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1. Terms

Applicant A person who makes a formal application for the R&D

Tax Incentive

External users Applicants and associates wishing to apply for the R&D

tax incentive

Pending The "Pending" status means that your application has

been successfully submitted, but the system requires

more information from you before further action can be

taken.

2. Ilcons

Icon Name

View project

Edit project

Project case history
Withdraw/Delete

Add additional
information

Add company or a new
project

© 0 0D 90O

Unlink project

A red asterisk

>k

Click on the icon to —

Get a full view of the project application

Edit your company profile or project
application details

See which stage your project is at
Withdraw the project created on the system

See additional information required about
the project

Adding of a new record

Unlink a representative from company
profile or project application
This indicates that project details have been

changed.



How to access the R&D Tax Incentive system

Open your Internet browser.

Type in https://www.dst.gov.za/rdtax/

On the R&D tax incentive webpage, click Submit Online tab.

Then, in the application process section, click on

https://taxincentive.dst.gov.za



https://www.dst.gov.za/rdtax/
https://www.dst.gov.za/rdtax/
https://taxincentive.dst.gov.za/

4. The dashboard
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How to register on the system

+

L/ /dsireg dst.gov.za/auth/r

How to access the system
1. Type http://taxincentive.dst.gov.za into your browser.

How to register as a new applicant
2. Click on Register link.

3. Enter all the required information.
4. Click on the Register button.

Verify your email address
e Open your verification email and click "Link to email address
verification" to verify your email address.
¢ The email verification link will either take you back to the login

screen or automatically log you into the system.

Resend verification link
5. Click on the Click Here link to verify your email address.
e The system will resend the email to the captured email
address.
e Click on the link sent to your email address.

e The system will open the R&D Tax Incentive system.



http://taxincentive.dst.gov.za/

How to log in to the system

How to log in to the system
1. Enter your registered email address and password.
2. Click on the Sign In button.

The R&D Tax Incentive system will open.

How to reset your password
3. Click on Forgot Password?
4. Enter your registered email address.
5. Click the Submit button.
e The system will send an email to the address provided.

e Click on the link sent to your email address.

Capture new password
6. Enter new password.
7. Click the Submit button.

The system will open the login screen.




How to register an authorised representative
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After you have logged into the system successfully, the system will

display the dashboard page.

— B8RO B0

How to register an authorised representative

1. Click on the plus (+) sign.
The system will display the authorised representative details
page.
Enter all the information in the fields displayed.

3. Click on the Save button.

The system will display the company details page.

Please note that the form saves automatically every 5 seconds. If
you log out and later log back in, the system will display what was
previously captured.




How to register a company's profile and attach the mandatory supporting documents

COMPANY INFORMATION

Conporwy Mt Curtrpary Regairuton Mot

Carmprarny To ol Musstser Codiainrei o it Voot Lt JCCYVINOADON

Aovnal RED bsger for the ourmen

ToAy rewerien fur the host foomow Pl rdustrsd Actreity U Conien

begrritme of epicyess in the comp BUEEE Sttus

How to register a company's profile
1. Enter the company's details.
2. Click on the Save and Continue button.

The system will display the attach document page.

Please note that the form saves automatically every 5
seconds. If you log out and later log back in, the system will

display what was previously captured.




How to attach a document
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How to attach a document
1. Click on the Choose File button.

The system will display the Windows browser so you

can select the document you want to upload.

Select the document in the Windows browser.

Click on the Open button.

Click on the Submit Company button.

e The system will send the applicant an email
acknowledging receipt.

o The system will display the dashboard page.
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10. How to create and submit a new project

How to create a project

([ 2 o0 4
00 oo 1. Click on the plus (+) sign.
The system will display a pop-up message allowing you

Projects Submitted to select a company for the project.

2. Click on the dropdown list to select a company
3. Select a company to be linked to the project.

4. Click on Cancel to return to the previous screen or click
Ok to select the company
5. Click on the Create Project button.

The system will display a form on which you can fill in

project details.

Please note that the form saves automatically every 5
(5 m seconds. If you log out and later log back in, the system will
display what was previously captured. The system will link

Compony Addung o Project For:

Chechannt

the previously saved information to the selected company or

companies.
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How to capture project details

TAX INCENTIVE - NEW PROJECT REGISTRATION

O
© © © 1. Enter project details.
Bt On. FYopLvchsont nfernine S e s 2. Enter the contact person for financial information.
v 3. Enter the contact person for technical information.
L Sara e 4. Enter the contractor's R&D information.
Project Name 5. Click on the Save and Continue button.
iz The system will display the project technical information
Field of Science Animal science ~ page.

Is the R&D activity in o different industrial octivity? O

Project Timelines

Expected stort date (CCYY/MMDD) Expected end dote (COYYMAMDD)

2022-02-13 2022-02-13

Expected Project budget

8000

R&D Location Gauteng ~

2 CONTACT PERSON FOR FINANCIAL INFORMATION

3 CONTACT PERSON FOR TECHNICAL INFORMATION

4 CONTRACTED RED

Are you contracting the Research and Development to O
N O

Y

e SAVE AND CONTINUE

another entity?
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TAX INCENTIVE - NEW PROJECT REGISTRATION

o 2 —O

Project Technical Information

PROJECT TECHNICAL INFORMATION

Whot is the scientific or technological o... In terms of the definition of R&D, activit...

Itis o requirement that octivities reievo..

For what purpose is the systematic investigative or systematic experimentol activities conducted?
(1)(0) Discovering non-obvious scientific or technoiogical knowledge a
(b) Creating or developing Knowledge essential to the use of
(iil) A computer program D
(d) Creating or developing a multisource pharmaceutical product D
(e) Conducting a clinical trial D

KNOWLEDGE ESSENTIAL TO THE USE OF: INVENTION N

Describe the knowledge thot you intend to create or develop in relation to a Inve.

K UPDATE AND CONTINUE

How to capture technical information on the project

Enter the technical information on the project.
Select the relevant claim or claims.

Enter supporting information for the claim.

P 0N P

Click on the Update and Continue button.

The system will display the attach document page.




11. How to edit and save an authorised company representative details

How to edit and save a company representative

COMPANY INFORMATION profile:
1. Click on the Username link.
The system will display the authorised representative
details screen.
2. Fill in the details of the authorised representative.
Ougonteation e - | DV E vere 3. Click on the Update button.

T TR e s The system will display the dashboard screen.
ﬂ".‘l‘l’l‘?ﬁ!'l ;l;.l;!‘!;?ll ";-v'\rl- AL )

Please note that the form saves automatically every 5
Adtagitbn b seconds. If you log out and later log back in, the system
TESTNG TESTNG WITHANE

will display what was previously captured.
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12. How to submit an annual progress report

Step 1: How to create an annual progress report for an

ANNUAL PROGRESS REPORT .
approved project

e —© 90 90
e 1. Click on the Annual Progress Report link.
Click on the Submit Annual Progress Report link.
T - D 3. Select the company for which you are submitting the annual
o s e Comporty Name progress report.
= | .00 5000 4.  Click on the OK button Cancel button to cancel selection.
PersTeR Yy ) 5.  Select the project for which you are submitting the report.

_ 6. Click on the OK button or Cancel button to cancel selection.

Fill in the fields for project progress section.

Seloct Project © oo crone avorons 7. Click on the Save and Continue button or the Back button to
———— return to the previous page.
Z OE] Please note that the form saves automatically every 5 seconds. If
O ma you log out and later log back in, the system will display what was

o previously captured.
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Step 2: How to capture project specific details

1. Fillin the fields of the project specific details section.

2. Fill in the fields for collaborative research and development
section

3. The sections to be completed are dependent on what was
selected by the applicant upon lodging the application for a
project.

4. Fill'in the fields for output of R&D supported through the
incentive during the reporting period.

5. The sections to be completed are dependent on what was
selected by the applicant upon lodging the application for a
project.

6. Click on the Save and Continue button or the Back button to
return to the previous page.

When you click the Save and Continue button, the system will
display the R&D Expenditure and Non-Government Funding

page.

Please note that the form saves automatically every 5 seconds. If a
user logs out and logs back into the system, the system will display
what was previously captured.
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ANNUAL PROGRESS REPORY
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Step 3: How to capture R&D expenditure and non-

government funding

1. Fill'in the fields for R&D expenditure and non-government
funding.
2. Click on the Save and Continue button or the Back button

to return to the previous page.

When you click the Save and Continue button, the system

will display the attachment screen.

Please note that the form saves automatically every 5 seconds.
If a user logs out and logs back into the system, the system will

display what was previously captured.
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Step 4: How to submit an annual progress report for a
project — Attachment(s)

1. Click on the Choose File button.

a. The system will allow you to select the document to
upload.
Select the document.
Click on the Open button
d. Click on View/Download icon to view the attached
document. This icon appears when an attachment is
attached.

e. Click on Delete icon to delete the attached document.
This icon appears when an attachment is attached.

2. Click on the Submit button. The system will display the
declaration popup Where the applicant clicks on the Back
button, the system will display the previous page.

3. Enter capacity.

oo

Click on Accept to submit the application or Decline to

return to the previous screen.
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13. How to submit a notification of change of details

How to submit a notification of change of details for a

Frngects Sulymited

project
1. Click on the Dashboard link.
Click on the Project link.

Click on the Edit icon on the project you wish to change.

The pearpoce of this form s for the Rspoyer tn indicots ary changets) to 0 tompany o project detull Chonges o
o project indlude thoes il swalting o decision by the Mivister of Scdence and hnovetion or olreody cpprowed in
e of the amended Section 110 of the Income Tox Act, 1062, (Act No BB of 1960

Amend the particulars of the project.

o~ 0N

If desired, attach a supporting document.

The system will display the attach document page. Please
follow the steps to attach supporting document to submit
the notification of change of details.

e L e R e e L

Please follow the steps set out on this page.

P P bl e 4 Pt i abe] il e e R B b A

6. Click on the Change request button.

The system will display the declaration pop-up.
------ . Enter Capacity.
7 8. Click on Accept to submit the application or Decline to
—_— —— Q - = return to the previous screen

e CHANTE SEOWNT

Please note that the form saves automatically every 5

seconds. If you log out and later log back in, the system will
display what was previously captured.




14.

How to link users to an organisation
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How to link a user to a company

1. Click on Dashboard link.

2. Click on the Company linking link.
The system will display the
organisation linked to the user.

3. Enter the details of the user to which
the organisation is to be linked.

4. Click on the Add Representative
button.

The system will display the users that

are already linked to the organisation.

How to unlink a user from a company
5. Click on the Delete icon.
The system will remove the user from
the list.




15.

How to link users to a company
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How to link a user to a company

1. Click on the Company linking link.

The system will display the company
that has been added to the system.

2. Select the relevant company for which
to link a user to.

The system will display the users that
are already linked to the project.

3. Fill in the user’s details
4. Click on the Add Representative
button.

How to unlink a user from a company

5. Click on the Delete icon.
The system will remove the user from

the list.
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How to link projects to a company
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How to link project(s) to a company

1. Click on the Company linking link.

2. Click on the plus (+) sign to select a project(s) you want
to link.

3. Select the projects then click the OK button.

How to unlink a company

4. Click on the Delete icon.
The system will remove the project from the list of linked
projects.

How to update the technical or financial contact
person's details

5. Fill in the new details of the contact person.

6. Click on the Update Expert button.
The system will check to see if the user is already on the
system. If the user is not on the system, the system will
send an email requesting the user to register.
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How to navigate through the dashboard
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How to navigate through the dashboard
1. Click on the Overview link.
2. Click on the Briefcase icon.
The system will display a pop-up with the status
update page.
3. View status update. Click outside to exit the pop-
up.
4. Click on the Withdraw icon.
The system will pop-up the withdraw page.
5. Click on Withdraw Project icon.
Click outside the status update pop-up to close it.
6. Click on the Attach Document icon.
The system will display the attach document page.
7. Click on the View Progress Report icon to view the

progress report that was submitted.




