ADD USERS TO YOUR PROFILE

Once you have registered your administrator, you can add other users at your practice as users and assign user rights and profiles to
them.

Step 1:

Click on “Users” at the top left hand side of the screen.

l : ms @Fi LING Site'Map” Frerms & Conditions " F'SARS Home

User Miss Telta Snyckers
Login Hame  Teltad157

Instructions on how 1o use this section

How do Iregister a user?

o Cick on REGISTER MNEW and compietle the user delais. Provide the new user with a login name and password. SARS
eFiing recommencs allacating & simple pasaword such as “pessword” a3 the new user wil be asked o change this for
Ihe tirst lime that they Lse the Service.

& Tick the approgriate boxes for Ihe relevan] tax returns thal vou wish to give the uzer sccesz to and then sllocate the user
a level ol access righl.

* Clck on continue &nd this will bing ug the users logn name. Make & note of this to give tothe news user.

CHANGE DETAILS allows vou to change the user delails and access rights i required.

What are the access levels?

An acministralor wil register all users and assign them wilh relevant rights, 10 one or various companies andior returns types, The
ABOUTEEL €1 RTIRICATIE uze of SARS eFiing's online herarchy will alzo facilfale Lhis process. The different user rights include:

ABGUT S5L i ATIFICATES + Administrator This user has fll corlrol, registers other users, assigns rights and registers companies. The
administrator doss nat contact SARS eFiing 1o efiect an addiion or change
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Step 2:

Click on “register new” on the left hand side of the screen and complete user details.

YV SARS @FlLlNG_

Required Details
Tille Initials Firstname Surname

[ EN 1 l
ldenlification Type |Snu1h African D g
1D Number |

Do you wish to receive SMS notifications for the following events: € Yes € No
o Afler aclivalion as an eFiler
o Afler any payment

Cell Number |

E-mail Address I

Telephone Number (] ) I

Login Account Information

ATAITES T RRIATLE SARS eFiling Login |

ABCUT 55L CERTIFICATES

Password | i

Coanfirm Pasawnrd |

& conditions

Step 3:

Provide the new user with a login name and password — we recommmend that you use an easy password which the user can change on

their first login.

On the same screen, it is important that you click on “This user is a “tax consultant / tax practitioner”

¥ SARS @FILING, Termé & Condons

This user is a: ﬁ?a: Consullant f Tax Practitioner
€ Organisation Reprasentative

Click here to update the user nghls per tax paver

User Authorisation Level Il:umplalicms ﬁi

Ag part of our ongoing eforts lo keep you, the lazpayer, infarmed we send out perodic
communications either via email or SMS
Please indicate whether you would ke 1o be included in these communications € Yes O No

See below for optional detdils thal wou may vwant to caplure fiow,

. ~ Optienal Details
Special Links | Fax Number { 1| i
ABDUT EELCERTIFICATES
Designation | |
ABCUT §5LCERTIFICATES
Postal Address |

SARS Home
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Step 4:

Now select “User authorisation level” — Admin, Payments, Submissions, Completions, View only, No access.

" . ms @F"—ING _ site'Map” | Terms & Conditions” FSARY Home

This user is a: & Tax Conzultant / Tax Practitioner
€ Organisation Representative

Click here 10 Updats the USEr ri b

User Authorisation Level Completions §i

Ag part of our ongoing efforte tofle]&dmin
communications either via emaf of Poyments

Please indicate whether you wil Submiseions

er, fnformed we send out periodic

See bel v want to capture noi,

Optional Details
Fax Number (] ) [ |

BECUT 551 CERTIFICATES

Designation I |

ABOUT SSL CERTIFICATES

Postal Address |

Click on “Register”

Step 5:

You will now get a “User summary” screen, which you can print for your records, or you may proceed to register additional users in the
same manner as detailed above.

YV SARS @FI_I_IN_B_ S Wit [ Tevife & CORione

User Summary

Basic Details
Login Hame: TelitalJ62
Mame: Migs Telita Snyckers

Email: tsnyckers@sars gov.za
Telephone Mumber: (012) 4226514

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

ABCHUT 551 CE RTI FITATES

ABCLUT 551 CE FTI FICATES
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ADDING TAXPAYERS TO YOUR PROFILE: BULK UPLOADS
Step 1:

Click on “Organisation” and then on “Upload Individuals”.

¥ SARS @FiLinG

IT12 Individual Taxpayer Bulk Upload

Welzome to the functionality for bulk registration of indradual tax payers. This functionality allows you
RETTTE to upload multiple tax payers at once using a C5Y (Comma Separated alues] file format (see below
for specification).

Organisation

ofe; |1 the docaments open inihe browssy, please bee the "Right Clhick, Save As.." aplion.

KRUGER mc (Miss
| ( ) Please click on "Browse" and select your file to upload. Then click on the "Upload” buttan in order to
start the upload process

_Biowss. | Upload |

Option A:
Step1:

Right click on “Click here for spreadsheet”, click on “Save target as” and save it to your PC by clicking on Save. You will only be able to
add the details of 252 taxpayers per sheet. Please complete and upload separate sheets if you want to register more taxpayers. Complete
the fields, and save the sheet as a CSV type on your PC.

A 5 [ 5] | S I G T
1 BULK TAXFPAYER REGISTRATION CAPTURE SHEET
2 |Tax Practitioner ID:|Tax Practitioner Name: Number of Records in File:
3 | PRecord No Taupayer ID Type | Taypayor ID | I nam T L E-Mail Add
.I 1‘01 = RN e ) s | s - 0 _ HEe T
5] P e FE
5 savein: 1] Deskiop I @@ @ X i E] - Todsy
- — 23 My Docurnents
z ) r;zl =My Compuker
2 My Metwork Places
10 i et i
11 | |
o Bulkflz gistr ationSpraadsha sk
12 Lﬁ
13 ||
14 | My Documents
15 ==
18 —
19 [
21 | Favorices
5 =
23 & | =
24 BukRegistrationSpreadsheet = | Save
= crosoft Excel Workbook =l ‘_carml
% Hs:_ms t EL : b
a7 Unicode Text :t
= microsoft Excel 5.0/95 workbook
% | icrasoft Excel 3.0 Workshest -
32
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Step 2:

Once the sheet has been completed, go back to “Organisations”, “Bulk registration” and “Upload individuals”, click on “Browse” to find
the correct file on your PC, then click on “Upload”.

¥ SARS @FnG

IT12 Individual Taxpayer Bulk Upload

Welcome lo the functionzlity for bulk registration of individual tax payers. This functionality allows you

to upload multiple tax payers at once wsing 3 C3Y (Comma Separated Values) file format (see below
for spacification).

Click here for file specification {.doc - 237Kh)
Click here for spreadsheet {.xls - 411Kb)

Note: If the documents open in the browsar, please use the "Right Click, Save 4s " option

Please click on "Browse" and select your file fo upload. Then click on the "Upload” button in order to
start the upload process.

Bulk Req aﬁnn

Step 3:

You will then get a message that reads “File successfully uploaded. Please check the status for each taxpayer from the status menu
item”.

" . WS @FILING Ste'Map” | Terms & Conditions

e — IT12 Individual Bulk Upload File Statuses

Received File Name
11 Mg 2007 12:05:116:383  BulkRegistrationSpreadshed ts osv 2458
[ LogOut [

[ KRUGER mc (Miss)

Organisation |

Status

View

iew Records

Upload for bulk registration succeeded

IkR i istration

Page 8




Step 4:

Click on “File Status” on the left hand side of the screen under Bulk Registration. Click on “View uploads”. You will be able to view the
status of the entries on your sheet under the “Status” column.

' ms @ FI l—-l NG Terme & Conditions

SARS Home

Individuals uploaded in file

Organisation

1 0733913149 4403195475081 remohizki Awaiing Upload

2 0734014152 7310075525060 thizka Aweaiting Upload

| KRUGER mec (Miss) _Back |

Chustue Regislerens Datais
Bulk Registration
MRS B pCR R ESES

Npecial Links

Option B:
Step 1:

You will be able to extract taxpayer information from your administration system or accounting software into CSV (comma delimited) files
for bulk upload to the SARS eFiling facility. The required format for a CSV file to be loaded is as follows:

e The maximum number of records per file is limited to 500, to avoid the failure of uploading files that are too large in size

e The record format of the data must be Windows NT compliant ASCII

e The file will only consist of transaction records.

e The head / control information will be deduced at the time of the upload of the file.

e Required record structure:

Record number | Sequential number that uniquely identifies a record contained in the file 3 Numeric (1)
TAX-REF-NO Personal tax reference number of an individual 10 Numeric (1)
TAX-ID-TYPE Taxpayer ID type 2 Alphanumeric | (1), (3)
TAX-ID Taxpayer ID 15 Alphanumeric | (1), (4)
TAX-NAME The surname of the taxopayer in the case of an individual. The company 120 Alphanumeric | (1)
name in the case of another entity.
TAX-E-EMAIL The email address of the taxpayer 50 Alphanumeric | (2)
Data rules:
1. Mandatory

2. Not optional
3. The taxpayer ID type field indicates which ID number if provided for the taxpayer
o 01-SAID number
o 02 - Passport number
o (please note only 01 and 02 are valid for this version of the specification)
4. The taxpayer ID may be a SA ID for in individual, a company / CC registration number for a company, or a CC or a Trust deed number
for a trust.
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