STEP-BY-STEP GUIDE TO E-FILING OF PAYE MONTHLY RETURN

1. Introduction

You want to submit your PAYE Monthly Return 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 of your return.

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

2. Login

_—
MR

Mauritius Revenue Autharity

Username : " Entor your Emgicyer Hegistration Numbsr (ERN

Password:

For information :
o Field marked with * are mangatory

Mauriius Revenue Adihcity © 2016

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

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
1



3. Choosing Return Type / Income Year / Month / Filing Type

MR

Mauritius Revenue Authority
Kindly read information below before procesding
Employer Registration Number (ERN]: | 09950997
Tax Account Number (TAN): SOgeEIat
Business Registration Number (BRN): | CATESI7ES
Name: TEST COMPANY LTD
Retum Type: PAYE Monthly Return G | (Select Retun Typs)
Income Year: 2016-2017 & " (Sslect Income Year)
Month: July 2016 (w] * (Sedect Month)
Filing Type: (537 ML * {Sedect Filing Typa)

© scREEN INPUT

ECCE

For information :
= Fiedds marked with * are mandatary.
» For help abowl how lo use this application, chick hare
» Excel template to generats CSV file Click hare to download
= CEV file tamplate with sample data Click hare fo download

» XML file tamplate wilh sampls data Chick here lo download

Mauritius Revenue Authority © 2016

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: PAYE Monthly Return
Step 2: Select the “Income Year” for which the return is being filed.
Step 3: Select the “Month” for which the return is being filed.

Step 4: Select the “Filing Type” for which the return is being filed.

Step 5: In the “For information” section, the guidelines and the different templates for PAYE
Monthly return are available for download.

Step 6: Click on “Start Filing” button to proceed to next page.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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A. CSV or XML FILING TYPE

1. Upload Details

PAYE Monthly Return for TEST COMPANY LTD
m ERN - 09939391

For the period May 2017

Upload Detaila Preview Summary

INSTRUCTIONS

1. Upload files containing details related o PAYE Monthly Retarn in Eile Unlos] section,
2 After successtul filefs) uplosd(s), go o Sumimary tab and elick on Subeit button.
3. Fite subinission is not complete until an acknowledgment message is displayed. Same will be set to you via email.

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

STATISTICS UPLOADED (NOT YET SUBMITTED) |  UPLOADED & SUBMITTED
L]

Tostal number of files j

jo |
- ) = >

Total number

FILE UPLOAD

Choose file type to be uploaded * csv XML
File No. File Name Add new Tile
Upload file 1 Choosa File | No Bl chosen D ﬁ

Mauritius Revenue Authority & 2016

Statistics on successful file uploads for chosen period will be displayed under “SUMMARY OF
UPLOADED AND/OR SUBMITTED FILE(S)” section. These details are updated whenever a file has
been successfully uploaded, deleted or submitted.

Step 1: Choose file type to be uploaded. You cannot proceed any further unless file type is chosen.

FILE UPLOAD

Choaosa file type 1o be uploaded * csv XML

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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Step 2: Click on the “Choose File” button and browse file to be uploaded, as shown below.

INSTRUCTIONS

1. Uplaad files containing detalls related to PAYE Monthly Retumn in File Upload section.
2 Aftor suceessiul filefs) upload{s), go o Summary tab and click on Subnmit button,

2 File submizsion Iz not complete untl an sck o message is displayed. Same will be sent to you via emall.

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

® = 4 L » ThisPC » Documents » Files v & | SearchFiles p
Orgarice »  New foider =- m @
Total number of files J 0 A Name Size
Total number of records | 0 W This PC 2 payer 8
Iy Desktop ] 2 .
- KB
I Documents pave
i Downloads
FILE UPLOAD B Music
& Pictures
Choose file type to be uploaded * O csv XML B Videos
L. Windows 8.1 (C)
w soft (W172.16208 ¥ < &
File name: ~ | All Files ~
File No. File Name Open |+ Cancel
—
Upload file 3 Choose File | No file chosen D ‘jm
et

Step 3: The chosen file name appears as shown below. Click on “Upload” button.

FILE UPLOAD

Choose file type to be uploaded * ©O csv XML

File No. File Name Add new file

Upload file 3 [ Choose File | paye1.csv D

uPLOAD

=7

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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Step 4:

—

i) Invalid file

If the file contains any error, the file is not uploaded and an error message is displayed.
For more details about the erroneous data, click on “Click for details” button.

The “Summary of uploaded and/or submitted file(s)” section is not updated. The file can
be deleted by clicking on the delete bin icon [1l]. Please correct the file and click on
“Add new file” button to upload the file again.

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

STATISTICS UPLOADED (NOT YET SUBMITTED) UPLOADED & SUBMITTED TOTAL

Total number of files ] 0 ] 0 ] 0 ]
|- J o J

Total number of records ] 0

FILE UPLOAD

Choose file type to be uploaded * O csv XML

File No. File Name Add new file ;
Upload file 1 | Choose File | paye1.csv | File Upload Failed @ m

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

|
(x)

@ File upload failed

Line 3 : invalid value '1604' for column 4 - Tax Period (Correct value : "1607")

Total Errors # 1

FILE UPLOAD

Choose file type to be uploaded O Csv XML

File No. File Name

Upload file 1 payel csv

v OK
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(ii) Valid file

If a valid file is uploaded, a success message is displayed. Click on the “Click for details”
button for more details about the successfully uploaded file.

The Summary of uploaded and/or submitted file(s) section is updated accordingly. The
file can be deleted by clicking on the delete bin icon [ ].

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

Total number of files ] il ] 0 ] 1 ]

Total number of records J 1 ] 0 ] 1 J

PAYE Amount ] 1,000 ] 0 ] 1,000 J

FILE UPLOAD
Choose file type to be uploaded * © csv XML
File No. File Name Add new file
i Click I~
Upload file 5 Choose File | paye1.csv File Uploaded m
)
(]

v Eile upload successful l

FILE UPLOAD

Total Number of Records: 1 PAYE Amount: 1,000

Choose file type to be uploaded D CSV XML

File No. File Name

Upload file 5 payel.csv File Uploaded

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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Step 5:

In case there is more than one file to upload, click on “Add new file” button and repeat Step 2 to
Step 4.

FILE UPLOAD

Choose file type to be uploaded * © csv XML

File No. File Name . Add new file .

. ]
Upload file 5 | Choose File | paye1.csv File Uploaded @) _\m

Upload file 6 | Choose File | No file chosen

=/

+
UPLOAD

Step 6: To delete a file, click on the delete bin icon [ ]. A confirmation message is displayed. Click
on “OK” to delete file, else cancel the action.

Do you want to proceed with deletion of current file?

oK | Cancel

Choose file type to be uploaded * O csv XML

File No. File Name Add new file

Upload file 1 | Choose File | payel.csv File Uploaded % Jm
.
Upload file 2 | Choose File | paye2 csv File Uploaded % ’im

Step 7: Once all files have been uploaded, proceed to the next page by clicking on the “Next”
button.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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2. Uploaded Files Preview

Step 1: The page for preview of uploaded files is displayed. Please note that all names of uploaded
files (not yet submitted) are displayed in yellow.

PAYE Monthly Return for TEST COMPANY LTD
o G g
For the period July 2017

Upload Details Preview Summary

PREVIEW OF UPLOADED FILES
Chck file name to preview: payeZ.csv

Show 10 & | records Selected file: payel.cav
T T (e S (et S = N
1 72705029 BI31158014140G Sumams 3 Othertiame 3 1000
Showing 1,10 cut of 1 records d
|
<<| = E = | =» | Goltopage 1| /1 pages

)
Mauritius Revenue Authority © 2016

Step 2: To view records in a specific uploaded file, click on the file name.

Click file name to DTeViEW' payel.csv paye2.csv

Step 3: To display a specific number of records per page, choose value (10 / 50 / 100/ 1000) from
“Show records” dropdown list.

Show! 10 @ Irecords

4

Step 4: The name of the file being currently previewed is displayed on top: “Selected file: paye2.csv’

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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PREVIEW OF UPLOADED FILES

Click file name lo praview payel.csy payed.csy
Show 10 @ records Selected file: pays2.csv
T e e R
1 T21TR586 B1311580141406 Sumame b Citherblame b 1000

Shewing 1-1 oul of 1 1econs. S
<< < 1 > > Go o page 1| /1 pages

Step 5: To navigate between pages, use the pagination displayed below the table.

Enter Page number to

Go to Previous Page Go to Next Page navigate directly to that page
Go to First Page s = < 1 2 > | 5> Go to page 1| /2 pages
Go to Last Page

Step 6: To print records currently being displayed on the screen, click on the = icon.

Step 7: Proceed to the next page by clicking on the “Next” button.

Next >>

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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3. Summary

Step 1: The summary page is displayed. Please ensure that all the values in the “SUMMARY OF
UPLOADED AND/OR SUBMITTED FILE(S)” section are correct.

PAYE Remittance Voucher for TEST COMPANY LTD
m ERN - 09939391

For the period July 2015

Upload Detaila Preview Summary

SUMMARY OF UPLOADED ANDVOR SUBMITTED FILE(S)

Total of files Ja ] ] _1 J
j_2 J
] 2,00¢

I [
records | 2 | o
5 000 ]

o

DECLARANT INFORMATION

Capacity in which acting

PENALTY & INTEREST

Penaliy for late payment

Interast on unpaid tEx

PAYMENT OF TAX

I will pay thi tax payabbe viz MUR 2 000

Cash | Cheque Direct Debit
Using *

(available for registerad taxpayers only)

DECLARATION

1 hiseoby doclare that all information submited are true and comphete, ©

Mauritivs Revenue Authority & 2016

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

Step 3: In the “PENALTY & INTEREST” section, enter the “Penalty for late payment” amount (if any)
and the “Interest on unpaid tax” amount (if any).

Step 4: In the “PAYMENT OF TAX” section, ensure the tax payable amount is correct and then select
the payment mode (Cash/Cheque or Direct Debit).

Step 5: In the “DECLARATION” section, click on the checkbox to confirm that all information
provided is complete, true and correct. Then click on “Submit” button.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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MAURITIUS
REVEMUE

THORITY

The NID for each payee should be unique. In case there are duplicate values in the uploaded files, an
error message is displayed as shown below. It indicates first duplicate NID identified.

Capacity in which acting * Manager

PENALTY & INTEREST

Penalty for late payment

Interest on unpaid tax

PAYMENT OF TAX Message from E-Services

The file(s) you are trying to submit contain(s) duplicate records.

| will pay the tax payable viz MUR 3.000 Kindly take corrective measures.
. | First duplicate record identified :
_ © CcCash/Cheque ¢ | NID:B131158014140G
Using * ' | File Name : paye3 csv.
v OK
DECLARATION
| hereby declare that all information submitted are true and complete, *

The TAN for each payee should be unique. In case there are duplicate values in the uploaded files, an
error message is displayed as shown below. It indicates first duplicate TAN identified.

PENALTY & INTEREST

Penalty for late payment

Interest on unpaid tax

PAYMENT OF TAX Message from E-Services

The file(s) you are trying to submit contain(s) duplicate records.

| will pay the tax payable viz MUR 3.000 Kindly take corrective measures.
First duplicate record identified :
© Cash/Cheque S Tan:TTTTEITY
Using * . | File Name . paye3.csv.
¥ OK
DECLARATION
| hereby declare that all information submitted are true and complete. *

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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Step 6: The following screen is displayed upon successful submission of the return. An email is also
sent to the declarant’s email address.

_—
AR

Mauritius Revenue Authority

m fof tha penod July 2015 has bean submitid o MRA on 25 Aug

FaLn P

Summary of retum | Asknawledaement Canfimation

#=, from Monday to Friday (09 00 to 15 30) While eflecting payment
=ment confinmation

Mairtis Revenue Authoigy © 2016

Step 7:

- Click on ‘Back to Login’ button to go back to login page.
- Click on ‘Back to Homepage’ button to go back to MRA’s website.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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4. Next time login (Before submit)

After having successfully uploaded the files in the “FILE UPLOAD” section, it is possible to log out
without submitting the statement.

On next login, only the previously successfully uploaded files are available. The taxpayer has the
possibility to modify file uploads (Add new/Delete existing) indefinitely until the “Submit” button is
clicked.

PAYE Monthly Return for TEST COMPANY LTD
m\ ERN - 03399391

For the period May 2017

Upload Details Preview Summary

INSTRUCTIONS

1. Upload files containing details relased 1o PAYE Monihly Retumn in File Upiosd section,
2 Alter surcoessful file(s) uplosdis), go fo Summary tab and click on Submit button.
3. File subsnission is not complete il an sckiowledgiment message is displayed. Same will be sent to pou vin ennail,

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)
1)

E | .
Total number of records I 2 I u J 2 I
PAYE Amount I 2,000 I ) I 2,000 I

FILE UPLOAD

Chooss file type 1o be uploaded * O csv XML

File No. File Name m
Upload fite 5 Choose File | paye sy File Uploaded a ﬂ

Upload file 6 Choosa File | paye? csv Fils Uploaded a ﬁ

Mauritivs Revenue Authority & 2016

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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5. Additional Return

After having successfully submitted all uploaded files, an additional return can be filed.

On next login, the previously submitted files are available (highlighted in grey). The taxpayer has the
possibility to view details of these files; however they cannot be modified or deleted. The statistics
section for uploaded & submitted files is updated (highlighted in grey).

PAYE Monthly Return for TEST COMPANY LTD
m\ ERN - 03399391

For the period May 2017

Upload Detaila Preview Summary

INSTRUCTIONS

1. Upload files containing details related o PAYE Monihly Return in Eile Uplosd section,
2 After successtul filefs) uplosd(s), go o Sumimary tab and elick on Subemit button.
3. Fie subinission is not complete until an acknowledgment message is displayed. Same will be set to you via email.

SUMMARY OF UPLOADED ANDV/OR SUBMITTED FILE(S)
1 il C I 1 I 1 I
)1 ] )

)t ] t

Tatal r }

Tatal r

PAYE Amount apo

FILE UPLOAD

Chogse file type 1o be uploaded * 0 csv XML

File Ne. File Name
Fite 1 payed csv File Submitted a ﬁ_

Step 1: To view details of submitted files, click on “Click for details” button.

FILE UPLOAD
v File submitted

ile type to be uploaded *

Total number of records: 1 PAYE Amount: 1,000

File No. File Name

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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Step 2: To add new files / delete existing files, follow steps in Section 4 of this document. When a
new file is uploaded, note that “Uploaded (Not yet Submitted)” column of “Summary of uploaded
and/or submitted file(s)” section is updated, so is the “TOTAL”.

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

o
- 1 K 1

PAYE Amount J l ] 1,000 I 1,00

FILE UPLOAD

Choosa file type 1o be uploaded * O csv XML
File No. File Name Add new file
File 1 paye1 esv File Submitted a ﬁ
Upload file 2 Choose File | No file chosen D ﬁ

Step 3: Follow steps in Section 5 and Section 6 to preview these files and ultimately submit them.

Upload Details Preview Summary

SUMMARY OF UPLOADED FILES

STATISTICS UPLOADED (NOT YET SUBMITTED) UPLOADED & SUBMITTED TOTAL

Total number of files ] 2 ] 1 | 3 J
Total number of records | 2 ] 1 ] 3 J
PAYE Amount ] 4,000 ] 1,000 | s.000 |

DECLARANT INFORMATION

Capacity in which acting * IManager

PENALTY & INTEREST

Penalty for late payment 2500

Interest on unpaid tax 2500

PAYMENT OF TAX

| will pay the additional tax payable viz MUR 9.000

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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MR

Mauritius Revenue Authority

Summary of tum [ Acknowledgemant Contimation

MUR) 10,000

s, Troen Manday to Friday (09 00 to 15:30) Whike effecling payment. phese ersurs hat yoo have your Susness

Step 4:

- Click on ‘Back to Login’ button to go back to login page.
- Click on ‘Back to Homepage’ button to go back to MRA’s website.

**IMPORTANT:

1. Already submitted files will not be submitted again. Only files uploaded during return being
currently filed are submitted.

2. The preview of “Uploaded & submitted” files is differentiated with a green background
while “Uploaded (not yet submitted)” files have a yellow background (as shown below).

PREVIEW OF UPLOADED FILES

Click file name to preview: payel.csv

paye2.csv payed.csv

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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B. SCREEN INPUT FILING TYPE

1. Taxpayer Profile

PAYE Monthly Return for TEST COMPANY LTD
m ¥l ERN - 09900091
For the period July 2017

Taxpayer Profile Load details Summary

Employer Registration Number (ERN) |m9m—
Busingss Registration Number (BRN) (carnsarns

Empioyer Name | TEST COMPANY LTD

Tax Penod | 207

Talephons Number *
Muobils Numbsr *
Name of declarant *

Emad *

Mauritius Revenue Authority & 2016

ERN, BRN, Employer Name and Tax Period 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.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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2. Load details

The “Load Details” page is displayed.

PAYE Monthly Retumn for TEST COMPANY LTD
foriarenil
For the period July 2017

Taxpayer Profile Load details Summary

OM SCREEN INPUT

Load from previous ROE Add new entry
T e o e e N
TOTAL

Showing 1.0 0wt of 0 records 5

s m

Mauritius Revenue Authority © 2016

Step 1: If there is no past return of employees filed, skip this step and go to step 2.

To load existing employees details based on the previous return of employees, click on “Load from
previous ROE” button. If there is no previous return of employees filed, the following message

appears.

Taxpayer Profile Load details Summary =

There is no previous record to foad. Piease click on “Add rew entry” button

Load from previous ROE Add new entry
T T L e N R
Gerrard Steven 35000 d i

72705012 AI0BII201115. rran

TOTAL 35000

Showing 1-1 out of 1 records. d

Mauritius Revenue Authority & 2016
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If the records exist, these are loaded with PAYE amount having a blank value, as shown below. Click

on the 2 icon to add the new PAYE amount and then click on save button.

PAYE Monthly Return for
s :
For the period September 2016

Taxpayer Profile Load details Summary

ON SCREEN INPUT

Add new entry

1 2709012 Suname2 Ounemame?: 2 i
z A3011893201115 Sumamet Canemame 2 4
| TOTAL a |

Shewng 1.2 out of 2 records 5

Mauritius Revenue Authority © 2016

Step 2: For new employees, click on “Add new entry” button found on the right. The following
screen will appear.

Logout |

ON SCREEN INPUT

TOTAL

:
[
&

Showeng 1.0 cut of 0 tecond

Step 3: For more details about the different fields, click on the “Click to read note” link.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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Step 4: Enter the employee details and click on “Save button”.
(i) Invalid record

If the employee details contain invalid information, an error message will be displayed in red as
shown below. The information must then be corrected before clicking on “Save” button.

i Taxpayer Profile Y Load detalls

(ii) Valid record

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

PAYE Monthly Return for
For the period Seplember 20156

Taxpayer Profile Load details Summary

ON SCREEN INPUT

| 1 72709012 AO1IES3I0INE Genard Seven 5000 2 @
TOTAL 35000

Showieg 1.8 out of 1 reconds. d

Mauritius Revenue Authority 0 2016

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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MAURITIUS
EMUE
AUTHORITY

To modify the record, click on the 2 icon. A popup screen will be displayed with existing data, as
shown below. Modify record and click on “Update” button.

p———

Taxpayer Profile Load details Summary

Edit record
© iick 0 coxd note

Employes TAN 72709012

Employee NID AN1189320115

To delete a record, click on the i icon. The following confirmation message will appear. Click on
“OK” to confirm deletion.

PAYE Monthly Returmn for
i
For the period September 2015

Taxpayer Profile Load detalls Summary

Do you want to proceed with deletion of curent record!

oK Cancel

lmmmmmmm
1 Taa012 ATIBAI201115

TOTAL 35000
Showing 1-1 cut of 1 records 5

s
Mauritius Revenue Authority © 2016

Step 5: To print records currently being displayed on the screen, click on the = icon.

Step 6: After having added all employees’ details, click on “Next” button to proceed to next page.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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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” section are correct.

PAYE Monthly Return for TEST COMPANY LTD
m ERN - 09939391
For the period July 2017

Taxpayer Profile Load details Summary

SUMMARY OF UPLOADED ANDVOR SUBMITTED RECORD(S)
[ o

Total number of records | | ] /JEE! |

PAYE Amount ] 36000 ] o ] 36000 |

DECLARANT INFORMATION

Capacity mn which acting *

PENALTY & INTEREST

Penalty for late payment

Interast on unpaid tax

PAYMENT OF TAX

I will pay the tax payable viz MUR 35000
Mode of payment * Cash | Cheque Direct Dabit

(Pnor registration for this facikty s required)
DECLARATION

1, Bob, hereby declare that all Information submbtted are tue and completn,

Mauritius Revenue Authority & 2016

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

Step 3: In the “PENALTY & INTEREST” section, enter the “Penalty for late payment” amount (if any)
and the “Interest on unpaid tax” amount (if any).

Step 4: In the “PAYMENT OF TAX” section, ensure the tax payable amount is correct and then select
the payment mode (Cash/Cheque or Direct Debit).

Step 5: In the “DECLARATION” section, click on the checkbox to confirm that all information
provided is complete, true and correct. Then click on “Submit” button.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
22



The TAN and NID for each employee should be unique. In case there are duplicate values in the
uploaded files, an error message is displayed as shown below. It indicates first duplicate record
identified.

. Q-
] Message from E-Services

The records you are trying to submit contain duplicates.
Kindly take corrective measures.

First duplicate record identified -
ri TAN - 72709012

Step 6: The following screen is displayed upon successful submission of the return. An email is also
sent to the declarant’s email address.

_—
MR

Mauritius Revenue Authority

Thank you for using the esenvices faclilies of MRA. Your onine PAYE Monthly Relumn fof the period Seplember 2015 has been suberdfied lo MRA on 25 Aug 20156 4t 0507 09
Your PAYE Registration Numibsr 53991 and your fedgement D 1 562
The aoditional amount payable is MUR 36,000 C

egue

Summary of retum |

Tatal nismiber of records - 1

PAYE Amount - 38,000

Tokal amount payatie 1 MRA (WUH) © 38,000
Eir 09999891

IMPORTANT
il may e made by cash or cheg
0N Mumber (SRN) he amoun

at hifA's cash o
KX and J copy

Enram Courl, Port Lows. from Manday to Friday (09 00 to: 15 30) While cffecting payment. piease ensure that you have your Business
O SCkOWEgEment Conimation

Back to Login Back to Homepage

Mauriis Revenoe Authonty © 2016

Step 7:

- Click on ‘Back to Login’ button to go back to login page.
- Click on ‘Back to Homepage’ button to go back to MRA’s website.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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4. Next time login (Before Submit)

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

On next login, only the previously successfully saved records are available. Details in “Taxpayer
Profile” will have to be re-entered. In “Load Details” section, the taxpayer has the possibility to add
new records / modify or delete existing ones indefinitely until the “Submit” button is clicked.

5. Additional Return

After having successfully submitted all saved records, an additional return can be filed.

Step 1: On next login, details in “Taxpayer Profile” will have to be re-entered. Follow steps in Section
1 of this document.

Step 2: The taxpayer has the possibility to view the previously submitted records (row(s) with a grey
background colour); however they cannot be modified or deleted. To add new records (after save
edit / delete them), follow steps in Section 2 of this document.

PAYE Monthly Return for
R ERN - 02399991
For the period September 2015

Taxpayer Profile Load details Summary

ON SCREEN INFUT

1 TZT08012 Sunamez Othernamez 35000 Fod 4
TOTAL 36000
Showing 1-8 out of § ricords d

«<=»
Mauritius Revenue Authority & 2016

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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Step 3: The statistics section for ALREADY SUBMITTED records is displayed (highlighted in grey). To
submit return follow steps in Section 3.

Taxpayer Profile Load details Summary

SUMMARY OF INPUT AND/OR SUBMITTED RECORDS(S)

STATISTICS NOT YET SUBMITTED ALREADY SUBMITTED TOTAL

Total number of records | 1 J ] 2 ]
PAYE Amount | 50500 | 36000 ] 86500 |

DECLARANT INFORMATION

M
Capacity in which acting * anager

Example: Accountant, Manager, Director, Owner...

PENALTY & INTEREST

Penalty for late payment 2500

Interest on unpaid tax 2500

PAYMENT OF TAX

| will pay the additional tax payable viz MUR 55.500

Mauritius Revenue Autharity

15 hits been subsmiied o MRA on 25 Aug 7015 at 05 17 49

It payable 10 MR (ML) : 91,500
M 09999891

IMPORTANT
please ensure that you have your Business

Maurties Revenue Authonty © 2018

Step 4:

- Click on ‘Back to Login’ button to go back to login page.
- Click on ‘Back to Homepage’ button to go back to MRA’s website.

Copyright © 2016 Mauritius Revenue Authority. All Rights Reserved.
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**IMPORTANT:

1. Already submitted records will not be submitted again. Only records saved during return
being currently filed are submitted.

DETAILS ON FILE UPLOAD

A. CSV File

To generate vyour CSV file, please download the excel template from here:
http://eservices8.mra.mu/DetailStmtVoucher/Download/PAYE/excelTemplate.xlIsx.

Home Insert Page Layout Formulas Data Review View [~ e = B R

i Tahoma 12 A | = = = "lm| el B Tam T Rl | T Autosum v Ay

- LA | = H- | [ S Wrap Text| Text - B = [T K o - 4
= Ba- - - rég - | & L ‘_:.J @ Fn- VA ﬁ
Paste B r u-| G| B-A-| = Bl Merge & Center - | B8+ 8, 3 | %8 2 | Conditional Format Cell | Insert Delete Format | _ Sort & Find &

- | o = L H= Bl Merge  Center=q) B - % % >0 | pormatting * as Table = Styles® |+ B - | @Cear~  Fiter~ Select=
Clipboard & Fant - Alignment % Number 5 Styles Cells Editing
a2 &S _fe | Employer Registration Number %

A B c D E F G H =
Employer Emp_loyer Eiial Name of M
Registration 2 5 i i i i
egl Registration Natiia Tax Period Telephone Number| Mobile Number Declarant Email Address
Number
Number
"“E","E"T”'“”'::mm e MOVt |insertEmployerame | vva|i152M Telephone Number | insert Mobile Namber | insert Name of Declerant |Insert Email Address
3 |Here \Number Here
Surname of Other Names of
Employee TAN | Employee NID Employee Employee PAYE Amount
4

Insert Employee TAN |Insert Empioyee NID |Insert Surname of Insert Other Names of Insert PAYE Amount here

5 |Here here Empioyee here Empioyee here [
I Iy I I

Insert Employee TAN  |Insert Employee NID |insert Surname of Insert Other Names of Insert PAYE Amount here
6 |Here here Empioyee here Empioyee here
7 -
4 4+ M| PayeTemplate %] 4l il 0]

Replace the blue text with your data as shown below.
A B c D E F G H
1 MRA PAYE V1.0
Employer
Employer Bugingss Employer Name of
Registration . . Tax Period Telephone Number | Mobile Number Email Address
Registration Name Decdlarant
Number
Number

9999991 C47859789 TEST COMPANY LTD (1604 Jim Smith test@mra.mu

3
Surname of Other Names of

Employee TAN | Employee NID PAYE Amount

ploy ploy Employee Employee
4
o 55995555 B131158014140G  |Reeds Tom 1000
o 2007512 B2B60564280633F | Tucker Mary 2000
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Then click on File > Save As > select CSV (Comma delimited). Next, click on Save.

Home Insert

= save

5 Open

O Close

Recent

New
Print
Save & Send

Help

|1 Options

B3 Exit

AL il -

7| MRA

A

B

" MRA

PAYE

Employer
Registration
Number

19999991

Employer
Business

Employee TAN

4

Employee NI

55555555
5|

B131158014140G

| 20079514

B260564260633F

Organise = Ne|

18 This PC
 Desktop
| Documents
& Downloads
W Music
= Pictures
E Videos
a Windows 8.1
3% soft (17216,
i AV1TY 18 90|
File name:

Save as type:

Authors:

‘* Hide Folders

Excel Waorkbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page

‘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
CSV (Comma delimit:
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

CSV (Macintosh)

CSV (MS-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-In

Excel 97-2003 Add-In

PDF

XPS Document

OpenDocument Spreadsheet

Name of
Declarant

Email Address

Jim Smith

Excel Workbook

User Tags: Add atag

[] Save Thumbnail

Tools - Save ‘

Cancel
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Find below an example of a generated CSV file to be uploaded on the website.

®© = 4 L » ThisPC + Documents + Files
— Name - Date modified Type Size
B Desktop ) paye3 08/07/201615:30  Microsoft Excel Comma Separated Values File 1KB

1§ Downloads

File Edit Format View Help

WRa,PAYE, V1.0, ,,,,,

Employer Registration Number,Employer Business Registration Number ,Employer Name,Tax Period,Telephone Number,Mobile Number,Name of Declarant,Email Address,
9999991 ,C47859789, TEST COMPANY LTD,16@4,9999999,59999999, im Smith, test@mra.mu,

Employee TAN,Employee NID,Surname of Employee,Other Names of Employee,PAYE Amount,,,,

55555555, 8131158014140G, Reeds,, Tom, 1009, , , ,

20079514, B280564280633E, Tucker,Mary, 2000, , , ,

The CSV file must contain columns separated by the comma [,] character. A CSV file example with
sample data can be downloaded from here: http://eservices8.mra.mu/DetailStmtVoucher

/Download/PAYE/csvTemplate.csv.

B. XML File

The XML file must be in a specific format (An example can be downloaded from here:
http://eservices8.mra.mu/DetailStmtVoucher /Download/PAYE/xmITemplate.xml).
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IMPORTANT NOTES

1)
2)
3)
4)

5)
6)

7)

The TAN for each employee should be unique.

The NID for each employee should be unique

Data should exclude all special characters, including comma.

The fields Employer Name, Declarant Name, Employee Other Name, Employee Surname may
include hyphen [-] and apostrophe [*].

File size for each upload should not exceed 2Mb.

Clicking on the “Upload” button(s) will save the file(s) on MRA’s server. The final submission

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

Already submitted files/records will not be submitted again. Only files/records uploaded
during return being currently filed are submitted.
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