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Agenda

12.3071 13.30 Lunch

13.3071 15.00 PSlber 1 extracting, auditing, changing, balancing and
upl oading | RP506s

15.007 15.15 Tea / Coffee

15.1571 16.00 e@syFile i downloading, installing, new features,

submitting, basic training
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High Level Overview

A Rolling to the New Tax Year
A Tax Certificate Changes

A Year End Process

I PSlber

I e@syFile
A Dealing with Tax Certificate Changes
A Submitting to SARS
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Rolling to the New Tax Year

A Can be done at anytime

A Additional Runs

A YTD/ Life to Date totals carried over to new tax year
A Employee termination dates

A Earnings paid in the current tax year

IRP5S & ENABLE NEW TAX YEAR

Select Tax Year 2010 + Adjust Year End Tutal5| Process IRPSs | View ! Adjust IRPSs Enable New Tax Year “
. Ciownload All Prewi Tax
Status of Certificates Frocessed n rEVIoUs fax Tears
Download Help Document

Status of Cerificates File | Mo File Generated/Sent
Processing of Tax Certificates

Llss= Fras=saiiy WpETT BT OCES BT This facility allowes the User to create the

el T e T mrbifim od Dl o oot
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Reject the Tax Year

A The System Administrator can reject the tax year
A Reverses the tax year end closure

Reject Payroll Run | Reject Tax Year Reject IRP5's

Reject Payroll Interval Run for Payroll

Payrall I"*Tax Season 2010 j

Last Accepted Interval | February

Fayroll Interval Run |FEbrusrrr' 2010 j
Requested By |Peter
Reason Innne
Confirm Password I..............
Reject
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Tax Certificate Changes

A No significant change to submission process

A Content of tax certificates has changed
I UIF & SDL values display on tax certificate
I Consolidated IRP5 codes
I New address format
I Additional employer information

A Relaxed validation i PSlber/e@syFile will warn

PSIber)
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Tax Certificate Validations - Employer

Field Validation March
Trading or Other Name Mandatory
TEST/LIVE Indicator Must consist of 4 characters Mandatory

Value may only be TEST or LIVE

PAYE Reference Number Where the employer is registered for PAYE Mandatory
the number must start wWith a 0676

Must consist of 10 numeric characters

SDL / UIF Reference Number Must consist of 1 alpha and 9 numeric Mandatory
characters
Employer Contact Person Mandatory
Employer Contact Number Must be at least 9 characters long Mandatory
Transaction Year Format CCYY Mandatory
Employer Physical Address New format Mandatory Must be valid where

supplied
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Tax Certificate Validations - Employee

Field Validation March
ID Number Mandatory if Nature of Person is A/C Mandatory
Mandatory if no Passport
Passport Number Mandatory if Nature of Person is A/C Mandatory
Mandatory if no ID number
Nature of Person Mandatory
Year of Assessment Reconciliation prior to 1999 will not be Mandatory
accepted
Country of origin Mandatory if passport number has been Mandatory
completed
Address New format Mandatory Must be valid if
supplied
Date Employed From/To Must be in the format CCYYMMDD Mandatory
Bank Account Type If not paid by EFT (0) or Foreign Bank Mandatory
Account (7) then all remaining bank account
details not required
Date of Birth Mandatory if Nature of Person A/B/C/N Mandatory

PSIber)
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Tax Year End Process
PSlber

A Validate existing information

A Create tax certificates

A Validate tax certificates

A Reconcile statutory payments - PSlber
A Create electronic file

PSIber)
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Validate Existing Information

A Validate employer informationi 6 Mandat or vy
|l nf ormati ond report

A Validate employee informationT 6 Emp | oy e e
Mai ntenance Mandatory Detai

A Reports on all validations
A If data exists it must be correct

A Correcting employee information
I Manual per employee or export /import

PSIber)
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Administrative importance of the PAYE
employer number

Group Company Structure

Co.B Co.C

1/1234/5 1/1234/5 1/555/5

Company Reg. No. 1/1234/5

PAYE Reg. No. 77000001 77000001 77000002 77000003

Region GTN GTN KZN GTN

Payroll Sup (P,S,V) PS&V s&vV P&V S

EMP201 Admin Must be consolidated Separate Separate

EMP501 Admin Must be consolidated Separate Separate

PSIber)
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Administrative importance of the Certificate
numbers

Group Company Structure

Demo Pty Demo Pty Demo Pty
PAYE Reg Number 77000001 77000001 77000001
Payroll Sup. P,S,V = S V

Computer A B C

Electronic certificate
range

100001 - 100067 200001 - 200012 300001 - 300234

Manual certificate
range

S00001 1 SO0003 TO0001- TOOO4 DO00001 7 DO009

PSIber)
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Create Tax Certificates

A Tax certificates for a previous tax year

A Terminations during the tax year

A Employees under the tax threshold

A Create vs Create and Re-Calculate Certificates

cartificate.

Thiz option generates the IRPS/T3(a) cedificates forthe

zelected emploveers), If generating an emplovees tax Onee you have created the tax
certificatels), the "Wiewn ! Adjust IRPSs" will

allove the userto wiew and change cerain
infarmatian on the IRPS s aswell allawing
the userto “iewsvear End Totals" which
relate to the totals on the employees last

pavslip.

Create IRP&s

cerificate before the tax year end, the employeels) neads to
be terminated. If it istax ywear-end, the final pay intenval
needsto be run and accepted before tax cadificatels) can be

Create & Re-Calculate This option generates the IRPS/AT2(a) cedificates for the
selected employeels) and re-calculates the RFl and MREFI
walues using the curent employee(s) RFI Profile.

The Tax cerificates can be printed from
Ly A I -l R

PSIber)
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Validate Tax Certificates

OTax

Cert cat e

A The above validates earnings and deductions ie negative
values, invalid codes etc

A Correct any problems highlighted in the Exception report

Exceptioc

Tax Certificate Exceptions Summary

Ernployes Hame Emplowes No  Tax Certificste Number Code Field Mame Diff.Exception Description
FE02 GL(S) previous Code 22808 iz no longer in uze. WGll be mapped to 2801
3E08 Funeral Cowver Code 3808 is no longer in usze. W[l be mapped to 3801
3E08 3% Card Usage Code 3805 is no longer in usze. Will be mapped to 3801
3E08 Group Life (unapprowed portion) Code 3805 is no longer in uze. Will be mappead to 3801
3712 Cellphone Allowance Code 3712 iz no longer in uze. Will be mapped to 3713

Bloggs, J Dooog FEI0TEL224201002 TOS GO000G00001 Employes Income Tax Number tdandatary data miszing

faluma, PP pooog FEI07 542324201002 TOS 0000600004 Employes Income Tax Humber hdandatony data missing

Wan Der benwe, v Loaor 75307 54334201002 TOS5 0000600007 Employes Income Tax Humber hdandatony data missing

Botha, M Doooz FEI0754334201002 TOS 0000600002 Employes Income Tax Number handatory data missing

Fox, K oo FEE07 54334201002 TOS GO000600003 Employes Income Tax Number handatony data missing

Swanepoel, JH pooos FEI07 542324201002 TOS 0000600005 Employes Income Tax Humber hdandatony data missing

“Worster, WD [eluinluls} 75307 54334201002 TOS5 0000600005 Employes Income Tax Humber hdandatony data missing

PAGE: 1
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Reconcile Statutory Payments 1 PSlber

Please Note:

A Reports reflects only actual PAYE deducted i no
YTD values are included

AGEMP501 (incl. YTD)@n& ncl ud:
Adjustments & Transferred in

A Reconcile total tax to General Ledger
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Reconcile Statutory Payments 1 PSlber

A Reconcile the PAYE,SDL and UIF contributions using the following
reports:

I Statutory Contributions PAYE/SDL/UIF

I Detailed Payroll Summary

I EMP501 Employer Reconciliation Declaration (Incl. YTD)
i EMP201

A Reconcile the tax certificates using the following reports:

I Tax Certificate Reconciliation PAYE/SDL/UIF i verify tax differences between
payslips and IRP5s

I Tax Certificate Summary List i list of tax certificate numbers

i Interim Tax Certificate Codes Summary i Shows employees earnings by IRP5
code and by RFI/NRFI

PSIber)
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Dealing with YTD & Certificate changes

A Delete tax certificates i Keep / Remove Adjustments

A Adjust Year End Totals - allows for adjustments of Employees
Year to Date payslip values

A6Un Accepto tax certificate

A Cancel tax certificates-al | ows for the 6Cance
sel ected O6Accept edmoreloathislatery t i fi cat es

A Restore to original - reverse all YTD adjustments made and

restore the values to that of the final Payslip

PSIber)
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Reject the

ax Certificates

A The System Administrator can reject the tax certificates

A Reverses the 6Closuredo of tax cer
Wi ndow/ Seasonbo
Reject Payroll Run | Reject Tax Year Reject IRP5's

Reject Payroll Interval Run for Payroll

S I""'TaxE-EEsnnZCHD j

Last Accepted Interval |,:Et,mEujlr

Payroll Interval Run |February 2010 j

Requested By |Peter

Resson [rone

Confirm Password |w

Reject
PSIber)
6 anywhere, anytime, always online é. Total Payroll & HR Solutions
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Create Electronic File

ACreate OTESTO® electronic fi
A Save the file in a secure location

A Merge other companies with the same PAYE number
or import separately 1 files will be merged In
e@syFile system

PSIber)
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Defaults to latest tax year.

Create Tax Certificate File

1 March, 2009 - 28 iy, 2010

Look in: | 3 IRPS

Tax Year: 2010 E.
PAYE Reference : ThI0TH4334 My Recent
Documents
IRP5 Number Q0000001 —
File Selection L
Desktop
File to be Created as  {* TEST - N
-
Generation Humber A My Documerts
Directory q]
My Computer
File to Include (* Payroll { Compal
Company Detailzs From |**Tax Season 2010 (Manthly Fa) -’j}
T"T)'Pllﬂaif.;\';ﬂ( File name: |IRP5.csv j Open |
Files of type: n] mt: - Cancel
Create File | |Dooumerts B

Generates the electronic file

é anywher e, anyti me, always online

Merge files across multiple
payrolls

PSIber)

Total Payroll & HR Solutions
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Import the electronic file to e@syFile

A Import GrEST 6file to check for further exceptions

e@syFile EMPLOYER 3.0.0.46a BETA

Select csv File

Loak in: |b IRP5

-

' G
QWelcon

] .
This softwar: |
the employer, -
correctly, effici

With this sofiw
offline and thel
are fully recont

Welcome to 2
SARS. At Your

My Metwork  File name: IIHF‘E.csv j Open
Places

Files of type: IDucumems LI Cancel

At Your Service

CONNECTION STATUS CONNECTED



Do Fina_l Corr__ections T 1n PSlber

Detail Import Status Report
Imported Records | Warnings
Status

Line Numbear
WARNING: 7330754334201 002T05G0000600001 Bloggs

Alf necessary, make relevant

corrections as per e@syFile
exceptions -in PSlber

0000600001 Bloggs

Employesa Business Tel No not
accepted, but submissions from 2011 Tax Year will be rejected

l Save Report

Tax Reference number not completed

This submission will be accepted, but submissions from 2011 Tax Year will be rejected - code 3100

k

Close

PSIber)

Total Payroll & HR Solutions
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Closing off certificates

ASel ect the O6Cl ose Processi
certificates

ACreate the O6LIVED submissi

IRPES & ENABLE NEW TAX YEAR

Select Tax Year 2010 - Adju5t"|"earEndTutal5| Process IRPSs | "I.l"iE"H'I.I'.I'MjUE-‘HHF"EIE-l Enable New Tax Year

status of Certificates Procsssed Download All Prewvious Tax Years

Download Help Document

Status of Certificates File |Mco File Generated/Sent

Processing of Tax Certificates

Close Processing WpETRIOCER I This facility allones the Uszer to create the

Emolovee Tax Cedificates. Flease note

ng

O N
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€ anywhere, anytime, always online é. Total Payroll & HR Solutions




-~

> -

The Tax Year End Process
e@syFile

A Import electronic file to e@syFile

A Complete EMP501 recon in e@syFile
A Submit return to SARS

A Issue tax certificates to employees

PSIber)
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Please notel!!l

A Do not attempt to submit with current e@syfile
versions

A New e@syFile version available from 1st April
(Planned)

A Filling season 1 1st April to 31st May 2010

PSIber)

€ anywhere, anytime, always online é. Total Payroll & HR Solutions




Import CSV File
A Import A&IVE O6CSV file from PSiber

e@syFile EMPLOYER 3.0.0.46a BETA

AVelco

This softv/c
the emplay
correctly, e
With this :5¢
offline andi
are fully rec
Welcome ic

SARS. At Y

My Network  File name: |IRP5 csv
Flaces

Files of type: IDucumerrts

CONNECTION STATUS CONNECTED
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Manual Certificates
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Manual Certificates

A Allows for input of manual IRP5

e@syFile EMPLOYER 3.0.0.46a BETA

I Employer

Version 3.0.0.46a BETA

Welcometoeasyes Employer

This software has been developed to help you,

the employer, to do your PAYE reconciliations
correctly, efficiently and in a more user-friendly way.

With this software you can do all your PAYE reconciliations
offline and then upload your information when you
are fully reconciled and ready to submit.

Welcome to a new and easier way of reconciling
SARS. At Your Service.

Proudly brought to you by

YV SARS

At Your Service
CONNECTION STATUS CONNECTED




Manual Certificates

I Ilnformation

Employee Information

Personal

Mature of Person:
Surname:

First Two Mames:
Initials:

Date Of Birth:

ID Mumber:
Passport Number:
Country of Issue:

Income Tax Reference:

Employee Contact Details

Employes Bank Datails

Employee Information

Personal

Nature of Person: l

¥ indicates reguired fald.

Surmame:

First Two Names:

Initials:

Ciate OF Birth:

ID Mumber:

Passport Number:

Country of Issue:

Income Tax Reference:

TJ**
L
¥
n:lﬁ*
v ¥

¥ jndicates minimum felds required to save certificate for complation later.

Quick Navigation

Next

Employment Details
Certificate Information




Manual Certificates I Contact Detalls

Employee Contact Details

Contact Numbers ¥ indicates reguired freld.
Home Tel No: Business Tel No:
Fax Mo: Cell Mo

EMail address:

Residential Address

Unit No: Complesx:

Strest No: Street/Farm: *
Suburb: *
City: *  Postal Code: *

Postal Address
[ | Same Address as Above

Lime 1:

Line 2:

Line 2:

Postal Code:

¥ indicates minimum fields reguired to save certificate for completion later.

[_prev | [ Next |




Manual Certificates I Bank Detalls

Employee Bank Details

% indicates reguired fiald.

Bank Account Type
Account Type: l - J*
Account Helder Relationship: l r J

Bank Account Details

Bank Namea:

Branch Mamaea:

Branch Code:

Account Helder Mame:

Account Number:

% jndicates minimum felds reguired to save certificate for completion iater.

_prev | [ wext |




Manual Certificates I Employment Detalls

Employment Details

% indicates reguired freld.
Employer

Employer: l - J ok

Employee Number:

Pay Periods Waorked: *
Pay Pariods in Tax Year: *
Employed From: .
Employed To: .

¥ indicates minimum felds required to save certificate for completion laber.

IPreleHexl:]




Manual Certificates I Certificate Information

Certificate Information

% indicates reguired feld.
Certificate Information:

Transaction Year! 2010 o

Year of Assessment: 2010 o

Certificate Number: 73207543234201002 TOSGOOOO500001 ok
Cartificate Type: l IRPS r J * %

Feconcilliation Period: 201002

Directive Numbers:

Directive Number 1:

Directive Number 2:

Diractive Number 3

¥ indicabes minimum felds reguired to sasve certificate for completion later.

lPreleSaveJ




Manual Certificates I Enter employee earnings

Employee Information Description Code Value
Employee Contact Details

Employee Bank Details

Employment Details

Certificate Information

¥ Inaicabes requ

SOURCE CODES
Capture employes certificate source codes by making use of the fields provided
Click the 'Add /' Update Source Code' button to add 3 new source code or update an existing source codse.
Source Code: l L4 J % Filter Source Codes: Clear Filter
Crescription: l TJ
Value: *
Closa J l Add f Update Source Code J

M

Desarints

¥ indicates minimum fields required to save certificate for completion /a0

_prev | [ sove |




Edit Employer Detalls

A No manual editing required

Edit Employer Detail

Select a Company to update employer details

Company Filtar:

Company Name: [ Tax Season 2010 v J

Employer Detail

* jndicates reguired fiald.

Trading or Other name: Tax Season 2010

*

Referance Numbers: PAYE: 7330754334 * S5Ol LS30754334 UIF: LUS20754334

Contact Person: Matt

Contact Number: 0117896541 *

e-Mail Address:

Payroll Software System: PSIberPAY

Trade Classification: 2825 *

Address: Unit Mo: 12 Complax: werat place
Streat No: 15 Street Name/Farm: getui street

Suburb: | randburg *
City/Town: johannesburg *
Postsl Code: 2194 *

Cancel Changes Update Employer

J

J
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EMP501 reconciliation

A Auto calcs the EMP501 and allows for
amendments

A Cannot capture negative payments
A Able to submit EMP501 info up to 1999
A Must reconcile PAYE, SDL and UIF

PSIber)
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EMP501 reconciliation
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