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1 SCOPE

a) This document assist client's (e.g. taxpayer’'s or traders) on how to capture, maintain and submit
applications electronic to SARS that relates to the registration and licensing of certain identified
Customs clients types via SARS eFiling (online application).

b) Clients who want to submit his/her application electronically must:

i) Be register for:
A) eFiling; and
B) A SARS Tax product e.g. Income Tax (IT), Pay as You Earn (PAYE) or Value Added Tax
(VAT).
i) Visit a SARS Branch office to be authenticated, before he/she will be able to submit his/her RLA
application(s) online through eFiling.

2 LOGIN TO SARS EFILLING

a) In order to access the eFiling platform, the client needs to visit the SARS website, click on the eFiling
icon and enter his/her login details.

@u—u NG

/SMS Welcome, please login
to SARS eFiling

SOou r.h A .‘r rican Revenue Service

Forgal Youl UsernameT
FOroot Your Fasswora?

NEW LOOK

b) Once the client has logged in, the user will then need to select the “User” tab.

< c Oy B https://secure.qa.sarsefiling.co.za/app/dashboard/organization

Mr Auto
Mation
Puortfolio Tax Payer
SQOMAUtoQATE39 - ACMEAUt  ~ ACMEAU
Tax Reference Number -
Identification Number
5001019896136
My Promie Taxpayers
Mame
c) If the user needs to change/update personal/contact details, he/she selects the “Change Details”
option.
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d) This option enables a user to change his/her details such as cell phone number, email address, ID
Number, telephone number and to choose whether he/she is the Organisation Representative or a
Tax Consultant / Tax Practitioner.

e v (9 Taganamure Fedsrs s Cuben & Liwigs  Sarvices Ton Bema wrEar] Loy Tl .

SONAMCOAITET - ACKEAN = = ACKEAomason = 1 Oigaresabon @

Taw Reterance Humbe:

Tanpayers

e) Once the details have been changed/updated, the user clicks on “Update details” button to proceed
to the next step to select an “RLA Manage” option(s).

f) In order to view or submit an RLA application(s), the user can only select one (1) of the following “RLA
Manage” options, in addition to any other of the roles selected. The screen below describes each

options and their capabilities:

i) RLA - View Customs Product information — With this profile a user can only view information
such as address, contact and bank account details, including information that relates to his/her
specific client type.

ii) RLA - View Client Type — With this profile a user can only view information that relates to
his/her specific client type(s) e.g. importer / exporter.
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iii) RLA - Manage Customs Product information — With this profile a user can view and change
his/her information such as address, contact and bank account details, including information
that relates to a specific or related client type.

iv)  RLA - Manage Client Type — With this profile a user can only view and change information that
relates to his/her client type(s) and not information pertaining to his/her Customs product
information.

0) Once the user has selected the relevant “RLA Manage” options, the user clicks the “Continue”
button situated at the bottom of the screen.

h) In order for a user to submit an application, the user must ensure that one of the “RLA Manage”
options is selected.
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i) It is important for a user to select the appropriate option in order to gain access to RLA. If the
appropriate option has not been selected, the user will receive the following message when he/she
attempts to access RLA. If this message is displayed, the user must contact the company’s internal
system / eFiler administrator to rectify the issue.

BT Auto
Matom

Tax Referemce Mumber

TaE Py

SoMAaQADEDT - ACRMEAUSamstion - AT PEA ubcemauon -2 i  Organisatior
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Wioas o ned have access 1o RLA. Please comtact pour administrator,

Aration Mumber
=2
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)] Once the user has selected the appropriate “RLA Manage” options, he/she:

i) Selects:
A)  The option “Customs” on the top ribbon;
B) The field “Registration Licencing Accreditation” on the far left of the screen under
“Customs Registration”
i) Tick the “New Registration” radio button; and
iii) Clicks the “Continue” button to proceed to the CTP RLA portal.

T3 tHome e (hgassaboss  Rams Cesome  Dubesdlewes Soomes  TaSlss  Conlad Loy Ot
M Autn
Mation
SaMAutnZT1G - ACMEAutom. - ACMEAutomation » | Ceganisekuon

Tax Reference Murber

Identificrtion Numer

Raqekratm, |xersng 34 Acciedialon

For mem Custons cheats, please proceed 1o the Cusioms registration page. har existing
Castoms dierts nol able fo view your Customs code, pease perform merging of your Lax and
Cashiiie |'|n'ld|||1'\. T eicabdie B sebisctizn ol woer Cusiodis fade, 1F assishane s mqllilnl 1]
this regand, please call the Call centre o wish pour dosest SARS Brandh office.

HH::;EJ.‘J‘E-‘
( oo
*

iv)  Already have a Customs code? — The assigned code will be displayed, please select it.

V) Do not have a Customs code? — Select the “New registration” button.

Vi) More than one Customs code? — Select the preferred code in order to proceed.

vii)  Are all your codes visible? — The eFiling merge entity process should be followed to add
entities Customs codes to his/her profile (refer to GEN-ELEC-15-G01). It must be noted that at
time of registration, the user will only be allowed to select “New Registration” or the Customs
Client Code radio button, both option will not be available simultaneously.
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3 RLA DASHBOARD

a) Once the user selected “Registration Licensing Accreditation” option, the CTP system display the
RLA dashboard.

b) The RLA dashboard is divided into three (3) categories:

i) Application — In this field, all applications captured by the user with their statuses, for example
draft, in progress is displayed.

i) Product Details — In this field, the client’'s Product information e.g. Customs is displayed.

iii) Registered Client Types Grid — In this field, all the registered and / or licensed client types is
displays, including previously active client types that has been cancelled (withdrawn).

iztration Mumder MT01 Crrmioerm Code: Mot e

Applications

Regigterad Client Typeas

W artres m -

3.1 Step 1 — New application
a) The user clicks on the “RLA” icon, the system displays the RLA menu options:

i) Registration — Dashboard — New application; and
i) Relationships — Dashboard — Notice of Disclosure.

b) The “New Application” option will not displayed if the user first time RLA application submitted has
not been finalised. Once the first submitted RLA application has been finalised only then will the
applicant be able to submit multiple RLA applications concurrently.

CTP

Lenete Cady

— Registration Mumber: GAST/4-78 — Customs Code: Mot

Registrations Relationships

Dashboard Dazhboard

ﬂppllcations “ Elﬁ.:llmnllce“':n hul N Dr [:I srlusl'"‘.u _
i}

External User Manual — CTP System Revision: 0 Page 7 of 29
SC-IT-03



Effective 20 April 2020

3.2 Step 2 - Local or non-local indicator

a)

b)

After clicking on the “New Application” the user is prompted to indicate whether he/she is local or
non-local natural or juristic with a physical address in South Africa or without a physical address in
South Africa. The “Local or Non-Local indicator” screen will not display when a user submits a
second application, the selected indicator remains applicable to any application(s) submitted
thereafter.

Once the user tick the applicable indicator, the “Submit” button will become active. The user clicks
on the “Submit” button to move to the “Application client type” selection screen.

+//cpspre.eservices.sars.gov.za/ ctp-gui/#/rla/new-application/locality D ~ & | 1Y Customs Trader Portal

CTP -

G CURRENT SESSION - ACME Automation-832877 — Registration Number: 2019/430822/07 — Customs Code: Not assigned

Local or Non-Local indicator

Local or Non-Local indicator

Indicate below if you are a Local or Non-Local applicant

O | am a natural or juristic person with a physical address in South Africa
O I'am a natural or juristic person without a physical address in South Africa

3.3 Step 3 — RLA application client type

a) The RLA client types are divided into three (3) categories:

i) Licensing;
i) Registration; or
iii) Reporting.

b) The user must select the applicable category to view all client types listed under the category by
clicking the “v” drop down icon. This icon enables the user to expand and / or collapse the list of
client types listed under the selected category.

c) The user selects the specific client type to be registered or licensed.

Teriyn Goodves
CURRENT SESSI0N - Mudiazoess — Registaton Membes MT-01-11 - Cusa
Apphrasen clem e
Fleans psbsc tre clismi fppe mans b '1-?1.'.1_-""\-'
+ o)
= [
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3.4 Step 4 — Capturing of product level details
3.41 Tax type demographics

a) The user:

i) Clicks on “Add Trading Name”;
ii) Capture his/her trading name; and

iii) Clicks on the “Next” button to move to the next “Product Level” details to be captured e.g.
“Contact Details”.

3.4.2 Contact details

a) The user clicks on the “+” button next to the required contact details to be captured for example
"Home telephone number”. The fields marked with a “*”” are mandatory.

External User Manual — CTP System Revision: 0
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i) Once the user clicks on the home telephone number “+” button, the system displays the “Add
home telephone number” capture screen.

CURIEENT SESSON - TESTIN GET0ETEY — Aegsiretion Moamnber 301 GEI00F - Cimche Bz
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i) If no library items are listed under “Library Items”, the user:
A) Clicks on “Add new home telephone number” option next to “Library Iltems” display;
B) Captures the clients home telephone number as per the document provided by the client;
and
C) Clicks on “Submit” to submit the information captured on the “Add new home
telephone number” capture screen.

R B T O - TR - . i vown b i A L e

v
EYEE P N P _
i

B -

+ ) k
L -

E

iii) The user follows the same procedure mentioned in paragraph a) and i) above to capture the
following mandatory fields:

A) Business Telephone number;
B) Fax number;

C) Cell phone number; and

D) E-mail address;

b) If details listed under “Library Items” is the same, the user may select it from the library items. If the
selected library items status has been verified, no supporting documents will be required to be
presented to SARS unless specifically requested by SARS.
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C) If unverified SARS may request such document to be submitted for, verification purposes (if
applicable).

application/BRLA-20200302-0004-00-01/A01 O = & || €Y Customs Officer Portal : TE

- Code: CU25003689

Add home telephone number

Library Items Add new home telephone number

The following home telephone numbers app\ ar in your library. To add from your library below,
select the item with the applicable home telephone number:

home telephone number Status

P
Fax No

0124224000 werified
Click ~ to add a

0126479388 werified

Giick + to add a

[J 1 do not

Web Addres

Cancel

o e

£ = = o9 "Iz Moz e e T
3.4.3 Web address
a) This filed is optional.

b) If any of the contact details has been omitted or incorrectly captured, the user can select the
“Previous” button and makes the necessary corrections.

3.4.4 E-mail address and / or cell number

a) This details forms part of contact details and is mandatory. The reason why the e-mail address and
cell phone number is mandatory is to ensure that SARS will be able to send notification to the user
regarding his/her RLA application electronically to RLA Inbox, see paragraph 4. In these instance the
user will be required to visit a SARS Customs Branch officer where the BFE capturing facility is
available to request copies, see Rule120.04(a)(ii) in terms of the fee that will be charge.

b) The user must capturer his/her e-mail address and / or cell phone number, see paragraph 3.4.2. If the
user does not have an e-mail address and / or cell phone number, he/she must tick the tick boxes
under e-mail address and / or cell phone number.

Disclosure Customs
Fax No o

Click + to add a new number

Remove

- [] 1 do not have a Cell Number

Emal

Remove

|:| | do not have an email Address
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3.4.5 Contact person’s name

a)

b)

The user must also provide ae “Contact person name”.

Once the user has captured the contact person’s name, he/she clicks on the “Next” button to submit
the information captured and the move to the next details to be captured e.g. physical address.

Contact Person Name *
Frans Williams

Fr' N 2 R 1 T nl L e mniea
% EN o fme @ 24
¥ |0 | R

3.4.6 Physical address and / or location

b)

The user must click on “Add Address” to capture the mandatory details onto the “Add address”
screen.

e ¥ hitp://coppre.sars.gov.za/cop/2/la/application/BRLA-20200302-0004-00-01/02C P - & || ¥Y Customs Officer Portal

Logout

CURRENT SESSION - ACME Automation-856503 - Registration Number: 2019/998951/07 — Customs Code: CU25003689

Application: Remover of goods in Bond by road (Local)

Client Type Level

Physical Address /location

Contact Details

(optional)

Physical To add an address to your application, click the Ada Adaress button
Address flocation

Carrier Details Add Address

Limit

Disclosure Customs
Please note you cannot edit Library Addresses j.e. Addresses added from your Library to your Application

e

- wm g 0201PM o

2020/03/02
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c) The system displays the “Add Address” screen. The user can select the physical address from
his/her “Library Items” if the same. If a new address, the user clicks on “Add new address”.

P2 - & || Y Customs Officer Portal

- 2019/998951/07 — Custol

Add address
Library Items

The Tollowing addresses appear in your libr;
with the applicable address.

Status

Bronknorst street New Muckleneuk Pretoria Verified

L]

items per page: 5

GCancel

= | = 9 v Ty Mou| ' s ey oq e T

d) Once the user clicked on “Add new address” option, the sytem displays the “Add Address” capture
screen. The user captures his/her new physical adress detials. The fields marked with a “*” are
mandatory.

i) If correct, the user clicks the option “Submit” (this option will only be active once all the
mandatory information have been captured); and
ii) If incorrect, the user clicks the option “Cancel” to re-capture the new address.

tion-832877 — Registrati mber: 2019/430822/07 — Custol

Add address \

Library ltems Add new addregs

Please complete the following fields o add g new address:

Unit No (if applicable) Complex (If ppplicable)

Street No

Suburb / District

City / Town ™ Postal Code

Cancel

P wg o8 \ Y EN o jme wm g, L057AM [

2020/02/26
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e) The system displays the details captured. The user must:

i) Indicate if the transaction documents will be stored at this address. If yes, the user ticks “Yes”,
if not the user ticks “No”.

i) Clicks on the “Next” button, if all the details are correct and he/she has indicated where the
transaction will be stored or if incorrect the user clicks the “Previous” button to re-capture
his/her physical address details.

A-20200302-0004-00-01/02C O - & | ¥¥ customs Officer Portal

Application: Remover of goods in Bond by road (Local)

CleptTipereve) Physical Address /location

Contact Details
(optional)

Physical
Address flocation

To add an address to your application, click the Add Address button

Carrier Details Add Address
Limit

Disclosure Customs

Bronkhorst street, Pretoria, 0181 Delete

Unit No (if applicable) Compiex (If applicable)
Strestiio Street / Farm hiam
Suburb / District
Ne uckleneuk
Gity 1 Town Postsl Gode
Pretoria oo
Gountry Code

[ Will all the Customs/Excise transactional documents be slored]at this location ? O Yes (O No

Please note you cannot edit Library Addresses i.e. Addresses added from your Library to your Application

Previous

TP ®m ®m o Ma s Mob
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3.4.7 Bank account

a) The user must provide SARS with banking details. This enables SARS and the client to effect
payments.

b) Only a valid South African banking account must be captured.

c) The user clicks on “Add Bank Account”, the system displays the “Add bank account” screen.

RSB O hiio:/icpspre eservic

G

Auto_Mation

Product Level

Tax Type
Demographics
Contact Details

Physical
Address flocation

My Bank Accounts

.za/ctp-gui/#/rla, n/BRLA-20200226-0002-00-01/04 © ~ & | €Y Customs Trader Portal

CURRENT SESSION - ACME Automation-932877 - Registration Number: 2019/430822/07 - Customs Code: Not assigned

INbox

Logout

Add bank account

Library Items Add new bank account

The Tollowing bank accounts appear in your library. To gdd from your library below, select the item with the applicable

bank account

Account

Bank Name

No records

CANCEL
Yes

No

Field is mandatory

Usage: Refunds / Outgoing * QO Yes
No

Field is mandatory

External User Manual — CTP System Revision: 0
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d) If no bank account details listed under your library items, the user:

i) Clicks on “Add new bank account” option next to “Library Items” to display the “Add new
bank account” capture screen.

i) Captures all the mandatory bank account details, see the fields marked with an “*”,

iii) Clicks on “Submit” to save the mandatory bank account details captured onto the system or
“Cancel” button to re-capture all the mandatory bank account details.

- (C=TEaE >
R O http://cpspre eservic za/ctp-guifE/la 1/BRLA-20200226-0002-00-01/04 0 = & J| €Y Customs Trader Portal x | o & IX

CTP

INbox Logout

CURRENT SESSION - ACME Automation-932877 — Registration Number: 2019/430822/07 -- Customs Code: Not assigned

Menu >3 Add bank account
Library ltems Add new bank account

Please complete the following fields to add a new bank dccount

Bank Account Holder Declaration

001 - | use SA Bank Account

B
Account Type * Account Number
&— Cheque % 123456789

A
Bank Name Branch No
002 - ABSA w 332005
B
Branch Name
E 120 [
Account Halder Name (Name as Reg can
A ACME Automation-932877
A 22712
3 mmrrmerermeme e
CANCEL Submit
Yes
- . No
Field is mandatory

Usage: Refunds / Gutgoing * QO Yes
S o

Fisid is mandatory
=g . ____________ _______________ -

— N I e
= = = 9 Vi Mg B~ ke

e) Once the user click on the “Submit” button, the system displays the bank account details captured.
Before the user clicks on the “Next” button, he/she must select both “Refunds / Outgoing” bank
option. Both options must be selected “Yes” to ensure incoming / out coming payment can be
processed. If the second option ”Use Refunds / Outgoing” is “No”, SARS will not be able to effect
any refund payments due.

Y hittp://cpspre. eservic .za/ctp-gui/=/la 1/BRLA-20200226-0002-00-01/04 O = & | € Customs Trader Portal

o Application: Importer (local)

Product Level

IVIy Bank Accounts
Tax Type

Demographics

To update bank account details to your application, click the Change Bank Account button
Contact Details

Physical . Change Bank Account
Address flocation

My Banic Accounts

Authorised Officer
Details

Client Type Level cco Account Number

Disclosure Customs

Non selection of the "Refunds/QOutgoing” bank option will result in no refunds being paid out by SARS
Yes l

Usage: Payment / Incoming *
No

Usage: Refunds / Outgoing * Yes -
No

Please note you cannot edit Library Bank Accounts i.e. Bank Accounts added from your Library to your Application

~
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3.4.8 Authorised officer
a) The user must indicate if he/she do have an authorised officer, see Rule 59A.01.

b) The user must indicate if he/she have an authorised officer by selecting either “Yes” or “No”. If
selected “Yes”, the user must capture the “Authorised Officer details”.

L €Y hitp://cpspre. eservi .za/ctp-gui/E/rla n/BRLA-20200226-0002-00-01/38 O = & J| €} Customs Trader Portal

CTP

St o CURRENT SESSION - ACME Automation-932877 — Registration Number: 2019/430822/07 — Customs Code: Not assigned

0 Application: Importer (local)

Product Level i i
SRR Authorised Officer Details
Tax Type

Demeagraphics

Contact Details Do you have an Authorised Officer? * Yes

Physical No
Address flocation Field is mandatory

My Bank Accounts

Authorised Officer
Previous Conclude

Client Type Level

Disclosure Gustoms

EN . [me w0 gy

C) After the captured the authorised officer's details, the user clicks on “Next” button to submit the
details captured.

n/ERLA-20200226-0002-00-01/38 O ~ & § ¥ Customs Trader Portal

Frans Williams

Client Type Level 1D Type Number
e T 002 - RSA ID Number ~ 6602115111087
(optional) P
Physical R
Address flocation Designation of Capacity Gitizenship
Disclosure Customs Representative ZA - SOUTH AFRICA -
14
Contact Details ~
Physical Address Lon

ADD ADDRESS

To add an address to your application, click the add address button

Unit No (i applicable) Complex (If applicable;

treet / Farm Name

a
ta
g
z
i
w0

w
5
g
o
i

City / Town Postal Code

- = o os :
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3.5 Step 5 — Capturing of client type level details

a) The “Client Type Level — Contact Details” is optional. The user will only be required to capture the
client’s contact details, if it differs from that captured under the client’s product level, see 3.4.2.

b) If different, the user must add the details by following the same procedure describe in paragraph 3.4,
how to add new details or to select them from your library item(s).

C) The following details are required:

i) Contact details; and
i) Physical Address / Location.

2 2 = & [ & customs Trader Portal

Logout

CURRENT SESSION - ACME Automation-932877 —- Registration Number: 2019/430822/07 - Customs Code: Not assigned

Contact Details (Optional)

Home Tel No [+ Business Tel No

Click + 1o add a new number Click + to add

a new number

Fax No ° Cell No

to add a new number

[] I do not have a Cell Number

Email ©

ck + 10 add a new email address

[] 1 do not have an email Address

Web Address

Contact Person Name
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3.6 Step 6 — Disclosure Customs questionnaire

a) The user must answer all the questions listed under “Disclosure Customs”. To answer the question
the user must select either “Yes” or “No”.

i) If any of the question do not pertain to the applicant, the user must select “No”; or

ii) If any of the answers to the question(s) is “Yes”, the user must furnish a motivation on a
separate page that contains all the details. This motivation must then be uploaded at the end of
the RLA application process, with all the other required (supporting) documents, see paragraph
3.7.

A-20200302-0004-00-01/28 PO - & || Y Customs Officer Portal

Application: Remover of goods in Bond by road (Local) o~

Client Type Level

closure Customs \
Contact Details
(optional)
Physical Indicate whether during the pr i five years, the i or an emplpyee of the applicant in a managerial position, or if the applicant is a juristic
Address flocation entity, a director, administrator or trustee or other person managing the entity:

You Manager Director Administrator Trustee
e Has contravened or failed to comply with the provisions of the Act or any codition, obligatien @ No @ No @ No @& No @ No
or other requirements imposed by the Commissioner in respect of a registration or license = OYes OYes O Yes O Yes (O Yes

@®No @® No (@ No (® No @ No

Has been convicted of an offence under the Act *
O Yes O Yes (O Yes (O Yes (O Yes
Has been convicted of an offence inveolving fraud or dishonesty * / 8 sZS 8 ::S 8 ﬁzs g s:s 8 5:5

@ No (@ No (@ No (@ No @ No

Has been declared insolvent or in liguidation *
4 QO ves O Yves O vYes O Yes (O Yes

* Please note that all fieids are mandstory

Indicate If:
Taxes Interest Penaities Other Amounts ¢
You (the applicant) have any of the following cutstanding and due to SARS for which @®No @ No (@ No (@ No @ No
you are liable in terms of this Act or any other tax law = O Yes O Yes o Yes O Yes O Yes

NOTE: If the answer is “yes” to any of the above questions, full details must be furnished on a separate page and attached to the application

'
w
= m = 9 "EFs Wz a4 ]
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b) Once all the questions has been answered, the user clicks the “Conclude” button. The system
validates all the details captured under each field. The system will after all the details captured has
been verified, indicate next to each field whether the details captured is correct or incorrect.

i)

Menu

If incorrect:
A) The system displays an error message.
B) The user click on the “Ok” button; and

C)  The system displays an “ " next to the field incorrect in red; and

If correct, the system displays a * “in green next to each field.

~ & || ¥¥ Customs Officer Portal x o

Disclosure Customs

the ing five years, the oran of the i i i or if the is a juristic
entity, a director, aumlmsuamr or trustee or other person managing the entity:

Manager  Director  Administrator  Trustee

Has conllzveneacrfanedmcomply With the provisions of the Act or any condition, oDligation @No @ No @ No @ No @ No
or other by the in respect of a registration or license = O Yes O Yes O Yes O Yes (O Yes
No (@ No (@ No @® No
Yes (O Yes (O Yes (O Yes

) No @ No @® No

N
yes (O Yes Yes (O Yes

=
Error(s) Detected No ®No @No @ Mo
Q Yes Yes (O Yes

1 container(s) have error(s)

1. Client Type - Physical Address / Location

Tax returns or other
Penalties Other Amounts  documents for tax
purposes

You (the applicant) have any of the following outstanding and due to SARS for which @ No @ No @® No @@ No @ No
you are liable in terms of this Act or any other tax law O Yes O Yes O Yes () Yes () Yes

NOTE: If the answer is “yes” to any of the above questions, full detalls must be ona page and to the

Elm = o™i Ma o

2020/03/02
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3.7 Step 7 — Uploading of required (supporting) document(s)

a) Once the system have concluded that all the details captured is valid and correct, the system displays
the list of required (supporting) document that needs to be uploaded.

b) All required documents to be uploaded must be in PDF format and certified as a copy of the original, if
so required in terms of the Rules to the Act.

/BRLA-20200226-0002-00-01/re O ~ C

Logout

Sl Mo CURRENT SESSION - ACME Automation-832877 — Registration Number: 2019/430822/07 — Customs Code: Not assigned

0 Application: Importer (local)

Bl e ' Application BRLA-20200226-0002-00-01 requires the following supporting documents:

Tax Typ
Demographics
Please note that we only support PDF files with a maximum of 5MB per file. wjth a maximum of 100MB per application for all files
Contact Details
Physical

Ao atiun Contact Details Documentation: Business Tel Number 0125652151 *

My Bank Accounts

Authorised Officer

Details °
Client Type Level

Contact Details
(optional)

Physical _ Contact Details Documentation: Home Tel Number 0125652151 *
Address flocation

Disclosure Customs

Required Documents

Contact Details Documentation: Cellphone Number 0833899484 *

Proof of Address: 229, Bronkhorst Street, Nieuw Muckleneuk , Pretoria *

c) The user clicks on the “+” under each required document to be provided. The “Choose File to
Upload” screen will pop up.

Logout

B New folder = - Ml @
N Do ey = 430822/07 - Customs Code: Not assigned
e ame ate modifie: ype
B Desktop X Contact details - Bdsiness 2020/02/26 11:50 ...  Adobe Acrol
& Downloads " Contact details - Hgme telephone number  2020/02/26 11:51 ... Adobe Acrol
%l Recent Places X Proof of address 2020/02/26 11:53 ...  Adobe Acrol I
Product Level G Libraries (Bents:
Tek Tyie %) Decuments
Demograph & Music
= kimum of 100MB per application for all files
Contact Det I s
B¥ videos
Physical
Address floc
8 Computer
My Bank Ac
Authorised € Network
Details
@ i ] o .
Client Type Le File name: ~ | | custom Files (*.paf) =
(optional)
Phy: < e OIS

ical
Address flocation

Disclosure Customs -

Reguired Documents

Contact Details Documentation: Cellphone Number 0833899484 =

Proof of Address: 229, Bronkhorst Street, Nieuw Muckleneuk , Pretoria *
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d) The user selects the requried document(s) to be upload and click the “Ok” button. The document(s)
will then be attached to the user’s application. Once the document(s) has been successfully uploaded,
the document(s) status changes from “Waiting” to “Uploaded”.

spplication/BRLA-20200226-0002-00-01/e © = C || €N Customs Trader Portal

-
. & Choose File to Upload ==
Al Mxg CURRENT SESSION © = — —— e v — - t assigned
Gu [ 1 » supporting documents = |¢, || Search supporting documents 0|
Organize * New folder =~ O @
Application: Impo e Name Date modified Type
— P Deskiop 1] Contact details - Business 2020/02/36 11:50 ... Adobe Acro
roduct Level = =
Application BRLA 18 Downlogds || Contact details - Home telephone number  2020/02/26 11551 .. Adobe Acro
'[F\a"- Type . "%l Recent Places L1 Proof of address 2020/02/2611:53 ... Adobe Acrol
Jemographics .
Please nole that 3 g&!l files
Contact Details = Libraries
P— |5/ Documents
Address /location Contact Details 0 _J:' Music
ME— &) Pictures 4

My Bank Accounts

B videos
Authorised Officer Contact detai
Details - e ]

" Comguter +
Client Type Level 1 i File name: Contact details - Home telephone nu = | Custom Files (*.pdf) -
Contact Details

(optional)

Physical Contact Details DSCUMENTATONTHOME TePNUMBErUTZ5652T5T

Address flocation

—

Ik

Disclosure Customs [

Required Documents

Contact Details Documentation: Cellphone Number 0833899484 *

Proof of Address: 229, Bronkhorst Street, Nieuw Muckleneuk |, Pretoria *

EN o mt g
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e) The required document(s) is then uploaded to the RLA application case. The same processes
mentioned in the above pararaph [a) to d)] must be followed untill all the required (supporting)
document(s) have been sucessfully uploaded to the RLA application case. The user must before
he/she ticks the declaration tick box, verify if all the required (supporting) document(s) has been
uploaded.

re.Eservices.sars.gov.za/ ctp-gi tion/BRLA-20200226-0002-00-01/re 2 ~ & || €Y Customs Trader Portal

3ronkhorst Street, Nieuw Muckleneuk , Pretoria *

Proof of address.pdf bY4

Motivation Documents

Motivation pdf = L

Additional Documents (Optional)

Adational dosuments.pdr 3¢ [+

Declaration

! hereby:
(a) declare that the particulars in the application and all annexures are true and correct; and
O (b) undertake to-
a. Inform SARS promptly in accordance with the rules of any changes in the particulars furnished in the application;
b. comply with customs and excise laws and procedures.

3.8 Step 8 — Declaration

a) This field is mandatory the user must once all the required (supporting) document(s) has been
successfully uploaded tick the declaration tick box.

b) The “Submit” button becames active, the user clicks on it to submit his/her RLA application to
Customs for processing.

.za/Ctp-gui/=/rla/; /BRLA-20200226-0002-00-01/r= O ~ & || %Y Customs Trader Portal x r T

Proof of Address: 229, Bronkhorst Street, Nieuw Muckieneuk , Pretoria ~

Proof of address.pdf > )

Motivation Documents: *

Motivation.pdf

Additional Documents (Optional

Additional documents pdf ¢ [+]

Declaration

I hereby:

[ a (a) declare that the particulars in the application and all annexures are true and correct: and

(b) undertake to-
a. inform SARS promptly in accordance with the rules of any changes in the particulars furnished in the application;
b. comply with customs and excise laws and procedures.

= = 9 w3 o B e

External User Manual — CTP System Revision: 0 Page 23 of 29
SC-IT-03



Effective 20 April 2020

3.9 Step 9 — RLA application submission successfully

a) Once the user submitted his/her RLA application, the system display:
i) A message that his/her RLA application have been submitted successfully;
ii) The RLA application’s reference number; and

iii) Case number.

b) The user clicks on the “Ok” button to close his/her RLA application case.

< ,f—> B hit://cpspre.eser D ~ & || & customs Trader Portal

Application Submitted
Successfully!

Application ref number: BRLA-20200226-0002-00-01
Case Number: 1000004157
Your application has been successfully submitted and

will be processed by Customs. You will be notified of the
outcome in due course

EN o [mr ot ge
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c) The system:

i) Forwards a notification to the user via SMS or e-mail “Acknowledgement of submission of
Application” the natification includes the RLA application case number; and

i) Return to the RLA Dashboard and displays:
A) The case under “Application”; and
B) Case status e.g. “in Progress”.

2 = G | &Y Customs Trader Portal

pre eservices sars.gov.za/ctp-g

Logout

St Kthcs CURRENT SESSION - ACME Automation-832877 — Registration Number: 2019/430822/07 — Customs Code: Not assigned

Applications

Filter = Active -
ent Type Product Gode Sub-No @ Application Type Gase No Status Submission Date
Importer (local) EIRLA202001226,10002 50- s NEW 1000004157 In Frogress 2020-02-26
tems per page: 10~ -10m1

Products

Filter fE

Product Code FAN No Effective Date alid To Status

Items per page: 10 -
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d) The user will be able to register / license another client type. The system will not allow a user to
submit a second RLA application, if the first RLA application has not been finalised. If the first RLA
application has been approved, the system will display the client type registered or licensed under
“Registered Client Types”.

PRI © o 1o st g ssnions - o]
i

Applications

~
Filter = Active = o
Cient Type Product Code Application No Sub-No @ Application Type Gase No Status Submission Date
Importer (local) CU25003557 BRLA-20200226-0002-00- /8 NEW 1000004157 In Progress 2020-02-26
ems per page: 10 -~ -1of1
Products
Filter mo-
FAN No Effective Date valid To Status
CU25003857 ABC Wholesale PTY LTD 8125001411 2020-02-26 2030-0226 ACTIVE
tems perpage: 10~ B
Registered Client Types
Ciient Type RegiLic No @ Product Code Sub-No @ Accr. Level Status Effective Date falid To Renewal Date
Importer (local) CUS00010158 CU25003557 NiA NrA Active 2020-02-26 2030-02-26 2030-01-27
tems per page: - ~10f1
ems per page: 10 ¥

EN . jme e

4 VIEWING AND ARCHIVING OF NOTIFICATION AND CORRESPONDENCE

a) The user click on RLA Inbox icon to view notification or correspondence send by SARS electronically.

oo R —— - = = @] =
e )| @Y nttp://copp O = € || B¥ Customs Officer Portal {r Te &

Inbox' 1 Logout

Applications

Filter = Active £ -
ent Type Product Code No @ A e Status Submission Date
importer (local) POt 020220001 00-30% NEW 1000004165 In Progress 20200228
tems per page 10 - ot
Products
Filter ~
Product Code Registered Name FAN No Effective Date To Status
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b)

c)

The system displays all the notification (e.g. Acknowledgement of Submission) send by SARS
including any correspondence e.g. Notification of approval, Registration or license certificate. Any
correspondence send will display as an attachment. The user will click on it to open it up. The user

will then be able to “Safe” or “Print” it.

2 ~ & | ¥ Customs Officer Portal

e é ¥ http://coppre.sars.gov.za/cop/=/inbox/all

Logout

Inbox &

€) Al Notifications

All N — RLA Application Approved
system 2020/02/03 01:45 .

Unread Notifications RLA Application Approved BRLA-20200228-0014-00-01 &2
Do st s the st b chospondias From system

Read Nolifications.

Archived Nofifications
Attachments:

system 020/02/0
RLA A of issi = =

system 2
RLA Application Approved

Do you want to open or save BOEFOAAE-DD2B-4D86-83DC-1C3DSDET62F2.pdf (37.6 KB) from coppre.sars.gov.za? Open Save |~ Cancel

F Pl m m 5 T s T

The user will also be able to archive notification by clicking on the “Archive notification” icon. The
system will then move them to “Archived Notification” folder.

e . S e
[ @ cumtorns Ottcerponst x| | o

[ < 1C) - ? a.l

Inbox' 1 Logout

All Notifications

system 2020/28/02 12:55
Unread Notifications RLA Acknowledgment of Submission

BRLA-20200228-0010-00-01

From system . _ -
. . i s Archive notfication

RLA Acknowledgment of Submission {

Read Notifications application Ref. BRLA-20200225-0010-00-0

Archived Notifications

B 9 My Moz WuE
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d) The user can also move notification or correspondence to the “Read Notification” or “Unread
Notification” folder in his/her RLA Inbox on CTP by clicking on the “Read/Unread” icon.

Inbox Logout

Menu All Notifications

All Notifications.

RLA Acknowledgment of Submission

system

RLA Acknowledgment of Submission BRLA-20200228-0010-00-01 e e
Read Notifications Jication Ref B e O o o From system —
Archived Notifications
~
= PE ey N - ey mmem [
= E = D E | °= J E ‘ FNe 3 g0

5 REFERENCES

5.1 Legislation

TYPE OF REFERENCE REFERENCE

Legislation and Rules | Customs and Excise Act No. 91 of 1964: Sections 8, 46A, 49A, 49B, 49D, 49E,
administered by SARS: | 59A, 60, 64B, 64C, 64D, 64F, 64G 73, 77, 78 to 68A, 99A, 101, 101A, 105 and
107A

Customs and Excise Rules: 8.03, 8.04(2), 46A1.03, 46A3.05, 46A4.04,
46A5A.04, 46A5.16, 49A.01, 49A.20, 49A.48.03, 49B.0149D.01, 49D18 (19) and
(20), 49E.01, 59A.0159A.01A, 59A.02(1), 59A.03(1), 59A.04(1)59A.05(1),
59A.05(1), 59A.06(1), 59A.06A — C, 59A.07(2), 59A.08(2), 59A.10(2), 59A.11,
60.01(1), 60.01A, 60.02(1), 60.03(2), 60.04(2), 60.05(2), 60.06, 60.06A — C,
60.07(2), 60.10, 60.10(2), 64B.01(1 — 4), 64C.01, 64C.04, 64D,01 (1 and 3),
64D.03(1), 64D.10(5), 64F. 02, 64G.03, 64G.04, 64G.06, 64G.11, 101A.02(3)
and120.04(a)(ii)

Schedule 4 of the Act: Item 412.07 and 498.00

Schedule 8 of the Act: Item 860.05 and 860.10

Value-Added Tax Act No. 89 of 1991: Sections 1, 7 to 11, 13, 18 and Schedule
1

Other Legislation: National Ports Act No. 12 of 2015: Section 65;

Manufacturing Development Act No. 187 of 1993: Section 10;

Promotion of Administrative Justice Act No. 3 of 2000: Section 3, 4 and 5;
Public Finance Management Act No. 1 of 1999

Special Economic Zones Act No. 61 of 2014: All

SEZ Regulations published in Government Notice R39667 of 9 February 2016
International Kyoto Convention General Annex Chapter 3 Clearance and other Customs
Instruments: Formalities: Standards 3.6 and 3.21; Chapter 5 Security: Standards 5.1; 5.2;
5.4; 5.6 and 5.7; Chapter 7 Information Technology : Standards 7.1 and 7.4;
Chapter 8 Relationships between Customs and Third Parties: Standards 8.1;
8.2; 8.3; 8.4; 8.6 and 8.7; Chapter 9 Information, Decisions and Rulings
Supplied by Customs: Standards 9.4 and 9.8; Chapter 10 Appeals in Customs
Matters: Standards 10.1; 10.2; 10.3; 10.5; 10.6; 10.7; 10.8; 10.9; 10.10; 10.11
and 10.12
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TYPE OF REFERENCE REFERENCE

Kyoto Convention Specific Annex A: Chapter 2 Temporary Storage of
Goods Paragraph 2 and 6; Specific Annex B Chapter 3 Relief from import
duties and taxes — Paragraph 7 (b); Specific Annex D: Chapter 1 Customs
Warehouses: Paragraph 4; Specific Annex E Customs Transit: Chapter 1
Paragraph 5; Specific Annex K Origin: Chapter 2 Paragraphs 5, 6, 9, 10, 11
Economic Partnership Agreement (EPA) between the European Union and
the Southern African Development Community (SADC) EPA Group

Free Trade Agreement between the European Free Trade Association
(EFTA) and the Southern African Customs Union (SACU): Annex V, Articles
14(1)(b), 19 and 22

WTO Trade Facilitation Agreement: Section 1 Article 1 — Publication and
Availability of Information, Section 1 Article 4 — Appeal or Review Procedures,
Section 1 Article 6 Discipline on Fees and Charges Imposed on or in
Connection with Importation and Exportation No. 3 — Penalty Discipline

6  DEFINITIONS AND ACRONYMS

CTP Customs Trader Portal - Web Portal where a Trader / Client may login and submit RLA
applications.

Green Information correctly captured

Symbols

Ticks

Red Arrows Buttons, Icons or fields where the user needs to click
RS CIERWE  Information incorrectly captured or information missing.
Ticks

RLA Registration, Licensing and Accreditation - System that allows a client to submit
application(s) for registration with Customs and electronically manages the processing of
applications.

Submit Use this button to submit a completed RLA application or other documents
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