Complete e@syFile submission
e@syFile sage

After the file was imported successfully you can continue with the steps below,
Step 1: Update Employer Detalil

Click on Employer Admin
Select Change Employer
Click on Click to Change
Select Applicable Company
Click on Continue

e@syFile EMPLOYER 6.7.5
HOME
EMPLOYER ADMIN
Notification Centra

Action Centre

REGISTRATION ADD EMPLOYER

eFiling Registration EDIT EMPLOYER

IMPORT CHANGE EMPLOYER |

Impart/Export Payroll File
EMPLOYEE ADMIN
View/Edit Employees
MONTHLY PROCESS
BAYE
Payments
RECONCILIATION
PAYE Dashboard
Declaration
Cancel Certificate Range
Adjustments
SUBMISSION
Submit to SARS
THIRD PARTY APPOINTMENTS
Third Party Appointments
EMPLOYER ADMIN

View/Edit/Change

E Please select which company you want to use
Database Select
- NEW COMPANY NAME M
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m e@syFile Company Select

The active e@syFile Employer database yvou are working on has been changed to

Lox |

Click on
Select
Complete
Click on

Edit Employer

Applicable Company

All mandatory information
Next

There are 6 screens to complete, the last screen will have a Save button, click there to

save the changes.

yFile EMPLOYER 6.7.5

REGISTRATION
eFiling Registration
IMPORT
Import/Export Payroll File
EMPLOYEE ADMIN
/Edit Employees
MONTHLY PROCESS
BAYE
Bayments
RECONCILIATION
BAYE Dashboard
Declaration
rtificate Range
Adjustments
SUBMISSION
Submit to SARS
THIRD PARTY APPOINTMENTS
Third Party Appointments
EMPLOYER ADMIN
View/Edit/Change
UTILITIES

Utilities

EMPLOYER ADMIN

ADD EMPLOYER

[ED1T EMPLOYER]

Employer Information

Select a Company to update employer details

Company Name: l NEW COMPANY NAME -

Nature of Berson: {

Trading or Other name: MNEW COMPANY NAME

Surname/Registered name:
Refarence Numbears: PAYE:

Initials:

Date Of Birth:

ID Mumber:

Passport Number:

Country of Issue! = J

CK Number: Income Tax Reference:

VAT Referance Number:

=

[ 85410 - Sports and recraation education

Activity within Major Division: 0105

Employer SICT:

dd and Phone I

Applicatio
Seelcatay Employer Bank Information

Employer Contact Details - Representative
Employer Contact Details - Contact Person
Employer Contact Details - Tax Practitioner

[ Cancel all Changes H Update Employer J

CHANGE EMPLOYER

UPDATE EMPLOYER

Employer successfully updated

Step 2: Capture Manual Certificates

If there were any manual tax certificates issued during the year and the employees are
flagged as manually submitted in payroll application, then these certificates need to be
captured in e@syFile to ensure the totals of their certificates are added to the rest of the
employee’s totals from the import file.

Click here for detailed instructions on how to create a manual tax certificate in e@syFile.
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Step 3: Reconciliation
This process match employer financial declarations (EMP201) with employee financial
information (Certificates) and the actual amounts paid to SARS.

Click on Declarations
Select Tax Year
Click on Request

EMP501

|
REGISTRATION Salect the tax year for the Declaration :

EMP501 Declarations for : NEW COMPANY NAME -

Impart/Export Payrall File

|EMPLOYEE ADMIN
VievdEdit Employees
MONTHLY PROCESS

Payments
RECONCILIATION
PAYE Dashboard
| Adjustments
SUBMISSION
Submit to SARS
|THIRD PARTY APPOINTMENTS

Third Party Appointments
EMPLOYER ADMIN

: CONNECTED Current Tax Year : 2018 Working With : UEW COMPANY NAME \ange LOGGED IM AS : ADMIN

Select Accept Data

To populate the return with SARS’s EMP201 declaration data. SARS and SAGE strongly
suggest not to select Own Values to capture your own values on the return — this might
lead to issues with the Statement of Account and possible rejection of the submission.

e@syFile will populate the EMP501 with the PAYE, SDL, UIF and ETI values declared on
the EMP201 monthly submissions.

If SARS values was selected, please confirm that the values balance with the submitted
EMP201’s, EMP501 and tax certificate values.

If Own Values is selected, complete the PAYE Liability (PAYE before deducting ETI), SDL
and UIF field as per EMP201 declarations submitted to SARS.

Are you sure you don't want to pre-populate?

You are about to capture your own data on the EMPS01 form. MNote that the data at SARS may be different

and may lead to the EMPS01 form not being accepted by SARS.
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Complete Page 1 and 2 of the Employer Reconciliation form (EMP501).

Page 1 will have all the company information that needs to be completed, if you have ETI
in your company tick the box in the top left corner, you will then have 3 pages to complete
on the EMP501.

e@syFile EMPLOYER 6.7.5
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YS M S Employer Reconciliation Declaration =
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Complete Page 3 - declaration by entering only rand values for SDL and UIF

e@syFile EMPLOYER6.75 File Save Print Close

‘,'fs e 8 e -

Financial Parficulars

S CTTTTTT T T (T [T [TTTTTTT
el [T T T T T (I T T T o LI T T I T T T T T T T T T T T Tof CTTTTTTT]
s [TTTTTT T T (T T T T T T o] T T T I T T Te]CT T T T T T TTo] (TTTTTTT]
e [TTTTTT T (T T T TTT T o] CI T T T T T TTe] CTTTT T T Tl CTTTTTTT]
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f
f!

Annual ETI Uiilsed
Rands only, no cents

i

You are about to Save the EMP301 return and the relevant
certificates to your local disk. You will howewver still need to
submit your return to SARS if not yet submitted.

Select the tax year for the Declaration : w (ARETTTS—T—

EMP501 Declarations for : NEW COMPANY NAME _

PAYE SDL UIF

R 267227.00 R 20.00 R 15416.00

Ensure that the correct values owned to SARS is captured in the declaration. If the values
were overstated or understated the customer must restate the EMP201.

You are only allowed to be out with R12 on your declaration, this can be due to rounding.
If you are out by more the customer should restate the EMP201 and you can enter the
new figures on the declaration. You cannot continue with the submission if you don’t
balance.

Step 4: Submit to SARS

Click on Declarations
Click on View at the applicable EMP501
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e@syFile EMPLOYER 6.7
HOME

Notification Centre ERAE L
‘ Action Centre
Select the tax year for the Declaration :

iREGISrRATIDN

efiling Registration EMP501 Declarations for : NEW COMPANY NAME -

IMPORT
PAYE SDL UIF
Import/Export Payroll File
R 267227.00 R 20.00 R 15416.00
EMPLOYEE ADMIN

View/Edit Employees
MONTHLY PROCESS

Click on File

e@syFile EMPLOYER6.7.5
—
-.: o f3 B8 7 -
| [ Financial Particvars L
1 Perizd of
e [2[0[A]7] 2 (2[0[1 17 0]2] 2
-
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e LI T T Tafofofole] [ [ [ T T T T T To] LT T T T Tafofefe] [T [ [T T1]1efefo] [T T [ T [4[1[ef0]0]
y CLT T T T T2fofofo] [ [ [ T T T T T o] [T T T Tafofofo] T [T TT Ta[efofo] [T T [ T [3[o[o]0]
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i EEEEEEEEEE

!

\ i

Click on Ok

Ready to File

Employer Declaration Ready to File.
Please go to the 'Submission’ screen to submit this
declaration.

The status now on the declaration screen will show ready to file.

Click on Submit to SARS
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@syFile EMPLOYER

HOME
SUBMISSION

n Centre

REGISTRATION

eFiling Registration

Reference Company

HoLalay EMPS01 _ NEW COMPANY N&| 201702 READY TO FILE

Impart/Expart Payrall File

EMPLOYEE ADMIN
dit Employees

MONTHLY PROCESS

PAYE

Payments
RECONCILIATION

PAYE Dashboard

Declaration

Cancel Certificate Range

Adjustments
SUBMISSION

Submit to SARS

Tick Submit block
Click on Submit

SUBMISSION

Type Reference Company Year Status Submit

EMP3S01 NEW COMPANY NA 201702 READY TO FILE View Remowve

Select Via the Internet or Via SARS Branch
Click on Submit

Step 5: Generate IRP5/IT3a from e@syFile

Click on Utilities

Click on Generate IRP5/IT3(a) PDF’s
Tick Export

Click on Export

SYSTEM UTILITIES

Database Utilities
REGISTRATION
EMP501 Status Dashboard
<Filing Registration

AABE ¥ Allocation Dashk

IMPORT

Pre-Submission Validation Report
Impart/Export Payroll File
Import Payroll File Log
EMPLOYEE ADMIN

Delete Payroll File
View/Edit Employess
Reset Passwords

|IICIIITHLY PROCESS
; Payroll File Editing

PAYE
Y Ty ——
Payments Generate IRP5 [ IT3(a) PDF's
RECONCILIATION
TAX CERTIFICATE GENERATION
PAYE Dashboa

On this screen you are able to generate your IRP5/IT3(a) tax certificates
Please select the documents you wish to generate by clicking on the Export

Declaration

‘ Cancel Certificate Range

Adjustmeants Type Reference Company Year Status
SUBMISSION EMPS501 NEW COMPANY NAM| 201702 READY TO FILE
Submit to SARS
THIRD PARTY APPOINTMENTS
Third Party Appointments
EMPLOYER ADMIN

Utilities
Synchronise Application

Mismatch
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Select Type of Certificate
Click on Submit

g

Bulk Export

il ate

Save the EMP301 return and the relevant certificates to your local disk. You

vill howewver still need to submit your return to SARS if not yet submitted.

K N

* Destination folder can only be created on local disk

=

u

| s Cinly final tax certificates [end of year) will be generated in POF format and saved to

L your PC,
wWhich IRPS/ITZ{a) would you like to have generated in PDF format and r
saved to your PC? +

(=) All () Manual ONLY () Import ONLY (_) Amended (_) None

I =

The export folder will contain each employee’s tax certificate and the EMP501.

(I )| | » wesad » NEW_COMPANY_NAME_201702 EMPSOL_PRINT_ONLY » = - E i

Organize v a Open ¥ Share with » Print E-mail Burn New folder

»

A o +  Name Date modified Type Size
Bl Desktop . IRPSIT3a 2017/07/26 01:09 ... File folder
8 Downloads | | NEW_COMPANY_NAME _EMP501 PRINT... 2017/07/2601:09 ...  Foxit Reader PDF ... 272 KB
23 Dropbox
%5 Recent Places
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