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Securely Complete & Submit your Contributions / Application Today!
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Introduction

uFiling is a free online service which completely replaces the manual declaration of monthly UIF returns and
contributions. Employers (Commercial and Domestic), Agents or Tax Practitioners can easily use uFiling to
declare and pay UIF contributions online, view all previous declarations and contributions made, and receive

notifications about future declarations.

Background

Employers are required to provide the UIF with details of all their employees every month, by not later than
the 7th of every month, as defined by the Unemployment Insurance Act 63, 2001, which excludes non-natural
persons and independent contractors. These details are added to the UIF Employee Database in order to
maintain a record of each employee’s employment history, which will form the basis for the payment of

benefits in terms of section 57 (2) of the Unemployment Insurance Act 63, 2001.

Benefits

There are many benefits to using Ufiling, which include:

e Submit Claims for various UIF Benefits

e Submit a request for Payment for various UIF Benefits
¢ View Claims History

e Submit a Notice of Appeal

e View your Employee Declaration Status

e Declare and pay UF contribution to the fund

e Verify that returns are up to date

e  Submit monthly or annual returns

EIC further enables the employers or a delegated Practitioner to lodge bulk or individual claims on behalf of
their employees.

NB: Please note that Employer Initiated Bulk claim is only applicable to RSA citizens only
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Chapter 1: Declarations Manager (Employer Initiated Claim)

Through uFiling, Employers (Commercial and Domestic), Agents or Tax Practitioners can easily declare and
pay UIF contributions online, view all previous declarations and contributions made, and receive notifications

about future declarations.

Simply capture or update employer and employee details when needed, including salary and employment
details, uFiling will automatically prepare and populate your monthly declarations for review before you

submit.

Please note: All information populated on the Ul declarations are retrieved from the information you captured
for employer and/or employee(s). Declarations can’t be modified or edited, you need to update or correct

employer or employee details which will update the declaration in turn.

1.1 Employer Initiated Claims (EIC)

The Employer initiated claims (EIC) was introduced by the UIF to enable the employer to log a claim

(individual and bulk) on behalf of the employee.

Click on “Declarations Manager” on the right, this will display a list of the Employers linked to your uFiling

profile.

Individual EIC Application

e For individual claims termination reason must be Maternity or lliness
e Contact details of the claimant must not be the same as the practitioner

e Personal details captured on the claim must be that of the Contributor

Declaration Manager — “Select Initiate Claims”

e X
Sie employment & labour ~I
e
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# Home "
Declarations Manager
Im Getting Started
Employers
& Manage Profile ~ © View your Employees by clicking on the Employel cli
1 Employer's ¢ ions bel r Empl
i= Registrations
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B d
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B Declarations Manager il == =B
B Benefit Application and Payments

& Employment

B Payment History
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Select “Termination Reason”.

NB: Please note that the first 2 reasons on the dropdown list are for EIC: Individual

¢ lliness/Maternity Boarded

e Maternity/Adoption

# Home

Employer Initiated Claim

i;ﬁ employment & labour ~=
Sg#1 Smp oyment & abour UlF
Pt

W Getting Started

&% Manage Profile v

Termination Reason *

i= Registrations <
B Declarations Manager

B Benefit Application and Payments
& Employment @

B Payment History

Adoption

lliness/Medically Boarded - Terminated Employment Summary — Select an employee, fill in Details and select

an Occupation and Qualification

employment & labour

"

# Home

/™ Getting Started

i Manage Profile >
= Registrations >
B Declarations Manager

By Benefit Application and Payments
& Employment G

Payment Histary

REPUBLIC OF SOUTH AFRICA

Department

Employer Initiated Claims - Terminated Employment Summary

SUEKAI TRADING — 2508278/8

[ vt e || e | o

edically - . -
Select One Select One

Refresh Employees

& Quick Tips:

Select the employee(s) to initiate a claim on behalf of.

Click View/Capture to view or add the employee banking details and mobile number.
Select the employee qualification and occupation.

Click Claim to initiate claims for the selected employee(s).
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To capture Banking Details and Email Address. Click on the Capture button to capture filled in details. Once

Details are captured, ‘Capture’ button changes to ‘View’

Details

Bank Name * | Select One B

Account | |

Holder *

Bank Account | |

Number *

Branch Code * | Select One n

Branch Name | |

Type N

Mobile |0757675841 |
Number h '

Email * | |

Details

Bank Name * |ABSA BANK LIMITED

Account Holder * | P Walker

Bank Account |lﬁ

Number

Branch Code * | 632005/ABSA ELECTRONIC SI:‘I'I'LEMEN‘

Branch Name | ABSA ELECTRONIC SETTLEMENT CNT

Bank Account | Cheque / Current

Type *

Mobile Number |U?‘3767554l

Email * || )

Capture
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Once Details are captured, ‘Capture’ button changes to ‘View’

A Home

™ Getting Started

i Manage Profile =
i= Registrations b
B Declarations Manager

Bi Benefit Application and Payments

& Employment

Payment Histary

Logged in a5
Navenc

Employer Initiated Claims - Terminated Employment Summary

SUEKAI TRADING — 2508278/8
| s | oot | emor | TR | e | PO | ke | oo
B —_— e

2021-01-31

& Quick Tips:

Select the employee(s) to initiate a claim on behalf of.

Click View/Capture to view or add the employee banking details and mobile number.
Select the employee qualification and occupation.

Click Claim to initiate claims for the selected employee(s).

Select “Occupation” and “Qualification”

*In this case we selected Security Officer and Grade 10-11 for Qualification

# Home

™ Getting Started

& Manage Profile oo
= Registrations

B Declarations Manager
By Benefit Application and Payments
& Employment oo

B Payment History

Employer Initiated Claims - Terminated Employment Summary

SUEKAI TRADING — 2508278/8

Commencement Termination X ~ .
e | e | | o | oo | e
® ] - IR - |

Personal

& Quick Tips:

Select the employee(s) to initiate a claim on behalf of.
Click View/Capture to view or add the employee banking details and mobile number.
Select the employee qualification and occupation.

Click Claim to initiate claims for the selected employee(s).
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™ Getting Started
Employer Initiated Claims - Terminated Employment Summary

i Manage Profile ¥
SUEKAI TRADING — 2508278/8

= Registrations

B Declarations Manager Commencement Termination "
Date Termination Date Re: Occu 5
. — ere Rl

pation:
Security
2071-01.3 Liness/Medically _ Selact
2021-01-31 boardad Capture Select
B Payment History -
Back

& Quick Tips:

Select the employee(s) to initiate a claim on behalf of.

Click View/Capture to view or add the employee banking details and mobile number.
Select the employee qualification and occupation.

Click Claim to initiate claims for the selected employee(s).

Once the details of the selected employee have been filled in click on Claims. Agree to the T's & C’s and

B Benefit Application and Payments

“

& Employment (@)

answer Claim questions and click Submit.

e e BYIED

™ Getting Started
Employer Initiated Claims - [llness\Medically boarded Benefits

st Manage Profile >

= e E Terms & conditions for use of Unemployment Insurance Fund

TAND IN THE
TINUATION

Bj Declarations Manager DECLARE THAT ALL THE INFORMATION

By Benefit Application and Payments
R THE FULL AMOUNT.
& Employment 4

B Payment History

https://www.dev.ufiling.co.za/uif/home

When the clam has been submitted successfully, Click continue
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Click on “Declarations Manager” on the right, this will display a list of the Employers linked to your uFiling

profile.

Bulk EIC Application

e Bulk claims apply to employers terminating more than 10 employees

¢ Authorisation is valid for 7 days per claim initiation.

e Employer Initiated claim is not applicable when reason for termination is dismissed or retired
e Contact details of the claimant must not be the same as the practitioner

e Personal details captured on the claim must be that of the Contributor

Declaration Manager — “Select Initiate Claim”

Declarations Manager wion B

Employers
B View your Employees by clicking on the Employer name below, or click Add Employer to add a new Employer.
& view and pay your Employer’s declarations below. Search for your Employer and select the "Pay” option.

Find employer i

Search by company nama. n

Add Employer

Select “Termination Reason”.
NB: The first 2 reasons on the dropdown list are for individual and the rest are for bulk.

e Retrenched/Staff Reduction
¢ Insolvency/Liquidation
e Voluntary Severance Package

e Business Closed
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Department
@ Employment and Labour
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# Home

| Getting Started . .
Employer Initiated Claim

i Manage Profile >

i= Registrations ~

B Declarations Manager

Bj Benefit Application and Payments

& Employment >

Payment History

*In this case we selected “Retrenched/Staff Reduction”

Step 3
Click on “Add New”
Employer Initiated Claims - Retrenched/5taff Reduction A L] P

Nao records found.

Select Number of Employees Retrenched

8 /»
\:{;f‘(// employment & labour

R UIF

Employment and Labour
REPUBLIC OF SOUTH AFRICA

# Home

™ Getting Started L .
Employer Initiated Claims

Authorization Information Supporting Documentation One Time Pin

% Manage Profile ~

= Registrations ~

Number of Emplo

B Declarations Manager

L _ |

B Benefit Application and Payments

& Employment ~

B Payment History
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Click “Supporting Documentation” to Upload and click next

employment & labour

Y0 4
) S UlF
§ : Employment and Labou
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# Home

/™ Getting Started . .
Employer Initiated Claims

Authorization Information Supporting Documentation One Time Pin
= Registrations >

. Union Authorization (PDF 2MB Max). *
By Declarations Manager Hon Authart A !
B Benefit Application and Payments My Uploaded Files

& Employment >

B Payment History

i Manage Profile >

u employment & labour ---ln--'*=
UIFE
REPUBLIC OF SOUTH AFRICA

# Home

o

™ Getting Started . .
Employer Initiated Claims

Authorization Information Supporting Documentation One Time Pin
= Registrations >

Union Authorization (PDF 2MB Max). ™
Bi Declarations Manager o Aummon ot e
Bj Benefit Application and Payments My Uploaded Files
& Employment © ﬂ![ ]

Payment History

sta Manage Profile ~

NB: Uploaded document must be VSP letter on company letterhead where the reason for termination is
“Voluntary Severance Package” and a “retrenchment agreement” where the reason for termination is

retrenchment.
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Enter OTP sent via SMS and Submit

S.Ies employment & labour
) [Eyrsw;?;alg\Tmeenrtt and Labour U I I

REPUBLIC OF SOUTH AFRICA

(€

# Home

™ Getting Started " .
Employer Initiated Claims

Authorization Infermation Supporting Documentation

One Time Pin: ~

& Manage Profile e
:= Registrations >
B Declarations Manager

Send New OTP?

Bi Benefit Application and Payments

& Employment i
Payment History

An OTP code has been generated and sent to the following number 061-##&#-191

NB: The system will despatch an OTP to the authorised Cell Number.

Terminated Employment Summary

Select more than 10 employees and select Occupation and Qualification and click Claim

To capture Banking Details and Email Address. Click on the Capture button to capture required in details.

NB: Change of banking details will require a Ul2.8 which can be obtained from the local labour centre or

uFiling website.

=

N

UIF

Logged in as
Navendrin ’ E*
2021-04-23

2r Initiate

Employee Nam

m

HENDRIK
JACOBUS — el Select One Select One
COETSEE SR
Email Refresh Employees
ps:
imployee(s) to
B Capts
apture to vi
mployee quall

to initiate claims for the selected employee(s).
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Logged in as:
Navendrin
2071-04-23

Bank Name * ABSABANK LIMITED

Account Holder * P Walker

Bank Account

Number ™

Bra Code * 05/ABSA ELECTRONIC SETTLEM

Branch Name ELECTROMIC SETTLEMENT CNT

Cheque / Current .

Bank Account
"
ype

Mobile Number

«(s) to initiate a claim on behalf of.

0 view or add the employee banking details and mobile number.
+ qualification and occupation,

& claims for the selected employee(s).

Once Details are captured, the ‘Capture’ button changes to ‘View’

Eroee ene | wme

VICTORIAMARGARET ALLEY 5611270105082 2021-01-01 2021-01-31 Ratrenched,/Staff Reduction
v LEATITIAHIETERINK 6405090076089 2021-01-01 2021-01-51 Retrenched/Staff Reduction “
~ MARK ANTHONY JEACDCKS 412026135083 2021.01-01 2021-01-31 Ratrenched /Staff Reduction View
7 TRACI MISHA BRAAT 5204020214085 2021-01-01 2021-01-31 Ratranchad,/Staff Reduction “
~ ANNELIZE GOLDSMITH 8203230015085  2021-01-01 2021-01-31 Retrenchad/Staff Reduction
v URIRARMINDADE SOUSA - gee170114084 20210001 2021-01-31 Retranched /Staff Reduction “
~ TYRON EDWIN WILKE 3002265079084 2021-01-01 2021-01-31 Ratrenched /Staff Reduction View
v VDR LODEWIKFOLRE  gcor1ssoesost 20110101 2021-01-31 Retrenched/Staff Reduction
7 CRISTY JANET LEASK 5907790114081 2021-01-01 2021.01-31 Ratranchad,/Staff Reduction “
~ MPHO MCKAY XABA 5306080111083 2021.01-01 2021-01-31 Retrenchad/Staff Reduction
7 ;’gﬁﬁ@?wom 7707105527082 2021-01-01 2021.01-31 Ratranchad,/Staff Reduction “

Administrative B

Accommodation And Rel
Carpentar And Joiner .

Building Industry .

Bricklayer
Clerical
Building Industry
Clerical

Building Industry

Administrative

Accommodation An Refig)

Below Grade 8

Abova Grade 12

Above Grade 12

Abova Grade 12

Above Grade 12

Above Grade 12

Above Grade 12

Grade 10 -11

Abova Grade 12
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Once Claim is clicked, agree to the T's & C’s and answer the claim questions then click Submit. Once the
details of the selected employee have been filled in click on Claims. Agree to the T’s & C’s and answer Claim

questions and click Submit.

Employer Initiated Claims - Unemployment Benefits Pl L 2 CY

Terms & conditions for use of Unemployment Insurance Fund

AS AN EMPLOYER INITIATING A CLAIM ON BEHALF OF MY EMPLOYEE(S), | DECLARE THAT ALL THE INFORMATICN DECLARED 1S TRUE AND CORRECT AMD IN THE EVENT OF MY APPLICATION BEING SUCCESSFUL, THE CLAIMS GFFICER WILL AUTHCRIZE
THE PAYMENT OF THE CLAIM ON SUBMISSION CF A CONTINUATION FOR BENEFITS BY THE UNEMPLOYED CONTRIBUTCOR. | ALSC UNDERTAKE TG INFORM THE UIF AS SOON AS THERE IS A CHANGE IN THE DECISION TO TERMIMATE OR THE DECISION
TO TERMIMATE IS RESCINDED AMD UNDERSTAND THAT FAILURE TO DO SO WILL CONSTITUTE FRAUD. IN THE EVENT OF AN OVERPAYMENT GCCURRING AS A RESULT OF THIS APPLICATION THE FUND WILL INSTITUTE PROCESSES TO RECOVER THE

FULL AMOUNT.

By checking this box you are agreeing to our use of Terms & Conditions. " v Yes
Has the employee returned to Work? * O Yes @ No
Is the Employes a Work Seeker? ® ves (O HNo
Is the Employee Capable and Availabla for Work? * ®ves O HNo
Was The Reason for Tarmination, a Constructive Dismissal As Per The CCMA? * O Yes @ No

When the clam has been submitted successfully, Click continue

yEE

rk?

Is the Employee still

Nl 7 Thank you, the claims have been submitted! Click 'Ok’ to continue.

isrm

NB: An acknowledgement of claim SMS will be despatched to the Contributor.

The Contributor will create his/her profile to lodge continuation of benefits in the event one is not created

already.
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Document Signoff

The signatories hereof, being duly authorised thereto, by their signatures hereto support or authorized their

acceptance of the content.

Signature

1. | Viwe Gqoli
Applications .................................
e
2. | Xola Monakali e———————
T
3. | Ditoro Makgato ST
DeCIarationS .................................
e
4. | Allan Ragavaloo Director:  Provincial support
b
5. | Samantha Naicker Director: Call Centre and
DeCIarationS .................................
b
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