STEP-BY-STEP GUIDE TO E-FILING OF PORTABLE RETIREMENT GRATUITY FUND (PRGF) — GRATUITY RETURN

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

Login Step
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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



2. The following details shall display

Employer Details/ Income Year / Month / Filing Type

& Kindly read information below before proceeding.

For information :

MR

Mauritius Revenue Authority

Employer Registration Number (ERN): _

National Identity Card:

Tax Account Number (TAN): _

Business Registration Number (BRN): _

Name: 1

Select Return Type: * Select (v
Select Period: * Select Year (O Select Month &
Select Filing Type: * @ SCREENINPUT (CSV

Start Filing

Under

‘Select Return Type’ select Gratuity Return Return of Retirement/Death

ERN, NID, TAN, BRN and Name are prefilled based on your login details. This information cannot be altered.

“Return Type” — Gratuity Return on Retirement/Death should be displayed

Step 1: Select the “Period” for which the return is being filed.

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




AR
Mauritius Revenue Authority
@J Kindly read information below before proceeding.
Employer Registration Number (ERN}): -
National Identity Card:

Tax Account Number [TAN): _

Business Registration Number (BRN): [

Name: g
Select Return Type: * Gratuity Return on Retirement/Death (& @
Select Period: * 2025 O MARCH ©

Start Filing

For information :

And then click on ‘Start Filing’ to go on the ‘Employer Details’ Tab



3. The following details shall display

Employer Category

Employer Registration Mumber [ERN]

Business Registration Number (BRN)

Mormal |

MARCH 2025
2076000
52076000
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Employer Category, ERN, BRN, Name and Period Ending are prefilled and this information cannot be altered.
Step 1: Employer insert phone Number (mandatory)

Step 2: Employer insert Mobile Number (mandatory)

Step 3: Insert Name of Declarant (mandatory)

Step 4: Insert Email address (mandatory)

Click on to go to the ‘Load Details’ Tab



4. Load Details Tab
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Click to upload: | Choose File | o fie ch

Add Employee
Search:
Other Legal Doc Gratuity Bark A/C
Action 1 NID Sumame Name Reasan Exit Date Submitted Date Amount Date Pald Paymant Mode Bank Name No Chaque No Bep. Phane Rep, Mobile Bap, Emall
Ne data available in table
Showing 0 to 0 of 0 entries Previewss Mesat

You can either add employee manually or upload employee details from file.



Input Employee Details/Upload Details using CSV

Screen Input

Add/Edit Employee

Employee ID *

Surname *

Other Names of Emplayee *

Reason for Exit "

-- Select a Reason For Exit --

Date of Exit

Amount of Gratuity paid *

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

Date payment of Gratuity made *

dd-Mar-2025

Mede of Payment *

-= Select a Payment Mode --

Bank Name

-- Select a Bank Name --

Bank Account

Cheque Number

Phone Number of Employee or legal heirs or legal representative

Mobile Number of Employee or legal heirs or legal representative

E-mail Address of Employee or legal heirs or legal representative

EHES




Step 2: Enter the employee details and click on “Save” icon E

(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 E

(ii) Valid record

Fill all the appropriate fields and click on “Save” icon E

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



Click touplead: | | Choose File | No file chosen

Add Employes
Search; |
Legal Dac
Submitted Gratuity Payment Bank Bank Rep. Rep. Rep.
Action T NID Surname Cther Hame Reason Exit Date Date Amount Date Paid Mode Name ASCNo Cheque No Phone Maohbile Email
Showing 110 1 of 1 entries Prenviau 1 | Mt

To modify the record, click on the icon -l A popup screen will be displayed with existing data. Modify record and click on icon E .

To delete a record, click on the icon ﬂ .

Step 3: After having added all employees’ details, click on button to proceed to next page (Summary).



4.2 Screenshot when using CSV

1. Upload Details

riod ending MARCH 2025

Click touplead: | | Choose File | No file chosen

Add Employes
Search: |
Legal Dac
Submitted Gratuity Payment Bank Bank Rep. Rep.
Action T NID Surname Cther Hame Reason Exit Date Date Amount Date Paid Mode Name ASCNo Cheque No Maohbile Email
O B e e = e
Showing 110 1 of 1 entries Prenviau 1 | Mt

Step 1: Click on the “Choose File” button and browse file to be uploaded, as shown below.
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Step 2: Entries in the chosen file name appears as shown below.



ity Resturn o nt Death

period ending  MARCH 2025

Click to upload: | [ Chonse File | No file chosen

Add Employes
Search; |
Lagal Dae
Submitted ‘Gratuity Payment Bank Bank Rep. Rep.
Action T NID Surname Other Name Reason Exit Date Date Amount Date Paid Mode Mame ASC No Cheque No Phone Mobile Email
Showing 1101 of 1 entries Previau 1 | Pl
=3
Step 3:

(i) Invalid file
If the file contains any error, the file is not uploaded and an error message is displayed with all the details about the erroneous data.
Please correct the file and click on “Add new file” button to upload the file again.

(ii) Valid file
If a valid file is uploaded, a success message is displayed. The entries can be deleted by clicking on the delete icon Iﬂ

Step 4: Once all files have been uploaded, proceed to the next page by clicking on the “Next” button.

Step 5: Proceed to the next page by clicking on the “Next” button.



5. Summary Tab

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.

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.

Number of records already submitted [

Number of records added 1

DECLARANT INFORMATION

Capacity in which acting *

== Select an acting capacity - -

DECLARATICN

I, eonfirm that all infarmation provided is true and comect. *

Step 4: Click on “Submit” button. The following screen is displayed upon successful submission. An email is also sent to the declarant’s email
address.



Mauritius Revenue Authority

armitied o MRA on 04 Jun 2

5 of MRA. Your ar

e far using ths &

Yo Employer Regstration Murnbe wour Acknowde

Summary. of return ! Acknowlsdgement Confimiation

[Amount of Gratuity Paid

Back to Dashboard



