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1. How to obtain a payment listing

This function will allow you to:

•	 View all payments made since 20 March 2010, the date on when the new Monthly Employer Declaration (EMP201) process was 

introduced. 

•	 Identify any unallocated payments (payments indicated as unallocated correspond to those contained in the Unallocated 

payments excluded from the cumulative balance section of the employer Statement of Account)

Note: You must be connected in order to use this function.

Step 1 

•	 Click the Mismatch tab displayed in the left menu pane under Utilities to enter the PAYE Account Maintenance function. 

You will then be able to select how you would like your payments displayed.
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Step 2	

•	 Select I would like to view ALL payments.

•	 A complete payments listing will be displayed indicating the payment value and the amount allocated/unallocated. Refer to 

Drawer payments will also be listed.

Note: Payments listed only include Pay-As-You-earn (PAYE), Skills Development Levy (SDL) and Unemployment Insurance Fund 

(UIF) payments made on or after 20 March 2010. 

Step 3

To resolve an unallocated payment:

•	 Use the online account maintenance function if the payment is fully unallocated. For further information, refer to 2. How to 

allocate a payment below.

•	 Payment has already been allocated or partially allocated to a valid Monthly Employer Declaration (EMP201) For further 

information, refer to 3. How to reallocate a payment below.
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2. How to allocate a payment

This function will allow you to:

•	 Assign an unallocated payment to a specific Monthly Employer Declaration (EMP201).

Note: You must be connected in order to use this function. In order to allocate a payment, the EMP201 declaration must be unpaid.

Step 1

•	 Click the Mismatch tab displayed in the left menu pane under Utilities to enter the PAYE Account Maintenance function.

•	 You will then be able to select how you would like your payments displayed. Select I would like to view all UNALLOCATED 

payments.

Step 2

•	 You must now indicate to which Monthly Employer Declarations (EMP201s) you would like the payment(s) allocated. You have 

the following options:

o	 I would like to view all debit balances: This option provides you with all possible tax periods from March 2010 

to date, to which you can assign the unallocated payment (in other words, all tax periods with an unpaid EMP201 

declaration). Use this option if you do not have the details of the EMP201 to which the unallocated payment should be 

assigned, as it will allow you to view the alternatives. 

o	 I would like to view balances for EMP201 PRN: This option allows you to select a specific EMP201 to which you 

would like the payment allocated. Enter the last nine digits of the payment reference number (PRN) as shown on the 

EMP201 you would like the payment allocated to.

o	 I would like to view all balances between: This option provides you will all tax periods that have an unpaid EMP201 

within a specified range.
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Step 3

•	 You will be provided with a listing of all unallocated payments and a listing of unpaid Monthly Employer Declarations (EMP201) 

to which these payments may be allocated.

•	 Select the payment and the Monthly Employer Declaration (EMP201) by clicking the radio button to the left of each 

transaction. Click Submit Allocation to confirm the allocation. The allocation will then be submitted and processed immediately 

by SARS.

Note: EMP201s are payable on or before the 7th of each month. If the payment you selected was made later than the payment 

due date listed on the EMP201 you have selected, penalty and interest charges will be imposed. 
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Step 4

•	 To perform another allocation, click OK and return to the start of the Mismatch function. The result of the allocation will be 

displayed in the listing of payments and debt balances. A payment may no longer appear available and an EMP201 declaration 

value would have reduced with the allocation

Step 5

•	 View the payment listing to confirm that the payment has been allocated. Select I would like to view ALL payments as 

detailed in 1. How to obtain a payment listing above. 
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3. How to reallocate a payment 

This function will allow you to:

•	 Request that SARS reallocate a payment (i.e. amend an existing payment allocation) 

•	 Request multiple reallocations at any one time.

Note: Processing of this type of request does not happen immediately since SARS has to evaluate the request and agree to the 

reallocation as indicated. 

Note: You must be connected in order to use this function.

Step 1

•	 Click the Mismatch tab displayed in the left menu pane under Utilities to enter the PAYE Account Maintenance function.

•	 You will be able to select how you would like your payments displayed. Select I would like to view all payments 

for REALLOCATION.
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Step 2

•	 You must now indicate to which Monthly Employer Declarations (EMP201s) you would like the payment(s) allocated. Follow 

Step 2  of 2. How to allocate a payment. You will be provided with a listing of all unallocated payments and a listing of unpaid 

Monthly Employer Declarations (EMP201) to which these payments may be allocated. 

Step 3

•	 A payment may be reallocated against:

o	 A single tax period, or

o	 Multiple tax periods. 

•	 Select a single tax period by clicking next to the applicable tax period. To select multiple tax periods, click ALLOCATE TO 

PERIOD  (refer to Steps  8 to 10 to illustrate this process).

Step 4

•	 In the case of an allocation to a single period, select both transactions by clicking next to the applicable transaction. 

Click Continue. 

Note: Monthly Employer Declarations (EMP201s) are payable on or before the 7th of each month. If the payment you selected 

was made later than the payment due date listed on the EMP201 you have selected, penalty and interest charges will be imposed. 
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Step 5

A summary screen will appear indicating the selected payment. The EMP201 declaration to which this payment must be allocated will 

also be reflected. Provide an explanation to SARS for the reallocation using the Notes block located at the bottom of the screen to 

assist us in processing your request.

Step 6

•	 Click Continue. 

•	 You will be directed to the list of reallocations requested for final approval and submission. You may add to the request list by 

clicking Add more, or select multiple payments to add to the list of reallocation requests prior to submission to SARS. 

Note: You can only select a specific payment once.
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Step 7

•	 Select Submit Allocation to submit your request to SARS.
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Step 8

•	 To reallocate the selected payment to multiple tax periods, click ALLOCATE TO PERIOD, and then select Continue.
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Step 9

•	 You will see a summary of your selection displayed. You can then indicate the specific tax periods and amounts (specifying 

the allocations for PAYE, SDL and/or UIF) to which the payment should be allocated. Provide an explanation to SARS for the 

reallocation using the Notes block located at the bottom of the screen to assist us in processing your request.
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Step 10

•	 Select Continue once all the mandatory information has been entered. You will be directed to the list of reallocations for final 

approval and submission.  
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Step 11

•	 You may add to the request list by clicking Add more, or select multiple payments to add to the list of reallocation requests 

prior to submission to SARS. Select Submit Allocation to submit your request to SARS.

Note: You can only select a specific payment once.
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Step 12

•	 SARS will create a case on submission of your request. You can request a status update for each case.  

•	 SARS will respond to you on finalisation of all payment reallocation requests to inform you of the outcome for each payment 

reallocation request.
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