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Bi-Annual Submission & e@syFile™ Employer Checklist

TAKE NOTE: This checklist is merely a guideline to complete your bi-annual submission & e@syFile™ Employer process.

STEP PROCEDURE

COMPLETED

] Finalise your August 2021 pay run and close all pay runs for your tax period. Q
2 Verify company demographical information.  More information

3 Verify employee information. More information

4 Determine the liability for PAYE, UIF, SDL, and ET|, including manual certificates according to the information on the payroll.

5 Determine the EMP201 Payments made through SARS eFiling.

Use an MS Excel spreadsheet to compare the figures in Step 4 & 5 to establish if there are any differences.

6 No differences: Proceed to generate the CSV Test File.

Differences: Note the month the difference occurred and proceed to Step 7.

7 Determine the specific employee records where variances occurred. More information
8 Process corrections.

9 Export your Tax files per frequency. More information

10 Validation of the CSV test file on e@syFile™. More information

N Submission of the CSV live file. More information

OO0 000 O O000O0

The e@syFile™ Employer process continues on the following page.
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Bi-Annual Submission & e@syFile” Employer Checklist

TAKE NOTE: This checklist is merely a guideline to complete your Bi-Annual submission & e@syFile™ Employer process.

e@sYFile” Employer Process:

STEP PROCEDURE COMPLETED
Ensure you are on the latest version of e@syFile™ Employer.
12 The latest version of e@syFile™ Employer can be downloaded from SARS efiling Q
13 Verify Employer Information.  More information Q
14 Capture manual tax certificates.  Visit SARS website Q
15 Import the payroll file. More information Q
16 Correct validation errors. Q
17 Complete the EMP501 Reconciliation.  Visit SARS website Q
18 Submit the electronic information to SARS via e@syFile” Employer.  Visit SARS website Q

PaySpace Do-lIt-Yourself Tax Filing Guide
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How to export your tax file for multiple frequencies

TO EXPORT A CSV LIVE FILE FOR MULTIPLE
FREQUENCIES, PLEASE FOLLOW THE STEPS BELOW:

« If you have multiple frequencies, check your frequency setup to ensure your tax
number is added.

+ Navigate to Config > Payroll > Pay Frequencies > Select your Frequency Name >
Edit > Update your Tax Certificate Number Prefix.

Company Pay Frequencies

Details Llick here to view audit trail
If you would like to add a new frequency click hers
Company Frequencies

Frequency Name Frequency Hours Per Day Days Per Fr cy

[Manthly [Manthly |e.00 [21.67 Edit |Delete

tax certificate number prefics @)

If you do not have a Tax Certificate Number Prefix, when importing into Easyfile, the
files may override the previous file imported. With the prefix number updated, the
files will be uploaded and stored individually.

+ Make sure that all runs applicable to your submission period are in a closed status
for all your frequencies. If your runs are in an open status:
+ Navigate to Payroll Cycle > Payslip Pay Dates > Open Runs > Edit > Close > Save.

Company Payslip Pay Dates

0 Warning:

zase make sure that the pay dates for all ops
Flease make sure that the pay dates for all ope gensara ot, ple;

n =nd future run's have been correctly generated. If not, please edit and correct these.
Click here to view audit trail
If you would like to add a new interim rumn click hers

Open Runs <

Period Start Date

Order & Desc

Period End Date Applicable Month Run Fype Pay:Date.

01 Aug 2021 fi] - August - 2021 = .
21 Aug 2021 August 2021 Main Run 25 Aug 2021 Edit
i

Company Payslip Pay Dates

Diztzils
* run type: Main Fun W
* run description: August - 2021
e et

status: °

© pay date;

Clozed
do not allow hours to be posted to
this run from the timesheet Future

Facility:

« A tax file must be exported per frequency. To export your tax file, select your
frequency.
+ Navigate to Reports > Tax Certificate Run.

If your SIC Codes and Trade Classifications are not updated, you cannot export your
tax files.

Please complete the below table and save. If you do not complete the below
mandatory information, you will not be able to export your tax files per frequency.

PaySpace Do-lIt-Yourself Tax Filing Guide
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Tax Year End File Details

0 Warning:

Flaase camplete fislds below to continus

ctandard industry code group:

* standard industry coda:

* 'trade classification: |

* trade sub classification:

Once the above is completed and saved, you will be directed to the below screen.

Complete the below information:

« The period of your submission.
« The applicable full date of your submission.

+ The file type:
+ Test File — Export the test file for upload into e@syFile™ to check and validate
for any warnings.
 Live File — Export the live file for upload into e@syFile™ once the file warnings
have been cleared. The live file will be your final uploaded file to finalise your
submission.

Save your parameters and export your file.

Tax Year End Process

change Erade classification and SIC codss wigvs file crestion progress

wihat would you like to do: | retrieve files and reporis for August. o

email this report to me in the above format? D

[01 March 2021 = 31 August 2021 e ~|

which year would you like to view for this frequancy:

Reports for selacted action above " Microsoft Excel ||

tax balance report, shows the total year to date tax
varsus 2 month by month breakdown of what was paid

exacute
per employes on the EMP201

non financial report, shows all non financial information

that will appear on the IRPS Execute

year to date tax code breakdown, shows a breakdown of

SARS codes per period wersus actual YTD and difference At E

year to date tax code drilldown, shows the sum of
drilldown components that make up any SARS code and
the relevant difference

@ ee @

execufe

wihich tzx year end file would you like ko create, the live
‘file can only be created once:

TEST

<
7% ]

o Save and Retrisve File |

Once the Test file is exported, download the file and upload into e@syFile™.

Period
|z02108

Test or Live

°|TEBT

Creation Date
|19 Aug 2021 0%:33:01 AM

o |Downlcad |

Once the warnings have been cleared, you can export your Live File and upload
into e@syFile™.

Period
202108

Test or Live

IS

Creation Date
|19 Aug 2021 09:36:18 AM

° |Dovinload

|DE|ete

Important: Once you export your Live File, and there are discrepancies on the Live
File, you have the option to ‘Delete’ the Live File. You cannot export a new Live File
without deleting the previous Live File exported.

PaySpace Do-lIt-Yourself Tax Filing Guide
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How to import your tax file into e@syFile™

FOLLOW THE STEPS BELOW TO IMPORT YOUR TAX Select your database you would like to import the file for.

FILE INTO E@SYFILE” EMPLOYER: o m,,.m....-.,..,./:I

Access e@syFile” employer and confirm that you are on the latest version. =
=

Go to Import and click on Import/Export Payroll File.

Froins SARTY AbrinTmIn TS

IMPORT

LGS ADRIR

Import/Export Payroll File

PaySpace Do-It-Yourself Tax Filing Guide
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Click on Import Payroll File. You will receive the following message:

CSV File Import/Export CSV File Import

Payroll File ready for import

Please select an option to continue Please click OK to initiate this process.

Please be patient while this process runs. Another
message will alert you once the file import is successful.

You will receive the following message:

Click OK.

CSV File Import

Please Note: Your file will then be validated, once it is done being validated you should receive
the below message:

Only files saved on a local disk can be imported.

CSV File Import

Click OK. Payroll File passed Validation.
Please click OK to import records.
Select the file on your local drive and click open. T ok B cancel |
9 Select 2 CSV file L5
- © o Ly ThsPC s Documents > Submivion v O O Semrch Submmivion - Delete
Organize New folder == ™M @ Click OK.
Narme - Status Date musdified Type Sie . . . .
s —— Once the file has imported, you will get a message to say it was successful.
[E 202100 -] 2021700713 0550 Text Document 7 KD

. SEes

Ths PG
= CSV File Import
> ol I
Payroll File imported successfully.
. Ok |
[N
File narme: | [Bayrol File v
[Open ]| Concel |
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How to reconcile your PAYE, SDL, UIF and ETI

Export your EMP501 report off the system.

Navigate to Reports > Nextgen or Classic > Legislative > EMP501 Report > Execute.

Repors
Reports
% Favourites B Reporta e ‘_

tien, Tha grean flag
antire usar bats te ¥  of faveurits reparts that will thew by dafault avery bima

¥ou access thix screen. Chiek o

Payraol

HR

| Leave

| Performance Management
Training

| Costing

| Workforce Planning

Legisiative -fje—

EMP501 Report Provides EMP501 for the selected tax year. Report can either be run for a bi-annual period or the full tax year.

Once exported you can balance the consolidated EMP501 report against your
monthly EMP201's. The EMP20T's are used to make your monthly payments over to
SARS.

Transaction Year (CCYY) Pariud of Recondliation (CCYYMM) PAYE Ref Mo SOL Rt b e

L

Blasen

May
June
duty
August 623 TA25 13am e

Transachon Year {CCYY) Fleriod of Fsconciaton (Y YMM) PAYE Het Mo, SOL Rt Mo, UIF Rl Mo,
L)
o B

i

March
A
May

Jane 1

Rty

Aagusl 61523 a2 G0002

es & = 8 &
B
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Navigate to Reports > Nextgen or Classic > Legislative > EMP201 Report > Execute.

EMP201 Provides EMP report for the company on a monthly basis.

PAYE Labiity ° R 6152263  ETI Browught Foramed R 00 PAYE Payable R B0.001.60
SOL Linbilgy ol 732520  ETI Calculaied R E2094  SDL Payable R TIB
LI Liabslity °|! 1327144 R ENGS L Payahin R 1327144
_ [ B211938  ETI Carry Forward R’ 000 Penaly & interwst [}

Payrmwnt Period S
Piyment Raforonce No. COTYMM) sl Py R B1AMAT

EMP501 Tax + SDL + UIF (872,592) — ETI (79,144.94) = 793,446.84

« If you identify any discrepancies, you can export your EMP201 breakdown report to
balance your Tax, SDL, UIF and ETI.

« There are also additional ETI Reports to assist with your balancing.

‘ EMP201 Breakdown Provides a listing of employee figures that make up the EMP201 report figures. ‘

Q"‘ |Report Name
EMP501 ETI
Breakdown

|Report Description

Provides & brezkdown of ETI for 2ll employ=as contained in the EMPS01 file

ETI Employee . Gupel -
Detail Report ETI Weekly, Fortnightly and Monthly Detail Report
ETI Taks On A list of all employees who have had a ETI take on or adjustmant made.

PAYSPACE

DISCREPANCIES COULD BE RELATED TO:

+ Making payment on your monthly EMP201, using a ‘Draft’ copy. This happens when
your monthly runis not closed and you proceed to export your EMP201 for payment
to SARS.

« If you have an interim run on your payroll and you have not balanced or made
payment to SARS.

+ Your Take-on run financials are not balancing to the EMP50I.

- It will be advisable to run your monthly Payroll Recon Report / Component Variance
Report and balance your monthly financials and declaration to SARS for your PAYE
/ sDL / UIF [ ETI.

If you unable to balance your EMP501 to your monthly EMP201 report, you can log a
ticket on Zoho. Please add your reports used to reconcile for us to assist. Include your
frequency and the month that you are unable to balance.
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How to run a live file

TO EXPORT A CSV LIVE FILE, PLEASE FOLLOW THE Genc¥ear End Process R
STEPS BELOW: e

wihat would you like ta do: | retrieve files and reports for August. v| @

E o o o email this report to me in the above format? D
epo

wihich year would you like to view for this frequency: | 01 March 2021 — 31 August 2021 Vl
[ Cloud Analytics SLAEEC
&an) aGnatl i Under Reports for selected action above, you will see the following option:
i Salary Payment Files i Click on the Reports menu option. ' ] ' o
& « Which tax year end file would you like to create, the live file can only be created

Third Party Payments Files  [ooesc
once:

#  Claims Batch Audit cLazee @ Click on Tax Certificate Run on the . Select Live.
1) Employee Request Audit SLAEEC left-hand side.

- Click on Save and Retrieve File.
¢l TaxCertificate Run e cammE
E General Ledger Reports for selected action above || Microsoft Excel " ‘

tax balance report, shows the total year to date tax
versus 2 month by month breakdown of what was paid exacute
per employse on the EMP201

non financial report, shows all non financial information

From the Tax Year End Process screen, follow the steps below. that will appear on the IRPS Sesois

year to date tax code breakdown, shows a breakdown of

SARS codes per period versus actual YTD and difference £ignute

@ @@ @

° WhOt W0u|d you ||ke to dO year to date tax code drilldown, shows the sum of
o . drilldown components that make up any SARS code and execute
« Select retrieve files and reports for August. the relevant difference -
- Email this report to me in the above format. (optional) b i s e ol | 1 ~

[ 5-ave and I‘%:atrie.ve.l-_lie |
+ Which year would you like to view for this frequency:
« Select 01 March 2021 - 31 August 202]
By ‘File History’ you will see your live file that you can then download.

PaySpace Do-lIt-Yourself Tax Filing Guide 1
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How to run a test file

TO EXPORT A CSV TEST FILE, FOLLOW THE

STEPS BELOW

i Reports o

[ Cloud Analytics aLazEC

sea DOrgChart cLABEC

¢ Salary Payment Files SLamnE @
BNy Third Party Payments Files cLammC

# Claims Batch Audit cLazmc @
1) Employee Request Audit aLazEC

¢l TaxCertificate Run e [oazme]

= General Ledger

Click on the Reports menu option.

Click on Tax Certificate Run on the
left-hand side.

From the Tax Year End Process screen, follow the steps below.

+ What would you like to do:

« Select retrieve files and reports for August.

« Email this report to me in the above format. (optional)

+ Which year would you like to view for this frequency:

« Select 01 March 2021 - 31 August 202]

Tax Year End Process

change trade classification and SIC codes

wihat would you like to do:
email this report to me in the above format?

vihich year would you like to view for this frequency:

Click here to view audit tra

wigw file creation pn

v] ®

]

| retrieve files and reporis for August.

O

[01 March 2021 —> 31 August 2021 v

Under Reports for selected action above, you will see the following option:

« Which tax year end file would you like to create, the live file can only be created

once:
- Select Test.

« Click on Save and Retrieve File.

| Reports for selected action above

" Microsoft Excel " |

tax balance report, shows the total year to date tax

versus 2 month by month breakdown of what was paid

per employes on the EMPZ01

non financial repart, shows all non financial information

that will appear on the IRPS

wear to date tax code breakdown, shows a breakdown of
SARS codes per period versus actual ¥TD and diffzrence

wear to date tax code drilldown, shows the sum of

drilldown componants that make up any SARS code and

the relevant difference

wihich tax year end file would you like to create, the live

file can only be created onca:

exacute

exacute

exacute

@ @@ @

TEST -

Save and Retrizve Filz

By ‘File History’ you will see your test file that you can then download.

PaySpace Do-lIt-Yourself Tax Filing Guide
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How to verify employer information on e@syFile™ employer

TO VERIFY YOUR EMPLOYER INFORMATION ON E@SYFILE” EMPLOYER, FOLLOW THE STEPS BELOW:

Log in on e@syFile™ Employer.

Select your company

d Usar Nama: ]| |

Password:

On the left hand side, click on
‘Employer Admin’ and then on
View/Edit/Change.

EMPLOYER ADMIN
[ Login ] 1 Close J 3

View/Edit/Change

Click on Edit Employer.

| ForgotPassword? | | SecureReminder |

[ Restore Backup ]

Confirm that all details are
correct.

If all information is confirmed
or changed, click on Update
Employer

ORONONONONG,

PaySpace Do-lIt-Yourself Tax Filing Guide 13
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Important reports to print for bi-annual submission

TO BALANCE YOUR EMP201 WITH YOUR EMP501:

Reports > Legislative

+ EMP201 Report
Provides EMP201 report for the company on a monthly basis.
+ EMP201 Breakdown Report
Provides a listing of employee figures that make up the EMP201 report figures.
* EMP501 Report
Provides EMP50I1 for the selected tax year. Report can either be run for a bi-
annual period or the full tax year.

If there are discrepancies identified between your EMP201 and your consolidated
EMP501. Below are reports to assist with details that will assist in identifying imbalances
in Financial Totals

ETI IMBALANCES:
Reports > Legislative

» EMP501 ETI Breakdown Report

Provides a breakdown of ETI for all employees contained in the EMP50I file.
» ETIEmployee Detail Report

ETI Weekly, Fortnightly and Monthly Detail Report.
* ETI Take On

Alist of all employees who have had a ETI take on or adjustment made.

TAX, UIF & SDL IMBALANCES:
Reports > Payroll

+ Component Variance Report
Provides a comparative, month to month or run to run side by side listing of
all component figures for a selected period per employee and includes a
difference column.

 Payroll Reconciliation Report
Provides current figures or MTD figures of all employee’s components on the
payslips. Typically used for reconciliation purposes.

EMPLOYEE BIOGRAPHICAL INFORMATION:

Reports > HR

+ Dynamic Employee Details
Provides a list of various pre-defined employee fields that can be selected by a
user, i.e. Biographical Information.

* New Engagements and Terminations
Provides a listing of new engagements and terminated employees for a chosen
period.

ONCE THE EMP501 RECONCILES WITH THE MONTHLY
EMP20T’S:

e Generate your CSV Test Files — one file per frequency. Once the file passes
validation, export your Live File.
» Generate your CSV Live Files — one file per frequency.

PaySpace Do-lIt-Yourself Tax Filing Guide
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