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Aim of this guideline:   

By law each employer must submit a year-end EMP501 and issue IRP5’s/ IT3’s to their staff by using SARS E@syfile 

software during March- May 2013 for Tax period March 2012 – Feb 2013.  

SARS no longer accepts manual EMP501’s. The method of submission is by making use of SARS E@syfile software.  

This can be downloaded from: https://secure.offline.sarsefiling.co.za/IFOnline/Controller?action=winEmp 

The primary aim of this guide is to assist you the employer to issue & print EMP501, IRP 5’s & IT 3’s for the Tax period 

2013/02 by exporting electronic certificates from Quick Payroll which will be imported to SARS Easyfile. 

Secondly this guideline will instruct you to create a new company data file for the new Tax Year 2014.  

 Ensure your Payroll is updated to Ver. 1.2.40. To verify version go to Help menu/ About Payroll. 

Please phone QuickBooks registrations department should you not have Update 1.2.40: 0861 72 6657 (Option 2)  

The registration department will email update 1.2.40 once they’ve verified your account. You will extract the 

update to your payroll directory- c:\Program Files\Quick Payroll & replace the existing application file. 

https://secure.offline.sarsefiling.co.za/IFOnline/Controller?action=winEmp
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There are three phases involved. Follow them carefully to ensure a trouble-free year- end experience. 

              Phase 1                         Phase 2                              Phase 3                                           

 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Action: 

Performing a 

Month-end at the 

end of Feb 2013 & 

creating a 

Company which 

will be used in 

Phase 2 in Quick 

Payroll. 

 

Programs: 

Quick Payroll 

When: 

This should be 

done as soon as 

you’ve performed 

a month-end in 

Feb 2013 

Action: 

Exporting 

Electronic 

certificates from 

Copy Company to 

SARS E@syfile 

from Quick 

Payroll. 

 

Programs: 

Quick Payroll & 

SARS E@syfile 

When: 

This should be 

done as soon as 

SARS made 

available its latest 

release of 

E@syfile 

 

Action: 

Completing 

declaration of 

payments to SARS 

in E@syfile & 

submitting 

electronically/ 

manually via E-

Filing. 

Programs: 

SARS E@syfile & 

SARS E-Filing 

When: 

The cut off or 

deadline for Final 

submission will be 

31 May 2013 but is 

subject to change 

by SARS. 
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Updating Quick Payroll to Ver 1.2.40 

1 Ensure that you’re using the latest version of Quick Payroll- Ver. 1.2.40. 
To verify this go to Help (Menu) / about Quick Payroll as seen in underneath example: 

 

 
 

You will not be able to submit EMP501 submission in the required format unless you’ve update to Ver  1.2.40. 

 

PLEASE NOTE: You must go from update 39 to 40.  

Skipping updates may result in data fields not mapped correctly to new IRP5 template.   

 

You would’ve received a mail shot announcing the opening of the Tax year-end season from where you could 

download update 1.2.40. If you haven’t received this please contact registrations and request your update.  

 

Applying update 1.2.40 

 Save the attached update you received via email to your desktop.  

1. Right click on the zipped attachment & extract the contents to c:\ Program Files\Quick Payroll. 

(Or open attachment & copy the contents of to c:\Program Files\Quick Payroll) 

 

The file you will be copying or extracting to c:\Program Files\Quick Payroll is:  
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2. You will be prompted to replace your existing QuickPayroll.exe file:  Choose to ‘Copy & replace- all’. 

 
 

3. Open Payroll as per normal. 
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Phase 1. 

Preparing a copy company in Quick Payroll 

(a) The ‘copy’ company is a ‘duplicate’ set of your ‘live’ data file with restrictions.  

It allows the user to prepare the ‘copy’ file for E@syfile. Because it’s a separate ‘duplicate’ file it will allow 

you to work on it even after performing a month-end for Feb 2013 on your ‘live’ data file.   

(b) A copy company will be flagged as “copy” (seen in the company details) and will no longer affect the 
counting of employees as per your licensing.   

 

There are some restrictions in your copy company, they are as follows: 

 You will not be able to add, edit or delete a PTT 

 You will not be able to calculate 

 You will not be able to capture hours 

 You will not be able to do any period ends 

 

Note: If any changes need to be made with reference to the restrictions above then it will have to be done in the 

‘live’ data file before creating a ‘copy’ company.  

 

Ensure that a month-end roll over has been followed for Feb 2013 on your live company before you continue with 

creating a ‘copy’ company data file. This includes week, fortnight and month ends.   

 

Note: When editing any of the employee’s ensure that all figures should be in the year to date column.   

There should be no amounts under the ‘this week’ or ‘this month’ column.  

Note: Do a backup of your Payroll data before doing a Month-end for Feb 2013.  

 

STEPS 

1.1 In Quick Payroll perform a normal Month- end for February 2013 as you would normally do for every 

other month. You will see that the run date will roll over to March 2013.  

 

1.2 Go then to  Period Ends/ Year End update as shown underneath: 
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(The employer will continue working with the same company file for the remainder of Tax 2014. You will 

notice that the balances have been cleared on all the employees. You may now delete discharged 

employees from the previous Tax year to make space for new recruits).  

 

 Be sure to apply the Tax2014 tables that was emailed to you. Tax2014 tables + procedures will be 

made available through a download link.  

 

However to complete the Year-end Process you will have to open the Copy Company file. 

The copy Company File will not take any employee places & will not prevent you from adding new 

customers to your actual current Company File. 

 

1.3 Open the Year End Company Payroll created in step 1.2:  



QUICK PAYROLL- Tax Year-end guide (Period 1 March 2012- 28 Feb 2013). 
 

8 | P a g e  
 

 
 

1.4 In the Copy Company, make sure you have all the relevant months for the tax year 2013 by calling up the 

payslip re-print screen: 

 
 

 It is important that all the months should be present. If you notice a month is missing you will 

have to find the actual filed printed payslips & edit the totals per employee per PTT to correct the Year to 

date amounts.  
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This is how you would for example edit the basic Pay for an employee:  

  
Note: This applies to all PTT’s. 

 

The above employee’s Basic Pay for the Tax Year should be R 60,000 & not R 55,000.  

You can edit the actually amount circled in green to R 60,000. By doing this you are replacing the missing 

month. 

 

1.5 Ensure there are no amounts in the Amounts- this- month- column for all employees.  

You have already performed a month end for Feb 2013 so all the amounts for the tax year 2013 should be 

in the Year to Date column.  The only amounts you want will be in the ‘This-Tax-Year’ Column for all 

employees. 

 

 
 

 

Note: This applies to all PTT. 
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1.7 Ensure that all your ID numbers, Tax numbers & Employee information is correct by doing a IRP 5/ IT 3 

Verification:  

 
 

 

 

 Remember to include employees in this report that was discharged between March 2012 & Feb 

2013:  

 

 
 

 

Only continue to Step 1.8 once the IRP 5 Verification report shows a blank report.  

A blank report signifies that there are no problems with the format of your employees information. 
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Tax Numbers ‘Register for Tax’ 

 

All employees should have Tax numbers allocated to them. A tax number consists of 10 digits and won’t 

have any characters in the number. For example 00/000000/00 will be incorrect but 0000000000 will be 

correct.  

 

If you have a new employee that joined after Aug 2012 and still haven’t registered them for Tax; in other 

words employee did not form part of the Aug Bi-Annual submission you will have to indicate within 

Payroll that they still need to be registered for Tax under the employee’s details.  

 

 
 

Step 1.8. Completing the IRP 5 setup under your Utilities menu:  

 

The point and purpose of the IRP5 configuration is to setup tax employee certificates that will be 

transferred to SARS E@syfile.  

 

The IRP5 setup consist out of the following sections tabs that needs to be mapped.  

 File Header 

 Normal Income 

 Allowances 

 Fringe Benefits 

 Lump Sums 

 Deductions+ 

 Company contributions 

 

The following IRP5 setup is configured for the following set of PTT’s.  
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FILE HEADER 

Information under the File header tab is used to populate Employer information within SARS E@syfile.  

 

(Extraction SARS E@Syfile 6.2.2- Employer Information section) 

 
 

File Header information is specific to the Trade name linked to the PAYE ref number.  

 
 

CREATORS NAME:  

Trading Name linked to PAYE ref no.  

 

PAYE NUMBER:  

If you’re not sure what number to use refer to the PAYE Ref no stated on the monthly EMP201 

submissions. 
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 Starting Number:  

Payroll will merge two sets of certificates together if you have a monthly Payroll & weekly wages payroll 

providing they have a common PAYE number.   

For this reason both sets cannot have the same certificate range.  

Monthly – Starting number  : 000000001 

Weekly- Starting number  : 100000001 

Fortnightly- Starting number  : 200000001 

 

Activity Code (VAT403): See Appendix A of this document.  

Each company will have a corresponding trade vat code classifying them for Tax purposes. 

 Be sure to use the same classification code that was used during your Bi-Annual August 2012 Mid- 

year submission. 

 

An important step to follow is mapping Payroll PTT’s to SARS Source codes.  

Normal Income tab: 
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In this example, Basic Pay (PTT 001) and overtime (PTT 002) are reported as ‘Taxable income (3601/ 

3651)’. To specify this, simply enter the PTT number next the applicable source description. For example: 

001 002 next to the Income Taxable. 

 

Allowances tab 

 

In this example Car allowances PTT 005 is linked to ‘Travel/ Car allowance (3701/3751)’. 

Cellphone allowance PTT 003 is linked to ‘Other allowances- taxable (3713/3763)’. 
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Fringe Benefits tab 

 

If the company contributed to employees medical aid then the PTT with calculation type ‘Med Aid F/B 

‘benefit (normally PTT102) setup as Fringe benefit will be linked to Medical aid (portion exceeding limits) 

(3810/3860)’. 

(The Medical Aid Tax Credit will be linked to source code 4116- under Company Contributions) 
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Deductions+ 

 

In the above example Pension fund, Provident fund, Medical Aid employee contribution & PAYE have 

been mapped by specifying the Payroll PTT to the SARS corresponding source code.  

 

Target Drive:  

You can either specify c:\ Drive or directory folder to have the file created to the local disk. 

File Name:  

This is the name of the file that will be imported to SARS E@syfile. The name must consist of IRP5M.YY 

where the ‘YY’ represents the last 2 digits of the tax year & the ‘M’ represents whether it’s a monthly 

company (In the event of a Wages company you would be using ‘W’ or ‘F’ for Fortnightly. 

 

Therefore, if you have two payroll companies, one that is weekly and one that is monthly, you will have 

two exports in your chosen location, namely IRP5M.13 and IRP5W.13.  
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Company Contributions tab:  

 

 Both UIF Employee deduction & UIF Company contribution gets listed under the Company 

Contribution tab. SDL will be mapped under this tab also.  

 

Apply & Ok when finished.  
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1.9. You don’t have to wait till you imported your electronic certificates to SARS E@syfile to see whether 

your data reconciles with your monthly payments to SARS. You can verify whether that contents of your 

Payroll data corresponds with SARS EMP201 payments by running the following two reports:   

Report #1 In the Copy Company go to Reports/ Statutory Reports & choose the PAYE, UIF & SDL 

(EMP201) Report.  

NB Be sure to choose Amounts for this Tax year when running the report & choose include discharged 

employees for the year when running report.  

 

The totals PAYE, UIF & SDL must agree with EMP201 payments. 

 

 

Report #2 In the copy Company run the ‘Site’ report from the same location as the EMP201 for the Tax 

year.  

 

The site report will show you the Total Tax the employer should have deducted from their employees & 

also what they did deduct. As a matter of interest it will indicate what the staff member will get back or 

will have to pay in. 
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 The ‘Site’ Report will also show the tax periods each employee worked.  

Be sure that these are true & correct as it will have an effect on the Difference between Total Tax & 

Actual Tax deducted. 

Once you are satisfied that (i) the reports are true & correct (ii) IRP 5 setup has been completed (iii) IRP 5 

Verification has been completed & that no problems were found (iv) No months are missing by observing 

the previous payslip drop down menu then you can proceed exporting your electronic tax certificates to 

SARS E@syfile.  

 

Phase 2 

Exporting Electronic certificates from Copy Company to SARS E@syfile from Quick Payroll. 

(Remember:  You will export from the copy company you created in Phase 1 & not from your ‘current’ 

2014 file). 

2.1 Exporting Electronic Certificates.  

 

Go to Period Ends & click on Electronic Tax Certificates. Choose the correct dates 01/03/2012 to 

28/02/2013 & be sure to tick the Test Run at first.  
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 Include discharged employees during the year when exporting the electronic tax certificates.  

 

Once accepted by SARS E@syfile then you will repeat step 2.1 but un-tick the Test Run to re-export.  

The location of the export file is specified and setup under the Deductions+ tab under IRP5 Setup for 

South Africa.  The target drive needs to be local.  
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Phase 3  

Completing declaration of payments to SARS in E@syfile & submitting electronically/ manually via E-Filing. 

 

(It is unclear at this stage when SARS would expect the EMP501 submissions to be submitted.  

Normally this is done by 31 May every year. This date might be subject to change by SARS. ) 

 

3.1 Open SARS E@syfile & go to Import/ Export Payroll File from the IMPORT selection menu:  

 

 

3.2 E@syfile will prompt you once import was done successfully. In which case you will repeat 2.1- 

Exporting electronic certificates- unticking the Test run box. 

However if SARS E@syfile did not accept the import go UTILITIES and consult Import File Log. You might 

have to open your Year End 2013 Sample Company File & correct a mistake, re-export & import to 

E@syfile. This process will have to be repeated until your electronic import has been accepted.  

3.2 Upon a successful import SARS E@syfile will prompt you to verify Employer Admin details. This is 

where you will be prompted to provide necessary information of the employer that will appear on the 

EMP501 & IRP 5/ IT 3’s such as banking details of employer, telephone number & address etc.  
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3.3 SARS Easyfile will allow the employer to view & edit employee’s under the Employee Admin section.  

You can also edit and manage source codes by editing imported Tax certificates for employees.  
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3.4 The next step is to complete the declaration under the heading ‘Reconciliation’.  

This is where the monthly payments to SARS match up with the totals carried over from Payroll.  

 

 Note. The Declaration screen does not allow entering of cents.  

3.5 Once you’ve ‘self assessed’ & click on ‘ready to file’ in the declaration screen you will have to submit 

the EMP501 return to SARS either electronically or manually. To do this go to ‘Submit to SARS’ under the 

‘Submissions’ tab. Be sure to have your E-filing user name & password ready when choosing to submit 

EMP501 electronically.  

IRP5’s can be printed by going to UTILITIES> Generate IRP5/ IT3(a) PDF’s. 

 

   <End of Guideline for Tax 2013> 


