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1. GETTING STARTED ON THE UMOJA PORTAL 

1.1. Purpose of this guide 

This user guide is a comprehensive resource for navigating and utilizing the features of the Umoja 

Portal. This guide is designed to assist users in effectively managing their regulatory submissions 

and interactions with the Prudential Authority. 

1.1.1. Why Umoja? 

The Umoja Portal serves as a centralized platform that streamlines the submission process, 

enhances communication, and ensures compliance with regulatory requirements. Whether you're 

submitting financial returns, managing user accounts, or resolving data validation errors, this guide 

will provide step-by-step instructions to help you achieve your goals efficiently and accurately. 

1.1.2. Who Should Use This Guide? 

This user guide is intended for individuals responsible for preparing, validating, and submitting 

returns or managing organizational compliance requirements through the Umoja Portal. It is also 

valuable for IT and support staff who assist with data uploads or portal configuration. 

1.1.3. Key Features Covered in this Guide: 

• Getting Started: Accessing the portal, General system navigating 

• Notifications and Alerts: Tracking submission deadlines and updates.  

• Data Capturing/Upload and Return Submission: Detailed instructions for manual 

data entry, Excel uploads, and XML configurations. 

• Error and Warning Management: Steps to identify, review, and resolve issues 

during data validation. 

• Query Management: using the Comments feature as a 2-way communication tool 

from the PA to the Institutions and vice versa.  

• Resubmission Requests: Sending request for resubmission to the PA and vice 

versa 

• Requests for return submission due date extension: Be able to request for Due 

Date Extensions on returns.  

1.2. Accessing and Logging into Umoja Portal 

The PA Umoja Portal is an online, web-based system which means you can access it using any 

browser of choice.  

To access the Umoja portal, go to: https://paportal.resbank.co.za/Umojaportal/ You will land on the 

PA Umoja Login page, enter your login details then click on login.  

https://paportal.resbank.co.za/Umojaportal/
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You will be prompted to populate an One Time Code (OTC) – this will be sent via email.  

  

Please note the following section is only applicable to users who have access to multiple institution 

profiles. You will be able to select the entity profile applicable on the dropdown menu; then click 

“Login”. 

 

Once logged in, you will land on the Home Page.  

 

Populate your email address as your 
username and elected password in 
the password field. 
 
Click on the “Forgot Password” link to 
reset your password.   
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NOTE 

Please note you need to be a registered user under a licensed and registered 
institution to access the Umoja Portal. Contact your internal PA Online Administrator 
for access, alternatively contact your PA Frontline Analyst.  

1.3. Home Page: 

You can access the Home page at any time by clicking “SARB Prudential Authority” logo. Access 

the main menu.  

 

1.4. Returns/Submissions:  

Under returns/submission you will be able to access the following options: 

• View Notifications  

• Complete (Upload returns) and submit  

• View Submissions History  

• Request Resubmission 

• Request for a due date extension 

• Draft Returns/Submissions 

• Delete Return/Submission 

1.5. Documents  

The Documents functionality allows institution users to view any public documents relating to 

regulatory policy, legislation, directives etc. which the Authority has published about their industry. 

1.6. Understanding the Return/Submission Process 

Submitting a return within Umoja is simple, prepare your data, depending on your chosen input 

method you will be able to easily capture or upload your data.  
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The below shows the entire returns submission process from the institution: 

 

 

  

Notifications 

Trigger 

The user will receive a 

notification that a Return 

is due for submission 

1 
Capture and 

upload the 

return on Umoja 

Choose the method of 

submission. The system 

will return error/warnings 

if they were found, ensure 

all errors are fixed before 

attempting to submit the 

return 

2 
Submit the 

Return 

Once all errors and/or 

warning have been fixed, 

proceed with submitting 

the return. The process 

automatically sends the 

return to the PA for 

analysis.  

3 
2-way Communication 

(PA and Institution 

user) 

Best practice is to use the 

Comments feature to 

receive and respond to any 

queries, requests or 

comments from the PA and 

vice versa. This is to 

ensure timeous responses 

and continuity.  

4 

Resubmission 

Request 

Resubmission requests may come 

from the PA or from the user. In 

instances where additional data is 

required by the PA, a request will 

come via the Comments feature 

from the PA, then the user will be 

required to initiate the request from 

the Portal.  

5 

Due Date Extension 

Institution users may request for 

a Due Date Extension via the 

Portal before or after the due 

date, however it is at the 

discretion of the PA to Deny or 

Approve the request.  
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2. CAPTURING & SUBMITTING RETURNS 

There are three methods for capturing/uploading your return data and submitting your 

return/submission on Umoja:  

1. Manual Data entry 

2. Excel Upload (Enabled by template File)  

3. Automated Machine-to-Machine Upload 

The below section focuses on explaining each submission method and the process to follow for a 

successful submission.  

2.1. Manual Data Entry  

This method enables you to input data directly into each section of your submission. Access the 

Manage Returns/Submissions page | Click on the return/submission to input data for | then for each 

data (section) click on the “Edit” hyperlink to manually capture data for that page.  
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The form view page of the return will appear, populate your data in the “brown” fields  

 

 

2.2. Excel Data Upload Method 

This option allows you to populate submission data using a template. The template can be 

downloaded from the Umoja Portal. Be sure to download the correct template before attempting the 

upload. To successfully submit a return using the Excel Upload Method, follow the steps below:   

Steps for uploading Return Data via the Excel Method 

Step 1: 
Notification 
trigger 

You will receive a notification via email when returns are ready for completion.  

 

Additionally, the home page under the "Notifications" section will display a note 
listing all returns or submissions awaiting completion. 

Step 2: Search 
for Return 

To complete the return, click on the hamburger menu icon, then select 
Returns/Submissions from the dropdown menu.  
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The Manage returns Page will appear. Click on the Return you would like to upload 
data for:  

 

Once the return is open, you will be given options for populating data for your 
submission.  

Step 3: 
Download 
template file   

 

Click on the excel button  to download the Excel Template for the 
Return/Submission. 
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Step 4: Populate 
template file 
with Return 
Data.  

 

Below is an example of a Template downloaded from the system for populating and 
uploading data. Follow the instructions, populate only the fields that are light and 
dark brown. Once the data is uploaded, the fields in Blue will automatically populate.   

• Dark Brown Fields: Information is selected  

• Brown Fields: Information is captured 

• Light blue fields: Information is calculated on this sheet (do not captured) 

• Dark Blue fields: information pulls from another sheet. 

• White fields: No input required.  
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Step 5: Upload 
Return Data 

Once you’ve populated your template with your data and ready to upload, go back 

to the portal then click on the button:  

 

Click on “Choose File” to browse for your prepared template on your local machine: 

 

After selecting the file, if it is Valid the following screen will appear, click on “Done” 
to complete the Upload. 
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The following screen will appear with additional action buttons: 

 

 
Validate & Submit: Once you’ve successfully uploaded your 

data the next step is to Validate and submit (this is only if there are no 
validation errors found during your upload) 

  

1 

1 

2 3 5
5 
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 Upload Data: Use this button should you wish to re-upload your 
data  

 Due Date Extension: Click here to request a due date extension.  

 
 Errors & Warnings: The red number indicates the presence of 

errors or warnings identified during the upload process. Please note 
that if errors are found, the submission will not be successful. You must 
resolve all errors before proceeding with validation and submission. 
Warnings, on the other hand, highlight non-material issues in your file 
upload that may not prevent submission but should still be reviewed. 

 

Step 6: Validate 
and submit 

Before proceeding with validation and submission, review the Errors and Warnings 
identified during the upload process. To do this: 

1. Click on the Errors & Warnings button. 

2. A page displaying a list of all errors and/or warnings will appear. 

3. Refer to the Problem and Additional Information columns to understand 
the issues causing the errors and/or warnings/ alternatively click on the 
Export button to download the file with all errors and/or warning found to 
work through them outside the system.  

Please note that should there be any Errors, you will not be able to proceed with 
validating and submitting the request, ensure to fix all errors before continuing.  

  

Once all errors & warnings have been cleared, you can proceed to Validate and 
Submit the return.  

Click on the Validate & Submit button to proceed with your submission.  

2 

3 

4 
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2.3. Automated Upload (Machine to Machine API Connection) 

The third submission method is the Automated Machine-to-Machine upload process, enabled 

through API integration. Institutions have the option to build and enable machine-to-machine 

capabilities to submit their regulatory returns to the Prudential Authority (PA) via the PA's regulatory 

submission system, Umoja. This submission method serves as an alternative to the Manual and 

Excel upload options. It is not mandatory and is provided as an optional feature. 
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3. MANAGING RETURNS  

Under the manage returns page you can Request resubmissions, request due date extensions, view 

a history of your returns/submissions and communicate directly with the PA through the “comments” 

functionality.  

3.1. Comments/Query Management  

The Comments feature enables direct communication between your institution and the Prudential 

Authority (PA) regarding any queries related to your returns or submissions. It also allows the PA to 

communicate directly with you. This feature ensures timely responses that are specifically targeted 

to address issues encountered on Umoja or with your returns/submissions.  

Comments initiated by the institution to the PA 

Access the Return/submission you would like to send comments on, then click on the Edit button 

next to “Comments”:  

 

The following screen will appear for you to add your Comment(s):  
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Capture details of your comment in the fields highlighted. Click on “Add” to insert additional rows for 

more comments. Please note you do not need to select which row, table or column the comment is 

directed to should this no be the case. u can add just the commentary.  

Once done, click on “Validate & Save” to save and submit, alternatively click on “Save as draft” if 

just saving.  

Accessing Comments sent by the PA 

Access Returns/Submissions that have comments click on your main menu icon, then select Re a 

list of all your draft returns/submissions will appear.  

 

To reply to the PA, click on the ‘Reply’ button, populate in the field that appear, you are also able to 

upload supporting document where necessary. Once you’re done click on “Add”.  

  

 

 

A Return with comments will have a ‘speech 

bubble’ , Click on this icon to view the 

sent comments from the PA.  

 

Click on the Action to 

`Notify’ the PA of your 

reply.  
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3.2. Submission History 

Submission History allows you to review and print returns/submissions that have previously been 

submitted to the Authority. The 'Return/Submission History' can also be viewed from this area which 

displays the versions of the return/submission. 

Click the View Returns/Submissions icon link associated with the Return/Submission you wish to 

extend in the same row as the return/submission name. 
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4. REQUESTING A RETURN RESUBMISSION 

The Request resubmission (PA & Institution) 

The "Request for Resubmission" feature allows institutions to notify the Prudential Authority (PA) of 

any errors that require rectification within a return or submission. Upon receiving the request, the PA 

will review it and decide whether to approve or deny the resubmission. Additionally, the PA may 

initiate a request for resubmission if there are any queries or data requirements. When such a 

request originates from the PA, it will be communicated through the Comments feature within Umoja. 

The trigger to "Request Resubmission" will always originate from the institution. 

To request a resubmission from Submission History page, follow the steps below: 

Step 1: 
Access your 
submissions 
page 

Navigate to Returns/Submissions page and click “View Returns/Submissions” 
button on the Manage Returns page.

 

Step 2: 
Request 
Resubmission 

Click on the “Request Resubmission” icon 
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Step 3: 
Populate 
details of the 
request  

The following page will appear, populate the fields as required, stating 'Reasons for 
request'. Please note all fields are mandatory and therefore cannot be left blank.  

 

If you wish to proceed with the request, click on the “Send Request” button.  

Step 4: 
Confirmation  

An acknowledgement of your request will be displayed on the screen. Click on 
“Confirm” to complete the request. 
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5. REQUESTING A DUE DATE EXTENSION 

Submit a request to the Authority to request a due date extension for the deadline set for submitting 

a Return/Submission. It is up to the Authority to then either “Grant or Deny” the request to extend 

the due date.  

Requesting a Due Date Extension 

Navigate to Returns/Submissions in the Umoja Portal main menu. You will be taken to the Manage 

Returns page, listing all available Returns/Submissions for completion, including 

Returns/Submissions where a due date extension request is available.  

Click the Request Return/Submission Due Date Extension icon link associated with the Return you 

wish to extend in the same row as the return/submission name. 

 

Details of the Request Due Date Extension are displayed with a request to fill in the 'Request new 

due date' and 'Reasons for request', once you’re done click on ‘Send Request'. 
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You are required to confirm your request. If you wish to proceed with the request, select Confirm. An 

acknowledgement of your request will be displayed on the screen. 

 

 


