e@syFile™ PAYE
USER GUIDE

( Using the PAYE Reconciliation Assistant

YV SARS

At Your Service

WWwWWwW.sars.gov.za




CONTENTS

1. Using the PAYE Reconciliation ASSIStant..........ccuciiiiinimisinnisss s s s s s s ssas s sn s snsn s 1
1.1 Reconciling and submitting your PAYE @CCOUNT .......ccuiiriiiiiiiei sttt 2
1.2 Performing @ tOP-UP PAYMENT.. ..o ittt ettt e e s s s e st e e e e e e e sb e ebeehe e a e e ae e e e e e bea bt ebeeheeae e e e s e neeneenne e 7
1.3 Modifying or updating YOUI EIMIP20T .......cccuiiiiiiieieeieeeeeeieestesteseesseeseesesseeseeeesessessessessessesseessessessessessessessesssensessessessenns 9
1.4  Changing your EMP501 payment declaration for this period ..o 11
2. Using the e@syFile™ Employer PAYE Status Dashbord...........ccuiicnsssssss s 16
B B AN g S F- T o1 o Yo Y- Y e USRS PPPRN 16

Il | e@syFile™ PAYE USER GUIDE

PAYE User Guide



1. Using the PAYE Reconciliation Assistant

The PAYE reconciliation process requires employers to reconcile:
e The Employer Reconciliation Declaration (EMP501)

e The Monthly Employer Declaration (EMP201)

e Payments

These are the three elements that must reconcile in order for your PAYE reconciliation submission to be successful.

Where your PAYE reconciliation submission fails to balance across these three elements, SARS will issue a letter notifying you that
your reconciliation submission was unsuccessful. Information displayed on the PAYE Dashboard should indicate what the reason is
for the request for resubmission. The reasons for this could be that your employee tax certificates do not match your tax liability, or
your monthly declarations and payments do not match the amounts entered on the Employer Reconciliation declaration (EMP501).

You will then need to use the PAYE Reconciliation Assistant in order to correct your PAYE tax affairs and balance your reconciliation
submission. The notification letter will also enable the reconciliation functionality on eFlling.

The PAYE Reconciliation Assistant will take you through a wizard where you will be able to do the following:

e Confirm your payments

e Reconcile your Monthly Employer Declarations (EMP201s) to your payments and Employer Reconciliation Declaration (EMP501)
e Raise cases for missing payments

e Allocate unallocated payments

e Make payments (if required).
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1.1 Reconciling and submitting your PAYE account on e@syFile™ Employer

Step 1

N7 S M S PAYROLL TAXES
EMP501 Reconciliation Submission

Enquiries should be addressed to SARS:

Contact Details:

{Field Name}

{Field Name}

{Field Address line 1} [Detaits:
{Field Address line 2} Always quote this reference
{Field Address line 3}

{Field Address line 4}
{Field Postal Code}

Dear Emplover.
EMP501 RECONCILIATION SUBMISSION

Your reconciliation for the period ending <Period End date> could not be finalised as SARS was not able to reconcile your EMP501 declaration to your
tax certificates and payments. This may be due to failure to submit your EMP501 reconciliation for this period.

To assist you in preparing your reconciliation for resubmission to SARS, we have introduced a new online tool that will guide you through the
reconciliation process. The PAYE Recon Assistant will help you to:

®  Verify that all Payroll payments have been received and correctly allocated
®  Verify the allocation of payments for PAYE, SDL and UIF for each period within the reconciliation period and make the necessary adjustments

® Determine any additional payments that may be required due to the imposition of penalty or interest charges for late or underpayments and/or
shortfall between taxes paid during the reconciliation period and the actual tax values for the IRP5 and IT3(a) certificates issued over the same
period

®  Revise your reconciliation submission to balance taxes paid and tax certificates issued.

Complete your reconciliation with ease by accessing the PAYE Recon Assistant online using the SARS electronic channels, e@syFile™ Employer and

eFiling. For more information on obtaining the e@syFile™ Employer software or registering for eFiling, call the SARS Contact Centre on 0800 00 7277

or visit the SARS website www.sars.gov.za or www.sarsefiling.co.za.

If you do not have access to one of our online channels, visit the nearest SARS branch to resubmit your documents. Please make sure that you take
along your reconciliation supporting documents, including records of PAYE payments made over this period.

Sincerely,

ISSUED ON BEHALF OF THE COMMISSIONER FOR THE SOUTH AFRICAN REVENUE SERVICE

BN Lzt W L _

2010-12-07 Content LV2010.1.1 Form ID: RS Letter

Open the correspondence from SARS by clicking Utilities in the left menu pane, and then double-clicking the item in your Inbox.

Step 2
Click Recon Assistant under Reconciliation in the left menu pane.
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Step 3

Select the relevant Employer and Tax Period from the drop-down list at the top of the screen. To continue, click [>>].

yFile EMPLOYER 3.2.4.6

Welcome to the e@syFile Employer PAYE Recon Assistant

To begin wizard, please start of by specifying to company and period for which the recon is requiered. Once selection is made, please
click on the (>>) button below.

Select company and tax period

CONNECTION STATUS:  CONNECTED
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Step 4

A list of all payments received by SARS, along with the relevant payment reference numbers (PRNs) will be displayed. Confirm that
all payments made towards your tax liability in repect of Monthly Employer Declarations (EMP201s) are reflected here. If all your
payments are reflected on this list, select the option All my payments have been received and skip step 5-9 of this process.

syFile EMPLOYER 3.2.4.6

Welcome to the e @syFile Employer PAYE Recon Assistant

Confirm payments

Payment Date

Shouldany paymentsmade notreflectonthis page, select Some of my payments are missing and click [>>] to continue to the next step.

Step 6

Complete the fields for Payment date, reference number, payment reference number (PRN) and amount. If your computer
is linked to a scanner, you can use the Scan function on this page to scan and retrieve your proof of payment document.
Alternatively, simply upload an existing scanned document as proof of payment.
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Step 7

Click the plus sign [+] if you want to add more than one payment, and follow the same process to scan or upload proof of payment
for additional payments.

Confirm payments

Missing Payments

Payrnant Date Reference  PRM Humber Arnount : Add/ Rermowe Payrnent

Step 8

Once all missing payments have been added, click submit to send payments through to SARS.

Step 9

Once you have submitted details regarding missing payments, you will receive a case number and SARS will verify your payment.

Welkome to the e@eyFie Employer PAYE Recon Asalatant

Mare o yfile will a3int you in completing A M stepn fecEllany for your RO

Piease have 3 0ok ot the ¢ne Delow in confirm all of your Pay™ents have Deon redeived. Please make 3 selection and then dick on the next
{(>>) bution

Confirm payments
R RO

Case has been successfully submitted to SARS.
Case Number : 718110

Case Number 718110 attached to supporting
document Screen shot 2010-12-08 at 4.32.26
PM.pdf
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Step 10

As indicated by the message on this screen, you can correct EMP201 amounts and payments by using the FIX button next to each
period to make changes. You can expand the details for a specific period by clicking the plus sign [+] next to the relevant period, and
then clicking the relevant entry that you want to view, edit or correct.

Welcome to the e@syFile Employer PAYE Recon Assistant

Here e@syFile will assist you In completing all the steps necessary for your recondlilation PAYE account

declared on your EMPS01 for each period. To enable you te reconclle, these three amounts should agree for each period. The red *Fix’ button
will allow the user to create additional EMP201 tax llabilities, allocate unallocated payments, make payments or adjust the EMP501 payment

The allocated payments table Indicates your payments that have been allocated, your EMP201 tax llabllitles and tax payments you had i

Step 11

All periods marked FIX in red bold letters on the right hand side must be corrected in order to balance your payments with your
declared liability. If a period is marked OK in green text, it indicates that the Monthly Employer Declaration (EMP201) amount matches
the payment received by SARS.

You will also be able to generate top-up payments here for any outstanding EMP201 amounts where applicable.
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1.2 Performing a top-up payment
Step 1
Select this option, indicating the amount that you want to pay. Click SUBMIT.

@syFile EMPLOYER 3.24.6

Auto Fix Acsistant

The amount of payments recieved balances with the amount you declared. No recon fgr this entry is required. However, you can
update the details for this period if you wish.

o
o
o

100000

—
—
—
—
e
—
—
—
—
—
—
—

COMNNECTION STATUS CONNECTED
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Step 2

Indicate which payment method you want to use (credit push or debit pull), and complete the banking details required before
clicking submit to generate a payment instruction to SARS.

Mow that all payments are confirrmed we are going to assist you with allocation of these payrments to the correct period, You can either click an the
red fix button applicable to the period below to start the auto fix wizard, or click on the entry in the screen where vou would like to modify the
data, @nce all periods are CK, dick on the next (=) buttan,

allocate payme Payment Method

| () cradit Push

(=) Debit Pull
Banking Details
Bank Account Holder i
201003 T 221,46 0,00 =
= Bank Mame ABSA | - =
201004 60,26 0,00
Bank Account Murnber =
201005 T —— H52.44 0,00
Bank Account Type Cheque | - =
| 201006 R o 141,50 0,00
1 randcl urnber |
201007 946,96 0,00
= ——— —— L)
201008 Submit | | Cancel F68.26 0,00
201009 R1,823,2807,.31 R1,823,207.31 0,00
201010 RO.OD RO,00 0,00
201011 RO,00 RO,00 0,00
201012 RO.00 RO.00 0.00
201101 RO,00 3000,00
201102 RO.00 3000,00
-
D [
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1.3 Modifying or updating your Monthly Employer Declaration (EMP201)

Step 1
Select this option and click Submit to open a pop-up screen.

eg@syFile EMPLOYER 3.24.6

The amount of payments recieved balances with the amount you declared. No recon for this entry is required. However, you can
update the details for this period if you wish.

—
—
—
p—
w—
—_——
—
—
—

CIONMECTION STATUS CONNECTED L VUMD I
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You can then edit your EMP201 amounts for PAYE, SDL, UIF and penalty and/or interest charges where applicable. Complete the

relevant fields and click Submit.

yFile EMPLOYER 3.24.6

Welcome to the e@syFile Employer PAYE Recon Assistant

Maow that all payrients are confirrmed we are going to assist vou with allocation of these payrnents to the correct period. ou can either cick on the

red fix button applicable to the period below to start the auto fix wizard, or click on the entry in the screen where you would like to modify the

- /.‘.

COMMECTION STATUS:  CONNECTED

data, Once all periods are Ok, click on the next (=) button,

Re-allocate payments - GO ADVERTISING PTY LTD (F020737857)

EMP201 Declaration

R1,513,852.44

R1,813,851.00
R11&,141.50
R1,877,946, 96

R11£,141.50

R1,877,946,96

R2,022,368.26
R1,222,807.31
RO.00 RO.00

R2,022,368.26

R1,823,807.31

ELTTEEEEE

0.00

0.00

3000,00

3000.00
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1.4 Changing your Employer Reconciliation Declaration (EMP501) payment declaration for this period

Step 1

Select this option, indicate the new correct amount for your EMP501 declaration and click Submit.

@syFile EMPLOYER 3.24.7
Wek ore to the e Jsylide lngployer PATIE Bt on Assestant

rigre @iy Hide will 355050

Auto Fix Assistant

The amount of payments recieved balances with the amount you declared. No recon for this entry is required. Howevs
update the details for this period if you wish.

L]
e
 pax |
e
e
L pan
~
—
_—
L ]
——

CONNECTION STATUS CONNECTED

Note: You can also edit the EMP501 amount by using the Recon Assistant screen in the EMP501 payment column, next
to the relevant period.
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Step 2

Once all periods and amounts have been corrected, the status on the right hand side of the screen should be updated to the green
OK status for all periods. You are now ready to proceed to the next step — balancing your employee tax certificates to match the
total tax liability declared on your Monthly Employer Declarations (EMP201s) and Employer Reconciliation Declaration (EMP501).

Click [>>] to continue.

yFile EMPLOYER 3.24.7

Welcome to the e@syFile Employer PAYE Recon Assistant

Mow that all payrnents are confirrmed we are going to assist you with allocation of these payrments to the correct period, You can either dick on the
red fix button applicable to the period below to start the auto fix wizard, or click on the entry in the screen where you would like to modify the
data, Cnce all periods are OK, click on the next (=) button,

/4

w

=7

201003

.

201004

201005

B

201006

z01007

201002

B

201009

201010

201011

201012

201101

-
=
-
=
=
=
|+ |
-
=
=

201102

.

OMNECTION STATUS:  CONNECTED
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R1,769,2581.46

280,960,268

R1,513,851.00

R1,769,2581.46 176928146 L [ok\]
R1,980,960.26 1980960, 26 Lok

> . |

R115,141,.50

R116,141.50

116141.50

R1,877,946.96

R1,877,946.96

1877946.98

R2,022,368.26

R2,022,368.26

202236826

R1,823,807.31

R1,523,807.31

182380731

RO.00

RO.00

RO.00

RO.00

RO.00

RO.00

RO.00

RO.00

RO.00

RO.00




Step 3

Your final amended Monthly Employer Declaration (EMP201) balances will be displayed on this page.

yFile EMPLOYER 3.
Welcome to the e@syFile Employer PAYE Recon Assistant
Here e@syFile will assist you in completing all the steps necessary for your recondlilation PAYE account

Your submitted EMP201 returns have been used to calculate your liabilities for PAYE, SDL and UIF for each period. These amounts are displayed
below for you to review. These values will be used to submit a revised EMP501 to SARS. To make any adjustments please return to the previous
step to revise your EMP201 liabilities. To proceed using these values and submit your revised EMP501 please click below.

There Is a difference between the tax amounts you have declared and the value of actlve
IRP5 / IT3(a) certificates that have been submitted to SARS. Note: This Includes all
certiflcates recelved by SARS and Includes previous submlsslons and / or certificates
submitted through channels other than e@syFlle Employer™. Please confirm:

EMP501 Revised

The table below s&rynadsw your PAYE, SDL and UIF tax amounts for each period of your reconciliation.

REB5,105,775.15 REB5,105,775.15

Submitted Certificate Totals

Below are the certificate amounts for all active IRPS and IT3(a) certificates received by SARS. These certificate values will be used on the revised EMP501
that will be submitted to SARS.

COMMNECTION STATUS:  CONNECTED LOGGED INAS : t
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Step 4

Verify the certificate total reflected at the bottom of the screen before you resubmit your corrected Employer
Reconciliation Declaration (EMP501) to SARS. If the total value for the employee tax certificates is incorrect, you will have to
double-check the certificate details. For detailed instructions, refer to 3.7 Amending certificates within e@syFile™ Employer in

the e@syFile™ PAYE User Guide available on www. sars .gov.za.

Welcome to the e@syFile Employer PAYE Recon Assistant

Here e@syFile will assist you In completing all the steps necessary for your reconcilliation PAYE account
Your submitted EMP201 returns have been used to calculate your liabilities for PAYE, SDL and UIF for each period. These amounts are displayed
below for you to review. These values will be used to submit a revised EMP501 to SARS. To make any adjustments please return to the previous
step to revise your EMP201 liabilities. To proceed using these values and submit your revised EMP501 please click below.

There Is a difference between the tax amounts you have declared and the value of active
IRPS5 / IT3(a) certlificates that have been submitted to SARS. Mote: This Includes all
certificates recelved by SARS and Includes previous submisslons and / or certiflcates
submitted through channels other than e@syFlle Employer™. Please conflrm:

[ ]

RE65,105,775.15

Submitted Certificate Totals

Below are the certificate amounts for all active IRPS and IT3(a) certificates recelved by SARS. These certificate values will be used on the revised EMP501
that will be submitted to SARS.
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Step 5

Once your employee tax certificate totals are correct, select the second option The Certificate values are correct and click [>>] to
continue. You will see the following screen.

Weicome to the s vy Fle Emplayer PAYE Recon A ssistant

The cutcome of the Changes made o your are yod belowm The cetalls of your SCDUNE CAN De viermed On your Siatement of
Acxount. To view your s1atement Diedse Ok R 5 of A

Make Payment

Perform peyment of Sffererce

e@syFile Recon Assistant

Thank you for finallsing your EMP501
Reconclllation.

Please allow 2 business days from the time of
payment authorisation for any payments made to
reflect on your Employer statement of account
(EMPSA).

10 DECEMBER 2010 | 15
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2. Using the e@syFile™ Employer PAYE Status Dashboard

In order to use the new PAYE Dashboard, EMPSA, Recon Assistant and Mismatch functionality, you must first synchronise your

e@syFile™ Employer data with your SARS eFiling website profile.

Click on Synchronise Application in the left menu pane to initiate this process.

2.1 PAYE Dashboard

The PAYE Status Dashboard provides a consolidated view of the employer’s PAYE tax affairs. This will display a summary of all aspects

of your PAYE account, reflecting sub-totals for EMP201s, monthly payments, your EMP501 declarations, certificate values and agent
appointment (ITA88) details.

Step 1

Click on PAYE Dashboard in the left menu pane.

Step 2

Select the relevant employer from the drop-down list.

File EMPLOYER

CONNECTION ST

Welcome to the e@syFile Employer PAYE Status Dashboard

The PAYE dashboard provides 2 consolidated wiew of the Employers

. EMP2O1
Item
EMP201 Liabilities
Payments Allocatec

Difference

Amount
R1,774,057,326.00 5

ROB6,605,176.65 |

R787,452,149.35

@ EMP201 and EMP501 liabllities

Ttem
EMP201 Liabilities
EMP501 Liabilities
Difference

Amount
R1,774,057,326.00
R9B7,88B,526.00

R786,168,800.00

EMP501 Cemificate value

N Cerificates received by SARS

Differe noe

Certificates recelved by SARS
Payments Allocated

Difference

Comparisan

Active Certificates received by SARS

Active Certificate Values

This Period
613
R763,190.87

Previous Period
101
RZ,610,765.26

Account summary for Period of reconciliation

Item
Total EMP20D]1 Liabllites

Additional EMP501 Liabilities

Cemificate Adjustment

Add.Penalties, Interest & Add.Ta»

Total Liabilities

less Fayments Allocated to taxes
less Payments Allocated o other

| Total Amount Due

!IL Unaliocated Payments

CONMECTED

| e@syFile™ PAYE USER GUIDE

Amount
R1,774,057,326.00
R786,168,800.00
RO.0D
R116,582,502.52
R2,676,808,628.53
R9E6,605,176.65
R766,914.61
R1,689,436,537.27 |
R957,552,012.72 |

1TESE Infermation
Item

ITABE Notices Issued
ITABE Notices Cancelled
ITABE Notices Active
ITABE Appointment Amount
ITABB Cancelled Amount
Active ITABS Appointments
ITABE Amount Received
ITABE Amount Due

Amount
R763,190.B7
RGBT B88,526.00

-R987,125,335.13

RS87,888,526.00
REEG,605,176.65

R1,283,349.24 B

R327,750.00
RD.OD

Ro.00 8
R42,000.00

LOGGED INAS : t
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