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End-User Process Description

1. Purpose of document

This document has been created to provide a step by step description of the E-Services portal
registration process for the Rates clearance service. Described herein are, firstly the process
carried out by Conveyancer firms and secondly, the “individuals or persons in private practice”.
The acronym PIPP is used to address the latter.

2. Definitions
Below are the definitions of the roles that will be discussed in this document.

% Contact person/ authorising official
o This role may be undertaken by the business owner or a senior official within the
firm.
o This individual is responsible for:
= The registration of the firm on the E-Services portal
= Assigning the initial administrator for the firm.
% Administrator
o Role may be occupied by, for example, departmental head and managers.
o This individual is responsible for:
= Maintaining users and their roles (conveyancers and legal assistants) on
for the firm.
= Maintaining services for the firm.
= Managing user access to the firm’s E-Services account on behalf of the
firm.
% Rates clearance specific roles:
o Conveyancer
= This individual will carry out all Conveyancing activities via the portal
o Legal assistant
= Will have display access to rates clearance applications

ACTIVITIES CONVEYANCER LEGAL ASSISTANT

Navigate Rates Clearance portal X X

View existing applications X X

Create new Rates Clearance Certificate X
application

Search for properties
Upload documents
Edit applications
Apply for Extension
Apply for Correction
Apply for Undertaking

x| X| X X X X X

Request for Revision of Figures
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Apply for Refund X
Apply for Cancellation / Withdraw Case X
Request investigation for a property that X

cannot be found

Other important terms:
% Business partner number

If you have a municipal account at the City of Cape Town then the City regards you as a partner
with which it is conducting some form of business, hence the terms 'business partner'. This
applies regardless of the nature of your interaction with the City.

If you examine your municipal invoice you will find important numbers printed in boxes on the
upper right-hand side of the page. The first box contains your account number, which refers to
the account that this specific invoice addresses. The third box contains your business partner
number. This identifies you to the City across all accounts that you may hold. For example if you
own more than one property you will have more than one account but all accounts should refer
to the same business partner number.

The business partner number will be required during the Rates clearance registration process
on the E-Services portal. Please have this at hand before you proceed with the registration.

3. Conveyancer firm registration

The firm is required to identify an authorising official and an administrator to initiate the
registration process for E-Services on the portal. This requirement is in line with the current
basic organisation registration process for E-Services. Once the organisation has been
registered for E-Services, the administrator may then assign the “Conveyancer” and “Legal
assistant” to act on behalf of the Conveyancing firm.

3.1 Register firm

The authorising official is required to complete the organisation registration form in order to
register the firm for E-Services. The registration form should be completed as below:

i.  Enter the organisation information on the "Organisation” page.
a. Allfields marked with an asterisk must be populated. The business partner
number however should be provided if one exists for the firm.
b. A scanned copy of the firm’s registration document must be attached as
indicated on the form.
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Organisation registration

I»

il

[ [

Organisation

Authorising official/contact person registration Administrator registration Data Privacy Statement

: * denotes a compulsory field

Online Help

Organisation
Organisation name: *
Type of organisation: *

Entity Type: *

Registration number: *

Business partner number:

Address

Street/number: *

Postal code/city: *

Online help for this process may be found by clicking here

[My Firm PTY Ltd |

|Private company (Pty Ltd) =]
|Legal Entity !']i]

2000/010203/07

(1000600000 | ]

[smITH [200 ]
[3210 [caAPE TOWN |

Country: * |South Africa v
PO Box: [21

Please attach Registration Certificate (CoR 14.3): *

[ |[ Browse... | Upload |

C:\Users\...occoomnis! \Pictures\Registration doc.PNG

ii.  Enter the contact/ authorising official information on the next page.
a. Supply all the required information as requested on the form/page
b. Note, business partner number is not mandatory on this page as the contact/
authorising official may not exist as a business partner with the City.
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Organisation registration
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Organisation Authorising official/contact person registration Administrator registration Data Privacy Statement

& Authorising official/contact person registration

Title: * &=

First name: * [ |
Surname: * [ |
Initials: * C 1

Identity type: * [ [+]

identification number: * [ |
Country of issue: * @

Position in organisation: * [

Business partner number: |:|

Tel: * [

E-mail: * [

Please attach a scanned copy of the letter of authorisation: *
[ |[ Browse... | Upload |

Please attach a scanned copy of identity document: *
[ |[ Browse... | Upload |

iii.  Enter the administrator information
a. Note that this individual may be the same person occupying the role of the
contact/ authorising official. If this is the case, please check the box “Same as
authorising official/ contact person”. This action greys out the rest of the fields on
the page. Please continue to the next page. Otherwise complete all the required
fields before you proceed.
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Organisation registration

0 F3 [ ==20 | |

! 1 | | | ! | !

I» 14 = = LT 4
Organisation Authorising official/contact person registration Administrator registration Data Privacy Statement

& Administrator registration
[7] Same as authorising official/ contact person
Title: *

First name: *

Surname: *

Initials: *
Identity type:

Identification number: *

Country of issue: * South Africa [+

Tel * | |

=

110MM

E-mail: * [

Please attach a scanned copy of the letter of authorisation: *
[ |[ Browse... | Upload |

iv.  Accept the data privacy statement
a. The box must be checked before one can submit the registration form.

T 0F CAN Tawn | ESIEISS SASOUAM | S8 KAASTAS . 4 T 5 b
THIS CITY WORKS FOR YOU ‘ b

Organisation registration

i 1 1] =l I
LI LT L7 |
Organisation Authorising official/contact person registration Administrator registration Data Privacy Statement

I»

© Data Privacy Statement

We endeavour to ensure that the data you submit to us remains confidential and is used only for the purposes stated in the Data Privacy Statement. Please confirm that you accept it below.
Data Privacy Statement

The Data Privacy Statement is displayed in a new window. If the display of additional windows is currently suppressed by a pop-up, you must first de-activate this setting.

[Vl Yes, I have read the Data Privacy Statement and accept it.

[ Back | ] Register |
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v.  After the application has been submitted successfully a note will be displayed on the
screen to confirm this.

CITY OF AN POWN | ESTEECE SASERAM | STAR KALPSTAD F
THIS CITY WORKS FOR YOU

Successful submission

Congratulations!

You have successfully submitted your application for E-Services.

An e-mail confirming your registration will be sent to you in due course once the documents you submitted have been verified. Simultaneously another email
notification will be sent to the individual assigned to the administrator role in order to inform the user of that assignment.Steps to proceed will be provided in the

email.

Thank you for taking an interest in the City of Cape Town's eServices.

vi.  Once the application has been processed (verification of submitted information) an email
will be sent to the authorising official confirming the registration of the firm.

Dear [Authorising official]

[Firm] has been successfully registered for the City of Cape Town's E-Services account on [Date].
You have been added to [Firm] as the primary contact person.

If you have any queries please contact support via email: help.uces@capetown.gov.za

City of Cape Town
E-Services department

3.2 Activate administrator

The assigned administrator receives an email to notify him/her of the role assignment. This
individual is thus requested to go onto the E-Services website and login (if an existing account
exists) or register in order to obtain login details.

Dear [Administrator]

You have been assigned as an administrator for [Firm]'s E-Services account at the City of Cape
Town.

To complete your registration, please click on the following link
https://leservices.capetown.gov.zalirj/portal and register (new users) or login (existing
users). Once you are logged in, activate your role as administrator in “My user roles”. You will
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receive a confirmation e-mail once you have done so, and will thereafter be able to use the

service.

If you have any queries please contact us via help.uces@capetown.gov.za

E-Services
City of Cape Town

Once logged in:

Y OF CAPE TOWN | ESICERD SASENAM | STAB RAAPSTAD

THIS CITY WORKS FOR YOU

Username *

Password *

Log On

°R$ Not registered yet? Reaister here
Forgotten your password? Reset your password here

Forgotten your username? Retrieve vour username here
Missing password e-mail? Check/chanae your e-mail address here

Navigate to the “My user roles” page (via menu to the left of screen).

T OTY RORCS FOR YOU

1. B Weicome to E-Services

< Latactia Duar gons

£-Sersican e basn eugred 0 enable ¢35 mract afh e Oty = Capm Tow! ofew
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»”
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Activate administrator role by clicking on the “activate” button and complete the
screens that follow and log off.
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E-Services

E-Services role activation
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« My Profie

» by uner roles

« Service Bgitraton
« Contact us

Rates clearance service activation

Strent / house aumbaer: *
Postal code / city: *
Country: *

Region: *

[adk ] Continue ]
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Rates clearance service activation

Required attachments
Please attach a scanned copy of your wdentity document (SA 10 document or passport for non SA citizens):
[ Browse.. [ Upload]
[[eack ][ Continue |

Rates clearance service activation

Data privacy statement

We endeavour to ensure that the data you submit to us remains confidential and is used anly for the purposes stated in the data privacy document. Please confirm that you ac
statement below.

The data privacy statement is displayed in 8 new window. If the display of add | windows 15 cu tly supp by a pop-up blocker, you must first de-activate this settir

Vi Yes, I have resd the data privacy statement and accept it.

- ——— - —

THS CITY WORKE 08 vou

Wistee
€ Sawr s

reint .
- Wwsam

b Role activation application submitted successfully,

© My noar reen
 Servam Repat
- Cwtad o

W DA 100 The Brstinn Of s robe o E-Bavvioms Rk base) e boumad seiomsiiby

Ths Wil TR A% ST AN (ST TRGEITESSE & ACIWA WEE JEIBE 21 N 13 SI0ARE FAArVKaS O Danal! of pRar COTEATY

. Once activation is complete, an email will be sent to the administrator and the
authorising official to confirm activation.

Dear [Administrator]

Congratulations, you have successfully activated your role as administrator for [Firm]'s E-
Services account. Please login using the link below to access the available online services:
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https://eservices.capetown.qov.zalirj/portal

If you have any queries please contact support via email help.uces@capetown.qgov.za

E-Services department
City of Cape Town

Dear [Authorising official]
[Administrator] has been successfully activated as an administrator for [Firm].

If you have any queries please contact support via email help.uces@capetown.gov.za

E-Services
City of Cape Town

iv. The administrator may then proceed to log back in to E-Services. An
“Organisation administration” tab will appear on the user’s account and will only
be visible upon login after successful activation of the administrator role.

THS OTY WORCS FOR YOU
Norr
T Ot | Orpaensation advieisiration

wie .
BT R T

Organisation administration

o Asbuats s seniie

eMatagm sarre
Tha Cropenesnes ASrerystraton sezsoe siows coumt 1hat 2ave Sear SMgned as AGTISrEtey 13 DeTege 4nC Marian the $91erart *oka 873 Jwrsoas for e Oparuatons £ which they sre
& Updee dstase Srect ASrrestTatzre can add wnd METIZG WETE A0 IPECHIC e TaA. S0E TRGMIN SSUIONA| SEhoe ServiTes 13T 8 FAPMION. AdTneraoce Car 932 B34 3 ETIIe She: AdTRTELRtS!

pEv W to curry out. Orew sclected vou et be srormpred o sehect the scoitatle cromwaeee thet sou wark o3 rmermes R thet e serve. You
S New s wl e OAed wa seepd OF Ther v 1ika and (e S00Nc0aT thay wll e aiie 3 iraraaat o) The Spsenn A i spedied sevice

V. Click on the tab mentioned in ‘iv’ and navigate to the “Activate service” menu
item where the administrator may then select to activate the Rates clearance
service for the firm.

o

THS OTY WORES K8 YOU

v
I Senrae | Dganisstiun strvemistrebiee

wini )

o ArgETT—C setETIOY

Organization Service Activation
+ Acvivs ..-m=">,

» Mac o vy
Do bl 3OS SN Gy SO b P bk L GO T e e M
« daten saten

Vi. Additional information will be requested when this service is selected. This
information consists of the @LAW and Korbitek numbers. If what has been
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entered differs from what we have on our system, the existing entries will be
updated with the entered details.

V- ——

MIS CII’V WOR(S FORYOU

Home
E-Services

"

110 ‘
* Organsation sMMATTINON

@ Rates Clearance Selvice Activation
o Aclivaie & sev e —— e
Tt 190 A W) 1 TaRen & 1 93e0 01 O your OF GRAL NS 11 1 0W ) B0 09 110 1alws CHEIBAIE SON e

o Mansge usets

« Update detuty s
Vii. Submit.
viii. Once activation has been carried out successfully, a note will be displayed on the

screen to confirm this.

h - . b ot

TR CITY WORKS £08 YU

$ MRen ten Service Activated

Sarvice has bean saccaasfaly acteatad for your crpanimation. (e 20€er 13 U £58 service, pasEs Procesdas nomineting Ddviusls (or yoursel) 12 et se procesmars for th sarvice by smng the bk
Nerrewe ey

3.3 Assign Nominees (Conveyancers, legal assistants)

Once activated, the administrator may add nominees (conveyancers and legal assistants) as
required.

I The administrator should log into E-Services and select the organisation to which
he/she is assigned to (Multiple assignments to different organisations is possible).
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Select which organization to work with
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iil. Navigate to “Manage users” menu item.
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iv. Select the ‘Rates clearance user maintenance’ link to add a nominee. The
administrator will be able to select an organisation for which to manage users.
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Organmation

V. A drop down option is provided on each row for the administrator to select the role to
which a user is assigned. Two roles are available i.e. ‘conveyancer’ and ‘legal
assistant’.
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Vi. This assignment process will result in emails being sent out to the assigned

individuals to notify them of the assignments. The nominees will therefore need to
follow the instructions on the emails to proceed.

Dear [NOMINEE]

You have been nominated by [FIRM] to transact on the City of Cape Town’s e-Services portal
under the role [Conveyancer OR Legal assistant] for the [Rates clearance] service.

To complete your registration please click on the following link
https://eservices.capetown.gov.zalirj/portal
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You will be required to login to the City of Cape Town'’s eServices portal. If you are an existing
user, please login using your existing login details. If you are a new user, please register a new
user account. Once you are able to access the eServices account, please activate your role under
“My user roles”.

If you have any queries please contact us via email help.uces@capetown.gov.za

E-Services
City of Cape Town

3.4 Nominee role activation

Nominees need to activate their roles before they can interact with the City via the E-Services
portal. Access to the Rates Clearance service will only be granted once this process has been
completed successfully.

i. The nominee should log into the E-Services portal or register if he/she has never
used the portal before. For the new E-Services portal users, once registered, an
email will be sent to them with login details.

Y OF CAME TOWN | ESIEERD SASENAM | ST KAAPSTAD

THIS CITY WORKS FOR YOU

Username *

Password *

Log On

0R$Not registered yet? Reoister here
Forgotten your password? Reset vour password here

Forgotten your username? Retrieve vour username here
Missing password e-mail? Check/chanae your e-mail address here

i. Once logged in, navigate to the “My user roles” menu option to the left of the screen.
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iii. Click on activate button against the assigned role. Multiple roles may be displayed in
cases where the nominee was assigned to multiple roles.

TR OFY WORSS KR YOU

Home
E-Servees
o .
;"::_‘ My user roles
* SwvenSopaiiies D e v st e e e T et vty ok o et VNS bbbl ) g
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iv. The screen that follows requires the nominee to provide his/her business partner

number. If the nominee has conducted some business with the City before e.g. has
already been through this process for some other role or owns property in the City, a
business partner number will already exist in our system. If however, this is the first
interaction with the City, a business partner will not exist for the nominee. In this
case the field may be left blank.
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The nominee’s address information is required in the next screen as shown below. A
business partner record will thus be created for the individual where this does not
exist already.

99 N e i Mo T3 AT

THIS CITY WORKS FOR YOU
Home
E-Services
11 ‘
« Welcome A " y
« Uy Profie Rates clearance service activation
» My uner roles
« Service Bogetration
o Comtactun
Additional information: Address
Sreet / house numbaer: *
Postal code / aty: *
Country: * -
Region: *
[ Back [ Continue |
Vi.

The user is then required to attach a scanned copy of his/her identity document. This
will be in the form of the South African national identity document or a passport, only
for foreign nationals.
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Rates clearance service activation

Required attachments

Please attach a scanned copy of your wdentity document (SA 10 document or passport for non SA citzens):

[Teak ][ Continue |

Vii. The final step of the activation process consists of the acceptance of the City’s data
privacy statement. The nominee should read this through and the check box should
be ticked to accept this statement in order to submit.

Rates clearance service activation

Data privacy statement
We endeavour to ensure that the data you submit to us remains confidential and is used only for the purposes stated in the data privacy document. Please confirm that you ac
statemeant below.

Doata povagy gt

atement

The data privacy statement is displayed in 3 new window. If the display of addtional windows 1s currently suppressed by a pop-up blocker, you must first de-activate this settir

V. Yes, I have resd the data privacy statement and accept it.

viii. Confirmation of successful submission will be displayed as soon as the submit
button is clicked.
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THS CITY WORKE 508 rou

Wistie
€- S vcn

riel .
« rwsame

i Role activation application submitted successfully.
. Streee Mgt
.l n
iX. An email will be sent to the nominee and the administrator linked to the nominee to

confirm role activation.

Dear [Nominee]

Congratulations! You have successfully activated your role as [Conveyancer or Legal
assistant] for [FIRM]’s E-Services account.

Please login by clicking here to go to the e-services website.

If you have any queries please contact support via email address help.uces@capetown.gov.za

E-Services
City of Cape Town

Dear [Administrator]

[Nominee] has been successfully activated as the [Conveyancer OR Legal assistant] for [Firm].

If you have any queries please contact support via email help.uces@capetown.qov.za

E-Services
City of Cape Town

X. This email will request that the now active user, should login to the E-Services portal
to access the service for which he/she has been activated. In this case the service
will be Rates clearance. A certain level of access will be awarded to the different
Rates clearance roles or functions i.e. ‘conveyancer’ and ‘legal assistant’.
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CTY OF CAPE TOWN | ESICERD SASENAM | STAB KAAPSTAD

THIS CITY WORKS FOR YOU

Username *

Password *

Log On

OR$ Not registered yet? Reoister here
Forgotten your password? Reset your password here

Forgotten your username? Retrieve your username here
Missing password e-mail? Check/chanae your e-mail address here

The active conveyancer or legal assistant may then click on the “Rates clearance
service” tab to access the service.

Xi.

i

THE Y WORKS 1Ok YOU

Welcome to E-Services

Cer g

T CPANOR These ANLAN SNGE pie R 1. FIMIEE NHOR TRET DN 5O BN 1O CNANES B0y WIRITHTGN yin

WOQES 196 2028 FERVEE 13 PO6T SEET TRERETELon.

e ragavanes [F you e v ) e
e MATRARSCNION 50 b (WA Fromm the Besk

By #9ver Sewpererround ganadtsn oy wel o1 pevr po
wEoed. CNCR MIGMERrSd. O fed 15 SOnEACE

o tes page Shaws b WAl it oles aemerad te piv e
WRCTNG  The S MO GACK Tham By ERRCINatIg the rck e

gwteaten’ page bam e 3fweert servons svatebiy o ther wEbate. HETD you A ST whet 3etexEs BT ava kst 304 Waoh of these fog e egmtared b 3ne
Furtte sstemasce bet e Coy aod €3 Swrwicns. 4% wall A6 IFEABESRG ABat Mces, Somcact Jetalt AN STVAI saatl riarmeaton Can Se found on the Oty & geres #ASraton vetits
Ladlal Ads.08

B v Dot Ay (i, CONRIANIN O CRMPARINE BEOME Ton wetin, fhabtn Sread cos s uraliin 2

4. PIPP registration — Sole proprietors

For the conveyancers who wish to register for the Rates clearance service in their private
capacity, the process below should be followed.

Before registration or activation of the service is possible, all users must register for
access to the E-Services portal in order to obtain the necessary login details. If the
user is already registered, then he/she may proceed to login.

Page 21
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CITY OF CAPE TOWN | ESICED SASENAM | STAB RAAPSTAD

THIS CITY WORKS FOR YOU

Username *

Password *

Log On

OR$ Not registered yet? Reoister here
Forgotten your password? Reset your password here

Forgotten your username? Retrieve your username here

Missing password e-mail? Check/chanae your e-mail address here

i. Once logged in, the user should navigate to the “Service registration” menu item to

register for Rates clearance. Select the service accordingly and click on the
“Register for service” button shown below.

THE CITY WORES 708 YOU

l e RS R
S“’:r_ E-Services Registration
-‘l-ut-oomu-
S amsrmg S 3 gty I o Chaoses o g T
Rates dearance service  Fates Sesrance convmpencer o etk ) M regutared Fegute fir senacs
Rates amnd services Vi rtes A0 Baivice ECOUNt SRtady, Babnoes a0d FayiTerts 8 In-Srocess
iii. Clicking on the registration button will lead to the Rates clearance service activation
screen where a business partner number is required. This field may be pre-
populated if a single business partner exists for the user otherwise one must be
supplied or the field should be left blank if this is the user’s first interaction with the
City.
iv. The @ LAW and Korbitek numbers are also required where relevant.
V. The email address that was provided at registration to gain access to the E-Services

portal will be defaulted on the screen. You may change this address should you wish
to have all Rates clearance correspondence sent to a separate address. This is
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however subject to whether or not the user is already using the City’s e-Billing
service (this will be confirmed after the application is processed).

Taeh CITY WS FOR YOu

R e

L-Sarvices

misi .
< cvcine
<ty Pt
* Wy vaer

Rates clearance service activation

That folamng FAGETIRIET M TE3ITE] 11 OPdeT S3 regater (37 ThE TEIED TREFBOOE JANVICR BE & DRETON I EWENE STECO0R
< lerves Megaetieees ¥ wou) wirie For 1 STOOrDUIDY. Srad 0r TREraiore I § SOraen ) SrIwgie EVaLiice, 1 0t 18 wit the rEis Cosraese 30CVH00, your SeopNEISet wil need bo be repisierad by vitting Sur 0/geeeten re
* Covaztve
Forsanal biasens e TIe watdee: v
PLAN Tl
Corutes M bes
Comal addvaz: 430 rates Cearance relEted COMADERARNIE: TITGST R oI oM

Eapee v mae naodgTe om

vii.  Address data will be requested in the next screen in case a new business partner record
should be created.

e e e £
THIS CITY WORKS FOR YOU
Home
E-Services

+ My Protie Rates clearance service activation
» My user roles

» Contact ua
Additional information: Address

Street / house number: *
Postal code / aity: *
Country: * -

Region: *

—Back |[_ Continue |

viii. A scanned copy of the user’s identity document (South African identity document or
passport for foreign nationals) should also be attached for verification purposes.
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Rates clearance service activation

Required attachments

Please attach a scanned copy of your identity document (SA 10 document or passport for non SA citzens):

\ [ Browse_._ [ Upload]

O T

L

ix.  Finally, the data privacy statement should be accepted in order to submit the form.

Rates clearance service activation

Data privacy statement

We endeavour to ensure that the data you submit to us remains confidential and is used only for the purposes stated in the data privacy document. Please confirm that you ac
statement below.

The data privacy statement is displayed in 3 new window. If the display of additional windows is currently suppressed by a pop-up blocker, you must first de-activate this settir

Vi Yes, I have resd the data privacy statement and accept it

X. A confirmation of successful submission will be displayed. The reference number should
be noted for the purpose of enquiry.

THES CITV SvORCS FOM WOU

.
C-hareiom
i N
+ B
oMyt
¥ Rates clearance registration
<y e
© My Awgat s
o Covtact
nt MR e The Aies Ciagranie saveice Ik hesr selettiad sxomsslyly
s ] PeCerer ) ST WARS PRt TOORIMIN W e WS deTal 4% I 10 Boei e Seivie
Kandy Gum yor seberyres rareer 0990000000 wha fabing ervarres rogaedny sour sl nabes
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xi.  Once the application has been processed, an email will be sent to the user with the
outcome. If successful, the user may proceed to login to the E-Services portal.

Dear [Conveyancer]

Your application for the Rates clearance service has been approved. You are now
registered on The City’s E-Services portal as a Conveyancer under the details below:

Business partner number: [..................... ]
@ LAW number: [.............. ]

Korbitek number: |[................... ]

Email: [........ccc......... ]

Please note that all Rates clearance related correspondence will be sent to the email
guoted above. This email may differ from the email you initially provided at registration
due to the fact that an email may have been captured already on your business partner
prior to this application. We can only maintain a single email on your business partner.
We apologise for any inconvenience this may cause.

E-Services
City of Cape Town

>3

Y OF CAME TOWN | ESIEERD SASENAM | ST KAAPSTAD

THIS CITY WORKS FOR YOU

!;4

Username *

Password *

Log On

0R$Not registered yet? Reoister here

Forgotten your password? Reset your password here

Forgotten your username? Retrieve vour username here
Missing password e-mail? Check/chanae your e-mail address here

xii.  Once logged in, the user may navigate to the “Rates clearance service” tab to access
the service.
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THE CIFY WORKS 1R YOU

Welcome to E-Services

Deer geew

The undersigned agree that the documented Business Process as described in this document is
accurate and depicts the current business process. Any additional changes and or future
changes affecting this business process will be handled through the normal change control
procedure.

Name Role Date Signature
Name Role Date Signature
Name Role Date Signature
Name Role Date Signature
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Name Role Date Signature

Appendix A

Documentation required for the registration process — scanned copies

i. Conveyancer firm registration
a. Organisation/company/firm’s registration document
b. Authorising official letter of authorisation
c. Administrator letter of authorisation
d. Authorising official’s Identity document (South African ID or passport
for foreign nationals)
e. Administrator’s identity document (South African ID or passport for
foreign nationals)
ii. PIPP registration
a. Applicant’s identity document (South African ID or passport for foreign
nationals)
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