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Agenda:

• How to access and navigate the Umoja portal (New users) 

• How to Manage Users - User Access and Roles

• Notification Triggers

• Return Submission methods 

• Demonstrate how to do Manual Excel & Manual input

• How to request Resubmission

• Demonstrate how to add comments

• How to Request for due date extensions

• Q&A 

Umoja Portal End-Users

Key

Learning 

Objectives
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Accessing The Umoja Portal 

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. 

Example of a Notification of a return/submission 
ready for Completion.  

https://paportal.resbank.co.za/Umojaportal/
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• PA Online Administrator – Responsible for adding, granting and removing permissions 

within the PA-Online system.

• Application Notification User – Responsible for submitting applications or notifications to 

the PA.

• PA Online Profile Manager – Responsible for managing the institution’s profile (e.g., related 

party submissions).

• Return User – Responsible for return submissions (User will only see Returns).

User Roles & Access:



Notifications 

Trigger 

The user will receive a 

notification that a Return is due 

for submission

1

Populate 

(Capture) data 

and Upload the 

return on Umoja

Choose the method of 

submission. The system will 

return errors/warnings if they 

were found, ensure all errors are 

fixed before attempting to submit 

the return
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Umoja Returns Process:

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. 
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PA Reviews and 

Analyses the 

Return

The PA will receive & review the 

return as submitted. If there is 

additional data or issues 

identified during the review the 

PA analyst will communicate 

using the Commentary Feature. 

4
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. 
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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 via 

the Portal. 
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Due Date 

Extension

Institution users may request 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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Additional Features in the Return 

submissions Process that may be 

applicable. 



Return Submission Methods:

1. Manual Input 

3.  Automated Upload. (XML & API enabled)

2. Excel Upload



How to Submit a Return via Manual Input  
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This method enables you to input data directly into each section of your submission. Click on the return/submission to input data for | then for 

each data page click on the “Edit” button to manually capture data for that page. 

Click on the EDIT button. The form view of this data 
page will appear, populate the details

1

2
Populate return data in the brown fields accordingly. 

Once you’re done, click on 

Validate & save or Save as 

draft if you’re not ready to 

Validate the data.

3
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How to Submit a Return via Excel Upload 

1
Click on the excel button to download the template file. The 

Return might have multiple data page under it, please ensure 

to download the template file aligned to the main heading of 

the Return, i.e. BA100. 

Populate the downloaded file with data, once done Save and 

close the file. 

2

Click on the Upload Data button. Then click on Choose 

file button to browse and select the prepopulated data 

file for importing. 

Click n “Choose File” to browse and 
select the relevant file. 



How to Submit a Return via Excel Upload 

9

Click on the “Validate & Submit” 

button to submit the return to the PA. 

If the system returns “errors”, that 

means your submission was 

unsuccessful. You will be required to 

fix the errors before you proceed. 

Use the Errors and warnings button 

to view the list of the errors 

received. 

1
2



Query Management 
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A Return with comments will have a ‘speech 

bubble’ , Click on this icon to view the sent 

comments from the PA. 

1

2



Resubmission request
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1

2

3



Requesting a Due Date extension
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1

2

Click on the Due  Date 
Extension button to 
send the request. Indicate the “New Due date”, 

“Reasons for the due date 
extension” and upload a file to 
accompany the request (If 
applicable) 
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