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Agenda

12.30 ï13.30 Lunch

13.30 ï15.00 PSIber ïextracting, auditing, changing, balancing and 

uploading IRP5ôs

15.00 ï15.15 Tea / Coffee

15.15 ï16.00 e@syFile ïdownloading, installing, new features, 

submitting, basic training   
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High Level Overview

ÅRolling to the New Tax Year

ÅTax Certificate Changes

ÅYear End Process

ïPSIber

ïe@syFile

ÅDealing with Tax Certificate Changes

ÅSubmitting to SARS



Rolling to the New Tax Year

ÅCan be done at anytime

ÅAdditional Runs

ÅYTD / Life to Date totals carried over to new tax year

ÅEmployee termination dates

ÅEarnings paid in the current tax year



Reject the Tax Year

ÅThe System Administrator can reject the tax year

ÅReverses the tax year end closure
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Tax Certificate Changes

ÅNo significant change to submission process

ÅContent of tax certificates has changed

ïUIF & SDL values display on tax certificate

ïConsolidated IRP5 codes

ïNew address format

ïAdditional employer information

ÅRelaxed validation ïPSIber/e@syFile will warn
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Field Validation March

Trading or Other Name Mandatory

TEST/LIVE Indicator Must consist of 4 characters

Value may only be TEST or LIVE

Mandatory

PAYE Reference Number Where the employer is registered for PAYE 

the number must start with a ó7ô

Must consist of 10 numeric characters

Mandatory

SDL / UIF Reference Number Must consist of 1 alpha and 9 numeric 

characters

Mandatory

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 - Employer



Tax Certificate Validations - Employee

Field Validation March

ID Number Mandatory if Nature of Person is A/C 

Mandatory if no Passport

Mandatory

Passport Number Mandatory if Nature of Person is A/C

Mandatory if no ID number

Mandatory

Nature of Person Mandatory

Year of Assessment Reconciliation prior to 1999 will not be 

accepted

Mandatory

Country of origin Mandatory if passport number has been 

completed 

Mandatory

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 

Account (7) then all remaining bank account 

details not required

Mandatory

Date of Birth Mandatory if Nature of Person A/B/C/N Mandatory
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Tax Year End Process

PSIber

ÅValidate existing information

ÅCreate tax certificates

ÅValidate tax certificates

ÅReconcile statutory payments - PSIber

ÅCreate electronic file
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Validate Existing Information

ÅValidate employer information ïóMandatory 

Informationô report

ÅValidate employee information ïóEmployee 

Maintenance Mandatory Details Exceptionô report

ÅReports on all validations

Å If data exists it must be correct

ÅCorrecting employee information
ï Manual per employee or export / import
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Group Company Structure

Co. A Co. B Co. C Co. D

Company Reg. No. 1/1234/5 1/1234/5 1/1234/5 1/555/5

PAYE Reg. No. 77000001 77000001 77000002 77000003

Region GTN GTN KZN GTN

Payroll Sup (P,S,V) P,S & V S & V P & V S

EMP201 Admin Must be consolidated Separate Separate

EMP501 Admin Must be consolidated Separate Separate

Administrative importance of the PAYE 

employer number
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Group Company Structure

Demo Pty Demo Pty Demo Pty

PAYE Reg Number 77000001 77000001 77000001

Payroll Sup. P,S,V P S V

Computer A B C

Electronic certificate 

range
100001 - 100067 200001 - 200012 300001 - 300234

Manual certificate 

range 
S00001 ïS00003 T00001- T0004 D00001 ïD0009

Administrative importance of the Certificate 

numbers
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Create Tax Certificates

ÅTax certificates for a previous tax year

ÅTerminations during the tax year

ÅEmployees under the tax threshold

ÅCreate vs Create and Re-Calculate Certificates
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Validate Tax Certificates

Å Run the óTax Certificate Exception Summary Reportô

Å The above validates earnings and deductions ie negative 

values, invalid codes etc

Å Correct any problems highlighted in the Exception report
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Reconcile Statutory Payments ïPSIber

Please Note:

ÅReports reflects only actual PAYE deducted ïno 

YTD values are included

ÅóEMP501 (incl. YTD)ô includes YTD take-on & 

Adjustments & Transferred in

ÅReconcile total tax to General Ledger
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Reconcile Statutory Payments ïPSIber

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

ï Statutory Contributions PAYE/SDL/UIF 

ï Detailed Payroll Summary

ï EMP501 Employer Reconciliation Declaration (Incl. YTD)

ï EMP201

Å Reconcile the tax certificates using the following reports:

ï Tax Certificate Reconciliation PAYE/SDL/UIF ïverify tax differences between 
payslips and IRP5s

ï Tax Certificate Summary List ïlist of tax certificate numbers

ï Interim Tax Certificate Codes Summary ïShows employees earnings by IRP5 
code and by RFI/NRFI
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Dealing with YTD & Certificate changes

ÅDelete tax certificates ïKeep / Remove Adjustments

ÅAdjust Year End Totals - allows for adjustments of Employees 

Year to Date payslip values

ÅóUn Acceptô tax certificates 

ÅCancel tax certificates - allows for the óCancellationô of 
selected óAcceptedô Tax Certificates(more on this later)

ÅRestore to  original - reverse all YTD adjustments made and 

restore the values to that of the final Payslip
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Reject the Tax Certificates

Å The System Administrator can reject the tax certificates

Å Reverses the óClosureô of tax certificates after the óClosed 

Window/Seasonô
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Create Electronic File

ÅCreate óTESTô electronic file

ÅSave the file in a secure location

ÅMerge other companies with the same PAYE number 

or import separately ïfiles will be merged in 

e@syFile system
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Defaults to latest tax year.

Generates the electronic file Merge files across multiple 

payrolls

File status óTESTô
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Import the electronic file to e@syFile

Å Import óTESTôfile to check for further exceptions



Do Final Corrections ïin PSIber

ÅIf necessary, make relevant 

corrections as per e@syFile 

exceptions  - in PSIber
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Closing off certificates

ÅSelect the óClose Processingô option to finalize 

certificates

ÅCreate the óLIVEô submission file
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The Tax Year End Process

e@syFile

Å Import electronic file to e@syFile

ÅComplete EMP501 recon in e@syFile

ÅSubmit return to SARS

Å Issue tax certificates to employees
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Please note!!!

ÅDo not attempt to submit with current e@syfile 

versions

ÅNew e@syFile version available from 1st April 

(Planned) 

ÅFilling season ï1st April to 31st May 2010 
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Import CSV File

Å Import óLIVE ôCSV file from PSIber



Manual Certificates
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Manual Certificates

ÅAllows for input of manual IRP5 ôs



Manual Certificates ïInformation



Manual Certificates ïContact Details



Manual Certificates ïBank Details



Manual Certificates ïEmployment Details



Manual Certificates ïCertificate Information



Manual Certificates ïEnter employee earnings



Edit Employer Details

ÅNo manual editing required



EMP501
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EMP501 reconciliation

ÅAuto calcs the EMP501 and allows for 
amendments

ÅCannot capture negative payments

ÅAble to submit EMP501 info up to 1999

ÅMust reconcile PAYE, SDL and UIF
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EMP501 reconciliation
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