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INTRODUCTION

This guide in its design, development, implementation and review phases is guided and
underpinned by the SARS strategic objectives, the SARS Intent, and the SARS values, code of
conduct and applicable legislation. Should any aspect of this script be in conflict with the
applicable legislation the legislation will take precedence.

The Registration, Amendments and Verification (RAVO01l) form enables Individuals, Tax
Practitioners and Registered Representatives to view and maintain legal entity registration
(demographic and specific tax type) details on eFiling. However, first time registration must be
done at the SARS branch by the taxpayer or a legal representative.

Selected sensitive detail changes allowed includes bank details and name/surname or
registered name, in the cases of companies and trusts. Do updates to Registration number / ID
at a SARS branch.

The Registered Representative or Tax Practitioner or Trustee / Administrator must first activate
his/her profile before updating the taxpayer’s registered particulars via the RAVO1.

The SARS Registered Details functionality on eFiling allows you to:

Notice of Registration — view, print and save the notice.

Maintain SARS Registered Details — view, edit and maintain specific information.
Activate Registered Representative - activate registered representative for legal entity.
Maintain Registered Users — view the registered user details for the taxpayer.

Saved Details — indicate all forms issued and saved for the legal entity.

Maintain Registered Details History — indicate all submitted forms for legal entity.

Merge Entities — view, edit and request to add new tax products to a legal entity profile.
Entity Merge History — indicate all submitted entity merge requests.

Register Withholding Tax on Interest — register and maintain Withholding Tax on Interest
information.

O O O O O O O O O

The functionality to maintain legal entity registered details is available for Individual, Organisation
and Tax Practitioner profiles on eFiling.

For Insolvent Estates, it should be noted that the Taxpayer will lose his / her eFiling rights and
access to his / her original tax reference number, once coded as an Insolvent Person at a SARS
branch. The Court Appointed representative will have the ability to activate and access the Insolvent
Person records from eFiling if he / she has been recorded as the representative of the Taxpayer.

The activation of registered representatives and maintain registered user functionality will only be
available on Organisation and Tax Practitioner eFiling profiles. Individuals are regarded as legal
entities and do not need required permission or additional activation to access these functions.

However, where a Sole Proprietor registers for PAYE, VAT and MPRR using his / her Individual
eFiling profile, the taxpayer would be required to convert his / her Individual profile to an
Organisation Profile.

Please note: The “Maintain SARS registered details” function will allow the eFiler to maintain
existing registered tax types or apply for an additional tax type registration. Note that the individual
or represented entity must already be registered for at least one tax type.

The SARS Contact Centre will not be allowed to change any legal entity demographic or tax type
details. These changes to Legal Entity details should be done via eFiling or at a SARS branch.
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2 INDIVIDUAL

An individual is a natural person that is registered on eFiling with his or her own eFiling profile.
This person can be classified as a foreign individual as well.

On eFiling Individual profile, using the RAVO01 form, you will be able to maintain the following:

Selected identity information

Bank Account details (excluding 3™ paty bank detail changes)
Address details

Contact details

Add trading names

Add a new tax product subscription

Non-representative relationships

O O O O O O O

3 REGISTERED REPRESENTATIVE

A natural person appointed with full rights to act on behalf of another legal entity as it relates to
all dealings or interactions with that legal entity.

The following capacities are regarded as authorised representatives:

Public Officer,
Main Partner,
Main Trustee,
Treasurer,
Administrator, and
Executor / Curator

O O O O O O

4 TAXPRACTITIONER

A natural person is regarded as a tax practitioner if they submit returns on behalf of other
individuals or businesses and are currently registered with a recognised controlling body.

On the eFiling Tax Practitioner profile using the RAVO01 form, the tax practitioner will be able to
maintain the following:

Selected Identity Information

Bank Account details (excluding 3" party bank detail changes)

Address details

Contact details

Indicate the non-representative relationships or updating representative detail
Add a new tax product subscription if delegated by the representative.

O O O 0 0 O
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5 SARS REGISTERED DETAILS

. This functionality will allow the user to view, edit and maintain demographic information on
eFiling. This function will be under different menu tabs for each eFiling profile.

. On the Individual eFiling profile, the SARS Registered Details functionality will be under “My
Profile”

Log Out

Tax Reference Number

Identification Number

My Profile SARS Registered Details

Home Retums Services Tax Status Contact Log Out

- - ¢ mndvidual [
&

Tax Reference Number

Identification Number

Tax Compliance Status Refresh 0
Personal Income Tax (ITR12) Provisional Income Tax (IRP6)

Tax Period Return Status Due Date Tax Period Return Status Date

My Profile

SARS Correspondence

2019

2018

2015
Returns Search

2014
Additional Payments

Request For Reason

Notification

Account Balance:

Not Available

Disputes
['™) ASKAquEsTION?

Statement of Account;

My Compliance Status;

SARS Registered Details; and
Notice of Registration.

O O O O

. On the Tax Practitioner eFiling profile, the SARS Registered Details functionality will be under
“My Profile”.

e VSARS @runc User  Organisaions Retums Duties&levies Senvices  TaxStalus  Contact Log Out
Portfolio Taxpayer
- * t Tax Practitioner @
SARS Registered Details
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. On the Organisation eFiling profile, the SARS Registered Details functionality is under “My

Profile”
Portfolio Taxpayer n
v ¥ i Organisation @ﬁ&
SARS Registered Details
. Ensure that one of the legal entity tax reference numbers is registered / activated on eFiling.
. If you want to use the SARS Registered functionality and the taxpayer is not activated on eFiling,

the following message will display.

LEGAL ENTITY OVERVIEW

Legal Entity Overview

Our records indicate that no active registration exists for the Legal Entity on eFiling.

To use this functionality, you must successfully register one or more of the legal entity tax
references against your profile.

Alternatively, please visit your nearest SARS branch for assistance.

6 NOTICE OF REGISTRATION

. Click on “Notice of Registration” icon under “My Profile”

DEEE

Motice of registration

. To view Notice of Registration (IT150), the taxpayer must be registered for Personal Income Tax
(PIT).

Notice of Registration

Name of Taxpayer Reference Number Tax Type Issue Date Actions
Miss
Individual Income Tax (ITR12)
. If there are no previous requested IT150s, the user will have the option to “Request New” only.
. If there are previous requested IT150s, the user will have the option to “Open” or to "Request
New”.

Note: The latest IT150 as well as the “Date of issue” will be displayed.

o The user should be able to view, print and / or save IT150 on the desktop. IT150 can also
be viewed on eFiling under SARS Correspondence.
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7 SARS CORRESPONDENCE

. The user should be able to view all the correspondence issued by SARS.

SARS correspondence screen:

Tax Reference Number Search Correspondence ® A O reap O unreAD
Identification Number ax Types L&

Al - Al

Types

Al - Al -
JARS Correspondence eceived Dale: From Meowige Ty

201910112 Q] o

2020/04/09 3] Reference Number

m Ms. Individual Income Tax (ITR12) 2019 12/11/2019 11:19:30 AM Requirement To Submit Supporting Documents
i 0

To search for a specific correspondence, enter relevant criteria and select search.

If VAT or PAYE is selected for a tax product, an additional search parameter for the tax period
will be provided.

(=]

ACTIVATE REGISTERED REPRESENTATIVE

This is available on the Tax Practitioner and Organisation eFiling profiles.

The Activate Registered Representative functionality allows the representative to be set and
/ or activated as the assigned Representative for the Legal Entity. This functionality is only
available on the Tax Practitioner and Organisation eFiling profiles.

In the event that you are not a Registered Representative recorded on SARS records at the time
you request activation, SARS will create a case and request relevant supporting documents in
order to verify that you should be updated as the new Registered Representative of the taxpayer.

Select the correct taxpayer from the taxpayer list that you want to be registered for as the
representative or tax practitioner.

Taxpayer List _Teupayer Name :]

Select the "Activate Registered Representative" tab under SARS Registered Details.

The “Activate Registered Representative” screen will display. Select the applicable “Activate
Registered Representative” or “Activate Tax Practitioner” button to continue.
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Activate Registered Representative

Activate Registered Representative
Confirmation of Registered User

There are two ways to be activated as a Registered User. This ‘Activate Registered Representative’
function is intended only for the activation of Regi: p () and is not intended for use by
Tax Practitioners.

Are you a Registered Representative?

A Registered Representative is a person who is appointed with full rights to act on behalf of the Legal
Entity (e.g. Companies, Trusts, etc.). They are often Public Officers, Accounting Officers, Trustees or
Administrators of companies, Trusts, Welfare Organisations, etc. A Legal Entity can only have one
Registered Representative

Are you a Registered Representative acting on behalf of an Individual?

SARS only allows Registered Representative activations in respect of Individuals in the following
circumstances:

= Executor acting on behalf of a deceased or insolvent estate;

= Parent acting on behalf of a minor;

= Appointed Administrator acting on behalf of a legally incapacitated Individual;

= Appointed Administrator acting on behalf of an Individual in extended absence (e.g. Imprisonment or
overseas).

Are you a Registered Tax Practitioner?

You are a Registered Tax Practitioner if you are a person who, for a fee, provides advice to any other
person with respect to the application of a tax Act or who completes or assists with the completion of a tax
return, and you are registered with a Recognised Controlling Body (RCB) as well as with SARS.

Select the appropriate button below to activate yourself as the associated Registered User.

Activate Registered Representative | | Activate Tax Practitioner

The “Representative Declaration” screen will display.

o If you select “l agree” the “Continue” button will be available to select.
o If you select “| do not agree”, you will not be able to continue.

Representative Declaration

Representative Declaration

I i, ID/Passport number being the authorised Representative
Taxpayer of registration number . do hereby confirm that
1 have been duly appointed by the taxpayer in this capacity, and that my obligations as defined in the
relevant legislation include. but are not limited to, the following

at SARS

- Mak of regi
= Submission of tax returns
= Payment of amounts due
- Other related obligations

| am fully aware of my personal accountability in this regard and the consequences of any false
declaration

© 1 agree

1 do not agree

Continue

Once the declaration has been accepted, proceed with Registered Representative activation.

The “Activate Registered Representative” screen will display.
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0 Mrs

Tax Reference Number

Identification Number

My Profile

Organisation

Activate Registered Representative

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

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

Legal Entity Details
TaxPayer Type:

Company
Registration Number
Registered Name:

Trading Name:

eFiling User Details

Title Mrs. Initials JR
Bulk Registration First Name: Surname:
- ID/Passport
Identification Type South African ID
Admin Reports b Number:
Telephone
: Cell Number Kiiribor
Rights Groups T
ax Reference
Email Address Namber
SARS Registered Details Request
Activation status on eFiling Unconfirmed Reference
Number:

Notice of Registration Please select v

Capacity:

Activate Registered
Representative

Activate Registered Representative

Maintain Registered Users

Maintain SARS Registered
Details

Ensure that the correct “Capacity” is selected.

One of the following statuses will be indicated next to the “Activation Status on eFiling” field
in the Activate Registered User screen:

o Unconfirmed — the representative has not been confirmed as the registered user or tax
practitioner with SARS and the representative might be required to submit relevant
material to confirm the representative relationship to the represented entity (Taxpayer).
This status will also be applicable for setting of a new Representative prior to SARS
approval. Continue to request activation and SARS will request you to submit the relevant
supporting documents to verify your details and appointment as a representative taxpayer.
Request under Verification — the representative must submit relevant material and the
case will be reviewed by SARS.

Rejected — The tax reference number or the Tax Practitioner number captured is invalid
or the case is rejected.

Active — the activation request is successful, the requestor has been confirmed as the
registered representative.

Note: The executor of the deceased estate must activate the representative status to be able to request
second registration of the deceased estate.

. re” hyperlink.
. The “Change Details” screen will display to update your personal details on eFiling. After you

have made the changes, click the “Update Details” button to continue. After updating your
details, you will be able to see the changes made on the “Activate Registered User” screen.
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. Note that the eFiling registration details are used for verification purposes and it should be
aligned with your identity document or passport.

Thange Details

Required Details
Title Initials First Namea Surnamea
Mro - v
Identification Type South African 1D~
1D Mumber
Do you wish to receive SMS notifications for the following events. @ Yes 0 Mo

= After activation as an eFiler
= After any payment

Call Number o
E-mail Address

Telephone Mumber ( o1z ) 0000000000

This user is a: @ Tax Consultant 7 Tax Practitioner

. Organisation Representative

Az part of our ongeing efforts to keep vou. the taxpayer, informad we send out periodic
communications either via email or SMS

Pleass indicate whether you would like to be included in these communications. @& Yes Mo

Saa balow for optional details tha Lt cmptuce now

[~ Updste Details | | Reset |

) If the Legal Entity information and the eFiling User Details are all correct, select the “Activate
Registered Representative” button to continue.

Activate Registered Reprosantative

As the designated Representative of the entity you may obtain a Registered user role and use eFlling to view and maintain al
registered detalls of the entity Once you have confirmed your detalls below, you may activate your Registered user status by clicking
on the ‘Activate Registered Representative’ button. To first make changes to your eFiling User details, please click hare

Once activated, you will be assigned with a Registered Reprasentative role on eFiling. This will also allow you to assign this rale to
other users 1o parferm certain duties on your behall, suck o egistration requests. You may assign the role 1o other
users, revoke their access, as well as revoke your own access via the ‘Maintain Registered Users’ menu on the left. The right to
perfarm merging of entities cannot be assigned to other users

TaxPayer Type:
Regisiration Number
Registarad Name

Trading Name:

Title Initials

First Name Surname:
Identification Type ID/Passport Number

Cell Number Telephone Number

Email Address Tax Reference Number.

Activation status on eFiling: Request Reference Number.

J CActvate epresentative | |

. Complete your tax reference number or practitioner number in the case of a tax practitioner.
. If you are a Registered Representative of the entity according to the SARS records, upon the

selection of the “Activate Registered Representative” button, you will be activated
immediately.

Activats Registerad Represantative

process is still
e finalised.

Trading Name.

Title Initials

First Name: Sumamae:
Identification Typs

Cell Number.

ID/Passport Number.

Telephone Number:

Tax Reference Number.

Activation status on eF lling: Request Referance Number

Q SARS requires that you upload and submit supporting documents.

No.

Supporting Documents|Case Number Type iof
Docs
0

Legal Entity Waiting for Documentation to
Authorisation N be Uploaded Lil ]

. If you are not a Registered Representative of the entity according to the SARS records, upon
the selection of the “Activate Registered Representative” button, you will be required to upload
and submit relevant supporting documents for SARS to verify your personal details and confirm
your appointment as a representative taxpayer.

Click the “Legal Entity Authorisation” link and the “Upload Supporting Documents” screen
will display. Refer to the “Supporting Documents” annexure.
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&P or mors intarmation on how 1o Uss this funcuonality, plesss click hars.

e s
LI — 008
‘e Type Leoal Enty Maimanance

ure that all documents are successfully uploadad before submitting this group.

Bromee . | [ Upioad

Submit to SARS | (_Hanusin; Submiried ] [ Bask )

. Click on “Browse” button and select the files to upload, then click “Open” button to continue.
Elom - =]
&5 =) »+ Policies and Procedures Work » Entity Merge Documents ~ [ +2 ||[ Sear ment. 2|
Organize + Include in library + Share with Burr New folder - [
T

. Ensure that you select the relevant classification per file to upload.

. Select the “Upload” button to add the document(s), listing under the heading “Uploaded
Documents”. If you wish to remove the document that you have uploaded, click the document
and select the “Remove” button.

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

Document Name: ((Browse.. | [ upioad )
Classification: Select =1

Ee— Comeanedna| 2000

Erterpriae Notce o | entermise i o rcomperston 5] 82 | Ea | Sovonedand| 2ianwn gy |
[ Rremove |

. When you have uploaded all the documents, select the “Submit to SARS” button to continue. If
you have submitted the relevant material at your nearest SARS branch, click on “Manually
Submitted” to indicate it. Click on the “Back” button to return to the Income Tax Work Page.

Please provide a group name for all the documents that you have uploaded above.
Document group name  Legal Entity Authorisation
[ submit to 5ARS | [ Manually Submitted | [ Back |

. Confirm that you want to submit all the documents by clicking the “OK” button on the below

message.
Message from webpage =22
|/.7.\| Are you sure that these are all the docurments which you require to
& submit?
[ oK ] | Cancel ]
[ ]

The status on the supporting documents section will be updated to “Submitted”.
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ACTIVATE REGISTERED USER

A2 ihe designated Rupresstative ofthe entty or a8 & Registered Tax Practiionss, you may oblain & Registerad user iole and use

Filing to view and maintain all registared detals of the anilty. Once you have confirmad your detalls beior. you may activate you

Rogitored wsor satus By Hlicking on he ‘Actvans Regimared User: Button o et make changes (s your SFing User detals, plesss ciick hare.
Once activated, you will be assigned with a Registered role on eFiling. This will also allow you to assign this role to other users to

perform the duties an your behalf. You may assign the role to other users, revoke their access, as well as revoke your own access via the
Maintain Registered Users' menu on the lef

TaxPayer Type:
Registration Number: 200
Registered Name: t

Trading Name i

‘eFiling User Details
Title: Initials:
First Name: Surname.

Identification Type. outh Afr
Cell Number:

ID/Passport Number

Telephone Number 100

Email Address. Tax Reference Number

Activation status on eFiling: | Request Under Verifical

n Request Reference Number 1

The representative relationship will grant and activate once approved by SARS.

On successful activation of the registered representative on eFiling, the status field will indicate
“Active”. On completion of the activation step, the “Activate Registered Representative”

button will be inactive.

Activate Registered Representative

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

Once activated, you will be assigned with a Registered Representative role on eFiling. This will also allow you to assign this role to
other users to perform certain duties on your behalf, such 3 to Submit new registration requests. You may assign the role 10 other

users, revoke thair access. as well as revoke your own access via the "Maintain Registered Users’ menu on the left. The right to
perform merging of entities cannot be assigned to other users

TaxPayer Type
Registration Number.
Registered Name:

Trading Name:

[eFilingUserDeraits ]
Titte: Initials:
First Name: Sumame

Identification Type: ID/Passport Number.

Cell Number- Telephone Number:
Email Address: Tax Reference Number:
|Activation status on eFiling: 1 Request Reference Number:

The status of the registered representative will indicate “Rejected” where the tax reference
number captured is incorrect or the practitioner number is invalid, in the case of a tax practitioner.

As the designated Representative of the entity you may obtain a Registered user role and use eFiling to view and maintain all
registered details of the entity. Once you have confirmed your details below, you may activ our Registered user status by clicking
on the ‘Activate Registered Representative button Yo first make changes to your eFiling User details, please click here

Once acti you will be assh with a role on eFiling. This will also allow you 1o assign this role to
other users to perform certain duties on your behnl! such as 10 submit new registration requests. You may assign the role 1o other

users, revoke their access, as well as revoke your own access via the ‘Maintain Registered Users’ menu on the left The right to
perform merging of entities cannot be assigned 1o other users

[legalEntiyDetats ______________________________________________________________J
TaxPayer Type
Registration Number

Registered Name
Trading Name
[efilingUserDeotais ___________________________________________________________________J
Title Initals
First Name Sumame
Identification Type 0/Passpont Number
Cell Number Telephone Number
Emall Address. Tax Reference Number
[F5vston status on eF ling ] Request Reference Number

Activate Registered Representative
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MAINTAIN REGISTERED USERS
This is available on the Tax Practitioner and Organisation eFiling profiles.

In the “Maintain Registered Users” functionality, the registered representative user or tax
practitioner assigns other eFiling users to have the same representative rights as the registered
representative user. Once the users are assigned, they can perform the same functions as the
representative on eFiling.

Click “SARS Registered Details” under My Profile

AINTAIN 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.

Organisation | hereby confirm that | am duly authorised to perform Maintenance of SARS Registered Details on behalf of
the company or individual.

SARS Registered Details | agree

®' | do not agree

Employee Registration

) Continue |
Admin Reports luSontinue |

The following message will display when you are not registered as the representative or the
registered tax practitioner of the legal entity that you have selected from the taxpayer list.

MAINTAIN REGISTERED USERS

Maintain Registered Users

Our records indil that the Repr ive has not been activated as a registered user on this
eFiling profile.

To delegate Representative authority and activate additional users as registered users, you must
first acti the i d Rep ive using the "Acti i d Repi ive’ menu
alongside.

If you are a Tax Practitioner, please use the ‘My TP Configuration’, ‘Delegate Practitioner
Authority’ menu under the 'Services’ option to delegate your Practitioner authority to additional
users.

Alternatively, please visit a SARS branch office for assistance to capture the Representative
details.

If you are registered as the registered representative of the legal entity, the “Maintain
Registered Users” screen will display:

MAINTAIN REGISTERED USERS

Actions on the page b

y sditabio 10 the Site A
Registerad User who w  viar aF ey

to the Registered User of the Lagal Ensty. it displays the.
g and lists ail s

aFsng use

Only the registered use: ance ri
the checkbax alongside

1 remave register
on click on Apply

ohts to othes users. To assign or remove rights. select

Both the Registered Uses and the Site may he sser statis. In Going S0, SB USErs with registersd user
mairenance rghts wil also be deactvate o from the functionasty

as the Registersd User. please use the "Activate Registered User’ menu on the left

new eFiling users, please ook hars 1o be Grectsd 19 the sxisting registration menu

ga oF fling Hegistered User Details
TaxPayer Typs: Compary R 3 User Name Mr Documant test
Tr sport Mumbe:

Registration Numbar Telephone Number
S

User Login Name: User ID / Passpor Number
User Surname.

Search
[ Peplyand Save | [ CheckAll | [ Uncheck Al | [ Refrwsh User List

The registered representative user or tax practitioner will accept all the responsibility for any
maintenance performed by the users assigned against the Legal Entity. Click the “Deactivate
Registered Representative” button if you wish to deactivate the registered representative.
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TaxPayer Type Company Registered User Name Mr Document test
Trading Name 2 Identity/Passport Number
Registration Number. Telephone Number
Registered User Status on eFiling: Active
Deactivate Registered User |

To confirm the deactivation request, click “OK” button to continue.

Message from webpage (===

[ OK ] [ Cancel ]

The following message will display after you have deactivated the representative.

MAINTAIN REGISTERED USERS

Maintain Registered Users

Our records indi that the Repr ive has not been activated as a registered user on this
eFiling profile.

To delegate Representative authority and activate additional users as registered users, you must
first activate the Registered Representative using the 'Activate Registered Representative’ menu
alongside.

If you are a Tax Practitioner, please use the '‘My TP C ation’, ‘Del Pr:
Authority’ menu under the ‘Services’ option to delegate your Practitioner authorll:y to additional
users.

Alternatively, please visit a SARS branch office for assistance to capture the Representative
details.

If you wish to activate your status as registered representative again, follow the Activate

Registered User steps above.

If you want to activate a Registered Representative User that is already listed, select the tick box

in the “Representative Maintenance Role” column and click “Apply and Save”.

To locate a user who may not appear in the list below, please capture the user's login name and
then click on the search button.

User Lagin Name User ID / Passport Number
User Sumame

Search

Apply and Save | [ Check All Uncheck All_| [ Refesh User List

Click “OK” button to continue with activation of the registered representative user.

Pessage frem webpage (==

{l Are yeu sure you want to continue?

[ ox ] [ conear |

If there are no other users registered against the eFiling profile, the following screen will display

when you select the Registered Representative Users tab.

To add a new eFiling user for this legal entity, click on the “here” hyperlink and you will be

directed to the “Register New User" page.
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To register new eFiling users, please click here to be directed to the existing registration menu

Legal Entity Details

TaxPayer Type Company Registered User Name
Trading Name: Identity/Passport Number:
Registration Number. Telephone Number:

Registerad User Status on eFiling:

eFiling Registered User Details

Mr Document test

Active

Complete all required details and click “Register” to continue.

Register new User
Required Details
Title Initials

Mr -

First Name Surname

Identification Type South AfricanID ~

ID Number

Do you wish to receive SMS notifications for the following events Yes No
e After activation as an eFiler

e After any payment

Cell Number
E-mail Address
Telephone Number ( )

Login Account Information
Login
Password i

Confirm Password

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

Ts asecing: Tax Consultant / Tax Practitioner

~ Organisation Representative

As part of our ongoing efforts to keep you, the payer, inft we send out
communications either via email or SMS.
Please indicate whether you would like to be in these © Yes

See below for optional details that you may want 10 Capture Now.

=

If you select the Registered Representative User menu item again, the new user added will be

listed as indicated in below screen.

B e i I I
Bn (S . e e S

e i

B e d
Rkl
C
Ao ond Bon Chn a2 . Aa et m
ce ¢
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10 MAINTAIN SARS REGISTERED DETAILS

. The “Maintain SARS Registered Details” functionality on eFiling is available for Individual, Tax
Practitioner and Organisation profiles. All eFiling users within each of the profiles may access
this functionality to view and edit specific information of the legal entity.

. Click on “SARS Registered Details” icon under “My profile”

. Roums  Services TaxStaus  Contact [ESTSRY

Tax Reference Number

Identification Number
Tax Compliance Status Refresh O

My Profle

SARS Registered Details

. Users of Tax Practitioner and Organisation profiles must select the correct legal entity (taxpayer)
from the taxpayer list.

Taxpayer List: _Tawpayer Name l]

. The Maintain SARS Registered Details screen will display as below:

Identification Number AINTAIN 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.

| hereby confirm that | am duly authorised to perform Maintenance of SARS Registered Details on behalf of
the company or individual.

SARS Registered Details | agree

*' | do not agree

Customs Registration

Special Links m

. Confirm that you are authorised to perform maintenance functions of the registered details of the
company or individual.
o If you select “I agree” option, the continue button will be available for selection.
o If you select “l do not agree” button, you will not be able to continue with the functionality.

. The “Saved Details” message will display if SARS has received updated information for the
legal entity.
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SAVED DETAILS

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

only the latest information available at SARS against this Legal Entity.

will not be visible once the form is displayed.

form.

Please select an option below to continue.

Saved Details

Selecting the Display Latest Form' button below will discard and override all your saved data while displaying

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 latast information at SARS against this Legal Entity

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

[ Display Saved Form ] [ Display Latest Form ]
. If “Display Saved Form” button is selected, you will view previously saved information and not

the latest information at SARS.

. If you select the “Display Latest Form” button, you will view the latest information at SARS and

all previously saved data will be discarded.

. If the registered representative for the legal entity is activated, the following message will display.
Select the “Continue” button and the RAV01 form will display.

Maintain SARS Registered Details

You currently have eFiling access to the following products of the entity selected from the Taxpayer List’
above, and will be able to view and maintain the registered details of these products in the Registration and
Amendments view when you click on the ‘Continue’ button below:

m-

If all the registered products relating to the entity are not displayed in the Registration and Amendments
view, the Registered Representative should visit the nearest SARS branch to rectify the problem.

Our records show that you have not been activated as the Registered Representative of this entity, and will
therefore not be able to submit additional product registration applications for the entity from eFiling. If you
are the Registered Representative of the entity, please click on the ‘Activate Registered Representative’
menu option on the left to activate yourself as the Registered Representative.

11 THE WRAVO01

the following components:

The WRAVOL1 is the wrapper menu displayed, with the RAVO01 form embedded in it, and consists

o Navigation Menu — allows user to navigate between various sections of legal entity profile
on which the user has the following main categories:

My registered
particulars (]

My registration
details

My addresses
My bank
accounts.

My contact
numbers

My email >
addresses

My trading names >

My tax products )

My representatives »

O

the following sub-categories:
= My Registration details

= My addresses

= My bank accounts

= My contact numbers
L] My email addresses
L] My trading names
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o My tax products — consists of the tax products that are linked to the entity. Click “+” sign
to view the tax products.
o Revenue

. Income Tax

. Pay-As-You-Earn, Skills Development Levy and Unemployment Insurance Fund
Contributions

" VAT

. Customs

. Excise

Note: Second Income Tax registration of the deceased estate can only be done if there
is post death income and the registration is only applicable to taxpayers who passed away
on or after 01 March 2016 (2017 tax year) under Income Tax Product.

o My representatives — allows the user to create and maintain a list of non-representative
entities, which are connected to the legal entity. Non-representative relationship refers to
an entity that is associated with the company, trust or individual, e.g. a Parent or Guardian
of a registered minor child. New representatives may not be added on eFiling but the
existing one may be deleted.

o Who | represent — allows the user to view list of parties that are represented by legal
entity.

o My tax practitioner details — allows the user to maintain tax practitioner and controlling
body details that relate to their professional registration with SARS as a tax practitioner.

Taskbar — contains action buttons that may be activated by the user. Depending on the selection
in the navigation menu, different buttons will display on the task bar.

Edit | Save | Fme | cancel

Hide menu

Edit — allows the user to maintain details on the RAVOL1.
Save — save all changes made to the RAVO1.

File — submit the changes to SARS.

Cancel — return the user to eFiling page.

O O O O

Information Pane - displays the predetermined section of the legal entity profile. The
information pane may display:

o Table View — showing a summary view of information

0 ooooo

a

o Form View — displays the form and particular portion of the legal entity profile.
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12
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If the user clicks any menu item on the navigation menu and no mandatory demographic
information is completed, an error message will display as indicated below. All mandatory fields
will be highlighted in red.

Registration details are not complete

Please complete these details before continuing

These de can be a sedwvia the foll
particulars = My registration details

ing menu path: My registered

The RAVO01 form is validated when the user selects the File button. Based on the validation
responses received, error messages will display. The error message will provide completion to
pass form validation rules on the submission of the RAVO1.

COMPLETION OF THE RAVO01 FORM

The Registration, Amendments and Verification (RAV01) form enables Individuals, Registered
Representatives or Registered Practitioners users to maintain the legal entity demographic
information of the legal entity. Complete the RAVO1 when there is a need to update the legal
entity information.

This form enables the individual or representative to verify and/or maintain (update if required) the
following information on eFiling or at a SARS branch:

o Registered Particulars
o Tax Products
o Representatives.

Supporting document may be required for changing some of the above information on the
RAVOL1.

All the information on the RAVO1 will pre-populate with the legal entity data that is available at
SARS.

The “Reference No” field will pre-populate with the Income Tax Reference number if the entity
has an income tax registration number. In cases where there is no income tax registration, the
entity (taxpayer) active Tax type reference number will be pre-populated and locked.

|'/ SARS Registration, Amendments And Verification form st [ [ [ [ [ [ [ L] [ RAVO1 )

THE REGISTRATION AMENDMENTS AND
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13

13.1

EXTERNAL GUIDE - HOW TO COMPLETE

APPLICATION DETAILS

Individual

In the “Applicant Details” section, the fields will be editable with the exception of ID No.

o Nature of Entity — A selection box will display —

Nature of Business

Please select = Nature of Business.

Plasza Salact..
Individual

Foreign Individual

ok Cancel

o Surname
o First Name
o Other Name
o Initials
o Date of Birth
VSAR Registration Amendments And Verification form &= [T T T T T[T []] [(RAV01j
S T T T T I T T T L LT T LI T T LI T T T I T I T T T I T TITT)
s [T T T T T T T T T T T T T T T T I T T T T T T T I T T TITITT)
Fettase [ T T T T T T T
e CITTTTTTTTTITTTITITIT T TITII T I T I I T I T T T TTITTITTTTITT]
LS I = I
i I 2 P T frssiggeesecse T
e OTTTTTTTITTTITITITI I T T T I T T TTITT I T T T TITTITTITTT]
T T T T T T T T T T T T
o Passport/Permit No — If completed, the below fields is mandatory to complete:
e ERBEERT T e (T e L

Country Code

o Passport Country / Country of Origin — Select from the pop up box.
[ countveoge

Please select a Country =

South Africa

Ok Cancel

P [MIe[alz2[a]sTa] [ [ |
== N I I I I I I
N O I I I

o Passport /Permit Issue Date
11
[T1
11

) I
[T T T T 1T
[T T TT T

o Changes to Passport Country must be done at the SARS branch.

o Trading Name — complete a trading name if applicable. If you select “My trading names”

button, you will be able to view all previously submitted trading names.

The executor or a representative of a deceased estate must register the deceased estate for the
second tax reference number once the first tax reference number has been coded as
“‘Deceased”. The executor must confirm the tax status of the reference number by clicking on

“Income tax” under “My tax products”.

If the taxpayer is an emigrant, only complete the identity number field. The Nature of entity is
“Individual” and therefore the passport should not be completed. Ensure that a “Date ceased to

a resident” are captured.
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Add new product regisiration | Save | Fie Cancel

Hide meny

My registered
rticulars. °

My registration  Reference no. P TSans

0630651145 185842142 ACTIVE EST - DECEASED
Myaddresses )

My bank s
accounts

My contact

e >

My omail
addresses.

My trading names.

My taxproducts &)

Revenue (-

To register the deceased estate for the second tax reference number:

o Open Income Tax container and select Normal as sub category and “Post Death Income”
as Classification.

o Confirm that the “Date of Liability” is set as 2017 or the tax year in which the Taxpayer

received the post date of death income.

Once the second registration is processed and the entity has an existing “To-Date of

Death” Estate record, the second registration will automatically be set with a status of

“Deceased Estate”.

o

To register an Insolvent estate for the second tax reference number:

o Open Income Tax container and select “Insolvent estate from date of sequestration” as
Sub Category and Classification.

e G ircaton >
Taxpayer Type: Non Provisional Catsgory: Individual
Sub Category Classification

e INSOLVENT ESTATE FROM DATE OF SEQUESTRATION

If the first tax reference number is not coded as an Insolvent Person yet and the status is
“Active”, visit the nearest SARS branch to request the coding of the first tax reference number.

Back 1o eFiling

My menu Save | Fie | Cancel

My registered =) Hide menu
particulars

My registration ‘ ‘
details

Income tax registrations

2863027849 9218050303 ACTIVE
Myaddresses 3
My bank

accounts

Wy contact
numbers

Wy email
addresses

My trading names >

Wy taxproducts @)

Revenue. (-]

Income tax

Ensure that all the supporting documents required for change of the representative and banking
details are submitted at the branch.

In the case of an insolvent taxpayer, the appointed administrator or trustee must register the
insolvent estate (second tax reference number) and if the entity has an existing “To-Date of
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Insolvency” Estate record, the second registration will automatically be set with a status of

“Insolvent Estate”.

. For insolvent estate, a second tax reference becomes applicable on income received in the
insolvent estate or disposing the assets. This tax reference number should only be registered if
the requestor / registered representative can proof taxable income from the insolvent estate.

. The third tax reference number is enforced to ensure that the taxpayer meet his / her filing
obligation for salary income after the date of sequestration. The third tax reference number is
enforced in the RAV01 the moment the first registration is coded as an Insolvent Person.

. Under “My Profile” menu you can activate or deactivate individual Income Tax activation for

deceased estate purposes or for insolvent estate purposes.

Plaase note that you will automatically be activated to receive SARS noices for this tax
Summany type online

# Individual Income Tax (ITR12)
Reforance Numbar [~
Tax Office | PRETORIA v

VAT Vendor Search

Delete Taxpayer

Plzase note that you will automatically be activated 1o recelve SARS notices for this tax

type onling
Successfully
Pending Registration Mote: Click Here 1o activate'deactivale individual Income Tax act d Activated
Mote; Click Hare 1o activate/deactivate individual Income Tax activation for ins
astale purposas
13.2 Company/Trust/Partnership and Other Entities
. In the “Applicant Details” section, fields will be editable with the exception of ‘Nature of Entity’.
Plaase selact a Nature of Businass.
Please Salect... -
Close Corporation
Clubs
Company Limited by Guarantee
Company Registered Under Transvaal law
Ok Cancel
o The Nature of Business options are:
. Association Not For Gain
. Close Corporation
= Clubs
= Company Limited by Guarantee
= Company Registered Under Transvaal Law
= External Company
= Foreign Company
L] Foreign eCommerce Company — email address mandatory for this option
L] Foreign Governmental Institution
. Foreign Trust
L] Inter-vivos Trust
= Government/Public/State Owned Institution
. Non-Profit Company (NPC)
= Non Profit External Company
= Other Trusts
= Partnerships
= Body of Persons
= Personal Liability Company (Inc.)
= Primary Cooperative

L] Private Company (Pty)
L] Public Company (Ltd)
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L] Secondary Cooperative
L] State Owned Company (SOC Ltd)
L] Statutory Body

Ll Tertiary Cooperative

. Testamentary Trust

. Unlimited Company

. Welfare Organisation

. Funds

. Collective Investment Schemes in Securities
. Collective Investment Schemes in Properties

o Company/CC/Trust Reg. No — indicates the registration number of the legal entity and
cannot be edited. These changes are performed at the SARS branch.

o Main Industry Classification Code — the Section Codes will display on the Main industry
Source Code screen and the Division Codes and Subclass Codes will be populated
depending on the option selected. Click on the “Apply” button in order for the field to be
completed.

I II ) )

o Nature of Entity — This change can only be performed at the SARS branch in the case of
a company or a trust.

o Registration Date - This change can only be performed at the SARS branch.

o Financial Year End — this field will not be updated directly as it requires manual
intervention and approval by SARS. The representative will be notified if the financial year
end change was approved.

o Registered Name

o Trading Name

o Country of Registration

o Master’s Office of Trust Registration — this field will be editable and mandatory if the nature
of business is one of the following:

. Inter-vivos Trust
. Testamentary Trust

Applicant Details - Company / Trust | Parinership and Other Entities

. Other Trust

egistration Amendments An erification rorm ﬁn_
VSA’—RSR'H' Amendments And Verification f e CTTTTTTTTT] [W]

COMIFD1

|||II||II||I||IIII|I

CounlyofRegiirein
(1. St Afea s ZAF)

Masaf Ofos ef Trust D]]
Regirstion

[TT]
[1 I
[ I
[ I
[ I

wa [TTTTTT TTTTITTTIT T T ITT I T ITITITT T reetiouses [ETNTGTLIT]STH] T |

ittt [T] Matedn Community [7] Maed ool Commnnity 1 drwvou s orsion dilamaioer v 0w 71 destatbe comemintis v [0 0 71 meesewanamiumesererwtn v (1w 71

o The Nature of Entity field describes the following available Trusts Types and can
not be changed from eFiling :
1. Collective Investment Schemes in Securities;
2. Estate Capital Gains Tax (CGT);
3. Special Trust Type B;
4. Testamentary Trust;
5. Inter-vivos Trust.
o Note that you cannot maintain the Nature of entity field via eFiling but can be changed at

a SARS branch.
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o The attached annexure to this guide provides more information on the above trusts and
possible trust type changes, kindly consult the guide prior to a SARS branch visit.

14 APPLICANT INFO

. The applicant info container indicates the status of the applicant.
o Entity Status — This field will pre-populate with the status of the applicant at SARS.
o Preferred Language — This field will default to English and upon selection of the relevant
option, the field will have the preferred language.

Please note: The preferred language selection does not change the display language of the

RAV01 form.
- EEDR
o Marital Status — For an individual, the following fields will be editable and mandatory:
= Not Married
. Married in Community of Property
= Married out of Community of Property.

o Are you a foreign diplomatic or consular mission? — This field is editable and mandatory if
nature of business is Foreign Governmental Institution.

et [FIOJRIE[I[G6]N] [G[O[V[E[R[N[H[E[N[T]AJC] [T[N[S[T[I[T]U[T[I[O[N

g [TTTT T TTTTTTTTT] e {ens” [ZLO[O[S[A[2[0]2] roves rocmmarns

™ [TlelsTt[ilnlal [RIAIVIoIA] TPITIY[ T T T T T TTTTTTT] [T T 1] =iy [Z1alF]
[TTTTTTT [ I i I I
[TTTTTTT [TTT1
[TTTTTTT [T1T1

[ V. [

[TTTTTTTI [TTTTTTTTTTI
[TTTTTTTI [TTTTTTTTTITI
[TTTTTTTT [TTTTTTTTTITT

Applicant Info
Ervsios [ATCTTR[VIEl [T TT T T T T T T TTTTTTTIT]
Mot Marrsd D mmﬂ mmmmm i D mm)}ummmw D I;;“m'a’g\‘v:ﬂwmuw VDND

[TTTTTTT] peemweme [ETN[GILIT[STH] T ]

[
Ql:dlwwn\:va e ¥ D D Br:l\gulann’{;f mseckerwih ¥ D [ E

o Are all of the partners in this partnership of natural persons? — This field is editable and
mandatory if nature of business is Partnerships

a8 -

0
~ [AEERTO Laule[R] 5[]
0

= AR JCau[e]R] Ts[TI6x]

s @ = 0 e 0 smewe= 000 = .

ATATaTaTaTATATATATdl

o Are you an asylum seeker with a valid permit? — Field is editable and mandatory if nature
of entity is Foreign Individual.

Applicant Details -

individual

e [ClelsTelilnlal TT T
e T T T T
& O I [T
[
I

[TTTT
[TTT1
[TTTT

|
[
I
o

e WTTT]  Ewise [o] 1[s]eJoJeJofe]o]o o o]a]o

i [A12[s[4ls[6] 111 L1111} ;gﬂ;-'::a}.‘ o [BIL]B] sgmype=o  [2[0]4]4[0]4]0]1)

£ 5 O O O [ g
A

Applicant info

""’”EE]TII[V]E[]I[IIII[]IlIllII]III[]III[]II’""“v*

s [ mgias [} Srmgeem [ mmmmmes=e [0 e @O0 =5

o Are you a Share Block Company? — Field is editable and mandatory if nature of entity is
Public Company.
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Applicant Info

oy . [ T RSN TRRTRTRNTRTN]  Fromosd Lousge
ot M o n Commur i ol Conmns you inths vo you an rvith

reaverst [T U [ ey [ s oy YN A e O
vDND Ao you a Body Corporata? VDND

o Are you a Body Corporate? — Field is editable and mandatory if nature of entity is CIPC
type or Body of Persons.

VSARS Registration Amendments And Verification form ~ &* [TTTTTTTTT]

i OO O T
i (T e (T S (LT reovecown [T
st [ T s [T
OO T e (T
e O O O
OO T
) For an Individual, the Applicant Info container will display as follows and only the first three

options regarding marital status will be open to edit:

coses BT EL LT T L LT T LTI T LT LT TITT] v [ENGICISIL L

Mot Maried Maried in Commurity Maried cut of Communiy Az youa forein dpbmacr ¥ Dh A dtepaesinis ¥ Dy\ l’fﬂuu.:rasdumxek wih Y D D
of Propety of Propery cansufar mission? parinership natural persone? aval permit?

‘Areyou 3 Shere Biock? Y Dy\ D e you 2 Body Corporate? D D

o For a Company/Trust/Partnership or Other Entities, the Applicant Info container will display as
follows with no option opened to edit other than the preferred language option:

e
sovses [ATC[T[XIVIE T T T T T T TTTTTTTTTITTITTTITTITTT ressmosse [E[N]G]L{X]STH] ] |
s e T T i e Y s

Ao yeu o St Bock? \-DND Ao you  Bedy Darperate? \-DND

Contact Details INCODO1

e CITTTTTTITTTTTTTY rete [o[a[6[6[]2[of2[of0] [ [ [ 1] (@oALELS

. Entity status is pre-populated and cannot be edited. This serves as an indication to the
representative or individual (eFiler) that there is an active tax type record. If it indicates
“Deregistered” it implies the entity’s record is de-registered and there is no active tax type
(Income Tax, VAT, PAYE or Customs/Excise) registration.

. Are you a Fund? — This field is editable and mandatory if nature of entity is a Fund type.

. Entity status is pre-populated and cannot be edited.

F SARS Registration Amendments And Verification form [ ot

e \III\\\IIIHH\\II\\HIIHHIIHHI\IIHHIIHHII
By (T TTTTTT] i, CTTTT oo™ LT TT L[] ressvmses [T
gaveet [T T T T T T T LT T T T I T T T T T T T T T LTI T T T T T St O
L T T LT LT T T LT LTI e [T
e LT LT T T T T T LT T LTI
EEEEEEEREE RN RN
15 CONTACT DETAILS
. The contact details of the individual and entity will display with the following fields:
== ToT1T2lo]oJol0]olo] 0 Wy | o [TTTTTTTTTTTTTT]
@« [ofs]ofofolofofololo] [T 1] (eksiiis s fol1]2[ofofololololo [ T T 1] (ki
Nark here with an"X" f voudeclare that you donot have a Call No. D Mark here with zn "X fyou declzre thaf you do nat have an Emall address. D
wal - [TTE[S[T][TIE[SITL.ICIol. Jz[Al [T [T T TTTTTTITTTTITITITIIITTITITITIITIITITTIT1T]
S [T T T T T TIT T I I ITTITITIITITT]
o Home Tel No
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o Fax No
o Cell No

At least one of the contact number fields is mandatory.
© Cell No.
If you have entered an incorrect cell no,

ou will receive the following error:

The Cell No. you have entered does not seem to be valid. Please
eeeeee that it is corract.

HINTS:

- Only numeric digits may be usad.
- The number must be at least 10 digits long.

- Telephone / mobile numbers must start with = 0"

- International telephone numbers Mmust start with 00"

Ok
= Mark an “X” to declare that you do not have a Cell No. — If selected, the Cell No.
field is greyed out.
o [TTTTTTTTTTITTTT]
Mark here with an "X" if you declare that you do not have a Cell No.

If you want to edit any of the contact numbers, a confirmation box to complete the relevant fields
will display.

Next to the above fields you have a “My numbers” button that will display all contact numbers
that are stored in the contact numbers library (My Contact Details).

Select Contact Humber

My contact details

Home Tal: 012 0000000

Cell: 0500000000

Bus: 0120000000

Mark here with an “X” if you declare that you do not have an email address — if you select this
option, the email field is greyed out.

1 you deckre atyou

s [TTTTTTTTIT I I T I T I I I I T I T T T T T I I T 0]

Email — you will receive a confirmation box to complete your email address.

e 5 A
cebmemst T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T TT T T T T T T T T T 77

[ e T o

o If the email address is incorrect, the following error will display:

The Email you have entered does not seem to ba valid. Plassa
ensure that it is correct.

HINTS:

- Ensure that it has an @ sign and a .domain at the end.

=1

Web Address — not mandatory and if completed the field must contain a domain at the end.

o If the web address is invalid, the following error will display:

The weab address you have sntered doss not s=am to be valid.
Please ensure that it is correct.

Ok

Efiling Security Details

o This information will be used by eFiling to send out “One Time Pin’s (OTP) to taxpayers.
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16

17

[ IMPORTANT: eFiling Security Details are used to send you a One-Time PIN (OTP) for eFiling authentication. J

o LI LTI TTTT |

e [P PP

o Update your security details under this container.

o Ensure that both the cell no. and email address are provided. All fields are mandatory.

Note: Do not use the Contact Details container to update Security Details.

PHYSICAL ADDRESS DETAILS

This container indicates the legal entity’s physical address, and will display:

o “Select from my addresses” button — indicates a list of addresses stored.

Physical Address Details

Prr1',‘.;1.r’.*..-..\'l,'.r.l.'T¥¥,!q T .

o “Create new address” button — enter new unlisted physical address details.

| " Create new address___ | |

All mandatory fields will be highlighted in red to complete.
wave [T T T T T T T ey CTTTTTTTTTTTTTTTTTT

o Rl Fam [T TTTTTTT
[ 1 [T T T T TTT

[ [ T[T T[]
w [T T TTTTTTTT Courty Godo L
oo CLTT T LTI S (6] Tt [ maatorouton (]

The fields in the Physical Address Details container are:

Unit No

Complex (if applicable)

Street No

Street/Farm Name
Suburb/District

City/Town

Postal Code

Country Code

Indicators for :

= Registered Physical Address
= Registered Postal Address
. Marked for Deletion

O 0O O O O O O OO0

POSTAL ADDRESS DETAILS

The physical address details on RAVO1 will pre-populate on the physical address container.

Mark here with an "X if same as above or complete your Postal Address I:l 15 your Postal Address a Sireet Address? ¥ E N I:l Mark here with an "X" if this Is a Care Of address I:l

Postal Address Details

The following fields will display:

o Mark here with an “X” if same as above or complete your Postal Address — if selected all
postal address fields will be removed and the two additional questions will be locked.
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o Is your Postal Address a Street Address? (Yes/No)
= “Yes” option is pre-populated and the physical address details will display.
= If the answer is “No”, the following fields will display as open and editable:
. Postal Agency or Other Sub-unit (if applicable) (e.g. Postnet Suite ID)
. PO Box: Indicate on tick box if postal address is ‘P.O. Box’ or ‘Private Bag’
. Private Bag: Indicate on tick box if postal address is ‘P.O. Box’ or ‘Private
Bag’
. Other PO Special Service (specify)
. Number
. Post Office
. Country Code
. Postal Code
. Registered Postal Address indicator
. Marked for Deletion indicator will remove the selected or captured address
from the library if it is not used for another tax type nor has another use.
Postal Agency or Other Sub-unli(F spplicabie) (e0. Posmersute ) [T T T T T T T T T T T T T T T T T T T T 1
roser  []  reesss ] Smerfeemmy L L T T T T T T T ] we L L LT T T 11
peomes [T T T 1T 1T 1T T T T T T T T T T T T T T T 11 Cauniry Cade |-
posteicode [T 1 1T T T T T T T ] Registered Postal Address ] Marked for Deletion [_|
o Mark here with an “X” if this is a Care of Address — this field will be active if you have
selected “No” to the question “Is your Postal Address a Street Address?”

@)
library (My Addresses).

“Select from my addresses” button — indicates a list of addresses stored in the address

Select Address

00000 P O Box, Brooklyn, Za, 0000

00 Main Street, Broocklyn, a, 0000

@)
physical address details.

All mandatory fields will be highlighted to complete.

“Create new address” button — all fields will be cleared and you will be able to enter new

unthe, | oot [T T T T T T T TTTTTTTTTTITITITITITT]
Sesto hame oL L LTI TTTTITIITTTITITTTT
Frreii| HEEEREEREREN
City ! Town I I Country Code m
pasaicee | | [ [ [ [ [ [ [ [ | Registered Postal Address Marked for Deletion [_|
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18 PARTICULARS OF REPRESENTATIVE TAXPAYER

The capacities of one or more connected parties do
ot match the Mature of Entity and must be
updated,

For Close corporation only the following capacities.
are allowed

+ Public officer
« Curator
* Member

Please update the capacities for the following
connedcted parties:

. Treasurer

These capacilies can be updated via the following
menu path: My representatives

) The following error message will display if you have more than one representative.
o |

You may only have one representaive for each of the:
following capacities:

« Treasurer

+ Public Officer

+  Accounting officer

Please delele Ihe incorrect representative before atiempting
to file

This can be done via the following menu path
My connected parties > My representatrves

EXTERNAL GUIDE - HOW TO COMPLETE
THE REGISTRATION AMENDMENTS AND
VERIFICATION FORM (RAVO01)
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. This container is used to capture the demographic details of the Non-Representative Taxpayer
of the legal entity.
ooy Toes [] warw [0 wataee [7] pawone [g] eewe [T o [T GERRIRL [ EESRERS [
i [EINOAV[E[o[u[ATL] T T T T T T T T T T T T T I T LT I LTI T T T T]
s [els el [T T T T T T T T I T T T T TP I T I T T T I T T T T T T T T T T T T T 1]
e [RT&IVT T T ] T I I I T T T I T T T T T T I T T T T T T T T T T
% [T TIITTII I I I I I I I I I T I I I T I T T I I I 1T1]
s ety [2]0]0]oTo o o o] osdamsninerticovvuo) [2T0[4]2]0[1[0[1] ot [2[o]o[o]oo]o[o o] 0o o] o]
e I R B e R LT mmgeeren
Relationship Marked for Termination
o Capacity — based on nature of entity or business, the fields will be available for selection.
This field is mandatory.
. Treasurer
= Main Partner
o) Main Trustee -
= Public Officer
= Main Member
= Parent / Guardian
= Accounting Officer for Local / Public Authority
L] Curator / Liquidator / Executor / Administrator (Estates)
o Nature of Entity — on selection of this field a pop-up box will display in order to make the
selection. Depending on entity selected, the fields in container will populate.
o Surname
o First Name
o Other Name
o Initials
o Date of Birth
o Date of Appointment
o ID No
o Passport No
o Passport Country
o Passport Issue Date
. See screen below of how the screen is displayed when you click on the “My representatives”
menu on the WRAVOL1. A list of representatives will display.
| \ { { |
: — 0
. The following error message will display if the capacity does not match the nature of entity.
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. The following error message will display if there has been no representative details completed
for companies and trust:

Please capture a Representative Taxpayer before attempting
to file

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

PARTICULARS OF MEMBERS / TRUSTEES / BENEFICIARIES / PARTNERS /
DIRECTORS etc.

. Capture demographic details for individuals and enterprises linked to the enterprise applicant in
varying capacities and are referred to as non-representative relationships in this container.

o Is this party a natural person? (Y/N) — This field is locked unless the nature of entity is
indicated as a Partnership.
L] If the answer is “Y” in the question, the Particulars of the individual container will

display to complete:

o Capacity — this field is mandatory and the tick boxes will be available depending on the

nature of the entity

Nature of Entity

Surname

First Name

Other Name

Initials

Date of Birth

Date of Appointment

ID No

Passport / Permit No

Passport Country

Passport Issue Date

Relationship Marked for Termination

L] If the answer is “N” in the question, the Particulars for company / trust / partnership
and other entities container will display to capture demographic details for linked

enterprises:

O 0O 0O OO OO OO Oo0OOoOOo

[T T T I I T I T I T I I I T I I T T I TTITTITT]
[P S—— [TITTTIT 1]

I
[

O

Capacity

= Partner

. Beneficiary

Nature of Entity

Company / CC / Trust Reg No

Date of Appointment

Registration Date

Registered Name

Country of Registration

Relationship Marked for Termination

O O O O O O O

. In cases where a new relationship is added but SARS could not match the captured relationship
details to the registered detail on SARS records, a notice will be generated and posted to the
representative or individual’s eFiling home page to request relevant material. The relationship
will not be recorded until the relevant material is attached and verified.
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19 MY ADDRESS
Capture new additions and maintain existing items to the list of “My addresses” in this container.

The menu tab will be in the navigation bar and “Add new addresses” option on the task bar.

Add mew address

Repseres e, 500000000 Prysical
00000 P O Box, Brookiyn, ZA, 0000 o 00000000 Py:

Regstered Detais 900000000 Prysical

oo

00 Main street, Brocklyn, 24, 0000

Fields displayed on RAV01 form will differ depending on selections made on “My Address”.

If you select “Add new address”, the RAV01 form will display with the My Address, Address
Details container, with the question “Is this address a Street Address?”

My Addresses
Address Details
Is this acdress a Straat Address? ¥ I:I N D Mark hera with an "X* if this is a Gare Of address l:l

vave DT T T T T T T Jeegueye [T T T TTTTTTTTTTITTITTTTITTITTTIT]
S I O O I - [T T T T T T T1 LT T T1
LI T T T T TT]

o If you select “Y” to the question, the below fields will display to complete.
I
|
I

o If you select “N” to the question, the below fields will display for completion.
Pastal Agancy or Other Sub-unit (if applicabla) (a.g. Postnet Suits 10) [ 1T T I I I T I I T I I I I T IITIITITrTa ]
rosax ] pavatoBoa [ QRELER.IESE L I 1T 1T T T T T T Joweeee T 1T 1T T T T 1T |
vomomes T T T T T [ T T T T T TTTTTTTTT] couny Gode [
rosmicess [T 1 [ | 1 1 1 1 1 | Registered Postal Address ] Marked for Deletion [ ]

After completion of fields, select “Done” button to complete the address details capturing.
Ysm Registration Amendments And Verification form e I I RAVO1

COMIFO1

Applicant Details - Company / Trust / Partnership and Other Entities

[ 11
[TTTTTTTT Ghamncos [T T T T ] &vnco

[TTTTTTITTT]
P—

County of Regtation.
(2.4, South ATica = ZAF)

[T T[]

[TTT]

[TTT]

I e I |
[[[T] e
[TTT]

HHHH ¢
H
£

[T
* L1
[T TTTTTTT [TTTTITTTTTTITITTI
[TTTTTTTT [TTTTTTTTTTITTITT]
[LITTTTTI [TTTTTTTTIIITTII
[TTTTITTIT [TTTTTTTITTIITITITT

APSTS0Y

[TTTT] reemiime [ETN]G[LTT]STH] T |

Tacotan e v u A Vol a0 S ssekEc AV u

wswe [ [TTTTT TTTTTTTITTTITTTITTT

Attt 71 mamodin Community [T7]  Mared ot of Gomrmersty s vou 8 o dblome o Y u s

£

If you have not completed all the address details, you will receive the following message:

Fimlcn

The new address will be listed under My Addresses container. Select “File” to submit to SARS.

Addnewaddress | Save | [ | Cancel

After you selected the “File” button, the following message will display on the form page and on
eFiling respectively:

Processing Your reqg
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SUBMISSION DETAILS

Registration Numbar

ESULT
Thank you for submitting your registered details 1o SARS.
The data submitted within this form is curmently being assessed Ta view your captured form and the results of your submission. you may
select the ‘Continue’ button below to be dwected to the History” grid

Continue_|
o If you want to verify one of the addresses listed, click on the tick box of the address and the
“Verify Address” button will be activated.
My addresses
I I I
00000 O 8o, Brockiyn, ZA. 0000 Regaiered Detats 900200000 Physicel [u]
1 o s s, trs, 2, 000

o Select the “Verify address” button and the RAVO01 form will display. Select the “Done” button
when you have verified the address.
VSMS Registration Amendments And Verification form 3" RAVO1

COMIFTT

Applicant Details - Company / Trust | Partnership and Other Entities

g ol
iy

[TTTTTT T I T I T I T I T T [TTTTTTTTT]

[
Min Industy [TTT1 Resgraticn Dl

[ [TTTTTTTT
:Sfm-’n'l\ [TTTTTTTIT] foter® LD T T T T T ] e veemonmn [T ]
s N A A T T A e
(T T T T T T T T T T T T T T T T T T T T T T e [(T7T]
s T A T A A s v
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE
ayss T T T T T T T T T T T T T T T T T[] eetemsiowsse [ETWIG[LIT]STAT [ ]

avseiat [1 Maniedin Community [77]  Memiedeutof Commnity  [] pesvow o orsion diimeticer v 11w [01 aatarpecomesmms v 00 0 01 awveosnssumeestersn v 1w 01

o If you want to delete an address, select the “Delete” button.
[ [ I
. — 5
e —— O
. If address is currently used, the following message will display. Click “OK” to continue.
Action Cancelled
This address is currently in use elsewhere in your
profile and cannot be deleted.
. You will be able to confirm your request to delete the address details. Based on a new address

added or an existing address that you want to delete, you will receive either one of the two below
messages. Select “OK” to continue.

Please confinm item deletion

You are requesting to delete this item which will permanently remove this
itemn as itis a newly added itemn. Are you sure you want to delete this item?

Do you wish lo continue?

Erm s T GETE

. The RAVO1 indicator “Marked for Deletion” will be ticked

| AgoressOotolre . |
15 78 anvess 2 Srwat Ascrass: Mk hars win an X" f s i a Cars O adaress | I

we [T T TT LI T T T T T T ITTTTTTTTTITTTITITTITTIT]
seio o9 T Malilol TsTeleleleT« TT TT T T TTTTTTTTT]
p— [PIRTETT[O[RIITAT TEJATSIT] | [ T T [ 1T 1] Coumiy Code [Z]A]

con [oloTolOl T T T T T Bageresrmeies [ igiireresst [ Manedioronenon [ |

. An “Undo Delete” button will display next to the address details deleted.
| wosteesses OO
IM o ‘ Registered Details 500000000 Physica; : [=] ‘m |
Asr 2 0o [H]

20 MY BANK ACCOUNTS

e Add, edit and delete bank accounts from the library of bank accounts in this container. It is also
used to capture and display bank accounts used on tax products.

o The user must always assign a bank account to a tax product. Delete the bank account which is
no longer in use.
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The “My Bank Accounts” container consists of sub-containers as follows:

o Bank Account Holder Declaration
= | use South African bank accounts
= | use a South African bank account of a 3rd party
= | declare that | have no South African bank account
o Reasons for No Local / 3 Party Bank account for Individual:
= Non-resident without a local bank account
Ll Insolvency / Curatorship
= Deceased Estate
= Shared Account
Ll Income below tax threshold / Impractical
Ll Statutory restrictions
. Minor child
o Reasons for No Local / 3" Party Bank account for Company / Trust / CC/ Partnership/
Government / Foreign Entity / Other Exempt Institutions etc.:
L] Non-resident without a local bank account
= Liquidation
L] Company Deregistration
. Group Company Account
. Dormant
= Trust Administrator Account

Select the “Bank account settings”, you will receive the Bank account holder declaration:

Bank account setfings

use South African bank accounts M
use a South African bank account of a 2rd party  []

| declare that | have no South African bank account [_]

[ cance I o]

o | use South African bank accounts — if selected, the bank account details fields are
mandatory.
o | use a South African Bank Account of the third party — if selected; select the reason from
the dropdown box. Reasons include:
L] Non-resident without a local bank account
= Liquidation
L] Company Deregistration
. Group Company Account
L] Trust Administrator Account
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Bank account settings

| use South African bank accounis O
Iuse a South African bank account of a 3rd party g

I declare that | have no South African bank account [_]

Mon-residents without a local bank account | -
Non-residents without a local bank account

Liquidation
Company Deregistration

I Group Company Account il
TrustAdministrator Account
o | declare that | have no South African bank account — if selected, select the reason from
the dropdown box. Reasons include:
. Non-resident without a local bank account
Ll Company Deregistration
- Dormant
. Trust Administrator Account.
| use South African bank accounts D

| use a South African bank account of a 3rd party D

| declare that | have no South African bank account E

Mon-residents without a local bank account \ "

Mon-residents without a local bank account
Company Deregistration
Daormant

TrustAdministrator Account

. If you have not completed bank details, you will receive the following error message:

Please ensure that you complete the following mandatory fields
before submitting the form:

- Account No.

- Branch No.

- Bank Name

- Branch Name

- Account Holder Name (Account name as registeraed at bank)

ok
21 BANK ACCOUNT DETAILS
) You will be able to add new, edit or maintain bank details from the tax product menu or from the

My Bank accounts menu in the WRAVO01.

. Should you receive a letter from SARS advising you to verify banking details, check the
correctness of the details submitted to SARS via the “Maintain SARS Registered Details”
function.

o If the details are incorrect, please update and submit the changes to SARS.
o If the details are correct, submit the relevant supporting documents via SARS
Correspondence functionality.

. Go to SARS Correspondence and search for the new bank details changed letter.

Note: The document “Upload” button will be available for submission
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Tax Reference Number

Search Correspondence

Identification Number "
Al

20191012

2020/04/09

fet
lame ax Reference Numbel ax Type YeariPel
N

Ms. Individual Income Tax (ITR12)

® A O rean ) UNREAD

All -

Reference Number

2019 12/11/2019 11:19:30 AM  Requirement To Submit Supporting Documents pload

However, where the recorded is coded as an Insolvent Person or Insolvent Estate, the registered
representative will be unable to provide third Party Bank details. The current process requires
all estate and third party bank details to be updated at a SARS branch.

If you opt to use the tax product option, you will select the tax product and if there are bank
details listed, you will click on the entry and the RAVO01 form will display. This will enable you to
delete or add new bank details either by selecting from your library or by adding a new one.

If you select the "My bank accounts” menu item in the WRAV01, the RAVO01 will display and

ou will have the below bank account container.

Bank Account Defals

G HIIERR [ = CresTe —]
Enen PTE[NTDITTNTG] T 1] poowtto. [XTXTXIXTXTXTXT3TS[3T6] T T T 1] Marked for Deletion [
Berchio. [2[5]0]6]4]5] AoiountTypz:  Cheque Savings D Tiansmission D
sovone [E[T[R]S[T] [N[A[T[x]o[NTATC] [B[A[N[K] ] [ [
[ [

sernvans [STUINNVSTTo[E[ [T TPIT[AL T T T T T

Click on “Select from my bank accounts” button to display the list of bank details already on

record.

Select Bank Account

\ \ |

RO
FIRST NATIONAL BANK o0 2

1 Pending
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If “Create new bank account” is selected, all the fields will be unlocked and you may enter new
bank details.

The new added bank details are subject to verification and will validate against a bank verification
system. Added details will only be marked as confirmed once successfully verified.

e ]

st FEMPAMNGLTT]  # [(TT T[T TTTTTTTT] warced forDaeton 7]
Brann No. Accoun: Type: Creque E saungs ] Transmission ]

I T T TTTTITTId [T T 1T [T EEEEEEEEEEEEEEEEN|
ITTTTTTTTTTTT [TTT [TT1T TTTTTTTTIT I TITITTITT]
et (Tlels[tlilnlol TRIAIVIOI T TPITIVI T T T T T T TT T T T TITTTTTTTITTITTTITTITTIT]

e

Bank Name

Branch Name|

o Bank Account Status
Ll Pending — implies the bank details are awaiting verification
. Unverified — implies the bank details are not yet sent for verification
= Valid — implies the bank details have been verified and are valid
= Invalid — implies the bank details are invalid and the entity needs to either correct

the incorrect details on the form or at the bank
o Account No
o Account Type — Select Cheque, Savings or Transmission
o Account Holder Name (Account name as registered at bank) — This field will be pre-
populated.

8
g

My Bank Accounts

Bank Account Detals BNIaR

Aeccurte

Banch o AccontTypn:  Chogan S Tranamasin

o Bank Name: Click on the “+” sign for the list of bank names to be displayed and a selection
to be made. Click “OK” to continue.

War mams e EEawaBe Fd s Ewaes fms FEltas e GFaas Bie ot

Complete the following fields after the selection of the Bank Name.

o Branch No: If the “Bank Name” has a universal bank code, this field will be locked and
default to the universal branch code, or else this field will be editable and must be
completed

o Branch Name: If the “Bank Name” has a universal bank code, this field will be locked and

default to “Universal branch”, or else this field will be editable and must be completed.

Select the “Done” button to continue.

1 88 Concei | [ Dore |
== TTTIITITITITIIIT ]
= IO TTITTIT T T T T T I T T T T TTITTTTTTTTT]

(EEEEEEEEEE NSNS NN RN
(oo R}
o e
o PERBANETT] = EREEEEEETTTT |

= xlxldxlx) o e | (x| - 0l
Y - O T Y O
(TR VIETRISTATC] TeRIAIRIETAT T T T T T T T T T T T T T T T T T TTTTTT)
(Tlels[tlilnlol TRIA[VIO T Te[TIW[ TTTT TTTTTT TTTTTTTTTTTTITTIT]

Select the “File” button on the WRAVO01.

Income fax registrations

oc000L000-8085  ACTVE

The submission message of the RAV01 form will display.
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SUBMISSION DETAILS
Registration Mumber

Thank you for submitting your registered details to SARS.
The data submitted within thes form is cumently Being 233055 wd
select the 'Contirue’ Button below 1o be directed 1o the Hestorny' grid

To view your captred form and the resulls of your submissson, you may

| Continue

o If you select the “My bank accounts”, the list of the new bank details will display.
o If you want to delete a bank account, select the “Delete” button.
ABSABAIK VOLKSKAS) PR oo o Ougoey
FIRST HATIONAL BANK 1 Pending m ‘
o Click “OK” to confirm the deletion
Please oo firmm ibesm o ele o
Are wou Sure you want to delete this iterm?
T
o An “Undo Delete” button will display next to the bank account details deleted.
o _____—————————————————————————————————————__|
| Bankname | Accountno.  Accounitype  Statis  Usages :  Delete |
ABSABANK (VOLKSKAS) . 2 Pending heome Tox Oyt
FIRST NATIONAL BANK 1 Pencing
o The RAVO01 indicator “Marked for Deletion” will be ticked after you have confirmed the deletion
reguest.
e pTETN]RTI[N]E] T 1 | st [y Ty T I XXX XXX Marked for Deletion ]
Erareh o AosaundTyps:  Chesue Savnge D Traramaion D
e [FTI[R]S[T] IN[A[Tx[oN[ATL] Te[a[n[&[ T T T TTTTTTTTTTTTTTTTTTITTITTITTITT]
swavene [STOININIVIST2[oTe] |, TP[T[al { [ [T T T [ [T 1T [alole] [T T T T I T T T T ITT1]
‘et [Tlelslelilnlg] TRIANVIOTT [PITlyl T T T T T T T T T T I T I I TTTTTTITTITT111]
. On the RAVO01 form, a container will display for “Bank Account Use” that will indicate the
following information for the product:
o Reference No
o Product Type
o Bank Use:
L] Payment / Incoming — will not be available for this first release.
= Refunds / Outgoing — will always be indicated by default.
[ - [s]ofofofo o oo o o] emsuctms Barkus ?awﬂﬂ.nh\nmmnnD Refurds/ Ouigaing
. If bank details failed validations and are invalid, the status will update accordingly as indicated
on below screen. If the bank details are invalid, update with correct bank details.
= [ | [ [
BANK s K incoms Tax Outgoing
22 MY CONTACT DETAILS
. This container is used to capture new additions and maintain existing items on the list of “My
contact numbers”.
[ ]

Select the “Add new number” button to display the RAVO01 form to enter a new number.
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, SARS Registration Amendments And Verification form feme [#]efofofoJe oo e]e] RAV01 ]
Applicant Details - Company / Trust / Partnership and Other Entities. GOMIFY
" [PIRIT[VIA[TIE] TeJoIm[plalNIv¥] [CIPITIVDI [ T T T T T T T T T T T T T T T T T T ]
gy [ZTo[n1al7Tolololololol/[ol7] ] &iiilow [6[ATTTS]0] isninss [2IOJOIS[ATZ[B]Z] rrensa voweroian
e el elilnlal TRIAIVIoT Tl W TT T T T T TT T TTTIT I I T T T T T11] )
0 I =+ I O
A B B B D A A A A |
1 e e v v
T
Registored Number [ ] Markad for Dalation [ |
o To enter new contact number, click Telephone / Cell Number Field. Click “Ok” to continue.

Teduphore | Mobiie Murmber o|1|2|0

. Select the “Done” button.

L/ B @ o -

% SMS Registration Amendments And Verification form ™ [2[e[e[e[e ee e o]] RAVD1

ai'" [PIRTI[VIATTIE] [CIOIRTPTAININ] T(PITYDT [ [T T T [T T T T T TTTTTTTTITTTTTTTT]
% 0Nl Tolelolo ofol[olr] 1] iiew [BIA[T]810] FE7is™ [2[0[0[s]2[0[2] =~ i~
<

ws [TlelsTeliTnlal TRIAIV[o[A ] TpIT[¥[ T
[

e

[
|
I

[
[TTTTTTTTTTITTTTTTTd
[T T T T T TTTTd
[TTTTTTTTTTTTTTTTTTT

Back to eFiling

_cancet | | pane

Registored Number ] Marked for Deletion ]
. The new contact number will be listed. If you want to delete the entry, select “Delete” button.
My contact details
[ I
030000000
e
. You will be able to confirm your request to delete the contact details. Based on new contact

details added or existing contact details that you want to delete, you will receive either one of

the two below messages. Select “OK” to continue.

Please confirm item deletion

Please confirm item deletion

You are requesting to delete this item which will permanently remove this
iter as itis a newly added tem .
" Are you sure you want to delete this item?

[ coco I o] [ cancel N Ok ]

Do you wish to continue?

Note: At least one contact number is mandatory. If you declare that you do not have a cell phone, then

any one of the other contact numbers is mandatory.

23 MY EMAIL ADDRESSES

. Capture new additions and maintain existing items on the list of “My email addresses” in this
container.

[ ]
new number.
i @ e mm - [ cancet | pone
, SMS Registration Amendments And Verification form e [seJe e e o e e o o] RAVDY

comrt

Applicant Details - Company f Trust / Partnership and Other Entities.
wtnd [PIR[I[V]A[T[E] [c[o[m[P[AIN[¥] [([PITI¥])
[z[e[: 2]/ ToJoJo o ool To[7] | Mnie.. [6[4lils[o] et [Z[0[0ISIA]Z[0]2] mervesvwecucan
yueze= [TTels[t[i[nlal [RIAIVIO[T] [P[T¥ T T T [T [TIITT
[T

[o]5[1]z]o]
[TTTTT
[TTTTT
[TTTTT
[TTTTIT

I
[TTTTTTTTTTTTTTTTITTTTT
[TTTTITTTITTITITITITI T T ITTITITT
I T I I I I

Bn001

Regeiored e acireea D ‘Mariad for Dakebon D
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24

EXTERNAL GUIDE - HOW TO COMPLETE

Click on the Email address Field and enter the new email address. Click “Ok” to continue.
[[contem emellwdaeee 1]

R =8 P )
TIE|S T e T E[S]T].ClO].2]A

Select the “Done” button.
1 T B ® 0o - lm@w‘

VSMS Registration Amendments And Verification form iew= [s]o]o o oo o e o]o] RAVH
couret
[PTRTTVTATTET TeoM[PIANV] T(PITYD T T [T T [T T T T T T TTTTTTTTTT]I
2[o[1]a]/]oJo[oJo ool /]o]7 Heimew  [6]a[A]9]0] {Zmae™ [2[0]0]5[1]2]0]Z]

TlelsTtinlal TRIAIVIOTT] TPTV[ [T T T T T T T TTTT]

TT[v]
[T
1T
[TT

Tudng

I [TTTTTTITTI
[ [TTTTTTTTT
I [T T T
I [TTTTTTTTT

ITTTTTTTTTTTIT [TTTTTTTTTTT
[TTTTTTTTTTTIT [TTTTTTTTTTT ]
[TTTTTTTTTTIT [TTTTTTTITTTT ]

(vTels[vle[T[e[s[T.Te[o[ . Tz[al T T T T T T T TTTTTTTTTTTTTITTTITTITTTITTITIT]
Rt [] Wt

The new email address will be listed. If you want to delete the entr%/, select the “Delete” button.

et corza Registered Detals 900000000 po

TEST@TESTCO.TA Delete

You will be able to confirm your request to delete the email address details. Based on a hew
email address added or an existing email address that you want to delete, you will receive either

one of the two below messages. Select “OK” to continue.

Please confinm item deletion Please confirm item deletion

You are requesting to delete this item which will permanently remove this
ftem as itis a newly added item Are you sure you want to delete this item?
Do you wish to continue?

An error will display if the email address format is invalid.

MY TRADING NAMES
This container will display all trading names of the entity updated on the RAVO01 form.

Click on “Add new trading name” to add a trading name to the entity. The RAVO1 will display
with the trading name field highlighted.

Complete the field and select the “Done” button to continue.

YV SARS Registration Amendments And Verification form &= [T TTITIT] RAVD1

ey

s [
B |1 ICIETCC

A A

e e e

The trading name will be listed in the library as indicated below.

Astventromaname | save | me | Camce

Ensure that you select the “File” button to submit the addition of the trading name to the entity’s
profile. If you do not click “File”, changes will not be submitted to SARS.

If you wish to delete the trading name, click on the “Delete” button.

A confirmation will display. Click “OK” to delete or “Cancel”.
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TAX TYPE DEMOGRAPHICS

This container displays contextual information of the tax subscription being maintained.

Tax Type Demographics.

On the RAVO01 form, the tax type demographics container will display that will indicate the
following information:

o Reference Number — this field will be pre-populated.
o Trading Name
= For Income Tax, this field will be locked and clear
L] For VAT and PAYE this field will be mandatory.
e | o ]
i EEEEEEEEEEEEEEEEEEEEEEEEEEREE
[TTTTTITTIITIITIITITIIITIIITITITTTT]
o Deactivate — this tick box will be locked and the tax type will not be able to be de-activated

from eFiling. The representative or entity will be required to visit a SARS branch to initiate
a request for tax type deactivation.
INCOME TAX LIABILITY DETAILS
Container is used to maintain Income Tax subscription details for Individuals and enterprises.
Select the tax type from “My tax products”

Click on the results field.

e Tax Liability Details
[NToTRTMIATCT T T T T T 1 11
[BTuTSTI[NTE[STS] [T[N[c[o[n[E

o Taxpayer Sub-Category
o Taxpayer Classification — examples would be Salary or Business Income

Note: In the case of a second income tax registration for the deceased estate, select “Non
Provisional” and “Normal” as Sub-category.

On selection of any of the above fields, the following box will display to select a sub category
and classification. Select “Ok” when you have made your selections to continue.

For a non-provisional and provisional taxpayer, the sub-category and classification box will be
different.

Revision: 11
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Non-Provisional taxpayer:

Taxpayer Classification [ o« | cance |

Taxpayer Type: Non Provisianal Gategory: Individual

3ub Categary Classification

1 MORMAL
VISITING ARTIST
EMIGRANT
MINING

2 PARLIAMENTARIAN

Provisional taxpayer:

EXTERNAL GUIDE - HOW TO COMPLETE
THE REGISTRATION AMENDMENTS AND
VERIFICATION FORM (RAVO01)
GEN-REG-01-G04

Taxpayer Classification _ m

Taxpayer Type: Provisional Category: Company
Sub Categary Classification

BU  BUSINESS INCOME
MINING

5 LONG TERM INSURANCE COMPANY

11 NORMAL EMPLOYMENT COMPANY

15 NORMAL SMALL BUSINESS

14 MINING SMALL BUSINESS

15 LONG TERM INSURANCE SMALL BUS CORPORATION

7 PERSOMAL SERWICE FROVIDER

o Initial Year of Liability — must not be prior to 1963 and not 2 years later than current date.
Field will be active on a new registration application and disabled for maintain details.

o Note: In the case of a second income tax registration for the deceased estate, the liability
date must always be set as 2017 or the tax year in which the Taxpayer received the

post date of death income.

A notice of “Change of Registered Particulars” or “Notice of Registration” will be posted to the
eFilers home page or sent to his/her email address once the information has been submitted

and verified by SARS.

Where the taxpayer is leaving the country and immigrate to another country, select “Code 4,
Emigrant” under Taxpayer Classification to change the Income Tax registration status. Do not

capture the passport number if the Identity number is entered.

Capture the Date of Departure in the format “CCYYMMDD”

=
P LTI I e susooom 00 o Deactivate [

o
S [LITTTTTTTTTTTTTITTITIITTTY]  evemorumyeom [(1T1T]

B [LITTTTTITTTITITITTTTITY  ceemmeceen [T [ [T ]]¢]

T oo .
Faxpayer Type: Non Provisional Category: Individual
3ub Category Classification

1 MORMAL

a WVISITING ARTIST

5 MINING

2 PARLIAMENTARIAN

In the case of an insolvent estate, capture the year of liability and Date of Sequestration /

Insolvency. The sequestration date is a day after “to date of sequestration”.

Revision: 11
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27 MPRR TAX

. An entity is allowed to have only one MPRR tax reference number, however where an entity was
coded as insolvent, an entity is allowed to have two tax reference numbers.
. To register for Mineral and Petroleum Resource Royalty tax, click on “MPRR tax”

Note: Where an entity has multiple entity profiles and have not yet been merged, the MPRR registration
will not be allowed.

A | syl aloes

iy gesasaniivan B

. Select “Add new product registration” to register for MPRR

Add new product registratson | sSave I File I Cancel

o Under “Status Management” select “Deactivate“. The status of the tax product must be “Active”
to deactivate.
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. To re-activate for a product, select “reactivate” under “Status Management”. The status of the
tax product must be “Inactive” to deactivate.

28 PAYROLL TAXES REGISTRATION OPTIONS

o This container is used to maintain PAYE subscription details for individuals and enterprises.

. If the individual or enterprise has not been registered for PAYE, the following screen will display
when you select the Payrolls taxes menu item from the navigation bar.

. Select the “Add new product registration” button.

. A message will display to indicate that demographic information are prepopulated on the RAV01
form. You will be able to provide additional addresses and contact details if the existing
demographic details are not used for PAYE.

Defaulted information

Your demaographic information has been
o prepopulated in accordance with your
registered particulars at SARS. Should
you wish to provide alternative details for
this particular registration kindly amend
the prepopulated information
accordingly.
. The RAV01 form will be presented to you with the Payroll Taxes Registration Options container.
F SA-RS Registration Amendments And Verification form fobmes a0 oo oo o] e]u] [ RAVO1 ]
Apy Dotails - Company ! Trust / Partnarship and Othor Entities covro!

[T[VTA[T[E_[c[o[M[PTAIN[¥] T(P[TI¥])
GlelT[al7Tolololololo 7 al7] 1] celies [S[a[1]8]0] iaas™ [ZIG[OIS[ATZ[O[Z] ravcarowcoapen
e [lelsle[ilnfol TRIAVOI T TPITM T T TTTTTTTTTTTTTTTTTTTITT

e N[E[W[ [RIE[G[T[S[T[R]A[T[T[0]H]

Tax Type Demographics cevemon

1

[
[
o PAYE status
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L] Would you like to register for PAYE? (Y/N)
. If you select “Y”, the PAYE container will display, indicating the mandatory
fields.
. If you select “N”, the PAYE container will not be displayed.

o SDL status
= Would you like to register for SDL? (Y/N)
. If you select “Y”, the Skill Development Levy and Particulars of Exemptions
containers will display, indicating the mandatory fields.
. If you select “N”, the PAYE container will not be displayed.

. Based on the selection of the answers to the above questions, the status fields are updated.
. If both answers are “N”, the status is indicated as “Not Registered”.
[NOIT[_[RIE[CITISITIEIRIE®] [ [ [ [T T[] il P v [¥]
. s (N[O T[_[RIE[CIT[SITE[RIES] [ [ [ [T T T[] O[]
st [NEW[ TRIE[CIT]SITIRIALTIT[oN] [ [T T[T 1]
. If you answer “Y”, the status changes to “New Registration”.
s [N[ETW[ [R[E[GIT[S[TIRA[T[I[O[W] [ [ [ [ [ T[] S|
o N[E[W RIE[G[I[S[TIR[A[T[I[O]N Wor I e ? Y]]
o UIF status will change to “New Registration” once you have indicated that you want to
register for PAYE.
28.1 PAYE
oy [TTTTTTT]  wesswcw  [TTT] v O
o PAYE Liability Date
o Business Activity Code
. If you select the business activity code field, the PAYE Business Activity box will display to select
the section codes and trade codes applicable to your business.
) Select the “Ok” button to continue after selections have been made.
[ o]
Section Codes: Filter By Code / Description Trade Codes: Filter By Code / Description
J ( )
18 - Wl 2512 Suﬂrtl?r:\iig;\liiwcuuuﬁnEAW.
| e —
| |
o Deactivate — this tick box will be disabled and the representative of the entity or the entity

themselves, in the case of an individual, will be required to visit a SARS branch to initiate
a request for deactivation.

28.2 Skills Development Levy

. This sub-container will be used to maintain SDL subscription details for individuals and
enterprises.

Skill Developme

Bt [TTTTTTT] oweersees [TTTT] e, <[TTITTTTITTTT]™= O

(Emors ot e s oot st 3t i oo paymrt o ey 7 o i oo S e v A w8 e e o scton S o

nt Levy

[—— e Ty I T e |

o SDL Liability Date
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o) Chamber / SIC Code
L] If you select the Chamber/SIC code field, the SIC/Chamber codes box will display
to select the section codes and trade codes applicable to your business. Select the
“Ok” button to continue after selections have been made.

Section Cades: Filter By Cade J Description Trade Cades: Filter By Code / Description
05  Canstuction Education And B BT110  General ressarch, e.g. CSIR [+]

Training Authority (CETA)
87132 Research and development

06 Diplamacy. Intelligence,
Defence, and Trade Education 92001 Pre-primary education and
and Training Authority

activities of after-schaol
(DIDTETA) centres

Primary and sacondary
education

92004  Education by technical
colleges and technical
08 Energy Sector Education And institutions

TEIL D iy (| S 82005  Education by technikons

05 Food and B
oo ane BeusrEees 82006 Education by teachers'

e | aning cotegee of caucaven [
o Estimated payroll for the following 12 month period.
. If you enter an amount of less than R500 000, you will receive the following error:
@ ;rhhaenﬁRtisrgztsg p-ayrull for the following 12 month period is less
ok
o Deactivate - this tick box will be disabled and the representative of the entity or the entity
himself in the case of an individual will be required to visit a SARS branch to initiate a
request for deactivation.
28.3 Particulars of exemption (only for SDL)
. Please select the appropriate block
o Public Benefit Organisations
o Municipalities granted a certificate of exemption
o Any National / Provincial Service Employer
o National / Provincial Public Entity, if more than 80% of your expenditure is defrayed from
funds voted by Parliament
. On the selection of the exemption, the “Exemption date” field will become mandatory.
. On completion of all relevant fields, select the “Done” button and then the “File” button to submit
the RAVO1 to SARS.
Add wow v wuisiiation | Sove | | || Caneal
g. this might take a fe
. If you select “History” you will be able to view the Registration Workpage.
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HISTORY
The grid below consists of all your submitted forms ordersd agsinst the latest submitted To locate a specific one. you may make use of the search functionality below:
From Date: o ute:
Search
Testing RAVO1 PTY 2014000000707 2014/03A4T Open
. Click the “Open” hyperlink of your submission.
REGISTRATION WORK PAGE
Taxpayer Type: COREG
Trading Name:
Registration Number.
Tax Reference Number.
Testing RAVD1 PTY. y Submitted To SARS Print
m Coso Roforonce _ISuatus _Status Dote__Reterence flumbor
My Registered Particulars My Registration Details NA Pending  2014/03/14
My Registered Particulars My Addresses NA Pending  2014/03/14
My Registered Particulars My Addresses NA Pending  2014/03/14
My Registered Particulars My Addresses NA Pending  2014/03/14
My Registered Particulars My Contact Numbers NA Pending  2014/03/14
My Tax Products PAYE NA Pending  2014/03/14
. A notice of “Change of Registered Particulars” or “Notice of registration” will be posted to the

eFiler's home page or sent via email once the information has been submitted and verified.

VAT

. This container is used to maintain VAT subscription details for individuals and enterprises.

Wy (geieind
e cwary

15

LTS A —

LI LI L L]
=EEED

. Click ‘'VAT’ under My tax products, Revenue

. Select “Add new product registration” to register new or additional VAT branch registration.
‘ Add new product reqgistratson | S5ave I File I Cancel
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The RAV01 form will be presented to you with the VAT container.

VAT Liability Date — must not be prior to 01 September 1991 and not more than 3 months in the
future. The following error message will display if you do enter an incorrect date:

The VAT Liability Date you have entered does not seem to be
valid. Please ensure that it is correct.

HINTS:

- ©nly numeric digits may be used.

- The VAT Liability Date cannot be prior to 1551/05/01.

- The VAT Liability Date may not be future dated by more than 3

months.
- The VAT Liability Date must be prior to any liability dates below.

Ok

Back dating of the VAT liability date for Compulsory New Registration — The VAT liability date
captured must not be backdated for more than six months from today’s date. Should the liability
date exceeds the six months, you will be required to visit the SARS branch with supporting
documents such as financial statements, signed contracts or invoices issued (necessary
supporting documents) to request a further back dating.

The warning message will appear on the screen of the eFiler indicating that the liability date
provided exceeds the period allowed on eFiling and the vendor should visit the SARS branch
with the necessary supporting documents to request the back dating.

o For existing registrations no back dating of the VAT liability date will be allowed via eFiling
channel. You are required to visit the SARS branch with the necessary supporting
documents to request an amendment to the VAT liability date.

Back dating of liability date for Voluntary New Registration — The back dating of the liability date
will not be allowed and the system will set it to “today’s date”. In the event where you have
charged VAT prior to registration, request the backdating by visiting a SARS branch with the
necessary supporting documents to prove the back dating of the VAT liability date.

The following warning message will appear on the screen of the eFiler: ‘No backdating in terms
of the voluntary registrations is allowed unless you have charged VAT prior to this application.
Please visit SARS with sales invoices or signed contracts to request the required backdating’.

o No backdating of the liability date via eFiling will be allowed for existing registrations.

The RAV01 form will be presented to you with the VAT container.
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Business Activity Code

o If you select the business activity code field, the VAT Business Activity box will display to
select the section and trade codes applicable to your business. Select the “Ok” button to
continue after selections have been made.

As part of the new provisions based on legislative changes in respect of Voluntary
Reqgistrations, this selection now allows those applicants who do not yet exceed the R50 000
taxable supplies to continue with the registration if the applicable supporting documents based
on the business activity selected, can be provided or submitted during the interview.

Section Codes: Filter By Code / Description Trade Codes: Filter By Code / Description

[ ] J

0110 CROP FARMING
0115 PRODUCTION OF MILK

0120 WIXED FARMING (NO MORE
HAN

50% IN ANY OF ABOVE)
0125 POULTRY FARMING
0130 BREEDING OF NON-FOOD
PRODUCING
ANIMALS (INCLUDING HORSES)

0135 AGRIGULTURAL SERVICES
(EXCLUDING VETERINARY

-] SERVICES) [-]

If your answer to the question ‘Taxable supply exceeded R50,000 in the preceding 12 months’,
is ‘Y’ for yes, then the sum of standard rated supplies and zero rated supplies must be more than
R50,000. If you have answered N to the ‘Taxable Supplies exceeded in the preceding 12 months’
then the expected Taxable Supplies question must be answered Y and if you have answered Y
to the fact that you have not yet exceeded this amount, you are required to indicate when and
how you will expect to reach the R50 000 Taxable Turnover. These questions are mandatory and
you will be unable to proceed if this is not completed.

o e o 2 e wn s e

g
600

If you select a different business activity code after you have received the containers for Diesel
concession, you will receive the following error:
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ou are not allows=d to selaect this business activity code= as vou
sre registered or attempting to register for diesel concaessions on
this wAT reference number.

Himks:

- Deactivate any sctive existing diese=l concessions link=ed to this
WAT reference number.

o
. Mark here if you derive farming income in addition to your main business activity income:

o If you select this indicator, the “Farming Activity Code” field will be mandatory.
. Farming Activity Code:

o If you select the business activity code field, the Farming Activity codes will display to

select the section codes and trade codes applicable to your business. Select the “Ok”
button to continue after selections have been made.

Farming Actvin cocoe [ ox ]
Section Codes: Filker By Code / Description Trade Codes: Filker By Code / Description

[ I ]

o105 Livestock famming

- -
29.1 Financial particulars
. Value of Taxable Supplies — furnish the actual / expected total value of taxable supplies for a
period of 12 months as follows:
o Standard rated supplies
o Zero rated supplies (including goods / services exported to other countries)
o Total value of taxable supplies
) Tax Periods — please select one of the following:
o Monthly tax period
o Tax periods of two months
o Tax periods of 6 months (Farming — only if taxable supplies for 12 months do not exceed
R1.5 million)
o Tax periods of 12 months ending on financial year-end
. The VAT registration may result in an interview and a notice issued in this regard. The notice will

indicate supporting documents required when visiting the SARS branch for the interview.

30 VAT - DIESEL REFUND CONCESSION OPTIONS

. This container will be used to maintain VAT subscription of diesel details for individuals and
enterprises. This container will only be displayed if the business activity you have selected is
applicable to diesel concession.

. Based on the selection of the answers to the questions, the status fields will be updated.
. If all answers is “N”, the status is indicated as “Not Registered”.
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VAT - Diesel Refund Concession Options

On Land Gtatus: N[O[T RIE[G[I|S|[T[EIR[E[D Would you like ta register for dinsel refunds - On land? v EINEI
st e [N[o[T] [RIE[G[T[S[TIEIR[E®] [ [ [ [ [ [ [ [ [ ] & . -~ OO
[N[o[¥[ [RIE[GIE[S[TIEIRIEDI [ [ [T T T T T T[] OO0

. If the answer is “Y”, the status changes to “New Registration”.

VAT - Diesel Refund Concession Options
i Land Status:

[NTETW] TRTETGIITSTTIRIATTIIToINT T T T T T T T 1] EILN
[NTETW] TRTETGIITSTTIRIATTII[oINT T T T T T T T 1] EILN
[NTETW[TRTETGTITSTTIRTATTIITOINT T T T T T T 1171 vx]e ]
o On Land Status
= Would you like to register for diesel refunds — On land? (Y/N)
. If you select “Y”, the “VAT- Diesel Refund Concession Type on Land”

container will display, indicating the mandatory fields and the status will
change to “New Registration”.
. If you select “N”, the VAT container will not be displayed.

o Off Shore Status
L] Would you like to register for diesel refunds — Off shore? (Y/N)

. If you select “Y”, the “VAT- Diesel Refund Concession Type Offshore &
Electricity Generating Plant” container will display, indicating the
mandatory fields and the status will change to “New Registration”.

. If you select “N”, the VAT container will not be displayed.
o Rail Status
= Would you like to register for diesel refunds — Rail? (Y/N)
. If you select “Y”, the “VAT- Diesel Refund Concession Type Rail &

Harbour Services” container will display, indicating the mandatory fields and
the status will change to “New Registration”.
. If you select “N”, the VAT container will not be displayed.

31 VAT - DIESEL REFUND

31.1 Concession Type — ON LAND

Concesslon Type - On Land DSLIF01
Liability Date Estimated Diesel Purchases (litres Esimated Tumoverfor g Deactivate
(COPYMMDD) pla}for Gument Financia Year Cortent Financal Year oact D
Maior Division~ Forestry and Logging D Mining and Quarying D Mining Sub-dlassifcation D]I Farming D Farming sub-dessifcation D]]]

. Liability Date

o The liability date cannot be prior to 2001/07/04 and may not be dated more than 3 months
in the future. The following error will display if the liability date is invalid.

Error

The Liability Date you have sntered does not seem to be walid.
Plesse ensure that it is correct.

HINTS:

- Only numeric digits may be used.

- The Liability Date cannot be prior to 2001/07/04.

- The Liability Date may not be future dated by more than 3
months.

- The Liability Date may not be earlier than the WAT Lisbility Date.

Ok
o Estimated Diesel Purchases (litres p/a) for Current Financial Year
o Estimated Turnover for Current Financial Year
o Deactivate — this tick box will be disabled and the representative of the entity or the entity

himself in the case of an individual will be required to visit a SARS branch to initiate a
request for deactivation.
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o Major Division — select the relevant option applicable to the application.
L] Forestry and Logging
L] Mining and Quarrying

Ll Mining Sub-classification
. This field will be prepopulated with the business activity code if applicable.
Ll Farming
Ll Farming Sub-classification
. Select the applicable farming sub-classification from the farming activity

codes pop-up displayed.

Section Codes: Filker By Caode / Description Trade Codes: Fitker By Code / Description

Agriculture, forestry and Liwestock farrming -

fishing

Production of milk

D120 Mixed farming {no maore than
H0% in any of albowva)

0125 P oultry farming
0130 Ereeding of non-food producing
animals {including horses)
0140 Market gardening' vegetabls
famming
0145 Fruit famming
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31.2 Concession Type — OFFSHORE & ELECTRICITY GENERATING PLANT

Concession Type - Offshore & Electricity Generating Plant DSLOFO1
Liability Date Estimated Diesel Purchases (litres Esiimated Tumover for
(CCYYMNDD) pia)for Currant Financial Yaar I I Current Financal Year I I Deactiestn
Major Division  Coastal Shipping D Offshore Miring D Eleciricity Ganarating Plant |:| NSRI D Commercial Fishing D

. Liability Date

o The liability date cannot be prior to 2001/07/04 and may not be dated more than 3 months
in the future. The following error will display if the liability date is invalid.

@ The Liability Date you hawve entered does not seem to be walid.

Please ensure that it is correct.
HINTS:

- Only numeric digits may be used.

- The Liability Date cannot be prior to 2001/07/04.

- The Liability Date may not be future dated by more than =
months.

- The Liability Date may not be earlier than the WAT Liability Date.

[l
o Estimated Diesel Purchases (litres p/a) for Current Financial Year
o Estimated Turnover for Current Financial Year
o Deactivate — this tick box will be disabled and the representative of the entity or the entity

himself in the case of an individual will be required to visit a SARS branch to initiate a
request for deactivation.
o Major Division:
. Coastal Shipping
. Offshore Mining
- Electricity Generating Plant This field will ONLY be unlocked and editable if the
Business Activity code is 1905.

. NSRI
. Commercial Fishing
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31.3 Concession Type — RAIL & HARBOUR SERVICES

Concession Type - Rall & Harbour Senvices DSLRHOT
Laniey Gas Esinats Disel Pacrases fies Estmatsd Tumower i Deactiats O
e [TTTTT T et T T T T ey [T TTTTTTT]

Liability Date

o The liability date cannot be prior to 2001/07/04 and may not be dated more than 3 months
in the future.

Estimated Diesel Purchases (litres p/a) for Current Financial Year
Estimated Turnover for Current Financial Year
Deactivate — this tick box will be disabled and the representative of the entity or the entity himself

in the case of an individual will be required to visit a SARS branch to initiate a request for
deactivation.

On completion of all relevant fields, select “Done” button on the RAV01. The new product
r

egistration will be listed on the WRAV01 page. Select “File” to submit application to SARS.

100 Main S, Bracklye, ZA, 0000 W pogmnen  wer e eren

Legal Entity Hame |DiRcglatration Humbsr Submited Date
Tocing RAVO! FTY. 0140007 B

Click on the “Open” hyperlink of your submission.

REGISTRATION WORK PAGE

COREG

[ Logal EntipNamo ____________JID/Rogistration Numbor [Swatws ___ ________ [PrintForm ]
Toring RAVD! PTY Submitted To SARS Pant

KCase Reference __[Status ___[Status Date __Reference Number ]
A Sendin 2014/03/17

2014/03/17

My Registered Particulars My Registration Details

A
A 2014/0317
A 2014/0317

A 2014/03/17

?P99790
73327
EREE
3388288
$RiBEE
ddddéé

WA 2014/0317

In some cases, new VAT registrations may require verification of supporting documents. A notice
will be issued to the applicant advising him / her to submit the required documents before a VAT
tax reference number can be allocated.

SARS allows the applicant 21 business days from the application date to submit the requested
supporting documents. Failure to do so will result in an application being cancelled and the
applicant would be required to re —apply.

Subsequent applications will also not be allowed until the verification of your existing application
is completed.
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Go to “Maintain Registered Details History” and click “INDVATREJ” under Correspondence
Notice to open a notice.

)
INDVATRE)) VAT Document Review 202010519

Click “Supporting documents for review” to upload supporting documents

q SARS requires that you upload and submit supporting documentation.

[ Supporting Documents  [Saws _  [lype [Sze No.ofDocs |
Supporting docyuments for review Waiting for Documentation to be Uploaded 0 0 0

Submit to SARS to complete the process.

If the VAT registration is rejected, a “VAT validation failure” notice will be issued to the eFiler’s
home page or sent to his/her email address.

If no verification is required or where the verification has been approved, a VAT registration
notice will issued be placed on the eFiler correspondence page.

32 TAXPRACTITIONER DETAILS
. This container will be used to capture and display the details of the legal entity in their capacity
as a tax practitioner. This container will only appear if the entity is a registered tax practitioner at
an& of the SARS recognised controlling bodies.
=
) Click on the RAV01 form and the Tax Practitioner Details container will display as below:
W SARS Registration Amendments And Verification form -l [(Ravo1 )

2‘:.‘ IIIIIII?\;“L?_I:-;::IgIIIIIIII:::;::::'I\I|I]I|I|I[I|I|_I|_:IIIIII‘IIIIIIII‘

R T T I Y Y I [~ e [EIRIE] pwmiiss o~

¢ RIAIVL ITIRIATSIEINIGE T 1T T 1T 1T 1T 1T 1T T T T T T T T T T T T T T T T 1T 1T 111

o) Registration Status
L] Registered
L] Unregistered

o Registration Number — will be prepopulated

o Appointment Date — enter your appointment date

o Controlling Body — If you select the Controlling Body field, a list of Controlling Bodies will
display to select from.

o 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 Recognized 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
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or the RCB must still submit the information to SARS.

o Click the “Ok” button to continue or “Cancel” to go back to the form. The below screen is
an example of the Controlling Bodies screen and may not contain the full list of controlling
bodies. Once the relevant controlling body with which they are registered is selected and
submitted, the tax practitioner is activated and can act on behalf of clients.

W ]
ASSOCIATION OF CHARTERED CERTIFIED ACCOUNTANTS (ACCA)
CHARTERED SECRETARIES SOUTHERMN AFRICA (CSSA)
CHARTERED INSTITUTE OF MARMAGEMENT ACCOUNTARNTS {(CSlhds)
THE INSTITUTE ©OF ADMMINISTRATION AND COMPMERCE ASSOCIATION {(1ACSA)
INDEPERNDENT REGULATORY BOARD FOR AUDITORS (IRBA)}
Lawwy SOCIETY OF SOUTH AFRICA (LSSA)

SOUTH AFRICAN INSTITUTE OF CHARTERED ACCOUNTAMNTS {(SalcCa)

. After you have selected the Controlling Body, select the “Done” button on the RAVO01 page to
proceed.

p— |

) The Controlling Body information will be populated onto the form.
| TexPractitionerDeteits . R
& [T st [T T T T T T T 1] smecemoramon [T TTTT 1]
&z [S[o[u[T]W] TATFIRTT[CTAIN] TTN[S[T[I[T[u[T[E[ [o[F] [CIH[A[R[TE[R[E[D] [A[ ]
[eTeToluN[T[AINITIST T(SIAT[e[ADT T T T T T T T T T T T T T T T TTT 1] oetwemigumin [ ]

o 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 match.

o Deactivate Registration — this tick box will be active and the user will be able to deactivate
himself or the represented entity as a tax practitioner.

33 DECLARATION OF THE RAVO01

. The declaration will display at the end of the RAV01 form for the user.

e [TTTTTTT]

34 SUBMISSION OF THE RAVO01

. If you have not completed all mandatory fields on the RAV01 form, you will receive an error
message that will indicate all the mandatory fields need to be completed before submission.
Below is an example of the error message.

Plaasa ansura that you complata tha following mandatory fialds
before submitting the form:

- Main Industry Classification Code
- ce=ll Mo
- Email

ok

. eFiling will display a message to indicate that the RAVO01 has been successfully submitted.

Processing Your request is processing, this might take a few seconds.

. For an individual, the ID number will display as indicated below:

SUBMIS SION DETAILS
ID Number

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 to be directed to the History’ grid

Continue |
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. For an enterprise, the registration number will display.

Registration Number

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
selact the ‘Continug’ button below to be directed to the History' grid

Continue |

. Click “Continue” button to return to the History page.

35 NOTICE OF REGISTRATION

. To access the Notice of Registration:
o The entity must be a registered VAT vendor;
o This functionality is available on the Organisation eFiling profile.

) Select “Notice of Registration” under “SARS Registered Details”.
. Select “Request New” option.
Note: The Notice of Registration as well as the “Date of issue” will be displayed.

o The user should be able to view, print OR save the notice on the desktop.

Notice of Registration

36 SAVED DETAILS

. A version of the form is saved if the user elected to “Save” changes for later submission during
the maintenance or capturing of the RAV01 form. “Save” implies that changes were provisionally
made to the registered details but not submitted to SARS. All issued and saved forms are
displayed for the user.

EXTERNAL GUIDE - HOW TO COMPLETE
THE REGISTRATION AMENDMENTS AND
VERIFICATION FORM (RAVO01)
GEN-REG-01-G04

Revision: 11 Page 57 of 64



SARS Registered Details
Activate Registered
Representative
Maintain Registered
Us:

Mai

R d

Merge Entities

Entity Merge History
R r Withh Tax
ol t

. If there is no saved information, nothing will display.

IDiRegisration Number
Mo Records availabis for your saisction.

. After you have saved the RAVO01, a list of saved RAV01 forms will display.

:m. 48]
) If you select the “Open” hyperlink, the Registration Work Page will display. You can select the

legal name hyperlink to open the RAVO1 form.
REGISTRATION WORK PAGE

Taxpayer Type SAID
Trading Name: Mrs
Registration Number.

Tax Reference Number:

" LogalEntiyamo D /RogistrationNumbor —_______________[Staws ____PrintForm
Ms Saved Print
. You will be receiving the “Saved Details” screen and must select the applicable option to open

the RAVO01 form.

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 |

It should be noted that if any changes were submitted via a SARS branch after a “saved” version
was stored on eFiling, the saved version will not be available again as it was overwritten by the
change that was made at the SARS branch.

Click on “Display Saved Form” to open the RAV01:

IRERNAARERARA
IEEENNESNNEEENRNENEE]
[T 3 -

1T
00 [am

=~ OO
= OOIIOIIIITTaT

IS EIETE
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. Select the “Edit” button to edit the form.

Edit | Save | File | cances

. All mandatory fields will be highlighted and must be completed.

7 SARS Registration Amendments And Verification form Gl | [TTTTTT1 Ravo1

[ Applicant Detals Indbvidenl N
S ONOVORIAS LTI T T I L L LI LT LI LI L T L T T T LI I I 1]
see (T T T T T T T T T T T LI T T I T I T TTTTT11 1)
IS EE SN EE S EEEEEE SN SN EEEEEEE SN SN NN NN
@ OO T T I I I I T I T T T I I T T I T I T T T T T T T T T T T T T T T 111
e =
et ECITTTTTTTTTTTTTTT oo [ == T
o [RIAIVCIVIR[AIOTITNIGT [ T T T T T T T T T T T T T T T T T TTTTTTTTT1T] e

OO I I T T T T T T T T T I T T T T I T T I T T ITT1]

vosens ATCTTAIVIEL T T T T T T T T T T T T T T T T T T T T T T T T T T T 0] eeewitowss [A[FTR[TI]K[ATA[N]S]
...-,_l:l Mol e Conmnty Mot sl Commety D oy v o St YD"D o ot he pueen o b 'D\D oo s st 'D‘D

3
i
i
f
m)

.‘E Ay 3 Bacy Coparnt || \l I

e folafal 11
E EEEEE

e w0 s oy

| i e | me [TTTTTT
| Qi TG | v [ofafo] [ [ ]

ave 8 Coll D Mk oy i X" ¥ you hocere Pty
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i
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. You will receive a message that indicates that the form has been saved successfully.

SUBMISSION DETAILS

1D Numbar

RESULT

Your form has been successfully saved on the eFiling system.

Note: You may acces this form from within the "Saved Detail' menu on the lef. Once you have completed all outstanding information, click
on the File' button and this will send the form to SARS. Please select the ‘Continue’ button below to be directed to the Saved Details’
qnd

Continue

37 MAINTAIN REGISTERED DETAILS HISTORY

. The “Maintain Registered Details History” menu item will display a history of all submissions

of the RAV01 to SARS.

SARS Registered Details

Activate Registered
Representative

Maintain Registered
Users

Maintain SARS
Registered Details

Registered Details
M

n Registered

Details History

Merge Entities

Entity Merge History
Register Withholding Tax
on Interest

Merge Entities

Entity Merge History
Register Withholding Tax
on Interest

. If there is no submitted information, nothing will display.
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HISTORY

Legal Entity Narme: 101 Registration Number:

From bate: Toute:

Search

Legal Entity Name

IDRegistration Numbor
Mo Records available for your selection

2]

Submitied Date

The gid below cansists of al your submitted forms ardered against the latest submitted. To locate  spacific ans, you may make use of the search functionalty below

38

REGISTER WITHHOLDING TAX ON INTEREST

ay.

. If there is a RAVO1 submitted already, an entry will display as below.
HISTORY
The grid below consists of all your submitted forms ordered against the latest submitted. To locate a specific one, you may make use of the search functionality below:
From ate: Tooste: 28]
-
Legal Entity Name. ID/Registration Number Submitted Date Open
2014/0317 Open
2014/03/14 Open
2014/03/13 Open
201410313 Open
H % ” H . . . .
. Click the “Open” hyperlink and the Registration Work Page will dis
REGISTRATION WORK PAGE
Taxpayer Type COREG
Trading Name o REAIEFRG
Registration Number.
Tax Reference Number.
Print Form ______
Testing RAVOT PTY Submitted To SARS Pant
My Registered Particulars My Registration Details NA Pending  2014/03/17
My Registered Particulars My Addresses NA Pending  2014/03/17
My Registered Particulars My Addresses N/A Pending  2014/03/17
My Registered Particulars My Addresses NA Pending  2014/03/17
My Registered Particulars My Contact Numbers NA Pending  2014/03/17
My Tax Products VAT NA Pending 2014/03/17
. If you select the “Print” button, the form will open and be available to print.
=5 Print =]
General
Select Printer
el NP RSS82W - Xerox WorkCentre 7435 - € @m0 Send To Onellote 2010
25 NP RE27AV- Workcentre 7435
= PDFCreator
- I —— T — | *
Status Ready I Prnt to file Preferences
Location
Comment Find Printer.
Page Range
L Mumber of copies: [1 =
¢ Selection o
o '7
[ Print | [ canea |

Withholding Tax on Interest (WT]) is a fixed percentage of interest amount paid to a foreign entity
and is payable to SARS. The interest amount is derived when interest is paid by a South African

resident to a non-resident and a portion of interest amount is withheld by the resident.

The aim of the WTI process via eFiling is to provide the functionality for residents to self-declare
the amount on the interest paid to foreign entities. Registration for WTI, submission and payment

will only be available via eFiling.

Before you can continue with the registration of WTI on eFiling, ensure that you are registered
as an eFiling user and that your status is active.

The “Register Withholding Tax on Interest” functionality is hosted within the “SARS

Registered Details” option on eFiling.
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Note: The date of liability may only start from 1 March 2015 and may not be future dated.
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Individual: Tax Practitioner / Organisations

User

Saved Details

e
Details History

Register Withholding Tax
on Interest

Merge Entities

ain Regis

Withholding Tax

SARS Registered Details
Activate Registered
Representative
Maintain Registered
Users
Maintain SARS
Registered Details
Saved Details
M

Entity Merge History
g

Upon selecting “Register Withholding Tax on Interest, the disclaimer will display. Click “I agree”

to accept the disclaimer and click “Continue” button to proceed.

REGISTER WITHHOLDING TAX ON INTEREST

This functicnality allows you to register and maintain Withholding Tax on Interest for the entity selected
from the Taxpayer List above

Click on the Continue button below to obtain existing details from SARS, which can be viewed and edited
as necessary.

I, hereby, cenfirm that | am duly autherised te register and maintain Withholding Tax on Interest of the
taxpayer cancerned.

@1 agree

@ I do not agree

In the case where representative is not active on eFiling, the practitioner access is not active or
where individual with a new eFiling profile is not active, the following message will display.
Ensure that all activations are completed prior to registering for Withholding Tax on Interest.

REGISTER WITHHOLDING TAX ON INTEREST

Our records indicate that you have not been activated to use this function, and will
therefore not be able to register your entities via eFiling.

If you are an individual accessing your own profile as a new user, your eFiling activation
may not have been completed at SARS and you should please try again later.

If you are the representative of the entity, please use the "Activate Registered
Representative’ menu option on the left to activate yourself as the Registered
Representative. If you have already submitted an activation request, your activation
request may still be in the verification process at SARS. If your activation request has been
rejected by SARS, your registered details as captured on eFiling may be different from your
details on the SARS system, and you should please update your eFiling details before
trying again.

If you are a Tax Practitioner, please use the "Activate Tax Practitioner’ option on the *“My
TP configuration’, *Practitioner Activation’ menu under the 'Services’ option to activate
your Tax Practitioner functions.

Alternatively, please call the SARS Contact Centre or visit a SARS branch office for
assistance.

Withholding Tax on Interest

If all activations are correct, the Register Withholding Tax on Interest page will display. Select
“Date of Liability” and click “Register” to continue. If there is no Income Tax Reference number

pre-populated, complete the Income Tax Reference number before you proceed.

REGISTER WITHHOLDING TAX ON INTEREST
Date of Liability R015/03/01 [E5]
Income Tax Reference No
First Name
Sumame:

1D Number

Register

The following message will display if the registration was successful. Click “Continue” to

proceed.
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REGISTER WITHHOLDING TAX ON INTEREST

Registration for Withholding Tax on Interest has been successful. To continue to the
activation step, please select the Continue button below.

The “Activation Withholding Tax on Interest” page will display. Check that all taxpayer details
displayed are correct.

If there are details that must be updated, click the “Update Details” button to update details.

ACTIVATION WITHHOLDING TAX ON INTEREST

Taxpayer Details
FirstName

Sumame
Initials
Identification Type
1D Number
Trading As Name

Bus Tel No
Direct Tel No
Fax No

Home Tel No
Cell Number
Email Address

Physical Address

Postal Code

Postal Address

Postal Code

Bank
Branch Number
Account number

Reference Number fahk
Reference Number Status:inactive

If the taxpayer has an income tax reference number, but is not activated for Income Tax on eFiling. please manually
anter the associated Income Tax referance numbaer.*

If the taxpayer has not been registered for Withholding Tax on Interest, please register the taxpayer
“Select the information icon in the heading section on the right. for more information.
¥ 1 confirm the information above is correct and true for the taxpayer concerned.

Activate || Update Detais

If all information displayed is correct, click check box to confirm that all information is correct and
true and click “Activate” to continue.

A confirmation message will display. Select “OK” to continue or “Cancel” to go back to the
Activation page.

Message from webpage ==

I’ ) Are you sure you want to activate Withholding Tax on Interest for the
Y taxpayer?

( oK | [ cancel |

If the taxpayer information details at SARS do not match the details submitted for the activation
request, the following error message will display. Ensure that you correct all information and re-
submit the activation request.

ACTIVATION WITHHOLDING TAX ON INTEREST

Please note that an error has occurred relating to the details you have entered. Please recheck your details carefully and try again. IF this error
persist, please contact 0800 00 SARS (7277). Error activating non Core tax

Once the Activation of Withholding Tax on Interest is successfully activated, the status on the
Activation page will be updated to “Successfully Activated”.

Bank Account Details
Bank

Branch Mumber

Account number

Reference Number Bk
Reference Number 3 Fusll 4

If the taxpayer has an income tax reference number, but is not activated for Income Tax on eFiling, please manually
enter the associated Income Tax reference number.*

If the taxpayer has not been registered for Withholding Tax on Interest, please register the taxpayer.™

*Select the information icon in the heading section on the right, for more information
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If you wish to deactivate the WTI functionality on eFiling, click on the “Deactivate” button
displayed in the above screen. You will receive a confirmation message to confirm the request.

You can now select “Returns”, “Non-Core Taxes” and “Withholding Tax on Interest” option
to submit a declaration.

Mon-Core Taxes

Withholding Tax on Interest

Activation

Issued/Saved Declaration

Dedaration History

For the Organisations profile, ensure that Withholding Tax on Interest tax type is selected in the
“Rights Groups” functionality.

G UPDATE GROUP DETAILS

Group Name System Default
Authorisation Level Submissions ¥
Access To Payments L4
Tax Types ¥ Provisional Tax (IRP6)
¥ VAT201
Registration Number ¥ Orgamisation Income Tax (ITR14/T12ENTR12T)

Individual Income Tax (ITR12)
¥ Employee's Tax (EMP201)
My Profile # |T56 - Secondary Tax On Companies (STC)
¥ EMP501 - Submission
Customs Agent
Excise Agent
VAT Admin Penaity
PAYE Admin Penalty
IT Admin Penalty
Transfer Duty
Third Party Appointment Banks
Dividends Withholding Tax (DWT)
Admin Reports Third Party Appointment Employers
Third Party Appointment Other
Tax Compliance Status
Tax Compliance Status Verification

T3

a8

Organisation

<

SARS Registered Details

<

Rights Groups

Manage Groups Medical Scheme Contribution
Insurance Payment

Witholding Tax on Interest(WTI)
Foreign Tax Information (FT1)
Mineral Royalties (MPR3)

Organisation Setup
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For more information regarding this process, the Withholding Tax on Interest external guide is
available on the SARS website www.sars.gov.za.
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. For more information on the RAVOL1 process, visit the SARS website www.sars.gov.za, call the
SARS Contact Centre on 0800 00 SARS (7277) or visit your nearest SARS branch.

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
e If calling from within South Africa, contact the SARS Contact Centre on 0800 00 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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