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1 INTRODUCTION

1 The South African Revenue Service (SARS) constantly strives to improve its service offering to
taxpayers. Changes introducedt o0 S ARS 0 are w sitel @artf our vision to have a more
accurate reconciliation process. Mor e i nf or mati on at SARS® di sposal
tax process, as returns/declarations are increasingly pre-populated.

i Employers are required to submit an Employer Reconciliation Declaration (EMP501) to SARS
twice a year. These are the:

G Interim reconciliation declaration for the six month period 1 March to 31 August that must be
submitted by 31 October,

G Annual reconciliation declaration for the full year 1 March to 28/29 February that must be
submitted by 31 May.
i 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.

i In these declarations employers must confirm or correct the amounts they declared for:

@)

Pay-As-You-Earn (PAYE), Skills Development Levy (SDL), the Unemployment Insurance
Fund (UIF) and Employment Tax Incentive (ETI) in their Monthly Employer Declarations
(EMP201s) submitted,

G Payments made,

G Tax values of the Employee Tax Certificates [IRP5/IT3(a)s].

i Usinge @sy Fi | eE Empl oy fnalise aydsubmicyaunEMP20Wand make payments.

1.1 FINALISE AND SUBMIT YOUR INTERIM AND ANNUAL RECONCILIATION

Figure 1: Reconciliation Submission Process

Reconciliation Submission Process
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1.1.1 CREATE EMPLOYER

1 The empl oyerds payroll system generates electronic
intoe @s y Fi | e E .Hhisprhporywéllircreate the employer record or if the employer record
already exits will update the employer record. Please note that minimal information is updated
and additional information will need to be added manually. Where no CSV file import is done, the

user is required to manually create the employer
will be discussed later in this manual. The employer is uniquely identified by the PAYE reference
number.

1.1.2 PROCESS CERTIFICATES

i The CSV file import will also create new or update existing employee details and create or update
the relevant certificate information for the employee. An employee is uniquely identified by the ID
number and / or employee number. Depending on the data contained on the e @sy Fi | e E
Employer database and the CSV file import, e @s y Fi | e E maypreateya @aw employee
instead of updating an existingemployee. Thi s can be rectified by using
function which will be discussed later in this manual. The certificate is uniquely identified by the
Certificate Number.

1.1.3 CAPTURE EMP501

i Where there is an online connection, the user can select to pre-populate the EMP501 PAYE, SDL,
UIF and ETI values with the liability values (excluding penalty, interest and understatement
penalty (USP)) as on the internal SARS systems. Where there is no connection, the liability values
will be pre-populated from the EMP201 Declarations submitted via e @sy Fi | eE ,Empl oye
alternatively the user will be required to manually capture the liability values.

i Please note: It is recommended that the pre-populated data from SARS internal system is
accepted as various validations are performed in terms of liability amendments on the EMP501.

i Should there be a tax shortfall, payment can be madeviae @sy Fi | e E .Empl oyer

1.1.4 SUBMIT RECONCILIATION

1 Once the user is satisfied that the reconciliation balances, it can be submitted to SARS. All
submissions must be made electronically which requires the user to enter the eFiling login name
and password. The submission process will validate that the specific user-id has the necessary
authorisation to make reconciliation declaration for the relevant employer.

i The submission will only include all new and amended tax certificates. Existing unchanged
certificates will not be included in the submission.

1.1.5 GENERATE CERTIFICATES

i The employerisr equi red to furnish employeesd with certi
submission of the Income Tax Return and therefore this step is only applicable to the annual
reconciliation. This is done by using the Generate IRP5/IT3(a) PDFs function under the Utilities
menu. The generated certificates will be made available in PDF format which can be issued to the
employees.

1 Where an employee& employment was terminated prior to the annual reconciliation period, the
employee must be issued with a final certificate. In this instance the certificate number must reflect
the full reconciliation period (02) and can be printed from the View/Edit Employees function.

1 The above process (Figure 1: Reconciliation Submission Process) depicts the normal flow of
events during the reconciliation period, however subsequent to file import and/or submission to
SARS changes may be required in which case certificates can be added, amended and/or
deleted. Normally, changes to certificates impact the financial values on the EMP501 and users
must ensure that they update the EMP501 and also ensure that the revised information is
submitted to SARS, if applicable.
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1.2 REGISTER EMPLOYEES FOR INCOME TAX AND OBTAIN FEEDBACK

1 SARS announced in September 2010 that all individuals in formal employment, irrespective of
their income, have to register for Income Tax. To help employers, three registration options are
made available to register employees namely:

G Individual Income Tax Registration (ITREG), where an employer can register only one
employee and get the tax number immediately.

Bulk ITREG, where SARS registers employees using the latest reconciliation submissions
provided by employers. The bulk registrations are done as required. The registration should
be accompanied by the EMP501 certificates.

Bundled ITREG process enables employers to register multiple employees (from one up to
a thousand) at a time. With bundle registration, you can register employees anytime outside
the reconciliation period and you do not require the EMP501 to register employees.

@)

Q)

1 Previously SARS provided feedback to employers on the outcome of the registration process for
employees that were successfully registered. SARS will now also inform employers where an
employee could not be registered. The table below details the possible statuses which can be
received, the description and the required steps to be taken.

STATUS DESCRIPTION STEPS TO BE TAKEN
Registered New Income Tax reference number | None
provided.
Existing Taxpayer Taxpayer was found to be already | The employee must provide the
registered. Income Tax reference number.

Unable to Register- | A problem was identified with the | The employee must contact SARS
Employee must Contact|e mpl oyee 6 s d a,t eag. | to resolve the identified issue.

SARS multiple Income Tax registration
numbers exist for the employee
Insufficient Information The employee has not been | The employee must provide all the

registered. e.g., incomplete personal | necessary registration details to
details, invalid postal address, the employer, for the registration
incomplete address details, etc. request.

Not Verified Invalid or incorrect information  The employer is required to verify
provided and SARS is unable to|t hat t he empl oy
verify the registration status of the | has been captured correctly.
employee, e.g. address provided
with an invalid postal code

Non-Individual E.g. the identity number (ID)| The employee must provide all the
supplied belongs to a TRUST. necessary registration details to
the employer, for the registration

reguest.

i With the introduction of the e@syFileE Employer N
change to the synchronisation process to obtain your individual/ bundled ITREG results.

i For more information on the registration of employees, refer to section 5 of this guide. Always
ensure the | atest version of e@syFil ekEbnitmgptboyer i s
SARS using previous versions of e@syFileE Employer
1 The latest version of the software can be accessed by visiting the SARS eFiling website

www.sarsefiling.co.za and downloading the latest version.
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2 THE e@syFile™ EMPLOYER PROCESS

2.1 INSTALLING OR UPDATING e @s y F i BEMPIEDYER

1 Existing Users Updatinge@syFi | e E Empl oy er

Login to the current version of e@syFileE Empl o

If you are online a pop-up message will appear, allowing you to update to the latest version.
Should the pop-up message not appear, access it by clicking Update on the left menu.

@G

e@syFile Employer

Your version is out of date please click update or download
the full version frem the SARS website www.sarsefiling.co.za

0 Click OK to proceed with the update.
e@syFile Update Service

There is an update availabla!

e@syFile will ask for you tc select a location to
backup your database before updating.

Details:

VERSION Il UPDATE. If you are upgrading

from any previous version, please make sure

that you back up your data before updating to
this version.

@)

Follow the pop-up messages to complete installation process. You are required to make a
backup of your current database. Do not interrupt this process. Once the update has
compl eted, the e@syFilwlbBeofempl oyer application

1 New users installing e@syFileE Employer

G You need internet access to downHmpayet. Gotothe | at est
SARS eFiling website www.sarsefiling.co.za and click on this icon

G Click Download for Windows to start the download process.
G Double-click the Setup-Employer file to unzip and double click the extracted file to initiate the
installation process. Pop-up messages will guide you through the remainder of the
installation process. Once the software is installed, this will automatically open and a
registration box will appear.
G The e@syFile™ Employer icon will display on your desktop, allowing quick access.
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G The default word ADMIN will appear by the username. Leave this as is.

L_‘H Welcome to e@syFile - Employer

Welcome to SARS e@syFile - Employer. As this is the first time that the
application is being run, you are kindly asked to create a local login
account to access this application. This login account (username and
password) vill be used to access this application only, and should not

be the same username and password used to access SARS eFiling. When
data is to be transmitted to SARS, you vill be asked for your eFiling

login details, and only when this authentication passes vill information
be submitted.

Admin User Name:

Admin Password: ETEREEERER

Repeat Admin Password: EEFEEEEES

Admin Password Hint: P@ssword1
Would you like to be able to edit l!] Allow CSV editing
information imported from a CSV

file?

Please be avare that should you
lose or forget your password, SARS
eFiling vill not be able to retrieve
or reset it.

M I understand

Cancel | Next

G Enter a unique password by Admin Password, using at least eight (8) characters. Your
password must include one (1) capital letter, 1 number and 1 special character [e.g. dollar
sign ($) or an exclamation mark (1)].

G Repeat the password by Repeat Admin Password.

G Enter a hint to help you remember your password should you forget it, by Admin Password
Hint.

G Select Allow CSV editing, where you wish to allow editing of imported certificates.

G Please note: Two (2) additional users must be added.

0 Select & understand6to acknowledge SARS will not be able to retrieve or reset your
password should you lose it.

G  Click Next to continue.

G Create a user account for those persons who wil

G Ent er t Imame,asweltad & password, using the criteria as stated above. Repeat the
password and enter a hint.

G Click Next. You will be requiredtoenterth e second userds detail s.

G  Click Login to Application

G You will be required to enter your e@syFileE
password). This may be the ADMIN user, user 1 or user 2.

G Should you be unsure of your password, click Forgot Password? to see the hint which you
entered.

o If you are a registered eFiler, click Secure Password and enter your eFiling login
details (username and password).
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2.2 ACCESSING THEe @s y F i EMPIEDYER SOFTWARE

Once you have clicked login, you will be directed to the home page. If you are working offline, you
will see a red block with the word DISCONNECTED at the bottom of the screen. If you are online,
the block will be green and will read CONNECTED. The menu on the left of the screen contains
the following main menu items:

e@syFile EMPLOYER NG

HOME

REGISTRATION
eFiling Registration
IMPORT
Import/Export Payroll File
EMPLOYEE ADMIN
Viev/Edit Employees
MONTHLY PROCESS
PAYE
Payments
RECONCILIATION
PAYE Dashboard

Employer

Declaration
Cancel Certificate Range
Adjustments This software has been developed to help you,
SUBMISSION the employer, to do your PAYE reconciliations correctly,
Submit to SARS efficiently and in a more user-friendly way.
THIRD PARTY APPOINTMENTS
Third. Party Appointments With this software you can do all your PAYE reconciliations
st e A offline and then upload your information when you

Ve B are fully reconciled and ready to submit.

Welcome to a new and easier way of reconciling.
SARS. At Your Service.

Application Help

Update Proudly brought to you by

YV SARS

At Your Service
CONNECTION STATUS : CONNECTED Current Tax Year : 2020 Worl With : W LOGGED IN AS : ADMIN

G HOME
Notification Centre - This replaced the Inbox in the Utilities menu. The Notification Centre
will automatically sort retrieved letters by PAYE reference number and letter type, making it
easier to manage correspondence and related processes and includes a count for each
letter type, displayed per employer/PAYE reference number.
Action Centre - This function allows you to respond to SARS communication requesting
supporting documentation.

G  REGISTRATION
eFiling Registration T If you are not a registered eFiler, and you would like to submit your
declarations and reconciliations to SARS electronically, you must first register for eFiling on
www.sarsefiling.co.za. You will need access to the internet to use this function.

G IMPORT
Import/Export Payroll Filei Al | ows you to | oad payroll fi
export payroll files (for ITREG only) for your records.

G EMPLOYEE ADMIN
View/Edit Employees i Allows you to view employee details and tax certificates, add new
employee records and capture manual certificates.

G MONTHLY PROCESS
PAYE i This function allows you to capture and submit your Monthly Employer Declaration
(EMP201) if you are required to file your EMP201 on eFiling.
Payments - Payments may be submitted for your EMP201 using this function.
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G RECONCILIATION

PAYE Dashboard i An overview of the userob6s PAYE accou

AA88s, EMP201s, payments and EMP501s.

Declaration i This is where the reconciliation takes place, matching all the tax due with the

tax paid and the total value of employee tax certificates issued.

Cancel Certificate Range i e @sy Fi | eE Empl oyer all owsofyou to

certificates.

Adjustments 7 Reconciliation Declarations submitted on the pre-printed stationary (up to

transaction year 2008) can be adjusted here.

G  SUBMISSION
Submit to SARS T This is where you submit your declarations to SARS.
G THIRD PARTY APPOINTMENTS

Third Party Appointments i This function was introduced to process Third Party Appointment

Notices issued to employers. Please refer to the Third Party Appointment (AA88)

e@syFil eE Employer usww.sasgav.dae avail abl e on

G EMPLOYER ADMIN
View/Edit/Change i Enter, edit and change the employer demographic details here.
G  UTILITIES

Utilities 7 Various functions are available on this menu to manage your database,

submissions as well as submit full re-submissions. The following sub-menus are listed on

the horizontal tab:

o] Database Utilities T Use this menu to create, restore or merge back-ups.

o} EMP501 Status Dashboard i Track your submission status

o] AA88 Payment Allocation Dashboard i Track your AA88 history.

o] Pre-Submission Validation Report i See the reason for your submission to SARS
not being processed.

o] Import Payroll File Log i Thisis alog of all import attempts which has been enhanced
to include a separate listing of failures and warnings relating to discrepancies in the
information from your CSV file.

o] Delete Payroll File i You may delete imported payroll files using this option.

o] Reset Passwords i The Admin user is able to reset passwords for users 1 and 2
using this sub-menu.

o] Payroll File Editing i Activate or deactivate the ability to edit certificates imported
with your CSV file.

o] Reassign Certificate i Here you are able to reassign certificates that have been
imported and are not linked to the correct employee.

o] Merge Employee i Allows you to merge duplicate employee records.

o} Generate IRP5/IT3(a) PDFs i Allows you to generate PDFs.

o} Full Resubmission Request i Allows you to resubmit already submitted IRP5
Declarations and certificates to SARS.

o} Disc Submission T Allows the user to create a disk submission file for manual upload
at a branch.

Synchronise Application 7 Al | ows you to synchronise your I o

database with the employer details registered on the eFiling profile.

G HELP

o] Application Help i You can click Help in any particular section of the software to see
all the available Help topics.

o] Update i Compares your software version with the latest version available for
download, and enables you to update if necessary.

o] Log off i Click here once you are sure all work has been completed and saved, and
you wish to close the software.
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3 THE MENU AND FUNCTIONS FOR e@syFiletE EMPL OY ER
3.1 ADD EMPLOYER

1 Skip this step if you created an employer for previous submissions, or if you are going to import a
payroll file as the software will automatically create an employer once your import is completed.
You will however be required to add additional information which may not be contained in the CSV
file import.

1 If you do not use payroll software or do not have a CSV file with certificate details, or submitted
for this employer before, you need to create an employer before adding employees or capturing
manual certificates.

G Click View/Edit/Change below EMPLOYER ADMIN (make sure that you select the tab
called ADD EMPLOYER).

EMPLOYER ADMIN

View/Edit/Change

UTILITIES
Utilities A

Synchronise Application

G  Complete the Employer Information page.

G Where the employer is not registered for PAYE, but is required to issue employees with
certificates and/ or have to declare SDL
number must be entered in the PAYE Reference number field.

EMPLOYER ADMIN
ADD EMPLOYER
Trading or Other name:
Reference Number: PAYE: SDL: UIF: r
Activity within Major Division: L=
Employer SIC7: | ... v |
Employer SEZ: | e v
Diplomatic Indemnity: [ | Yes
Business Address
Unit Number: | | Complex:
Street Number: | | Street/Farm:
Suburb:
City: Postal Code:
Country Code: | v
Contact Person
First Name:
Surname:
BusinessTelNo: | | CellNo: | | FaxNo:
EMail Address:
Position at Business:
Practitioner Information
Registration No:
EDIT EHPLOVERYQIG”NMG o :
CHANGE EMPLOYER
G Complete ALL the required fields including:
o] Employer Information
o] Business Address
0 Contact Person

5 o] Practitioner Information (if applicable)

G Click Update Employer

G Please note: The Reference numbers entered on this screen will determine which tax types
must be completed on the EMP501 and IRP5/IT3(a) certificates.
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3.2 EDIT EMPLOYER
1 Use this option to change or update employer details. You may have to provide additional
employer information before submitting your declaration to SARS.
i Click View/Edit/Change below EMPLOYER ADMIN in the menu pane on left of screen.
G Update the relevant information or fields and click on Update Employer when done.
EMPLOYER ADMIN
ADD EMPLOYER
EDIT EMPLOYER
Employer Information ]
Trading or Other name: EMPLOYER NAME
Reference Number: PAYE: SDL: UIF:
Activity within Major Division: 2572
Employer SIC7: LGOZOO- levision progr ing and broad: activil | v |
Employer SEZ: | v
Diplomatic Indemnity: [ | Yes
Business Address
Unit Number: Complex:
Street Number: 100 Street/Farm: CHURCH STREET
Suburb: NEWLANDS
City: | CAPE TOWN Postal Code: 7000
Country Code: | South Africa v |
Contact Person
First Name: SURNAME
Surname: SURNAME
Business Tel No: 0210000000 Cell No: Fax No:
EMail Address: PERSON@MAIL.COM
Position at Business:
Practitioner Information
CHANGE EMPLOYER
3.3 ADD EMPLOYEES
1 Itis only necessary to create an employee when you need to capture the details for employees or
companies not yet on e@syFileE Employer
1 Forcertificates submitted udsoinobepate th@BnyplByed agdin, dBlyjnp | oy er ,

update any missing or incomplete information.

G

Employee.

Click View/Edit Employees under Employee Admin. To create a new record, click Add

External Guide -e@S Y F |

Employer Guide

LEE

PAYE-easyFile -G001

REVISION: 8

Page 13 of 80



VIEW/EDIT EMPLOYEES

Status Surname First Names Employee Number [ View

o} Complete all the required fields on the Employee Information page, and click Next.

Employee Information

Personal
indicates required field. *

Nature of Person: L v | ¥

Surname: +

First Two Names: .
Initials: *

Date Of Birth: et * CCYYMMDD

ID Number:

Income Tax Reference: *

Passport Number:

Country of Issue: L e ¥

Alternate Identification Type: L hE 'J

Alternate Identification Number:

Employee Number:

View Status L Active v

Quick Navigation

Next

Employee Contact Details
Employee Bank Details

(o] Complete all required fields on Employee Contact Details page, and click Next.
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Employee Information
Employee Contact Details

Contact Numbers

Home Tel No: Business Tel No:

Fax No: Cell No:

E-Mail Address:

Work Address

Unit No: Complex:

Street No: Street/Farm:

Suburb/District:

City:

Country: [ = 'J Postal Code:

Residential Address

Unit No: Complex:

Street No: Street/Farm:

Suburb/District:
City:
Country: l T | 'J Postal Code:

Postal Address

iZ] Same as residential address?

f Empioyee Bani( Details

G Complete the Employee Bank Details page unl ess fANot Paid El ectroni
Account o has been sel ec tdowh Click®ave. Account Type dr

Employee Information
Employee Contact Details

Employee Bank Details

* jndicates required field.
Bank Account Type

Account Type: [ i v J*

Account Holder Relationship: [ o | VJ

Bank Account Details

Bank Name:

Branch Name:

Branch Code:

Account Holder Name:

Account Number:
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3.4 CAPTURE MANUAL CERTIFICATES
1 Click View/Edit Employees under EMPLOYEE ADMIN in the left menu pane.
G This should display the list of all available employees or companies.

1 Select the relevant employee and click Viewnext t o t he empl oyeeds name to

VIEW/EDIT EMPLOYEES

Status Surname First Names Employee Number View
Active 01 View
Active 03 View
Active 04 View
Active os View

i To capture a new manual certificate, click Add Certificate on the bottom right of the screen.

G You will see the history of all certificates created, submitted, or cancelled for that particular
employee / company displayed on the top right hand corner of the screen.

1 Complete all the required fields on the Employee Information page to create the new certificate.
Click Next
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Employee Information

Certificate Number
o ! 20200800000000000004
rsonai

ndares reaureciod. * [ *5aio0g > CREATED

Nature of Person: t A - Individual with ID or Passport Numb v J .

Surname: *

First Two Names: 1 »

Initials: T *

Date Of Birth: .rﬁ * CCYYMMDD

ID Number:

Income Tax Reference: *

Passport Number:

Country of Issue: t v

Alternate Identification Type: t M|

Alternate Identification Number:

Employee Number: 04

View Status t Active yJ

Quick Navigation

Next

Employee Contact Details
Employee Bank Details

i Complete all required fields on the Certificate Details page to create the new certificate, including:

Transaction Year

Period of Reconciliation

Certificate Number (this is generated automatically)
o] Radio button (checkbox) to indicate Final Certificate Submission
Certificate Type (i.e. IRP5/IT3(a))

Year of Assessment

Pay Periods Worked

Pay Periods in Tax Year

Employment Date

Certificate Tax Period Start Date

Certificate Tax Period End Date

Voluntary Over Deduction (Radio button/checkbox)
Fixed Rate Taxation (Radio button/checkbox)
Directive Numbers (where applicable)

Employment Tax Incentive

o] ETI1 Radio Button (checkbox) to select

o] ETIT Employee SIC7 Code

Source codes and values (see Step below)

OO DD DD D D O G @@ Q)

@)
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JANSEN Income Received

Transaction Year: e v | Description Code Value
Period of Reconciliation: -

Certificate Number: 0000000000000000

Caertificate Type: v Total Income Received

Year of Assessment: v Description Code Value

Pay Periods Workad:

Pay Periods in Tax Year:

Employment Date: i J@
Deductions/Contributions
Cert. Tax Period Start: e
Description Code Value
Cart. Tax Period End: |
Voluntary Over Deduction
Fixed Rate Tmastion
Directive Information:
Directive Number Issue Date Code Value g Total Deduct /Contribut
= Description Code Value
Employment Tax Incentive Tax Credits and/or Employer / Employee Contributions
L Description Code Value
Employee SIC7 Code | o ')
Certificate Status: Certificate Source:
Date Created: Date Submitted:

@)

Please note: Certificate Tax Period Start Date is the start date of the tax period in the
relevant Year of Assessment declared on the certificate. Similarly, the Certificate Tax
Period End Date must be the end date in the relevant Year of Assessment declared on the
certificate.

Please note: If the Manage Source Code button is inactive, simply click Save Certificate
to the bottom right of the page to activate it.

To capture Source Codes and Values, click Manage Source Codes, and select the
required Source Code from the drop-down list, or capture the code. Enter the amount under
Value, and click Add/Update Source Code. Use Filter SOURCE CODES to search for a
specific code, or select the Source Code from the Source Code drop-down list.

Once you are done, click Save Certificate again. A pop-up message will appear which will
either indicate that the tax certificate was successfully saved, click OK.

@)

G

@)

CERTIFICATE SAVE

Certificate successfully saved.

G Or list warnings about mandatory fields that must be entered before the certificate can be
finalised, click OK and complete the specified fields.

FIELD VALIDATION

The following highlighted field(s) are incomplete

or invalid

Source Code 3696, 3697 or 2698 is a mandatory
field if an amount is specifiad under the income

source codes.

Click OK to continue, or CANCEL to correct.
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3.5 IMPORT PAYROLL FILE

1 Click Import Payroll File on the left menu pane, and select the file you wish to import.

CSV File Import/Export

Please select an option to continue

1 Click Open.

@syFile EMPLOYER 6.8.0

% ) Computer »

Organize +

a9 Favorites “ 4 Hard Disk Drives (5)

B Desktop Local Disk (C:) System Reserved (D)
18 Downloads G — )

Q) Recesit Places 342 GB free of 111 GB S 7o ME s e
ke Google Drive  LecalDisk®) T

@& OneDrive Sk NTFS

23,6 GB free of 931 GB

My Passport (H)
» [ Documents 693 GB free of 1.81 TB
> g Music

» (&) Pictures

DVD RW Drive (G:) Aug 20 2016
> Bl Videos % | —

4.20 GB free of 4.37 GB

47 Libraries —

=| 4 Devices with Removable Storage (1)

|| 4% Computer
& Local Disk (C:)
LG ULl b System Reserved ([]
Third|Party ApReintments b i Local Disk (E)
YER ADMIN b Terra (F)
» &4 DVD RW Drive (Go)
» s My Passport (H:)

File name: ~ | Payroll File v

YV SARS

At Your Service

1 A pop-up message will appear prompting you to initiate the import process. Click OK.

CSV File Import

Payroll File ready for import

Please click OK to initiate this process.

Please be patient while this process runs. Another
message will alert you once the file import is successful.

1 A message will be displayed indicating whether or not the payroll has passed the validation
process (i.e. whether the file can be imported or not). If your CSV file has passed the validation
process, click OK to begin importing your records. Follow the on-screen messages to complete
the import process.

CSV File Import

Payroll File passed Validation.

Please click OK to import records.
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1

1

e@syFileE Employer encounters
will appear directing you to the Import Payroll File log.

CSV File Import

Payroll File failed validation.

Please consult the Import Payroll log to see where failures

occurred.

CSV File Import

Payroll File failed validation with WARNINGS.

Please consult the Import Payroll log to see where failures

and warnings occurred.

. Ok |

Database Utilities

any errors

To access the Import Payroll File log, click Utilities on the left menu pane, and then click Import
Payroll File Log. To open a specific error report, simply double-click any entry listed in the log.

EMP501 Status Dashboard

AABS 1

Pre-Submission Validation Report

Import Payroll File Log

Here you are able to view a log of all the Payroll files that have been imported.

Log Category | Payroll Imports | v |

File Name

Date Imported

Status

F:\downloads\PAYE\Aug 2017 testing\Employer 2 _edited.txt - I

Fi\dowmloads\PAYE\Aug 2017 ing 1 vith i txt -

Fi\dovmloads\PAYE\Aug 2017 testing\employer 1 fail val.txt - IEE——
Fi\dovmloads\PAYE\Aug 2017 testing\Employer 1 _edited.txt - I——1

F:\Users\ I\ 20 1702
csvs\Live+Submission\imported\ —

2017/09/04 06:47:03

2017/09/04 06:45:56

2017/09/04 06:45:46

2017/09/04 06:45:29

2017/06/13 12:37:02

PASSED -
IMPORTED

PASSED -
IMPORTED

FAILED

PASSED -
IMPORTED

PASSED -
IMPORTED

Delete Payroll File

Reset Passwords

Payroll File Editing

Reassign Certificate

Generate IRP5 / IT2(a) PDF's

Full Resubmission Request

The Import Payroll File log has been enhanced to split Failed and Warnings. Only entries listed
under Failed will result in an import failure.
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Pre Subnmueiton Vabdation Report

| | FAILED | WARNINGS |
I
|| tne | Status
i 2 20 17020000005000001 6 I : Employee Address Details - Postal: Country Code mandatory - code 3294
:‘ 3 EEN20170200000050000033 I : Employee Address Details - Postal: Country Code mandatory - code 3294
:. 4 E20170200000050000510 I : Employee Address Details - Postal: Country Code mandatory - code 3294
| 7 N 2017020000005000120 1 I : Employee Address Details - Postal: Country Code mandatory - code 3294
| 3 20 170200000050001 542 I : Employee Address Details - Postal: Country Code mandatory - code 3294
| 13 20 1702000000500027 28 I : Employee Address Details - Postal: Country Code mandatory - code 3294
| 14 EEN20170200000050002943 I : Employee Address Details - Postal: Country Code mandatory - code 3294
:’! 15 N20170200000050002993 I : Employee Address Details - Postal: Country Code mandatory - code 3294
i 16 EEE20170200000050002083 I : Employee Address Details - Postal: Country Code mandatory - code 3294

i8 N20170200000050003450 I : Employee Address Details - Postal: Country Code mandatory - code 3294

23 ENI20170200000050004076 I : Employee Address Details - Postal: Country Code mandatory - code 3294

| saveReport J [ Close J
P ks Tl Dre Submisscn Valdation Report

PASSED (WITH WARNING) WARNINGS |
'l:‘ The following WARNINGS were found in this file.
U [ume] | Status
l & WARNING: POTENTIAL PENALTY : 16 PRINSLOO : M : Tax Reference number not completed - code 3100
i
K
|
|
|

| saveReport || Close J
1 You can still upload the file if there are items listed under & arningsébut you must pay attention

to any warnings as they relate to the mandatory information required by SARS. If all mandatory
fields are not completed, you may encounter the following error message regarding penalties
when you try to import your CSV file.

CSV File Import

Payroll File passed Validation with WARNINGS.

Please note that data which is mandatory in terms of the
SARS Requirements and is required by law has not been
supplied. Failure to submit this data will result in

administrative or other penalties being impose=d.
Please consult the Import Log to view these vwarnings.

Please click OK to import records.

1 You can continue to import and submit certificate(s) details without all mandatory fields completed.
However, in order to avoid penalties the missing information should be obtained from the relevant
employee(s) and completed. Details of specific certificates without mandatory information will be
displayed on the Warnings tab in the Import Payroll File log under Utilities.
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Detail Import Status Report

PASSED (WITH WARNING) WARNINGS

The folloning WARNINGS were found in this file.

Line Status
2 WARNING: POTENTIAL PENALTY : IENNNZ0170200000050000016 PRINSLOO : NN : Tax Reference number not completed - code 3100

Save Report | | Cloze

3.6 CHECKING PAYROLL AND EMPLOYEE DETAILS

1 Click View/Edit Employees under EMPLOYEE ADMIN on the left menu pane.

@)

Select the relevant tax year from the Tax Year drop-down list to see a list of all the
employees.

Select a specific employee from the list, and click View.
You can use the various filter and search options to locate a specific employee.
To the right of the screen, click on the certificate you wish to view, or alternatively if you

wish to register a single employee for Income Tax, select the ITReg button at the bottom of
the screen.

@ @) QX

Employee Information

Certificate Number
20200800000000000004

* Recon Period Status

201908 CREATED

Personal
indicates required field.
Nature of Person: L A - Individual with ID or Passport Numb v J *

Surname: *

First Two Names: 1 *
Initials: T *

Date Of Birth: _:é * CCYYMMDD

ID Number:

Income Tax Reference: *

Passport Number:

Country of Issue: L

bt
Y.)

Alternate Identification Type: L

Alternate Identification Number:

Employee Number: 04

View Status L Active 'J

Quick Navigation

Next

Employee Contact Details
Employee Bank Details
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i This will open the relevant IRP5/IT3(a).

CERTIFICATE DETAILS

JANSEN Income Received

Transaction Year: osa v Description Code Value

Period of Reconciliation:

Certificate Number 0000000000000000
Certificate Type: v Total Income Received
Year of Assessment: v Description Code Value

Pay Periods Workad:

Pay Periods in Tax Year:

Employment Date: i
Deductions/Contributions
Cert. Tax Period Start: ]
Description Code Value
Cart. Tax Period End: a
Voluntary Over Deduction
Fixed Rate Tmation
Directive Information:
Directive Number Issue Date Code Value + Total Deduc /Contribul
Description Code Value
Employment Tax Incentive Tax Credits and/or Employer / Employee C
Gl Description Code Value
Employee SIC7 Code | ose v |
Certificate Status: Certificate Source:
Date Created: Date Submitted:

G Click View Certificate at the bottom of the screen if you want to view or print the certificate
in PDF format.

e@syFile EMPLOYER 6.8.0 [ Close |

B :l : 4 IT /3 Th \“_”j "}g ® ® |744% - @ Collaborate ~ / Sign ~ 9Comment' Fﬁ E::{ Find -

T T N i Number 7240777344201 70200000050000033 TRerAD1 I
e P s toe 1 Crodits andier Employer slEmployee Gonributions

Amount ‘Source Code Sourcs Code
« [T T Isl0l0el0] [3[SI15] :°"'|"’T°T°'T|||||||||3|s|9|s| p.vlg""""""m"”'
O e = « [TT T T I T Til0. Gl #to2
R [TTTTITTIIT 0] [TT 11 :ustullllmquLwllll||3]6]9]7| PAYE on Lump Sum Beneit
« LTI (0L +CITLITIIITT] GBEE o LLLLLLLADIsTol (o] s
) 3 8 5 5 o o o e o | RIHHHS]O]O]O]O]mmlsl LPL,JSJCAWL"”I””’ED""
fLITITTTTTTT] LI oo eSS « [ [ [ [ ][] e
« I I COIT1 e —
R [(TTTTTTTITT] O] s ITTITIITT1T] I :QIMI“LFL”IJMII1I3IGI0I,«49
] O« OO OO0 < LT LI LTI T[T s
0 O = T
3 P N o N I
f (I I T T (D110 « (OITTITTITT] [TTT] reonmmommmasmoess [T w0
f (I OO0 = O] [0
R (LT TTTTITTTT] I 1] «[[IIIIIIIT] (01T
f (TTTTTIITITT] O] «CLLIITTITT] Il
R [TIITIITIIT] OO0« (I 11T 01
R (CTTTIITITT] O] « (I I IIITT1] OI1
f (TITTTIITITITT] COIT1] «CLLITITTITT] Il
R (CTTTTTTTTT] O]« (LIIIIIIIT] (I
O s

« I GEEE

T [ IP&% %Wﬂﬁm

b91c9121-0al17-4b26-a09d-d5980eb532db
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Empl oy

3.7 AMENDING CERTIFICATES WITHIN e @s y F i EMPIEDOYER

1 You will need to activate Payroll File Editing on the System Utilities menu to allow you to amend
the imported certificates.

1 To change certificate details on e @syOHEGKING
PAYROLL AND EMPLOYEE DETAILS in order to open a specific tax certificate.

i Once you have made all your amendments, click Save Certificate.

CERTIFICATE DETAILS
JANSEN Income Received
Transaction Year " v Description Code Value
Period of Reconciliation:
Certificate Nurmber 0000000000000000
Certificate Type: v Total Income Received
Year of Assessment: v Description Code Value
Pay Periods Workead: il
Pay Periods in Tax Year:
Employment Date: ;|
Deductions/Contributions
Cert. Tax Period Start: i
Description Code Value
Cart. Tax Period End: =
Voluntary Over Deduction
Fixed Rate Tmation
Directive Information:
Directive Number Issue Date Code Value + Total Deductions/Contributions
E Description Code Value
Employment Tax Incentive Tax Credits and/or Employer / Employee Contributions

L Description Code Value
Employee SIC7 Code v |
Certificate Status Certificate Source:
Date Created: Date Submitted:

3.8 CANCELLING CERTIFICATES WITHINe @s y F i EMPIEDYER

1 e@syFileE Empl oyer atiidoalhcsrtfigatesior d rangecobcariifieates.

3.8.1 CANCELLING AN INDIVI DUAL CERTIFICATE

1 You will need to activate Payroll File Editing in the System Utilities menu to allow you to cancel
imported certificates.

1 To cancel a certificate on e @syFICHECKINERANYRGLer , f ol
AND EMPLOYEE DETAILS in order to open a specific tax certificate. Click Cancel Certificate at
the bottom of the page.
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CERTIFICATE DETAILS

JANSEN Income Received
Transaction Year: ose v Description Code Value
Period of Reconciliation: .
Certificate Number: 0000000000000000
Caertificate Type: v Total Income Received

Year of Assessment: v Description Code Value
Pay Periods Workead:

Pay Periods in Tax Year:

Employment Date: v} )
Deductions/Contributions
Cert. Tax Period Start: et
Description Code Value
Cart. Tax Pariod End: G
Voluntary Over Deduction
Fixed Rate Tmation
Directive Information:
Directive Number Issue Date Code Value jiF ol Daduticas Castsihat
E Description Code | Value
Employ Tax Incenti Tax Credits and/or Employer / Employee Contrib
L Description | Code Value
Employee SIC7 Code ( - v J
Certificate Status: Certificate Source:
Date Created: Date Submitted: Manage Source Codes

1 A pop-up message will appear to confirm cancellation. Click Yes to continue or No if you do not
want to cancel the certificate.
ACTION CONFIRMATION
Are you sure you want to CANCEL this certificate?
Click 'YES' if you wish to continue, or click 'NO' to
stop this action.
1 If you clicked Yes, you will see a pop-up message confirming that the certificate was successfully
cancelled.
CERTIFICATE CANCELLED
Employee Tax Certificate successfully cancelled.
1 If you go back to the View Employee page, the status of the certificate will now reflect as
cancelled.
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3.8.2 CANCELLING A RANGE O F CERTIFICATES

1 Click Cancel Certificate Range under RECONCILIATION on the left menu pane.

1 Select Cancel Certificate from the drop-down list.

i Select the Period of Recon.

Notification Centre

Action Centre
Cancel Certificates
REGISTRATION
Revive Certificates
eFiling Registration
IMPORT
Import/Export Payroll File
EMPLOYEE ADMIN
View/Edit Employees
MONTHLY PROCESS
PAYE
Payments
RECONCILIATION

PAYE Dashboard

Declaration

Cancel Certificate Range

Adjustments

i Indicate the starting and ending numbers for the range of certificates you wish to cancel, and click
on Add to list. More than one range of certificates can be selected and added.

CANCEL CERTIFICATE RANGE

I 0 1 80800000000015624
Start Range Certificate Number End Range

> 0180800000000015625

. I 0 1 80800000000015626
- 0 1 80800000000015542 I
I 01 80800000000015627

I °0120800000000015545 N2 0180800000000015554 255018.48

Certificate
Range
Count

58

Action

Remove

Remove

(:3 Range Start - A list of all certificates found on the database will display
G Range End - Only certificates which falls within the range selected will display
G Please note: A range is any certificate number that follows consecutively from the previous
number. Alpha characters will sort between numeric characters.
1 Click Cancel Certificates.
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CANCEL CERTIFICATE RANGE

| Count for

|
| Captured Value for ‘ Certificate

Start Range Certificate Number End Range Certificate Number et Captured Range Action
Certificates Count
| e
0 1 30800000000015544 D 0180800000000015548 5 106737.48 5 Remove
| T et
0 1 20800000000015549 I 0180800000000015551 3 142934.54 55 Remove
| O it )

G Count for Captured Certificates - The number of certificates falling within the selected range
which exists on the database will be displayed.

G Value for Captured Certificates - The tax value of all certificates which exists on the database
will be displayed.

G Certificate Range Count - The number of certificate numbers which exist between the Start
and End Range numbers is displayed.

G Please note: Any certificates added to the database which falls within this range will show
on the e@syFile application as active, but will however be cancelled once submitted to SARS
due to the inclusion of the numbers on the EMP601 which will be generated based on these
certificate numbers.

i A pop up message will appear to confirm cancellation of all the certificates. Click Yes to continue

or No if you do not want to cancel the certificates.

CANCEL CERTIFICATES

You are about to cancel
10 Certificates to the value of R466856.27,

Are you sure?

< -

G The message indicates the number of certificates and value for certificates found on the
database.

1 If you clicked Yes, you will see a pop-up message confirming that the certificate range was
successfully cancelled, click OK.

CERTIFICATE CANCELLATION

Certificate Range/s successfully cancelled.
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3.8.3 REVIVING A CANCELLED RANGE OF CERTIFICATES

1 Click Cancel Certificate Range under RECONCILIATION on the left menu pane.

G Select Revive Certificates from the drop-down list and then the Period of Recon.

BLC

Cancel Certificates

Revive Certificates

G Select the range of certificates that you want to revive.

REVIVE CANCELLED CERTIFICATE RANGE

Count for

= o Captured | Date ‘ Date
Selec... ‘ Start Range Certificate Number End Range Certificate Number Coboelle: i Rovioad
es |

(| > 0 1 80800000000015542 >0 180800000000015545 4 2018/09/11

[

G Count for Captured Certificates - The number displayed here is the number of certificates
which exists on the database which can be revived.

i Click on Revive Certificate Range.
i A pop-up message with a summary of the selected certificates will appear. Click Yes to continue.
REVIVE CANCELLED CERTIFICATES

You are about to "Revive"
6 Certificates to the value of R255018.48.
Are you sure?

1 Any certificate which is revived will be revalidated before submission and therefore must comply
with the current validation rules. Where information is complete or missing, the certificates will fail
during the pre-submission validation process.

1 If you clicked Yes, you will see a pop-up message confirming that the Revive process is
completed. The revived cert CREAtEDO es are now set as

o

REVIVE CANCELLED CERTIFICATES

Revive process completed.

& certificates set =s "CREATED'
O certificates set as 'INCOMPLETE'.
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39 COMPLETI NG THE EMP501 AND RECONCI LI NG ANNUAL

i The Reconciliation function includes:

G When requesting a reconciliation, the user will have the option to accept pre-populated data
from SARS. Various validations rules will be performed during the completion of the
reconciliation.

G For example, an employer may not decrease a SARS revised liability or increase an ETI
already declared. If the SARS pre-populated data is not accepted the EMP501 will not
be pre-populated with EMP201 values captured on e@syFile.

G It is important to note that upon submission of the reconciliation, SARS pre-populated data
will be obtained and all validations will be applied which may result in the user having to
amend the already completed EMP501.

G Once a reconciliation has been submitted, SARS feedback on the Status Dashboard under
the Utilities menu must be updated before any further submission can be made.

G Blocking of duplicate submissions.

1 This is the process of matching employer financial declarations with employee financial
information and the actual amounts paid to SARS.

1 Click Declaration under RECONCILIATION.
i If all new required fields on the EMPLOYER ADMIN page were not captured, you will receive a
warning message directing you to the EMPLOYER ADMIN page to complete the missing

information before you can submit your declaration.

EMPLOYER DEMOGRAPHIC DATA

Employer Demographic data not complete.
“You vill not be able to submit for this
Employar OR view the EMP501 until this
data is completad.

Please complete this information in the
EMPLOYER ADMIN section..

G Please note: The PAYE, SDL and UIF reference numbers will only be populated if the
empl oyer is active for PAYE, SDL and UIF on t he
Employer. To update these particulars edit the employer account by entering the reference
number on the Employer Admin page.
1 Select the transaction year from the Transaction Year drop-down list.
1 If you are opening the declaration for a new Reconciliation period for the first time, click on
Request.

e@syFile EMPLOYER 6.9.0

EMP501

sEiling Reqisaaticn EMP501 Declarations for : EMPLOYER NAME -

IMPORT
Status
Import/Export Payroll File

EMPLOYEE ADMIN

View/Edit Employees

MONTHLY PROCESS
PAYE
Payments
RECONCILIATION

PAYE Dashboard

Declaration
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1 Deregistration with future-d at ed EMP5016 s

G Functionality changed for future-dated EMP501 submissions i a deregistration request will
5 be included in the submission that will start the deregistration of the PAYE reference number.
G Request future dated request

G

If you click on yes, a message will display with a drop-down list of reasons for deregistration
options, and a deregistration date that must be selected

The employer ceased trading

Employer ceased to be an employer
Employer is deceased
Employer is insolvent
Employer is liquidated

1 If you have previously requested and/or submitted the EMP501 for a specific period, you can open

a saved or submitted version of the relevant EMP501, or again request a new form if a
resubmission must be processed by clicking on Revise.
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EMP501

Select the tax year for the Declaration : ﬂ APETT—

EMP501 Declarations for : EMPLOYER NAME -

PAYE SDL UIF Status
R 236338406.00 R 8158567.00 R 3792818.00 SUBMITTED
R 0.00 R 0.00 R 0.00 R 0.00 SUBMITTED View
i If you click on Request or Revise, a pop-up message will display with an option to use SARS pre-

populated values, or to use own values on the declaration. Employers are encouraged to use the
SARS pre-populated values as this will also ensure that monthly liabilities on record are correct
and match user data.

1 ETI Re-instatement Request

G If an employer submitted an incorrect EMP501 (eg. future dated or without claiming ETI),
they will now be able to request a Reinstatement of ETI without requiring manual intervention.
A new option was added on the Declaration page when you click on Request on the
Decl arati onnpagéee EBEREO

EMP501

Select the tax year for the Declaration : w FsT————

E£MP301 Declarations for - NN

PAYE SDL UIF ETI Status View

Ounline pre-populate?

SARS might have financial values for the EMP501. Select "Accapt Data® in order to populate the retumn with the SARS data OR select "Own Values® in order to capture

[ Accestoats J|  Ownvaes  J| Reimstatern

your onn values on the return,

G This will be a real-time request that will return pre-populated values as per the original
3 EMP2016s submi twasetdtedwdrrectlye E T |
G Standard checks will be performed (compliance, assessments raised etc) and Request may
be declined. A pop-up message will provide reason if Re-instate request was unsuccessful.
1 Please note: If you have not recently synchronised y o u r e@syFileE aqpplicati

message will display where you need to complete your eFiling credentials for authentication
before the SARS pre-populated data can be retrieved.

%] SARS Secure Login

Login in to eFiling to verify your credentials.

SARS eFiling User Name:

SARS eFiling Password:

Cancel
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1 If you click on Accept Data and completed the synchronisation process when needed, the
EMP501 Declaration will open and should be populated with the relevant monthly liability
amounts. Please capture the monthly payment amounts for each period.

e@syFile Forms Viewer v1.2.8 - SARS WPAYE e a X

File View Help

Employer Reconciliation
¥V SARS Declaration EMP501 Transaction Year: 2022 Period of Reconciliation: 202108
= Trading Name: EMPLOYER NAME

Employer Information »

8| [mm 8 [ a

EMPLOYER NAME
Diplomatic Indemnity Indicator?* (O) Y @) N SIC Code SEZ Code
Contact Person Details
----- ME SURNAVE
TES TEST
MANAGER 0123232323
CELLNO TEST@SARS GOV.ZA

G The Total Value of Electronic Tax Certificates is the sum total of the tax value for all imported
certificates. e@syFileE Employer wild.l aut omatic
G The Total Value of Manual Tax Certificates is the sum total of the tax value for these
certificates. e@syFileE Employer wild.l automatic
G The Total Value of Tax Certificates for PAYE is the sum total of the Total Value of Electronic
Tax Certificates and the Tot al Val ue of Manual
automatically populate this field.
G The Total Value of Tax Certificates for SDL is the sum total of the SDL contribution on each
tax certificate (where applicable). Although this field will be automatically populated, you will
be allowed to edit it if it is incorrect.
G The Total Value of Tax Certificates for UIF is the sum total of the UIF contribution on each
tax certificate (where applicable). Although this field will be automatically populated, you will
be allowed to edit it if it is incorrect.
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B e@syFile Forms Viewer v1.2.8 - SARS WPAYE - m} X

File View Help

Employer Reconciliation
' SMS Declaration EMP501 Transaction Year: 2022  Period of Reconciliation: 202108

South African Revenue Service

Trading Name: EMPLOYER NAME

— March ——— March* ——————— — March* ——— — March

‘ R 0,00‘ ‘ R 0,00‘ R 000‘ ‘ R 0.00 & ‘ ‘ R March ‘
Api| —————————  ——Apilt —————————— Aprlt ————————————— —— Aprl - \

‘ R 0.00 ‘ ‘ R 0.00 ‘ ‘ R 0.00 ‘ ‘ R 0008 ‘ ‘ R Apri ‘

— May - May“ - — May’ S o May 1 ( 1

‘ R 0_00‘ ‘ R 0_00‘ ‘ R 0.00‘ ‘ R 0.00 8 ‘ ‘ R May ‘
June —— June* ———————— June* ——————— June

‘R 0,00HR 0,0DHR OOOHR O,DUﬂHRJune ‘

— July ) dyr iyt Juy Vo )

‘ R 0.00 ‘ ‘ R 0.00 ‘ ‘ R 0.00 ‘ ‘ R 0.00 & ‘ ‘ R July ‘

—Auwgust ——————— —August* ——————— August* — August

‘ R 0_00‘ ‘ R 0_00‘ ‘ R 0.00‘ ‘ R 0.008 ‘ ‘ R August ‘

‘ R September ﬂ ‘ ‘ R September a ‘ ‘ R September ﬁ ‘ ‘ R 0.00 ﬂ ‘ ‘ R September ﬁ ‘

: . L ——— October L .

‘ROotober ﬁHROctober ﬁHRoauber ﬁHR o_ggﬁHROctober ﬁ‘

—— November

‘ R November a ‘ ‘ R November ﬁ ‘ ‘ R November ﬁ ‘ ‘ R 0.00 ﬁ ‘ ‘ R November ﬁ ‘

: . L ——— December L .

| R December ﬂ | | R December a | | R December ﬁ | ‘ R 0.00 ﬂ | | R December ﬁ | -

1 ClickBavedn i§ you have edited or viewed the EMP501 a
click on File if you want to proceed to submission.

Please Note

You are about to Save the EMP501 return and
the relevant certificates to your local disk. You

vill however still need to submit your return to
SARS if not yat submitted,

1 Click OK and then navigate to the Submit to SARS screen where you can submit your declaration.
Ready to File

Employer Declaration Ready to File,
Please go to the 'Submission’ screen to submit
this declaration.

1 You will seethestat us of t he submi ssi onReadypto Filed eipfary du cdhlaingl
on File.
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EMP501

Select the tax year for the Declaration : < v avis

EMP501 Declarations for : EMPLOYER NAME -

PAYE SDL UIF Status
R 236338406.00 R 81358567.00 R 3792818.00 SUBMITTED

R 0.00 R 0.00 R 0.00 SUBMITTED

R 236338406.00 R £8198567.00 R 3752818.00 READY TO FILE

i To submit your EMP501 to SARS, follow the process described in ELECTRONIC SUBMISSION
OF RECONCILIATION DECLARATIONS TO SARS below.

i If you decide to use your own values on the EMP501 declaration, a second message will display
to give you the option to go back to using SARS pre<popul at ed v alUsemyowrCl i ck o]
valuesb again to proceed.

Are you sure you don't want to pre-populate?

You are about to capture your own data on the EMP501 form. Note that the data at SARS may be different
and may lead to the EMP501 form not being acceptad by SARS.

Request SARS Data

i e@syFileE Employer will attempt to retrieve EMP2O0
EMP501, or leave the EMP501 blank for completion if no history is available. Click OK to proceed
to the EMP501 where you will be able to capture the monthly liability and payment amounts.

EMP 501 Pre-Populate Process - OWN VALUES

e@syfile does not have EMP201’s for the following periods (201703, 201704, 201705, 201706,
201707, 201708).
+ Please select OK to continue; or
» Cancel to either

- Synchronise e@syfile in order to update e@syfile with EMP201’s previously submitted via
e@syfile; or

- Request 3 SARS pre-populated EMP501.

i Complete the outstanding liability and payment amounts on the EMP501 declaration, and click on
File when you are ready to proceed to the submission process.

1 On the Declaration and Submissions cr een s, the status of your EMP5(
Vali dati on Requiredd (ONLY if own values are used)

EMP501

2 - AASTTICTTIIII
Select the tax year for the Declaration : w cas

EMP501 Declarations for : EMPLOYER NAME -

PAYE SDL UIF Status

R 236338406.00 R 81388567.00 R 3792818.00 R 0.00 SUBMITTED

R 0.00 R 0.00 R 0.00 R 0.00 SUBMITTED

R 0.00 R 0.00 R 0.00 R 0.00 ONLINE VALIDATION REQUIR

1 You can now proceed to the Submit to the SARS page to finalise your EMP501 submission.
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3.10 ELECTRONIC SUBMISSION OF RECONCILIATION DECLARATIONS TO SARS

i The Submission function includes:

G A revalidation of data being submitted. Due to changes in the validations and required
information, it is necessary to revalidate the information

An entry in the Utilities menu to create finalised certificates in PDF format upon selection
(only for Full Tax Year Reconciliations)

@)

i Once you have prepared your Declaration or Adjustment, click Submit to SARS under
SUBMISSION in the left menu pane. A screen will appear listing all declarations or adjustments
which are ready for submission.

SUBMISSION

On this screen you are able to submit documents to SARS

Please select the documents you wish to submit by clicking on the Submit check box

Type Reference Company Year Status Submit
EMP501 [[E==—====] EMPLOYER NAME / 201708 READY TO FILE &€l View Remove
EMPS01 = EMPLOYER NAME /| 201702 ONLINE VALIDATION RE O Alearerli il Remaonia
i If you wish to view the document before sending it, click View. If you would like to revise the

document, click Remove to delete it from the SUBMISSION list.
i Select the declaration you want to submit in the Submit column (check box), and click Submit.

i Once pre-submission validation passed successfully, you must select the destination on the local
hard drive where you wish to store the electronic file, and click Select Folder.

G Please note: You cannot use a network drive to save the data but the local drive (usually
C:/). Rather copy or move the data to a network folder once you receive the confirmation
message.

SUBMISSION

On this screen you are able to submit documents to SARS

Please select the documents you wish to submit by clicking on the Submit check box

Type Reference Company Year Status Submit |14
EMP501 ] EMPLOYER NAME ¢ 201708 READY TO FILE v View Remove
- R

A Select Destination Folder &
@Uv! | « Terra(F:) » downloads » PAYE » ~ [ 49 || Searcn pave o

Organize v New folder S 2 @

=

X Favorites 4 Name Date modified Type
Bl Desktop 1. Aug 2017 testing 2017/09/0507:11 ...  Filefold|
& Downloads . Setup_EMP_675_WIN 2017/09/04 09:10 ...  File fold|

= Recent Places
& Google Drive
#& OneDrive

4 Libraries
3 Documents
J) Music
|k=| Pictures
Videos |40 Ul %
Folder:

[ Select Folder ] [ Cancel
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1 If you used your own values, e@syFileE Employer will attempt to validate the EMP201 amounts
you captured as part of the submission. This might result in a warning message that will list
possible errors or discrepancies on your EMP501. It is important to review these possible errors
in the right hand column before proceeding with the EMP501 submission.

EMP501 submission comparison result

On this screen you will find the results of the comparison of the EMP501 (created from own values) vs the data SARS has for the same period.

Error/Warning Field Message Resolution
Warning SDL Liabilities : Amount declared = The value declared in SDL Liabilities : Amount Do you want to submit A
for March declared for March (1000000) differs significantly
from the amount previously declared (0). the amount 10000007
QO Yes O no
Warning SOL Liabilities : Amount declared = The value declared in SDL Liabilities : Amount Do you want to submit
for April declared for April (100000) differs significantly from

the amount previously declared (0). the amount 1000007

QO ves Qo
Warning SDL Liabilities : Amount declared The value declared in SDL Liabilities : Amount Do you vant to submit
for May declared for May (10000) differs significantly from
the amount previously declared (0). the amount 100002
QO ves O no ]
Warning SDL Liabilities : Amount declared The value declared in SDL Liabilities : Amount Do you vant to submit
for June declared for June (1010000) differs significantly
from the amount previously declared (0). the amount 10100007
O Yes O No
Warning SDL Lisbilities : Amount declared = The value declared in SDL Liabilities : Amount Do you vant to submit
for July declared for July (10100) differs significantly from
the amount previously declared (0). the amaunt:101007
O Yes O No
Warning Total Liabilities : Amount declared The value declared in Total Liabilities : Amount Do you vant to submit
for March declared for March (1000000) differs significantly
from the amount previously declared (0). the amount 10000007
QO ves O no
Warning Total Liabilities : Amount declared The value declared in Total Liabilities : Amount Do you want to submit
for April declared for April (100000) differs significantly from i
the amount previously declared (0). the amount 1000002
QO Yes O No
Warning Total Liabilities : Amount declared The value declared in Total Liabilities : Amount Do you want to submit

for May declared for May (10000) differs significantly from
the amount previously declared (0).

ﬂ

the amount 100007

i Should you choose to proceed, a final message will display before the submission process starts.
Click OK to continue with offline submission, or Cancel to attempt online validation and
submission.

EMP501 Offline Submission

To complete the Online Validation you need to be connected to the internet. If you wish to submit this offline

then click OK else click Cancel and connect online before trying this submission again.

i e@syFil eE Empédnerateethe follawing folders and files in the destination folder
specified:

Subfolder with employer name
EMP501 in PDF format
EMP601 & EMP701 in PDF format (where applicable)

G Q)G

@( "l 1. « Aug 2017 testing » EMPLOYER_NAME_A 201702 EMP501 » v [‘,| Search EMPLOYER_NAME A_201702 E.. P |
Organize v Include in library v Share with v Burn New folder =~ [ O
5 Favorites 4 Name “ Date modified Type Size

Bl Desktop lil | 1) EMPLOYER_NAME_A_201702 2017/09/0507:11...  Compressed (zipp... 4KB
® Downloads =" EMPLOYER_NAME_A_EMP501 2017/09/0507:11 ...  Adobe Acrobat D... 2713 KB

2 Recent Places
& Google Drive
% OneDrive

) 2 items
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i You will be asked to provide your eFiling login name and password before your information can
be submitted to SARS. A message will appear confirming that your declaration has been
successfully submitted to SARS.

i You can monitor the status of your submission using the EMP501 Status Dashboard

i Please note: You need to retrieve SARS feedback (accepted/rejected) for your previous
submission before you will be allowed to resubmit an EMP501 for a specific period.

3.11 RESUBMISSION OF EMP501

i If you need to resubmit your EMP501, please follow the steps listed in ELECTRONIC
SUBMISSION OF RECONCILIATION DECLARATION TO SARS after making the necessary
changes to the certificates or the EMP501 declaration.

1 Make the necessary changes to certificates if applicable.
1 Click on Declaration, and select the relevant Reconciliation period from the drop-down list.
1 Click on Revise to open a new EMP501 Declaration, and follow the steps as explained in

COMPLETING THE EMP501 AND RECONCILING ANNUAL EMPLOYEES6 X And 3.10
ELECTRONIC SUBMISSION OF RECONCILIATION DECLARATION TO SARS to access the
Declaration form.

G If you select the same destination folder as that of your first submission, your data will be
replaced with the amended data.

EMP501

Select the tax year for the Declaration :

EMP501 Declarations for : EMPLOYER NAME - I

PAYE SDL UIF ETI Status View
R 39045.00 R 0.00 R 0.00 R 0.00 SUBMITTED View
R 0.00 R 0.00 R 0.00 R 0.00 SUBMITTED View

R 0.00 R 0.00 R 0.00 R 0.00 SUBMITTED View I

i Change the monthly values entered for PAYE, SDL, UIF and Payments if necessary.
i Click Save to continue later , or File if you are ready to proceed.

G Please note: Only certificates in a created status will be included in your resubmission.

3.12 COMPLETING A RECONCILIATION DECLARATION ADJUSTMENT (EMP701)

1 Complete an EMP701 if you need to make adjustments to the reconciliation declarations and
payments in respect of prior years. This option should only be used where the amended
submission relates to the submission made using pre-printed certificates (up to the year 2008).

1 Create new certificates for the certificates which need to be added or amended. Cancellations
will have to be done manually.

Click View Employees.

Select the Company Name and Transaction Year for the certificate that you wish to change.
Select the employee for whom you want to add or adjust a certificate, and then click on the
relevant certificate to the top right of the screen. Where an EMP701 has been submitted
previously, the submitted certificates can be cancelled during this step.

@) Gk Q)
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s@syFile EMPLOYER 6,8.1
O
ENPLOYEE DCTATLS

LCISTRATION

MPONT

Adanies reavont feld ¢
Nature of Persen | A~ Indnidual with 10 or Passport Numb v | *

Surmame

Foat Too Namas

tnziats

Oate OF Buth J COYYNNDD
1D Number

Incoma Tax Relerance

Passpon Numbaer:

Cowntry of lasve

Anarnate Jdemttication Type

Anermote Jdestiiation Number

tmpioyes Mumber:

Voaw Status

G Click Cancel Certificate to cancel the certificate you have selected.

- / R -
artdic ate Nurrber ACTION CONFIRMATION
Are you sure you want to CANCEL this certificate?
S - Click 'YES' if you wish to continue, or click 'NO' to Yotal Inc Sessivad
stop this action.
| cm it “ Desc 1 ptaom ot Vel
Dedax Gt cmts Sugtucms
Dwsc reptaom Conte Vabee
Fomnd Rate Tamat

(hrectre Number

Total Oedon Laoms ( contr o woms

Owve gl ot e
Lmployment Tax Incentne Tan Credhts smd oo | mphoyee | | mphoryee (omts dustioms
(a1 op b Code e
oy se 60200 Televison programemng and v ve 4141

4143

Manage tource (odes

o] To adjust the certificate you have selected, follow the steps listed in AMENDING
CERTIFI CATES WI THI N e@SYFILEE EMPLOYER.

o] To create a new certificate, follow the steps listed in CAPTURE MANUAL
CERTIFICATES and IMPORT PAYROLL FILE.

G Click Adjustments under RECONCILIATION on the left menu pane for this screen to
appear.
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e@syFile EMPLOYER 6.8.1

PREVIOUS YEAR ADJUSTMENT

Import/Export Payroll File
EMPLOYEE ADMIN

View/Edit Employees

[ Total Due by/to you:

Application Help

Update

AN DER wesTHUIZen  (CRENGEM LOGGED IN AS : ADMIN

G Select the relevant Employer and Period from the drop-down lists. Capture or verify the
liability fields and the Previous Declaration payment fields.

G If you made any subsequent payments to SARS since your last EMP701 submission, you
need to now add this amount to the previous declaration Payment amount, and enter this
new total in the Adjustment Declaration payment field.

o] Please note: Do NOT use cents in any of the fields as this will affect the calculation.
Please ensure that you round off all cents to the nearest Rand.

G e@syFil eE Empl oy e r caluulate the ifierencen3uin of ddjustments and
Total Due by/to you fields.

G Click Save. A message will appear informing you that the Adjusted Declaration for that tax
year has been successfully saved.

G  Click OK.

G Click Ready to File and follow the process described in ELECTRONIC SUBMISSION OF
A RECONCILIATION DECLARATION TO SARS to submit your EMP701 to SARS.
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3.13 SUMMARY REPORT

1 A new function was added to allow employers to extract previously submitted certificate data for
from their database in PSV (Pipe Delimited/Separated Value) format. The layout of this report will
be determined by the combination of source codes included in the certificates for a selected
employer and Reconciliation Period.

G Please note: Data can only be exported if it is available on your database, it is not a request
to obtain certificate data from the SARS systems if older backups or database files were
lost or destroyed.

i Click on Summary Report on the left-hand side

1 Select the Period of Recon from the drop-down menu in the right-hand corner and click on Export.

EMP501

Select Period of Recon: q Export ...

202002
201308

EMPLOYER NAME -

201902
201808

1 Enter a flename and click on Save

EMP501

Select Period of Recon: W m

ﬂﬂ Select where to save the Summary Report
<« v P « Documents > 2020 > SARS » Summary Report v O Search Summary Report

Organise v New folder
A Name Date modified
#* Quick access

No items match your search

I This PC
- 3D Objects
[l Desktop

2| Documents

& Downloads v <

File name: l Name Export fil

Save as type: | All Files (*.%)

~ Hide Folders
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3.14 PRINTING CERTIFICATES

1 You can also print certificates in bulk from the IRP5/IT3(a) subfolder (see steps in GENERATE
IRP5/IT3(a) PDFs). Alternatively, you can print certificates one by one following the steps listed

Click View/Edit Employees under EMPLOYEE ADMIN on the left menu pane.

Select the Company Name and Transaction Year for the certificate that you wish to print.
Select the employee from the list.

Open the certificate.

Click View Certificate.

Click on the Print icon on the top left corner of the screen.

B®8 =3 Q @ ' B @aB T D o e
-
(&} YV SAR el el B ploy e e riicans (1ReS1T3(0))

wth Alrican Rewerue Servee _!”!!!!!!‘W l .D! -uw m T (Ergaoymeet Tas Poarswe) aCat 'E'D
= [2100005 ]
S JANSEN

]
= [ELTON ]
]
]

JORCY

P S— ez, hewer ) o~ (R 1o

;.:_[
- | ]

vvu-c [ } wugww-w,[ l ’('-’: [ ]

s (0118792045 ] | ]

were 115 ] :".'.."' MBENTANE STREET ]
o [KNYSNA ]

oy Town | e 8571 |
Emgtoyee Address Detals - Pestal

525 [POSTAL ADDRESS SAME AS RESIDENTIAL ADDRESS ] e v [ wfx]

e, [ ]

Bank Account Detais

s [HMRGHRRAEHA

b91c9121-0a17-4b26-a09d-d5980eb532db
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3.15 CREATING A BACKUP OF YOUR DATABASE

1 It is important to make frequent backups of your reconciliation information. The backup process
on e@syFileE Employer is quick and simpl e.

G Click Utilities.

G Click Database Utilities.

G  Click Backup DB Directory.

G Select a destination folder and click OK.

SYSTEM UTILITIES

Here you are able to create 3 backup of your local Database or restore your local Database from 2 backup

| BackupDBDirectory || MergeEasyFileDB | | Restore EasyFile DB

EMPLOYEE ADMIN

’
Browse For Folder M

Backup

MONTHLY PROCESS

RECONCILIATION Ml Desktop
b 4 Libraries
» «& Homegroup

» & Local Disk (C:)

3 éﬁ DVD RW Drive (D:)

b g Elements (E)

I umw Removable Disk (G:)

b LG External HDD (L)
L l Safa R, . e fald.

[ Make New Folder 0K | [Qcamﬁ‘
EMP501 Status Dashboard e ——— i d

Case Status Dashboard

SUBMISSION

AGENT APPOINTMENTS

EMPLOYER ADMIN

Pre-Submission Validation Report

Import Payroll File Log
Delete Payroll File
Reset Passwords
Payroll File Editing

Reassign Certificate

Generate IRPS / IT3(a) PDF's

Certificate Rejection/Penalty Service

CONNECTIONSTATUS:  DISCONNECTED Current Tax Year : 2013 Working With : No Company Selected [HERERGER LOGGED INAS : ADMIN

G

A message will be displayed indicating that the database back-up was successful, click OK.
G Please note: Back-up files are all named in the following manner to make it easy to locate
the most recent back-up file: [EasyFile]+[date]+[time of backup]+[Backup]. New back-up

files will be zipped (compressed) and will include data for all the PAYE reference numbers
included in the e@syFileE Employer database.

Database Backup

Database successfully backed up to:

C:\EasyFile20120315_05h39 Backup

1 Ensure the e@syFileE Empl oyer | o-gpiane savedtwih thes, whi c
back-up files.

1 The e@syFileE Employer | ogi n -apdile anilllbesneededtwhenh cr eat
restoring the back-up. The encrypted data contained in the back-up will not be accessible unless
the e@syFil eE Employer | ogi rupafteusedidle theameiwaddedcr eat ed
precaution i New database encryption and decryption, to secure sensitive information i refer to
step 2 below for more information.
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3.16 MERGE MULTIPLE DATABASES

1 This process should be used where:

G Multiple branches or different payroll/HR staff members complete manual certificates and
5 payroll files, and these should be merged for the reconciliation.
G Data for different financial periods should be merged onto one single database.

i With the introduction of spl it dat abase files fo
Employer directory, the merge process has been amended to combine one employer database
file at a time.

G When merging another usero6s data with your exis
employer database will be selected, to merge with your data.

i This will enable tax practitioners, payroll consultants and users with multiple PAYE reference
numbers to create e@syFil eHhpfiesnforlaciggke PAYE eeferettea s e or
number.

i To ensure that no certificates are lost during the merge process, different certificate numbers or

ranges should be assigned to the different staff members preparing manual certificates.

G Back-up all data to be merged, and transfer these files to a selected folder on the PC where
the various databases will be merged.

i A new backup file (version 6.00and | ater ) will need to be 6éunzippe
with the existing e@syFileE Employer dat a.

C:S Access the folder where the back-up has been saved that you wish to restore.
G Extract or déunzipd the file before proceeding w

i Only certificate data will be merged. No EMP501 and/or other data will be moved.

G  Click Utilities
G  Click Database Utilities
G  Click Merge
1. Back-ups created on version 5.0.9 or prior:
a. Select the relevant back-up file from the destination folder where it was saved.
b. Click Open to begin the merge process.
2. Backups created on version 6.0.0 and later:
a. Select the PAYE number file within the backup directory from the destination
folderwherei t was saved. (You wi-dfolderdiretd t o fiun:z
b. Click Open to begin the merge process.
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e@syFile EMPLOYER

HOME
SYSTEM UTILITIES

Database Utilities
Here you are able to create a backup of your local Database or restore your local Database from a backup

LABa:kup DB Directory J l Merge EasyFile DB J l ) Restore EasyE l;J

EMPLOYEE ADMIN

4 Merge databases
MONTHLY PROCESS

Look in: I | e@syFile backups ;] & B ek B

Name Date modified Type

| DoNotDelete 2012/03/1506:47 ... File folder
| L_| 75— dbz 2012/03/1505:38 ..  DBZFile
) 76— b 2012/03/1505:38 ..  DBZFile
Desktop 0 EasyFile.dbz 2012/03/1505:38 ...  DBZFile

=
4.‘

RECONCILIATION A)

Recent Places

AGENT APPOINTMENTS

EMPLOYER ADMIN

ETE|
Cancel |

“

Reset Passwords
Payroll File Editing
Reassign Certificate

Generate IRP5 / IT3(a) PDF's

Certificate Rejection/Penalty Service

CONNECTION STATUS:  DISCONNECTED Current Tax Year : 2013 Working With : No Company Selected ange LOGGED IN AS : ADMIN

C:;‘- Read the pop-up message carefully before proceeding with the merge process.
G If you do not have a back-up, click Cancel and first make a backup. If you already made a
backup of your data, click Yes to continue.

Database Merge

This action will merge the selected database with
the default database for e@syFile - employer,

Please note that if the database you are trying to
merge is encrypted you will need to know the
password for that database

Please be patient as this operation could take
some time,

Company and certificate data will be memged, but
EMPS01 data for this year will not, and will have
to be re-entered

Piease note the e@syFile - employer spplication
will close after the database merge operation is
succesfully completed, You vill need to start this
application as you normally do to continue
viorking.

Do you want to continue this operation?
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G Merging a new, encrypted back-up f i |l e wi | | require the e@syFil
to be completed.

G  Click Validate to proceed.

G Back-up file created on version 5.0.9 or prior: Additional messages will reflect the status
of the merging process, and prompt a restart of the software once the merge has been
successfully completed.

G Back-up file created on version 6.0.0 and later: A pop-up message will appear once the

process has been completed. To access the database file merged, use the Change
Employer menu option to select the relevant database file.

e@syFile Database Merge

Database merge is complete. Please use the
'EMPLOYER ADMIN' utility to change to the desired
company.

' -'/ e

3.17 RESTORE DATABASE FROM A BACK -UP

1 Click Utilities

1 Click Database Utilities

1 Click Restore

1 Select location from which to restore the database, and select the back-up file you wish to restore.
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3.18 EMP501 STATUS DASHBOARD

1 The table on this page will list all successful submissions. You can also check the status of your
submission using the Status Dashboard. The Status Dashboard includes two additional columns
which reflect the date and time of your submission, as well as the method used for submission.
This also serves as your proof of submission for both submission methods.

i Please note: Itis important to retrieve your submission status (Accepted/Rejected) to ensure your
EMP501 submission was processed successfully. Details regarding possible errors will be
displayed here if submission was rejected. If you encounter an unknown error code, contact
nearest branch or SARS Contact Centre for assistance. Correct errors and do a full resubmission.

1 Click Utilities on the menu pane.

T Click EMP501 Status Dashboard.

G Your submissions will be displayed on the screen.

Database Utilities
EMP501 Status Dashboard
Please double click on a Company record to view detailed status.

Company Name Reference N... Form Year Channel Date/Time Update
—eeeeee———) EMPS01 201608 Online 2016/09/16 14:29:4  ypdate
[ — EMPSO1 201502 Online 2017/08/30 13:27:3  ypdate
D ———— | EMPS01 201602 Online 2017/08/30 13:44:1  ypdate
] EMP501 201708 Online 2017/09/01 10:33:  ypdate
[ ————— EMPSO1 201702 Online 2017/09/01 11:23:f  ypdate
=V————————— | EMPS01 201602 Online 2017/09/01 11:43:4  ypdate
_m—rm—— EMPS01 201602 Online 2017/09/01 14:27:4  ypdate

AASS Pay " Dacklo—a
Pre-Submission Validation Report
Import Payroll File Log
Delete Payroll File
Reset Passwords
Payroll File Editing
Reassign Certificate
Generate IRPS / IT3(a) PDF's
Full Resubmission Request
1 If you submitted electronically using eFiling, double-click update (you must be online to receive

an update of your submission status).

Status Update

Updates Recieved! Click 'Ok’ to view.

1 Click OK to view the returned status. Below are examplesofan6 Accept eddé status as
ORejected statusbo.
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G Please note: You will need to resubmit a corrected EMP501 if the original submission was
rejected. The resubmission process is covered in section 3.29 FULL RESUBMISSION
REQUEST.

] status update

Cert Number Form Type Response

7010718437 EMPS01 Please note that your return has been
successfully submitted

7010718437 EMPS01 Declaration Processed

7010718437 EMPS01 [PAYE] Please note that your reconciliation
has been finalised.

i}

Close |

G Please note: Until your status update reflects as Accepted or Rejected, you will not be able
to resubmit your EMP501 (or an EMP701 where applicable).

] status update

Cert Number Form Type Response

7390758466 EMPS01 EMPS01 reconciliation processed. Please
check your compliance status

7390758466 EMPS01 Recon Failed Compliance

Close

3.19 EMPLOYMENT TAXES VALIDATION

i Employment Taxes Validation (ETV) for IRP5/IT3(a) certificates were introduced after the 2019/08
Reconciliation period.

i The income tax filing threshold determines that individuals who qualify are not required to submit
an Income Tax Return for Individuals (ITR12) although Pay-As-You-Earn (PAYE) was deducted
monthly by their employers. Previously, employers had to follow a laborious process to correct
any errors that were made on the deduction of PAYE, Skills Development Levy (SDL) and
Unemployment Insurance Fund (UIF). To ease the burden on employers, SARS is introducing a
process to validate the PAYE, SDL and UIF deductions captured on the IRP5/IT3(a) certificates
submitted with the EMP501 return. In addition, SARS is also checking if certificates have already
been assessed by the Income Tax System, as well as the duplication of Income Tax Reference
Numbers for multiple employees.

1 A set of criteria will be applied to include a limited number of certificates in the validation process.
An algorithm will use the financial information captured on the certificate, re-calculate the PAYE,
SDL and UIF and compare it with the values captured on the certificate. Any discrepancies will be
communicated to the employer through a letter to the channel which was used for the submission.
The detail of the certificates that failed the validation check will be communicated via a .TXT file
which can be downloaded from the submission channel. Employers must rectify any errors and
re-submit the corrected certificates.

1 To retrieve your ETV Report, follow the steps below.

G Ensure that you retrieved the submissions status update under Utilities, on the EMP501
Status Dashboard in e@syFile Employer.
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G Click on Update, next to the relevant submission to retrieve an Accepted or Rejected status.
o] Please note: ETV feedback will not be available for rejected EMP501 submissions.

] status update

Cert Number Form Type Response
a
I EMP501 Please note that your return has been
successfully submitted z
o EMP501 Declaration Processed
roetesiaaiscl EMP501 [PAYE] Please note that your reconciliation
has been finalised.
B4
Close f

G Click on Download Employment Taxes Validation to retrieve ETV feedback.

Database Utilities
EMP501 Status Dashboard

Please double click on a Company record to view detailed status. (P load Employ Taxes V )
Company N... Reference ... Form Year Channel Date/Time Update ETV
—_—] EMP501 — Online 2014/09/15 15:29 | update | =

Complete your eFiling credentials for authentication and click on login.
] sARS Secure Login

Login in to eFiling to verify your credentials.

SARS eFiling User Name:

SARS eFiling Password:

G Click on the View button in the right hand column to view the ETV Report for an EMP501
Submission.
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Database Utilities

7ENRI Status Dashboard
Please double click on a Company record to view detailed status. [ P load Employ t Taxes Validati J
Company N. Reference ... Form Year Channel Date/Time Update ETV
| EMP501 201408 Online 2014/09/15 15:29  update | -
I EMPS501 201502 Online 2015/04/16 12:16 | ypdate r
| EMP501 201508 Online 2015/10/14 16:04  ypdate
N EMP501 201602 Online 2016/05/03 08:35  update
] EMP501 201608 Online 2016/09/28 08:58  ypdate
e EMPS501 201702 Online 2017/04/14 12:07 | ypdate
e EMPS01 201708 Online 2017/09/18 10:34  ypdate I
-—_— EMPS01 201802 Online 2018/04/05 12:34 | ypdate i
——m—u EMP501 201808 Online 2018/09/18 10:43 | update
=——w——————— | EMP501 201902 Online 2019/04/18 12:11 Update
[ | EMPS501 201908 Online 2019/09/25 07:20 | ypdate
EE———————] EMP501 202002 Online 2020/04/02 11:37  ypdate J View

3

G 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.

3.20 MANAGING PAYROLL FILE IMPORTSIN e @s y F i EMPIEDYER

i e@syFileE Employer keeps a |l og of al | i mport at
successful imports.

1 Click Utilities.
i Click Import Payroll File Log.

i To open a specific error report, simply double-click the entry listed in the log.

SYSTEM UTILITIES

Database Utilities

EMP501 Status Dashboard

AASS Payment Allocation Dashboard
Pre-Submission Validation Report

Import Payroll File Log

Here you are able to view a log of all the Payroll files that have been imported.

Log Category | Payroll Imports vJ

File Name Date Imported Status
C:\Users' 2019/09/04 12:26:29 FAILED
C:\Users\ 2019/09/04 12:25:55 FAILED
C:\Users)\ 2019/08/27 14:13:17 PASSED -
C:\Users' 2019/08/27 14:12:52 FAILED
C:\Users\ 20159/08/27 14:12:08 FAILED
C:\Users\ 2019/08/27 14:09:48 FAILED
C:\Users\ : 2015/08/27 14:04:08 FAILED
C:\Users\ 2019/08/27 13:35:26 PASSED -
C:\Users\ 2015/08/27 13:33:42 FAILED
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3.21 MANAGE PAYROLL FILE EDITING IN e @s y F i EMPIEDYER

1 This option must be enabled by the ADMIN user before you can edit certificates imported from a
CSV file.

Click Utilities.
Click Payroll File Editing.
Tick to select Enable Editing of Imported Payroll File Data.

@ @G

e@syFile EMPLOYER 6.8.1

HOME
SYSTEM UTILITIES
Notification Centre

Action Centre

Database Utilities
EMP501 Status Dashboard
AA88 Payment Allocation Dashboard

REGISTRATION
eFiling Registration
IMPORT
Pre-Submission Validation Report
Import/Export Payroll File

Import Payroll File Log
EMPLOYEE ADMIN

Delete Payroll File
View/Edit Employees

MONTHLY PROCESS

Reset Passwords

Payroll File Editing
PAYE

B 0 Here you are able to enable editing of data imported from the Payroll file. This screen is only available to the ADMIN user.
ayment

RECONCILIATION By selecting this checkbox, you vill be able to edit the information imported from the Payroll File

PAYE Dashboard

|¥] Enable Editing of Imported Payroll File Data

Apply |

Declaration
Cancel Certificate Range
Adjustments
SUBMISSION
Submit to SARS
THIRD PARTY APPOINTMENTS
Third Party Appointments
EMPLOYER ADMIN
View/Edit/Change
UTILITIES
Utilities
Synchronise Application
Mismatch
HELP
Application Help

Update Reassign Certificate

Generate IRPS / IT3(a) PDF's
Log off

Full Resubmission Request

CONNECTION STATUS:  CONNECTED Current Tax Year : 2018 Working With : 7470790595-CONSTELLATION FINANCIAL SERVI... [NCRSRGEM LOGGED IN AS : ADMIN

@)

Click Apply.

3.22 DELETING PAYROLL FILES

i Follow these steps to delete imported payroll files.

Click Utilities.

Click Delete Payroll File.

Double-click the payroall file to be deleted, or click View.
Tick the box next on the relevant payroll files to be deleted.
Click Delete.

G @ Qe G G
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@)

A message will appear indicating that employee data associated with the relevant employer
(as per the file to be deleted) will be deleted.

DELETE WARNING

Selecting Employers for deletion vill remove all

Certificates for Employees associated with these
Employers.

G Click OK. The payroall file is now deleted.

3.23 RESET PASSWORD

1 Do this to reset users passwords.
1 Please Note: Only the ADMIN user can access this function.
G  Click Utilities.
C:-I- Select the Reset Passwords tab.
G Select the Local Login User Name from the drop-down list.
G Enter a new Local Logon Password.
G

Repeat the captured Local Login Password.
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p@syFile EMPLOYER 6.8.1
HOME
SYSTEM UTTLITIES

GISTRATION

oFiing Regatraticn

AALS Payment Allocation Dashboard
Pre-Submisuce Vakdaton Report
Import Payroll File Log

Delete Payroll File

Heset Passwords

NPOKT
1mpon/Export Baypeol File
MOLOYLE ADMIN

Vand K44 Errplopees

Mare yiu are able to reset the woer Fasswords This screen is only avalabdle to the ADNIN user

Local Login User Name: | v

Local Logwm Passmord
PAYE ODashboard
Repaat Loce! Login Passweed
Oeclmnbon

! Login Py woed hint:
Cancal Cert#xate Runge Local Login Pass:

Sobmn to BAAS
RO PANTY APPOINTMENTS
Therd Party Appointmests
MPLOYER ADNIN
View/ EAL Change

TLITIES

Payrell Fle Editing
Reassgn Certificate
Gemerate IRDS / IT3(a) PO

TUS:  CONNECTED

@ Enter Local Login Password hint.
G Click Apply Changes. The user password has now been reset.

3.24 MERGE EMPLOYEE

i If duplicate records have been created for an employee under EMPLOYEE ADMIN, you can
merge the duplicate records and consolidate certificates to one employee record.

Click Utilities and then select the Merge Employee tab.

Select the first employee record from the From Employee drop-down list.

Select the second employee record from the To Employee drop-down list.

Click Merge to consolidate employee records and to delete the duplicate employee.

@@ G G

Merge Employee

Here you are able to merge employee's certificates that have been imported.
This screen is only available to the ADMIN user, and if Payroll file editing is allowed.

First Names:

Employee Number:

<First Names>

<Employee Number>

Tax Reference Number: <Tax Reference Number>

First Names:

Employee Number:

Tax Reference Number:

From Employee To Employee
Employee: | v | Employee: == v
Surname: <Surname> Surname: <Surname>

<First Names>
<Employee Number>

<Tax Reference Number>

ID Number: <ID Number> ID Number: <ID Number>
Merge
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3.25 REASSIGN CERTIFICATE

1 You can now reassign certificates from one employee to another if certificates are not linked to
the correct employee.

G Click Utilities and then select the Reassign Certificate tab.
G Select the first employee record from the From Employee drop-down list.
G Select the second employee record from the To Employee drop-down list.
G Click on Reassign to display a list of available certificates to transfer between employees
Reassign Certificate
Here you are able to reassign certificates that have been imported and are not linked to the correct employees.
This screen is only available to the ADMIN user, and if Payroll file editing is allowed.
Period of Recon | ., v |
From Employee To Employee
From Employee: vJ To Employee: v |
Surname: <Surname> Surname: <Surname>
First Names: <First Names> First Names: <First Names>
Employee Number: <Employee Number> Employee Number: <Employee Number>
Tax Reference Number: <Tax Reference Number> Tax Reference Number: <Tax Reference Number>
ID Number: <ID Number> ID Number: <ID Number>
Reassign
Reassignment logs
G Select the relevant certificate(s) from the list displayed and click on Reassign to transfer
the certificate to the selected employee
Select Certificate to Reassign
Select Certificate Number Surname Initials Employee Number
| 781071922120220800000008000100 JANSEN E 2100005
L Reassign J | Close |
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3.26 GENERATE IRP5/IT3(A) PDFS

1

Once your file has been submitted to SARS the employer can create IRP5/IT3(a) PDFs as follows.

G Click Utilities and then select the Generate IRP5/IT3(a) PDFs tab.

e@syFile EMPLOYER 6.8.1

eFiling Registration
IMPORT

Import/Export Payroll File
EMPLOYEE ADMIN

View/Edit Employaes
MONTHLY PROCESS

PAYE

Payments
RECONCILIATION

PAYE Dashboard

Declaration

Cancel Certificate Range

Adjustments
SUBMISSION

Submit to SARS
THIRD PARTY APPOINTMENTS

Third Party Appointmants
EMPLOYER ADMIN

View/Edit/Change
UTILITIES

Utilities

Synchronise Application

Mismatch
HELP

Application Help

Updata

Log off

CONNECTION STATUS:  CONNECTED

SYSTEM UTILITIES

Database Utilities

EMP501 Status Dashboard

AAZS Payment Allocation Dashboard
Pre-Submission Validation Report
Import Payroll File Log

Delete Payroll File

Reset Passwords

Payroll File Editing

Reassign Certificate

Generate IRPS [ IT3(a) PDF's

On this screen you are able to generate vour IRP5/IT3{a) tax certificates
Please select the documents you wish to generate by clicking on the Export

Type Reference Company Year

Full Resubmission Request

Working With : 7470790595-CONSTELLATION FINANCIAL SERVI... m

Current Tax Year : 2018 LOGGED IN AS : ADMIN

A list showing all completed submissions for which PDF certificates can be generated will

Mark the checkbox for the submission for which you would like to generate PDF certificates.

o] You will be asked which certificates you would like to generate (All, Amended,
Cancelled etc), and where you would like these certificates saved on your PC.

G

3 be displayed.

G

G Click Generate.
G

Please note: For the interim reconciliation employers must not issue IRP5/IT3(a)

certificates to employees.
o] Therefore no PDF certificates will be generated for this period.

o] A final certificate for an employee can be viewed and pr i nt ed
Certificateo within the View/Edit

by selectir
Empl oyees
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3.27 FULL RESUBMISSION REQUEST

1 This function allows an employer to replace all prior EMP501 or incorrect data submitted to SARS
with a new submission. Use this function only when you need to completely replace all previously
submitted EMP501 data with a new submission.

1 Before you start this process, ensure that you have retrieved the SARS status for the previous
submission(s) for this period i refer to EMP501 STATUS DASHBOARD.

G Select Utilities on the left hand menu pane, and click on Full Resubmission Request on
the Utilities tabs.

SYSTEM UTILITIES

Database Utilities
EMP501 Status Dashboard
AAS88 Payment Allocation Dashboard

Pre bmission Validation Report

Import Payroll File Log
Delete Payroll File

Reset Passwords

Payroll File Editing

Reassign Certificate

| Generate IRPS / IT3(a) PDF's

Full Resubmission Request

Please select a company for resubmission

Company | e v |

( Request |

G Select a Company (relevant employer and submission) from the drop-down list and click
on Request. This will redirect you to the Declaration page where you can complete the
resubmission.

Full Resubmission Request
Please select a company for resubmission
Company ( -7 v
\ Request |
G Click on Yes to proceed. This will open the Declaration page. Select the relevant

Reconciliation Period from the drop-down list. Repeat the steps explained in COMPLETING

THE EMP501 AND RECONCI LI NG ANNG®NLELEEMRONIOYEESD?S

SUBMISSION OF RECONCILIATION DECLARATIONS TO SARS to finalise the process.

3.28 DISK SUBMISSION

1 In cases where employers were unable to finalise and submit their EMP501 online due to eFiling
profile or access related issues, a manual or disk submission can be processed to deliver to
SARS. Please remember that the electronic file and signed copy of the EMP501 and EMP601 (if
applicable), must be submitted at a SARS Branch before or on the filing season deadline.

G Complete the steps to prepare your EMP501 submission. Once your EMP501

5 to filed status, you can proceed.
G Click on Utilities on the left hand menu pane and click on Disk Submission. This will
display a list of EMP501s that are available to submit to SARS (Ready to File).
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SYSTEM UTILITIES

Database Utilities
EMP501 Status Dashboard

AAS88 Payment Allocation Dashboard

Pre-Submission Validation Report
Import Payroll File Log

Delete Payroll File

Reset Passwords

Payroll File Editing

Reassign Certificate

Generate IRP5S / IT3(a) PDF's
Full Resubmission Request

Disk Submission

Type Reference Company

EMP501 70

G
verified.

EMP501 submission comparison result

Year Status

2015902 READY TO FILE

On this screen you are able to submit your EMP501 and IRPS/IT3(a) certificates via disk.

(Lsmetoom |
View Remove

If you did not use pre-populated values from SARS, you will have to edit or confirm the
amounts captured on the EMP501. Click on Save to Disk when all amounts have been

On this screen you will find the results of the comparison of the EMP501 (created from own values) vs the data SARS has for the same period.

Error/Warning Field

PAYE Liabilities : Amount declared
for March

Warning

PAYE Liabilities : Amount declared
for April

PAYE Liabilities
for May

Warning : Amount declared

PAYE Liabilities
for June

Warning : Amount declared

PAYE Liabilities
for July

Warning : Amount declared

PAYE Liabilities
for August

Warning : Amount declared

PAYE Liabilities
for September

Warning : Amount declared

PAYE Liabilities
for October

Warning : Amount declared

to Disk.

Message

The value declared in PAYE Liabilities : Amount
declared for March (0) differs significantly from the
amount previously declared (341516).

The value declared in PAYE Liabilities : Amount
declared for April (0) differs significantly from the
ly declared (312968).

The value declared in PAYE Liabilities : Amount
declared for May (0) differs significantly from the
amount previously declared (569775).

The value declared in PAYE Liabilities : Amount
declared for June (0) differs significantly from the
amount previously declared (322354).

The value declared in PAYE Liabilities : Amount
declared for July (0) differs significantly from the
amount previously declared (338997).

The value declared in PAYE Liabilities : Amount
declared for August (0) differs significantly from the
amount previously declared (334222).

The value declared in PAYE Liabilities : Amount
declared for September (0) differs significantly from
the amount previously declared (328303).

The value declared in PAYE Liabilities : Amount
declared for October (0) differs significantly from
the amount previously declared (345950).

Resolution

Do you want to submit
the amount 0?

@ Yes Q No

Do you want to submit
the amount 0?

(©) Yes O No

Do you want to submit
the amount 0?

O Yes O No

Do you want to submit
the amount 0?

QO Yes O no

Do you want to submit
the amount 0?

QO Yes O no

Do you want to submit
the amount 0?

C) Yes Q No

Do you want to submit

the amount 0?

QO Yes Q no

Do you want to submit

the amount 0?

Select the relevant transaction from the list as illustrated in step 2 above and click on Save

Indicate a destination folder on your computer and click on Select Folder to continue.
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Database Utilities
EMP501 Status Dashboard
AA88 Payment Allocation Dashboard
Pre-Submission Validation Report
Import Payroll File Log
Delete Payroll File
Pl ﬁ Select Destination Folder [
R« v 4 B, ThisPC > v & | Search This PC |
9 L
f Organise v - - I
2 . ¥ Folders (7
| v
' > o Quick access olders (7) -
(v B ThispC 3D Objects Desktop
> _J) 3D Objects L
B 3D Obje B
> I Desktop 4+ Documents Downloads -
>[5 Documents EE ‘ =
> & Downloads A
> D Music ﬁ Music ‘: Pictures
> [&] Pictures .
> B Videos Videos
> ‘ia Windows (C:) E
> Recovery Image z .
= g + v Devices and drives (2)
Folder: | This PC
Select Folder Cancel

G A pop-up message will display once the process completed successfully.

Manual File Generation

EMP501, EMP601 and EMP701 (if necessary) generated

successfully.

Please ensure that the submission is delivered to SARS.

Failure to do so will result in certificates (IRPS/IT3(a) not

being submitted to SARS.

Your files are located in the

Ci\Users\Talita.Geyser\Documents\2015\SARS\Master
201902_EMP501

folder.

Please put the encrypted zip file on electronic medium, i.e
CD, and submit to SARS with a signed copy of the EMPS01,
EMPE01 and/or EMP701.
Your certificates can be generated using the Generate IRPS
function in the utilities menu

i Remember to copy the submission file to electronic media, and deliver the disk or drive to SARS
with signed copies of the EMP501 and EMP601s (if applicable). Failure to do so will result in

certificates (IRP5/IT3(a) not being submitted to SARS.

3.29 NOTIFICATION CENTRE

1 The Notification Centre will automatically sort retrieved letters by PAYE reference number and

letter type, making it easier to manage correspondence and related processes.

1 The Notification Centre will include a count for all correspondence requiring attention. This
includes unread items, as well as new items that can be retrieved by synchronising. The count for

each letter type is displayed per employer/PAYE reference number:

G QX

opened.

G

has been opened.

1 To access the new Notification Centre, users will have to synchronise in order to retrieve

correspondence.

The Tax Year column will now display the issue date of correspondence retrieved.
Third Party Appointment correspondence will be added to individual employer database
files once the notification has been opened from the menu. Details can be accessed and
managed from the Third Party Appointments menu option, once the letter has been

Similarly, bulk ITREG results will be available for export after the ITREG notification letter
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G Click Synchronise Application to initiate the process.
G Click Notification Centre on the left menu pane, to display all available correspondence,
listed by employer/PAYE reference number.
e@syFile EMPLOYER
Mo Notification Centre
EMPLOYEE ADMIN YREGVER 1
MONTHLY PROCESS PAYE_RECON_RESULT 1
PAYE_RECON_RESULT 1, 1TAss
Vievd/Edit/Change
R S e e Ty s el
o Correspondence count numbers/indicators marked in red indicates important new
correspondence that was retrieved during synchronisation requiring immediate
attention.
o Ifthe mouse/cursor is moved over the correspondence counts displayed on the right,
a pop-up message shows a description of further options available.
ITREGVER EMPSA
PAYE_RECON_RESULT EMPSA
EMPSA
PAYE_RECON_RESULT 1 1TASS 6 EMPSA
Click on PAYE_RECON_RESULT to view synchronized
letters
EMFSA ]
EMPSA 1
EMPSA 1
EMPSA 1
G To view available correspondence, click the line entry for the relevant employer listed in the
notification centre. e@syFil eE Employer wil
database to access correspondence details for that PAYE reference number.
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PAYE_RECON RIS 1) 1TASS 6 EnPsA

ITREGVER 1) ENPsA

PAYE_RECON_RESULYT 1) EMPSA

G Click OK to view the available correspondence.

0 The details displayed include letter type and status for all available correspondence.
0 Please note: Third Party Appointment notifications must be opened to add the
details to the Third Party Appointment menu for processing.
G To view any specific correspondence listed in the Notification Centre, double-click on the
relevant line item. Once opened, the status will be updated from ISSUED to READ.
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