Open FSCA e-
Portal and
navigate to FAIS

Responsibility

Any authorised
staff member

SOP - Retrieving DOFA Reports

Tool/Template

FSCA e-Portal:
https://www.fsca.c
0.za/Pages/Default

.ASpPX

— Regulated
Entities — E-
Services — FAIS

Timeline

When assigned

Ensure you have a
legitimate purpose and
consent (POPIA).

Login to the e-
Portal

Any authorised
staff member
(using Compliance
Officer credentials)

FSCA e-Portal login

Immediately

Use the Compliance
Officer’s credentials.

Select the correct
FSP and open
DOFA search

Any authorised
staff member

FSCA e-Portal —
Select FSP —
“Search for DOFA”

Same session

Confirm FSP number and
legal name match the client
you're processing.

Run the DOFA
search by ID

Any authorised
staff member

FSCA e-Portal
DOFA Search

Same session

Enter the representative’s ID
number, confirm consent,
and provide the reason for
the search. Click “Search ID
for Date of First
Appointment (DOFA)”.
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