


Module 7 Part 2 : Employer Tax Season 

Made Easy on eFiling and e@syFile
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At the end of this module, you are expected to understand:

• EMP501 Tax Type Activation Process on eFiling,

• EMP501 Reconciliation Process on eFiling,

• How to use eFiling to Submit EMP501 (bi-annual and 

annual reconciliations),

• How to Download and Install e@syFile,

• Reconciliation Process on e@syFile.

Learning Objectives
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• Activation/Deactivation of specific tax types – In order to transact on eFiling (e.g. Submit 

returns, make payments, request statement of account) the applicable tax type must be 

activated on your profile.

• Transfer of tax types (All tax products) between the organisation and tax practitioner 

profiles. (To be reviewed by the Taxpayer/Registered Representative).

EMP501 Tax Type Activation Process

To activate/deactivate/Request Transfer of tax 

types of the Entity click on:

• Organisation (Top menu)

• Organisation (Left menu)

• Tax Types

• Manage Tax Types

Select the items that you want to

activate/deactivate and click on

“Submit”
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Click on “Manage Tax Types” A table will display with the information. Please make sure the 

EMP501 is successfully activated by selecting under Action and then “Submit” at the bottom.

EMP501 Tax Type Activation Process
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To request a return for the applicable reconciliation period for the steps below:

• Select ‘Returns’ that will be on the top menu,

• Select ‘Returns Issued’ from the left menu and select ‘Employees Tax (EMP501)’,

• Select the period of reconciliation from the drop-down list, and click on ‘Request Return’,

• Click on ‘Open’ to access the EMP501 work page.

EMP501 Reconciliation Process
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Please Note: If you have selected a final reconciliation before the 1st of March, the following 

screen will be displayed. You will be required to confirm that you wish to continue and provide 

a reason as this is only used in exceptional cases where the company is in 

Liquidation/Winding up the company/Insolvency/Estate cases/Dormant etc.

EMP501 Reconciliation Process
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After accessing the EMP501 work page, Click on the ‘EMP501’ link to open the return. The 

employer will be able to complete the Tax Certificates once the EMP501 is opened. If the 

reconciliation has already been submitted via e@syFile for this filing period, there will be an 

error message and the employer will not be allowed to submit the reconciliation on eFiling. 

Click on “Continue” to continue to the EMP501 work page and to complete the EMP501.

EMP501 Reconciliation Process
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The EMP501 Declaration is divided into the following main headings, namely:

• My Reconciliation Declaration

• My Tax Certificates.

The following sub-headings will be available under “My Reconciliation Declaration”: 

• Employer Information;

• Tax Practitioner Details (if applicable);

• Employment Tax Incentive;

• Financial Particulars.

EMP501 Reconciliation Process
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When everything is successfully completed on the EMP501, the colour will change to “Blue”.

EMP501 Reconciliation Process
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Select “My Tax Certificate” heading at the top

Select “Add” on the right hand side

EMP501 Reconciliation Process
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After selecting “Add”, the certificate will be available on the left-hand side. Select the 

“Certificate” to open.

EMP501 Reconciliation Process
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The IRP5/IT3(a) certificate form is divided into the following main headings, namely:

• Employee Information,

• Employer Information,

• Tax Certificate Information,

• Employment Tax Incentive (ETI) Details (If Applicable).

EMP501 Reconciliation Process
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After the “Certificate” is completed, click on “Validate” on the right-hand side.

EMP501 Reconciliation Process
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Select “Yes” to continue.

EMP501 Reconciliation Process
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The eFiling system will validate all the certificates created.

EMP501 Reconciliation Process
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When clicking “Submit Form” the system will require a date of submission if not completed. 

Select “Agree” to submit the Reconciliation.

EMP501 Reconciliation Process
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The screen below will display indicating that your return has been successfully submitted.

Click on the “Continue”, button.

EMP501 Reconciliation Process
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The screen below will display indicating that your return has been successfully submitted.

Click on the “Continue”, button.

EMP501 Reconciliation Process
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How to submit  EMP501 on eFiling
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Please visit the following link on the SARS TV channel on YouTube to access the video:

https://youtu.be/i95muVWhOQg

YouTube Link

https://protect-za.mimecast.com/s/WfBCC0gMDBI0XPqLHDRig2?domain=youtu.be
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• Employers are required to submit an Employer Reconciliation Declaration (EMP501) to 

SARS twice a year.

• Interim reconciliation declaration for the six-month period,1 March to 31 August must be 

submitted by 31 October.

• Annual reconciliation declaration for the full year, 1 March to 28/29 February must be 

submitted by 31 May.

• The opening of the Employer Filing Season will be communicated before the start of each 

filing period. The Employer Filing Season dates will be made available on the SARS 

website.

• By using e@syFile, an employer can now submit and make payments.

e@syFile
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In the event that the employer has more than 50 employees, employers need to 

make use of e@syFile software that can be downloaded from the SARS website. 

Important things to remember:

• Ensure that your PC is compatible to download and operate e@syFile,

• e@syFile is an offline system. In order to submit to SARS you will need to insert 

your eFiling login details,

• When creating the login details, the main username will be defaulted “ADMIN”,

• Make sure that you back up your database on e@syFile,

• Always update your software when prompted to do so,

• Always read pop up messages before clicking “OK”.

e@syFile
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How to download and install @syFile
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How to download and install @syFile
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e@syFile Employer setup

• First time users will have to complete a quick user registration after 

installing the application.

• Existing users do not need to repeat the registration setup after updating or 

installing/re-installing the application.

• Your e@syFile Employer database will not be removed during un-

installation or re-installation.

TIP: Always ensure that you have a current backup as a precaution when you 

update or re-install the software.

How to download and install @syFile
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How to download and install @syFile



27

How to download and install @syFile
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How to download and install @syFile
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How to download and install @syFile
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How to download and install @syFile

Follow the steps below in case of an 

installation error:

• Remove previous version 

• Disable Virus Program to  

successfully Install e@syFile.
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How to download and install @syFile
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How to download and install @syFile

User registration/setup

• You cannot change the ADMIN 

username, simply provide a password 

and useful password hint.

• Select logins for a second and third user 

and provide passwords and password 

hints to finalise the setup.

• Password format: Use at least 8 

characters, including 1 capital letter, 1 

small letter, 1 number and 1 special 

character. 

Please note: A full stop or a comma are not 

considered special characters.



33

Reconciliation Process on e@syFile

• Creating an employer

o It is important to first create an employer to be able to activate the tab on the home screen.

• Processing certificates

o You can import your payroll CSV files or you can create the IRP5s manually on e@syFile to be 

able to balance your submission.

• Capturing the EMP501

o SARS data needs to be accepted,

o Compare Financial figures between IRP5 and the EMP201 on the declaration,

o Validation.

• Submitting the reconciliation declaration

o To file the declaration, eFiling login details are required,

o Validation of the EMP501 and certificates.

• Generating the certificates

o Only available on the final recon & not available on bi-annual recon.
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Reconciliation Process on e@syFile

ZAR Code Error Older Submissions
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Reconciliation Process on e@syFile



36

Reconciliation Process on e@syFile
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Reconciliation Process on e@syFile
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Reconciliation Process on e@syFile
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Cancelling and Reviving Certificates
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Cancelling and Reviving Certificates
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Cancelling and Reviving Certificates
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User Rights
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Cancelling and Reviving Certificates
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Cancelling and Reviving Certificates
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Cancelling and Reviving Certificates
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Cancelling and Reviving Certificates
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Cancelling and Reviving Certificates
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Cancelling and Reviving Certificates
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Cancelling and Reviving Certificates
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e@syFile Employer: Introducing ETV (Employee Tax 
Validation)

• Ensure that you retrieved the submissions status update under Utilities, on the EMP501 

Dashboard in e@syFile Employer.

• Click on Update next to the relevant submission to retrieve an Accepted or Rejected 

status.

• Please note: ETV feedback will not be available for rejected EMP501 submissions.
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e@syFile Employer: Introducing ETV (Employee Tax 
Validation)
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e@syFile Employer: Introducing ETV (Employee Tax 
Validation)

The details of certificates with errors will be displayed. You can also save the report to a 

text file format by clicking on the Save button.



53

Adobe Reader DC
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Adobe Reader DC
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ETI (Employer Tax Incentive) Reinstatement

ETI Re-instatement Request:

If an employer incorrectly submits an incorrect EMP501 (future dated or without  claiming 

ETI), they will now be able to request a Reinstatement of ETI without  going through the Debt 

Management process or manual intervention.  A new option was added on the Declaration 

page when you click on Request: This will be a real-time request that will return pre-

populated values as per the original EMP201’s submitted where ETI was stated. All the 

standard checks will still be performed (compliance and any assessments raised etc.) and 

the request may also be declined. A pop-up message will provide a reason if the re-instate 

request was unsuccessful.
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Pre-Submission Validation Report
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Technical e@syFile Queries eFiling setup problems

Technical e@syFile Queries eFiling setup problems should be referred to

support@sarsefiling.co.za  for attention. 

mailto:support@sarsefiling.co.za
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