
e@syFile Reconciliation Process



Overview.

• Installation.
• Data base information.

1. Download and installation 
process.

2. Database registration and User 
creation.

3. Dashboard.

• Employer Admin.
• Employee Admin.
• Reconciliations.
• Synchronisation.
• Notification Centre.
• Utilities.

4. Side menu application. 



Minimum System Requirements.



Downloading e@syFile Version 8.
Go to www.sarsefiling.co.za, then click on the e@syFile Employer icon in the bottom right of the 
webpage. 

http://www.sarsefiling.co.za/


Downloading e@syFile Version 8.
After clicking on the 
download link, you will be 
routed to the download 
webpage, which contains the 
link to download the 
installation file, in the 
“Windows Download” 
section of the webpage. 

There is note that advise that 
you do NOT uninstall the old 
e@syFile application, also 
another that details the 
minimum system 
requirements. 



Installation. 
After downloading the installation file, double click on it to start the installation of the applications. 
Follow the prompts to complete the installation. 



Installation.



Installation.



Installation. 

When you open the 
application immediately 
after installation, a message 
will appear that says that 
e@syFile Thin Client is not 
available. 
This message appears by 
default, as the application is 
still connecting to the local 
server and the database. 
This process usually takes 
approximately 5 minutes. 



Installation. 

If the “System Unavailable” message persists after approximately 10 
minutes, you need restart the EasyFileServer via the steps below.
 
• Open the Task Manager. 
• Click on Services (or the puzzle icon). 
• Search for EasyFileServer, right click on it and select “Restart”. 

If the issue persists after you have restarted the server, follow the steps 
in the installation trouble shooting guide, which can be requested from 
support@sarsefiling.co.za. 

mailto:support@sarsefiling.co.za


Data base Registration. 

First time use – This is the first screen 
when Thin Client browser opens for a 
secure DB registration.

• Enter PAYE ref number relevant to your 
eFiling profile with the user and 
password

• Where a PAYE registration is not 
applicable, the company Income Tax 
can be used 

• Any number on your eFiling profile will 
suffice the multi profiles – Function is 
to secure the data and allow the ADMIN 
user to gain access should the 
password be lost



Data base Registration. 

Once verified you may create 
the ADMIN user 

Enter the password, password 
hint, select both boxes and click 
on Register



Database password hint. 

If you have forgotten your password, 
you can click on “Password Hint”, 
which will display the hint that was 
captured when the login credentials 
were created, which should help you 
remember the password. 

If the password hint does not help 
you to remember your password, you 
will need to reset the password by 
clicking on “Admin Forgot Password”. 

Please note that you will need to use 
the PAYE or Income Tax reference 
number that was used when the 
database was registered to reset the 
password. 



Employer Selection.

After logging into the new 
application, you will be presented 
with a window, containing a list of 
all employers that have been 
imported or created in your 
database which you can select. 

In the initial installation of the 
application, the list will be empty, 
because a new database is 
created. 

Employer information will need to 
be created, imported, or 
certificates transferred from a 
database backed up from the old 
e@syFile application. 



Employer Admin.

After selecting the employer and the 
Period of Reconciliation, click on 
continue and you will now see the 
Dashboard. 

Some options are greyed out and will only 
become available once an employer has 
been created or a CSV file imported or a 
Sync performed



Import Payroll File.

Import payroll file –

 
This will create the employer, 
employees and certificate 
information as well as the database 
for the period on the import file.   



Import Payroll File.



Import Payroll File.

The payroll file is validated 
against the latest Business 
Requirements Specifications 
document first before it is 
imported.

If the CSV payroll import file 
fails validation, a pop-up 
window will appear advising 
that the file failed validation and 
will display options to import 
another file, view the validation 
errors, or export the failed 
validation report. 



Import Payroll File.

Payroll import validation 
results can also be viewed in 
Utilities under “Validation 
Logs”. 

From the dropdown select 
Payroll Imports.
The Failed import file can be 
viewed or saved to open 
outside the application.



Payroll Import Validation Report. 

If CSV payroll import file fails 
validation, you can use the 
BRS to correct validation 
errors manually, but if there 
are allot of validation errors, 
you will need to either 
updated your payroll 
software application and run 
the payroll file again, or 
contact your payroll service 
provider to assist with 
correcting the file. 



Import Payroll File

If the payroll import file 
passes validation, a 
notification will appear 
notifying you of the 
successful validation, and 
you will need to click on “OK” 
to initiate the import of the 
payroll file. 



Import Payroll File

After importing the payroll file 
successfully, options will be 
presented to import another 
file, to view employees, or to 
go directly to the EMP501 
declaration.

It is always advised to check 
the employer details and 
update before preparing and 
submitting the declaration to 
SARS



Employer Selection
The employer selection 
page when you log in or 
select at the top of the 
page will now have the 
imported/Created 
employer to select with a 
period of recon. Note the 
green tick showing the 
year that has active data in 
it. To create a recon, you 
will have to select the 
actual year you want to 
create and only then add 
the employees and 
certificates as the DB 
creates a separate DB for 
each period of recon.



Employer Selection.

After an employer and a 
period of reconciliation is 
selected, all the items in 
the menu on the left will 
become interactive. 



Retrieve Certificate History. 

Retrieve certificate History –

This functionality enables 
you to retrieve certificates on 
a period of recon basis from  
the old e@syFile application. 
You will require the old 
e@syFile username (ADMIN) 
and password to be able to 
retrieve the data from the 
database backed up from the 
old e@syFile application, 
containing the certificates 
you want to transfer. 



PAYE Dashboard.

The PAYE dashboard is used to 
view declaration information that 
SARS has received for a particular 
period of reconciliation. 
It is advisable to view the PAYE 
dashboard after submitting the 
EMP501. 



Employer Admin.

The Employer Admin page 
is were you will be able to 
view and edit the employer 
record that has been 
created. 

This is also where you will 
be able to add the 
employer manually if you 
do not use an import 
payroll file. 



Employee Admin.

The Employee Admin page 
allows you to view and edit 
employee information as well 
as adding employees to the 
database for a period of 
reconciliation manually. 

To add an employee, click on 
the “Add Employee” button, 
in the top left of the page. 



Employee Admin.

After the “Add Employee” 
button is clicked, a blank 
form will be presented where 
you will be required to 
complete using the 
employee’s information. 

The “Add Certificate” button 
will not be available and 
greyed out until the form is 
completed and saved. 



Employee Admin.

An employee can be 
searched for using the 
various filters available, 
you can also search for 
the employee in the 
selected period of 
reconciliation, or in other 
periods. 



Employee Admin. 

When the “Employee 
Selection” slider is 
clicked on and opened, 
the “Bundled IT 
Registration” and 
“Duplicate Employees” 
buttons become 
available. 



Bundled Income Tax Registration. 

Bundled IT registration, is a 
functionality that enables you to 
request income tax numbers from 
SARS for multiple employees in a 
single request. 

After you have clicked on and 
opened the “Employee Selection” 
slider, select employees you would 
like to add to the list then click on 
“Bundled IT Registration”.
Enter your eFiling login credentials, 
then submit. 

After 24 hours, synchronise to 
retrieve the income tax numbers. 



Duplicate Employees.

When manually creating 
certificates for employees 
who are already captured 
under a period of 
reconciliation that differs 
from the recon period of the 
certificate you want to 
create, employees need to 
be duplicated for that recon 
period first. 

Click on the “Employee 
Selection” slider to open it, 
select the employees, click 
on “Duplicate Employees” 
then select the recon period 
you want to create the 
manual certificates for. 



Duplicate Employees.

After the employees are 
duplicated, you will notice 
that the period of 
reconciliation that the 
employees were duplicated 
for, will have a green tick in 
the drop down box when 
selecting a reconciliation 
period. 



Adding a certificate manually. 

After you have clicked on 
“Add Employee” and 
completed the form or 
after you have duplicated 
the employee, click on 
the “Add Certificate” 
button to complete a 
blank certificate form. 



Adding a certificate manually. 

Click on the “Manage 
Source Codes” button in 
the “Income Received 
and Deductions” section 
of the certificate.



Adding a certificate manually. 

The “Manage Source Code” 
window will appear, where 
you will be able to capture 
the source code and it’s 
corresponding value. 



Adding a certificate manually. 

Directive options



Adding a certificate manually. 

The selected certificate will 
default to the left and 
appear in blue



Adding a certificate manually. 

If more than three 
certificates are created for 
an employee, select the 
“View Employee 
Certificates” tab for this 
popup to appear to select 
and view the certificate  



Reconciliation.

In Reconciliations, you will be 
provided with three submission 
options to select. 

“Accept Data”, which requests 
and pre-populates the EMP501 
with submitted EMP201 data. 

“Own Values”, which presents a 
blank EMP501 form. 

Reinstate ETI, for when you need 
to include ETI values in a 
resubmission, where ETI was 
submitted in EMP201s within the 
prescribed period. 



Reconciliation.
If you opt to accept SARS 
data, your eFiling login 
credentials will be required 
for verification. 

Enter your eFiling login 
credentials, then click on 
“Login”. 



Reconciliation. 

The “File” button, situated 
in the top left of the 
EMP501 form has the 
following options. 

Save – To save the return if 
you are not ready to submit 
yet. 

File and Close – If you are 
ready to submit the 
declaration to SARS. 

Download -  If you want to 
download the EMP501 in 
PDF before submitting to 
SARS. 



Reconciliation. 

If you opt to save the 
declaration, the action 
items will be to open the 
return, to refresh the 
return, to export the 
summary report and to 
download the EMP501 
PDF. 



Reconciliation

If you opt to submit the 
declaration by clicking on 
File > File and Close, 
“Submit to SARS” and “Full 
Resubmission Request” 
will be added to the action 
menu. 



Reconciliation.

Once submitted to SARS, the Status 
Dashboard will be available to 
Update the reconciliation.
The options to resubmit(Accept 
Date, Reinstate ETI and Own Values) 
will be greyed out until updated 
with a SARS response.

It is always important to click on the 
“Update” button to see the SARS 
response or the status of the 
submission, to see if SARS has 
accepted the submission, of if it has 
been rejected. 
Reasons for rejection will be 
displayed if rejected. 



Reconciliation.
This is an example of a 
rejected submission, 
detailing the reasons for the 
rejection. 

In this example, the response 
is that SARS did not receive 
some or all certificates that 
were intended to be 
submitted, so a full 
resubmission request is 
required. 

You will also see the number 
of certificates SARS received 
in the PAYE dashboard. 



Reconciliation. 

After submitting the EMP501 
declaration, the action tab 
has the options to generate 
certificates in PDF, to view the 
PAYE dashboard, to export the 
summary report, to download 
the ETV report and to 
download the EMP501 in PDF. 



ETV Report. 

If you receive SARS 
correspondence stating that 
one or more certificates in 
the EMP501 submission have 
failed validation, you need to 
click on the “ETV Report” 
option in the action tab menu 
to download the report. 

An ETV reports section will 
appear containing the button 
to download the report. 

After the report has been 
downloaded, you need to 
click on the “View” button to 
view it on the screen. 



ETV Report. 

After you have clicked on “View”, 
the report will be displayed on the 
screen within e@syFile.
The ETV report will be displayed in 
PSV (Pipe Separated Values) 
format, which is the format that it 
will exported in when you click on 
the “Save Report” button to save 
to your computer. 

If you are not able to interpret the 
report in it’s current format, you 
can request for steps on how to 
format it in excel from 
support@sarsefiling.co.za. 

mailto:support@sarsefiling.co.za


Generating Certificates.

When the option to generate 
IRP5/IT3(a) certificates is clicked, in 
the action tab menu, various options 
for generating certificates in PDF will 
appear. 
 
You need to select an option first 
before you click on the “Export” 
button to export and save the 
certificate PDFs to your computer. 



PAYE Dashboard.

The “PAYE Dashboard” option 
in the action tab menu, will 
display information received by 
SARS for the EMP501 
submission. 



EMP501 History. 

The “PAYE Dashboard” option 
in the action tab menu, will 
display information received by 
SARS for the EMP501 
submission. 



EMP501 History. 

EMP501 History allows a sync 
and opens a grid at the bottom 
with the history. 
It shows history of previous 
submissions, even if submission 
were not done on the current 
database. 

Please note that only the SARS 
response or status of the 
submission will be presented, 
and not the EMP501. 



PAYE Dashboard.

Full resubmission option in the 
recon screen under Actions once 
the EMP501 has been set to 
Ready to file



Disc Submission. 

Disc submission option is in the 
Utilities menu. Note the options 
in the Disc submission drop 
down menu, Once selected it 
will process and give an option 
to save the file to your PC. The 
zipped file and signed EMP501 
must be delivered to the 
requesting SARS official for 
manual upload.



Disc Submission. 

As soon as the disc submission 
file is created, the channel in 
the EMP501 Reconciliation 
Status Dashboard will reflects 
as Disc, and it’s status will 
reflect as SARS Branch. 



Synchronisation. 

PAYE correspondence can be 
requested from SARS via the 
synchronisation function. 



PAYE Dashboard.

The “PAYE Dashboard” option 
in the action tab menu, will 
display information received by 
SARS for the EMP501 
submission. 

You will only be able to 
synchronise for “All” if it is the 
first time your database is 
being synchronised. 



Synchronisation.

After you have clicked on the 
“Sync” button, and passed 
verification, a link to the 
notification centre will be 
presented. 



Synchronisation. 

Select the employer to view the 
letter. 



Utilities.

The Utilities section contains 
the following functionalities. 
Database Utilities. 
User Management. 
Validation logs. 
Disc Submission. 



Database Utilities.

In Database Utilities, you are 
able to backup the database, 
restore an e@syFile database, 
Extract PAYE data, and import 
extracted PAYE data. 



Validation Logs.

All validations logs will appear 
on this tab from the dropdown.
AA88 Imports, Payroll Imports 
and Pre-Submission Validation 
logs



In Utilities, select Update 

Utilities Menu



Remember our Digital Channels



Thank you
Siyabulela
Siyabonga

Siyathokoza
Dankie
Re a leboga
Re a leboha
Ro livhuwa
Ha khensa
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