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LOGIN ONTO ANNUAL STATUTORY RETURN  
 

 
 

Not yet a user on the system:  
 
Click on the words óRegister Hereô. 
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The following screen will appear when the user clicked on the óRegister Hereô 
button:  
 

 
 

The user should ensure that he or she selects all the schemes, for which he or 
she would want to register, when clicking on the selection-button. 
 
When the user submits his or her request to be registered, an e -mail will be send 

to the óadministratorô of that scheme, to approve the registration of the user.  
Please note that our system has one administrator for each scheme, which is the 
very first person to register as a user for that specific scheme.  
 

As soon as we receive the approval from the óadministratorô of the scheme, the 
Office will e-mail the new user his or her username and password to access the 
online statutory return.  
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Registered as an user on the system  
 
The user should then capture his or her user name and password on the login 

screen and press submit. 
 

 
 
Forgot your password? 
 
Should a user forget his or her password, the user should use the button 
provided on the login screen stating ñForgot your Password? Click Here ò 
 

The following screen will appear, and the user will be required to complete the 
required information and press OK.  If the secret answer corresponds with the 
answer captured during the registration process of the user, the user will receive 
an e-mail from the Office with his password.  
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As soon as the user has logged in, the following screen will appear:  
 

 
 
The user should choose the specific scheme he or she wants to access.  The user 

will also have the option to choose whether he or she wants to access the 
current yearôs return or the previous yearsô returns (in a read-only format).  
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After selecting the scheme, the following screen will appear:  
 

 
 



HELP FILE ï 200 9 ANNUAL STATUTORY RETURN     

Page 10 of 135 

CONTACT US 
 
Should a user experience any problems with the online statutory return, he or 

she can contact the Office at any point in time  by just clicking on the óContact 
usô option on the task bar . The following screen will appear:  
 

 
 

The name of the financial analyst responsible for the specific scheme will appear 
on the screen.  The user should only complete the details of his or her enquiry 
and press ósendô.  An e-mail will be send to the speci fic financial analyst 
responsible for the scheme.  It is then the financial analystôs responsibility to 

contact the scheme and resolve the enquiry.  
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STATUTORY RETURN 
 
To access the individual parts of the online statutory return, the use r should click 

on the óstatutory returnô button on the task bar. Part 1.1 will automatically open. 
 
General comments on the completion of the return  

 

The system does not recognise apostrophes (ó) and &-signs. Any data that 
contains these signs will not be saved. 
 
The system ignores comma (,) signs. Any text data containing comma signs will 

be saved, the comma sign itself will however not be saved.  
 

PART 1 MEDICAL SCHEME DETAILS  
 

Part 1.1   Details of Medical Scheme and  Certification of Return  
 

 
 

The details of the scheme and its officials are maintained by the Office. Part 1 
will therefore always be in a read -only format. In order to affect changes in this 
part, refer to the pop -up for the contact details of the relevant person to 
address the updates to. 
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Please ensure that the latest details of the Principal Officer, Chairperson, 
Trustee signatory, Scheme, Administrator, Co-Administrator, Fund manager, 
User, Auditor(s) and Liquidator and/or Curator (where applicable)  are updated 

every period in part 1.1 of the return.  Please  note that  the word document will 
be automatically e-mailed to the vari ous persons indicated in Part 1 of the 
return.  

 

Kindly note that the Principal Officer and Board of Trustees as at 31 December 
will be responsible for the signing of the return.  

 
Reference number 
 
When the scheme was originally uploaded onto the system, a reference number 
was automatically registered on our system. 

 

Please note that the reference number will stay the same  even if the scheme 
changed its name. 
 
Amalgamations 
 
A final set of audited accounts, including the statutory return  for the year in 
which a scheme has amalgamated have to be prepared and submitted to the 
Registrar. 

 

Please take note that all the sections must be completed with the data for the 
period in which the scheme that amalgamated was still in operation.  This is 
done to ensure that the full 12 monthsô figures are obtained for all sections, 
especially parts 3 and 4 in respect of the service providers and the statement of 

comprehensive income (the reason being that the new scheme will not report 
on that data in their return as only opening balances are taking into account in 
their return) . 
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Every line item of the statement of financial position should be completed in 
detail.  The closing statement of financial posit ion figures will become zero 
through the use of the last line item  ñLess: Transfer of assets / liability due to 

amalgamationò. For example: 
 

 
 
Please ensure that the closing balances of the scheme that amalgamated agree 

with the opening balance that ha s been taken forward to the new scheme for 
incorporation into their accounts .  
 






















































































































































































































































