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STEP-BY-STEP GUIDE TO E-FILING OF STATEMENT OF DONATION

1. Introduction
This guide aims to help registered charity institutions file their “Statement of Donation” on Mauritius Revenue

Authority’s website.

Users can sign in with their Tax Account Number (TAN) and password.

2. Login

/\R\ Statement of Donation

LOGIN

Usemame Tax Account Numbe

Fasnnond Pasword

Please enter password

Step 1: Enter your username (Tax Account Number)
Step 2: Enter your password.

Step 3: Click on the “Login” button to proceed to next page.
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3. Choosing Income Year

AR\ Statement of Donation

Choose Income Year
Charitable Institution SOCIETY
Tax Account Number (TAN) 200

etum Type Statement Of Donation

Incotog Yieer Income year ended 2022

Start Filing

Charitable Institution, “Return Type” and Tax Account Number (TAN) fields are prefilled based on your login details and
cannot be altered.

Step 1: Select the “Income Year”.

Step 2: Click on “Start Filing” button to proceed to next page.

4. Taxpayer Information

TAXPAYER INFORMATION

Tax Account Number (TAMN)
Business Registration Number (BRN}
Name of Charitable Institution T
“Year Encling 30 June

Telephane Humber

Maobile Number

Email”

Tax Account Number (TAN), Business Registration Number (BRN), Name of Charitable Institution and Year Ending
30 June fields are already prefilled and cannot be changed.

Step 1: Enter your Telephone Number/Mobile Number.
Step 2: Enter a valid email address.

Step 3: Click on “Next” button to proceed to next page.
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5. Loading of donation details

[ ] @

Upload Statement of Donation

Details of donations can be entered in the table below, either manually or by uploading a CSV file

1. Manual Input
« Select the 'Manual Input’ option
= Click the respective cells of the table below to enter the corresponding information.

2. Uploading CSV
= You need to upload a CSV file containing the details of the donations. in the format available on the link: Download template for uploading the denations.

Click on the Choose File button to upload your file

= If the file is uploaded successfully, the table below containing the details of the donations will be displayed

Note

Walue(s) entered for "Ameunt Contributed" should be in MUR.

Click on the Next button to proceed to submission.

@ Manual Input O Upload File

Number ¢ to add Add Rowf(s)
NID/NCID/TAN Passport Number Name Other Name Resident/Non Resic Nationality BRN Amount Contributed in MUR = Methods of donations
il
2
3
4
Showing page 1 of 1 entries 1

Donations can be entered either manually or by uploading a CSV file containing the donation details.

e Manual Input

i® Manual Input Upload File

Search;

NID/NCIDTAN Passport Mumber MName Other Mame Resident/MNon Resic Matiorality BRN Amount Contributed in MUR  Methods of danations
1
3
4
Showing page 1 of 1 entries &

Step 1: Select the “Manual Input” option.

Step 2: Enter the number of rows pertaining to the number of donations you need to input, and click on the “Add
Row(s)” button.

Step 3: Click the cell(s) of the table to enter the respective information, as shown below.

Step 4: After you have entered the donation details, click on the “Next” button to proceed to next page.

@ Manual Input ) Upload File
mber of rows 1« i deq
R SRR % AR - = 5 = CHEQUE
MID/NCID/TAN  Passport Mumber MName Other Mame Resident/Non Resic Maticnality BRM Amount Contributed in MUR
1 M01010101010101 Test Test RESIDENT MAURITIUS 250 ELECTRONIC 1
Showing page 1 of 1 entries !
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e Uploading CSV file

Manual Input - ® Upload File
‘When uploading a C5V file, any data previously entered in the table below will be cleared.
Click on the Choose File button to upload donation details

Choose File | No file chosen
Mumber of records uploaded:

Search:

MID/NCID/TAN | Passport Number Mame Other Name Resident/MNon Resic MNatiorality BREMN Amount Contributed in MUR  Methods of donabions

| | paf e

Step 1: Select the “Upload File” option.

Step 2: Click on the “Choose File” button and select the CSV file to upload. If uploaded successfully, the corresponding
donation details will be displayed in the table.

€ Open b3
O Manual Input @ Upload File =
« v 4 [E » ThisPC » Documents v o £ Search Documents
when uploading file, any data en
P B S aivie Organize New folder v M @
) A A Name = Date modified Trpe Size
Click to upload donations 3 This PC
J 3D Objects ) test 31/05/2022 10:41 Microsoft Excel C... 1KB
No file chosen [B Desktop
Number of records uploaded: 5| Documents
< Downloads

Sample CSV file

A B C D E F G H 1
1 NID/NCID/TAN  Passport Number Name Other Name Resident/Non Resident Nationality BRN Amount Contributed in MUR  Methods of donations
2 1010101 P12345 namel Resident Mauritius 25000 CHEQUE
3 MI1111111111111 name2 otherName2 Non resident Mauritius 101010101 29000 cash
4 M1111111111111 P0O10101 name3 otherName3 Resident Mauritius 101010101 10 electronic
5 M1111111111111 name4 otherName4 Resident France 25 Cash
6 |M2222223332222 name5 otherName5 Resident Mauritius 5000 Cash
7 MI1111111111111 name6 otherMame6 Mauritius 5001 Cash

Upon successful upload

The table will be prefilled with the details of the uploaded CSV file, as shown below.

< Manual Input @ Upload File

When uploading a C5V file, any data previously entered in the elow will be cleared.
Click en the Choose File button to upload denation details

Choose File | test.osy
Mumber of records uploaded: &

Search:
MID/NCID/TAN | Passpart Mumber MName Other Name Resident/Mon Resic MNationality BRN Amount Contributed in MUR |~ Methaods of dana

1 P12345 NAME1L RESIDENT 25000 CHEQUE
2 NAMEZ MNOMN RESIDENT 101010101 292000 CASH
3 L POI0101 NAME3 OTHERNAM RESIDENT 101010101 i ELECTROMIC
4 M1111111111111 OTHERMNAMEA RESIDENT 25 CASH
5 M2222222222222 NAMES OTHERNAMES RESIDENT 5000 CASH
& M1111111111111 NAMES OTHERNAMES MAURITIUS 5001 CASH
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Step 3: Click on “Next” button to proceed to next page.
Note

o Donation details entered/uploaded can be edited directly in the table by clicking the respective cell(s) of the
table.

o Ensure that the CSV file is in the correct format. (The template is available for download, as stated in the
description for ‘Uploading CSV’)

o If error(s) pertaining to data entered/uploaded is found, a popup with the list of errors for the corresponding
line(s) will be displayed, which can be downloaded by clicking on the “Export as CSV” button.

Error message popup

Errors X
Export as CSV

Search:
Row Number k Error Description
Line 1 TAN length should be 8 or NID/NCID length should be 14
Line 2 Invalid BRN
Line 2 Invalid NID/NCID
Line 3 Invalid BRN
Line 3 Invalid NID/NCID
Line 4 Invalid NID/NCID
Line 5 Invalid NID/NCID
Line 6 Invalid NID/NCID
Showing 1 to 8B of 8 entries

Previous Next

Copyright © 2022 Mauritius Revenue Authority. All Rights Reserved.



6. Summary

& Statement of Donation 2 I -

Summary of Donations
Mumber of reconts 5
okl smoant of donations. MUR) a0

Declaration Section

Declarant Details

The “View Summary” section contains the ‘Summary of Donations’ and the ‘Declarant Section’.

o Summary of Donations
The ‘Summary of Donations’ specifies the number of records entered and the total amount of all the

donations.

o Declarant Section
Step 1: Click on the checkbox to confirm that all information provided is complete, true and correct.

Step 2: Enter the “Declarant Name”, “Declarant contact no” and “Capacity in which acting” and then click on
the “Submit” button.

7. Acknowledgement
Upon submission, you will be redirected to the “Acknowledgement” page, as shown below, and an email of the

information will be sent to you.

® ® ®

[STATEMENT OF DONATION] - Statement Submission Confirmation
Thank you for using the eservices facilities of MRA, Submission of statement of donation for the income year ended 2022 has been submitted to MRA on 20220614 09:48:59
Your TAN is 200 nd your acknowledgement 1D i 7443

Income Period Total Amount of Donations|
2022 el 036

Closa
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Details on File Upload

CSV File

To generate your CSV file, please download the excel template MRA website.

o Format Frinter | [0 L = =

# 7% Fomatting = a3 Table -

: : G Dene
Clioboard Font . Humbe Centy
Ml £ | Amount Contributed in MUR
A [ C o 3 E & H |
Resident/Non . . Amount Contributed Methods of
3 NIDNCID{ TAN Passport Number Name Other Name Rasident Nationality BRN in MUR ki
Izt ‘asagor Spercey whetber Donr iz | Spesiy tae nskonalty of e a b et i
Membar ResitantNon Rasosnt | Danar e Gomar CASHCHEGUEELECTRONIC

ck on Save.

(=]

|l save

[ Open

[ Close

Recent

MNew
Print
Save & Send

Help

|21 Options

B it

lﬁu Home Insert

[

Replace the blue text with your data and then save as CSV file; click on File > Save As > select CSV (comma
delimited). Next, cli

Excel Macro-Enabled Workbook

IE Save As JExceI Waorkbook
?

Excel Binary Workbook
Excel 97-2003 Workbook
XML Data

Organize ¥ Melgingle File Web Page

[ This PC
- 3D Objects
[ Desktop
E] Documents
; Downloads
J‘! Music
=] Pictures
m Videos
‘i Local Disk (C:
= Data (E)
= 72800 (\filesy

File name:

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
C5V (Comma delimited)

Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

SV (Macintosh)

CSV (M5-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-In

Excel 97-2003 Add-In

PDF

KPS Document
OpenDocument Spreadshest

Save as type:

C5V (Comma delimited)

Authors:

~ Hide Folders

Tags: Add atag

Title:

Add a title

Tools - Save
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Important Notes

Final submission of the statement is completed only when the “Submit” button is clicked.

Once you have submitted the statement of donation for the income year, subsequent submission(s) with new
record(s) can be done by performing the above steps.
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