


SARS documentation

» Use the information available to you on www.sars.gov.za — select
Tax Types — Pay As You Earn

« Business Requirement Specification (BRS) updated before every
reconciliation period. Understanding CSV files, format and content

« Various help documents available on the e@syFile download page
(www.sarsefiling.co.za), including user guides-You will be directed to
WWW.Sars.gov.za

* Release Notes — available with each update of the application,
listing changes included in new version

e@syFile PAYE Manual

e@syFile™ Employer - a quick, easy and accurate way to complete your declaration.



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

YV SAR

SA's Tax

Quick links

All Forms

All Publications
Careers@SARS
I want to...
News...

Online Tools
Tenders
What’s new

Quick contacts

National Contact Centre
0800 00 7277

International Callers
+27 11 602 2093
(only between 8:00am and 4:00pm
SA time)
Fraud and Anti-Corruption
Hotline
0800 00 2870

eFiling
0800 00 7277

Revenue Branch Offices
Customs & Border Posts
Tax Practitioners

Advance Tax Rulings (ATR)
Report a Suspicious Activity
Scam Alert Notifications

Website Feedback

South African
Revenue Service

em | Legal & Policy | Tax Types | Taxpayers | Customs and Excise | ContactUs | eFiling |

Disclaimer | Privacy policy | Site Map

Provisional Tax
Iwant to...

News...
Online Tools
Tenders
What's new

Retirement Funds Tax

Development Levy

mp Duty

Quick contacts

Unemployment Insurance Fund (UIF) National Contact Centre

v Add X (VA 0800 00 7277
South Africa Value Added Tax (VAT

Pretoria, 31 July 2012 — The South African Revenue Service International Callers
today releases trade statistics for June 2012 that record &
deficit of R5.7 billion. §2f ol ol
(only between 8:00am and 4:00pm
SA time)

rtificated Securities Tax

One Million Tax Returns submitted in record time
Pretoria, 23 July 2012 — By 07:30am this morning the Sout
Revenue Service (SARS) had received 1, 001,162 income tz

for the 2012 Tax Season. Eraugand AuteComupton

Hotline
African treaty to reduce tax fraud and evasion 0800 00 2870
Pretoria, 23 July 2012 - The exchange of information amon
tax administrations to combat fraud and tax evasion will b
spotlight when member states of the African Tax Admini:

eFiling
Forum (ATAF) meet in Pretoria this week. 0800

007277
Revenue Branch Offices
Customs & Border Posts
Tax Practitioners
Advance Tax Rulings (ATR)
Report a Suspicious Activity
Scam Alert Notifications

Website Feedback

Dear Employer

Employees’ Tax refers to the tax required to be deducted or
withheld by an employer from remuneration paid or payable
to an employee. The amounts so deducted or withheld must
be paid by the employer to SARS on a monthly basis. The
process of the employer deducting tax from remuneration
as it is earned by an employee is referred to as Pay-As-You-
Earn (PAYE). Read more...

WHAT'S NEW

e PAYE Interim Reconciliation coming soon! The
submission period will be 1 September - 31 October
2012,

eFiling & e@syFile™ EMPLOYER GUIDES

These documents will assist you to quickly, easily and
conveniently use the SARS systems:

® e@syFile Guides:

E@syFile™ Employer User Guide

How to set AVG antivirus to accept e@syFile™
Employer

Revising your EMP201 on e@syFile™
Employer

Requesting a Statement of Account on
e@syFile™ Employer

) Payment Allocation on e@syFile™ Employer
> Using the PAYE Reconciliation Assistant on
e@syFile™ Employer

Agent Appointment e@syFile™ Employer
guide

0O o oo
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eFiling Guides:

Revising your EMP201 on eFiling

Requesting a Statement of Account on eFiling
Payment Allocation on eFiling

A guide to using eFiling to register an
employee

CORRESPONDENCE

0000

for Employers

GUIDELINES FOR MONTHLY EMPLOYER DEC TION (EMP201)

These documents will assist you in the completion and submission
of your Monthly Employer Declaration (EMP201):

A guide to the Monthly Employer Declaration (EMP201)

process
AS-PAYE-20 - Comp and ion of hly EMP201
Declaration - Policy

AS-PAYE-20-G1-C and ission of y

EMP201 Declaration - Guide

PAYE Frequently Asked Questions

AS-PAYE-20-FAQ1 - Completion and Submission of the
Monthly EMP201 via e@syfile Employer
AS-PAYE-20-FAQ2 - Manual Completion of the EMP201

GUIDELINES FOR EMPLOYER ACCOUNT

These documents will assist you to manage your employee
account:

.
.

A simple overview of the Statement of Account (EMPSA)
A guide to managing your SARS employer account

GUIDELINES FOR EMPLOYER RECONCILIATION
(EMP501, EMP601, EMP701 AND IRP5/IT3(a))

These documents will assist you in the completion and submission
of your employer reconciliation declarations:

A step-by-step guide to the employer reconciliation process
Business Requirement Specification PAYE Employer
Reconciliation Updated to Version 10.1

o Clari ion d to PAYE B!

Requirement Specification New

PAYE-AE-02-POL01 - Reconciliation Extensions - External
Policy - Updated
PAYE-AE-06-G01 - Guide for Completion Submission of
Employee | Tax Certifi — External
PAYE-AE-06-G02 - Guide for Completion and Submission of
Reconciliations - External
PAYE-AE-06-G03 - Guide for Validation Rules Applicable to
Fields on Reconciliation Documents - External - Updated
PAYE-AE-06-G04 - Guide for Codes Applicable to Employee
Income Tax Certifi — External - Updated
PAYE-AE-06-G05 - Guide for Creation of CSV for Employee
Income Tax Certificates — External
PAYE-AE-06-POL01 - Completion and Submission of
Reconciliations - External Policy
PAYE-AE-06-POL01-FAQO1 - Reconciliation - CSV e@syFile
ZipCentralFile - External FAQ
PAYE-AE-06-POL01-FAQ02 - Completion and Submission -
Annual and Interim Reconciliations - External




Always accept E@syfile
updates(latest-6.6.2)
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ion (Release note
vww.sarsefiling.co.za



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

Submission of recons remains the
same

Import payroll file
Check if certificates are in a “created” status
Proceed to reconciliation-declaration

Capture 12 month liability and payments for
PAYE/UIF/SDL

Self Assess-Ready to File

Submit using the correct eFiling login name
and password linked to EMP501



AA88 Processing Tips

e Use the eFiling login name and password that
is linked to EMP201 on eFiling

* Preferably use a blank E@syfile for
synchronisation

* Sync on the 15t Of every month



* Click on “synchronise application” under the
Utilities option in E@syfile

e Enter eFiling login name and password linked
to EM201



Adobe Google
Reader XI Chrome

2 9

Computer MTN
F@stLink

71 e@syFile Synchronisation Service

Please select which item you want to synchronise

o

ou can select which item you wish to sy

Network Canon
Easy-Photo...

eFiling Profile and Employer Information

Recycle Bin

All" or "eFiling Profile and
option when using your eFiling
he first time or when svitching between
- nes
A SYNC CANCEL
Control VLC media

Panel player

DividendsT...
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Please select which item you want to synchronise

Here you can select which item you wish to sync

O eFiling Profile and Employer Information

@ Letters and Correspondence (including AAS8 notices)

O Taxpayer Income Tax Registrations

) All

Note: Please use the "All" or "eFiling Profile and
Employer Information" option when using your eFiling
username for the first time or when svitching between
eFiling usernames.

[(svne | | cancer
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HOME
Motification Cantre
REGISTRATION
eFiling Registration
IMPORT
Import/Export Payroll File

EMPLOYEE ADMIN

View/Edit Emnployess
MONTHLY PROCESS
PAYE
Payments
RECONCILIATION
PAYE Dashboard
Daclaration

Cancel Certificate Range

Adjustments

Recan Assistant

SUBMISSION

Submit to SARS

THIRD PARTY APPOINTMENTS

Third Party Appointmeants
EMPLOYER ADMIN

ViewfEdit/Change
UTILITIES

Utilities

Synchronise Application

Mizmatch

Penalty
HELP

Application Help

Update

Log off

Version 62,2

pyer
(0 Of 4 taxpayers)

Synchronising taxpayer letters and correspondence
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offline and then upload your information when you
are fully reconciled and ready to submit.

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

Proudly brought |
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Synchronisation complete,

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

Proudly brought to you

Y SAR:
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| File ¥ Print v  E-mail

When clicking on notification centre:
application will automatically READ all the new
A88 letters, and transfer all A88 details to the
Third Party Appointment menu (BULK READ)
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Notification centre

The options below the employer details allow you to sort and filter
through letters listed in Notification centre.

A "tick" column was added, where users can select specific messages.

The ARCHIVE button allows a user to hide older items from the list of
correspondence displayed in the Notification Centre. Please note, these
items are not removed from the E@syfile master DB, just hidden from
display and search options.

The Restore button will undo this, to display archived letters in the
Notification Centre list again




e@syFile EMPLOYER 6.2.1

HOME

Notification Centre

MNotification Centre

Here you are able to view any correspondance from SARS
REGISTRATION

eFiling Registration
IMPORT
EMPLOYEE ADMIN

View/Edit Employees

Ny et i e —
PAYE e ————— PAYE_RECON_RESULT

Payments
RECONCILIATION
PAYE Dashboard

Declaration

20130125
Synchronise Application

(] 20130128
Cancel Cestificate Range ] 20130125
Adjustmants [v] 20130125
Recon Assistant B 20130125
SUBMISSION ] 20130125
Submit to SARS ] 20130125
THIRD PARTY APPOINTMENTS |17 20130125
Third Party Appointments B 20130125
EMPLOYER ADMIN i 20130125
View/Edit/Change “ 20130125
il i (V] 20130125

Utilities M

4]

20130125
Mismatch

s  Select Form Type | v | Show Unread Messages Only Show Read Messages Only E
Penalty

HELP re PAYE_RECON_RESULTY
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Message displayed after opening a

Employer when A88 data was transferred
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THIRD PARTY
APPOINTMENTS
MENU

*Third party transactions and
monetary information

Third Party Appointments and
Cancellations

*AA88 Reconciliations
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AAS88 Online Information

This screen below contains information regarding your current SARS status of your AASSs.

‘ You are in sync with SARS!

Description

Issued AASSs

Completed AAS8s

Cancelled

Finalised

Active AA88s

Not yet due

Overdue

Last Online Sync Date

(Default)

Description

# of Transactions Amount

1
0
0
0
1
0
1

.
.

2015-03-01

Active AA88s — Not yet due 0

Active AAE8s — Overdue (Default) 0

Completed AA88s - Cancelled 0

Completed AA88s - Finalised 0

Total

0

RS500.00
R0.00 |
R0.00 |
R0.00

R500.00
R0.00

R500.00

# of Status Changes




syFile EMPLOYER 6.2.1

ME

Notification Centre

Third t ointments /cancellations
ISTRATION RS / :

~— his s shows the ] 3 ointi s and cellations
=Filing Registration This screen shows all the third party appointments and cancellations

'ORT

"oy ADMIN

View/Edit Employees
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PAYE
Payments ITASS Details
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ONCE OUTCOMES ARE UPDATED-
DEDUCTIONS CAN BE EXPORTED TO
PAYROLL-(EXPORT OPTION FROM
E@SYFILE)

e@syFile EAPLOYER 3.8.0.7 PRE-PROD

HwoME
-
aton Centre

REG1S TION Third party appointments/cancellations

™ o - y e .- - o _— o
afding Reglatration s acwen ahcws ol the thod party appontroests atvd cancellationa

IMPORY

spotimesiioy o I
=y T —— I

Ve i€a Emplo ees

/‘—:’.‘_ "'

ITABS Details
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Log off

CONNECTIONSTATUS: CONNECTED Current Tax Yesr 2013 Working With |« 7930712176-Cepartament van Finansies  TTEREERT




ONCE DEDUCTIONS ARE
PROCESSED ON PAYROLL SYSTEM
YOU SHOULD BE ABLE TO
GENERATE AN EXPORT FILE IN
PAYROLL TO UPDATE THE
OUTCOMES STATUS ON E@SYFILE
(IMPORT FROM PAYROLL OPTION)



Click on Import from Payroll File to start
this process. Select the relevant file, and
click on Open to import.

e@syFile EMPLOYER 3.8.0.7 PRE-PROD

HOME ; -
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REGISTRATION Third party appointments/cancellations
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THIRD PARTY RECONCILIATION-Indicates the
appointments, cancellations, payments
(movements) during calendar month

File EMPLOYER 6.6.2

stification Centre
STRATION
iling Registration

e Third Party Reconciliation Statement

port/Export Payroll File This screen shows reconciliation per taxpayer against the AA8B8 appointments and cancellations
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EMPLOYMENT TAX INCENTIVE

The ETI is an incentive aimed at encouraging employers to hire
young and less experienced work seekers. It was implemented
with effect from 1 January 2014.

It will reduce the employers cost of hiring young people through a
cost-sharing mechanism with government, by allowing you to
reduce the amount of Pay-As-You-Earn (PAYE) you pay while
leaving the wage received by the employee unaffected.

Qualifying Employees/Employers Read manual on ETI on
WWW.Sars.gov.za



http://www.sars.gov.za/

Motification Centre
REGISTRATION

eFiling Registraticon
IMPORT

Import/Export Payroll File
EMPLOYEE ADMIN

ViewEdit Emplayees
MONTHLY PROCESS

PAYE

Payments
RECONCILIATION

PAYE Dashboard

Declaration

Cancel Certificate Range
Adjustments
Recon Assistant
SUBMISSION
Submit to SARS
THIRD PARTY APPOINTMENTS
Third Party Appointments

EMPLOYER ADMIN

View/Edit/Change

UTILITIES
Utilities
Synchronise Application
Mismatch

Penalty
HELP

Application Help

Update

SIC AND SEZ CODES TO BE ADDED ON
EMPLOYER INFORMATION

ADD EMPLOYER

EDIT EMPLOYER

i

| Employer Information

Select a Company to update employer details

Company Name:

[ KAROO SPARES AND ACCESSORIES BK -

v

Nature of Person:

Company [ Close Corporation [/ Shareblock w

Trading or Other name:

KARCHD SPARES AND ACCESSORIES BK

Surname/Registered name:

MOTOR SPARES AND ACCESSORIES PTY LTD

Reference Numbers: PAYE:

Initials:

F0O20705085 SDL: LO20705085

Date Of Birth:

=

ID Number:

Passport Number:

Country of Issue:

CK Mumber:

1959501918023

VAT Reference Mumber:

4510114475

Activity within Major Division:

Employer SICT:

Employer Address and Phone Il-

Employer Bank Information

Employer Contact Details - Repi

Employer Contact Details - Cont

1520

Income Tax Referance:

UIF: U020705085

S2320001068

Growing of cereals (except rice), leguminous crops and oil =
Growing of rice
Growing of vegetables and melons, roots and tubers

Growing of sugar cane

Employer Contact Details - Tax ke

U —

Cancel all Changes Jl Update Employer




ETI -SIC and SEZ codes when
adding a certificate manually

Mulilicalivn Cenlie
REGISTRATION
akiling Hagistration BEARLOW Towwre Received

IMDORT Transaction Year: Laccription Coda

Linpwn WExpwi Ll Payiull File Perivd ol Rewundilialivo: 2014 02 *
EMPLOYEE ADMIN

Cen Lilicale Nunibe F0Z070308320140Z2 0000003 0000003

Viewedit Emplayaas

W
MONTHLY PROCESS

Cartif t I H LHFED i
DAYE arbficata lypa l - J Total Income Received
Payshents ¥ear ot Assessment 2014 - Description Code

RECONCILIATION MNay Neriods Worlcad) 12,0000

PeYE Dashboard Pay Paricd=s in Tax Year; iz2.0000

LDaclaration Empluyed Fron: 20130301
Deductions Contributions

Aanral Cermifirate Hanges Emnpluyed Tu: PO140228

1 DCressuripLivm Curle
Ardjustments Cartiflrata Status:

e Tt L Cartificata Sourca:
LUEMILISSLMN
Date Created:
Submit to SARS
TIIRD PARTY APPOINTMCNTS Bate Submitted:

Third Barty appoinfments Directive Humbers: Tulal Deduc Lives f Conbrilu Livmns

EMFLUYER ALUVMLN Chreclive Nurmiber 1; Lascrnptiomn Loda

Cdit/ch =
& o nirartiva Mumbar 7t

UTILITICS = e uk
N — Tax Credits and/ or Employer / Employee Contributions

Litllities

employmant lax Lncantiva DresuripLivn Cunde Value

ETI [v]

Employee SICT Code [

Synchronise Application

Mismatch

Penalty

Employee SEZ Code L

HELP . . .
Growing of cereals (except rice], leguminous crops =

11 icatio
I Growing of rice

Update Growing of vegetables and melons, roots and tuber: = m

) fificate
Growing of sugar cane

CONMECTED Current Tax Year : 2015 Working With : 0 LOGGED IN AS ¢ ADMIN



ADDING ETI ON DECLARATION PAGE

EMPLOYER SELF ASSESSMENT

MNotification Centre
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eFiling Registration
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FAQS :

*E@syfile does not run after
installing latest version-JAVA
related issue

*Resubmission of older years-
always use SARS current validation
rules so that recon passes pre-
submission validation

SIC and SEZ codes (industry and
employment zone) compulsory on
certificates and employer details

*Making E@syfile back-ups -The
importance







Yolanda Shole

SARS Support Consultant for
eFiling and E@syfile Products



