STEP-BY-STEP GUIDE TO E-FILING OF PORTABLE RETIREMENT GRATUITY FUND (PRGF)
CONTRIBUTION - EXIT STATEMENT

1. Introduction

You want to e-file your employees’ Monthly Exit Statement on the Mauritius Revenue Authority’s
website, but you do not know exactly how to proceed. This guide will help you through the entire
process, from login into the system to the final submission.

Employers can sign in using their Employer Registration Number (ERN) and password.

2. Login

AR

Mauritius Revenue Authority

Maurttus Revenue Authortty © 2020

Step 1: Enter your username (Employer Registration Number)
Step 2: Enter your password

Step 3: Click on the “Login” button to proceed to next page
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3. Choosing Return Type / Income Year / Month / Filing Type

I
AR

Mauritius Revenue Authority
& Kindly read information below before proceeding.
Employer Registration Number (ERN): (09995951
Tax Account Number (TAN): 99999991

Business Registration Number (BRN): |C47859789

Name: TEST COMPANY LTD

Return Type: PRGF Exit Details [v] * (Select Return Type)
Period: 2020 @ JANUARY & *(Select Period)
Choose Filing Type: # SCREEN INPUT csv (Select Filing Type)

Start Filing

For information :
= Fields marked with * are mandatory.

= For help about how to use this application, click here.

Templates:
UK T000MON
Exit Statement | Excel template t t file ] Click here to download file |
t Statement ] SV file t late with sa lata J Click here to download file ]

ERN, TAN, BRN and Name are prefilled based on your login details. This information cannot be altered
Step 1: Select the “Return Type” —in this case: PRGF Exit Statement
Step 2: Select the “Filing Type” for which the return is being filed (on-screen is allowed).

Step 3: In the “Templates” section, the different templates for filing PRGF Past Services are available for

download.

Step 4: Click on “Start Filing” button to proceed to next page.
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A. SCREEN INPUT FILING TYPE

1. Employer Details

MAURITIys Portable Retirement Gratuity Fund - Exit Statement
REVENUE For TESTCOMPANY LTD (ERN: 09999991)
UTHORITY  £or the period ending JANUARY 2020

Employer Details Employee details Summary

EMPLOYER DETAILS

Note: Please contact MRA in case your employer

Normal
category is not correct

Employer Category

Employer Registration Number

(ERN) 09999991

Business Registration Number

C47859789
(BRN)

Name TEST COMPANY LTD

Telephone Number *

Mobile Number *

Name of declarant *

Email

(
(
(
(
(
(
(
(

L

Employer Category, ERN, BRN, Employer Name, Period Ending and Pension Schemes are prefilled based
on your login details. This information cannot be altered.

Step 1: Enter a valid “Telephone Number” and/or “Mobile Number”.
Step 2: Enter the “Name of declarant” and “Email”.

Step 3: Click on “Next” button to proceed to next page.
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2. Employee details

The “Employee Details” page is displayed. Existing employees are prefilled from previous return. For first
time filing, employees’ details are prefilled with allowance and commission amount as blank.

Step 1: For adding employees, click on “Add Employee” button found on the right. The following screen
will appear.

Portable Retirement Gratuity Fund - Exit Statement
For TEST COMPANY LTD (ERN: 09999981)
For the period ending JANUARY 2020

Employer Details Employee details Summary

REMUNERATION

FULL TIME DRUNELRTHE

EMPLOYEE ID LAST NAME FIRST NAME DATE OF ENTRY DATE OF EXIT REASON FOR EXIT LAST COMPLETE

EMPLOYMENT FULL-TIME
MONTH EXCLUDING
WORKERFORTHE | COMMISSION (MUR)
LAST COMPLETE
MONTH (MUR)

mm/dd/yyyy mm/dd/yyyy Select V] || Eaea g o 8

Step 2: Enter the employee details and click on “Save” icon n
(i) Invalid record

If the employee details contain invalid information, an error message will be displayed. The information

must then be corrected before clicking on “Save” icon n

(ii) Valid record

Fill all the appropriate fields and click on Remuneration details button.
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Portable Retirement Gratuity Fund - Exit Statemant
For TEST COMPANY LTD (ERN: 09889991)

For the period ending JANUARY 2020
Details of the remuneration excluding commission paid for

the last 12 months of employment.

Employes details Summary January 2018
[1000q]

February 2019

10000
March 2018
10000
April 2018
[10000 o DETAILS OF THE
o i May 2019 commssionror | REMUNERATION TOTAL COMPROMISE
e i THE LAST 12 o REMUNERATION AGREEMENT
REASON FOR EXIT LAST COMPLETE (10000 COMMISSION PAID -
EMPLOYMENT = o MONTHS OF - FOR THE LAST 12 (EXCLUDING
MONTH EXCLUDING FOR THE LAST 12 .
COMMISSION (MUR) June 2019 EMPLOYMENT MONTHS OF MONTHS CCONTRIBUTIONS
LAST COMPLETE - 10000 MADE UNDER PRGF
MONTH (MUR) - SEC. T1(1)C) OF
July 2019 THE WORKERS®
10000 RIGHTACT)
August 2019
nt v Full-Time - 0 25000 2% 10000 100000 130000
September 2019
N 10000
October 2019
10000

November 2019

E 110000
<< Previous Next >>
December 2019

110000
January 2020

_ —

When all information is correct and the “Save” icon n is clicked, the record is then displayed on the
table, as shown below.

Employee TEST DS has been saved successfuly

To modify the record, click on the icon. A popup screen will be displayed with existing data, as

shown below. Modify record and click on n icon.
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| T

AMOUNT ALREADY
PAIDAS
FINAL SEVERANCE
o DETALLS OF THE i
FOMENERAION REMUNERATION NUMBER OF Davs | NUMBEROF DAY o . REMUNERATION et
RSN A DRAWN FOR THE OF WORK OEWDR EXCLUDING A COMEROMEE
REASON FOR EXIT El;:té::';m . LAS] MPLETE = . PERFORMED BY PEF;%;%E; b e
MONTH EXCLUDING " THE PART-TIME - .FIJLL—T\ME

4 - . MONTH (MUR) S .
e ON (MUR) WORKER INAWEEK | oo ek iy

oo

nt v Full-Time  * 0 25000 25000 1 1 100000

To delete a record, click on the n icon. The following confirmation message will appear. Click on

“OK” to confirm deletion.

WP For TEST COMPANY LTD (ERN: 08990981 Ace you swe you wont 5 delete this erployee

"' For the period ending JANUARY 2020 “
Cancel

Employer Details Empioyee details Summary

AMOUNT ALREADY
PAIDAS
FINAL SEVERANCE
DETAILS OF THE
REMUNERATION NUMBER OF DAYS - ALLOWANCE OR
el Il [pe— s orwork | commssionron | REMUNERATION Tom. comrmomSE
- FULL TIME COMPARABLE i DRAWN FOR THE v MED BY A REMUNERATION
HEASORFOREXIE EMPLOYMENT FULL-TIME M;NJH‘;M’"[TE LAST COMPLETE P'fl'érg’:;‘m:g COMPARABLE MONT - - FOR THE LAST 12
WORKER - . MONTH (MUR) T FULL-TIME EMPLOYMENT T MONTHS
LAST COMI " o " | WORKER INAWEEK (MUR) EMPY ';tm

MONTH

120000 u u

100000

nt N Full Time  * 0 25000 25000 1 1

Step 4: After having added all employees’ details, click on “Next” button to proceed to next page.
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3. Summary

Step 1: The summary page is displayed. Please ensure that all the values in the “SUMMARY OF INPUT
AND /OR SUBMITTED RECORDS” sections are correct.

MAURITIUS Portable Retirement Gratuity Fund - Exit Statement
REVENUE For TESTCOMPANY LTD (ERN: 09993931)
T UTHORITY o the period ending JANUARY 2020

Employer Details Employee details Summary

SUMMARY OF INPUT AND/OR SUBMITTED RECORD{(S)

ALREADY SUBMITTED -l

Total number of records ] 1 ] 0 ] 0 ] 1 l
DECLARANT INFORMATION
Capacity in which acting * Choose Capacity ¥

DECLARATION

I, TEST, hereby declare that all information submitted is true and complete. *

Step 2: In the “DECLARANT INFORMATION” section, enter the “Capacity in which acting”.

Step 3: In the “DECLARATION" section, click on the checkbox to confirm that all information provided is
complete, true and correct. Then click on “Submit” button.

Step 4: The following screen is displayed upon successful submission. An email is also sent to the
declarant’s email address.
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Mauritius Revenue Authority

Thank you for using the eservices facilities of MRA. Your online Exit Statement has been submitted to MRA on 26 Feb 2020 at 18:10:20.

Your Employer Registration Number is 09999991 and your Acknowledgement ID is 2785

Back to Dashboard ‘

4. Next time login (Before Submit)

After having successfully saved records in “Employee Details” section, it is possible to log out without
submitting the return.

On next login, only the previously successfully saved records are available. In “Employee Details” section,
the taxpayer has the possibility to add new records / modify or delete existing ones indefinitely until the
“Submit” button is clicked.
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1) Apart from employee Surname and other names, data should exclude all special characters,

IMPORTANT NOTES

including comma.

Copyright © 2020 Mauritius Revenue Authority. All Rights Reserved.
9



