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u employment & labour

HOME

Employee Convenience

Securely Complete & Submit your Contributions / Application Today!

Department
Empicyrmant and Lats

o
REPUBLIC OF SOUTH AFRICA

ABOUT SECURITY ANNUAL REPORTS CONTACT

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 UIF, which include:

Submit Claims for various UIF Benefits

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

Submit a Notice of Appeal

View your Employee Declaration Status

Declare and pay UIF contributions to the fund

Verify that returns are up to date

Submit monthly or annual returns

"F
UlF

REGISTER

LOGIN ~

Page 2 of 76



uFiling System User Guide

Table of Contents

T To [UTot i o] o WP PP PU PP PPPPPP 2
2T Tod (o [ (o 11 ] o PP 2
B BN IES e e e s 2
Chapter 1: uFiling Registration ProCeSS .......cccooiiiiiiiii e 4
Chapter 2: Benefit Application and Payments ... 9
2 YU o] o ToTq (1 pTo J Lo Yol W] o g =T o] ¢3RN 14
2.2 NOTICE OF APPEAL ...ttt e e e e e e ettt e e e e e e e e e e et e e e e e e e e nnnnenees 19
Chapter 3: REQISTIATIONS ......eeiiiiiiitiie ettt e e et e e e e e e et e e e e e e e s e e s bbbt e et e e e e e e s aasbbbnnreeeeeeeaannn 20
3.1 ReQIStEr @ NEW EMPIOYET ......oiiiieiiiiiiie ettt e e e et e e e e e e e et e e e e e e e e aane 20
3.2 Add an exiSting EMPIOYET .......cooiiiiiiiie ettt e e e e e e e e e e e e e e e e 28
3.3 Register as a Labour PracCtiliONer ...........ooii oottt e e e e e e e 30
3.4 REQISIEr 8S @ SOIE PrOPIIELON .. ... ittt e e e e e e e e e e e e e e et rreeeeeeeeaanne 37
Chapter 4: Declarations Manager (Manage Employees and Declarations)...........ccccoeev e 39
4.1 Manage Employees and Historical DecClarationsS...............uuuuuuiuueuimmriiiiiiiiiiieiiie e 40
AV =T =T L= I 1T = = 1] L 45
4.3 BUIK EMPIOYEE REGISIIALION .....uuiiiiiiiiiiiiii s e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeeaaeeas 54
Chapter 5: Payment HiStOIY ......cooooii i 74
Chapter 6: EMPIOYMENT .. ..o 74
Chapter 7: Manage Profile ... 75
48 RO 1 = T g To T T = 111 LYo o 75
A2 = 7= 1 a1 T Vo 11 {0 8 1 0= 11 o] o IS 75
RS =1 = (o F= U YA =T g = Vo = 76
7.4 Personal DETAIIS...........uuiiiiiiiii e e e e 76

Page 3 of 76



WORKIMNG FOR YOI

uFiling System User Guide

Chapter 1: uFiling Registration Process

In order to use the uFiling website and services, you need to complete a registration process to obtain
your own unique login name and password.

"\;,‘ employment & labour - F
‘!‘U’/ REPUBLIC OF SOUTH AFRICA

{ REGISTER ] LOGIN -

Open a browser and go to https://ufiling.labour.gov.za to access the home page. Click on
“REGISTER” in the top right-hand corner to review the terms and conditions for use of the
Unemployment Insurance Fund portal. You need to accept the terms and conditions and
then click on “Continue” to proceed.
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Register

.
Username Tester

Title * Initials *

Full Names ” Testing Surname * T
Type of ID South African ID Identification Number ~
Registration Preferred Ema e-Mail *

Contact *

»
> Register Cancel

—p Complete all the required information and click on “Register”. This will send the captured data to the
UIF for verification.
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employment & labour

Department:
Employment and Labour
REPUBLIC OF SOUTH AFRICA

Dear MS ,

Thank you for registering on U-Filing. Please note, you will require your U-Filing login name and temporary password to
access your U-Filing account. Click on the U-Filing button below to activate your account

Your U-Filing Username is: TALITA
Your Temporary Password is: P#pce3b3d81

You are now able to securely manage your UIF accounts
Should you have any queries or require any assistance please contact our Call Centre on 012 337 1680 / 0800 843 843.

Best Regards
The U-Filing Team

When you receive the activation message via your preferred method of contact, click on the link
provided to activate your account.

Step 4

Use the username and temporary password provided in the email or SMS to log in to your new uFiling

account.
’ REGISTER  LOGIN ~

Your account has been registered.

Forgot Username Forgot Password

Please view the correspondence sent to you by your preferred
means of contact. Mew here? Register

Step 5
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Password Change Required
[ Please change your password before you can use the sits

[ e)

After your first login, the system will prompt you to change your password.

In order to continue to use the system you are required to answer
a few questions so that we know you are who you say you are.

€ The next step will take you through this process.

For security reasons, you will then have to complete a vetting process by confirming demographic
information about yourself, which will be compared to the data available to the Department of Labour.

W@ W Friysical Address 2 _ Postal Address 3  Email Address 4 Mobile Number 5 _ Employers

Physical address

(% Please select the correct option

(Cancel

If any of the questions are answered incorrectly, a message will appear to indicate that you failed the
vetting process. Please contact uFiling Support through the “UIF Services Support”.
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Vetting Failed

with the information as provided
gen suspended, Please submit
mail address below:

f the answers provided do not correspond
t could not be registered and

ed documentation to the e

B4 UIF Services Support
Step 7
Please update your personal information before you can continue to use the system
Personal Information: - 530814
[ Update Your Personal Details
Physical Address Postal Address

coen

Once you successfully completed vetting, you will be directed to a page where you can update your
personal details before you can proceed to the uFiling website.
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Chapter 2: Benefit Application and Payments
Individuals can apply online for the following UIF benefits on the uFiling website:

* Unemployment Benefits
* Reduced Time Benefits
* Maternity Benefits

* lliness Benefits

» Adoption Benefits

Step 1
# Home aﬁ]:m:‘jmz

™ Getting Started

Apply for Benefits

& Manage Profile -
UIF Benefits

i= Registrations ¥ [ Browse and apply for UIF Benefits below

B Declarations M { Unemployment Benefits Reduced Time Benefits Maternity Benefits Illness Benefits Adoption Benefits
eclarations Manager

Benefit Applicati d P, it .
Chlala e L | am applying for Unemployment Benefits

i Apply for Benefits @ This application type contains 5 steps:
Bl Read the Terms and Conditions

[Bi Continuation of Benefits

n Confirm your Banking Details

B view Application History n Verify / complete your Personal Details and update any changes
n Enter your Occupation and Qualification

B3 Notice of Appeal
u Confirm that you are a Work Seeker

& Employment

B Payment History

— Click on “Benefit Application and Payments” on the left, and then click on “Apply for Benefits”.

Select which type of Benefit you want to apply for, and click on “Apply” in the bottom right corner. €=
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Application for Benefits

| am applying for Unemployment Benefits

ﬂTerms and Conditions 2  Banking Detalls 3 Personal Detalls 4  Occupation & Qualifications 5 Work Seeker Information

Terms and Conditions

-J

You must accept the terms and conditions to proceed: check the tick box and click on “Next”.

Application for Benefits

| am applying for Unemployment Benefits

1 Terms and Conditions ﬂﬁanking Details 3 Personal Detalls 4  Occupation & Qualifications 5 Work Seeker information

Banking Details

= plet
ABSA
ChequeOrCurrent Branch Name COMMISSIONERSTRAAT™
Banking Details Incorect?
s J ]
i

= Verify your bank details and click on “Next” to continue or click on “Banking Details Incorrect?”. Bank
details may only be captured once on the uFiling system, to update new bank details, download the
Ul2.8 Form from the Department of Labour website (https://www.labour.gov.za/).

One portion of the UI2.8 Form must be completed by your bank and the other portion by you. Email the
completed UI2.8 Form and your contact details to VOsupport@Ilabour.gov.za
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Application for Benefits

| am applying for Unemployment Benefits

1 Terms and Conditions 2z Banking Details ﬂPelg:nal Details 4  Occupation & Qualifications 5 Work Seeker Information

Personal Details
=

Physical Address Postal Address
¥ Update your physical address & Update

{]

— Confirm or update your personal details, including physical and postal addresses and click
on “Next”.

QOccupation and Qualifications

& Update occup
L ]
—_—

Complete the information related to your occupation and qualifications, and click on “Next”.
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| am applying for Unemployment Benefits

1 Terms and Conditions 2 _ Banking Details 3  Personal Detalls 4  Occupation & Qualifications gWork Seeker Information

Work Seeker Information
¥ Update Your Work Seeker Information

==

Application for benefits submitted successfully

Your Application for Benefits has been submitted to the Unemployment
Insurance Fund.

L » Update your work seeker information and click on “Submit” when you are done to send your
application to the UIF. You will receive a confirmation message if your application was successfully

submitted.

Page 12 of 76



uFiling System User Guide

UIF Benefits

4 Browse and apply for UIF Benefits below

Unemployment Benefits Reduced Time Benefits Maternity Benefits Iliness Benefits Adoption Benefits

| am applying for Unemployment Benefits

© This application type contains 5 steps:

B8 Read the Terms and Conditions

u Confirm your Banking Details

n Yerify / complete your Personal Details and update any changes
Enter your Occupation and Qualification

ﬂ Confirm that you are a Work Seeker

The processes to apply for other Benefit types are the same:

Select the type of benefit you wish to apply for
Confirm banking details

Confirm personal details

Complete occupation and qualification information
Confirm employment status

Submit application to the UIF

VVYVYVYYVYY

| am applying for Maternity Benefits

1 Terms and Conditions 2 Banking Betails 2  Personal Detalls 4 Dccupation & Oualifications ﬂEmj:-l::uymem Confirmation

Employment Confirmation

E Confirm your Employment status

hawve returned to Wark ® VYes No

Employer Telephone

Number

] gt B
Date Started:

m
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2.1 Supporting Documents

Your Application for Benefits has been submitted to the Unemployment Insurance Fund. The additional document/s to be
completed will be emailed to you.

For any supporting documents that are required for the application, follow these steps:

Step 1: Download and complete the forms below.
Step 2: Navigate to the View Application History option.

Step 3: Select the Upload Document to upload the supporting document’s that are required for the benefit.

« Click here to download Medical Certificate

\ 4

« Click here to download Leave Income

Next

Quick Links Login / Register Contact Queries

> uFiling Home > Login Call Centre Operational Hours Other Queries - Contact us on:

>7 >7 07:30 - 16:00 " |
Department of Labour Register New Weeloby= (Mandnyt Eridar) ‘ (% 0800 030 007 ‘
> FAQs : ( .
== aaREe— Website Related Queries: ‘ B4 UIF Services Support ‘

‘ . 0800 030 007 ‘

UIF Website Support

Once you have completed and submitted your Application for Benefits, you may be required to
supply supporting documentation. Download the required documents or check your email for the

required documents to be completed.
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=le employment & labour

-y
& b Department:
i ; Emgployment and Labour
W G FOR YOLU

V REPUBLIC OF SOUTH AFRICA

.

Application History

Application for Benefits

Application for Benefits

Upload Documents F

Application for Benefits Completed application 2023-01-30 12:10

Application fi Submission from UFiling

Application for Received from Ufiling

Within your Application History, Click on the Upload Documents button <«
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=+ employment & labour ==

o = UIF

V REPUELIC OF SOUTH AFRICA X

Logg
L. o
73-01
Upload Required Document - Case Number: 50000004000
I
= Upload Medical Certificate *
—_— Choose

Samal : o)
B
.

» Click on the Choose button and select your document to upload.
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w.les employment & labour

Depariment:
Emglayment and Labour
REPUELIC OF SOUTH AFRICA

Logged in as:
e
.

Upload Required Document - Case Number: 50000004000

; gt *
Upload Medical Certificate

. + Choose
5 =
=] Your Uploaded Files

& i MEDICAL CERTIFICATE.pdf

[m

L.—J=

Your uploaded file will be displayed. Click on the Choose button again to load more files.

Click on the Submit Documents «
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$3<p e
=Ie employment & labour

-y
& Depariment:
=.__5 Emgplayment and Labour

REPUBLIC OF SOUTH AFRICA

Loag
#

2023-0
_ .

Upload Required Document - Case Number: 50000004000
|
Claim document's submitted successfully
B
— '
E q
&
Your required documents for a claim has been submitted to the Unemployment Insurance Fund.

.

You have successfully submitted your supporting documents. Check your application status by
selecting the Application History menu item on the left hand side of the screen.

M Getting Started

Application History

«h Manage Profile ks
1D Number | Case Number | Process Name Status | Medified Date
i= Registrations ™ 007 tion for Banet Z e
B Declarations Manager
Ei Benefit Application and Payments
B Apply for Benefits
B Continuation of Benefits

B View Application History

B Notice of Appeal

A full record of your application history is available on the uFiling website, click on “Benefit Application
and Payments” on the left-hand side, and select “View Application History”.
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2.2 Notice of Appeal

Notice of Appeal

Notice of Appeal

ﬂ Notice 1  Personal Details 3  Decision Appealed Against

NOTICE OF APPEAL AGAINST A DECISION OF A CLAIMS OFFICER

You can lodge a notice of appeal if your application for benefits was declined. Click on “Benefit
Application and Payments” on the left-hand side and select “Notice of Appeal” and click on “Next”.

Verify or update Personal details if needed.

Notice of Appeal

Notice of Appeal

1 Notice 2 Personal Details
r )
\ o

FEE (PVRCEDER
Come T

— Complete required information related to the declined application.

Click on Submit to lodge your Notice of Appeal.
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WORKIMNG FOR YOI

Chapter 3: Registrations

Users can register new Employers with the UIF on the new uFiling website or add existing UIF reference
numbers or employers to your uFiling profile to submit and pay declarations. You can register as a
domestic employer, a commercial employer or a labour practitioner with the UIF.

3.1 Register a new Employer
3.1.1 Domestic Employer

| =
N employment & hbour
N UlF
y REPUBLIC OF SOUTH AFIICA o

M Geiting Started 2
Register Employer
s Manage Profile
Emplover

i= Reglstrations ks A

B Registe Commercial Employer.  Domestic Employe: Labour Practitioner
Domestic Employer
B Requests o

B Declarations Manager

B Benefit Application and Payments

& Employment i

B Payment History

Select which type of Employer you want to register and uFiling will display the steps to follow to
complete registration. In this example we selected a Domestic employer. Click on “Register” at the
bottom on the right once you've made your selection.
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sepp

Register Employer

ﬂ\-’r_‘rll'jI Employer 2 Qualification Criteria 3  Employer Details 4 Employee Declaration 5  Employee Employment Details 6  Beneficiary Details

Register Domestic Employer

Ea The |ID Mumber entered already has a UIF Reference number

Cancel

Verify the domestic employer details that you wish to register. If you are not completing the registration
for yourself, you need to be a registered Labour

Practitioner. You will also be asked to complete a vetting process, verifying historical contact details
below to complete the registration as Domestic Employer on behalf of another individual. The
information you may need to verify includes:

Physical Address

Postal Address

Email

Mobile number

VV VY

Register Employer

1  Verify Employer gVettingDeta[ls 2.1 Physical Question 2.2 . Postal Question 2.3  Email Question 2.4  Mobile Question

3  Qualification Criteria 4 Employer Details 5 Employee Declaration 6 Employee Employment Details 7 . Beneficiary Details

You can only register as a Domestic employer once with your ID number.
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WORKIMNG FOR YOI

1 Verify Employer ﬂf__}ualiﬁ(ation Criteria 3 _Employer Details 4  Employee Declaration 5  Employee Employment Details 6 Beneficlary Details

Qualification Criteria

[ Please complete the required fields to continue

\4
—

L]
N

(o |

— Qualification Criteria: confirm employer status by selecting the “Yes” radio button and complete the
required information, then click “Next” to continue. <

Step 3
1 Verify Employer 2 Ouslification Criteria aEl'rlployer Details 4  Employee Declaration 5 Employee Employment Details 6  Beneficiary Details

Employer Contact Details

<) < <]

L] Q<

Physical Address Postal Address

Complete personal and contact details for the new Employer.
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Register Employer

1 Verify Employer 2 Qualification Criteria 3 Employer Details ﬂfmployee Declaration 5  Employee Employment Details 6  Beneficiary Details

Add at least one employee as part of the registration process, starting with their identity number and
then click on “Retrieve”. This will send a request for the information available for that ID number at the
UIF and populate this on the next screen.

Step 5
1 Werify Employer 1 Qualification Criteria 3 _ Employer Details ﬂEmpioyee Declaration 5 . Employee Employment Details 6  Beneficiary Details

Confirm the name and date of birth for the employee, and click on “Next” to continue.
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WORKIMNG FOR YOI

Step 6
1 Verify Employer 2 Qualification Criteria 3 Employer Details 4 Employee Declaration ﬂEmplﬂyeeEmploymentDetaits 6 _ Beneficiary Details

Employment Information

Salary Information Period From: 29 Until: | 20180 3

Physical Address Postal Address

Complete all required fields related to the individual’s employment, including demographic details and
salary information. Click on “Up” or on “Next” to continue to the last step.

1 ‘Verify Employer 2 Qualifcation Criteria 3 _ Employer Details 4  Employee Declaration 5  Employee Employment Details aﬂ.eneﬁclary Details

First Name | Sumame ID Number | Action

Beneficiary Details

| e |

1  Verify Employer 2 Qualification Criteria 3 _ Employer Details 4  Employee Declaration 5 Employee Employment Detalls gaeneﬁclary Details

First Name | Surname ID Number | Action

Add New

——» Add details of at least one beneficiary for your employee and click on “Add Beneficiary”. Repeat this
step to load more than one beneficiary, and then click on “Submit” to finalise the new Domestic
Employer registration.
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%‘;@s@ employment & labour

L Department:
‘.;___;'.‘ Employment and Labour
W REPUBLIC OF SOUTH AFRICA

Dear Mr ,

reqisterning on U-F&ng as an employer

nan {
JNK YOU 10r regis ng ) ]

Reqistration Number Is

You will receive an email from the Department of Labour with the Ul number for the new employer once
the registration application was processed successfully.

Repeat this process for all new domestic employer registrations.
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3.1.2 Commercial Employer

Step 1

To register a new Commercial Employer, select this option on the “Registrations — Register” page and
click on “Register” to continue.

Step 2

Register Employer

ﬂ\-"erify Employer 2 Ownership Details 3 Qualification Criterla 4 Organisation Detalls 5  Add Employee 6  Employee Employment Detalls

7 Beneficiary Details

Verify Employer

Select Ownership type: In this example, Company is selected.

Select an “Authorisation Type” from the options listed for the ownership type you picked. —

Step 3

1 Verify Employer ﬂﬂwnetship Details % . Qualification Criteria 4  Organisation Detalls 5 _Add Employee 6  Employee Employment Details

7 Beneficiary Details

— Owner 1

Ownership Details
B Please co

Physical Address Postal Address

Complete Ownership details and verify or complete address fields, then click “Next” to continue.
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ferify Employer 2  Ownership Details ﬂQualiﬁcatinn Criteria 4 Organisation Details 5  Add Employes & Employee Employment Details

7 Beneficiary Details

Qualification Criteria

& Please complete the required fields to continu

Qualification Criteria: Complete the required information and click on “Next” to continue.
Follow Steps 4 — 9 to complete the rest of the registration process for a new Commercial Employer.
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3.2 Add an existing Employer

Step 1

= Registrations b
B Register

[ B Add ]
Bi Requests

X De-Register Labour
Practitioner

Select “Registrations” on the right-hand menu pane and click on “Add”.

Add Employer

Commercial Emplayer

Domestic Employer

Select “Commercial Employer” if applicable, and complete the Ul reference number for the employer
before clicking on the “Add” button;

Or
Select “Domestic Employer”; complete the employer’s ID number and Ul reference before clicking on
the “Add” button. <
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Employer Name Status Recipient Email

A system generated email will be sent to the Owner/ Director/ Member of the organisation for
approval. To track progress, click on “Registrations” on the right and select “Requests”, this will

display a list of all requests. The status next to a request will reflect as “Pending” until approved,
when the status will update to “Accepted”. «

Employer Name

Recipient Email

A
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WORKIMNG FOR YOI

3.3 Register as a Labour Practitioner

&;,1_‘5 employment & labour -T=
qﬁ_}"’ B ars nnuml

* Hom Menu Functions Bio g

[ Getting Started

ACHIIN ool e Registrations e Declarations Manager o Employment

e Manage Profile

On the Home screen, select the Registrations block, or on the main menu on the left, select
Registrations >> Register.

Step 2
d‘é; employment & labour

:

Register Employer

W Getring Started
Register an Employer
s Manage Profile = &
&

Commercial Employwr  Domestic Employer

Labour Practitioner

B Declzravions Mansger

-
=
it o - R
g & o

B Benefit Application and Payments

& Employment

Within the Register Employer page, select the Labour Practitioner Tab. Click Register after you have
read the steps.
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seps

“is employment & labour

=

i3l £ et
Wil ARG OF S0UTH AFRICA

ki Register as a Labour Practitioner o

W Gacting Stared
”z...-g.-_.n..r..r.m [ERTONY 0 Temns & Conditions 3 Contact Persar 4 Conkmm

& Manage Profile hd
P 7 ) v
= Registrat - [ ]

I Declarations Manager

B Benefit Application and Payments w

& Employment

B Payment Histary

If you are registering as a Labour Practitioner in your own capacity, click in the OWN Radio button. If you
have selected it in error, click on the Cancel button below and select Labour Practitioner again to proceed.

Sis employment & labour m’F
) ==
& HESUBLIC OF SOUTH AFIICA [ womesinG ros vou |

Reglster as a Labour Practitioner bt B
1 Reqistration Capacity ﬂr,,m._-,__-, Canditions 5 oL 4

il Manage Profile - Terms & conditions for use of Unemployment Insurance Fund

- Cetting Started

= Regiwmaions
rpsy/fuiling.Labour.govza/
B Declarations Maneger p

B Benefi Application and Payments

& Employmect

B Payment History

=3

Accept the Terms and Conditions and click on Next.
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Register as a Labour Practitioner

e Getting Started
1 2 Tems & Conamons (3 JURSSESSSRY 4 Confi

== =
& Renefit Apgiicarion and Payments
& Selome ' * ] —
B Payment History
@)
=— 4}
I
FE—
L —~5:]
e=zun

— T

Update your details as the contact person and Click Next.  q————

. Register as a Labour Practitioner

1 Geiting Started —

& Manage Profile

B Declarations Manages
B Berefit Application and Payments m

& Employment

B Payment Histery

Lastly, click on the Submit button to complete your registration as a Labour Practitioner.
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fses

Labour Practitioner Registration Completed! it

# Home
P Cotting Started
ol Manage Profile
= Registrations
B Declacations Manage: ’
[ Rensfiz Application and Peyments G

& Engloyment ) . . .

B Payment History

Both the screen and email will confirm your registration.

2

i
s &
=

: " employment & labour U I F
T "E Department

H Employment and Labowr
Wuo?  REPUBLIC OF SOUTH AFRICA WORKING FOR YOLU

=]

Dear Mr ,

Thank you for registering on uFiling as a practitioner.
Your uFiling Practitioner Mumber is: UP5492712143.

You are now able to securely manage your and your client UIF accounts.

Best Regards,
The uFiling Team

Please do not reply to this email, as this address is: not administerad. Should you hawve any enguires or require assistance contact the Call Gantre on DB60-345-464 or 012-

3371680 option 3.
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Step 7
Add Fﬂpluym ’:.-"-":;':
( )

s Manage Profile : Commercial Employer

= Registrations
B Declaranions Manager s . B
B Benefit Application and Payments

B Payment Hintoey

G J

To add an employer, click on the Registrations >> Add menu item on the left. The Add Employer
screen will allow you to add either a Commercial or a Domestic Employer.

employment & labour

e ¥ Depastrent
R ‘) Empigyment and Labous
V REFUBLIC OF SOUTH AFRICA YWWORKING FORYOL)

Dear GERHARDUS PETRUS PRETORIUS,

A uFiling Practitioner, Mr & I has requested to access your uFiling or UIF account |

registrafion number Jin order to transact against the account

Uze the buttons below to accept or decline this request:

Should you have any queries or require any assistance please contact our uFiling Call Centre on 0860-345-454 or 012-

3371650 option 3

Best Regards,
The uFiling Team

Pleasa do not raply o this email, as this address is not administerad. Shauld you have ary enguines or requine assistance contact the Call Centne on 0860-345-464 or 012-

33TA880 option 3.

Once the employer details are captured, the Employer will receive an email requesting approval for
the practitioner to register and submit declarations on the employer’s behalf.
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i -
LS employment & labour
ot FrRun e ISR

Once the employer clicks on the “Accept” link on their email, the employer will be directed to the uFiling
system with confirmation that the request has been approved.

Commercial Employer Additions Status it g

Employer Name Status | Reciplent Email | Date

" Home

As the practitioner, you can view your requests for employer additions to your profile by clicking on the
Registrations >> Requests menu item on the left.

Step 10

Commercial Employer Additions Status et

1D Paymens Histary

As soon as the employer accepted your request for addition, your employer addition status will change
from pending to accepted.
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Declarations Manager e g

[ — Pay [ Barking Details Bedlk Upload nitiate Clakms
) — X : K =
0 s

— You can go to Declarations Manager and submit declarations on behalf of the employer.
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3.4 Register as a Sole Proprietor

Step 1 T
L )
w f!,-,“\;lo:_.rn'wm.8: labour e
‘3’2" hér‘»‘uﬂ-’r.:'n‘v‘ﬁ"riarqm U F

# Home

Menu Functions

[ Getting Starmed

ACHIIo ool ) e Registrations e Declarations Manager o Employment

B Declrations Manager e Manage Profile

B Renefit Application and Payments

& Employmen e

B Payment History

On the Home screen, select the Registrations block, or on the main menu on the left, select
Registrations >> Register.

{;}- el Eloyrnen[&\abour

and Lanous
OF SOUTH AFRICA

# Home nw g

Register Employer

™ Getting Starced
jister an Employer

& Manage Profile [ e Jister here 1 DO NOT HAVE a UIF refe
c} 1d if you HAVE

2= Registrations c
il x cial Employer  Domestic Employer  Labour Practitioner

B Declarations Manager

Commercial Employer

B Benefit Application and Payments
& Employment

B Payment History

Quick Links Login / Register Contact Queries

Call Centre Operational Hours
—————————————— 0730160
» Department of Labour ? Register New Weekdays (Monday- Friday) | . ‘ 0800030 007 |

> FAQs i 5
[ = UIF Services Support. |

> uFiling Home > Login

Website Related Queries:
(5 0800 030 007 ‘
‘ =] UIF Website Support ‘

Select “Commercial Emloyer” as your Registration Type.
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§ 2l
Ui+ employment & labour

= | Depariment
(¥ Empiayment and Labour

Wus#  REPUBLIG OF SOUTH AFRICA

# Home

050

Register Employer

g\‘erify Employer 2 Ownership Details 3 Qualification Criteria 4 Organisation Details 5 Add Employee 6  Employee Employment Details

s Cetting Started

&% Manage Profile i \.-’E'T\lfy Em ployer
i= Registrations =
B Declarations Manager Ownership Type * Selact One

B Benefit Application and Payments

& Employment 4

B Payment History

Quick Links Login / Register Contact Queries

> uFiling Home ? Login Call Centre Operational Hours Other Queries - Contact us on:

_— 07:30 - 1600 r
? Department of Labour > Register New Weekdays (Monday - Friday) ‘ . 0800 030 007 |

<
<«

From the “Ownership Type” menu item, select “Sole Owner”

& C @ gauliling.cozajuil/register-commercial-employer 2 % 5 0O &

# Home

™ Gerting Started

Register Employer

ﬂ\u'l:rif)r Employer

@ Manage Profile d

= Registrations

Bl Declarations Manager

Bi Benefit Application and Payments ors ype wr n

v
Dear Valued Client,
& Employment v
iments to newuilregistrations(@labour.govza
B Payment History

red Documents:

Cancel

Quick Links Login / Register Contact Queries

The message on the screen will confirm that you need to submit your sole owner documents to
newui8reqistrations@Ilabour.gov.za
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Chapter 4: Declarations Manager (Manage Employees and
Declarations)

e Declarations Manager

- Pay Employer Declaration(s)
- Add/Delegate an Employer(s)
- Manage your Employee(s)

- Update banking details

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.
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4.1 Manage Employees and Historical Declarations

Employers

i= Registrations 5 ®\ and select the "Pay
Bi Declarations Manager Find employer i
B Benefit Application and Payments SRAIci Y coripany b B
v
& Employment ¥ Employer Name U\Fﬁte"f::'n:e Last Payment Amount Due | Delegate Banking Details Bulk Upload
B Payment History RO.00 Pay

Add Employer

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

Step 2
Employment Summary E

]
Errloges Mame Grens oIt Tom Hones fym Cisieransins Do Teminato Dute Termin e Rt Drrmarding Aeriong
T

To view or retrieve active employees for an existing employer, click on the name of that employer on the
left. This will display the Employment Summary for that employer, including an employee list and
declaration summary.
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Declarations Manager

iew Emole

To manage or update employee information, scroll through the employee list or use the search function
to find the relevant employee record. Click on the ‘Edit/View’ button on the right to view the employment

status and history for that individual.

*  Click on the pencil icon on the right to edit employment and salary information «
e  Click on the trashcan icon to delete the selected employment information
—  Click on Add employment Info if it was not captured previously

*  Click on the Back button at the bottom to return to the employee list for the employer

Add Employee Bulk Upload Work Items From UIF

To capture new employees, click on “Add Employee” below the employee list on the Employment
Summary page and follow the remaining steps detailed in Chapter 4.2
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Step 4
Employment Summary e g

-----

Errgloyes Mame Greas Contritation Hears pfm Cosramancsmment Date Termination Dute Termination Reason Durgiarding Actions

B

O CEm O I

Existing users may need to complete a few additional steps to retrieve historical declaration data before
processing current declarations on the new uFiling website. Click on “Declarations Manager” on the left
and click on the relevant Employer to open the Employment Summary. Click on “View Declarations”
below the table on the right.

Tip: Click on “View Issue” for a summary of possible issues with declarations. Click
on View/Edit to rectify the relevant declaration(s)

Outstanding Declarations (Click on Edit/View to rectify the below)

- P

Declarations not filed for the following periods: 201703, 201704, 201705, 201706,
201707, 201708, 201709, 201710, 201711, 201712, 201801, 201802, 201803, 201804,

201805, 201806, 201807, 201808, 201809, 201810, 201811, 201812, 201901, 201902

&% Quick Tips:
Click Edit/View to add a new Declaration.
Click View Declaration to show a graphical view of your consolidated Employees status.

Click View Issue to View outstanding declarations
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Lagged in as:

2019-

View Employer Declarations :

04-03

950

[ The details displayed in the grid may be out of date. Please ‘click' on the Calculate Declarations button in order to display the latest status.

& If no results are displayed immediately, click on Calculate Declarations again.

m Calculate Declarations

Click on “Calculate Declarations” to view a grid displaying a five-year history of prior declarations.

Logged in as:

1019

View Employer Declarations :

-04-03

[¥ The details displayed in the grid may be out of date. Please click’ on the Calculate Declarations button in order to display the latest status.

& If no results are displayed immediately, click on Calculate Declarations again.

Calculate Declarations

Period From: 201403 Period To: 202002

2014 View View View View View
2016 View View View View View View View
2017 View View View View View View View
2019 View View

December

View

sls <
80060H

View

View

View

View

lanuary February

View

View View
iew View
View

View View

Declaration Submitted
Declaration Issues

If no results are displayed immediately, click on “Calculate Declarations” again.
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of date. Please ‘click’ on the Calculate Declarations button in order to display the latest status. Change If no results are displayed immediately, click on
Cau:ulate Declarations

Period From: 201403 PerlodTe 202002
April May July August September October December January February

> 2 a2 B & - [ v M veo M ve ]
Return Values

View Employer Declarations : I

& Thed

Jtions

displayed in the grid may be

Q

§

View View
UIF A
e
Nu
! Declaration Submitted
tat
Declaration Issues
Peric

01406

Quick Links Queries

On the Employer Declaration screen, select the month displayed in red on the grid (click on View), and
— click on Open Declaration

090

View Employer Declarations : IR

E Thed

Return Values

Declaration Submitted

Declaration Issues

X = < : Submit Declarations “ 2
Quick Links I b Queries

Repeat Steps 5 and 6 and select the same period as before, the Declaration values should now be
populated for the user to review.
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4.2 Manage Declarations

Employers

= Registrations & View and pay your Employer's returns below. Search for your Employer and select the "Pay optior
Bi Declarations Manager Find employer i

Search by company name B
Bi Benefit Application and Payments ' ¥

& Employment % Employer Name

UIF Reference
Number Last Payment |

Amount Due Banking Details |  Bulk Upload

Payment History

Add Employer

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

M Cotting Staried
Employment Summary
& Manage Profie

B Reqgiyirationsg
B Diclarations Manage e errployee
B Beneft Agpiicatan snd Dayments = N n

& Employment

To view details for a specific employer, click on the name of that employer on the left. This will display the
employee and declaration summary. On new Domestic Employer profiles, it may be necessary to add one
employee before you can view, submit, pay or amend a declaration.
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Add Employee

Add full names and ID number for an employee and click on “Next”.

Step 3

Declarations Manager

Employment Information

< v | 2018 b

Salary Information Peril

Capture employment and salary information and click on “Next”.
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Beneficiary Details

First Name ' Sumame ID Number ' Action
Physical Address Postal Address
L]

You must add at least one beneficiary for each employee. Click on “Add New” to capture more.

— Capture or update demographics, including physical and postal addresses for the employee and click on
“Save” to add the employee details for the employer.

™ Getting Started 2
Employer Declarations Save Successful!

o Manage Profile v
= Registrations ¥
Bi Declarations Manager

E) Benefit Application and Payments V

& Employment ¥

B Payment History
Employer Declarations Completed.

Declarations Saved Successfully.

A confirmation message will display when the employee record and declaration is saved.
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From the Declarations Manager and by selecting an employer, you can:

Add another employee by clicking on “Add Declaration”

Review declarations before submission and payment by clicking on “View Returns” or “Edit/View”
Add multiple employees in bulk by uploading a payroll file with additional employee information
Pay a declaration or capture details of a Manual Payment

Add extra bank details

Delegate specific responsibility(ies) for an employer to a third party

Employment Summary

VVYYVYVYYVY

Find employes i

Search by employee name, B

Commencement Termination D Termination

Date

R4,000.00 RE0.00 2 11-0 Acti View Issue Edit/View

CEm—— GRS

e N

View Returns — click on “Calculate Returns” to display a history of declarations for 5 years, with a
status reflected for each period.

" Getting Started .
View Employer Returns :

o Manage Profile ~

Calculate Returns
e . [ oocx ] coctte et |
Period From: 201303 Period To: 201902

B Declarations Manager Year March April May June July August September October | Movember December January February
Bi Benefit Application and Payments

v
& Employment X : =

> D E&D

B Peyment Histoy x D &5 & & & @& @ &

e

g Pending UI7 Submission F)

Declaration Not Allowed

—” If you click on “View” for any period, it will open a summary of the declaration for that period and list
options to allow you to open, view or submit the declaration.

Page 48 of 76



ﬁii_— uFiling System User Guide

[Hoou.an |

Open Declaration

View UI7

Submit Declaration

-. - Y Ty .

Declarations Manager

Once all employees and related employment and salary information is added, you are ready to submit.
Click on “Submit” to send a declaration to the UIF. A confirmation message will display after successful
submission, and the status on your declaration dashboard will update to “Submitted”.

Number

Step 9
Employers
= Registrations 2 [ View and pay your Employer's returns below. Search for your Employer and select the “Pay” option
BEi Declarations Manager Find employer i
B3 Benefit Application and Payments SEAG DY Shpany (EmE B
& Employment ~ Employer Name UIF Reference

Last Payment Amount Due Banking Details Bulk Upload

B Payment History

R708 48

Add Employer

Click on “Pay” next to an employer and declaration to view a list of outstanding payments.
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Step 10

Capture Payments

Amount Paid | Capture Manual Payment Online Payment

Manual Payment For Period Pay Online For Period

Manual Payment For Period Pay Online For Period

Manual Payment For Period Pay Online For Period
Total Balance Due

Click on “Pay Online For Period” to create a payment instruction or click on “Manual Payment For
Period” to capture details of alternative payment via another channel.

Step 11

Capture Manual Payment for Period

captured

[T Submit Manual Payment

In Example 1, “Manual Payment for Period” was selected. Capture all details of the external payment
and then click on “Submit Manual Payment”.
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Step 12

Payment from selected Employer

B4 Enter the amount you wish to pay and then select your payment method below

UIF Reference Number Employer Name Amount Due | Amount To Pay
R354.24 135424

| R 354.24 R 354.24
:

[ cocn 1 conine TR

In Example 2, “Pay Online For Period” was selected. Select a bank account from the drop-down list and
click on “Continue”. <

Step 13

Absa Internet Banking / AOL

[ These transactions will be listed in your Internet Banking for you to authorise the payment release.

4

UIF Reference Number Employer Name Amount Due | Amount To Pay

o

You're almost therel x

Double check the details displayed of the payment you're about to create and click on “Pay”.
Remember to log on to your banking application to approve the payment within the allowed time limit.
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Step 14

Banking Information :

List of Bank Accounts
Bank Name Account Holder Account Mumber

Coce Lren

Details of Bank Account :

If no banking details are listed, or if a new account must be added you will need to capture this before
you can finalise online payments. Click on “Add New” on the List of Bank Accounts and capture the
details of the employer’s (new) bank account. Click on “Update” to save the captured information.
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Step 15

Employer Delegation

When needed, responsibility for an employer’s declaration(s) can be delegated to a third party.
Complete all the required fields, and remember to assign permissions for this delegate:
Administrator

View Only

Pay

Capture Declarations

View Reports

Submit Declarations

Capture Declaration Adjustments

VVV VY VY

Click on “Send Invitation”.

A system generated message will be sent to the delegate with an option to accept or decline the
invitation.
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4.3 Bulk Employee Registration

'.'.:‘.;..:=_:-' ] g

= Click to view uptoad rules

—p Select “Download Bulk upload File”.
Rules for the upload of employees:

» If the employee record in the bulk upload file is for a new employee, the employee record will
automatically be created.

» If the employee record in the bulk upload file matches an existing active employee record and the
commencement date of the two employee records are the same then the existing active employee
record will be updated with the information for that employee as per the bulk upload file.

> If the employee record in the bulk upload file matches an existing active employee record and the
commencement dates are different, the record will not be uploaded as the active employee record
first need to be terminated. The 'view/amend employee' menu option can be used to terminate the
employee.

» If the employee record in the bulk upload file matches an existing terminated employee record and
the commencement dates are different and the termination date is prior to the new commencement
date (as per the bulk upload file), the employee in the bulk upload file will be created as a new entry
with the new commencement date.

> If the employee record in the bulk upload file matches an existing terminated employee record the
employee will not be updated unless the terminated reason specified is for maternity or illness.

» UIF Taxable Remuneration = this is the amount that the UIF Contribution amount is calculated from.
» UIF Gross Remuneration = this is amount which may include commission on top of the UIF Taxable

Remuneration, if there is no commission etc it should be the same as the UIF Taxable
Remuneration.
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4.3.1. Configuring the Bulk Upload File

Formatting Dates

otal Hours Worked per Month |Employment Statu

Postal Code

Calibri ~/11 = A A %E . g

B I =#-A-8B

Fm  Copy
ﬁ Paste Options:
B8

Paste Special...

Insert

EES

Clear Contents

Format Cells...

Column Width...

Hide
Unhide

= Select the Dates columns by holding down the “Ctrl "button and clicking on the column
headers.

Right-click with your mouse and select “Format Cells” «
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Format Cells
Hours Worked
Mumber Alignment Font Border Fill Protection
Category:
General sample
Mumber Date of Birth
Currency
TALLD unflni Type:
*2012/03/14
I 03/
EUresUd’ = NWIdICr SUTL
percentage _
Fraction o irm e a
I_f ¥ T
i;:’t”t " 2012-03-14
14 March 2012
Speaal
Custom

Locale {location):

English (South Africa)

Date formats display date and time serial numbers as date values. Date formats that begin with an psterisk
(*) respond to changes in regional date and time settings that are specified for the operating systen.
Formats without an asterisk are not affected by operating system settings.

| OK . Capcel

¢ [nthe “Format Cells” box, select “Date”

A

e Inthe “Type” section, select the date format as YYYY /MM / DD

e Click “OK”
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Formatting the ID number field

Step 1

IIF Reference Number |Title |Initial |Names Surname |ID Type |Identity Number  |Passport Number |Physical Address Line 1

Physical Ad

Calibri = |11

B I =&-A-8-2

Select the Identity Number column header to highlight the entire column.
Right-Click within the column and select “Format Cells”
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Format Cells

ce Number |Title] mNumber  Alignment Font Border Fill Protection sical Addre

Category:
froeneran Sample
» ook Masber

S
Accounting Decimal places: 0 =
Date
Time Use 1000 Separatar ( )
Percentage
Fraction Megative numbers;
Soentific I
Text 524
Speaal 1234
Custom 4

Mumber is used for general display of numbers. Curreficy and Accounting offer specialized formatting for
monetary value.

oK Cancel

Within the “Format Cells” box, select Number.
Set the “Decimal places” to 0

Click OK
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4.3.2 Capturing employee data into the bulk upload file

Important notice

It is recommended that you split your Foreign employees from your South African employees
and save them into separate bulk files.

Points to remember

» There is no limit to the number of South African Citizens to be captured in the bulk upload file.
» There is no limit to the number of Foreign Nationals to be captured in the bulk upload file.
» An employee’s UIF contribution is capped to 2% of their monthly income
» The remuneration subject to the UIF ceiling is set to R17,712.00. Thus if the employee’s salary is
greater than R17,712.00, their contribution value is R354.24.
» If the employee is a non-contributor, the UIF Contribution value must be entered as “0".
Using Codes

For the most up to date list of South African Postal Codes, click on the following link
and go to https://www.postoffice.co.za/Questions/postalcode.html

Please click on the link and go to https://countrycode.org/ for the full list of country
codes to be entered as the country of issue instead of entering the country by name.

Title Employment Status Reason for Non Contribution
1~ Adv 2 - Deceased 1 - Temporary employees (less than 24
3 - Retired hours per month)
2-Dr 4 - Dismissed 2 - Learners in terms of the skills
3-Hon

development act

5 - Contract Expired

4 - Miss - i i

6 - Resigned 3 Ernp.loyees in the national and
5-Mr - — provincial spheres of government

7 - Constructively Dismissed -
6 - Mrs S Ermol - 4 - Employees who are repatriated at
7 -Ms - =mpfloyers Insolvency the end of their contract of service

9 - Maternity / Adoption leave —
8 - Prof 5 - Employees who earn commission

9 Rev 10 - lliness leave only

11 - Retrenched 6 - No income paid for the payroll

12 - Transfer to another branch period
13 - Absconded

14 - Business Closed

15 - Death of Domestic Employer

16 - Voluntary Severance Package
17 - Reduced Working Time
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r, | | -
UIF Ref be{Title Initial [Names 1D Type|Identity Number Passport b Physical AddressLine1  |Physical Address Line 2 |Physical Address
2508800/0 1 1 304 POPPY CRESCENT STREET EBONY PARK EXT4
2508800/0 5 N 1 305 POPPY CRESCENT STREET EBONY PARK EXTS
2508800/0 7 BD 1 306 POPPY CRESCENT STREET EBONY PARK EXTS
2508800/0 M — F = 1 307 POPPY CRESCENT STREET |  EBONY PARK EXTS
2508800/0 7 MM 1 308 POPPY CRESCENT STREET EBONY PARK EXTS

Once you have completed your bulk spreadsheet, select “File” and save the file to your PC.
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4.3.3 Uploading the Bulk file

South African Citizens

# Home

™ Getting Started

Bulk Upload - Bufallo Corp - 2508800/0

&t Manage Profile ¥

 Conveniently upload multiple employee information for your employees
i= Registrations b i . i . .

You will be uploading employee information for the employer using the bulk upli
B Declarations Manager Download the Bulk Upload Example File click here.

Download Bulk upload File click here,

B Benefit Application and Paymentj + Click to view upload rules

B ¥ Select a file to upload.

(¥ Please note this process can take time depending on the size of your file and the number of employees in your compa

B Payment Histol
8 Pay Y Please select the bulk upload type

r. B

Select Bulk Upload Type

@ ] opg e e
ﬁ Select Bulk Upload Type

SA Citizens Only

[}

Foreign Nationals Only

st e Pt~ Saus | FleName —plostoe o |

No records found.

Login and navigate to Declarations Manager => Bulk Upload.
From the “File Selection” dropdown, select “SA Citizens Only” as your first bulk file upload.
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92}
—t
@
o
N

Th): Employment and Labour
v REPUELIC OF SOUTH AFRICA

rome Bulk Upload - Bufallo Corp - 2508800/0

Getting Started ) ) ) o i
E :.CIT-"EI"IE'I“t.‘;’ |_||JlCaC multiple employee information for your E"TID[C)‘;"E'E'S

Hiansge Fromis You will be uploading employee information for the employer using the bulk up

Download the Bulk

oad Example File click here.

Reqgistrations 7 )
File click here.

Download Bulk uplo.

Declarations Manager w Click to view upload rules

Benefit Application and Payments Select a file to Uptoa d.

e

¥ Please note this process can take time depending on the size of your file and the number of employees in your comg

e

Employment

Please select the bulk upload type

SA Citizens Only

For bulk upload type selected the file must have employees with SA citizen

Payment History

Please select the period for which you are uploading the file

Select Declaration Period Date \

Select Declaration Period Date

< | oo Wm-

2021/04
2021/05
2021,/06
2021/07

2021/08

7021/09

Quick Links Login / Reqgister Contact

Next, select the Declaration Period Date
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Select a file to upload.

¥ Please note this process can take time depending on the size of your file and the number ¢

Please select the bulk upload type

SA Citizens Only

For bulk upload type selected the file must have employees with SA citizen.

Please select the period for which you are uploading the file

2021/03
Y ] o

SADnly-BuffaloCorp-202103.xlsx  14.6 KB |n

Click “Choose” and select your saved completed file. Thereafter, click on the Upload button.
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A Home Bulk Upload - BUFALLO CORP - 2508800/0

e iy S B Conventently upload multiple employe

h HaGe U = You will be uploading employee information for the employer using the bulk upload file.
& ity 5 1 e Bl § Eximple Filir click here

B Dectarations Manager

B Benefit Application and Payments | Select a file to upload.
= E Flea te § pro an take time depending on the size of your file and the number of Employees in your company. Only Excel Spread Sheets (Txlsx) are allowed,

& Employment oL Plea ad type
Bulk Upload Submitted

B Payment History

File Name

Quick Links Login / Register Contact Queries

Read and close the confirmation popup. Now, to go into your email inbox and open your email.
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(RReply (GaReply All (FForward “SIM
Filing Support <do-not-reply@ufiling.co.za> DPO Test Email Notifications
QA uFiling Notification

o If there are problems with how this message is displayed, click here to view it in a web browser.

o

Wie employment & labour UIF
Y Depantment
\ 3 Employment and Labour

V REPUBLIC OF SOUTH AFRICA WORKING FOR YOU

Dear i

Thank you for using uFiling!

Your uFiling bulk upload processing has been completed, for UIF Reference Number 2508800/0. Logon to uFiling to view
the bulk upload declaration status.

Best Regards,
The uFiling Team

Please do not reply to this email, as this address is not administered. Should you have any enquires or require assistance contact the Call Centre on 0860-345-464 or 012-

3371630 option 3.

The email confirms your bulk upload as being completed. You can now log back into uFiling.
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W Getting Started

o Manage Profile

= Registrations

Bi Declarations Manager

Bi Benefit Application and Payments
& Employment

B Payment History

& click here.

click here.

Quick Links

Login / Register

; Download
L File

Contact Queries

In this example, we have a bulk file with an error and some warnings.

Click on the “Download File” button to get a full description of errors in an excel
spreadsheet.
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Bulk File Errors - South African Citizens

2508800_0202103_1714669 36 - Excel

Data Review View Help Q Tell me what you want to do

“ﬁ.] i i Calibri -1 A A === - 2b, Wrap Text General - _:é_#_l D @ (iir L_f?
Paste \: B I U-|H- My - A, === & 3= EMerge&Center «|E3-0r 9 ] Conditi?nal Formatas Cell Insert Delet
- Formatting ~ Table ~ Styles~ - -
Clipboard 1% Font ~ Alignment r~ Number ra Styles Celle
K& > Je
| A B | C D E F G
1 Line number ID Number Or Pass Error Type Error Description
2 r2 ¢ Warning Invalid title. Must be an integer between 1 and 10
3 V4 ( Error UIF Contribution Not Valid : Calculated Amount is R44.00
4 fS " Warning Invalid title. Must be an integer between 1 and 10
5 4
6
7/
8
9
10 |
11 |
12 |
13 |

In this example, the error and warnings also specified the line number in your bulk upload file
that needs to be rectified. Once you have rectified the issues in your bulk file, repeat steps 1 —
5 of this bulk upload file for South-African Citizens.
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# Home

™ Getting Started

o Manage Profile

= Registrations

B Declarations Manager
B Benefit Application and Pawnentj

& Employment

B Payment History

employment & labour
Ertr s

+ d Labous
REPUBLIC OF SOUTH AFRICA

Employment Summary

BUFALLO CORP — 2508800/0

[ View your consolidated employe

Find employee i
Search by employee name. B

Employee Name 10y P Gross Contribution Hours p/m Termination Date Termination Reason

Number

Issues Actions

Edit/View

Add Employee Bulk Upload Work Items From UIF

& Quick Tips
Click Edit/View to add a new Declaration.

Click View Issue to View outstanding declarations

You can view your consolidated employee declarations after your bulk file is successfully

uploaded.
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Foreign Nationals

Bulk Upload - Bufallo Corp - 2508800/0

 Conveniently upload multiple employee information for your employees

You will be uploading employee information for the employer using the bulk upload file.

Download the Bulk Upload Example File click here,

Download Bulk upload File click here,

¥ Click to view upload rules

Select a file to upload.

& Please note this process can take time depending on the size of your file and the number of employees in your company. Only Excel Spread Sheet

Please select the bulk upload type

Select Bulk Upload Type

Select Bulk Upload Type

SA Citizens Only
[Fc*-:ig-'u Nationals Only ] < |

For Foreign employees, select the “Foreign Nationals”

" Horme Bulk Upload - BUFALLO CORP - 2508800/0 e B
W Cening Started -
b Manage Profile You will be uploading employee information for the employer using the bulk upload file.

B Declarations Manager

B Benefit Application and Payments Select a file to upload

Upload Type Period Status File Name | Upload Date Total Stccessful Falled

Refer to page 11 of this guide on how to get to the bulk upload page
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Foreign Mationals Only

For bulk upla

ad type selected the file must have employee

Please select the period for which you are uploading the file

LWL LT

L - O ] o | oot

PassportOnly-BuffaloCorp-202103.x1sx =~ 15.2 KB n

—> Click “Choose” and locate the bulk upload file for foreign Nationals within your

PC.

Click the “X” button if you loaded the wrong file.

click on the “Upload” button.

# Home

M Gemting Started

s Manage Arofile =
= Reglstrations -

Bi Declarations Manager
Bi Benefit Application and Payments
& Employment.

B Payment History

Bulk Upload - BUFALLO CORP- 2508800/0

You will be uploading employee information for the employer using the bulk upload file.

o Exampie File click here.
& click here,

Select a file to upload.

B Please this process <an take time depending of the size of your file and the number of employees in your com

Upload Type Period Status Fite Name Upload Date Total Sucressul Falled Download lssues

Read and close the confirmation popup. Go to your email inbox and check your email.
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seps5

GaReply C2Reply All (S Forward “SiM

ng port <do-not iling.co.za> DPO Test Email Notifications

U 20 C D ut g.cC
QA uFiling Notification
o If there are problems with how this message is displayed, click here to view it in a web browser. N

.-
-

|

Iy Department
5 .: Employment and Labour
V REPUBLIC OF SOUTH AFRICA WORKING FORYOU

gy

wie employment & labour

Dear :
Thank you for using uFiling!

Your uFiling bulk upload processing has been completed, for UIF Reference Number 2508800/0. Logon to uFiling to view

the bulk upload declaration status.

Best Regards,
The uFiling Team

Please do not reply to this email, as this address is not administered. Should you have any enquires or require assistance contact the Call Centre on 0860-345-464 or 012-

3371680 option 3

Your bulk upload is complete, you can now log back into uFiling.
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M Getting Started

M Profil ' ; e : — - . e L S
s Manage Profile Yau will | loading employee information for the employer using the bulk upload file

= Registrations - g click here.
l & click here.
B Benefit Application and Payments Select a file to upload.
— ]

& Employment
B Payment History n

Hiease select the period fo t g the file

[+ oo |

Upload Type Period Saws File Name Upload Date Total Swccessful Falted

» Both SA Citizens and Foreign Nationals Bulk upload files are uploaded. In this example,
the Foreign Nationals bulk file contains 3 failed uploads.

Click on the “Download File” button to download the Bulk upload errors spreadsheet.
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Bulk File Errors — Foreign Nationals

File SCICH Insert  Page Layout Formulas Data  Review View  Help Q Tell me what you want to do
X o= T ]
r db Cut Calibri 11 AN T== - LwapText General - == # | Normal
o -

B Copy ~

Paste = 3= EMerge&Cemer - EBoo s s @ Conditional Formatas| Neutral

. ~formatpainter °© T U = 2 A- === Formatting - Table -
Clipboard " Font M Alignment v Number
Al - I Line humber
| A B _ (& D _ £ | F _ G
1 |Line number ID Number Or Passport  Error Type Error Description
2 2 ( Warning Invalid title. Must be an integer between 1 and 10
3 2 ( Error UIF Contribution Not Valid : Calculated Amount is R297.44
a5 Warning Could not validate physical address for foreigner W152336.
5 '5 Warning Could not validate postal address for foreigner W152336.
6 5 Warning Invalid title. Must be an integer between 1 and 10
76 Error UIF Contribution Not Valid : Calculated Amount is R297.44
8 7 Warning Invalid title. Must be an integer between 1 and 10
98 Warning Invalid title. Must be an integer between 1 and 10
108 Error UIF Contribution Not Valid : Calculated Amount is R297.44
11
12
13
14
15

The downloaded file will display a list of erroneous uploads. You will need to update your Bulk
Upload file and re-upload the file. Repeat this exercise until all the upload errors are cleared.

Employment Summary 2024059 1/
W Getting Started .

BUFALLO CORP — 2508800/0
o Manage Profile ; B View your consolidated employee declarations (inck. history) by clicking on View Declarations belov
i= Registrations v g espioned 1
B Declarations Manager

| G G Commencement L = |

B Benefit Application and Payments B oyee Hase Iﬂﬁaﬁn ‘ oy Terminacion ‘ R ;

Add Employee Bulk Upload Work ltems From UIF View Declarations

The consolidated employee declaration screen will display both your South African employees
as well as your foreign employees.

Page 73 of 76



WORKIMNG FOR YOI

uFiling System User Guide

Chapter 5: Payment History

™ Getting Started "
Payment History

& Manage Profile 8
= Registrations ¥

B View the history of your payment(s). Select from the dropdown menu
Bi Declarations Manager

B Benefit Application and Payments e RCER
=

& Employment ¥

Payment Reference | Description | | | Amount Paid Payment Method

@ Payment History

View Manual Payment

Payment Channel Payment Date Bank Reference Cheque/Transaction

Date Reference Number Amount Paid Comments Status

The details of all electronic and manual payments are reflected on the Payment History
Page. The status listed next to each payment will update to “PAID” once the transaction is cleared.

Chapter 6: Employment

Logged in as

™ Getting Started 2 "
View My Employee Declarations :

& Manage Profile ~

= Registrations Y

Bi Declarations Manager DISTRIBUTORS (201303 - 201502)
i Benefit Application and Payments March 2013 April 2013 My 2013

& Employment ¥

B Employee Declaration Status

" oo Clomezns ]

Select “Employment” on the left and click on “Employee Declaration Status” to view detail of all your
historical contributions.
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Chapter 7: Manage Profile

7.1 Change Password

™ Getting Started
Update your password
ik Manage Prafile
Change Password
B Change Password ™ Update vou

& Personal Details

B Banking Information Confiem N assword i

B3 Beneficiary Manager

iE Registrations ¥

ey

Click on “Manage Profile” and then on “Change Password” to update your uFiling password when

needed. Complete all the mandatory fields and click on “Apply”.

7.2 Banking Information

My Banking Information

List of Bank Accounts
Bank Mame Account Holder

Account Number

Your own banking information may only be captured once. If you need to change or add another bank
account, refer to Chapter 2, Step 4. Bank details may only be captured once on the uFiling system.

To update new bank details, download the U12.8 Form from the Department of Labour website

(www.labour.gov.za).

One portion of the UI2.8 Form must be completed by your bank and the other portion by you. Email the

completed Ul2.8 Form and your contact details to VOsupport@labour.gov.za
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7.3 Beneficiary Manager

Beneficiary Details
First Name Sumame ID Number Action

Beneficiary Details

Add Beneficiary

More Beneficiaries (up to a maximum of 4) can be added by clicking on the “Add New” button
and completing the name and ID number in the required fields and then clicking on “Add
beneficiary”.

7.4 Personal Detalls

Update Your Personal Details

Personal Information: - 720403

Physical Address Postal Address

Update Personal Details

Click on “Personal Details” to update contact and demographic information on your profile, including
physical and postal addresses.
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