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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.

NAMIBIA REVENUE AGENCY

Log In to Existing Account

Login Name/TIN

Password At

"fl;'lease click on this if you

forgot your password/

O Remember Me I Forgot the Password/Login Name? I
()] Log In as a Taxpayer
(_yLog In as a Representative

If you are not an e-Filer yet? Click here to Reqgister

STEP 2: When you forgot your Password.

Namibia Revenue Agency

Submit J

ifyou forgot password,
please indicate your
Login Name & Portal
Email Address

@ | forgot my Password 1

() I forgot my Login Name

* Login Name e

* Email Address

STEP 3: When you forgot your Login Name.

Namibia Revenue Agency Logout

=20

If you forgot your Login Name.
indicate TIN and Email
Address.

() | forgot my Password

@ | forgot my Login Mame

*TIN 9

* Email Address




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,

Namibia Revenue Agency

* New Password | il Enter your new password
here
* Confirm Password | i

2. How to transfer a file on the portal

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

NAMIBIA REVENUE AGENCY

Enter your
loginfusername
name here.

Enter your
Password At Password here.

[] Remember Me Forgot the Password/Login Name?
(@ Log In as a Taxpayer
() Log In a5 a Representative

Log In to Existing Account

STEP 2:

i) Click on “Taxpayer Modification”
ii) Click on “Transfer Request”

Namibia Revenue Agency 2 Freedom Litwayi Basic Information Change Password

Taxpayer Modification Tax Type Modification Return Transaction Other Services 1y i Print Taxpayer Gertificate

Taxpayer Modification
You can modify your basic information here.
[_"
Contact
Details

You may request to deregister your taxpayer account here.
O]
Deregistration
Request

Click on Transfer

If you wish to transfer your Taxpayer's account from current regional office to another st hars

- regional office/LTO, you can submit your application here

Transter
Request

*ou can modify your taxpayer information here

g
[#
Modify Other
Information




STEP 3:

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

Taxpayer Modification Tax Type Modification Retumn Transaction Other Services My i jistrati Print Taxpayer Certificate

Transfer Request

axpayer Information

TIN 10511594 Taxpayer Name = Freedom Tameko Litwayi New Magisterial District ~ Windhoek ~
Click here to
submit
*Transfer to Office ~ -Select- A *Transfer Reason  -Select- ¥

* Note  Please input the note. o
Z
*Postal Address P.O. Box 7944 *Residential/Business Address Juuso Katangolo Street
Katutura Er 7214 Shandumbala
Windhoek Windhoek
9000 Khomas
Namibia 9000
Marmibia
Ve 4
Click here to
—_—— upload the
ittachment attachment

lecument Uploaded Description Action

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.

NAMIBIA REVENUE AGENCY

Enter your
loginfusername
name here.

- Enter your
Password At Password here.

Remember Me Forgot the Password/Login Name?
(I

(@ Log In as a Taxpayer

(1 Log In as a Representative

ey g
“e

ITyou are not an e-Filer yet? Click here to Register

Log In to Existing Account




Taxpayer Modification

My Notification

Reference No.

DateTo = DD-MM-YYYY
0. Reference No.

10511594

23587748

23587748

23587748

23587885

23587885

23587748

howing 1 of 1 pages with 7 records

Tax Type Modification

Drafts

Outstanding Retums

Subject

Tax Amnesty Programme.
Assessment Notice
Assessment Notice
Assessment Notice
Assessment Notice
Assessment Notice

Assessment Notice

* m

ject

Ofther Services

0

Date

30-05-2023
07-02-2022
07-02-2022
07-02-2022
07-02-2022
07-02-2022
07-02-2022

Status

Status

Approved

Assessed

Returned for Resubmission
Returned for Resubmission
Assessed

Submitted for Assessment

Submitted for Assessment

-Select-

Frint Taxpayer Certificate

Submited by

Freedom Litwayi
Freedom Litwayi

Date From | DD-MM-YYYY

Details of Notification

Q

PO OLPLPLYL

STEP 3:

Click on Return.

Click on my returns.
Click Search your Returns.
Select the Return you wish to submit.
Then click on File your return.

Taxpayer Modification Tax Type Modification Retum Transaction Other Services My Notification Registration Information Print Taxpayer Ceriificate
My Retums My Returns
- Drafts
Your Returms
Outstanding Retums
Return ID TaxType -Seleci- v Return Type  -Select- v Tax Year
Tax Peried  -Select- v Status  -Select- v Data Source  -Select- v Retumn Period
EFT Reference No m L
Select the return you
want to submit

Search Your Retum File YourRetum | Duties&Non-regular Tax | Extend Fiing Due Date | Details of Your Retul

um D Version Tax Type Return Type Return Period TaxYear Tax Period  Period From Period To Due Date Status Data Source  EFT Reference No
Income Tax  Income Tax Return for Salaried Person/Pensioner/Other Individuals 2023 2023 = 01-03-2022 28-02-2023  30-06-2023  Pending for ITAS 1021051159411202300
Income Tax  Income Tax Return for Salaried Person/Pensioner/Other Individuals 2022 2022 - 01-03-2021 28-02-2022  30-06-2022  Pending for Submission ITAS 1021051159411202200

87885 1 Income Tax  Income Tax Return for Salaried Person/Pensioner/Other Individuals 2020 2020 = 07-10-2019 20022020 31-03-2021  Assessed ITAS 1021051159411202000

7748 1 Income Tax  Income Tax Return for Salaried Person/Pensioner/Other Individuals 2021 2021 G 01-03-2020 28-02-2021  30-06-2021  Assessed ITAS 1021051159411202100
wing 1 of 1 pages wih 4 records |« 5| [ oo |
STEP 4: Select Normal form

Tax Period  -Select: v Slafus  -Select- v Data Source  -Seleck v Return Period
EFT Reference No

st |

tun D  Version TaxType
Income Tax
Income Tax

perses 1 Income Tax

perrs 1 Income Tax

owing 1 of 1 pages with 4 records

Return Type

Income Tax Return for Salaried Person/Pensioner/Other Individual
Income Tax Return for Salaried Person/Pensioner/Other Individua
Income Tax Return for Salaried Person/Pensioner/Other Individua

Income Tax Return for Salaried Person/Pensioner/Other Individua

NB: Select C-Form if you only worked for one employer for the whole
tax year and only claiming allowable deduction (Pension/ Provident,
Retirement annuity and study policy contributions).

I ) T

Period To  Due Date Status
P8-02-2023  30-06-2023  Pending for Submission
P8-02-2022  30-06-2022  Pending for Submission
31-03-2021  Assessed
30-06-2021  Assessed

Data Source  EFT Refer|
ITAS 102105115
ITAS 102105115
ITAS 102105118
ITAS 102105118




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.

iif) 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.

Taxpayer Modification Tax Type Modification Refum Transaction Other Services My i istrati Print Taxpayer Certificate

My Returns

Registration No. of Fund

omtribution Ameunt NS

Contributions to an approved Retirement Annuity Fund
Insert fund name,
ame;of fand: | Saniam registration number 1
2 & amount
Registration No. of Fund 0241

bontribution Amount NS 5,400.00

ame of Fund:

Registration Mo. of Fund

Fontribution Amount NS
ame of Fund:

Registration Mo. of Fund

Gontribution Amount NS
ame of Fund:

Registration Mo. of Fund

ontribution Amount NS
et contribution to approved pension. provident & refirement annuity funds N$ 5,400.00
T [aa | oo |
Insert company
tudy policy number 00234 name, policy
number& amount
remiums paid i.r.o.study policies NS 3,500.00

STEP 7:

Click on Schedule 17 and verify if the Total Tax Deducted corresponds with that on the
PAYES5(s).

Vinw: B, Ml

laxatls ammunl  Exciuding tanles ncoms in Schadale 4 A M 353165
Fax Fagekbla Cxcluding tae on Ircoms n Schedale 4 L1 NE 44 02026
Faxoble Income s Schad £ - HE
Tak Payehlie-Toxabike: iz in Scieahd: £ M HE W

I IAL IAX FRYABLE HE 446303
[rax pald:

. Irxlzongl oavvart HE

il B s d el HE
furaar PreviEina paymenbs) HY
[er=ion beves 32 €N [2#Enee Ce2rsee b De om a Hemlaan sourze HE
FOTAL TEX FAID HE 2K
Fanploye: ke deaheher':

okyers TN 12075459 B
[FAG Deducted ME 42547237 g
ELIM £ EMIPLOY SE' TAX DEDUCTED [T

1 LAK OYERIFILE 18 HE A LETAT




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

Schedule 24 : EMPLOYERS HOUSING AND VEHICLES
|re you the owner of the house you are residing in? If no, please state: 6 @ Yes (O No
[Name of owner
{Address of owner
- Yes No
Do you rent the house you are residing in?
[+ x
[TIN of house owner
|D/Redgistration Number
{Amount of rental paid to the owner NE
ether the owner of the property is also your employer Yes No
|Are you in possession of a company vehicle? If yes,please submit the following information: QO Yes @ No
[Employer TIN
[Make of vehicle
[Model of vehicle
[vehicle identification number (VIN)
[Purchase price N§
[Conditiens of use (e.g. limitation regarding costs paid by employer or limitation regarding kilometers travelled for private purpose)
2 z 1
STEP 9: Upload all the mandatory documents:
-
i) PAYES5(S)
T - - r
ii) Retirement Annuity certificate(s)
T - =g
i) Study Policy certificate(s)
Taxpayer Modification Tax Type Modification Retum Tranzaction Otner Services My Notification Registration Information Print Taxpayer Certificate
My Returns
[tachment Container
ocument Uploaded Description Action
ertificate i..0 interest received for minor children ®

ertificate .r.0 building society dividends received

(]

'AYES Certificates

ertificate 1.0 interest from Foreign Sources

ertificate 1.0 interest from Other Namibia Sources

ertificate i.r.0 donation issued by educational institution or welfare organisiation

ertificate 1.0 retirement fund

L L L L L L L L L L L L HL LD
B =5 s 82 8 82 8 8 8 8 8 8 8 8 2

ertificate 1.r.o study policies

ertificate 1.r.0 annuties received

inancial statement for partnership

otice of aszessment from foreign country

roof of tax withheld

‘ehicle’s proof of purchase hint: VIN

‘ehicle’s proof of sale hint: VIN

®@ @ @ @ @ @ @|0o||le|e @ @ |

Peciaration letter for partial employment periods




CONTACT US

AT THE FOLLOWING DETAILS

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/0O Sam Nujoma Avenue & 14th Road

Windhoek
T: +264 (81) 959 4000
Moltke street

NamRA SATELLITE OFFICE TELEPHONE
EXTENSION-OPEN LINES

Section Tel Numbers
Outapi (+264) 65 251513
Eenhana (+264) 65 263148
Tsumeb (+264) 67 220 083
Khorixas (+264) 67 332 271
Mariental (+264) 63 240 487
Oranjemund (+264) 63 230 041
Luderitz (+264) 63 203 522
Swakopmund (+264) 64 405185
Gobabis (+264) 62 562 050
Nkurenkuru (+264) 66 264 930
Omuthiya (+264) 65 247 674
Opuwo (+264) 65 273 664

www.namra.org.na
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