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Serving with passion...

 HOW TO PERFORM 
CERTAIN TASKS ON ITAS
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1.	 How to reset your ITAS portal password?
STEP 1: On your login portal click on forgot Password as indicated below.

STEP 2: When you forgot your Password.

STEP 3: When you forgot your Login Name.
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STEP4:

i) 	 After submitting (number 4) in step3, a “reset link” highlighted in blue will be sent  to the 
email address that you registered

ii) 	 Once you have clicked on the reset link, it will require you to insert your New Password on 
the screen below,

2.	 How to transfer a file on the portal

STEP 1: Login into your Itas/ e-service portal account

STEP 2:

i) 	 Click on “Taxpayer Modification”
ii) 	 Click on “Transfer Request”
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STEP 3:

i) 	 Fill in Taxpayer Information in all fields required.
ii) 	 Click on ‘’New’’ button under attachment to upload the documents required
iii) 	Submit by clicking on the ‘’Submit’’ Button

3. 	How to file returns for individual for Salaried person/
	 pensioners (for those who have retirement annuities 

and study policies)

STEP 1: Log in to your Portal.
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STEP 2:

STEP 3:

i) 	 Click on Return.
ii) 	 Click on my returns.
iii) 	 Click Search your Returns.
iv) 	 Select the Return you wish to submit.
v) 	 Then click on File your return.

STEP 4: Select Normal form



6

STEP 5: Schedule 2 (compulsory for those with study policy)

Insert Names and birth dates of children or beneficiaries in the study policy.

STEP 6:

i) 	 Click on “Schedule 3” (Employment) to open.
ii) 	 Scroll down until you find contribution to approved “retirement Annuity Fund” insert 

(Name of retirement fund, Registration number of fund & Contribution amount) as 
indicated on number 1 below.

iii) 	 Scroll down further until you find “Study policy assurance company name” insert (Name 
of Fund, Registration No. of Fund, Contribution Amount) as indicated on number 2 below.

STEP 7:
 
Click on Schedule 17 and verify if the Total Tax Deducted corresponds with that on the 
PAYE5(s).
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STEP 8:

i) 	 Click and open Schedule 24, indicate if you are the owner of the House you are residing 
in, if so click “YES” and If “NO” (provide the owners Names, tax number/ ID number & total 
rental amount for 12 month) in Number 1

ii) 	 Indicate if you are in possession of the company vehicle in Number 2
iii) 	 Declare once you are done in Number 3

STEP 9: Upload all the mandatory documents:

i) 	 PAYE5(S)
ii) 	 Retirement Annuity certificate(s)
iii) 	 Study Policy certificate(s)
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CONTACT US
AT THE FOLLOWING DETAILS

NamRA SATELLITE OFFICE TELEPHONE 
EXTENSION-OPEN LINES

Section 
Outapi 
Eenhana 
Tsumeb 
Khorixas 
Mariental 
Oranjemund 
Luderitz 
Swakopmund 
Gobabis 
Nkurenkuru
Omuthiya
Opuwo 

Katima Mulilo
T: +264 (66) 252 1164 
     +264 (66) 252 753

Brendan Simbwaye Complex (Midas) Trans Caprivi Highway

Keetmanshoop
T: +264(63) 220 1000
Hampie Plitcha Street

Large Taxpayers
+264 (61) 433 0201
+264 (61) 433 0197

Moltke Street

Oshakati
T: +264 (65) 229 700

Dr Augustino Neto Street

Otjiwarongo
T: +264 (67) 300 400

Dr Libertina Amathila Ave and Dr Frans Indongo ST

Rundu
T: +264 (66) 265 000

Markus Siwarongo Street

Walvisbay
T: +264 (64) 208 6000

C/O Sam Nujoma Avenue & 14th Road

Windhoek
T: +264 (81) 959 4000

Moltke street

Tel Numbers 
(+264) 65 251 513
(+264) 65 263 148
(+264) 67 220 083
(+264) 67 332 271
(+264) 63 240 487
(+264) 63 230 041
(+264) 63 203 522
(+264) 64 405 185
(+264) 62 562 050
(+264) 66 264 930
(+264) 65 247 674
(+264) 65 273 664


