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Login to SARS eFiling

VSARS Welcome, please login
P g

South African Revenue Service to SARS eFiling
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Portfolio Management

Click on “My Profile”, then click on “Portfolio Management”.
o PETER
TAXPAYER ©

Tax Reference
Number

1234567890

Registration _ _
Number Special Links

1234567890

My Profile
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Portfolio Management

The Portfolio Management Screen will display for you to add
a new portfolio.

Portfolio Management

Linked Portfolio(s)

Portfolio Name Tax User Count Tax Payer Count Portfolio Type Default
C—— 42 4092 Organisation

Organisation i Go to Portfolio

= h -
Belir 3 26 Tax Practitioner Defoult H Go to Portfolio

Unlinked Portfolio(s)

Previous Login Name Portfolio Name Link
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Portfolio Management

Click on “Add Portfolio”.
Enter the portfolio name and select the portfolio type from

the drop-down menu, click on “Add Portfolio”

Please add Portfolio Information

Portfolio Management

portfolioName
— ’
Test123
Add Portfolio
Portfolio Type
Tax Practitioner v

Add Portfolio

Y SARS

South African Rev




Portfolio Management
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Portfolio Management
The added portfolio will be displayed under linked portfolios.

RS @
Portfolio Management

Linked Portfolio(s)

Portfolio Name Tax User Count Tax Payer Count Portfolio Type Default

Mytases 2 ’ Organisation ;

Be itt 3 26 Tax Practitiones Default i

m 1 1 Tax Practitioner H
2

Unlinked Portfolio(s)

Previous Loain Name Portfolio Name Link

YV SARS
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Adding New Client to a Portfolio

How to add clients to a portfolio? Click “Go To Portfolio” on
the portfolio where you wish to add the client.

RS @

Portfolio Management

Add Portfol

9
¢
]

Linked Portfolio(s)

Portfolio Name Tax User Count Tax Payer Count Portfolio Type Default

42 4092 Organisation i Go to Portfolio

Go to Portfolio

Be itt 3 26 Tax Practitioner Default : Go to Portfolio

IMyOrgT axod 1 1 Tax Practitioner H Go to Portfolio

,
~N
i

Unlinked Portfolio(s)

Previous Login Name Portfolio Name Link

OSVEARS VSAR

South African Revenue Service
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Adding New Client to a Portfolio

Click “Organisations” on the top of the screen

Organsahons Rotums Dutes & Lovns SN 5 [ax Status Coniact
-
Portiolio Tax Payer
MyOrgTaxes - : * t Tax Practitioner
Taxpayers
Name Registration or ID number Tax Raference Number
MName of Taxpayer Company/ ID Number Reference Number Last Return Filled Last Accessed Actions
i 5 View Tax Payer
o |
Users
Name of User Last Logged In Last Return Filed

YV SARS

South African Revenue Service




Adding New Client to a Portfolio

Then click “Organisations” on the left hand side of the
screen

e r‘!"‘f?‘i ® Homse s Chgansabons Helurns Dubes & Levees  Sanices Tax 5l
Partiohg Tam Paryss
MyQrgTaxes i * § Tax Practitioner
Tax Reference Number
Identification Mumber
Taxpayers
My Profile
Name Registration or ID number Tax Reference Number
Organisatic
Bulk | ] Name of Taxpayer Company/ 1D Number Reference Number Last Return Filled Last Accessed Acti
ulk: Registration
o |
|'-.'l.:|'|'.'- oS
SARS Registered Details
Users
Customs H.u?.-._'l.,.lu. k]
Mame of User Last Logged In Last Return Filed
B 4
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Adding New Client to a Portfolio

Select the submenu “Register New” to register a new client.
Select the Entity Type on the drop-down menu, then
complete all the field and click “Add Taxpayer”

Registered Representative

Capture Entity Details B Sysien Detaut
Test Gros
fo this endity ca
= v
Taxpar 5
~ EECEE T TS
/ SA=RS
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Adding New Client to a Portfolio

If the taxpayer you are adding already exists on your
portfolio, you will get a message “The taxpayer you are
trying to add already exist on this portfolio” Then click on
“View Taxpayer”

Mr QT e WVSARS @runc Home User Organisations  Retumns Customs  Duties & Levies  Services Tax Status Contact Log Out
r

Performance @
Portfolio Taxpayer
SQTPerf86807851 - Mr Jane = Mr Jane * ¢ Organisation @
Tax Reference Number \FILE

0292851268

Identification Number
4601122858096 . .
Registered Representative
My Profile

For a list of entities that you are recorded as thier Registered Representative as SARS, please click here

R “

Register New Capture Entity Details

§ . I The taxpayer you are trying to add already exists on this portfolio. .
Change Details Please be aware that a tax type transfer for this entity of the entity
Tax Types View Taxpayer m
Select Entity Type
- - Individual -
Banking Details
S -
9401280404089 S
Summary
First Name Surname
VAT Vendor Search
SINDISWA Masondo
lete Taxpayer
Tax Reference Number
)5S YEARS! YV SARS
il b
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Adding New Client to a Portfolio

If the taxpayer you are adding already exist on a different
portfolio, you will get the warning message. Click “Add
Taxpayer” if you wish to register the taxpayer on this
portfolio.

Registered Representative

For a list of entities that you are recorded as their Registered Representative as SARS, please click here

Capture Entity Details

Select Entity Type
-

Warning Message

ABC Trading Enterpis 1 NE taxpayer you are trying to add already exists on one of your
linked portfolios. where you have rights to maintain the taxpayer

Tax Reference Number

= A Vour service & South African Revenue
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Adding New Client to a Portfolio

After adding the taxpayer, you must add the taxpayer to the
group by selecting the group name and click “Continue”

Tax Reference Number

e VSARS @runa Home User Organisations Retuns  Duties & Levies  Sernvices Tax Status Contact Log Out

Identification Number
Please select the group/s the taxpayer should be added to: |

My Profie

System Default
Administration All
VAT Submissions
PAYE Submissions

Continue

YV SAR

South African Revenue Service

13



Adding a Tax type for the New Client

Click on “Manage Tax Types” to “Activate” the tax types of
the Entity.

Taxpayer Summary

Company Name: Gi Properties
Registration Number: 20077
Group Selected:; Completions - Income Tax

Submissions PAYE

YV SAR

South African Revenue Service
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Adding a Tax type for the New Client

The list of tax types linked to the selected taxpayer

« Reference numbers

« Activation Status

« Action that can be selected for that number (e.g. request
activation, request tax type transfer, deactivate)

To activate or request transfer of tax types, tick the box

under “Action” and click on “Submit” at the bottom.

IT56 - Secondary Tax On Companies (STC) G Mot Active, [] Activate
Dividends Withholding Tax (CAWT) = Successfully Adtivated, [] Deactivate
IT3 = Successfully Activated. [] Deactivate

1 I ct [ A
I t Mot Act [ A
F FT I ct ] A

EEE"NEN
75 YEARS: Y SARS
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Adding a Tax type for the New Client

Select the tick-boxes for the applicable actions required
(example): “Request Activation” or “Request Tax Type
Transfer” and click on “Submit” the status will change to
“‘Requested”, then click “Continue”.

Manage Tax Types

Tax Type Request Summary

1 6 % At Your Service ‘? South African Revenue Service



Adding a Tax type for the New Client

The status of the request will change to awaiting
authorisation and will require the current
Taxpayer/Representative of the tax number to authorise the

request via the SARS website in order to complete the
process

Tax Types Details




Adding a Tax type for the New Client

If the Taxpayer/Representative authorise the request to
“Activate”, the status will change to “Successfully Activated”.
If the taxpayer/representative authorise the request to
transfer and there are previously submitted returns, the
Status will change to “Authorised schedule to run within 24
hours” to allow the transfer of historical submissions.

Manage Tax Types

Tax Type Description Reference Number Status Action

Provisional Tax (IR P8 l Successfully Activated, J [] Deactivate

15 ‘D5VEARS: VAR
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Invite User

In order to Invite a new user to a portfolio select the correct
portfolio.

Click on “My Profile” on the left screen.
Then select “Portfolio Management”

o PETER
TAXPAYER ©

Profile and Preference Setup

Tax Reference
Number

1234567890 Portfolio Management

Registration
Number
1234567890

Special Links

My Profile

YV SAR

South African Revenue Service
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Invite User
Chose the portfolio by clicking on “Go to Portfolio”

Portfolio Management

Linked Portfolio(s)

Add Portfolio

: | Go to Porfolio

Portfolio Name Tax User Count Tax Payer Count Portfolio Type Default

Test345 - SARS Pty Lid 2 1 Organisation Go to Portfolio
Testl23 - Mr Taxpayer 1 1 Individual Default
Unlinked Portfolio(s)

Previous Login Name Portfolio Name Link Remove

20
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Invite User

Click on “User” from the top menu, then click on “User” on
the left menu.

e - o Home User  Organmisaions Refums  Cusfoms  Dufies &Levies Services  TaxSiafus  Confact
s
0

Tax User

Partfolio

Main Portfolio v v i Organisation [y
AEHLE

Tax Reference Number

3
3

Identification Number
B 5 -
g
Wy Pt -
Taxpayers
Specil Links )
Name Registration or |0 number Tax Reference Numbsr -

South African Revenue Service
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Invite User

Select “Identification Type”, Enter “ID number”, Enter
“‘Surname”, Click on “Invite”

e FSARS @ e Horme User Orgamesabions Raburns Customs Dubees & Lewies SEIvICESE
o Taxpayer
Partiolio Ta |ser e
My Company Portfolio - Taxpayer JT - I Organisation '-\ b A

Tax Reference Mumber

Invite a User

Identification Mumber

Identification Type

Passport

Passport Mumber

Invite iser
Reference Mum ber
erence Mumbear

Change Deta
Surname

Chamnge Own Passwond

Portfolio Mame
The request mame filled inowill be shown to the requested

User.
This name will default to their portfolio name upon

acceptance of this invitation.,

by Administrators
My Company Partfalio

Unlock Account f Resset

YV SARS

South African Revenue Service
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Invite User

USER RIGHTS

E‘Fﬁrm I ceTaoen O GO ared poles, plogse dick Bene.

USER GROUFS ®

Esimol Weasr Sroums

B caormnmanies

Bl onr

USER ROLES =

B iz Tranmsfior Dby Finamcial Suoccasn
This role Slicws users 1o rainiain o financial detall ageinst the Transfer Duby aooowrnt

B =S i
Cam negishar wilh SAFES Bo el G rerer e me TS

I R, - Wiersr Cusinimes Frodoct infonmatior
RLA S0 Wherss 1Curslorms Product mfomnation.

Cl R, - Whees Chant Type
AL - o Tzl Typas:

B ma, - Manage Customs Procuct mfoammabon
RLA S0 Fanaps Cusioams F'l'-bCﬁ.H'_t inforrmsalon

O - ma Ciemk T

MYTh this prolie, wsars can -only siew and change information rekaling B Theedr speclic chant el s)
ﬂhﬁﬁﬂl._lsu:

Can orealn £ chamges Lsers and Ss sk Treim b grops

ﬂ

Eaﬁagn&wurmmmmgnmmmm

ﬂhﬁﬁﬂﬁmﬂ
Can craaln & Charges QoS o SrESin LSS and oyers b grouss

= Ewcime Firancial Acoodrt
This robe ol ows UEers 1o mainiain o Tnancial dotadl ageinat an Esciss Aol

B petaniagge Caafoerrraaant Mook

B e At vation
This role olhowws seers. armess o e 15 aciivalion sonessn

B i e cbiees

Bl Farorm Bulic and Sddtions Paymenis
This role Slicvws o e without full Smin Fights 0 perionr Dol ard) aceiomal paymenis.

Mote: IT Mo @roups or rnokes are asswgned toa user, the sser will have limited access once kogged into eFiling.
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Invite User

The status will show “Awaiting Confirmation™.

Invitation can be “cancelled” by clicking “Cancel Invitation”
and the user can send a reminder by clicking the “Send
Reminder”

o Taxpayer

Tax Refarenes Numbear

My Company Portfclio - {(Mwaiting Confirmation) ~ } Organisation ~—

Identification NMum ber

Change Details

Identmication Type

ID M

Paortfol me

The r | 2 t narme iny illlmr, own to the requesied user,

This na will default to their portfolic name upon acceptance of this invitation,

My Company Porifol

Send Reminder Caneel Invvlation Update Liser Rights

Y SARS

South African Rev




Invite User
Accepting the Invitation

SMS and an email notification will be sent to the person who has been invited to
be a user on an organisation or tax practitioner’s portfolio.

Log on to your eFiling profile.

« Select “My Profile”

« Select “Portfolio Management”

« The User Invitation will display. Click on “Accept”.

Taxpayer Count Portlolio Type el ault

Partfolio Management

User Invitation(s) Your invitation will expire automatically if not accopted within 5 weorking days

Portfolioc Name Accept
Accopt
IVERSARY X South African Revenue Service
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Invite User

Accepting the Invitation

The new user will be sent an OTP (One Time Pin) via the preferred means of
contact (cell phone or email)

One Time Pin

OTP has baen sent to the following caliphone number
O78i1’\'l191
Pin expires in 02:0¢

Please enter the last 6 digits of your OTP,

= ANHIVERSARY S South African Revenue Service
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Invite User
Accepting the Invitation

The message will come up confirming that the Portfolio has been linked. The
linked portfolio will move to “Linked Portfolio”

b Management (b)
Message .
Partfoha My Company Partfalio linked
L8] |
Linked Portfolia(s)
Partfolio Mame [ax User Count Taxpayer Count Portfolio Type Default
Mir DAY 1 1 Indivadual Detaulf 1 (30 to Porfolio
. Wy Comipany Portfolio 3 l rganisaticn i 150 bo Paortfolic

YV SARS

South African Revenue Service
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Invite User

You have now successfully

added your new user.

South African Revenue Service
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GO DIGITAL!

Book branch visits online

Requestyour tanreference number and
Tax Compliance Status on efiing

Go Digital! " #YourTaxMatters
* Download the SARS MobiApp via your app store
* Register for eFiling

Contact us

We’ve made it easier for you

= Need an Individual Tax Number?

Register for eFiling and you will be automatically registered for personal income tax
and receive a tax reference number

4 )

= For more information on individual offerings, visit the:

SARS website on www.sars.gov.za and go to Individuals webpage

\_ J

OO0y

YV SARS

South African Revenue Service
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http://www.sars.gov.za/

~ Dankie
Ndi a livhuwa
Ngiyabonga
Enkosi

Ngiyathokoza
YV SARS
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