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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 u s e suppsrting documents folder on SARS
eFiling.

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.

Returns Issued
Personal income Tax
(TR12) INCOME TAX WORK PAGE e Got :
[ FLASH® FLAYLR AR RELADL
—
Mr C Planet Correction Filed
2 i
SARS 1234567890
SIS Fdonte
Ri2
Special Links

Open my return with @ Flash Player ' ADOBE Reader

LAST UPDATED ALCULATION

D
mR12 Filed through eFiling 2010/06/29 Mr C Planet 1 View

mrRi12 Filed through eFiling 2010/06/29 Mr C Planet 2 Not Requested
MmR12 Saved 2010/06/29 Mr C Planet i3 Not Requested
[ QuerySARSStatus || TaxCalculator || RefreshiRPSData ||  Manually Submitted | RequestHistoric Documents |

Q It is mandatory to submit accompanying supporting documents with the latest version of your return above

SUPPORTING DOCUMENTS STATUS DATE SIZE (Kb)
0

Return Subrrias'nn Documents Watting for Documentation to be Uploaded 2010/06/29 0

W




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

HOME SERVICES | CONTACT LOGOUT Taxpayer List: Mr C Planet (Shared ITR12) v
TR T SUPPORTING DOCUMENTS FOR RETURN SUBMISSIONS
= @ ror e oy s nconat; s o
& For more information on how to use this functionality, please click here.
Croymonts |
Lt b =
SARS Tax Reference Number: 1234567890
Correspondence Return Type: Individual Income Tax Return (lTR12)
m UPLOAD SUPPORTING DOCUMENTS
Document Name: Browse...

Note: The only files types which may be uploaded are .jpg, .gif, .pdf, .doc, .docx, .xis and .xisx.
Maximum allowable size of each file uploaded is 2MB per document.

[upioad | [ Easyupioad || EasyScan |

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.

Welcome to e@syScan,

This page will allow you to connect to your scanner and
scan your supporting documents for upload to eFiling.

To scan your electronic supporting document click here

Begin Scan

e@sy3can will also allow for upload of the following doc types
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Micrsoft Office Documents Open Office Documentis Image Fr.ﬂrats
doc, docx, s and xlsx odt and ods pna, bmp, jpeg and tiff

o

To upload your electronic supporting document click here

Upload Document




From this page the user will be able to:

1 Begin Scan - the ability to scan in an electronic supporting document
1  Upload Document - the upload of the electronic supporting document

Scan in adocument

I f a document is not already available on the wuser?d
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.

Begin Scan

Step 2

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

1 Scaninadocument
1 View the image scanned in
1 Upload the scanned document



Begin Scan || Upload a Document

0.1.4 BETA

Scan View PDF Documents
Name

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.



e@syScan

EI Please try to keep the amount of pages per scan to less than 5 pages.

Please Select A Supporting Document Type

IRPSIT3(a) certificates
Investment income certificates (IT3(b))

Pension fund and Retirement Annuity contribution certificates
The employment contract in respect of which you received foreign income
Foreign income received
Schedule of days outside South Africa in respect of your foreign income
Foreign dividendiinterest
Capital Gains Tax calculation
Contract in respect of sales that gave rise to the capital gain/loss
Proof of the base cost used in calculating your gainfloss

1]

| ok ||Canoel|

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.

Select allocation to save your file

Save In: [ My Documents

oo
oo

7 Bluetooth Exchange Folder [ Updaters
3 Downloads
3 My Dropbox
3 My Music
3 My Pictures
3 My Shapes
3 My Videos

(] Visual Studio 2008

File Hame:

Files of Type:

IRP5T3a

*.pdf

Cancel




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.

Morena source selector

Select TWAIN source
CanoScan N1220U -

OK Cancel

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.

46 %
(T |

Cancel




Step 6

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

‘ Begin Scan H Upload a Document

0.1.4 BETA
Scan View PDF Documents

MName

ES0.pdf
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If more than one page has been scanned in you can use the arrow buttons to move between the
different pages.
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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:

i Browse and select other documents to convert and upload
1 Upload the documents to SARS eFiling
i Be able to scan in another document

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.


















