
                                       TABLE OF CONTENTS 

 

1. Overview ............................................................................................................................................... 2 

2. Accessing e@syScan via eFiling .......................................................................................................... 2 

3. Welcome page ...................................................................................................................................... 3 

4. Scan in a document .............................................................................................................................. 4 

5. Browse to select the required file .......................................................................................................... 9 

6. Upload document to SARS eFiling supporting documents folder ....................................................... 11 

7. Submit Supporting Documents to SARS ............................................................................................ 14 

 

 

 

 

 

 

 

 

  



1. Overview 
 The e@syScan solution will allow a user to browse and convert existing files into PDF file 

 format as well as to scan in a document that will automatically be converted into a PDF file. 

 These files can then be selected for upload to the userôs supporting documents folder on SARS 

 eFiling. 

2. Accessing e@syScan via eFiling 
 

1. The e@syScan functionality is accessible from within the Supporting Documents page on 

eFiling. 

 

2. Supporting documents are currently uploaded against Income Tax Returns and Disputes 

when required by SARS.  

 

3. Therefore when an eFiling user is requested to attach these documents, a Supporting 

Document Group is created on eFiling and a link to upload documents into this group is made 

available from within the IT or Dispute Workpage (whichever is applicable) as shown in the 

example below. 

 

 

 



4. Once the link is selected, the Supporting Documents page is displayed. The e@syScan 

option is then available: 

  

3. Welcome page 
 When logging into the e@syScan application a welcome page, Welcome to e@syScan will be 

 displayed that will indicate the use of the application and what document types can be uploaded. 

 

 



 From this page the user will be able to:  

¶ Begin Scan -  the ability to scan in an electronic supporting document 

¶ Upload Document - the upload of the electronic supporting document 

  

4. Scan in a document 
 If a document is not already available on the userôs computer and network directories, the user 

 has the option to scan in the required document from any scanner that has been installed on 

 his/her computer. 

 Step 1 

 Click the Begin Scan button found on you welcome page. 

   

 Step 2 

 The scanning page is displayed and from this page you will be able to: 

¶ Scan in a document 

¶ View the image scanned in 

¶ Upload the scanned document  



 

  

 Step 3  

 Click on the Begin Scan button to start the process.  Before scanning can be performed you 

 will need to select the type of supporting document that is being scanned in. 

 The following screen is displayed and you can select the relevant type by highlighting the record 

 and clicking on OK. 



 

 Step 4  

 After you have selected the supporting document type you can the select the location where the 

 file will be saved.  The name of the file will default to the supporting document type selected and 

 the type will default to PDF format. 

 You will be able to modify the name of the file but not the type as all scanned images will be 

 created in a PDF format. 

 When all the information is correct you can click on Save to ensure that the document is placed 

 in the location specified by you.

  



 Step 5 

 After the file has been saved you have the option to select the relevant scanner that is linked to 

 your computer. 

 A drop-down list will be provided of all scanners actively connected to your computer. 

 Select the relevant scanner and click on OK. 

  

 As the document is scanned in, a scanning bar will be displayed that will give you an indication on 

 the progress of the scanned document. 

  

  

 

 

 

 

 

 

 

 

 

 

 



Step 6  

 After the document has successfully been scanned in, you can view the image to ensure that it is 

 correct. 

 

 

 If more than one page has been scanned in you can use the arrow buttons to move between the 

 different pages. 

   

 You can view the image by either maximizing or minimizing the image by using the plus and 

 minus buttons. 

   

 If you wish to scan in another document click on the Begin Scan button and steps 3 to 6 will be 

 repeated. 



 If the scanned image is correct, then the option to upload the document to the supporting 

 documents folder on SARS eFiling can be used, by selecting Upload a Document button.  

 Clicking on the Upload a Document button will display the following page that will also include 

 the details of the document you just have scanned in. 

 

 From this page you will be able to: 

¶ Browse and select other documents to convert and upload 

¶ Upload the documents to SARS eFiling 

¶ Be able to scan in another document 

5. Browse to select the required file 
 This function allows you to select a file that will be converted to PDF and which can subsequently 

 be uploaded to the SARS eFiling supporting documents folder. 

 Step 1 

 Click on the Browse button 

    

 Step 2 

 A window directory list will appear and you can select any files that are currently stored on your 

 computer or any network directories that it is connect to. 












