EXTERNAL GUIDE

GUIDE FOR TAX PRACTITIONERS
ON EFILING

YV SARS

At Your Service




TABLE OF CONTENTS

a b WN PP

6
6.1
6.2
6.3
6.4
6.5
6.6
7
7.1
7.2
7.3
8
8.1
9
10
11
12

PURPOSE
INTRODUCTION
LEGISLATION BACKGROUND
OFFENCES
EFILING REGISTRATION PROCESS
TAX PRACTITIONER USER FUNCTIONALITY
REGISTER NEW
CHANGE DETAILS
CHANGE OWN PASSWORD
DELETE USER
MY ADMINISTRATORS
UNLOCK ACCOUNT/RESET PASSWORD
RIGHTS GROUPS FUNCTIONALITY
MANAGE GROUPS
ORGANISATION SETUP
MERGE REQUESTS
ADDING NEW CLIENTS
DELETE TAXPAYER

TAX PRACTITIONER REGISTRATION PROCESS VIA EFILING

HISTORY

DEACTIVATE REGISTRATION OF TAX PRACTITIONER ON EFILING

TAX PRACTITIONER CONFIGURATION

12.1 PRACTITIONER ACTIVATION
12.2 DELEGATE PRACTITIONER AUTHORITY

12.3 CONFIRM PRACTITIONER REGISTRATION STATUS
13 COMPLETION OF ITR12 RETURN BY TAX PREPARER

14

TAX PRACTITIONER NOTICES

EXTERNAL GUIDE

GUIDE FOR TAX PRACTITIONERS ON
EFILING

GEN-ELEC-10-G01

REVISION: 4

Page 2 of 36



1 PURPOSE

o The purpose of this document is to assist tax practitioners with different functionality on
eFiling, including eFiling registration, adding new eFiling users under the tax
practitioner profile, adding new taxpayers, assigning rights to users, tax practitioner
registration and configuration.

2 INTRODUCTION

o With the promulgation of the Tax Administration Act and the amendment of Section
240A of the Tax Administration Act, all tax practitioners are obliged to register with a
recognised controlling body and SARS to be able to practice as a tax practitioner.

. In 2013, tax practitioners were required to register with a recognised controlling body
and register or re-register as tax practitioners with SARS via eFiling.

. Prior to the modernisation of the tax practitioner process in 2013, tax practitioners were
registered by completing a TP-1 form on eFiling and submitting it to SARS for
registration.

. The tax practitioner registration will now be part of the Legal Entity registration process.

. Enhancements to the current functionality includes the maintenance, activation and the
selection of the recognised controlling body of the tax practitioner on eFiling in order to
update practitioner records at SARS.

. SARS wants to enhance the relationship it has with tax practitioners but also maintain
the ability to take action when this relationship has broken down. This will give
taxpayers an improved level of trust and safety in dealing with tax practitioners as the
relationship is actively managed.

3 LEGISLATION BACKGROUND

° Section 240 and 240A of the Tax Administration Act of 2011 replaces sections 67A and
75 of the Income Tax Act and changes the current SARS registration process for tax
practitioners and controlling bodies respectively.

° This new process that has been effective from 1 July 2013, calls for an increased role
for professional bodies and statutory regulators in the sector. SARS is expected to
recognise controlling bodies for practitioners that provide advice with respect to the
application of a tax Act or complete returns if the body is relevant and effective.

° Controlling Bodies are required to:
o Manage compliance of members registered as tax practitioners;
o Act on complaints related to individual members submitted by the public and
SARS;
o Report individuals’ non-compliance to SARS and the pubilic;
o Supply bi-annual reports to SARS on actions taken as a result of SARS

complaints to the body.
4 OFFENCES

o Section 271 read in conjunction with paragraph 64 of section 1 of the Tax
Administration Act No. 28 of 2011 has also been amended to provide that it is an
offence if a person that is required to register, fails to register as a tax practitioner with
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a controlling body, which in turn registers with SARS. On conviction that person may be
subject to a fine or imprisonment.

5 EFILING REGISTRATION PROCESS

. In order to successfully register as a tax practitioner, you will need:
o An active eFiling profile in your personal capacity
e Belong to a registered controlling body in order to verify your membership.

o Navigate to www.sarsefiling.co.za and click on the “Register” button.

WSARS @riLnG
ABOUT eFILING SECURITY CONTACT HOME SARS HOME

Did you know that as an employer you could qualify for the Employ

QuickLinks -

@ eFILING BENEFITS

D eFILING SERVICES

" PAYMENT TO SARS

@/; HELP / FAQ'S

" FORMS & GUIDES
acoess o downlogd our
forms and guides

@cALL CENTRE

0800 00 SARS (7277)

REPORT SUSPICIOUS
ACTIVITY

° Click on the arrow in the tax practitioner section as indicated below

@ s | '@Fil@

Employment Tax Incentive (ETI)
Road Shows

National Treasury and SARS invite
employers to attend an information
session on the Employment Tax
Incentive (ETI). Click here for more
information on when and where these
sessions will take place.

Qualifying Employers

Did you know you may claim the
Employment Tax Incentive (ETI) on
your EMP201 submission? To see if
you qualify or for mare information
read more.

Discontinuation of Debit Pull
Transactions on eFiling

As of the end of October 2013 Debit
Pull transactions are discontinued for
ABSA, FNB, Investec, Nedbank and
Standard Bank. For all other banks
you will still be able to use the Debit
Pull option until phased out. Read
more.
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Tax ive? For more i

Advance Tax Rulings payments

SARS has developed a free software
application linked to eFiling which
allow employers to complete the
declarations offline on the PC and
then send these to SARS

-

I pr————
easyFile

SARS has developed a free software
application linked to eFiling which
allow Dividends Declarants and
egulated Intermediaries to submit
dividend transaction data and
complete declarations offline on the
PC and then send these to SARS .

opl currently unable to make
electronic payments for ATR, may make
cheque payments. For details on ATR
payments, please email ATRinfo@sars.gov.1

Important: Only Adobe Flash Player to
be used for Forms on SARS eFiling

In our quest to improve our sevice to
taxpayers, SARS is phasing in the use of
Adobe Flash Player as the only plug-in for
your browser, to open the forms that are
available on SARS eFiling. Read more ...

Mew Customs Declarations system
There's a new interim process for the

printing of hardcopy notifications to get
goods released Read more....

SCAM ALERT
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http://www.sarsefiling.co.za/
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REGISTER LOGIN
ABOUT eFILING REGISTER SECURITY CONTACT HOME SARS HOME

QuickLinks Registration
= To enjoy the full benefits and convenience of eFiling, you need to first register to gain secure access to your own tax
6, eFILING BENEFITS information.
L 2 Mote: Registration for and the use of eFiling is free. All you need is internet access.
i’ oFILING SERVICES To complete the registration process you will need at hand:

= & Your tax registration number/s
. PAYMENT TO SARS & Your ID number

. * Your personal details
‘@) HELP / FAQ'S eFilers will register as {Please select and click on the appropriate option below) :

~ FORMS & GUIDES

access or download our  s— —_— —_—

LI TN 5 FOR INDIVIDUALS nfi—i FOR TAX PRACTITIONERS E FOR ORGANISATIONS
@CML CENTRE An individual if they are operating in A tax practitioner if they submit A business if they are submitting

U800 00 SARS (7277) their personal capacity. sy retumns on behalf of other individuals  returns on behalf of the company

or businesses for which they work. e
REPO:";E?:'VCMUS Terms & Conditions \ Privacy Policy \ Disclaimer
Manual on the Promotion of Access to information Act 2000
. The registration terms and conditions page will be displayed. Ensure that you read the

terms and conditions. Click on the “I Accept” tick box and the “Continue” button.

Terms and Conditions

This site is used under the Terms and Conditions specified below.

1. The SARS eFiling website provides eFilers and Users with access to and
use of the eFiling senices. =]

2 ALLOWED USE AND LICENSE

1. SARS hereby grants the User the right to view, download and print the
content of the SARS eFiling website for the purposes of accessing and
using the eFiling services. provided that such content is only used by the
User for personal, educational or non-commercial purposes. No further
reproduction or any form of distribution of the content on the SARS eFiling
website is allowed.

2. Content from the SARS eFiling website shall not be used or exploited by
Users for any commercial and non-private purposes without the prior
written consent of SARS .

3 llsers mav onlv arcess and use the SARS eFilina wabsita for lanal ag

Review complete:
Terms and Conditions
]

( Continue T>
. Select “Tax Practitioner”

(" Logrin)——(VaurDetails ) ("Grganization ) (” Registered ) vour Taskz )

User Login Information

| wish to register as a:
) Individual - Personal Tax Senices

= Company - Company Tax Senices (Including Sole Proprietors)

Tax Practitioner

o Complete all the relevant fields in the login details page and click “Register” to
continue. Ensure that you keep the answers to the security questions safe as this will
assist you in the future to reset your password.
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Login Details
Login Name i
(Your login name will be used to creste & unique SARS =Filing login name)
Password i
Confirm Password
Password Hint
{Should you forgst your password, we will give you the password hint on request.)
Security Question 1 What is your favourite hobby?
Answer
Security Question 2 What is your favourite holiday destination?
Answer
Security Question 3 What is your favourite make of vehicle?
Answer
Security Question 4 What is your favourite radio station?
Answer
Security Question 5 What is your mother's maiden name?
Answer
Identification Type South African ID -
1D Number

Do you wish to receive SMS notifications for the following events: @ Yes © No
e After activation as an eFiler
« After any payment

Cell Number

E-mail Address

( Register )

° Complete the registration details and click “Continue” to proceed.

— —(Wour Details )—( Oraanization ) Registered )" Wour Tasks )

Your unique login name will be given te you at the end of the registration process

User Details
Required Details
Title Initials Firstname Surname
T -
Identification Type South African ID =
1D Number
Telephone Number ( )

Do you wish to receive SMS notifications for the following events: © Yes @ No
= After activation as an eFiler
= After any payment

Cell Number
E-mail Address

As part of our ongoing efforts to keep you, the taxpayer, informed we send out periodic
communications either via email or SMS.
Please indicate whether you would like to be included in these communications. @ Yes ) Mo

See below for opticnal deig

ontinu

want to capture now.

o The optional details may be completed if you wish to. Click “Continue” to proceed.
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Optional Details
Fax Number ( )

Designation

Postal Address

Gt

In the Organisation Information section, ensure that you select the correct type of

taxpayer. The Financial Year End, Please tell us how you heard about SARS eFiling
and the “Are you a Tax Practitioner?” fields will be populated for all type of taxpayer

options.

be populated to be completed:

@ Individual Name

o Trading Name

o Identification Type
o ID Number

What type of taxpayer are you adding?
© Company © Trust ndividual/Sole proprietat>™) Partnership ) Fund/Other

Please note that the details which you need to complete below will be for the organisation/main
holding company on your eFiling profile.

Title  Initials Surname
Individual Mame M
row
Trading As
Identification Type South African ID ~
ID Number i
Financial Year End Select -

Please tell us how you heard about SARS eFiling. Are you a Tax Practitioner?

T

to be completed:

o Organisation Name
o Trading Name

o Identification Type
o ID Number

What type of taxpayer are you
@ Company © Trust © Individual/Sole proprietor ip) © Fund/Other
Please note that the details which you need to complete below will be for the organisation/main
holding company on your eFiling profile.

Organisation Name

Trading As
Identification Type South African ID -

ID Number i

Financial Year End Select -

Please tell us how you heard about SARS eFiling. Are you a Tax Practitioner?

-

i

If you select the type of taxpayer as Individual/Sole Proprietor, the following fields will

If you select the type of taxpayer as Partnership, the following fields will be populated

° Complete all fields below and click “Continue” to proceed with the registration.
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Telephone Number

Fax Number

Physical Address Postal Address

Contact Person

Title Initials Firstname Sumame
M
Designation

Telephone Number
Cell Number
E-mail Address

Company Description

)

. Select the relevant return(s) you wish to register for, complete the reference number
and click “Register” to complete the registration process. It is not mandatory to
complete a reference number. Click “Register” to continue. The reference numbers
entered here are that of the tax practitioner and NOT of the clients.

(“Registered ) (CVourTazes
Choose the returns that you wish to register for:
Please enter number without slashes (e g. 1234567890 instead of 1234/567/89/0)
[CJEMP201 - PAYE
Please be aware that when registering for PAYE you will automatically be activated for UIF.
Reference Number
Tax Office

[JEMP201 - SDL
Reference Number
Tax Office

[JEMP501 - Submission
Reference Number
Tax Office

[[IPAYE Admin Penalty
Reference Number
Tax Office

[CVAT201
Note: Debit order arrangements with SARS will be cancelled after registering as an eFiler.
Reference Number
Tax Office

Individual Income Tax (ITR12)
Reference Number |

Tax Ofice  ALBERTON -

1T Admin Penalty
Reference Number
Tax Office

Regster J Reset |

° A summary page will be displayed. Print the summary and fax the form to SARS in
order to complete the eFiling profile registration. Your login name will be presented to
you upon successful registration.
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((ourTasks )
Thank you for registering on SARS eFiling.
Your Login Name is: Tester1416
Please make a nate of your unique login name for future use.
In order to finalize your registration you should complete the fallowing three steps:
1. Click on the PRINT SUMMARY button ta print a summary of your registration

2. Please sign this document
3. and fax with a copy of your ID to- (011) 602 5312.

We will pre-activate your account until we receive the original forms. The pre-activation will enable you to
navigate through our site, capture additional companies and view tax information. You will, however, not
be able to add additional users to the system or submit tax retums until we have received the faxed
forms from you. Once we have fully activated your account, you will have access to the full range of
SARS eFiling services and we will register you at SARS for electronic submission.

To register additional companies, please log into SARS eFiling, click on the Organisation menu and use
the left hand side menu items to Register New'.

To register additional users, please await our confirmation of full activation, log inte SARS eFiling, click
on the User menu and use the left hand side menu items to ‘Register New'.

Please note: If you lose this registration summary form, you can log on and print it again from the
summary menu in the organisation section.

Please click on the Finish button below in arder to login to the SARS eFiling system.

Finish

o A message will be displayed to indicate the amount of days in which the registration
must be verified.

Message frem webpage @

Please note that you have to fax within 45 days otherwise your Account
I % will be automatically removed from the system

. Print and sign the summary of registration and fax to the numbers provided in order to
complete the eFiling registration verification.

YV SARS @FILING

Tel: 0860 709-709 SARS eFiling
Fax: (011) 602 5312

You have registered as: You have registered the following taxpaying

entity:
Mr M Trading

Company/CC/Organisation
ID/Passport Na: 77°

(084 ) 0000000000

MM
Mamelodi West
(024 ) 0000000000 Pretoria
;on%in name: 0122

lfwe hereby confirm:

1. that l'we have been duly authorised to perform eFiling functions on behalf of the
company or individual as specified above;

| further declare that | am duly authorised to create payment instructions on | authorising
to instruct the bank to debit the selected bank account and credit the relevant SARS
bank account on behalf of the Commissioner for the South African Revenue Senvice, with
the amount due, as reflected on the relevant returns for the payment of respectively.

I, the undersigned, have submitted proof of my identity to the Support Desk. |
accept that without receipt of this proof the Support Desk will not allow me to
submit forms and payments through the efiling service. | also warrant that | have
been duly authorised to submit the above request.

Signed on the day of
2014
in

WM.
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o Navigate to www.sarsefiling.co.za and click on the “Login” button.

QuicklLinks -

) eFILING BENEFITS

D eFILING SERVICES

™
“ PAYMENT TO SARS

| HELP / FAQ'S

. FORMS & GUIDES
access or download our
' forms and guides

@cnu CENTRE

0800 00 SARS (7277)

W SARS @FH_H\JG

ABOUT eFILING REGISTER

SECURITY CONTACT

G

REGISTER \LOGIN
v
HOME SARS HOME
I Tax | tive? For more inf

Did you know that as an employer you could qualify for the Employ

g WHAT'S NEW?

Employment Tax Incentive (ETI)
Road Shows

National Treasury and SARS invite
employers to attend an information
session on the Employment Tax
Incentive (ETI). Click here for more
information on when and where these
sessions will take place.

Qualifying Employers

Did you know you may claim the
Employment Tax Incentive (ETI) on
your EMP201 submission? To see if
you qualify or for more information
read more.

Discontinuation of Debit Pull
Transactions on eFiling

e@syFile

SARS has developed a free software
application linked to eFiling which
allow employers to complete the
declarations offline on the PC and
then send these to SARS ... .

easyfFilé

Advance Tax Rulings payments

Applicants currently unable to make
electronic payments for ATR, may make
cheque payments. For details on ATR
payments, please email ATRinfo@sars.gov.3

Important: Only Adobe Flash Player to
be used for Forms on SARS eFiling

In our quest to improve our semvice to
taxpayers, SARS is phasing in the use of
Adobe Flash Player as the only plug-in for
your browser, to open the forms that are
available on SARS eFiling. Read more ...

New Customs Declarations system
There's a new interim process for the
printing of hardcopy notifications to get

REPML?:?RFIOUS As ofthe end of October 2013 Debit goods released.Read more...

Pull transactions are discontinued for
ABSA. FNB, Investec, Nedbank and SARS has developed a free software
Standard Bank. For all other banks application linked to eFiling which
you will still be able to use the Debit E{”E?l‘jlgt‘::md:m?;;Iaanr:?lsna:fbmn
E'ucl‘\n:ptmn until phased out Read ;o i transaction data and SCAM ALERT

) complete declarations offine on the

PC and then send these to SARS ...
. Login with your Login name and Password after your eFiling profile has successfully

been activated.

W SARS @FiLnG T oo
v
Please provide your login details
This is your generated login name (ie. johnd9876)
Login a
Password
Loam neaisTe
0 For a reminder of your username or
=" to reset your password click here
Your Password is now Case Sensitive
Please note that for security reasons this system has been implemented with a timed session expiry.
If you do not use the system for a prolonged period of time, you will receive a "Session Expired” notice
and you will automatically be logged out. This time period has been set for 5 minutes. If you expect to
be away from your desk, please ensure that you save your current work. You should, however, once
you have logged in, not leave this system unattended.
o This functionality offers a variety of options to manage personal eFiling profiles as well

as to manage the details of the other linked users where applicable. Depending on the
authorisation level applied to the user, some or all of the menu options will be available.
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ORGANISATIONS

Register New
Change Details
Change Own
Password

Delete User

My Administrators
Unlock Account /
Reset Password

6.1 REGISTER NEW

. This menu option allows a user to add new users to the profile. As part of this process,
the user may be granted access to tax types and may be allocated to a particular level
of authorisation access. An example of a user may be a staff member that is added to
the profile of the registered tax practitioner. On completion, a new user is created and
an associated login name and password will be provided. The user will be prompted to
change the password on first login to eFiling.

ORGANISATIONS

Register New

. Complete all relevant fields of the new user and select “Register” to proceed.

Register new User

Required Details

+  After activation as an eFiler
= After any payment

Cell Number
E-mail Address

Telephone Number ( )

Login Account Information
Lagin
Password i

Confirm Password

This user is a: © Tax Consultant / Tax Practitioner

@ Organisation Representative

communications either via email or SMS.

Title Initials First Name Sumame
Identification Type South African ID E|

ID Number

Do you wish to receive SMS notifications for the following events: © Yes

The user you are adding will be required to change this password on first login.

As part of our ongoing efforts to keep you, the taxpayer. informed we send out periodic

Please indicate whether you would like to be included in these communications. @ Yes © No
See below for optional details that you may want to capture now.
(| Register $
o The user will be able to choose specific rights that will provide different roles and

profiles on eFiling. Select the applicable user role(s) and click “Continue” to proceed.
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For more information on groups and roles, please click here.

e
USER GROUPS [

Select User ] system Default
Groups

USER ROLES [7]

Select User [T Manage Transfer Duty Financial Account
Roles

This role allows users to maintain all financial detail against the Transfer Duty account

[CISARS Registration
Can register taxpayers with SARS to get tax reference numbers

[[IManage Users
Can create & change users and assign them to groups

[“IManage Taxpayers
Can create & change taxpayers and assign them to groups

[[IManage Groups
Can create & change groups and assign users and payers to groups

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

[FIManage Deferment Aceount
[C11SV Activation
This role allows users access to the ISV activation screen

[“IPerform Bulk and Additional Payments
This role allows a user without full admin rights to perform bulk and additional payments.

have limited access once logged into eFiling.

. If you require more information regarding groups and roles, you can select the
hyperlink and the “Useful Information” page will be displayed.

{2 Useful Information — Groups and Roles - Microsoft Internet Explorer provided by SARS ==

Useful Information — Groups and Roles B

0 1. A group determines a user's access to the ‘Retums Issued’ and ‘Returns History’ menu options.
A Allocation of users to roles does not influence access to return types.

2. Auser can be added to one or multiple groups, or not to any group. Each group may be created
with a different authorisation level.

w

By adding a user to a specific group. you are granting this user access to the retumn type/s which
has/have been linked to the group. To access these however, taxpayers must exist for the return
types and these taxpayers must also be allocated to the group.

4. Where a user has access to a particular return type for a taxpayer via an authorisation grouping, the
return will be available for selection by the user.

5. Where the user has access to a return type for a taxpayer via an authorisation grouping but no
return is currently available. an appropriate message will be displayed.

n

6. If ataxpayer is registered for multiple tax types but the linked user has access to only a selected
few, this user will only see those selected return type options within the ‘Retums Issued’ and
‘Returns History' menu categories

7. On creation of an eFiling profile via a new registration, a system default group is created for the user.
This group has the highest permission level setting of ‘Payments’ access to all return types and for
all taxpayers linked to the user.

8. Allocation of a user to one or more role/s indicates the permission level that the user has to
taxpayers, other users, and rights-specific maintenance functions against the logged-in eFiling
profile.

9. A user with the ‘Manage Users’, ‘Manage Taxpayers' and ‘Manage Groups' roles will be considered
an Admin user.

10 A user will only be allowed to add or edit banking details if this user has the ‘Manage Taxpayers’
role of if this user is an administrative user.

o The User Summary page will be displayed that will indicate basic details, groups
selected and roles selected. Click “Continue” to proceed.

USER SUMMARY

BASIC DETAILS
Login Name: TPrac1199

Telephone Number

GROUPS SELECTED
System Default

ROLES SELECTED
Mo roles selected
Please make a note of the login name and give it only to the user for whom it is intended

(Gontinue) [ Back | [ Print Summary |

. On the User List, the new User’'s Name will be added.
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User List: |DP

6.2 CHANGE DETAILS

. The change details page displays a user’s personal and demographic information as
captured during the registration process. A user, regardless of permission levels, is
allowed to change his/her personal information. A user with appropriate rights may also
update changes against any linked user profiles.

. This menu option also allows an administrator to change the access rights of all linked
users via selection of the “Update Details” button within the “Change Details” page.

8 ORGANISATIONS

Register New

o s .

Change Own
Password

Delete User

My Administrators
Unlock Account /
Reset Password

. Click the “Update details” button to continue.

Change Details

Required Details

Title Initials First Name Surname

-] or D M

Identification Type South African ID E|

ID Number

Do you wish to receive SMS notifications for the following events: ©) Yes @ No

= After activation as an eFiler
- After any payment

Cell Number
E-mail Address

Telephone Number ( 012 ) 4

This user is a: @ Tax Consultant / Tax Practitioner

@) Organisation Representative

As part of our ongoing efforts to keep you, the taxpayer, informed we send out periodic
communications either via email or SMS

Please indicate whether you would like to be included in these communications. @ Yes © No

See below for optional detsils thst you may want to capture now.
. If you wish to add more roles, select the applicable roles and click “Continue”.
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SER RIGHTS

‘

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

USER GROUPS [3]

Select User (] system Default
Groups

USER ROLES [@]

Select User [] Manage Transfer Duty Financial Account
Roles This role allows users to maintain all financial detail against the Transfer Duty account

[T SARS Registration
Can register taxpayers with SARS to get tax reference numbers

[[IManage Users
Can create & change users and assign them to groups

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

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

i IManage Excise Financial Account
This role allows users to maintain all financial detail against an Excise Account

[[IManage Deferment Account
115V Activation
This role allows users access to the ISV activation screen

[[IPerform Bulk and Additional Payments
This role allows a user without full admin rights to perform bulk and additional payments.

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

L

The User Summary page will be displayed that will indicate basic details, groups
selected and roles selected. Click “Continue” to proceed.

USER SUMMARY

BASIC DETAILS

Login Name: TPrac1199
Name: Mr

Email:

Telephone Number: (012)

GROUPS SELECTED
System Default

ROLES SELECTED

Can create and change taxpayers and assign them to groups
Can create and change groups and assign users and payers to groups

Please make a note of the login name and give it only to the user for whom it is intended

(u::mﬁnyl Back ][ Print Summary ]

6.3 CHANGE OWN PASSWORD

Selecting the “Change Own Password” option allows you to change your eFiling
password and update both your password hint and security question. In the unfortunate
event that you forget any of your login information, these details will assist us in
identifying you prior to us either resetting your password or sending you the desired
information.

ORGANISATIONS

Register New
Change Details

Delete User

My Administrators
Unlock Account /
Reset Password

. Complete all relevant fields and click the “Submit” button to complete the password
change process. Ensure that you keep the answers to the security questions safe as
this will assist you in the future to reset your password.
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Password Change
Name: Mr DPMahlangu Login Name: TPrac1199
Old Password

Change Password

Confirm Password sessene

Update Password Hint hint

Security Question 1 What is your favourite hobby?

Answer test

Security Question 2 What is your favourite holiday destination?
Answer test

Security Question 3 What is your favourite make of vehicle?
Answer test

Security Question 4 What is your favourite radio station?
Answer test

Security Question § What is your mother's maiden name?
Answer test

Password Hint: Shauld you forget your password, we will give you the passwaord hint on request

6.4 DELETE USER

o For tax practitioners and organisation representatives with Administration rights against
their eFiling profiles, functionality exists via the “Delete User” menu option to delete

any unwanted Users.

W ORGANISATIONS
S

Register New
Change Details

Change Own
Password

3

My Administrators
Unlock Account /
Reset Password

o Complete the “Reason for delete request” and click on “Delete user” button.

Delete User

RULES
As a User, you will only be allowed to delete a linked user from your profile if

+ You reflect as an Administrative user against your profile
+ You are not the only user linked to your profile.
+ Thers are no pending tax type transfer requests for the associated user

One or a combination of the above rules may be applicable to allow for the deletion of a user
Note:

+ Once the delsts request is authorised, any taxpayers who ware linked to the dsleted user will be
automatically transferred onto your profile.

« Where the user being deleted is registered for transfer duty, you will be advised that once this user is
deleted from your profile, all links to the transfer duty regisiration will be terminated. You may then
choase to continue with the deletion or not.

- Please ensure that an adequate reason for the deletion request is captured in the text box as this will
be tracked against an audit history of your profile.

USER INFORMATION

Linked User Details Associated Information

Name: Mr Linked Taxpayers: 20

ID/Passport Number Taxpayer Requests Pending: 0

Login Name: TPrac Additional Payments: 0

Created: 2014/06/23 Service Profiles: 0
Linked Rights Groups: 1

Linked Roles:

User has following rights: Manage Groups, Manage Taxpayers

[DELETE USER

Please capture a reason for your delete request:

K| Delete User |)
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6.5 MY ADMINISTRATORS

. The “My Administrators” menu provides a list of all administrative users linked to the
representative organisation. A user may contact an administrative user via the emalil
address provided.

BRI ORGANISATIONS

Register New
Change Details
Change Own
Password
Delete User

Unlock Account /
Reset Password

. A list of Admin users will be displayed.

Madoda

6.6 UNLOCK ACCOUNT/RESET PASSWORD

. This functionality allows the user to reset passwords or unlock their accounts.

Unlock Account or Reset Password
Administrators can use this functionality to reset user's passwords, or to unlock their accounts if they have been locked out.
Please select the applicable user from the User List above.

Mame: Mr DP Login Name: TPrac
New Password i

Confirm Password

7 RIGHTS GROUPS FUNCTIONALITY

° The following section of the guide deals with configuring new groups, assigning users
to groups and how to assign taxpayers and access rights to groups.

° Click on “Organisations” and then “Rights Groups”.

HEER

Manage Groups
Organisation Setup

7.1 MANAGE GROUPS

o This functionality allows you to create new groups, manage taxpayers, manage users
and link taxpayers to groups.
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Manage Groups
Organisation Setup

. Click on “Setup New Group” button and the “Create new Group” page will be
displayed.

. ORGANISATIONS ; RETURNS

Group Details

| Setup New Group 1

Manage Groups
Organisation Setup

. Complete the Group Name and select the “Authorisation Level”.

Group Name

Authorisation Level Submissions | =

Complations
View Only

. Indicate if the group will have “Access to Payments” and ensure that the Tax Types

required in the group are selected.
ToP El

Tax Types [Tl Provisional Tax (IRP6)
[CvaT201
[Tl Organisation Income Tax (ITR14/T12E/T12TR)
[Tindividual Income Tax {(ITR12)
[CIEmployee's Tax (EMP201)
[711T56 - Secondary Tax On Companies (STC)
["IEMP5D1 - Submission
[T] Customs Agent
[“Excise Agent
[CIVAT Admin Penalty
[IPAYE Admin Penalty
[Z11T Admin Penalty
[T Transfer Duty
[T Aag8 Agent Appointment — Banks
["I Dividends Withholding Tax (DWT)
[T1AAB8 Agent Appointment — Employers
[T AA8S Agent Appointment - Other
[ Tax Compliance Status
Chirs
[CIMedical Scheme Contribution
[“lInsurance Payment

o If you wish to import taxpayers from an existing group, select the “Yes” indicator. If not,
ensure that the indicator is “No”. Select the “Add” button to complete the creation of
the new group.

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

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

o The new group will be listed on the Group Details page.
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Group Details

System Default

Name of Group

Submissions

Submissions

No

Manage Payers

|9
E B
3

Manage Payers

Group Name Authorisation Level Access to Payments Taxpayers Users

Manage Users

Manage Users

page and will be allowed to make changes to the group.

If you select the “Open” hyperlink, you will be diverted to the “Update Group Details”

Group Name
System Default

Name of Group

Authorisation Level
Submissions

Submissions

Access to Payments

No

Taxpayers
Manage Payers

Manage Payers

Users
Manage Users

Manage Users

listed.

Click on the “Manage Payers” hyperlink and a list of the current taxpayers will be

Group Name
System Default

Name of Group

Authorisation Level
Submissions

Submissions

Access to Payments
Yes

No

Taxpayers

Manage Payers

CltassePaves >

Users
Manage Users

Manage Users

Select the taxpayers that you wish to add to the group and click the “Save” button to

continue.

Add Taxpayers to Group
ROUP INFORMATION

‘Group Name Authorisation Level Payments Created

MName of Group Submissions No 2014/06/23

AXPAYERS

Name Registration Number In Group
Aguiar 41
BRIDGING CONCEPTS 2005 )
Dikago 2002
Drehzner 2009 ]
EK 2005 =

((save ) [ Back |[ Check All |[ Uncheck Al |

o You will receive a successful message upon confirmation.

Add Taxpayers to Group
Group successfully updated

ROUP INFORMATION
Group Name Authorisation Level

Payments
Name of Group

Submissions No

Created
2014/06/23

group that you have created.

Group Details

If you select the “Manage Users” hyperlink, you will be able to allocate users to the

Group Name Authorisation Level Access to Payments Open Taxpayers Users
System Default Submissions Yes Open Manage Payers Manage Users
Name of Group Submissions No Open Manage Payers
1
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. Select the applicable user and drag this person into the grey box. Click on the “Save”
button to complete. Click on “Switch to Grid View” link for the alternative view of user
list.

Authorisation Level: Submissions.

MM Payments: No
@
3 DP

L Users (Switch to Grid View)Back to Group List H 22 Group: Name of Group
A

650
o Tick the checkbox next to the user and click on the “Save” button to link the users to
the group.
Add Users to Group Switch to Drag and Drop View
ROUP INFORMATION
Group Name Authorigation Level Payments Created
Name of Group Submissions No 2014/06/23
Name 1D Number Login Name In Group
MM 77
DP G5
{(Save )| Back |[ Check All | Uncheck Al |

7.2 ORGANISATION SETUP

. Select “Organisation Setup” and the Organisation Access Rights overview page will
be displayed with information on Representative Organisation Details and Organisation
Access Rights Setup.

. “Organisation” refers to the organisation that is responsible for rendering the service;
however the profile is in the name of the individual practitioner.

[ ]

If you wish to change the default organisation, select the applicable organisation from
the taxpayer list and select the “Set As Organisation” button. Ensure that the entity
displayed is the organisation or main holding company for the profile.

Organisation Access Rights Overview
Organisation Name Trading Change Representative Organisation
Registration Number: 2008

You are currently a representative for the organisation reflecting on
Total Number Of Users 2 the left

To change this organisation, please select a different one from the
Total Number Of Taxpayers: 20 Taxpayer List box which is located alongside the top menu of this
sereen. The detals wil then be populated below:

Organisation Name: INVESTMENTS CC
Registration Number 2005,

To confirm the change and to apply your new representing
organisation_plegse select the butten below.
P R ——

(_set As Organisation )
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

‘ORGANISATION ACCESS RIGHTS SETUP

Total Number of User Groups:

Users assigned to Groups: 2
Total Number of Admin Users: Unassigned Users,
Users with ‘Manage Groups’ Role Taxpayers assigned to Groups: 20
User with ‘Manage Taxpayers' Role: Unassigned Taxpayers ]
Groups without Users:

Groups without Taxpayers:

1

1

2

2

Users with ‘Manage Users™ Role: 1
0

0

0

Groups without Tax Types:

o Logged in User Details displays information about the user that is logged into the
profile.
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LOGGED-IN USER DETAILS

Name: Mrm

ID/Passport
Number:

Login Name
Linked Taxpayers: 20

Assigned User Submissions - CC Status: EMP201; EMP501: Insurance Payment: IT: IT3: ITR12: ITR14/IT12EINIT12TR: Medical Scheme:
Rights: PTAX; STC; VAT; VAT Penalty; Withholding Tax
Access to

Payments =

Assigned User  Manage Groups

Roles, Manage Taxpayers
Manage Users
SARS Registration

Users with ‘Manage Users’ Role
Groups without Users:

Groups without Taxpayers:

©o o o =

Groups without Tax Types

7.3 MERGE REQUESTS

. 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.

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

. Click on the “Request Merge” button.

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 ))
~——————

. Click on “OK” to confirm the request.

Message from webpage @

:I Are you sure you want to send this merge request?

[ ok |[ conca |

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

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 maggie| 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).

o The receiving user will be required to accept or reject the request. Once accepted or
rejected an email will be sent to the requesting party. If you decline a request, the
request will be removed from your profile.

o The receiving user will access the “Organisation Setup” functionality and “Merge
Receipts” details will be displayed at the bottom of the screen.
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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 |Requesting User Name Requesting User Surname Requesting Organisation Organisation Reg. No.
@ M M 2008

([%i\ccept H Deciineb

o If you click “Accept” or “Decline”, you must confirm to merge profiles. Click “OK” to
continue.
Message from webpage @ Message from webpage @
{@] Are you sure you want to accept the request to merge your profile? E@I Are you sure you want to decline the request to merge your profile?
. If you accepted the merge request, you will 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).

8  ADDING NEW CLIENTS

. Tax practitioners will be able to add new clients in the same manner as what they are
currently doing on eFiling. Ensure that clients that the practitioner will be representing
are added onto the practitioner’s profile to allow details of the client to pull through to
SARS.

° Select the “Organisation” tab and click on “Register New”.

o The “Register New Organisation” page will be displayed for you to add new clients to
the eFiling profile of the tax practitioner. Based on the selection of the type of taxpayer,
the fields to complete will differ.

EXTERNAL GUIDE

GUIDE FOR TAX PRACTITIONERS ON
EFILING

GEN-ELEC-10-G01

REVISION: 4 Page 21 of 36




Register New Organisation

Mandatory Details
What type of taxpayer are you adding?
© Company © Trust @ Individual/Sole proprietor © Partnership © Fund/Other

Individual Name Title Initials Surname :
Mr Iz‘ D Surname of Client

Trading As

Identification Type South African ID |z|

1D Number 550000000000000 i

Financial Year End February Iz‘

Please tell us how you heard about . Are you a Tax Practitioner? =
SARS Call Centre

Telephone Number (C|12 ) 4000000000000

Fax Number ( )

Physical Address Postal Address

Brooklyn
Pretoria

0181

Contact Person

Title Initials Firstname Surname
Mr E‘

Designation
Telephone Number ( )
Cell Number

E-mail Address

o On completion of all relevant fields, click on “Continue” to proceed.

Company Description
Individual to be registered as a client on the tax practitioner profile. -~

. If there are groups created on eFiling, you will be required to select the relevant group
the client should belong to. Click “Continue” to proceed.

ADD TAX PAYER TO GROUPS

D‘System Default
‘Name of Group

° The client that was added will be indicated in the taxpayer list field and the Tax
Organisation Summary Page will be displayed with the information added as well as
the group selected. Click on “Continue” to proceed.

TAX ORGANISATION SUMMARY

Individual Name: Mr D Sumame
ID/Passport Number: 79
Groups Selected Name of Group

Continue rinl Summay)]

o If you select the “Print Summary” button, a list of the clients that are registered on the
eFiling profile will be displayed on the summary of eFiling registration. Sign and fax to
the number provided in order to complete the verification of the registration.
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YV SARS @FILING

Tel 0860 709-709 SARS eFiling
Fax: (011) 602 5312

You are registered on the SARS efiling system as: Your registered company is:

Mr M D Trading

1D No: 77 Company/CC/Organisation

Wk (084) 0000000000

(084) 0000000000 Mﬂm‘“;“"“’“‘
retoria

Login name:

mm 0122

I hereby confirm that | have registered the organizations listed below and that | am duly authorised to
register these organizations as electronic tax return filers for the specific tax retuns listed

Name: BRIDGING CONCEPTS Name: Dikago
Reg No: 2002

Reg No: 2005 Registered for:

Registered for: CC Status 9

CC Status. 9 m El

m 9 MR14AT12EVT12TR 9

MR14/M2EVT12TR 9 FTAX 9

PTAX 9 WAT 4

WAT 4 VAT Penalty 4

VAT Penalty 4

Signed on the day of 2014 in

MM
. The “Tax Types” page will be displayed to complete the relevant tax type of the

taxpayer. Ensure that you enter the correct reference number and select the “Register”

button.

[¥/Individual Income Tax (ITR12)
Reference Number 0000000000|

Tax Office | ALBERTON [~]

Please note that you will automatically be activated to receive SARS notices for this tax type online.

[ Register ][ Reset ]

. A registration message will be displayed. Click on “OK” to continue.

= )

SARS is busy verifying your registration. Please allow 24
hours for verification to complete before you continue.

Ok

8.1 DELETE TAXPAYER

° Click “Organisation” and “Delete Taxpayer”

Register New
Change Details
Banking Details
Organisation Tax
Types

Request Tax Types
ISV Activation
Summary

VAT Vendor Search
Delet er
Pending Registration

o The “Delete Taxpayer” screen will be displayed. Select the “Delete Taxpayer” button

to delete the taxpayer.
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Delete Taxpayer

As a user, you will only be allowed to delete the taxpayer from your profile if:
« All tax types linked to the taxpayer have been deactivated
« There are no pending tax type ransfer requests for the associated taxpayer.
+ The taxpayer is not the only taxpayer linked to the user
One or a cembination of the above rules may be applicable to allow for the delete of a taxpayer.

AXPAYER INFORMATION

Taxpayer Name: Number of associated:
Mr D Mahlangu Returns: 0
Individual - By Tax Consuitant Payments 0
Assessments: 0
Registration Number: Objections: 0
6504040442084 Letters 0
Rights Groups: 1
Return Type Reference Number —JSmms
Individual Income Tax (ITR12) Registration
IT Admin Penalty Registration
[DELETE TAXPAYER
Notes:
testing for tax prac guide -
K Delete Taxpayer }
H “ » ] H
. Click “OK” to confirm deletion of the taxpayer.
Message from webpage @I

:] Are you sure you want to delete this taxpayer?

[ ok || conca |

. A message will be displayed to indicate the removal of the taxpayer from your profile.

Delete Taxpayer

Taxpayer has been removed from your profile.

AXPAYER INFORMATION

Taxpaver Name: Number of associate:
_ Returns 0

Individual - By Tax Consuftant Payments: 0
Assessments: 0

Registration Number: Objections 0
Lettars: 0

9 TAXPRACTITIONER REGISTRATION PROCESS VIA EFILING

° After registration of the tax practitioner eFiling profile, the tax practitioner need further
activate his/her profile by indicating which Recognised Controlling Body (RCB) he/she
belongs to.

° On the Organisation profile, ensure that the correct taxpayer is selected from the

taxpayer list in the event of registering an individual as a tax practitioner.

o Note: Ensure that a registered user is activated against the legal entity before
continuing with this functionality. A message will be displayed to the user if there is
already a registered user activated for the legal entity.

o Select “Organisation” menu tab and “SARS Registered Details” to continue with the
registration of a tax practitioner. Click on “Maintain SARS Registered Details” to
continue.
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Activate Registered
User

Maintain Registered
Users

Saved Details
History

. The Tax Practitioner Registration screen will be displayed to inform you that the
functionality has moved to the “Maintain SARS Registered Details” menu on eFiling.
Click “Continue” to proceed.

Tax Practitioner Registration

Please note: "Tax Practitioner Registration” function has been moved toCMaintain SARS Registered
Details” menu.

To register as a Tax Practitioner:

e One must have an active tax reference number;
e Tax Payer list must reflact your name;

s You must be an individual;

Should you have any further queries, please contact the SARS eFiling Call Centre on 0860-709-709.

. The Maintain SARS Registered Details page will be displayed. Click “Continue” to
proceed.

MAINTAIN SARS REGISTERED DETAILS

Maintain SARS Registered Details

This functionality allows you to view and maintain registered details of the entity selected from the Taxpayer
List" above.

Click on ‘Continue’ below to obtain the existing detail from SARS. You may then view or update this
information as necessary.

Continue

° If you are not an individual, and wish to register as a tax practitioner, the following error
will be displayed:

Only individuals may register as tax practitioners

o If your registration details are incomplete, you will receive the following error message
when you select the “My tax practitioner details”:
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Registration details are not complete
Please complete these details before continuing

These details can be accessed via the following menu path: My registered
particulars = My registration details

. Ensure that all registered details are correct before continuing to the tax practitioner
section.
o A message containing an explanation on the details saved with SARS will be displayed

and you will have to select the relevant option.

SAVED DETAILS
Saved Details

We have noticed that there is updated information at SARS against this Legal Entity.

Selecting the ‘Display Latest Form' button below will discard and override all your saved data while displaying only the latest
information available at SARS against this Legal Entity.

Selecting the ‘Display Saved Form' button below will ensure that only your previously saved data is available when your form is
displayed. This action implies that the latest information at SARS against this Legal Entity will not be visible once the form is
displayed.

Selecting the 'Back’ button will take you back to the 'Saved' grid. No changes will be made to your saved form.

Please select an option below to continue.

Display Saved Form ] [ Display Latest Form ]

. Depending on your selection above, the WRAV01 form will be displayed:

Back (o eFiing

My registered
particulars ]

My registration
detats

My contact >
‘numbers

VWholrepreseat >

My tax practitoner
details

o Select the “My tax practitioner details” tab and the tax practitioner details container
will be displayed with the following fields:
o Registration Status — Registered or Unregistered
o Registration Number

o Appointment Date (CCYYMMDD) - indicates the date the tax practitioner was
officially registered as a tax practitioner.

o Controlling Body

o Deactivate Registration
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Regisiration
Status

Controling
Bady

Tax Practitioner Details TXPDTO1

omtonte. [ LT LT [ [ [ ] swormenveoicornmon) [T T T T T T 1]

Deactivats Registration D

If you select the Controlling body field, a list of Controlling Bodies will be displayed to
select from.

Tax Practitioners that have not registered with a Recognised Controlling Body (RCB) or
that have registered with the RCB but the RCB has not submitted the information to
SARS; will be able to select one RCB from a list of 11 Recognised Controlling Bodies.
This information will be submitted to SARS but it does not mean that the tax
practitioner is registered with the RCB as well. The tax practitioner still needs to
register with the RCB or have the RCB verify their membership.

NOTE: The tax practitioner’s status will only reflect as “Registered” on SARS systems once
the RCB and the practitioner have successfully submitted information to SARS and the details
maitch.

Click the “Ok” button to continue or “Cancel” to go back to the form. The screen below
is only an example of the Controlling Bodies screen that will be displayed in the
instance where a tax practitioner is registered with more than one RCB and the RCB
has submitted all relevant information to SARS.

Law Society of South Afica (LS5A)
THE INSTITUTE OF ADMIMISTRATION AND COMMERCE ASSOCIATION {IACSA)

South African Instifute of Chartered Accountants (SAICA)

After you have selected the Controlling Body, select the “Done” button on the RAV01
page to proceed.

l Cancel J| Done

The Controlling Body information will be populated onto the form.

Registration
Status

Tax Practitioner Details TXPDTO1

CLLTTIITITIITT]  wwwsw [TTTTTTTT] serewswomm [[TTTTTT]

gy °  [STO[UTTTH] TATFTRTT[c[AN] Ta[N[sT]I[T[u]T[E] [o[F[ Tc[H[A[RITIE[RIETD] TA[ ]
[c[clo[u[N[T[AIN[T[S] TSAIT[C[ADT TT T TTTTTTTTTTTTTTTTT] oscomoropsmsn [ ]

o Select the “Edit” button to edit the RAV01 form. The “Save” button will save the
changed you have made to the form and you will be able to submit the form at a later
stage. If you select “Cancel”, you will return to the previous page.

o Select the “File” button to submit the RAVO01 form to SARS.

Edit | Save | File | cancel

EXTERNAL GUIDE

GUIDE FOR TAX PRACTITIONERS ON
EFILING

GEN-ELEC-10-G01

REVISION: 4 Page 27 of 36



o After you have submitted the RAVO1 form, you will receive the following message,
select “Continue”:

SUBMISSION DETAILS

1D Humber

RESULT
Thank you for submitting your registered details to SARS.

The data submitted within this form is currently being assessed. To view your captured form and the results of your submission, you may
select the "Continue’ button below 1o be diwected to the History’ grid

| Continue |

10 HISTORY

. In order to view all submitted RAV 01 forms, select the “Organisation” tab, “SARS
Registered Details” menu and “History”.

. Select the “Open” hyperlink to view the RAVO01 form.

HISTORY
The gnd below consists of all your submtted forms ordered aganst the fatest submitted. To locate a specic one, you may make use of the search functionality below
Legal Entity Name: 1D/ Registration Number:
From Date: (28] To Date: (28]
Search
Legal Entity Name ID/Registration Number Submitied Date Open
Me. 2014003727
1

11 DEACTIVATE REGISTRATION OF TAX PRACTITIONER ON EFILING

° This functionality will only deactivate the registration of the tax practitioner, which
means that you will not be able to practice as a tax practitioner nor be assisted by
SARS through any of the tax practitioner channels.

o In the tax practitioner container on the RAVO1 form, there is a tick box that may be
selected if you wish to deactivate your tax practitioner registration.
Tax Practitioner Details
gﬁ;ﬁm" [TTITITITTITTITT1 Registraton No. [CITTTTTTTT]  eemimmenvaeicovmmony [T [ T [ T T 1]
Deactivats Regstration m I.
o A warning message will be displayed to ensure that you want to deactivate the
registration.
o Select “Ok” to continue or “Cancel” if you do not want to deactivate the registration.
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Are you sure you wish to deactivate your Tax practitioner
! registration?

Ok Cancel

o If you click “Ok”, the tick box will be selected.
Deactivats Ragistration
. You will receive a Deregistration notice that you can view by following the steps in the

section below “Tax Practitioner Notices”.

Note: If you select to deactivate your registration, you will not be able to assist any taxpayer
in your capacity as a registered tax practitioner. You will still be allowed to act as a
representative on behalf of others provided the service is not for payment.

12 TAXPRACTITIONER CONFIGURATION

o This functionality will enable tax practitioners to confirm their tax practitioner status at
SARS and allow tax practitioners to link practitioner users to other activated practitioner
user profiles.

NOTE: If a user is not a confirmed practitioner or has not been linked to a practitioner user,
access to ITR12 returns will be limited to only a “SAVE” functionality. This means that the tax
practitioner or practitioner user will not be able to submit the ITR12 returns to SARS and the
taxpayers will have to either have to submit via eFiling if he/she has got shared access to the
ITR12 with the tax practitioner or the taxpayer will have to go to the nearest SARS branch
office and submit the return.

° To access this functionality, click on “Services” and “My TP Configuration”.

Practitioner Activation
Delegate Practitioner
Authority

Confirm Practitioner
Registration Status

12.1 PRACTITIONER ACTIVATION

o Click on “Practitioner Activation” and the “Tax Practitioner Declaration” will be
displayed. If you select “| agree” the “Continue” button will be available to select. If you
select “ do not agree”, you will not be able to continue.
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TAX PRACTITIONER DECLARATION

Tax Practitioner Declaration
| . ID/Passport number

L being an authorised Tax Practitioner, do hereby
confirm that:

= | am a registered Tax Practitioner in good standing with a Recognised Controlling Body
= | have been duly appointed by the taxpayer in this capacity

I am fully aware of my obligations and duties in this regard.
[©] agree

I do not agree

. Once the declaration has been accepted, you may proceed with the Tax Practitioner
activation.

. The “Activate Tax Practitioner” screen will be displayed. Enter a valid practitioner
number in the tax practitioner number field and click on “Confirm My Tax Practitioner
Status” button to continue.

JACTIVATE TAX PRACTITIONER

As a registered Tax Practitioner, you may use eFiling to submit returns on behalf of taxpayers

In order to do this, you first need to validate and activate your practitioner status. You can do so by confirming your details below and then clicking on the ‘Confirm My Practitioner Status’ button|
eFiling User Details
Title:

Initials
First Name: Surname:
ID Number. Tax Practitioner Status:
Tax Practitioner Number: PR-7
§zﬁm| My Practitioner S!al;;
[ ]

If the tax practitioner number is inactive and does not match with SARS, the status field

will be indicated as “Unconfirmed”. Tax practitioners are encouraged to register with
RCB’s and ensure that they are registered as a tax practitioner with SARS.

IACTIVATE TAX PRACTITIONER

As a registered Tax Practitioner, you may use eFiling to submit returns on behalf of taxpayers.

In order to do this, you first need to validate and activate your practitioner status. You can do so by confirming your details below and then clicking on the ‘Confirm My Practitioner Status’ button|
eFiling User Details
Title:

Initials

First Name Surname:

ID Number: Tax Practitioner Status:

Tax Practitioner Number. PR-00

[({‘onﬁrmMy Slalug
o If the tax practitioner number is valid and matches with SARS, the status field will be
indicated as “Registered”.

[ ]

If you wish to refresh the status of an existing PR number, select the “Reconfirm
Status” button.

ACTIVATE TAX PRACTITIONER

As a registered Tax Practitioner, you may use eFiling to submit returns en behalf of taxpayers.

In order to do this, you first need to validate and activate your practitioner status. You can do so by confirming your details below and then clicking on the ‘Gonfirm My Practitioner Status’ button
eFiling User Details
Title: R F

Initials:
First Name: F

Surname:
ID Number.

67 Tax Praclitioner Stalus:

Tax Practitioner Number:

€ R

Status ) ]

A message will be displayed that indicates that you have been successfully confirmed
as a registered tax practitioner.
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IACTIVATE TAX PRACTITIONER

Title:

As a registered Tax Practitioner, you may use eFiling to submit returns on behalf of taxpayers.

In order to do this, you first need to validate and activate your practitioner status. You can do so by confirming your details below and then clicking on the ‘Cenfirm My Practitioner Status’ button

eFiling User Details

First Name:
ID Number:
Tax Practitioner Number:

Initials:
Sumame:
Tax Practitioner Status

12.2

DELEGATE PRACTITIONER AUTHORITY

. Tax practitioners are allowed to link practitioner users to other activated practitioner
users and thereby delegate authority, in cases whereby staff members of an
organisation are performing functions on eFiling on behalf of the tax practitioner.

o Click “Services”, “My TP Configuration” and “Delegate Practitioner Authority” to
access the functionality.

Practitioner Activation

Do P

If the tax practitioner has not been activated against the eFiling profile, the following
message will be displayed. To activate, refer to step 12.1 above.

Delegate User Authori
Our records indicate that a Registered Tax Practitioner has not been activated against this eFiling profile.

To assign additional registered users, you must first activate as the Registered Tax Practitioner using the “Practitioner
Activation’ menu alongside.

Alternatively, please visit a SARS branch office for assistance.

If the tax practitioner has been activated and the status is indicated as “Registered”,

the Delegate Practitioner Authority page will be displayed.

Actions on the page below are only available to the Site ator and to the Regi Tax Practitioner. It displays the Ri Tax P
via eFiling and lists all the registered eFiling users

Only the registered practitioner may assign and remove practitioner rights to other users. To assign or remove rights, select the checkbox alongside the user and then click
on the "Save’

To activate as the Registered Tax Practitioner, please use the ‘Practitioner Activation' menu on the left

Please select PR number you would like to delegate authority to  Select E
Login Name: Surname
First Name:

Delegate User Authority

who was activated

button.

wm@m— n
| | \ \ [

Administrators on eFiling or the tax practitioner may select the relevant user to

delegate authority to and click the “Select” button to continue. The admin user on
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eFiling will be able to view all linked practitioners in the dropdown. If it is the user on
eFiling, only his/her practitioner number will be displayed for selection.

Delegate User Authority

Actions on the page below are only available to the Site ini and to the i Tax Practiti It displays the Registered Tax Practitioner who was activated
via eFiling and lists all the registered eFiling users.

Only the registered practitioner may assign and remove practitioner rights to other users. To assign or remove rights, select the checkbox alongside the user and then click
on the 'Save’ button

To activate as the Registered Tax Practitioner, please use the 'Practitioner Activation’ menu on the left

Please select PR number you would like to delegate authority to [SFTil - PR-000 E]

. A list of users will be displayed. Select the users and click the “Save” button to
continue.
Login Name: Surname:
First Name:
T

mame | Db | logimteme | |
Nazlie N Adams 76 [+
Mazereen N Allie 67
Babsie B Botha 71 ]
Petrus PM Erasmus 74 . |3}
Michelle M Horstmann 75 1
Tahra T Lamb 76
Ursula U Margerman 50
[Aubrey 1A Mohale 79 I
(Vivian v Moncho 81 ]
Tuvjah T Musikanth 43
Natasha N Poole 73 il
[ Zukiswa 3 Shosha 82! 5|
Stephen S Tucker 150
Hope H Tyira 76
Save || Check All | | Uncheck All

. Confirm the selection by clicking “OK”.

Message from webpage @

|| Areyou sure youwant to continue?

o) [ G ]

o A message will be displayed that he list of users have been successfully updated.
12.3 CONFIRM PRACTITIONER REGISTRATION STATUS

. In order to confirm the registration status of the tax practitioner, select the “Confirm
Practitioner Registration Status” option under My TP Configuration on eFiling.

USER | ORGANISATIONS | RETURNS | DUTIES & LEVIES LIS

Practitioner Activation
Delegate Practitioner
Authorit

° The tax practitioner registration status page will be displayed. Enter the tax practitioner
number and complete the security pin provided. Click the “Search” button to continue.
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TAX PRACTITIONER REGISTRATION STATUS

Tax Practitioner Number (e.g- PR-0000000)

Security PIN
Verify Security PIN
. If the tax practitioner number is incorrect, the following error message will be displayed.
Message from webpage =]
Please ensure that your Tax Practitioner Number is correct. eg. Number
l'\ PR-0000000
. If no registered tax practitioner can be found, a message will be displayed on the
screen.
Tax Practitioner Number PR-0000000 (e.g. PR-0000000)
Security PIN
Verify Security PIN
No registered tax practitioner can be found for this number.

. If the tax practitioner is registered, the practitioner's name, surname, practitioner
number and registration status indicated as “Registered” will be displayed.

TAX PRACTITIONER REGISTRATION STATUS
Tax Practitioner Number PR-00 (e.g. PR-0000000)
Security PIN
Verify Security PIN [Search |
[ Fuidames ] Sumome ] PracionerNumber | Registration Status
FRAN MOS PR-00 REGISTERED

13 COMPLETION OF ITR12 RETURN BY TAX PREPARER

° Tax practitioners that have not re-registered and received accreditation as a Tax
Practitioner by the controlling bodies, will be regarded as tax preparers and will no
longer be permitted to submit returns on behalf of their clients. Tax preparers will have
the ability to prepare and save ITR12 returns on behalf of their clients, but the
submission of the saved returns may only be performed by the Taxpayer.

o Unregistered tax practitioners are referred to as tax preparers.
o Tax preparers are NOT allowed to charge a fee for services rendered.

o Submission of the saved return by the taxpayer may only be performed in either of the
following ways:
o By the taxpayer on his/her own eFiling profile via the shared access functionality
on eFiling.
o By the taxpayer visiting a SARS branch office, where the taxpayer must inform
the agent that the return has been prepared by tax preparer, and the agent will
retrieve the saved return and submit from the SARS systems.
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o Tax preparers will be able to complete the ITR12 return on behalf of the taxpayer and
will have the following options available:

o Save — this option will allow saving of the return without performing form
validations and will allow the incomplete return to be saved on eFiling
e Save for Filing — this option will allow form validations to be performed when the

ITR12 is saved on eFiling. The return will be available for retrieval at the SARS
branch office by an agent from the SARS systems to be submitted or retrieved
by the taxpayer on eFiling via shared access for return submission.

. Notices regarding the successful submission of the ITR12 will be sent to the eFiling

profile of the tax preparer as per the current functionality including the requests for
relevant material (supporting documents).

14 TAX PRACTITIONER NOTICES

o Notifications relating to returns submitted to SARS will be available under the new
Inbox functionality on eFiling.

USER ORGANISATIONS BT

. The “Notification Centre Inbox” screen will be displayed with multiple search options
to select. There will be no notifications if no returns have been submitted.

Notification Centre Inbox

Tax Type:
Income Tax Ref:
From Date: To Date:

Clear Search  Search

Correspondence: © Unread © Read @ Al

Inbox (0)

W Date Received 4 Time Received 4 Nam 4 Reference Number 4 Return Type 4 Description -

No results found.

Remove from Inbox Mark as Unread

° On completion of all search criteria and if there are naotifications available, the
notifications will be listed in the Inbox.
Note: A maximum of 20 notifications will be listed per page.

Inbox (2)
@ Date Received % Time Received & Name % Reference Number % Retum Type % Description s
1 2014/05/30 09:58 Individual Income Tax (ITR12) IT Statement of Account m
[l 2014/05/30 00:54 Individual Income Tax (ITR12) 1134 m
| = Showing 1 to 2 of 2 records
Remove from Inbox Mark as Unread
o You have the option to remove a notification from the inbox by selecting the record and
clicking on the “Remove from Inbox” button.
o You will receive a message to confirm that you are sure you want to delete the record.

. The number of records will reduce in the inbox.

Note: The natification will only be deleted out of the inbox but will still be available under the
SARS Correspondence function.
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. Alternatively, select the “Returns” tab and “SARS Correspondence” menu and

“Search Letter” item.

Llel/| 3 RETURNS

Returns History

ayments

Additional Payments
SARS

Correspondence
Search Notices

Search Admin
Penalties

Request Historic [T
Notices

From the “Return Type” dropdown arrow, select “Tax Practitioner Notice”

Letter Search

Return Type:

Income Tax Ref:

From Date:

Individual Income Tax (ITR12)

-

Letter Type:

Individual Income Tax (ITR1Z

)
Organisation Income Tax (ITR14/IT12EI/IT12TR)

Provisional Tax (IRP&)
Employee's Tax (EMP201)

Year:

To Date:

Select All

Tax Compliance Status

Tax Compliance Status Verification
Tax Practitioner Notice

Legal Entity Maintenance

Return Type

Description

From the “Letter Type” field, you will be able to select one of the following options:
] Tax Practitioner Registration Notice and
Tax Practitioner Deregistration Final Notice

=]

Letter Search

Return Type:

Tax Practitioner Motice ~ Letter Type: Select All A
Tax Practitioner Deregistration Final Notice
Income Tax Ref: 1234567890 Year: Tax Practitioner Registration Notice

. If you select “Tax Practitioner Deregistration Final Notice” or “Tax Practitioner
Registration Notice”, you will only receive the specific notice.
Letter Search
Return Type: Tax Practitsoner Notice w  Letter Type: Select Al -
Income Tax Ret: Year:
From Date: 2014/01/01 m To Date:

Retiirn Typé

Tax Practitioner Notice

Tax Practitioner Deregistration First Notice

20140303 Vigw

Complete as much of the search fields to narrow the search results that will be
displayed. Select the “Search” button and a list of notice(s) will be displayed.
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Letter Search

Return Type: Tax Pracitioner Notice = Letter Type: Select A -
income Tax Ref: Year:
Froem Date: 2014/001/01 :“ To Dater: m‘

Beference Hum
M 2014 Tax Practitioner Notice Tax Practiioner Registraton Motce 201002% View
. If you do not make a selection from the “Letter Type” dropdown, all notices will be
displayed for the tax practitioner.
Letter Search
Return Type: Tax Practitioner Notice v Letter Type: Select All -
Income Tax Ref: Year:
From Date: 2014/01/01 ﬁij To Date: ﬁi]
Name Reference Num Year Retum Type Description Date
Mr 2014 Tax Practitioner Notice Tax Practitioner Deregistration First Notice 2014/03/03 View
Mr 2014 Tax Practitioner Notice Tax Practitioner Deregistration Final Notice 2014/02/27 View
Mr 2014  Tax Practitioner Notice Tax Practitioner Registration Notice 2014/02/26 View
1
. Select the "View" hyperlink to view the notice.
DISCLAIMER

The information contained in this guide is intended as guidance only and is not considered to be a legal reference,
nor is it a binding ruling. The information does not take the place of legislation and readers who are in doubt regarding

any aspect of the information displayed in the guide should refer to the relevant legislation, or seek a formal opinion
from a suitably qualified individual.

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

e Visit the SARS website at www.sars.gov.za

e Visit your nearest SARS branch

e Contact your own tax advisor/tax practitioner

o |If calling from within South Africa, contact the SARS Contact Centre on 0800 00 SARS (7277)

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