Directive: Provision for
Fixed percentage Fixed amount Directive - Variation in Withholding Doubtful Debt
(0)-Submitted| [0)-Finalised| [0]-Declined| [0} [1)-Submitted| [0]-Finalised| [0])-Declined] (0] of Employees' Tax [0)-Submitted| [0)-Finalised| [0]-Declined| [0}
Cancelled Cenceted {o}-submitted [0}-Finalised| [0]-Declined [o]- Smeshod
Cancelled

RSTO1

Application by Non-Resident for a
Directive for Relief from South
African Tax for Pension(s) and / or
Annuity / Annuities in terms of a
Double Taxation Agreement
[0)-Submitted] [0])-Accepted] [0]-Declined

REQUEST FOR LUMPSUM DIRECTIVE CALCULATION

Individual:

| IRP3 EMPLOYER FORMS

IRP3B IRP3C
Application for a Tax Directive Application for a Tax Directive.
Fixed percentage Fixed amount
[0)-Subm itted] (1 }-Finalised| [1}-Declined] [0} [0} Submitted] [0)-Finalised] [0}-Declined) (0}
Cancelied Cancelled
1 RST FORMS.
RSTO1

Application by Non-Resident for a
Directive for Relief from South
African Tax for Pension(s) and / or
Annuity / Annuities in terms of a
Double Taxation Agreement
[0)-submitted] [O}-Accepted] [0]-Declined

REQUEST FOR LUMP SUM DIRECTIVE CALCULATION

e) If you select an application form and the following error displays, refer to section 8 above to ensure that
therightsassi gned to the user is correct .VielWwOnlgohe tAutsh cerrir
will be displayed, and you will not be able to submit any application forms.

Taxpayer does not have the rights to New Directive Request.

f) If the user has no Tax Directives Rights, the following message will be displayed. Refer to section 8
above to ensure that the users are assigned the tax directive rights to be able to complete and submit
tax directive applications.

Your access is denied because your tax directives profile could not be determined.

0) On the Tax Practitioner eFiling Portfolio, once you have successfully logged in and accessed the Tax
Directive functionality, select the relevant application form. A screen will be displayed to select the client
you want to complete the application form for.

h) Select the relevant taxpayer you want to complete the application for.
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Select a Client to work with

Show| 10, entri Search:

TAXPAYER NAME 4 SURNAME 4 4 RN ¢
" " 8 0 Select Client

e " 7 2 Select Client
Select Client
2 Seloct Client

2 Select Client

—

The selected client details container will be displayed with the pre-populated tax reference number,
taxpayer name and the available forms to request.

© SELECTED CLIENT DETAILS
Taxpayer Ref No.
C \
Taxpayer

E J
O IRP3 EMPLOYER FORMS

IRP3B IRP3C IRP3Q IRP3F
Application for a Tax Directive: Application for a Tax Directive: Request for a Tax Deduction Request for Directive: Provision
Fixed percentage Fixed amount Directive - Variation in for Doubtful Debt
[0}-Submitted| [0}-Finalised| [0}-Declined| [0}- (0}-submitted| (0]-Finalised| [0]-Declined] [0} Withholding of Employees’ Tax [0}-submitted| [0}-Finalised| [0]-Declined| [0}
Cancaliad| Conicalind {ol-submitted| [0]-Finalised] [0} Declinedi [0} Cancefled
d

REQUEST FOR LUMPSUM DIRECTIVE CALCULATION

) The application form will be displayed for completion with the pre-populated information of the selected
taxpayer.

Application for a Tax Directive: Fixed percentage IRP3(b)

FOR OFFICE USE ONLY

Application no. [ [

TAXPAYER DETAILS

Select taxpayer type:

Taxpayer reference no Year of assessment ended on (CCYY)*

E [

Surmame* | 8 Initials* [ B

Date of Birth (CCYY-MM-DD)* I = 1 Identity Number i G

Passport / Permit no. Passport Country / Country Of Origin (e.g. = |
I South Africa = ZAF) South Africa v|

k) Demographic information of the taxpayer will be pre-populated and locked for editing.

) For the completion of the Tax Directive application forms, including the Recognition of Transfer, refer to
the following external guides on the SARS website www.sars.gov.za :
i) Guide to complete Tax Directive Application forms;
ii) Completion Guide for IRP3(a) and IRP3(s) Forms; and
iii) Guide to complete, submit and cancel a Recognition of Transfer Form.

m)  Note: On eFiling, the form will display in HTML 5 format.
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15 SAVE THE TAX DIRECTIVE FORM

a) After you have completed all the required information on the Tax Directive application form, select the
& A V bidtton at the bottom of the screen.

b) Note: You must Save the form before the system will allow you to submit the form to SARS.

A —
Declaration

I declare that the information furnished is true and correct in every respect. O
Name: Mrs

Capacity:

Date 2021-11-09

) You will receive a message to indicate that the request has been successfully saved on eFiling.

Request saved successfully

(¢

d) T h Subitto SARS6 button will now be displayed at the bot

Save Submit To SARS

e) You can now submit the form to SARS or opt to submit the form at a later stage.
16 PENDING TAX DIRECTIVE FORMS
a) To view saved Tax Directive applications, whichhave not been submit tPendingbo SAR:

menu tab.
Tax Directives

Request Previous Years
Directives

Request
Pending
Submitted
History
Cancelled

Lump Sum calculator
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b) A list of all the saved tax directive applications will be available to view.

ACTUAL DIRECTIVES

Show 10 v entries Search
COMPLETED DATE APPLICANT / FUND NAME / EMPLOYER STATUS FORM NAME 4

2021-11-09 11:50 8 Saved not yet submitted 1RP38 SELECT

Showing 1 to 1 of 1 entries Previous | 1 | Next

c) Cl iSelectdd on the specific field of the form.

ACTUAL DIRECTIVES

Show 10 v |entries Search:

COMPLETED DATE APPLICANT / FUND NAME / ENPLOYER STATUS FORM NAME
2021-11-09 11:50 SAVED NOT YET SUBMITTED IRP3B SELECT

Showing 1 to 1 of 1 entries Directive Details .o Previous | 1 | Next
REQUEST# 163456

APPLICANT NAME

TAXREFNO

TAXPAYER ID NUMBER

STATUS Saved not yet submitted
FORM TYPE JRMIRP3B
DATE REQUESTED 2021-11-09

d) The following buttons will be displayed on the Directive Details screen:

i) Delete Application i if you click on this button, a confirmation message will be displayed to
confirm the deletion of the form.

Are you sure you want to permanently delete this application?

A) I f youCaeptektbhed directive details scr@kEd
delete the application, a message will be displayed to indicate that the request was
successfully removed, and the application will be permanently deleted and removed from
the Pending Directives Request screens as indicated below.

DELETE DIRECTIVE REQUEST [ ]

Request removed successfully

ACTUAL DIRECTIVES

Show|19 v entries search |

COMPLETED DATE 4 APPLICANT / FUND NAME / EMPLOYER 4 swius 4 FommNAME B
NO RECORDS FOUND

showing 1 10 1 of 1 entries Previous | 1 | Next
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i) Print Form 7 The print screen will open to print the application form.

A)

The form will either open for printing or will be available for download.

B) I f download is availabl e, the following
download.
PRINT IRP3B FORM ~
IRP3B Will start downloading, click OK to download this form.
® B R Q © 12| A MO - B FT B2 &Y
Application for a Tax Directive: Fixed percentage ’ ‘ IRPYb)
ek |° Application Status: [Savedno(yel submitted
TAXPAYER DETALS
_————————————————————————————————————————————————————
Selecttapayertype: [povoual 00000 7]
Taxpayer reference no.* :"“ ] V"“‘“’w:\'?c’c“fn‘f [
Sumame* :B l Intials* [B
Date of Birth 1CCWl-)hgv)$. E I Identity Number l 6
Passport Country / -
Passport / Permit no. Country Of Orin (e S [ i |
Select Directive Reason: [ COMMISsion eamer <]  Dateof empioyment (con. [
Total Annual E 0.4 ® I Towmxsmawa“‘d E o8 % I
iii) Open Form i The form will open in the HTML format
Application for a Tax Directive: Fixed percentage IRP3(b)
Application no. [
Select taxpayer type: ‘ — ‘
Taxpayer reference no. * [ 00 Jvear of assessment ended on (CCYY)* [ ‘
Surmmame* [ = llr\lma\s' [ - ]
Date of Birth (CCYY-MM-DD)* I 19 Identity Number I 6 ‘
Passport / Permit no. [ Jzzzslao;rci(cszt;y/\;)countrv Of Onigin (e.g. [ A v]
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iv) Close i this button will close the Directive Details screen and you will view the Pending Directive
Requests screen.

PENDING DIRECTIVE REQUESTS

ACTUAL DIRECTIVES

Show| 10 v |entries Search: |

COMPLETED DATE $  APPLICANT / FUND NAME / ENPLOYER $ s

2021-11-09 12:08 8 SAVED NOT YET SUBMITTED RP38 SELECT

Showing 1 to 1 of 1 entries Previous | 1 | Next

17 SIMULATE TAX DIRECTIVES

a) The Simulated option will be available on all the application forms, except the IRP3(b), IRP3(c), IRP3(f)
and IRP3(q) forms.

b) After you have completed an application, you will be able to obtain a simulated tax directive.

c) On the application
I ndi Samal adrAcd aal 6

form, the bithldoesgtive do yguuregsite?do.n wi |

Which directive do you require?: (
4 9 ® simulation

Actual

Disclaimer: This is a simulation only. The results may differ from the results when the actual tax directive request is submitted to SARS.

d) A disclaimer will be displayed to indicate that the calculation result is only a simulation and it may differ
from the actual tax directive request that will be submitted to SARS.

18 SUBMITTING THE TAX DIRECTIVE FORM(S)

a) Once you have completed all the required information on the tax directive form, you can submit the
application to SARS.

b) You can either submit the form after you have saved the form and the submit button is available or you
can access the saved form from the Pending menu as explained in the previous section.

c) Open the relevant tax directive f orSumbmatnodSARSOr dlult t om |
wi || be displ ayeédboméxbnto the 6

d) NOTE: I f the 6Submit to SARS® button is not availahb
and then the 6Submit to SARSO6 button wildl be displ a:

Somo

e) As soon SabmittolBARS6 button is selected, the system wil
what was completed on the application to determine if supporting documents are required or not. A
message will be displayed in the case where supporting documents are required, as indicated below.

IT-AE-41-G04 i External Guide i Guide to the Tax Directive Revision: 6 Page 48 of 63
functionality on eFiling



YV SARS

South African Revenue Service

Effective Date: 14 April 2025

Please Note:
After submitting this form, you will be required to submit
supporting documentation.

Lo
18.1 Submission without supporting documents required
a) Cl i ckSubmiteo SARS6 button to proceed.

b) A confirmation message wil/| be displayed tOKécamfirr
proceed.

Are you sure you want to submit

C) Once the form is successfully submitted to SARS, the following message will be displayed.

= -

Request submitted successfully

nigie/
d) You can view the submi tSubendteddoommnhiy t @adl. ecting the 6

18.2 Submission with supporting documents required

a) When supporting documents are required with the application form, the following message will be
di splayed to inform you to submit the suppphmittoi ng do
SARS6 button.

b) If you closed the message, youcoulds e | ®entling and open the application t
&Jploadé option will be displayed again.
Please Note:

Supporting documents are required before submitting this application.

To proceed please click the [UPLOAD] button. [CANCEL] to cancel and save for later submission.

UPLOAD\] CANCEL
c) I f youCaeelbe th & he message, the form wil/ not be su
displayed again.
d) I f y o uUpd lojabbkddoaument Upload page will be displayed in order to upload the required

supporting documents for the application to be submitted to SARS.
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DOCUMENT UPLOAD

Click here to browse... UPLOAD

) OATE UPLOADED FILE NARE FiLE size (n8)

vome | suswitorecrive | view appuicaTion Form I REQUIRED DOCUMENTS

e) The following buttons are displayed on the screen:
i) Home 1 If you click this button, the Request screen will be displayed with all the application forms.

DIRECTIVES FORM

FORM A&D FORM B FORM C FORM E
Retirement or Death: Pension/Provident Fund Registration or Transfer- Pension/Provident Retirement, Death/Transfer: Retirement After Retirement And Death Annuity
[o}-submitced| [3} Finalised| [0} Declined (0} Fund Annulty Fund Commutations
Cancelled fo}-submitted| [8]-Finalised] (0}-Declined] [0} [0}Submitted| [2}-Finalised] [0}-Declined [0}- fo}submitted] [0]-Finalised] [0}-Declined (0}
Cancelied Cancelied Cancelled
IRP3A IRP3B IRP3C IRP3S
Application for a Tax Directive: Gratuities and Application for a Tax Directive: Fixed Application for  Tax Directive: Fixed amount  Application for a Tax Directive: Share Options
Two Pot Savings Withdrawal Benefit percentage I P {oFDeclined [0} {11} Finalised] {0} Declined| 1}
fo}-submitted [o}-Finalised] [o}-Declined [0} fol-submitted [0}-Finalised [0}-Declined| [0} Cancelied Cancelled
Cancelled Cancelled]
IRP3Q IRP3F
Request for & Tax Deduction Directive - Request for Directive: Provision for Doubtful
Variation in Withholding of Employees’ Tax
d ined] (0}- [o}Finalised) for
Cancelled Cancelled
ROT FORMS
ROTO1 ROTO02 CANCEL ROT
Recognition of Transfer between Approved Recognition of Purchase of & member / Request 10 cancel existing Recognition of
benefictary owned pension / annuity
{o}-Submitted| [1]-Accepted| (2} Declined [0}:Submitted] [0} Accepted] [0} Declined [0}-submited [0} Failed Enquiry] [0]-Declined
RST FORMS
RSTO1
Application by Non-Resident for a Directive
for Relief from South African Tax for
Pension(s) and / or Annuity / Annuities in
terms of a Double Taxation Agreement
(0}-submitted (0}-Accepted| [0}-Declined
DIRECTIVE CANCELLATION REQUEST
CANCEL DIRECTIVE
Request 1o cancel existing directive

i) Submit Directive i | f $ubmit Directive6 button is selected, a confi
displayed to confirm the submission to SARS.

Are you sure you want to submit

i)  View Application Formi when vy ou Yiéwi Appicationdormdd butt on, the ap
form will open.
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Comermemmomonrons ————————————————— 7

Application for a Tax Directive: Fixed amount IRP3(c)

FOR OFFICE USE ONLY

Application no. ' 0 '

spplication status: (Saved not yet submitte)

TAXPAYER DETAILS

Is the taxpayer a? ® Individual

Company

Trust

Taxpayer reference no. ' Year of assessment( znde-; l 2019 l
on (CCYY

Surname .TA ' Name(s) l NH l

othername  (Ap ) tnitials (g )

iv)  Required Documents i If you click this button, the required documents will be displayed that

must be uploaded with the application form in order to submit.

Please Note:

The following supporting documents may be required if the Taxpayer is a non-
resident.

Detailed History of Employment

f) Ensure that the following standards are adhered to when supporting documents are uploaded:
i) The file type may be .pdf, .doc, .docx, .xlIs, .xlsx, .jpg and .gif to enable SARS to view the

documents.

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

documents may be uploaded.

0) Note: When uploading files, ensure that the files are not password protected, as this will hamper the

viewing of the supporting document files.

h) To upload supporti ngClitlohene toBrotvsed

Click here to browse... UPLOAD

z

setteicont he 0

1 ———————————

i) Select the file(s) t oOpéné

bpt badettoanondl ohdck t

he
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D B

€ Open »
@vvl |0 » Tax Directive Supporting Documents v | 45 | l Search Tax Directive Supportin... O |
Organize v New folder > [ @
7
£t Favorites Name Type Size Date mq
Bl Desktop '@ IRP3(b) - Application for Tax Directive Fix... Adobe Acrobat D... 156 KB 2020/09,
& Downloads X IRP3(c) - Application for Tax Directive Fix.. Adobe Acrobat D... 159 KB  2020/09,
2l Recent Places |ﬁ] Non-Residency Certificate Adobe Acrobat D... 83 KB 2020/09,
4 Libraries
1% Computer
ﬁ Network
< 1] »
File name: Non-Residency Certificate v | Custom Files -|
[ Open ] ’ Cancel l

The list of documents that are uploaded will be displayed as indicated below.

DOCUMENT UPLOAD

Browse...

UPLOAD

» DATE UPLOADED

1927 2020-09-1022:13

FILE NAME
Non-Residency Certificate.pdf

IRP3(c) - Application for Tax Directive Fixed Amount - External Form.pdf

FILE SIZE (M8)

0.08

0.16

1928 2020-09-1022:44

k) Click the remove button to delete a file and the belowc o n f i
to proceed or O6Cancel 0.

rmation message OKOI I

Are you sure you want to remove document # 19287

) A message will be displayed once the document is successfully removed.

Document deleted successfully

m)

The Document Upload screen will be displayed and the deleted document will be removed.
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DOCUMENT UPLOAD

927 2020.09-1022:13

riue wane rue s
e Residoncy Cortfcsce 541 oo = Open

n) Once you have uploaded al/l

DOCUMENT UPLOAD

Click here to browse. UPLOAD

927

- - = @
R— - o

bowe ] ] wewsemicanouroeu ] secumd vocumers

t hSubmitdgactivede db udt ot counmetnot sp,r o

0) A confirmation message will be displayed to confirm the directive was successfully submitted. Click
& | o doeploceed.
Comeemesmer

Request submitted successfully

p) The submitted applicati oBubwittdddi bebdospthgedetindmentl

DIRECTIVE STATUS
LEULTL R SIMULATED DIRECTIVES

» Click to Filter Directives.

SUBMITTED DIRECTIVES

B cueckau  CompLETED DATE APPLICANT / FUND NAWE / EMPLOYER starus Fomm name

(=] 2020-09-1022:22 NHTA Submitted to SARS IRPIC

19 SUBMITTED TAX DIRECTIVES

a) Once you have submitted a tax
Under the tax practitioner portfolio, ensure that the correct taxpayer is selected.

di r e cSubmittedd ymeun uc atna ba.
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Tax Directives

Request Previous Years
Directives

Request

Pending

Submitted

History

Cancelled

Lump Sum calculator

O

SUBMITTED DIRECTIVES

Ll P LR el SIMULATED DIRECTIVES.

» Click to Filter Directives

W CuecKALL  COMPLETED DATE APPLICANT / FUND NAME / EMPLOYER

021-1017 17:2:

2021-10-12 09:52

(g)

Directive Details

) A list of all the submitted applications will be displayed.

STATUS FORM NAME

Application dectined 1RP38

Application dectined IRP38

dectined P38

Submitted to SARS IRPIC

YV SARS

South African Revenue Service

Effective Date: 14 April 2025

o

TAXREFNO

TAXPAYER ID NUMBER

YOUR APPLICATION REFERENCE IRP3B9003131
REQUEST# 162228
APPLICANT NAME T

£

/

STATUS Application declined
FORM TYPE FORMIRP3B
APPLICATION ID 44759113
DATE SUBMITTED 2021-10-17
ERRORS

ERROR NO ERROR DESCRIPTION
1675 Declined :1: Outstanding taxes on Vat or

PAYE or ITS

,DUi El.-..lCAi.v TE ENABLE FOR SUBMISSION PRINT FORM OPiENi ‘FORMi'  CLOSE

i) Duplicate i A duplicate application will be submitted to SARS.

) Cl i c kS etl helottoddand the following screen will be displayed with different tabs.

A)

A confirmation message will be displayed to confirm the creation of a new directive
application as indicated in the below screen.

IT-AE-41-G04 i External Guide i Guide to the Tax Directive

functionality on eFiling

Revision: 6 Page 54 of 63



YV SARS

South African Revenue Service

Effective Date: 14 April 2025

Are you sure you want to duplicate this directive? - this will create a

new directive based on this directive.

B) | f youOKé ) i ak message wil/l be displayed as bel
application form will be displayed.
DUPLICATE

l

Directive duplicated successfully.

OK

i) Enable for Submission i this option will open the application with all the previous detail that was
submitted to be able to edit and submit to SARS. After you select this option and save the form,
the form will be removed from the Submitted list, unless you submit it again.

iii) Print Form i the application form will be displayed to print.

iv)  Open Form 1 the application form will be displayed

V) Close i this button will close the Directive Details screen.

N
o

HISTORY

QD
—~

To view all t he tax dHisteydt imeer ua g mlbi.c dtnideerrs ,t heel itcakk &
ensure that the correct taxpayer is selected.

Tax Directives

Request Previous Years
Directives

Request
Pending
Submitted
History
Cancelled

Lump Sum calculator

b) The search screen will be displayed. If there are no applications submitted, no directive applications will
be displayed.
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e
|
HISTORY

{Search history using any of the following fields }

Search Criteria - Search history using any of the following fields:

Tax Reference Number
Directive no.

Taxpayer ID number
Passport / Permit no.
Applicant Name

| )
==

Filter by status

Has IT88L O'ves

NO DIRECTIVES FOUND

{"7)—ASK A QUEST|ON?

C) To search, enter one of Tax Reference Number, Directive No, Taxpayer ID number, Passport / Permit
No or Applicant [Seamled abnudt tcolni ctko tphreo coe e d.

d) You also have the option to filter according to the status of the tax directive applications.

Filter by status

‘ ALL v}

Has IT88L Finalised

In progress
ROT Accepted

e) Once you have entered the search criteria, a list of all the tax directive applications will be displayed.

B cueck AL COMPLETED DATE APPLICANT / FUND NAME / EMPLOYER STATUS FORM NAME
O 2021-11-02 10:58 Finalised 1RP3B
2021-09-06 11:54 TESTI Finalised FORMAD
@) 2021-09-06 08:49 JOHAN Finalised FORIAD
20210804 09:36 A Finalised 18938
O 2021.08. 120 Fialsed e

f) To print a finalised tax directive, proceed to the next section of the guide.
21 PRINT TAX DIRECTIVE

a) To print a finali seHistotyAxtdbreoctvivew allckheéeh®ei dal i sce

b) Click ASelectodo of the relevant tax direct iDirectiseou wan
Details6 screen wil |l be displayed.
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Directive Details [ )

YOUR APPLICATION E 3844

B CHECK AL  COMPLETED DATE

0 2021-11-02 10:38

REQUEST# 162940

APPLICANT NAME
m] 2021-09-06 11:54
FUND NAME / EMPLOYER
TAXREFNO
2021-09-06 08:49
TAXPAYER ID NUMBER

O 2021.08-04 09:36 SYARE Finalised
FORM TYPE
O 2021-08-03 12:30 APPLICATION 1D
IRP3#
O 2021-07-29 12:45 DATE ISSUED 2021-11-02
VALID FROM
a 2021-07-29 11:15 VALID TO
DATE SUBMITTED 2021-11-0:
(m] 2021-07-28 14:50

O 2021-06-29 10:41 Eﬁ ﬁan CANCEL HRECT,E @m OPEN. ﬁ:

(=] 2021-06-2113:10 SRy

c) Click the Form Type, inthe above e x a mp | RP36and the Direttive Details screen will be displayed.

DIRECTIVE DETAILS

Directive No.: 4
Application No.: ]

Date Issued:

valid From: 01
valid To:
SELECT EMPLOYER TO PRINT FOR

DATE CAPTURED EMPLOYER NAME CONTACT PERSON REFERENCE NO

20214102 10:57 " 7 m

d) CliPriwmtoAhand the Print screedkowi bl pbecdedptayddwnCbad

PRINT IRP3 ~

IRP3 Will start downloading, click OK to download.

OK

e) The PDF will be displayed and can be downloaded, saved and print.
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V’SMS INCOME TAX IRP3e

'S tax
South African Revenue Service Enquiries should be addressed to:
Contact Center Tel 0800 00 SARS (7277)
Intemational callers:  +27 11 6022093
UNCLAIMED SARS online: www.sars.gov.za
147 SCHOEMAN STREET
AR I
Tax Reference No:
0002 Date: 20200015 T mmmBE
MBLOMIAS GMAIL.COM Tax Year: 2021
0124224001 Drective No. 24702842
Appication No. 28277859

22 CANCEL TAX DIRECTIVE APPLICATION

a) To cancel a tax directive thaRequeat8 mebmi t aled t o SAR:

Tax Directives
Directives
Request
Pending

Submitted

History

Cancelled

Lump Sum calculator

o)
(1]
Q
[
[1°)
v
b
)
=
1]
4]
o
=
7]

O

) The Directive Cancellation Request option W®Wantel be d
Directived .

© DIRECTIVE CANCELLATION REQUEST

CANCEL DIRECTIVE

Request to cancel existing directive

(g

) T h &®eqdest Directive Cancellationd6 screen will be displayed. Enter t
Name and 6&daicltdk btuht & o

REQUEST DIRECTIVE CANCELLATION

SEARCH
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d) Click the dropdowSBhowpnlybohi ebedtand ahki 8t of the tax
displayed to filter the search.

REQUEST DIRECTIVE CANCELLATION

Show only:

ALL )4

Tax Directive No. / Applicant Name: FORMAD
FORMB
FORMC
FORME
IRP3A
IRP3E

| IRP3C
IRP3S

e) A list of finalised tax directives will be displayed according to the search criteria entered.

REQUEST DIRECTIVE CANCELLATION

Show only:

Tax Directive No. / Applicant Name: l '

SEARCH

DOIRECTIVE NUMBER
2

2015-09-13 14:43 A Finstised FORMRPIA canca

2019.09-13 14:45 A Finatised FORMIRFIA canceL

gogaa

f) Cli clCancdlée bbut t on t o RequeseDirective Cahcetldiieanédéscr een will ©be

e .

Directive Number:

[ )
Application Number:
] )
Applicant Name:
] )
Form Type:
(FormiIRP3A )
*
Cancel Reason*: Contact* Tel no.
Person
I SELECT v| [mrs ) (o2 )
Taxpayer Other Tax
Taxpayer ID no.* ID No.* Reference
no.*
(B ) ( ) ( )
Approved fund FScA
o & number (Original  registered
FSCA registration number. directive request) insurer
number*

9) Ensure that you select the Oame Reasond odr ccpachacven |laits to.n |

h) I f you selectOthefbe ec@asore asad you c odipel Rehsendt Ha er aa ¢
provided.
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*
Cancel Reason™*: Contact* Tel no.
Person
I P ,‘ (Mrs ) (o012 )
Taxpayer Other Tax
Taxpayer ID no.* ID No.* Reference
no.*
[ ) ( ) | )
Approved fund FSCA
. . - num ber (Original registered
FSCA registration number. directive request) insurer
number*

Other reason™

i) After you have completed all Subm&gd rkedtetveamtt €andetbo anead d
to close the screen.

) ClickKd hrutdbt on on the confirmation message or cancel

Are you sure you want to cancel the directive : 500041747

k) Where supporting documents are required for the cancellation request, a message will be displayed.
Refer to the supporting documents section above for more details.

Cancellation request details saved successfully!

Note: Supporting documents are required if the reason selected is 'OTHER'.

Please click [OK] to upload supporting documents

e/

)] I f you Candelkedd trheenuw t ab on the |l eft under Tax Directi
d&Jpload Documents6 t ab will be available to submit supporti
Tax Directives B LTIV TTEETTE) | CANCELLED DIRECTIVES.
Re sts Previous Years COMPLETED DATE FUND/EMPLOYER APPLICANT STATUS FORM NAME
Directives
Submitted
History
Cancelled
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m) Click on UWphoad Dot¢umeéntsé, 6a pop up screen wild.l appear . T
d&Jpload Documentsod .

Rt de el ez ti ) CANCELLED DIRECTIVES

COMPLETED DATE FUND/ERMPLOYER APPLICANT

o «  Click UPLOAD DUCUMENTS
Death before Retirement

«  Once you have uploaded all the documents, click the
SUBMIT DOCUMENTS button.

1D 1R OF A DIFFERENT PERSON USED

n) The document upload screen will display once the documents are upl oaded t h8ubmit! i ck
Documentsé at the bottom of the screen.

0) To upload the ddCtckheeertabsowsebi cki od ®the documents that
then click on upload.

p) Once the supporting doc Bimepioaded sauccessfullyd owidleld dihseml &y i
up.

q) Click @b tHhétd®n, once the document is upl oRedowed t hen
andpedd once done tShbenit Documentsd . on f6 t he cl i emabmidi d no

Documentsé but Home then t IBebme Daceamestséwi | I di spl ay 6
r To submit the doc SubmibDosumertséc k aompotphepé screen will a
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