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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.

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.

Step 5

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

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.

Step 6.4

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

• Select the return for which you want to make payment, and click Make electronic payment

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

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.
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Step 4

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

Step 5

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

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.

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.

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.

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.

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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