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Scenario 1: Increasing a previous EMP201 declaration
Step 1

Click PAYE in the left menu pane to open a page listing of all the employers registered for submitting the Monthly Employer Declaration
(EMP201) on your profile.

Step 2

Select the relevant employer or use the search function to locate a specific employer. Click View.
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Step 3

View all the particulars for the Declarant to ensure that they are completed and correct. You can edit the details on this page and then
click Save Details.
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Step 4

To access a specific return, select the relevant tax year and period at the top of the page. You will then see a list of EMP201s to the right of
the screen with the status indicated for that period. Click Revise.
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Step 5

Complete the Declaration Revision fields with correct amounts and then click OK.

Declaration Revision
PAYE sSDL LIF Total
| Submitted Declaration 29600,00 2960,00 2500,00 F0850,00
Flaase enter. carrect arnounts for 20000.00 000,00 000,00 25000.00
new declaration
Armmount to be Allocated 4400,00 440,00 S00,00 S5340,00
[ ok ] l Cancel J
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Step 6

The revised EMP201 return will automatically be listed on the Submissions page. To submit the increased EMP201 declaration to SARS:

Step 6.1

Click Submit to SARS in the left menu pane to submit your return. The return status will then read Ready to File.
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Step 6.2

Select your return and click Submit in the top right hand corner of the page.

Step 6.3

Click to accept the declaration, and enter your SARS eFiling login name and password to submit.

SARS Secure Login

I hereby declare that this recanciliation is true and correct,
that all tax required hasz been deducted and declared and
that all payrmments declared have been rmade. I hereby
accept liability far any difference.

m Accept declaration

SARS Efiling User Marme: | SARS =Filing legin narme

SARS Efiling Password; | Fdkkdekidekdd

Login I l Cancel

Step 6.4

A pop-up message will confirm successful submission to SARS.

SUBMISSION

EMP201 Submisson completed successfully
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Step 7

An additional payment will have to be processed. Follow the steps listed below to make the additional payment.

Step 7.1

Once you have submitted your EMP201 declaration, your return status on eFiling will be updated to Submitted via e@syFile™ Employer,
and a payment will be generated for the relevant EMP201 return. Please ensure that your banking details are correctly set up on eFiling

before you make payment, and that the necessary access rights are allocated to your login name.

Step 7.2

Click Payments below Monthly Process in the left menu pane.

Step 7.3

Enter your eFiling login name and password.

Step 7.4
The remaining steps of the payment process are similar to the process on the SARS eFiling website:
e Select the return for which you want to make payment, and click Make electronic payment

e Select the account from which you are making the payment, and follow the easy steps to make your payment.

Taxpayer: I— m
Payments: Outstanding

This page allows you to:

« Capture payment details regarding tax return payments you have already made manually

+ Create payment instructions to the bank of your cheice to do the actual payment to SARS

« Tip: You can submit payments any time before the payment due date, with an effective date of the payment due date. The
payment will only be processed on the effective date.

+ Please be aware that there is a R500,000 limit on payments unless you use one of the following b ducts: ABSA -
Cash Focus, ABSA Corporate Banking, ABSA Direct - Internet Banki y (Standard Bank) FNB - CAMS Online
Banking, Internet Banking, Investec Online Banking, NedTreasury (N: db '} Netbank Busi (Nedbank) or Standard
Bank Business Online (CATS).
EMP201 Declarations
Pwl Name R.Lclmoo | Payment Reference Num Description PI::d Status | Amount Due R\':t.uwm P‘:ﬂtm =
I |7 EMP201 201005 s
(] |_ |_F0112013 Payment UNPAID|R [ | View
Back to Top

[ select All Payments

Total amount of Payments: |R

Total amount of Payments selected: |R

Total amount of Payments not selected: |R

Total number of Payments selected:

I“I
o|eo 8

Total number of Payments:

| Make electronic payment |

|:Manuai Payments - Capture details of payments made outside of this system |

Back to Top )
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Scenario 2: Decreasing a previous EMP201 declaration.
Step 1

Follow steps 1-4 of Scenario 1: Increasing a previous EMP201 declaration above to select the relevant employer and period.

Step 2

Complete the Declaration Revision fields and click OK.

(f

PAYE SDL Total

Subrnitted Declaration izssl:u:u.nn | zse0.00 : | zo0860.00 i
| 1}

Please enter carrect armounts far |2I:IDEIEI oo | |2I:II:IEI on | |24|:||:||:| oo I
new declaration L

Armount to be Allocated | -5&00.00 [ I-EE-EI.EICI . . [ | -6660,00
L 1 1 | 11

|| cancel

N\

Step 3

A pop-up message will appear indicating that the amounts entered have resulted in a credit. If your payment matches the new revised return,
click OK. If your payment matches the previous declaration, click Cancel to allocate the resulting credit to another period.

N
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If vour pavment matche:

‘ation, ase click
reallocate the zz payrment to another
period.
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Step 4

Select a period and allocate the listed credit on the Payment Reallocation message, then click Next.

Payment Reallocation

You have made a revision to yvour declaration where the total armmount in the new declaration is
lezz than the total amount in the previous declaration, "ou can now allocate the difference in

these total to other periods,

Crignal amount to be reallocated: R G660.00
Armount remmaining to be reallocated: R G6660.00
Period: [ 2010-08 TJ
PAMYE: GE&0,00 SOl 0.00 LIF: 0,00
Total: SEE0, 00
Cancel Mext
Step 5

Payment Reallocation

Once the full credit available has been allocated, you will receive another pop-up message reflecting R0.00 remaining to be allocated. Click Done.

You have made a revision to your declaration where the total amount in the new declaration is
less than the total amount in the previous declaration, vou can now allocate the difference in

these total to other periods,

Orignal amount to be reallocatad: R GG660.00
Arnount remaining to be reallocated: R D.00
Period: r
FAYE: SOL: IF:
Total:
l Cancel I l Back J l Done
Step 6

The revised EMP201 return, as well as the credit allocated to another period, will automatically be listed on the Submissions page. Follow steps
6.1-6.4 Scenario 1: Increasing a previous EMP201 declaration above to submit the decreased EMP201 to SARS.
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Scenario 3: Incorrect period selected during original EMP201 submission
Step 1

Once you have submitted the return for the correct period, follow the steps below to locate the return submitted for the incorrect period, then
click Revise.

Step 1.1

Click PAYE in the left menu pane to open a page listing of all the employers registered for submitting the Monthly Employer Declaration
(EMP201) on your profile.

Step 1.2

Select the relevant employer or use the search function to locate a specific employer. Click View.
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Step 1.3

View all the particulars for the Declarant to ensure that they are completed and correct. You can edit the details on this page and then click
Save Details.
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Step 1.4

To access a specific return, select the relevant tax year and period at the top of the page. You will then see a list of Monthly Employer
Declarations (EMP201) to the right of the screen with the status indicated for that period.
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Step 2

Enter zeros in the fields for PAYE, SDL and UIF and click OK. This will ensure that you receive a new unique payment reference number (PRN)
when the return is due and must be revised.

' Declaration Revision
PAYE sSDL UIF Total

Subritted Declaration 25600,00 2560,00 2500,00 F0s&0,00
Please enter correct amounts for om0 oo o.on o0
new declaration
Arnount to be Allocated -25600,00 -2560,00 -2500,00 -30650,00

I

i l Ok J l Cancel J

Step 3

You will see a pop-up message indicating that you should reallocate the excess payment. Click Cancel to reallocate the credit.
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Step 4

The full amount should be listed as a credit to reallocate. Take care to select the correct period and allocate the full amount to the correct
period. Click Next.

Payment Reallocation

You have made a revizion to vour declaration where the total armount in the new declaration is
lezs than the total armount in the previous declaration, vou can now allocate the differance in
these total to other periods,

Orignal amount to be reallocated: R 20660.00
Armount remaining to be reallocated: R 20660.00

Period: lznm-nn 'rJ
P&YES Z5&00,00 SDL: | 25&0.00 UIF: | 2500.00
Total: F0&60.00
l Cancel I l Mext J
|
Step 5

Once the full credit available has been allocated, you will see another pop-up message reflecting R0.00 remaining to be allocated. Click Done.

Payment Reallocation

You have made a revision to vour declaration where the total armount in the new declaration iz
less than the total armount in the previous declaration, vou can now allocate the difference in
these total to other periads,

<rignal amount to be reallocated: R 30660.00

Armount remaining to be reallocated: R 0,00

Periad: 4
PATE: sSDL: UIF:
Total:
C | Back D
l ance J l ac J l one |
Step 6

The revised return (for the incorrect period) and the credit allocated to the correct period will automatically be listed on the Submissions page.
Follow steps 6.1-6.4 of Scenario 1: Increasing a previous EMP201 declaration above to submit the amended EMP201 to SARS.
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