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There are three types of user responsibilities for an organisation registered on 
E-Services: 

a. Authorising official b. Administrator c. Rates processor 

Introduction 
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a. Authorising officials 

2



i. Registering the organisation on E-Services 
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1. Enter the organisation’s details in the relevant fields (fields with red asterisks must be filled in)  
 

In addition to this the user will need to upload a copy of one of the founding documents listed in 
the table on the next page which are dependent on the organisation type  
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Organisation type Document required for registration 

Close corporation Founding Statement or Amended Founding 
Statement 

Private Company Registration Certificate 

Section 21 (Non Profit) Registration Certificate 

Public Company Registration Certificate 

Incorporation (Professionals) Registration Certificate 

Co-operative Registration Certificate 

State-Owned Companies  Registration Certificate 

External Companies Registration Certificate 

Trust Acceptance of Trust as Trustee for all 
members (as per website: 
www.justice.gov.za/master/trusteeship) 

Sectional Titles/Body Corporate Identification document with signatories of 
persons acting on behalf of Body Corporate 
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2. Click ‘Browse’ to attach a scanned copy of the relevant document (as prescribed on the previous 
page) 

3. Click ‘Upload’ 
4. Click ‘Continue’ 
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ii. Identifying the authorising official  
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5. Enter information in the relevant fields (fields with red asterisks must be filled in)  
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6. Click ‘Browse’ to attach a scanned copy of a letter of authorisation 
7. Click ‘Upload’ 
8. Click ‘Browse’ to attach a scanned copy of an identity document 
9. Click ‘Upload’ 
10. Click ‘Continue’ 
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iii. Assigning an administrator 
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11. Enter information in the relevant fields (fields with red asterisks must be filled in)  
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12. Click ‘Browse’ to attach a scanned copy of a power of attorney document 
13. Click ‘Upload’ 
14. Click ‘Browse’ to attach a scanned copy of an identity document 
15. Click ‘Upload’ 
16. Click ‘Continue’ 
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iv. Completing registration 
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17. Click ‘Data privacy statement’ to read the statement 
18. Tick the box to agree to the statement  
19. Click ‘Register’ 
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The following screen will appear if the registration has been successful. 

The information will then be sent to be processed by agents at the City of Cape Town. The 
attachments will also be verified. If the documents are found to have any discrepancies then an  
e-mail will be sent to the contact with reason for rejection. 
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If the documents have met the requirements two e-mails will be sent, one to the authorising 
official (Example i) and another to the administrator (Example ii). 
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This e-mail will have a link included in it which links to the registration 
screen. 
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b. Administrators 
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i. Accepting the administrator nomination 
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1. You will receive an e-mail from E-Services to inform you that you have been assigned as an 
administrator 

2. Click on the link provided in the e-mail 
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3. Enter your details and login to E-Services 
4. If you are a new user click on ‘Register here’ to register 
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5. Click on ‘My user roles’ 
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6. Select ‘Accept’ in the Operation drop-down box 
7. Click ‘Save’ 

6 

7 

23



8. You will receive an e-mail from E-Services to inform you that you have been confirmed as 
an administrator. Click on the provided link 
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ii. Maintaining the nominated users in  
specific roles  
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1. Enter your details and login to E-Services 
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2. Click on the  ‘Organisation administration’ tab 
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3. Click on the  ‘Rates and services maintenance’ tab 
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4. Click on ‘Maintain users’ to manage user roles of the selected organisation  
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5. Click on ‘Add nominee’ to nominate a rates processor 
6. Enter the nominated rates processor’s details   
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You will receive an e-mail from E-Services to inform you once the nominee’s role has been 
successfully activated.  
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7. Click on the  ‘Administration maintenance’ tab to manage the administrators of the 
organisation 
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c. Nominated users 
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i. Accepting the user nomination 
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1. You will receive an e-mail from E-Services to inform you that you have been nominated as a 
rates processor 

2. Click on the link provided in the e-mail 
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3. Enter your details and login to E-Services 
4. If you are a new user click on ‘Register here’ to register 
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5. Click on ‘My user roles’ 
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6. Select ‘Activate’ in the Status drop-down box  
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7. You will receive an e-mail from E-Services to inform you that your role has been 
successfully activated . Click on the provided link 
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ii. Processing on behalf of the organisation 
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8. Enter your details and login to E-Services 
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9. Click on the ‘Rates & services accounts’ to manage rates and service transactions 
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