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Introduction

uFiling is a free online service which completely replaces the need to declare monthly manual UIF returns and
contributions. 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.

Background

Employers are every month, by not later than the 7th of the month, required to furnish the UIF with details of all their
employees 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.

The Employer’s experience will be centred on ease of use and practical functionality. The front end will provide
Authentication functionality in a secure environment. User authentication forms an integral part in the Auditing
process on linking declarations, transactions and actual monies received
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Quick Links

Press the “crtl” button on your keyboard and click on either link within the table below to jump to your desired section
of this user guide.

Domestic Employer Commercial Employer Employee

»> Domestic Activation Process » Commercial Activation Process » Employee Activation Process

> Login as Domestic Employer » Login as Commercial Employer or > Login as Employee

AgentError! Bookmark not

» Menu Options . » Menu Items
defined. EE—
> UIF Returns . » User options
- » Menu Options
» Payment Methods > View / Edit Bank Accounts
Y » UIF Returns
> Reports > Profile
» Payment Methods -
>  Profile > Application for Benefits
- » Reports
» Employer » Continuation of Payment
> Profile Y
»> Declarations > Notice of Appeal
- » Employer
» Back dated Change Request » Document History
» Work Items

»> Declarations

» Bulk Employee Declaration

» Back Dated Change Request

> Employer accreditation

Call Centre Support

System Goals
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uFiling Activation Process

Stepl

Logon to www.ufiling.co.za to access
the home page. You will be able to
read about the service, activate or
login to your uFiling account.

System Security

Frequently asked gquestions

Step 2

Select your activation type by clicking on either QJ B
of these graphic icons

e Domestics
£ T astivate yous st SFiing assmunt e newd $3 baes G Tobming desoments and infermatien
i

Who is an Employee?
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Domestic Activation Process

To activate your domestic uFiling account you need to have the i .

following documents available: $

» Your valid UIF reference number as supplied by UIF when
you activated

» Your valid South African ID number or Passport number

» Your e-mail address where all correspondence will be sent
to

» Your bank account details and valid branch code that will be used to securely pay your UIF contributions

for domeitic employers

Step 1
Activation Process
Where am I ?
Carefu”y read the terms and (] ::;‘::::i'!‘;“ﬂ:u To comply with The activation requirements you need to accept the Terms and Conditions.
i ; : ©Q Greate 2 login 11 siecapt tha tarms and conditiens
conditions of the application. ..
- s and Conditions
Tick the “I Accept the terms and ::r:;;.r This site is used under the Terms and Condkbons specified balow,
conditions box and click Sl 1. Introduction :
n . b..:king :::-il; = methWdemﬂhuMhhu%mu 5‘
COI’ItII’lue ° An email will be Seaa b O
sant to your = mmwdmmtnwm their application to subscribe o the: mml"ﬂ'ﬂiﬂmﬁmw
account themsalves with the contents in ﬂ-mldumuﬁﬂmmﬂrlm&hhwkv
RS MoF - This & ummmm.ﬁmuu.uhunn
il services, m&w-umm{mmmmmww Labaur sends the wFiler an activation
uFiling Call Center:
0B60-345-464 2. Definitions
Sertnetly « *User” means all persons who access, viaw, dewnlond fram, or usa the Dagarcmant of Labaar site whather an tha Internst
or & cogy thereof, and “users” includes uFilers;
= “the Department of Labour site” meana the website through which the Department of Labour provides uFiling services;
= “uFiler” means & subscriber to the uFiling services:
= “uFiling sarvices” means the slecronic fling of Documents a5 aperaved by the Deparcment of Labaurs
= “the Department of Labour” means the Department of Labour;
- :nunm'mmm‘ or records auth d by the of Labour, from time to time. which could
 “submit” or “submission” means the action whereby the uFiler Indicates to the Department of Labour that they want ta file
documents with the Department of Labours
= “writing® shall include e-mails, fax or registersd post:
Step 2
Activation
Wheream1?
Q) Accept terms and  UIF Information
conditions
‘gﬁ E} lﬂﬂ ~gister for uFiling with an existing UIF reference number
EntelrJ your UIF reference uni.re your IF Employer Reference il SRS
n m r. atails umi ] .
u e Commerr:»ai
employers:
. . . captura your L Detail
In the login details section, m&,.n: e
. . information + B
supply yourself Wlth a |Og|n o Capture your ph‘“mm preferred  your login name provided above will :":::‘:g:‘:;:. unigue legin name
banking details login name 504 that s done by the 3dding of 4 numeric values at the end of your
name and password_ You S legin name. For example (Sranb0014)
will be able to login with o 0 Pamword FEsampl:
your new login name and :;f;:_‘;;g;;;ﬂ Corfic Pemmini)
password once you have ::m?:{s?m Password Hint  (Shouid you forget your password, we will give you the password hint on
completed your activation )
process. <<Back
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Step 3

Capture your details as the
user of the system

Enter your postal and
physical address. Should
your physical address be the
same as your postal

Activation
Where am 1 ?
© Accept terms and Dor?estic employer : User Details
conditions

o Create a login

1 input fields below are mandatory fields

o Capture youe fitle Initials First names
details ) j
Commercial 591_&::]2' 1 JOHN
employers:
Identification Type | oot “0can 10

capture your
~ompany
- 4
Capture your
banking details

o An email will be

South African ID

Correspondence E-mail Address

sant to your Telephone Number [ )
account
Activate your Cell Number
uFiling account [
L Fax Number [ )
wFiling Call Center:

0860-345-464
Contact Us

Number of Employees .

Please tell us how you heard about UIF uFiling | Selact

Example: brianb@bbbbbb.co.za
Example: 011 1234367
Example: 0821234567

Example: 011 1234567

=

Occupation
Address

Please use the "..." button to search for your Suburb and Postal Code.
Alternatively type in the your Suburb and Postal Code.

4 Same as postal add

Physical Address

Example: P.0.Box 123458
Example: Sandton

Example: Johanneshurg

address, click on the “Same
as postal address” button. \

Example: 2146

Step 4

Enter your banking Activation

details to use when
paying your monthly
contributions to the UIF.

Wheream I ?

° Accept terms and
conditions

° Create a login
Capture your
ils

Bank Information

’n:ounl Name Exampla: John Smith, ABC Shoes Pry (Ltd), Jason

Trust Account, etc

| Select

]

Example: 632001

ranch number
capture your
company
information

ccount holder

e Example: John Smith, ABC Shoes Payroll Account

° Capture your .
banking details ftounl number
An email will be

sent to your
account

Example: 600044526

Account type | Select

Activate your
uFiling account

uFiling Call Center:
0860-345-464
Contact Us
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Step 5 Activation
Wheream 1 ?
You have successfully activated 0 opihda Thank you for activating your uFiling account.
your profile on uFiling. Ensure Q crestealogin
you safeguard your login details O ceonir Accouat:séius: SNSRI
as you will need them to login to O Commercil YOUELogin ame i5: Amlonsti 2
employers: Plezse mzke 2 note of your unique login name for future use,
the SyStem. capture your - .
S Far any suppert requirements please contact the uFiling Call Center on 0860-345-464
. o information
Click” Finish”. Capture your
banking details
o An email will be
sent to your
account
o Activate your
wFiling account
wFiling Call Center:
0850-345-464
Contact Us
Dear Client,

Thank you for activating your personal uFiling account
Please note, you will require your uFiling Login Name and Password provided below to access your uFiling account on the following secure internet link

https:/fwwwe.ufiling.co.za

Your uFiling Login Name is: XXXXXXXXXXXX

Your uFiling Password

XXXXXXXXXXXX

Best Regards
The uFiling Team

https:/fwawwe. ufiling.co.za

A Welcome email will be sent to your email address to confirm your activation and login details.

Back to Quick Links
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Commercial Activation Process

To activate you commercial uFiling account you need to have the following details available:

» Your valid UIF reference number as supplied by UIF when ﬁ
you activated

» Your valid South African ID number or Passport number

» Your e-mail address where all correspondence will be
sent to

» Your company’s official activation name and details as
provided by the Registrar of Companies which is the CK1
form for CCs and CM1 or CM3 for Proprietary Limited
companies ‘

» Your bank account details and valid branch code that will
be used to securely pay your UIF contributions. For commercial employers this would be your company’s
bank account

» If you are submitting your UIF payments via SARS, you will not be required to enter your company’s banking
details during the activation process.

Step 1 Activation Process
Where am I ?
o :::-::':;“";:“ To comply with the activation requirements you need to accept the Terms and Conditions.
reate a login I71 ¢ accspt the terms and condivans
Carefglly read the terms gnd g memw N s
conditions of the application. © ot Termsands

employars:
captuo

is site i5 used under the Terms and Conditions specified below,

¥
information -

TICk the ul Accept the terms and ° S:E:;Ei:.’.]. " = These conditions will govern the relation betwsen the Departmens of Labour and the uFiler for the uFiling Services as ;I
ditions box and click “Continue © 2ot v e e '
conaitions : == e R R e
Acthrata your . will of Labour accepts the ufiler's reques: to subscribe tw ufiling
uFiling account ”ﬂ"wl- vbldlm‘. will """3""{"' time when th, of Labour sends the uFiler an activation
‘u’;ls'tl"-‘gdg-':ss.“"l 2. Definitions

= “User” maans all persons wha access, view, download from, or use the Departmant of Labour site whather on the Internet
r @ copy therech, and “users” Includes uFilers;

= “the Deparmment of Lubour siza” means the wabsite through which the Department of Labour provides ufiling services;
& “uFiler” means a subscriber to the uFiling services:

= “uFiling sarvices” means the slectronic filing of Documents as approved by the Deparcment of Labours

= “the Department of Labour” means the Department of Labour;

- means such or records by the of Labour, from time to time, which could

= “submiz” or “submission” means the action whereby the uFiler indicates to the Department of Labour that they want to file
documents with the Depariment of Laboun;

= “writng” shall include e-mails, fax or regiscered port
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Step 2

Enter your UIF reference
number.

In the login details section,
supply yourself with a login
name and password. You
will be able to login with
your new login name and
password once you have
completed your activation
process.

Where am17?
°Amnklemsand

° Create a login

“apture your
g .
\/maﬂ will be

Activation

UIF Information
conditions

Register for uFiling with an existing UIF reference number

Capture your UIF Employer ";‘m Example:(9876543/1)
Commercial /

employers: N4

capture your Login Details

company

information Example: Brianb

a  Please enter your preferred
login name

nk to your

Your legin name provided above will be used to create a unigue login name
and that is done by the adding of 4 numeric values at the end of your
login name, For example (Brianb0014)

| Example: Fiat01

Password
account
Activate your Confirm Password
uFiling account
i —
Contact Us request,

(Should i.lou forget your password, we will give you the password hinton

Step 3

Capture your details as the
commercial employer

Enter your postal address.

In the Postal Code field, click
on the orange button and
enter either: Suburb, City or
Postal Code. The system will

display a list of possibilities for

you to select.

=

Activation
Where am I ?
Accept terms and Commercial employer : User Details
conditions
o Create 2 login Al input fields below are mandatory fields.
° Capture your Title Initials First names
details
o Commercial §£‘S‘EE
employers:
capture your Identification Type  Select
\ / information South African 1D
Capture your
banking details Correspondence E-mail Address
An email will be
sent to your Telephone Number | b}
account
Activate your CEll Nt
uFiling account
Fax Number [ ]
uFiling Call Center:
0860-345-464 £
Occupati

®

Example:brianb@example.co.za
Example: 011 1234567
Example: 0821234567

Example: 011 1234567

Address Search
Please tell us how you heard about UIF uF

" address o f
Please use the "..." button to search for your St postal code
Alternatively type in the your Suburb and Posta

Postal Address

City

\ Postal Code

Thare arn 20 ssarch results foc your cermant sebection
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Step 4

Select the organisation type by
clicking on either of the radio
buttons.

Enter your details as the
contact person.

Enter your postal address.
Should your physical address
be the same as your postal
address, click on the “Same as
postal address” button.

Activation

Where am I ?

D Accept terms and Organisation Information

conditions
° Create a login Reguired Details
Capture your Organisation
details e T—
o = [Specrh & Organisation Type
S Sole proprietor (@ Parnership | Company ' Trust | Fund/Other
company
information hip name | MYRTLE GROVE PLASE
o Capture your -
banking details Trading as
o An email will be o
kb ke Financial year end  Selez  [¥)]
account of
 Activate your ey
Siiieg sco Telephone Number | ) Example: 011 1234567
uFiling Call Center: -
0860-345-454 Fax Number | ) Example: 011 1234567
’ﬂﬂw Contact Person
tle Initials First names Surname
ec[¥]
Dccupation
\ / \ f 4 Telephone Number | ) " Example: 011 1234567
Cell Number Example: 0821234567
E-mail Address Example: brianb@bbbbbb.co.za

Abdrus

Please use the ",.." buttan to search for your Suburb and Postal Code.
Alrernativaly type in the your Suburb and Postal Cede.

7
stal Address
Example: P.0.Bax 123436
wrd Example: Sandton
\m /
¥ Example: Johannesburg
i=al Code = | Eample: 2146
\ o]

Step 5

Your activation is
successful.

Ensure that your safeguard
your login details as you are
required to use it when
logging into your profile.

Click on “finish” to proceed.

Activation
Where am I ?
Accept terms and
° conditions
D Create a login

° Capture your
details

o Commaercial
employers:
capture your
company
information

° Capture your
banking details
An email will be
sent to your
account

0 Activate your
uFiling account

wFiling Call Center:
0B60-345-464
Contact Us

Thank you for activating your uFiling account.

Account status: Activated
Your Login Name is: Antons25283

Please make a note of your unigue login name for future use.

For any support requirements please contact the uFiling Call Center on 0B50-345-464
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Dear Client,

Thank you for activating your personal uFiling account

Please note, you will require your uFiling Login Name and Password provided below to access your uFiling account on the following secure internet link
https:/iwww_ufiling.co.za

Your uFiling Login Name is: XX XXXXXXXXXX

Your uFiling Password

XXXXXXXXXXXX

Best Regards
The uFiling Team

https:/fwww.ufiling.co.za

A Welcome email will be sent to your email address to confirm your activation and login details.

Back to Quick Links

Agent Activation Process

To activate your agent uFiling account you need to have the following details available:

» Avalid UIF reference number for either a domestic Iﬁ
employer or a commercial employer that you as an agent
Eu_ o

will be acting on behalf of

» Your valid South African ID number or Passport number

» Your e-mail address where all correspondence will be
sent to

» For a commercial employer you will need the company’s
official name and details as provided by the Registrar of
Companies which is the CK1 form for CCs and CM1 or
CM3 for Proprietary Limited companies

» The bank account details and valid branch code that will be used to debit the UIF contributions. For agents
this would be the agent’s bank account. Alternative bank accounts are provided in the Add new Banking
details process that is available after login

Step 1
Activation Process
Carefully read the terms and Where am 17
Cond Itlo nS Of the app | I Catl 0 n . ° ::Z":::;i:":“ To comply with the activation requirements you need to accept the Terms and Conditions.
Q) create a login [711 mccapt tre tarms ana condisons
_ ) D [ conion |
Tick the “I Accept the terms and © commers;
conditions box and click captura your This site i used under the Terms and Conditions specified balow,
information -
&, i 1. Introduction —
Continue. O s e - T et i g e et o S o s o i St
o :.",.:':':::,"' s ® T Pl understands the by submiing he apsbcation o subscribe s the uFlng Services tht hey have famacied =
cccccc themselves with the contents in the Conditions of Use, ﬂ“mﬁhmwhhunﬂhmt
Activate your = This Labour accepts the uFiler's request to subseribe to uﬁw
uFiling account MmmCMMMW{wummmmmwummwuﬁcmmn
Sl

= “User” means all persons wha access, view, download from, or use the Department of Labour site whether on the Internet
r @ copy there, and “users uFilers;

s “the Department of Labour sice™ means the website through which the Department of Labour provides uFiling services;

= “uFiler” means 8 subscriber to the uFiling services:

= “uFiling services” means the slectronic filing of Docurments as approved by the Department of Labours

= “the Department of Labour” means the Department of Labour;

= “documents” means such ‘or records by the of Labour, from time to time, which could
be a-Filed;

= “submit” ar “submission” means the action whereby the uFiler indicates to the Deparment of Labour that they want to file
decuments with the Deparment of Labour)

» “writing” shall include a-mails, fax or registered post:
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Step 2

In the login details
section, supply yourself
with a login name and
password. You will be
able to login with your
new login name and
password once you have
completed your activation
process.

Activation

Wheream 1 ?
Q) Accepttermsand  Login Details

conditions
o Create a login
o e =i el ter your preferred
0 :

login name
captuire your

company
informaticn

Example: Brianb
Your login name provided above will be used to create a unique login name
and that is done by the adding of 4 numeric values at the end of your
prefemred login name. For example (Brianb0014)

Password | | Example: Fiat01

Confirm Password

° Capture your
banking details

@ An email will be
sent to your
account
Activate your
uFiling account

Password Hint {Should you forget your password, we will give you the password hint on
request.)

wFiling Call Center:
0B60-345-464
Contact Us

Step 3

Enter your details as the user
of the system.

Enter your postal address

Select your activation type as
either Employer Domestic or
Organisation Employer by
clicking on either of the radio
buttons.

Enter the employer’s UIF
reference number.

\‘Ww Nt

0 UIF Employer Reference Number: _0

Activation
Where am1?
( Accepttermsand  Agent : User Details
conditions
o Create a login ’lll input fields below are mandatory fields.
o Capture your Title Initials First names Surname
details S
° Commercial [mm
employers: iz
capture your Identification Type | Selext ¥
formation / South African 1D
Capture your
banking details Correspondence E-mail Address Example: brianb@example.co.za
o An email will be
sent to your Telephone Number | } Example: 011 1234567
account
Aekivatayour \ Cell Number Example: 0821234567
uFiling account ——
Fax Number | ) Example: 011 1234567
uFiling Call Center:
0860-345-464 ;
Contact Us Dectipation
Please tell us how you heard about UIF uFiling | Select E

ress
Jse uge the "..." button to search for your Suburb and Postal Code.
é rnatively type in the your Suburb and Postal Code.

Example: P.O.Box 123436

Suburb Exampla: Sandton
City Example: Johannesburg
1l Code B eample: 2146

Example:(9876543/1)
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Step 4

In order to pay for the UIF contributions via uFiling you need to provide your banking details. Payment of UIF

contributions are done via debit pull.

» Provide an account name
for this set of banking
details. This is to help you
differentiate if you provide
more than 1 set of banking
details

» Select the bank name from
a drop-down list.

» Enter in the rest of the
banking detail information
such as the branch name
and number, account
holder name and number
and account type

» Click on Continue to
proceed

> Click on Back to go to
previous page

Where am1?

Activation

o Accept terms and  Bank Information

conditions
) Create a login

Q) Capture your
details

Commercial
employers:
capture your
company
information

() Capture your
banking details
An email vill be
sent to your
account

Activate your
uFiling account

wFiling Call Center:
0860-345-464
Contact Us

Account Name | |Exarnp|e: John Smith, ABC Shoes Pty (Ltd),
Jason Trust Account, ate..

Bank | select v

Branchname | | Example: Edenvale

Branch number | | Example: 632005
coomudl | | Example: Financial Markets
Account number | | Example: 000445266
Account type | Select v

Step 5

Your activation is successful.

Ensure that your safeguard your
login details as you are required to

use it when logging into your profile.

Click on “finish” to proceed.

Thank you for activating your uFiling account.

Account status: Activated

Your Login Name is: Antons1443

Please make a note of your unique login name for future use.

For any support requirements please contact the uFiling Call Center on 0860-345-464

Back to Quick Links

Page 16



UFiling System User Guide

Employee Activation Process

To activate your Employee account you need to have the following documents and information available

» Your valid 13 Digit South African ID number

» Your e-mail address where all correspondence will be

emailed

» As an online registered Employee you will be able to securely
submit your Application for Benefits (for Unemployment,
Maternity, lllness and Adoption), to submit Re-Issue of
Payment, Continuation of Payment and Notice of Appeal

Step 1

Where am I ?
Carefully read the terms and O on e
conditions of the application. 0 createiogin

o Capture

O commercisl

Tick the “I Accept the terms and
conditions box and click syl

company

“Continue infarmation
° Capture your
banking datails

o An emall will be
sent to your
account

Activate your
uFiling account

uFiling Call Center:

0B80-3453-464

Activation Process

Te comply with the activatian requirements you need ta accept the Terms and Conditions.

| 1 Accept the terms and conditions

Terms and Conditions

This wite is used under the Terms and Conditions specified balow,

1, Introduction

» These conditions wil govern the relation batween the Department of Labour and the uFiler for the uFiling Services as
randered by the Department of Labaur on the ufiling.gov.za site.

w The uFiler understands that by submisting thair application o subscribe to the uRling Services that they have familiarised
themsebves with the contents in the Conditians of Use, and that the uFiler intends to be bound by the contents,

u This Agreament will commence when the Department of Labour accepts the uFiler's reques to subscribe to uFiling
services, which acceptance will manifest at that point in time when the Department of Labour sends the uFiler an activation
confirmation (the “commencement date’).

2. Definitions

» "User” means all persons who access, view, downlcad from, or use the Dapartmant of Labour site whether on the Internat
or a copy therecf, and "users” Includes uFlers;

u "the Department of Labour site” meand th website though which the Department of Libour provides uFiling services;
» "uFiler” maans & subscriber to the uFiling services:

» “uFiling sarvices” maeans the slectronic filng of Decuments as approved by the Department of Laboun

u "the Department of Labour” means the Departmant of Labour;

" " means such 4 or racords suthorised by the Deg of Labour, fram time to time, which could
ba a-Fled;

& “submit” or “submission” means the action whereby the uFiler Indicates to the Department of Labour that they want to file
decuments with the Department of Labaury

« “wrtng”shall icluda e-mals, fax o regitarsd post

P
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Step 2

Enter your details as
the user of the system.

Enter your physical
address

Click on “Next” to
proceed

Where am I ?

Q) Accept terms and

conditions

Q) create a login
o Capture your

details

° Verify who you

say you are

° Confirm your

Employer

) Add banking

details

Activate your

uFiling account
uFiling Call Center:
0860-345-464
Contact Us

User Details

Provide your details

Identification Type | Select

South African 1D
C E-mail Example:brianb@example.co.za
Telephone Number [ ) Example: 011 1234567
Cell Number Example: 0821234567
Fax Number ( ) Exsmple: 011 1234567
Dccupation

Address
Please use the "..." button to search for your Suburb and Postal Code.
Alternatively type in the your Suburb and Postal Code.

Physical Address
Example: 123456 Sloane Street
Suburb Example: Sandton
City Example: Johannesburg
Postal Code B eamole: 2146
=

NOTE: The next step my take a few minutes as we are verifying your identification number.

Step3

A Random list of names
will be displayed.

Select your name from the
list by clicking on the
“Select” button

Note: You can only do this
once.

Wheream1?

° Accept terms and
conditions

Q) Create a login
Capture your
details

o Verify who you
say you are
Confirm your
Employer

() Add banking
details

o Activate your
uFiling account

uFiling Call Center:
0B60-345-464
Contact Us

Confirm Detail

Due to security reasons, Please ensure that you select the correct name that ¢ ponds to the Id b
captured as failure to do so will lock the Id number, and you will not be able to register on uFiling.

Please confirm who you are from the ist below.

Amos Rasitlodi Motlafi
Thobeko Joyce Masumpa

Rose Mmaganta Molotthanyi

Matshidiso Suzan Sekhu 'E‘
Sizani Pretty Mkhize
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Step 4

. Confirm Employer
A random list of

Where am 1?
employers will be (O Accepttermsand  Due to security reasons, Please ensure that you select the correct employer that corresponds to the Id num
d iSp| ayed canditions captured as failure to do so will lock the Id number, and you will not be able to register on uFiling
' ° Create 2 login
Select your employer °§lpf_;lﬂ‘i01-ll' Select the company that this uif number is for, below.
f th I t b I k etails Employer Name | Employer alternative Name
ror; ‘?S ISI t)’fglit ing 0 :’:;‘?w"’:"m""” 0d Valley Traders C C 0d Cash & Carry C C
on the elec utton.
° C.onfiirm your Bigley Investments C C Joburg Junction
Employer
Note: You can only do () Add banking Kobaschni Naidoo
: details
this once. N Sky Airconditioning € C Sky Airconditioning C C
Fili t
2 '"gc:m" Outsourca Control Services Pty Ltd Outsourca Cantrol Services Pty Ltd Selac
uFiling Center:
0860-345-464
Contact Us
Step 5
Bank Detail N
) ) i e——— ——————— —
En;er Iyoku:Cbantklng "detal IS o Accept terms and Please note: You can only capture your banking details once
anda clic ontinue . canditions
@ Create 3 login Bank Information
° Capture your -
details Account Mama | Example: John Smith, ABC Shoes Pry (Ltd), Jason
° Verify who you Trust Account, etr..
0y you sie Bank | Salec [»]
° Confirm your = .
Employer Branch number Example: 632001
Add banking
details Account holder Example: John Smith, ABC Shoss Payrall Account
Activate your
uFiling account Account number Example: 600044526
uFiling Call Center:
0860-345-464 Account type [Selec [*]
Step 6
Activati
You have successfully Where am 17 i
activated your prOfiIe for use on : :,:..’;o::"’ =oct Thank you for activating your uFiling account.
s Create a login
u F'Ilng . O capture your Account status: Activated
° :E:Ff“ho o Your Login Name is: Antons4061
say you are Please make a nate of your unique login name for future use.
O g;rﬁ::!:,wr For any support requirements please contact the uFling Call Canter on 0860-345-264
(] ;:;:nhm ===

D Activate your
uFiling account

Back to Quick Links
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Login as Domestic Employer

Step 1
labour
Labour :
REPUBLIC OF SOUTH AFRICA

Activate my uFiling : | Login to my uFiling account |Jreess E

Enter your login name and

password . Please provide your login details
This is your generated login name (ie. johnd9876)
Login: é
Passward:
Click on “Login” o

1f you have any queries regarding the login process please contact the uFiling Call Center on 0860-345-464

Please note: If you have not used uFiling for submissions in the past 6 months please reactivate your account

Step 2

Logout my uFiling account [ CEEIEE EI

Once you have successfully logged in to

the uFiling system, you will be able to: Profile: Domestic User Profile
Amend your uFiling activated details :

(both User and Employer) o S _-7“’”“ oot __T=)
Change your Password First Names 1oHN Frst Names JoHN
View/change Banking details s oo o i S

Access Declarations

—_——r R
{UIT Return (UT7) menu apion) | a —

'_WI
(U7 Retuma (UIT) menu option)

Back to Quick Links
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Menu Options

Once you have successfully logged into the uFiling system, you will be able to do the following:

o \o/ 0 User

» View / Amend your user details

» Change your own password

UIF Return \o/

» View and Submit your return

Reports \0/‘

» Download reports for :

UIFReturn
Reports

Profile

o Payments

0 Unpaid Returns

o Employer Statement of Account

Employer

Declarations

Profile

¢

» Add, Update and Switch profiles

A <A

Employer

> View/Amend Employer Details m H cm':
View / amend Banking details ﬂﬂﬁﬂ*m

>
» View Work ltems m
>

View Employee Back dated Change requests | |

<&

Declarations

<@

» Add new Employee Declaration
» View/Amend Employee Declaration

Back to Quick Links

User — View/Amend Detalils

St 1 S yoer

To change or update your user details, click in the View/Amend
Details tab on the menu
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Step 2

User Details

This section allows you to

. View/Amend your details
update your:

All input fields below are mandatory fields

. Title Initials First names Surname
» Email address o _
[ =] | [ionn |poE
» Contact Details Tdentification ¥yps || S0
CHiATCR Catar; South African ID ]
) Contact Us T P )
> Posta| / PhyS|ca| m— Cor E-mail Example: brianb@bbbbbb.co.za
Address ' Telephone Number (012 ) 3456789 Example: 011 1234567
Cell Number 0823456789 Example: 0821234567
Note: your Name, Fax Number (086 ) 7891011 Example: 011 1234567
Surname and ID number Number of Employees 1
Cal’ll’IOt be updated YOU Please tell us how you heard about UIF uFiling | From my Accountant [=]
will need to consult your Occupation  waiter
branCh tO update these Please uieche " button to search furvourSubvrb and Postal Code.
detalls AlmmamdyzypumﬁuywrSubufband Postal Code.
Postal Address Physical Address
28 Boslaan 28 Boslaan Example: P.0.Box 123456
Suburd 'ALLEN GROVE 'ALLEN GROVE Example: Sandton
City KEMPTON PARK KEMPTON PARK Example: Johannesburg
Postal Code 1618 1619 Example: 2145
Update

User — Change Password
Step 1

To change your password, Click on the “Change Password “ Tab.
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Step 2

You can now change your password
by:

User account

Change your password

> Entering your current Name: MrJOHN DOE

paSSWOI'd Login Name: | Artons0720
Current Password
> Enter your new password
Declarations New Password | Example: Fiztd1
mﬂ?:ﬂ Confirm P: d
ni 'asswor

» Retype your password iz

Home Update Password Hint "eme101 " )
> Update yOUr paSSWOI’d hlnt —_— Should you forget your password, we will give you this password hint on request.

Click “submit” for the changes to take
effect.

You will need to enter your new password on your next login.

Back to Quick Links

JIP Retumns O irretun |
Step 1

To access and submit your UIF return, click on the “UIF Return Details”
tab

Step 2

In this section, you can:

» Select employer ( if you have ‘

UIF Returns
entered more than one \m\o/mwpoz 5l JOHN DO 196330978
employer on your uFiling Bephe

profile) i

Employer UIF Return Search

Dedarations

» Search for older returns by call Genter:
changing / selecting the return\ofvsﬁw

Period Year: [2012 ]

i

. 2012-05 UIF Issued Submit to UIF
period fok

» Open the UIF return by cIickingo o
on the “Submit to UIF" link. W/ A4
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Step 3

User

UIFReturn

Your return is calculated
according to your employee
declaration.

You have the option to change

Unempleyment Insurance Fund » Werklssshalaversekeringsfonds

Church Strest 54 Kerkstraat, fretacia. Postal Adcress/ Posadees: ULESWVE, Bretama,
0052, Encuiries/Navrae: (012) 337-1680

Fax/Fake No. (1) UI-7 returns and Proof of Payment/UI-7 opgaweas en
Bewys van Betaling: (012) 337-1932/ 1804/ 1929 (2) Postags Paymants
Onily /Pesgeid Betalings Alleaniik: 0866366981

WeD: worw. IADEUF. GOV, 78 WFIING: www. uting gov.28

Enguiries Navras: DESD-345-484 or e-mal/e-pes: wilingsuppertPu it gov.ze

labour

Department;
Lalrour
REPUBLIC OF SOUTH AFRICA

P.0.Box 123458

Sandton
Jehannesourg
2148

Enculres Tel Mumoer: UIF
Deciaration periac

[2312) 337-1830
| aoril 2012 to 31 Manch 2013

May 2612
DE/DE/ZCLT

Contrinution far the manth

Last oy for submission

UNEMPLOYMENT INSURANCE CONTRIBUTION ACT, 2002
Traging or cther name
MARLE THERESE DARNE

T 1y
Mantn

_ Feferance Numoer
Ve

your payment option to either

monthly or annually by clicking \/
either of the radio buttons.

®

Note: If you select your payment
option as annually, you must still
submit your declarations
monthly.

Submit your return to the UIF.

1-7 Month )Lﬂ!n!

AZEEET BRnLEl BRYTENT for remalning pericss

agzest azcest @

Rem &8 whizs ULE 2 8% avAEiE mece.01 ) 1800631
Amount payable oy emplayer 32601 3601

Amzunt seyesle by contriuter 9600 LR

Total comtrinuticn T2 T2.02)

Tezal amount paratie 72.02)

Number of Empioyaes i 1

1 certify that the particulars furnished Im this declaration are true and correct.
hame Adv MT DARNE
Secupation Occupation
Date 07 /082012

Flease note that Submitting a Return does mo’ Imply paying for that return. After Submitting a Return, please select

You can add notes on your

‘Pay My Return® from the UIF Returns page 7 ate a Payment Instruction for that Return which we will send to the
° bank.

rn, Thess notzs WILL NOT

for your purpesfonly.

In thiz text bex you san czplurs 2
be sent s UIF, it is kept in our

return of other users to view.

A4
9

Step 4

You can choose to pay your return
now, or submit additional returns and
pay later.

To pay your return now, click on the

“Continue with payment” button.
wFiling Call Center:
0860-345-464
Contact Us

Home

Return Submitted

Continue with payment

Copyright @ 2012 UIF uFiling

Back to Quick Links
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Payment Method — uFiling (Debit-Pull)

uFiler
The user will submit a payment via the uFiling system, after the retumn is
submitted. The payment method that was selected when the banking
details were loaded is Debit Pull, therefore once the payment instruction is

submitted, no further action needs to take place.

Payment Gateway

Upon payment submission, the payment instruction is created and passed to the
bank via the payment gateway. If the bank reject your payment instruction due to
insufficient funds; account closed; account type invalid or for what ever reason, the

bank will issue a payment failed notification.

Payment
Gateway

BANK
The bank will either process or reject the payment request by validating the
account details, account type and funds availability.

Beneficiary
In this instance, the beneficiary is the UIF.
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Step 1

Select payment method

To submit your payment directly via UTFReturn
- . « UIF Reference Number: 1969309/8
the uFiling system, click the “Pay
=
H HH » Date Peri Status Status Due
using uFiling” button.
— JOHN DOE 2012/06/08 201205 Submitted New 72.02 Yiaw
Payments can be made from a banking account of your choice. The following payment methods are available:
uFiling Call Center:
10860-345-464 * Pay using uFiling this is a once off debit instruction - Choose the bank account you wish to pay from and
Contact Us instruct the payment. Your account will be debited with the requested amount and you will receive notification
Vel once the pay has been fi ful by your bank.
Home
o Please note this does not create a monthly debit order.
* Electronic P it via this is initiated/loaded on the uFiling site. Once you

have completed the payment instruction, the payment will be available for authorisation from your Internet
banking account. Please ensure that you log in to your Internet banking account to authorize the payment and
complete the payment process. Only once the user has logged into the banking product and authorised the
payment request is this transaction regarded as an effective payment.

This option is ly only ilable to FNB, dard Bank and dbank clients, other banks will be
added shortly.

If you do not have FNB, Standard Bank or Nedbank internet banking please choose the "Pay using uFiling option” which is a
once-off debit instruction

1f you select the Standard Bank Business Online option you will need to have a business account with Standard Bank, this
option is currently not available for individuals who have a personal banking account with Standard Bank

1F you selact the Nedbank Business Banking option you naed to have 3 business account with Nadbank. For personal account
holders; please use the Nedbank Internet Banking option.

1f you select the Nedbank Internet Banking option you need
account holders; please use the Nedbank

wa a personal banking account with Nedbank. For business

Manual Payment - Capture details of payment made outside of this system

Step 2

Payment Details

This payment method is
referred to as “Debit Pull”,
this means that the bank
account you have entered
during your activation

Tip: You can submit payments any time with an effective date of the payment due date. The payment will
only be processed on the effective date.

Account Name | Domestic McountE

R

e i

e ™
i i ayment Requ e  2012/05/07 i
process will be directly Contact Us Rl ey ST—

debited, and paid to the e =

Payment Amount 2.02

UIF. T

»

To action the payment, Comments

Click on the “Do Payment”

button at the bottom right

hand side of the screen. R

Please make sure that you complete the payment process and receive a payment
reference number as proof of payment.

Copyright @ 2012 UIF uFiling
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Step3
. S f di
Your payment summary is Y27 penning payment
displayed, you can now complete R o T S N T S—
the payment proceSS by CIICklng on S 2012/08/08 201205 Submitied 72.02
“ ” e Selected payment option: Pay using uFiling
the DO payment bUtton- uFiling Call Center: Payment for: 1 declaration
Contact Total payment amount: 72.02
Lm Request date: 2012/05/07
The system will display your e iad : L -
payment reference number at the + Branch number: 250655 196930981205
. « Account holder: Mari
end of your transaction. e Acon b AR

Please note that this authorisation will result into the system forwarding the payment instruction to your
bank. The bank will then transfer the amount from the specified account to the relevant UIF account. This
will be done in the standard banking overnight processing.

You will be informed of the result of this transaction.

fiovrmm|
Please be aware that once a payment is submitted this instruction cannot be
reversed.

Payment Method — Electronic Payment via Internet (Credit Push)

Payment transactions that are initiated on the uFiling site are presented to the banking product as bill presentation or
a payment request. Only once the user has logged into their banking product and authorised the payment request,
this transaction is regarded as an effective payment. Credit push transactions are assumed as irrevocable.

Benefits of using Credit push payments

» Multiple payment instructions can be authorised as a lump sum to save on bank charges

» Proof of payment obtainable on both uFiling and your banking system’s transaction history 24/7
» Post dated payments can be created and instructed on certain electronic banking products.
>

Payment instructions initiated on uFiling will automatically update beneficiary reference numbers/code to
avoid misallocation of payments.
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Step 1

To pay your return using your internet

banking profile, click on the
“Electronic Payment via Internet “
button.

Select payment method

Declarations

uFiling Call Center:
0860-345-464
Contact Us

Home

UIF Reference Number: 1969309/8
Reports

ayment Due Return Return Payment Amounl
Beted DU | st B | S
-

JOHN DOE 2012/06/08 201205 Submitted Newt 72.02

Payments can be made from a banking account of your choice. The fellowing payment mathods are available:

* Pay using uFiling this is a once off debit instruction - Choose the bank account you wish to pay from and
instruct the payment. Your account will be debited with the requested amount and you will receive notification
once the payment has been confirmed successful by your bank.

Please note this does not create a monthly debit order.

+ Electronic Payment via Internet this payment transaction is initiated/loaded on the uFiling site. Once you
have completed the payment instruction, the payment will be available for authorisation from your Internet
banking account. Please ensure that you log in to your Internet banking account to authorize the payment and
complete the payment process. Only once the user has legged into the banking product and authorised the
payment request is this transaction regarded as an effective payment,

option is pr ly only available to FNB, jard Bank and Nedbank clients, other banks will be
addnd shortly.

1f you do not have FNB, Standard Bank or Nedbank internet banking please choose the "Pay using uFiling option” which is a
once-off debit instruction

1f you selact the Standard Bank Business Cnline option you will need to have a business account with Standard Bank, this
option is currently not available for individuals who have a perscnal banking account with Standard Bank

1f you selact tha Nedbank Businass Banking option you need to have a business account with Nadbank. Far persenal account
holders; please use the Nedbank Internet Banking option.

1f you select the Nedbank Internet Banking option you need to have a personal banking account with Nedbank. For business
account holders; please use the Nedbank Business Banking option.

Manual Payment - Capture details of payment made outside of this system

Step2

Note: You will only be able to use this T

service if you are registered for internet

banking with :
» Standard Bank
» First National Bank
» Ned Bank
Other banks will be added shortly.

To submit the payment, Select your
transfer option.

Center:

wFiling Call
0B60-345-464
Contact Us

Payment Details

Tip: You can submit payments any time with an effective date of the payment due date. The payment will
anly be processed on the effective date.

This payment aption is presently only available ta FNB, Standard Bank and Nedbank clients, other banks will be added
prioy
1F you selact the Standard Bank Business Onling option you will nesd to have 3 business account with Shndud llnle, this opkion is
curnently not available for individuals who have a personal banking account with Standard Ba

1 you select the Hedbank Business Banking option you need to have a business account with Nedbank. For personal account holders)
ease use the Nedbank Internet Banking option,

1f yort select the Nedbank Internet Banking option you need to have a personal banking account with Nedbank, For business account
heldars; plansa ute the Nedhank Busness Banking option.

—\/ Electronic transfer option  Select =
Account Number

Payment Request Date  2912/05/07 3

\r Plaase use the format: yyyy/mm/dd
Payment Amount

Enter your account number \/

Click “Do Payment”

reference number as proof of pay

Please make sure that you com) > payment process and receive a payment
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Step 3
In this example, FNB'’s Internet T of pending payment
banking is used as the payment
method. T T S S P TS
2012/06/08 201205 Submitted 72.02

TO proceed W|th the payment Selected payment option: Electronic Payment via Internet

. “ » uFiling Call Center: Payment for: 1 declaration
Process, Click on the “Do Payment 0860-345-364

Contact Us Total payment amount: 72.02
button. ) date: 2012/05/07
From:  JOHN DOE To: UIF
* Bank: FNB Internet Banking * UIF reference number:
You Wl” recelve a payment = Account number: 424549581 196930981285
i Pl that this authorisati ill It i h fi ding th: i i
reference number to confirm that bank. The bank wil then transfer the amount fTom the Sp6cid aceount 1o tha Flévant IF account. This
your payment has been initialized. e i e
You will be required to login to your —
Internet Banking profile to complete Please be aware that once a paymen o b this instruction cannot be
reversed.

the payment.

Payment Method — Capture Payments made outside of this system
Stepl

. . Capture Manual Payment Details
You can use this method to confirm that
your payment was made using alternative ﬁ
methods, but would like to update your user o yosport e TH]

. . . Profi
profile by capturing your payment details for e o date ST . B
Syt Plaase use the : v/ men
record purposes only. [T ectarations | —
uFiling Call Center: Cheque number

. .. .. OB40-245-264
Please be advised that this is not a sufficient v il | s i
means of proof of payment. Thus, you will |

. . Your reference number
still need to safeguard your original proof of

payment.

Bank account Dot Account |7

You can now successfully capture your
payment date, means of payment and
payment reference number.

Click on “Save”

Back to Quick Links
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Reports
Step 1

To access the reports section, click on the Reports tab.

Step2
In this section you can view Seports
and download the following Select a report
reports: * Exvinaat Repott
> Unpaid Returns Report
-» Employer Statement Account Report

» Payment Report

T

» Unpaid returns report uFiling Call Center: | =
Contact Us
» Employer Statement of Home

Account Report.

To select a specific report,
click on either of the report
links and click

“View report”

Reports — Payment Report

The report details are
displayed and contain:

\4

Transaction date and
time

Recipient Reference
Number

Source Reference
Number

Transaction Amount
Transaction Status

YV ¥V V

You can download your
payment report in either via
excel or Word format and
save it at a location on your
PC.

Payment Report

9/9/2009 7:53:14 AM
9/9/2009 8:13:20 AM
9/9/2009 8:21:00 AM
5/9/2009 8:22:33 AM
9/9/2009 9:56:16 AM
9/9/2009 5:55:27 PM
9/9/2009 5:56:44 PM
9/11/2009 7:23:45 AM

9/11/2009 7:37:56 AM

Print report

Select format to export to (Optional) O excel © word

Transaction Date Recipient Reference Number | Source Reference Number | Transaction Amount m

MO090SUIFO0005038
4356
MO0909UIFO00005038
0000
Anton
MO108UIFO0005038
MO80SUIFO0005038
MOS0SUIFO0005038

MOSO0SUIFO0005038

10/14/2009 10:40:20 AM M1009UIFO0005038

10/14/2009 10:43:57 AM MOS0SUIFO0005038

MOS0SUIFO0005038
4356

MOS09UIFO0005038
0000

Anten

MO108UIF00005038
MO80SUIFO0005038
MOS0SUIF00005038
MOS0SUIFO0005038
M100SUIF00005038

MO9S0SUIFO0005038

416.68
416.68
40.00

40.00

200.00
449.56
349.56
200.00
200.00

919.12

200.00

AFFECTED
AFFECTED
AFFECTED
AFFECTED
AFFECTED
SENTBANK

AFFECTED

SENTBANK

SENTBANK
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Reports — Unpaid Returns Report

Your unpaid returns report, based on the employer you have selected, will be displayed and will include the following

information: Reports

- Select a report
Return Period Pt

Employer Name > Unpaid Returns Report
UIF Reference nUMDEr | ;5 poiore stotesmst Accotmt Repart
Return status code

Declaration Issue Date et I —
Declaration Due Date Employer | [vifcomfund )
Declaration Amount

YVVYVYVVYY

You can download your

. . . Unpaid Returns Report
unpaid returns report in either

via excel or Word Format, and
save it to a location on your Select format to export to (Optional) O Excel O word
Code Date Date Amount
200%/11  uifcomfund 0000601/1 Submittad :;{éﬁg??&m ff‘::"gfg;im 1596.54
2010/3  uifcomfund 0000601/1 Submitted :..;'1[{2010 12:00:01 ?ﬁ:ﬁgé?‘\m 1596.54

Reports — Employer Statement Account Report

Step 1
.
To view your Employer statement of Account report,
select employer and date range. Click on View report Employer
e @‘mrto date
0 Total per financial year
View report
Step 2
Your Statement of Account report for the Employer Statement Account Report
employer will be displayed on the screen
oy e . . . P
and will include the following information:
> Return Period Select format to export to (Optional) O Excel O Wword
» Payment via uFiling
> Payment via external 2009/8 797.42 797.42 0.00 797.42
» Total Payment 2009/9 797.42 797.42 0.00 797.42
2009/10 797.42 797.42 0.00 797.42

You can download your Employer Statement of Account Report in either via excel or Word format and save it to a
location on your PC.

Back to Quick Links
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Profile

This functionality allows you to create additional profiles to perform various tasks.

To access the profile section, select the profile tab and click either
» New Profile
» Update Profile
» Switch Profile

New Profile

You can create an additional Profile: Domestic User Profile

profile by entering the NewProfile
following: [ e
Create a new Profile

> New Profile Name

Select

» Select if the new profile will
be your default profile

ddress Details\/ 9
o N

A
om ; Fial Employer/ Agent
Please use the "..." butten to search for your Suburb and Postal Code. | Domestic Employer

Alternatively Bype in the your Suburb and Postal Code,

4 Postal Add
» Select a new Profile Type
\/ Example: P.0.Bax 123456
Suburb Example: Szndton
> Enter your address \W Bxample: Johamesburg
| Code Example: 2145
Contact Details
» Enter your contact details “ontact datals to naw profile L
Wm E-mail Address Exampla:brianb@example.co.za
Telephone Number (_) Example: 011 1234567
Cell Number i 1 Example: 0821224567

Fax Number | Example: 011 1234567

)

Click on Create when done.

Page 32



UFiling System User Guide

Profile Created

The system will confirm that your new
profile has been created. You can click
on “switch now” to switch to your new
profile.

Profile Anton has been created successfully,

Do you wish to switch to this now?

wFiling Call Center:
0860-345-464

You are now required to add a
new employer to your profile. [ uer [T
[ oo |

There are no employers linked to your user, please c;’eate a new employer from the menu on the left hand

The employer section will be 53

explained in detail later in this Employers Mo Empicyers Linked [7]

user guide_ Employer Details User Details
Employer Name First Names MARIE THERESE
Registration Number Surname DARNE
UIF Reference Number Occupation Occupation

Update Profile
Step 1

To update your profile, select the “Update Profile” Tab
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Step 2

You are able to update your profile

Update Profile

name and select if this profile is m
your default profile. Neltie 0 Update Profile - Anton
- Profile Name Anton
Default Profile
: call - . Profile Type Commercial Employer/ Agent

Switch Profile

You can now switch
between your two profiles.

. Select Profile
In this example: You can

switch from your Domestic
profile to your Commercial
Profile.

Profile Name | Select Profile E4|
Select Profile

Domestic User Profile
Anton - Commercial

Back to Quick Links

Employer

In this section, you can perform the following tasks:
Employer
View / Amend Details of the employer
View/Add Banking details

View Work items assigned to you
View Employee Backdated Change Requests
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View / Amend Detalils

This section allows you to update your
contact details and postal / physical
address

Click “Update” to save your updates.

Employer details

View/Amend your details

All input fields below are mandatery fields

Employer

Title Initials First names

[aav [=] [wT

Correspondence E-mail Address
Telephone Number

Cell Number

Fax Number
Number of Employees
Please tell us how you heard about UIF uFiling

Occupation

South African ID |

Identification Type  ©

Aaron.Makole@Interfile.co.za Example: brianb@bbbbbb.co.za

(011 ) 1224567 Example: 011 1234567
0821224567 Example: 0821224567
(011 ) 1234567 Example: 011 1234567
1

=

[ Media - Newspaper

Occupation

Address
Please use the "..." button to search for your Suburb and Postal Code.

Alternatively type in the your Suburb and Postal Code

Postal Address

Same as postal address

Physical Address

P.0.Box 123456

P.0.Box 123456 Example: P.O.Box 123456

Suburb Sandton Sandton Example: Sandton
City Johannesburg Johannesburg Example: Johannesburg
Postal Coda 2146 2146 Example: 2146

Bank Account Details

Your banking details Employer
are displayed. This
allows you to change or
update your banking

details.

Should you wish to add
another account, click
on the “Add” button at
the bottom of the
screen.

SR

S— WARIE THERESE DARNE[¥]
Employer name: MARIE THERESE DARNE

LIE tinounce 0000601/1

seectbank 5

P — Example: John Smith, ABC Shoes Pty (Ltd),
Bank | Select =]

Branch number Example: 632001

Account holder Example: John Smith, ABC Shoes Payroll
name Account

Account number Example: 600044526

Account type | select [*]

Copyright @ 2012 UIF uFiling
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Work Iltems
Step 1

To access the Work items
menu, select Employer and
click on the “Work Items”
tab.

Your outstanding
declarations will appear in
your work list.

Click “View” to open the
Declaration

OR

“ Employer Work List
—_s. e Deite ihi fauty declaraion
m Declaration s 6353190202 Deiste declaration

uFiling Call Center:

0860-345-464

Contact Us

Home

Click Delete Declaration if you feel the declaration was erroneously issued.

Step 2

The Declaration will open in
PDF(Portable Document
Format).

If you are unable to open the
document, you must install
Adobe Reader from the
Adobe website:
www.adobe.com

Complete the declaration and
click “Submit”.

The document will print and
you must sign and fax the
declaration to 012 337 1595

NB: Note pdf might take a while to load.

RAZAE =

& Q O Y

€y 12 | (=) (o) | [ = Tools : Sign |

ke "
labour Ul 19 DECLARATION FORM
(@) oo~ CaseNumber 8383190202
V REPUBLIC OF SOUTH AFRICA Fax -012 »

NB: Fax each case separately

Employer's UIF reference number [1871805/8 I

|RAM.ADIAETJA LYDIA NKHOMA |

Trading name of business.

leason for Non-
mrm1m|rnde

Contributor

Back to Quick Links

Comment

mn
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Declarations

Clarity on the definition of remuneration

1. Following the Business Process Workshop held during 13 to 15 July 2005 a resolution was taken to compile
guidelines with regard to what income is / is not regarded as remuneration in terms of the SARS Guidelines for
Employers (EMP10 volume 46).

2. The following exclusions have been set out by an employee is not regarded as remuneration:

2.1.Commission — Commission received by an employee is not regarded as remuneration.

2.2. Pension — Any pension payment to which both the employer and employee were contributing to is not
regarded as remuneration.

2.3.Superannuation or retirement allowance by way of annuity — If both the employer and employee were
contributing to such funds, the income received is excluded from remuneration.

2.4.Compensation for restraint of trade — Any amount received in respect of compensation for restraint of
trade is not regarded as remuneration.

2.5.Amounts paid to independent contractors — All amounts paid or payable to independent contractors are
not regarded as remuneration.

2.6.Lump sum benefits from any Pension, Provident or Retirement Annuity Funds — Any lump sum
payments received in respect of these Funds are not regarded as remuneration.

2.7.Any pension / allowances received in terms of the following Acts are not regarded as remuneration :
2.7.1.Aged Persons Act — Old Age Pension
2.7.2.Blind Persons Act — Disability Grant
2.7.3.Disability Grant Act

2.8. Amounts paid to an employee to re-imburse the employee for actual business expenses incurred are not
defined as remuneration.

2.9. Any allowance / advance in terms of an order of divorce or decree of judicial separation or agreement of
separation are not regarded as remuneration.

2.10. Any amount in excess of the prescribed maximum ceiling(Presently R12478.00 pm) would not be regarded
as remuneration for purposes of paying Ul contributions.
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3. As afurther guideline the following sources of income would be defined as remuneration:

3.1

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

3.10.

3.11.

3.12.

3.13.

3.14.

3.15.

Salary — The normal taxable income / remuneration received by an employee.

Fees — Taxable remuneration received by lawyers / consultants etc.

Bonus — Taxable remuneration based on performance achieved.

Wages — Taxable remuneration normally paid to labourers.

Director’s remuneration — Taxable remuneration received my Company Directors

Leave encashment — The amount received in respect of leave credits which are encashed.

Emolument — Taxable remuneration normally received by an office bearer e.g. mayor, etc.

Stipend — The taxable remuneration paid to learners such as article clerks etc.

Overtime — The taxable remuneration paid in respect of overtime worked.

Superannuation allowance — The taxable amount received in respect of such allowances paid.

Voluntary awards — The taxable amounts received in respect in terms of such awards.

Amounts received or accrued in commutation of amounts due — A contract is terminated before the
expiry date. The payment in lieu of the outstanding period is regarded as remuneration.

50% of all allowances paid / advance given to an employee / holder of a public office in respect of
the expense for travelling for business purposes — regarded as remuneration.

A gratuity received by or accrued to a person from his / her employer because such a person obtained a
degree or has been successful in an examination is regarded as remuneration.

Fringe benefits received in terms of the 7" Schedule to the Income Tax Act.

4. Should you require any further information the SARS guidelines (EMP10) could be consulted. It would also be
appreciated if the contents of this circular would be conveyed to all relevant staff members.
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Step 1

Declarations

This section allows you to either:
» Declare a new employee
» View/amend an existing employee.

To Declare a new employee, click on the “New Employee Declaration” tab.

Step 2

To declare a new employee: Declare employee

Employee’s details:
Enter the employee’s ID number to retrieve

. Bulk Employee §mports click here.
the employee’s details. owsect snproyer | [EEDE——T]

Employer name JANE DOE

UIF reference number 1860308/8

Identification Type N I: I

South African ID

ol o retrieve smployes"s detalle

Title Initials First names Surname

Seiect [W]

Enter the employee’s monthly salary é Setest
Birth Date E!umﬂlt: 2008512732
| Please use the format: yyyy/mm/dd
1s this employee a UIF

contributerr @ vex One
Enter the UIF contribution amount = =
Men-Contributor reason | =0 E
v \Aﬁahw paid to employee per e

=)
~ which UIF is dduW
Enter the employee’s hours worked per o o " -equency paid  Manthiy
month \/_\/o‘mmmm

o Eidute of BB ecampie: 2000712731
smployment o oase cse the formar: yyyy/mm/dd F
. inati . E 2 1.
Enter the date the employee started with o T e, e
em ployment Termination Reason | “= - ™

show Confirm page E

* 1f you are declaring a new employee with a termination date, please make note of the
following:
1f the termination d-lh ll in the current month

Read the notice at the end of the page. Q o
Wﬁrmiﬂaﬂon date is for last month, and hd.l\fl dih is between the llt alld 7th day of

the current month, you can add the new ploy with the termi date.

1f the termination date is for last month and today's date is past the 7th day of the
current month

or
the termination date is prior to last month, you must first add the employee, and then, go
view the employee you have just added to create a back dated change request for the

i month the v o loyee was terminated in.

Click on “Add” to save the new employee’s
details
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View / Amend Employee Declaration

Ny

To amend an employee’s details, click on the View/Amend Employee Declaration
tab.

Step 2

The next step is to enter some search

View/Amend employee declaration

. . . . UIFReturn
criteria to display and access a specific e cetect Employer e .
em p onee . E Employer name: ROSEMARY ANNE BURGER
mployer
UIF reference number: 1477T406/6
Declarations é

Employee search

NOTE: Partial details are accepted as search criteria

Surname

Identification Number

1
ql
A

Employee status @ Active employse's (0} Terminated employee's

Order by

Surname () Commencement Date () Id Number
012-3371680

-

Please Search for employees

Step 3

Your employee will be dlsplayed Lo View/Amend employee declaration
UIFReturn
Click “View/Amend” to access the Profile Select Employer: WILLEW JACOBUS RAS
’ : Employer Employer name: WILLEM JACOBUS RAS
em p|0yee s details. P UTF reference number: 1875548/5

Employee search

NOTE: Partial details are accepted as search criteria

Surname 4810054574084
Identification Number
Require Assistance ?
wFiling User Manual = =
| ——————— | Employee status @ Active employee's () Terminated employee's
uFiling Call Center: o - - -
0860-345-464 or Order by @ surname () Commencement Date () Id Humber
012-337 1680
option
Contact Us
Home

Brint List Export To Excel

Employee |ldentification Commencement | Termination uIF View /
=D m

amount |Amend

Hilewitz ;
R 2012- R Wiew/
E:fp‘f 4310054574084 5000,00 2012/01/01 7 PAYMENTRENDING o5 g
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Step 4

You can now either update the
employee’s details, or you can submit
a “Back Dated Change Request”

View/Amend employee declaration

Employee's details:
For Bulk Employee Imports click here.
Select employer

Employer name
UTIF reference number

Identification Type

South African ID
Title Initials First names
Adv ¥ |Dr Diavid Ralph
Birth Date

1= this employee a UIF contributor?

Non-Contributor reason

1

WILLEM JACOBUS RAS
1875548/5

Scuth African ID ¥

4810054574084

1347/06/05 Elﬁ(ample: 20059/12/31
Please use the format: yyyy/mm/dd

@ ves O No

[
m
m
n

Gross salary paid to employee per month 5 000,00
Salary on which UIF is deducted 5 000.00
Frequency paid Monthly
Hours worked (monthly) 173
2012/01/01 Colevample: 2008/12/31

Commencement date of employment
Please use the format: yyyy/mm/dd

E&ample: 2009/12/31
Please use the format: yyyy/mm,/dd

Termination Date *

Termination Reason hd

[

show Confirm page

* If you are terminating an employee, please make note of the following:
If the termination date is in the current month
or
the termination date is for last month, and today's date is between the 1st and 7th day of the current
maonth, you can terminate the employee.

If the termination date is for last month and today's date is past the 7th day of the current month
or
the termination date is prior to last month, create a back dated change request for the month the
employee was terminated in.

**; Back Dated Change Reguest{BCR):

Use this functionality to make changes to your declaration in the past, past meaning anything that is not
this month and before this month. By using BCR the declaration for this employee will be locked, which
prevents the associated return from being submitted or paid. It will be unlocked once UIF has sither
approved or rejected this BCR.

Back to Quick Links
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Employee Backdated Change Requests

Basic overview

The figure illustrates the basic flow of how a Back
dated change request, submitted by an employer
needs to be validated and processed by the UIF

prior to issuing outstanding returns to the employer. uFiling user

The employer will submit a Back
Dated Change Request to the UIF

The UIF will validate the request by
checking the employer's history. Onoce all
checks are done, the UIF will approve the
request and the outstanding returns (Up to
4 years) will be issued.

Call Centre Agent
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Step 1

To Submit a Back dated change
request, click on the “Request Back
Dated Change” button at the bottom of
the View/Amend employee declaration

page.

Vview/Amend employee declaration

Employee's details:

For Bulk Employes Imports click here,

Select employer

Employer name MARIE THERESE DARNE

UIF reference number 1558305/

Identification Type South African ID W

&F07LE047E0ES
South African ID
Clck b
Title Initials First names Surname
ity - Pp Phumzile Priminose Michaamwu
Birth Date 1967707716 200513731
Flzase wse the formats yyyy/mm/ad
Is this employes a UIF contributor?
Non-Contributor resson 5 -
Gross sslary paid to employes per month 3 S00.63
Salary on which UIF is deducted 3 600.63
Frequency paid = Monthhy
Hours worked (rmanthly) 160
=
Commencement date of employment | 200%/01/01 :I&ample: 2008/12/31
Flaaze vze the Tormats yyyy/ mmy/ad
=
Termination Date = T01L08/30 L lExampl=: 2009/12/31

Plaz= w== the format: yyyy/mm/dd

Termination Resson el -

show Confirm page

= If you are terminsting an employes, please make note of the following:
If the termination date is in the current month
ar
the termination date is for last month, and today's date is between the 15t and 7th day of the current
muonth, you can terminate the employees.

If the termination date is for last month and today's date is past the 7th day of the current month
ar
the bermination date is prior to lest month, creste s back dated change request for the month the employes
was terminated in.

=

==; Back Dated Change Request(BCR):
Use this functionality to make changes to your declarstion in the past, past meaning anything that is not
this month and before this month. By using BCR the declaration for this employee will be locked, which
prevents the associated return from being submitbed or paid. It will be unlocked once WIF has either
approwed or rejected this BCR.

BCR (™)
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Step 2

Read the notice within the “Request
Back dated change?” box.

Click on the “Continue” button.

Request Back dated change?
x

A Backdated Change Request [BCR) is a special request
to change information that is oclder than the CURRENT
month plus 7 DAYS, By selecting a BCR the employes

data that yeu are asking te change will be locked until an

UIF Support Consultant has resslved the request,

Please note, you will be unable to submit or pay the
affected return(s) wntill the BCR is resolved.

* If you are terminating an employee, please make note of the following:
If the termination da‘be is in the current month

thel:ern-natlnnd.a‘belsfnrlastnlnnth,andhndavsdahelsbetweenthelstand?thda’vofthecurrent
month, you can terminate the ¥

If the termination date is for last ninnthandl:ndavsdﬂhelspastthe?thdavofthecurrent month

the termination date is prior to last month, creal:e a back dated change request for the month the
1! was terminated in.
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Back Dated Change Request

A back dated change request, is a request to have the employee's information for a prior month changed.
These changes may have financial implications for returns which have already been submitted or paid for.
Please ensure the data for the employee is correct for the date you are requesting the change.

Employee's details:

Select employar MARIE THERESE DARME ¥
Employer name MARIE THERESE DARNE
UIF reference number 1963%309/8
Identification Type South &frican ID
South African ID &707 160476085

Title Initials First names Surname

Ay Pp Phumzile BPrimrose  Mchunu

Birth Date 1967/07/16

Declaration period from | lexample: 2005/12/31

Sep v w0z v

Specify your declaration

- ample: 2009/12/31
periods

Declaration period to

Is this employee a UIF L

contributor?
z 3| 4 sl &NF =
Non-Contributor reason hd
- o 10 11 12 13 i4 15
Update the necessary fields
Gross salary paid to 16| 17| 18| 19| 20| m| 22

employees per month

Salary on which UIF is
deducted 30

23 24| 25 26 27|| 28 9

Frequency paid
Hours worked [monthly) 1373
Commencement date of Z009/01/01 EE‘xample: 2009/12/321
employment o)ooce yzz the format: yyyy/mm/dd
Termination Date | |2012/06/20 ﬁl&cample: 2009/12/31
Please use the format: yyyy/mm/dd
Termination Reason | Fetrenched -

Click “Request Change”

@ Request Change
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Step 4

A summary of your request will be displayed. Vview/Amend employee declaration

Employee’s details confirm:

Employer name ANEDOE

Identification Type South African ID

To confirm you request, click on the “Confirm”
button.

Identification number 7910244142024

Title Initials First names Surname
Miss Rm Rose Mmaganta Moiolihanyi
Birth Date 1966/07/30
Deciaration period from 2008/05/01
Declaration period to  20:12/04/30
Is this employee a UIF contributer?  Yz=
Gross salary paid to employee per month 1 234.00
Salary on which UIF is deducted 246.00
Frequency paid  Montnly
Hours worked (monthly) 48

c date of employ 2007/05/07
Termination Date
Terminstion Reason

Step 5
[ v | Current Back Dated Change Requests

Y heck Back dat -
ange requeste by clicing on he A - e Y Y il

Reports
Rose Mmagants 2012/05/08  2012/05/08

change requests by clicking on the
“back Dated Change Requests” | e I e N - L £ L et e i

tab on the left under the Employer
menu.

To view the back dated change

request, click on the “Details “link uFting Coll Centar:

Declarations
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Step 6

Your change request detail will be SHae Rranest Do)

displayed. Byt Ouals
Employee Name Rose Mmaganta Change Request status Newi

Molothanyi

Click on the Back button Period(s) affected 2008/05-> 2012/0¢  Reason Rejected: ofa
Requested By Antons0730
Created On 2012/05/08 12:22:18 PM  Modified On
Comments
Current Commencement Date 2011/05/03 New Commencement Date 2007/05/07
Current Termination Date New Termination Date
Current Termination Reason New Termination Reason
Current salary on which UIF is R 246,00 New salary on which UIF is R 246,00
deducted deducted
Current gross salary paid to R1234,00 New gross salary paid to R1234,00
employee per month employee per month
Current Member Contributor status Yes New Member Contributor status
Current Non-Contributor Reason New Non-Contributor Reason

Call Center Leader has checked UIF Systems for: :
I UIF Business Approved
"] Ut Business Check
UIF Finance Approved
" UIF Finance Checked

Step 7

. . . uFiling Employee back dated request sent.
You will receive an email - .

confirming your request.

Dear client,

‘We have received your request to process your backdated change for the employee: Rose Mmaganta Molotihanyi , we will process the request soon.
If there are any questions regarding this service, please contact the System Administrator.

Best Regards

The uFiling Team

https:/fwww.ufiling.co.2a

Tie
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Step 8

Once your request is approved by the UIF,
your returns will be issued and you will
receive emails for each outstanding return
that is issued.

Best Regards
The uFling Team
Bl

i

hitps e i c0 23
1o confirm and submil the return below by e 7ih of Jdy 2011
{F) € i

Ref Number: 19747782, KOBASL

Should you have any queries or require any assistance with UIF declaration and contributions, please contact owr uFiing Cal centre on 0850 FILING (0860 345 464)

L1} June 2011

Step 9 J
— .. |

UIFReturn

To access the returns, click on the
“UIF Return” tab and complete your
returns.

Reports

uFiling Call Center:
0860-345-46¢
Contact Us

Home

UIF Returns

Select employer

[1anepoe ] JANE DOE 1971778/2
UIF Retumn Search
Period Year: [20:2[¥]

Retumn Period m Retumn Status m Payment Type Annual Balance
Tszued

2012-05 urF Submit to UIF
2012-04 urF Tszued Submit to UIF
2012-03 uiF Issued Submit to UIF
2012-02 urF Issued Submit to UIF
2012-0t urF Issued Submit to UIF

Back

to Quick Links
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Login as Commercial Employer or Agent

Step 1
labour
Labour :
REPUBLIC OF SOUTH AFRICA

Activate my uFiling ¢

Enter your login name and
Please provide your login details

password .
This is your generated login name (ie. johnd9876)
Login: @
Password:
Click on “Login” Login
1 forgot mvpmwd

1f you have any gueries regarding the login process please contact the uFiling Call Center on 0860-245-464

Please note: If you have not used uFiling for submissions in the past 6 months please reactivate your account
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Step 2

Once you have successfully logged in to
the uFiling system, you will be able to:

Amend your uFiling activated details
(both User and Employer)

Change your Password
View/change Banking details
Access Declarations

i

Logout my uFiling account Quick links ]El

Profile: Domestic User Profile

JOHN DOE |53
JOHN First Names JOHN
DOE Surname DOE
15717752 Occupation ACCOUNTANT

— g,

f_ml
(U7 Return [UIT) meny option)
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Menu Options

Once you have successfully logged into the uFiling system, you will be able to do the following:

= @ 0 User

Add New User

View / Amend your user details

v V V

Amend User Rights
» Change your own password

UIF Return

<9

» View and Submit your return

Reports

4

» Download reports for :

o Payments

0 Unpaid Returns UIFneturn
o Employer Statement of Account
Reports

Profile

Profile

¢

» Add, Update and Switch profiles

4

Employer

<$

» Add New Employer

Employer

View/Amend Employer Details

View / amend Banking details D‘E{Ia rabions

Add Director

>

>

>

» View / Amend Director
» View Work Items

>

View Employee Back dated Change requests

Declarations \o/

» Add new Employee Declaration

» View/Amend Employee Declaration
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Add New User
Step 1

This section allows you to add
another user to ease the
workflow process.

Enter a username and a
password for the new user

Give the new user specific
access rights to the system.

The user authorisation levels are
as follows:

» Administrator- Full
rights to the system

» Payments — The user
can submit returns and
make payments

» Submission — The user
can submit a return

» Completion — the user
can complete and save a
return.

» View Only —the user
can view returns history

> No Access —the user’s
rights to the system has
been revoked

uFiling Call Center:
0860-345-464
Contact Us

Home

Create new user

Login Details

Example: Brianb
Please enter your preferred your jocin name provided sbove will be used to create 2 unique login name and that is
login name o0 oy the adding of 4 numeric values at the end of your preferred login name. For
example (Brianb0014)

Password i Example: Fiat01

Confirm Password

Password Hint

(Should you forget your
The user you are adding will be required to change this passv
User Authorization Level |Seleat

User Information

Title Initials First names
Selez[v]
Identification Type | Select =]
South African 1D

Example:brianb@example.co.za

Telephone Number | ) Example: 011 1234567
Cell Number Example: 0821234567
Fax Number | )] Example: 011 1234567
Dccupation

Address
Please use the *...” button to search for your Suburb and Postal Code.
Alternatively type in the your Suburb and Postal Code.

Postal Address

Example: P.0.Box 123456
Suburb : Example: Sandton
City T pumpe Johannesburg
Postal Code B exampie: 2146

T

Once you have completed the new user’s details, click on the Submit button.
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Step 2

The new user’s Create new user

profile has been

created. The new The User has successfully been added. Their login details have been mailed to them

user will receive an
email confirming their
login name and

password. Antons1280 Example: Brianb

Please enter your preferred ;- jogin name provided above will be used to create a unique login name and that is
login name ;. by the adding of 4 numeric values at the end of your preferred login name. For
example (Brianb0014)

Login Details

Password ssssssss | Example: Fiat01

Confirm Password ssesssss

Password Hint Vamelll
(Should you forget your password, we will give you the password hint on request.)

The user you are adding will be required to change this password on first login

| administrator (Commercial/Agent)

User — View/Amend Details

Step 1 — .

To change or update your user details, click in the View/Amend Details tab on the
menu

Amend Rights
Step 1

R - rights

Employer search

To amend your user rights, click
on the “Amend Rights” tab on

Name The wild card character (*) may be used
the user menu. Organisation registration
77\1;FRetum nismbae
A list of employers currently o mt
assigned to you will be
displayed.
I whiling Call Canter: Employer name: POTGIETER CF UIF reference number: 1871778/2
g T s
You can remove your access | Somtadls :
- Tooe' POTGIETER € F
from the Employer by removing _—
Authorization level | Administrator (C ial/age[w] [ select all

the tick next to the employer
name, or you can change your
Authorisation level from the drop

down list.
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Step 2

This section allows you to update i o e

your:

View/Amend your details
All input fields below are mandatory fields

User

— R
» Contact Details tdentification Type |-
mﬁ‘" South African 1D |51 ]
> Postal / Physical Address % S A || Bk et i
h Telephone Number (012 ) 3456789 Example: 011 1234567
Note: your Name, Surname and ID e [ — PPS——
number cannot be updated. You will

Fax Number (096 ) 7851011 Example: 011 1234567
need to consult your branch to ———————————

update these details.

Number of Employees 1
Please tell us how you heard about UIF uFiling | From my Accountant =

Occupation  waiter

Address
Please use the "..." button to search for your Suburb and Postal Code.
Alternatively type in the your Suburb and Postal Code.

Postal Address Physical Address
28 Boslaan 28 Boslzan Example: P.0.Box 123456
Suburb  ALLEN GROVE 'ALLEN GROVE Example: Sandton
City KEMPTON PARK KEMPTON PARK Example: Johannesburg
Postal Code 1619 1619 Example: 2146
Update

User — Change Password
Step 1

To change your password, Click on the “Change Password “ Tab.
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Step 2
You can now change your password by:

» Entering your current password

> Enter your new password

» Retype your password
» Update your password hint

Click “submit” for the changes to take effect.

System User Guide
Change your password
- UIFReturn Name:
Enployer Current Password
Dedarations New Password
mﬂg Confirm Password
Contact Us
somy Update Password Hint

Mrs KOBASCHN] NaIDOD

| Exampia: iz

Namal01
Should you forget your passward, wa will giva you this password hint on request.

You will need to enter your new password on your next login.

Back to Quick Links

UIF Returns
Step 1

To access and submit your UIF return, click o
tab

n the “UIF Return Details”

UIFReturn

Step 2

In this section, you can:

UIF Returns
\Q/—ﬁm\o/w
Reports

UIF Return Search

Period Year: | 2012
[20:2[¥]

2012-05 UIF Issued

» Select employer ( if you have %
entered more than one
employer on your uFiling [ Repots |
profile)

» Search for older returns by wring Gl
changing / selecting the return o ;
period \ﬁ

>

Open the UIF return by cIickingo
on the “Submit to UIF” link.

[¥] JOHN DOE 1969309/8

Submit to UIF
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Step 3

User

UIFReturn

Your return is calculated
according to your employee
declaration.

You have the option to change

Unempleyment Insurance Fund » Werklssshalaversekeringsfonds

Church Strest 54 Kerkstraat, fretacia. Postal Adcress/ Posadees: ULESWVE, Bretama,
0052, Encuiries/Navrae: (012) 337-1680

Fax/Fake No. (1) UI-7 returns and Proof of Payment/UI-7 opgaweas en
Bewys van Betaling: (012) 337-1932/ 1804/ 1929 (2) Postags Paymants
Onily /Pesgeid Betalings Alleaniik: 0866366981

WeD: worw. IADEUF. GOV, 78 WFIING: www. uting gov.28

Enguiries Navras: DESD-345-484 or e-mal/e-pes: wilingsuppertPu it gov.ze

labour

Department;
Lalrour
REPUBLIC OF SOUTH AFRICA

P.0.Box 123458

Sandton
Jehannesourg
2148

Enculres Tel Mumoer: UIF
Deciaration periac

[2312) 337-1830
| aoril 2012 to 31 Manch 2013

May 2612
DE/DE/ZCLT

Contrinution far the manth

Last oy for submission

UNEMPLOYMENT INSURANCE CONTRIBUTION ACT, 2002
Traging or cther name
MARLE THERESE DARNE

T 1y
Mantn

_ Feferance Numoer
Ve

your payment option to either

monthly or annually by clicking \/
either of the radio buttons.

®

Note: If you select your payment
option as annually, you must still
submit your declarations
monthly.

Submit your return to the UIF.

1-7 Month )Lﬂ!n!

AZEEET BRnLEl BRYTENT for remalning pericss

agzest azcest @

Rem &8 whizs ULE 2 8% avAEiE mece.01 ) 1800631
Amount payable oy emplayer 32601 3601

Amzunt seyesle by contriuter 9600 LR

Total comtrinuticn T2 T2.02)

Tezal amount paratie 72.02)

Number of Empioyaes i 1

1 certify that the particulars furnished Im this declaration are true and correct.
hame Adv MT DARNE
Secupation Occupation
Date 07 /082012

Flease note that Submitting a Return does mo’ Imply paying for that return. After Submitting a Return, please select

You can add notes on your

‘Pay My Return® from the UIF Returns page 7 ate a Payment Instruction for that Return which we will send to the
° bank.

rn, Thess notzs WILL NOT

for your purpesfonly.

In thiz text bex you san czplurs 2
be sent s UIF, it is kept in our

return of other users to view.

A4
9

Step 4

You can choose to pay your return
now, or submit additional returns and
pay later.

To pay your return now, click on the

“Continue with payment” button.
wFiling Call Center:
0860-345-464
Contact Us

Home

Return Submitted

Continue with payment

Copyright @ 2012 UIF uFiling

Back to Quick Links
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Payment Method — uFiling (Debit-Pull)

uFiler
The user will submit a payment via the uFiling system, after the retumn is
submitted. The payment method that was selected when the banking
details were loaded is Debit Pull, therefore once the payment instruction is

submitted, no further action needs to take place.

Payment Gateway

Upon payment submission, the payment instruction is created and passed to the
bank via the payment gateway. If the bank reject your payment instruction due to
insufficient funds; account closed; account type invalid or for what ever reason, the

bank will issue a payment failed notification.

Payment
Gateway

BANK
The bank will either process or reject the payment request by validating the
account details, account type and funds availability.

Beneficiary
In this instance, the beneficiary is the UIF.
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Step 1

Select payment method

To submit your payment directly via UTFReturn
- . « UIF Reference Number: 1969309/8
the uFiling system, click the “Pay
=
H HH » Date Peri Status Status Due
using uFiling” button.
— JOHN DOE 2012/06/08 201205 Submitted New 72.02 Yiaw
Payments can be made from a banking account of your choice. The following payment methods are available:
uFiling Call Center:
10860-345-464 * Pay using uFiling this is a once off debit instruction - Choose the bank account you wish to pay from and
Contact Us instruct the payment. Your account will be debited with the requested amount and you will receive notification
Vel once the pay has been fi ful by your bank.
Home
o Please note this does not create a monthly debit order.
* Electronic P it via this is initiated/loaded on the uFiling site. Once you

have completed the payment instruction, the payment will be available for authorisation from your Internet
banking account. Please ensure that you log in to your Internet banking account to authorize the payment and
complete the payment process. Only once the user has logged into the banking product and authorised the
payment request is this transaction regarded as an effective payment.

This option is ly only ilable to FNB, dard Bank and dbank clients, other banks will be
added shortly.

If you do not have FNB, Standard Bank or Nedbank internet banking please choose the "Pay using uFiling option” which is a
once-off debit instruction

1f you select the Standard Bank Business Online option you will need to have a business account with Standard Bank, this
option is currently not available for individuals who have a personal banking account with Standard Bank

1F you selact the Nedbank Business Banking option you naed to have 3 business account with Nadbank. For personal account
holders; please use the Nedbank Internet Banking option.

1f you select the Nedbank Internet Banking option you need
account holders; please use the Nedbank

wa a personal banking account with Nedbank. For business

Manual Payment - Capture details of payment made outside of this system

Step 2

Payment Details

This payment method is
referred to as “Debit Pull”,
this means that the bank
account you have entered
during your activation

Tip: You can submit payments any time with an effective date of the payment due date. The payment will
only be processed on the effective date.

Account Name | Domestic McountE

R

e i

e ™
i i ayment Requ e  2012/05/07 i
process will be directly Contact Us Rl ey ST—

debited, and paid to the e =

Payment Amount 2.02

UIF. T

»

To action the payment, Comments

Click on the “Do Payment”

button at the bottom right

hand side of the screen. R

Please make sure that you complete the payment process and receive a payment
reference number as proof of payment.

Copyright @ 2012 UIF uFiling
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Step3
. S f di
Your payment summary is Y27 penning payment
displayed, you can now complete R o T S N T S—
the payment proceSS by CIICklng on S 2012/08/08 201205 Submitied 72.02
“ ” e Selected payment option: Pay using uFiling
the DO payment bUtton- uFiling Call Center: Payment for: 1 declaration
Contact Total payment amount: 72.02
Lm Request date: 2012/05/07
The system will display your e iad : L -
payment reference number at the + Branch number: 250655 196930981205
. « Account holder: Mari
end of your transaction. e Acon b AR

Please note that this authorisation will result into the system forwarding the payment instruction to your
bank. The bank will then transfer the amount from the specified account to the relevant UIF account. This
will be done in the standard banking overnight processing.

You will be informed of the result of this transaction.

fiovrmm|
Please be aware that once a payment is submitted this instruction cannot be
reversed.

Payment Method — Electronic Payment via Internet (Credit Push)

Payment transactions that are initiated on the uFiling site are presented to the banking product as bill presentation or
a payment request. Only once the user has logged into their banking product and authorised the payment request,
this transaction is regarded as an effective payment. Credit push transactions are assumed as irrevocable.

Benefits of using Credit push payments

» Multiple payment instructions can be authorised as a lump sum to save on bank charges

» Proof of payment obtainable on both uFiling and your banking system’s transaction history 24/7
» Post dated payments can be created and instructed on certain electronic banking products.
>

Payment instructions initiated on uFiling will automatically update beneficiary reference numbers/code to
avoid misallocation of payments.
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Step 1

To pay your return using your internet

banking profile, click on the
“Electronic Payment via Internet “
button.

Select payment method

Declarations

uFiling Call Center:
0860-345-464
Contact Us

Home

UIF Reference Number: 1969309/8
Reports

ayment Due Return Return Payment Amounl
Beted DU | st B | S
-

JOHN DOE 2012/06/08 201205 Submitted Newt 72.02

Payments can be made from a banking account of your choice. The fellowing payment mathods are available:

* Pay using uFiling this is a once off debit instruction - Choose the bank account you wish to pay from and
instruct the payment. Your account will be debited with the requested amount and you will receive notification
once the payment has been confirmed successful by your bank.

Please note this does not create a monthly debit order.

+ Electronic Payment via Internet this payment transaction is initiated/loaded on the uFiling site. Once you
have completed the payment instruction, the payment will be available for authorisation from your Internet
banking account. Please ensure that you log in to your Internet banking account to authorize the payment and
complete the payment process. Only once the user has legged into the banking product and authorised the
payment request is this transaction regarded as an effective payment,

option is pr ly only available to FNB, jard Bank and Nedbank clients, other banks will be
addnd shortly.

1f you do not have FNB, Standard Bank or Nedbank internet banking please choose the "Pay using uFiling option” which is a
once-off debit instruction

1f you selact the Standard Bank Business Cnline option you will need to have a business account with Standard Bank, this
option is currently not available for individuals who have a perscnal banking account with Standard Bank

1f you selact tha Nedbank Businass Banking option you need to have a business account with Nadbank. Far persenal account
holders; please use the Nedbank Internet Banking option.

1f you select the Nedbank Internet Banking option you need to have a personal banking account with Nedbank. For business
account holders; please use the Nedbank Business Banking option.

Manual Payment - Capture details of payment made outside of this system

Step2

Note: You will only be able to use this T

service if you are registered for internet

banking with :
» Standard Bank
» First National Bank
» Ned Bank
Other banks will be added shortly.

To submit the payment, Select your
transfer option.

Center:

wFiling Call
0B60-345-464
Contact Us

Payment Details

Tip: You can submit payments any time with an effective date of the payment due date. The payment will
anly be processed on the effective date.

This payment aption is presently only available ta FNB, Standard Bank and Nedbank clients, other banks will be added
prioy
1F you selact the Standard Bank Business Onling option you will nesd to have 3 business account with Shndud llnle, this opkion is
curnently not available for individuals who have a personal banking account with Standard Ba

1 you select the Hedbank Business Banking option you need to have a business account with Nedbank. For personal account holders)
ease use the Nedbank Internet Banking option,

1f yort select the Nedbank Internet Banking option you need to have a personal banking account with Nedbank, For business account
+ plaasa ute the Nedhank Busness Banking option.

—\/ Electronic transfer option  Select =
Account Number

Payment Request Date  2912/05/07 3

\r Plaase use the format: yyyy/mm/dd
Payment Amount

Enter your account number \/

Click “Do Payment”

reference number as proof of pay

Please make sure that you com) > payment process and receive a payment
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Step 3
In this example, FNB'’s Internet T of pending payment
banking is used as the payment
method. T T S S P TS
2012/06/08 201205 Submitted 72.02

TO proceed W|th the payment Selected payment option: Electronic Payment via Internet

. “ » uFiling Call Center: Payment for: 1 declaration
Process, Click on the “Do Payment 0860-345-364

Contact Us Total payment amount: 72.02
button. ) date: 2012/05/07
From:  JOHN DOE To: UIF
* Bank: FNB Internet Banking * UIF reference number:
You Wl” recelve a payment = Account number: 424549581 196930981285
i Pl that this authorisati ill It i h fi ding th: i i
reference number to confirm that bank. The bank wil then transfer the amount fTom the Sp6cid aceount 1o tha Flévant IF account. This
your payment has been initialized. e i e
You will be required to login to your —
Internet Banking profile to complete Please be aware that once a paymen o b this instruction cannot be
reversed.

the payment.

Payment Method — Capture Payments made outside of this system
Stepl

. . Capture Manual Payment Details
You can use this method to confirm that
your payment was made using alternative ﬁ
methods, but would like to update your user o yosport e TH]

. . . Profi
profile by capturing your payment details for e o date ST . B
Syt Plaase use the : v/ men
record purposes only. [T ectarations | —
uFiling Call Center: Cheque number

. .. .. OB40-245-264
Please be advised that this is not a sufficient gty il | s i
means of proof of payment. Thus, you will |

. . Your reference number
still need to safeguard your original proof of

payment.

Bank account Dot Account |7

You can now successfully capture your
payment date, means of payment and
payment reference number.

Click on “Save”

Back to Quick Links
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Reports
Step 1

To access the reports section, click on the Reports tab.

Step2
In this section you can view Seports
and download the following Select a report
reports: * Exvinaat Repott
> Unpaid Returns Report
-» Employer Statement Account Report

» Payment Report

T

» Unpaid returns report uFiling Call Center: | =
Contact Us
» Employer Statement of Home

Account Report.

To select a specific report,
click on either of the report
links and click

“View report”

Reports — Payment Report

The report details are
displayed and contain:

\4

Transaction date and
time

Recipient Reference
Number

Source Reference
Number

Transaction Amount
Transaction Status

YV ¥V V

You can download your
payment report in either via
excel or Word format and
save it at a location on your
PC.

Payment Report

9/9/2009 7:53:14 AM
9/9/2009 8:13:20 AM
9/9/2009 8:21:00 AM
5/9/2009 8:22:33 AM
9/9/2009 9:56:16 AM
9/9/2009 5:55:27 PM
9/9/2009 5:56:44 PM
9/11/2009 7:23:45 AM

9/11/2009 7:37:56 AM

Print report

Select format to export to (Optional) O excel © word

Transaction Date Recipient Reference Number | Source Reference Number | Transaction Amount m

MO090SUIFO0005038
4356
MO0909UIFO00005038
0000
Anton
MO108UIFO0005038
MO80SUIFO0005038
MOS0SUIFO0005038

MOSO0SUIFO0005038

10/14/2009 10:40:20 AM M1009UIFO0005038

10/14/2009 10:43:57 AM MOS0SUIFO0005038

MOS0SUIFO0005038
4356

MOS09UIFO0005038
0000

Anten

MO108UIF00005038
MO80SUIFO0005038
MOS0SUIF00005038
MOS0SUIFO0005038
M100SUIF00005038

MO9S0SUIFO0005038

416.68
416.68
40.00

40.00

200.00
449.56
349.56
200.00
200.00

919.12

200.00

AFFECTED
AFFECTED
AFFECTED
AFFECTED
AFFECTED
SENTBANK

AFFECTED

SENTBANK

SENTBANK
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Reports — Unpaid Returns Report

Your unpaid returns report, based on the employer you have selected, will be displayed and will include the following

information: Reports

- Select a report
Return Period Pt

Employer Name > Unpaid Returns Report
UIF Reference nUMDEr | ;5 poiore stotesmst Accotmt Repart
Return status code

Declaration Issue Date et I —
Declaration Due Date Employer | [vifcomfund )
Declaration Amount

YVVYVYVVYY

You can download your

. . . Unpaid Returns Report
unpaid returns report in either

via excel or Word Format, and
save it to a location on your Select format to export to (Optional) O Excel O word
Code Date Date Amount
200%/11  uifcomfund 0000601/1 Submittad :;{éﬁg??&m ff‘::"gfg;im 1596.54
2010/3  uifcomfund 0000601/1 Submitted :..;'1[{2010 12:00:01 ?ﬁ:ﬁgé?‘\m 1596.54

Reports — Employer Statement Account Report

Step 1
.
To view your Employer statement of Account report,
select employer and date range. Click on View report Employer
e @‘mrto date
0 Total per financial year
View report
Step 2
Your Statement of Account report for the Employer Statement Account Report
employer will be displayed on the screen
oy e . . . P
and will include the following information:
> Return Period Select format to export to (Optional) O Excel O Wword
» Payment via uFiling
> Payment via external 2009/8 797.42 797.42 0.00 797.42
» Total Payment 2009/9 797.42 797.42 0.00 797.42
2009/10 797.42 797.42 0.00 797.42

You can download your Employer Statement of Account Report in either via excel or Word format and save it to a
location on your PC.

Back to Quick Links

Page 63



UFiling System User Guide

Profile

This functionality allows you to create additional profiles to perform various tasks.

To access the profile section, select the profile tab and click either
» New Profile
» Update Profile
» Switch Profile

New Profile

You can create an additional Profile: Domestic User Profile

profile by entering the NewProfile
following: [ e
Create a new Profile

> New Profile Name

Select

» Select if the new profile will
be your default profile

ddress Details\/ 9
o N

A
om ; Fial Employer/ Agent
Please use the "..." butten to search for your Suburb and Postal Code. | Domestic Employer

Alternatively Bype in the your Suburb and Postal Code,

4 Postal Add
» Select a new Profile Type
\/ Example: P.0.Bax 123456
Suburb Example: Szndton
> Enter your address \W Bxample: Johamesburg
| Code Example: 2145
Contact Details
» Enter your contact details “ontact datals to naw profile L
Wm E-mail Address Exampla:brianb@example.co.za
Telephone Number (_) Example: 011 1234567
Cell Number i 1 Example: 0821224567

Fax Number | Example: 011 1234567

)

Click on Create when done.
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Profile Created

The system will confirm that your new
profile has been created. You can click
on “switch now” to switch to your new
profile.

Profile Anton has been created successfully,

Do you wish to switch to this now?

wFiling Call Center:
0860-345-464

You are now required to add a
new employer to your profile. [ uer [T
[ oo |

There are no employers linked to your user, please c;’eate a new employer from the menu on the left hand

The employer section will be 53

explained in detail later in this Employers Mo Empicyers Linked [7]

user guide_ Employer Details User Details
Employer Name First Names MARIE THERESE
Registration Number Surname DARNE
UIF Reference Number Occupation Occupation

Update Profile
Step 1

To update your profile, select the “Update Profile” Tab
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Step 2

You are able to update your profile

Update Profile

name and select if this profile is m
your default profile. Neltie 0 Update Profile - Anton
- Profile Name Anton
Default Profile
: call - . Profile Type Commercial Employer/ Agent

Switch Profile

You can now switch
between your two profiles.

. Select Profile
In this example: You can

switch from your Domestic
profile to your Commercial
Profile.

Profile Name | Select Profile E4|
Select Profile

Domestic User Profile
Anton - Commercial

Back to Quick Links

Employer

In this section, you can perform the following tasks:
Employer
View / Amend Details of the employer
View/Add Banking details

View Work items assigned to you
View Employee Backdated Change Requests
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View / Amend Detalils

This section allows you to update your
contact details and postal / physical
address

Click “Update” to save your updates.

Employer details

View/Amend your details

All input fields below are mandatery fields

Employer

Title Initials First names

[aav [=] [wT

Correspondence E-mail Address
Telephone Number

Cell Number

Fax Number
Number of Employees
Please tell us how you heard about UIF uFiling

Occupation

South African ID |

Identification Type  ©

Aaron.Makole@Interfile.co.za Example: brianb@bbbbbb.co.za

(011 ) 1224567 Example: 011 1234567
0821224567 Example: 0821224567
(011 ) 1234567 Example: 011 1234567
1

=

[ Media - Newspaper

Occupation

Address
Please use the "..." button to search for your Suburb and Postal Code.

Alternatively type in the your Suburb and Postal Code

Postal Address

Same as postal address

Physical Address

P.0.Box 123456

P.0.Box 123456 Example: P.O.Box 123456

Suburb Sandton Sandton Example: Sandton
City Johannesburg Johannesburg Example: Johannesburg
Postal Coda 2146 2146 Example: 2146

Bank Account Details

Your banking details Employer
are displayed. This
allows you to change or
update your banking

details.

Should you wish to add
another account, click
on the “Add” button at
the bottom of the
screen.

SR

S— WARIE THERESE DARNE[¥]
Employer name: MARIE THERESE DARNE

LIE tinounce 0000601/1

seectbank 5

P — Example: John Smith, ABC Shoes Pty (Ltd),
Bank | Select =]

Branch number Example: 632001

Account holder Example: John Smith, ABC Shoes Payroll
name Account

Account number Example: 600044526

Account type | select [*]

Copyright @ 2012 UIF uFiling
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Work Items

Step 1

To access the Work items Employer Woek List

menu, select Employer and : T e B
click on the “Work Items” Deslaration - 6353190202 Deiste declaration

tab.

Your outstanding
declarations will appear in
your work list.

Click “View” to open the
Declaration

OR

Click Delete Declaration if you feel the declaration was erroneously issued.

m NB: Note pdf might take a while to load.
E:} & @ | €y 12 | (=) (o) | [ = Tools : Sign | Comment

The Declaration will open in
PDF(Portable Document
Format).

If you are unable to open the
document, you must install
Adobe Reader from the
. labour
Adobe website: (i -,) e
.adobe'com V REPUBLIC OF SOUTH AFRICA

& Q O Y

Ul 19 DECLARATION FORM

Case Number: 6363160202
Fax Number: 012 337-1505
NB: Fax each case separately

mn

DECLARATION BY EMPLOYER

Employer's UIF reference number [1871805/8 I

Trading name of business |RAM.ADIAETJA LYDIA NKHOMA |

Complete the declaration and
click “Submit”.

The document will print and
you must sign and fax the Commercemen o siaypade S Conio?  Remanfrtion
declaration to 012 337 1595

(o= )
H

Back to Quick Links
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Add Director

Step 1

To add an Organisation’s Director, Click on the Add Director Tab under the

Employer Menu

Employér

Step 2

First select the
employer on the drop
down menu, and then
enter the Director’s
details, including the
director’s income tax
reference number on
the system.

Director

Select employer

Capture Director's Details:

Rigkert Louw | ¥

Riskert Louw

Riekert Louw 1686191/5

ification Type |Select v

Declarations (U119)

South African ID |

Tu"‘|

Email Address |

| Example: brianb@example.co.za

Telephone Number |

| Example: 011 1234567

Postal Address |

| Example: P.0.Box 123456

|Exlmgl!: Sandton

| Example: Johannesburg
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View / Amend Director

Step 1

Should you wish to edit or view a director’s details, select Employer and click
on View/Amend Director on the left hand menu.

Employeér

Step 2

Any/All your
Directors loaded on
your uFiling profile
will be listed on the
screen. You can
select the employer
on the drop down
menu and select
View/Amend on the
applicable director’s
name.

BN ..o

Reports View/Amend Director
rrofe Select employer

Employer

1429178/1

Tony Benoni

Swarts A 7910225243089 0299104158

Active
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BN o ctor

Edit any details of the Reports Amend Director's Details:
) . __ Profile Tony Benoni 1429178/1
Director. Click Save oagiayas -
Initials Surname
e
||c. | |5warts |

Identification Type |South African ID ¥

South African ID 7910225243089 |

Income Tax Number 0299104158 |

Email Address |antons@henoni.com |Examp|e: brianb@example.co.za
B Telephone Number 0113546574 | Example: 011 1234567
Postal Address |p.o.box 11043 | Example: P.0.Box 123456
|Aston Manor |Examp||: Sandton
|K|mptun Park |Examp|l: Johannesburg

| 1619 le: 2146

Has the director left the company? O ves @ no

Back to Quick Links
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Declarations

Clarity on the definition of remuneration

1. The following exclusions are not regarded as remuneration:
1.1.Commission — Commission received by an employee is not regarded as remuneration.

1.2.Pension — Any pension payment to which both the employer and employee were contributing to is not
regarded as remuneration.

1.3.Superannuation or retirement allowance by way of annuity — If both the employer and employee were
contributing to such funds, the income received is excluded from remuneration.

1.4.Compensation for restraint of trade — Any amount received in respect of compensation for restraint of
trade is not regarded as remuneration.

1.5.Amounts paid to independent contractors — All amounts paid or payable to independent contractors are
not regarded as remuneration.

1.6.Lump sum benefits from any Pension, Provident or Retirement Annuity Funds — Any lump sum
payments received in respect of these Funds are not regarded as remuneration.

1.7.Any pension / allowances received in terms of the following Acts are not regarded as remuneration :
1.7.1.Aged Persons Act — Old Age Pension
1.7.2.Blind Persons Act — Disability Grant
1.7.3.Disability Grant Act

1.8. Amounts paid to an employee to re-imburse the employee for actual business expenses incurred are not
defined as remuneration.

1.9. Any allowance / advance in terms of an order of divorce or decree of judicial separation or agreement of
separation are not regarded as remuneration.
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2. As afurther guideline the following sources of income would be defined as remuneration:
2.1. Salary — The normal taxable income / remuneration received by an employee.
2.2. Fees — Taxable remuneration received by lawyers / consultants etc.
2.3. Bonus — Taxable remuneration based on performance achieved.
2.4. Wages — Taxable remuneration normally paid to labourers.
2.5. Director’s remuneration — Taxable remuneration received my Company Directors
2.6. Leave encashment — The amount received in respect of leave credits which are encashed.
2.7. Emolument — Taxable remuneration normally received by an office bearer e.g. mayor, etc.
2.8. Stipend — The taxable remuneration paid to learners such as article clerks etc.
2.9. Overtime — The taxable remuneration paid in respect of overtime worked.
2.10. Superannuation allowance — The taxable amount received in respect of such allowances paid.
2.11. Voluntary awards — The taxable amounts received in respect in terms of such awards.

2.12. Amounts received or accrued in commutation of amounts due — A contract is terminated before the
expiry date. The payment in lieu of the outstanding period is regarded as remuneration.

2.13. 50% of all allowances paid / advance given to an employee / holder of a public office in respect of
the expense for travelling for business purposes — regarded as remuneration.

2.14. A gratuity received by or accrued to a person from his / her employer because such a person obtained a
degree or has been successful in an examination is regarded as remuneration.

2.15. Fringe benefits received in terms of the 7" Schedule to the Income Tax Act.
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Ad hoc Declaration / Add new Employee

Step 1
Declarations

This section allows you to either: —I
» Create an Ad hoc Declaration
» View/amend an existing employee Declaration.

To declare a new employee, click on the “Ad hoc Declaration” tab.

Step 2

Declare employee

To declare a new employee: EPIOOES o

For Bulk Employee Imports click here.
Enter the employee’s ID number to retrieve the 0 setect employer [aooe  [¥]
employee’s details. N\ / Employer name  JEDOE

UIF reference number  1969309/8

|
South uriuo
e In retrizve =n
Title Initials Fi s Surname

[se=[¥]

Birth Date E Example: 2008/12/32

Enter the employee’s monthly salary é Please use the format: yyyy/mmidd
4 | Tethia capperas 40 | @ v @i
Non-Contributor reason | St >

Enter the UIF contribution amount Seth Shiy AR gl e e

Hours worked (monthly)
Enter the employee’s hours worked per month
4 “neement date of El Example: 2008/22/31

smployment  p ease use the format: yyyy/mm/dd

Yﬂnin-ﬁnn Date = Elmmpu: 2008/12/31
. Please use the format: yyyy/mm/dd
Enter the date the employee started with \0/ |

Reason | Sei=ct |
employment show Confirm page E

* 1f you are declaring a new employee with a_hrminal:ion date, please make note of the

lowing:
1f the termination date is in the current month
Read the notice at the end of the page.M iyt :-'2:.":.:'5'5.':"..‘;:,:“"',‘-",“ s betwsen the 1s and 7th day of
1f the termination date is for last month and today’s date is past the 7th day of the
current month

or
the termination date is prior to last month, you must first add the employee, and then, go
view the employee you have just added to create a back dated change request for the
month the employee was terminated in.

Click on “Add” to save the new employee’s 0 0 e |
details
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View / Amend Employee Declaration
Step 1

To amend an employee’s details, click on the View/Amend Employee

Step 2

View/Amend employee declaration

The next step is to enter some search

UIFReturn
criteria to display and access a specific — Select Employer: ROSEMARY ANNE BURGER -
em ployee i - rDI = Employer name: ROSEMARY ANNE BURGER
L UIF reference number: 14777406/6

Declarations

Employee search

NOTE: Partial details are accepted as search criteria

Surname

Identification Number
Require Assistance,
wuFiling User Manual . -

Employee status @ Active employea's () Terminated employea's
uFiling Call Center: ord -~ ~ _
0860-345-464 or ler by ® sumame ) Commencement Date ) Id Number

012-3371680

-
N
Please Search for employees

Step 3

Your employee will be dISpIayed i) Vview/Amend employee declaration
UIFReturn
Click “View/Amend” to access the profie SelectEmplover WILLEN 3ACOBLS RA
2 Employer name: WILLEM JACOBUS RAS
. UIF referance number: 1875543/5

employee’s details.

Declarations

Employee search

NOTE: Partial details are accepted as search criteria

Surname 4810054574084

Identification Number

Require Assistance ?
uFiling User Manual . P

Employee status @ Active employee's © Terminated amployee's
uFiling Call Center: » i B i
0860-345-464 or Order by ® surname () Commencement Date () Id Number

012-2271680

Contact Us

Export To Excel

Employee |Identification . Commencement|Termination u uIF View /
e m

amount |Amend
Hilewitz

Hl View
Reloh

Ralph 100,00

2012/01/01 5012'

R
410054574084 5 000,00 PAYMENTPENDING
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Step 4

You can now either update the
employee’s details, or you can submit
a “Back Dated Change Request”

View/Amend employee declaration

Employee's details:
For Bulk Employee Imports click here.
Select employer

Employer name
UTIF reference number

Identification Type

South African ID
Title Initials First names
Adv ¥ |Dr Diavid Ralph
Birth Date

1= this employee a UIF contributor?

Non-Contributor reason

1

WILLEM JACOBUS RAS
1875548/5

Scuth African ID ¥

4810054574084

1347/06/05 Elﬁ(ample: 20059/12/31
Please use the format: yyyy/mm/dd

@ ves O No

[
m
m
n

Gross salary paid to employee per month 5 000,00
Salary on which UIF is deducted 5 000.00
Frequency paid Monthly
Hours worked (monthly) 173
2012/01/01 E&ample: 2009/12/31

Commencement date of employment
Please use the format: yyyy/mm/dd

E&ample: 2009/12/31
Please use the format: yyyy/mm,/dd

Termination Date *

Termination Reason hd

[

show Confirm page

* If you are terminating an employee, please make note of the following:
If the termination date is in the current month
or
the termination date is for last month, and today's date is between the 1st and 7th day of the current
maonth, you can terminate the employee.

If the termination date is for last month and today's date is past the 7th day of the current month
or
the termination date is prior to last month, create a back dated change request for the month the
employee was terminated in.

**; Back Dated Change Reguest{BCR):

Use this functionality to make changes to your declaration in the past, past meaning anything that is not
this month and before this month. By using BCR the declaration for this employee will be locked, which
prevents the associated return from being submitted or paid. It will be unlocked once UIF has sither
approved or rejected this BCR.

Back to Quick Links
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Bulk Employee Declaration

\‘\

Rules for the upload of employees

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

2. 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

3. 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.

4. 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

5. 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 iliness.

"
Non-SARS Paying Employers

If you are NOT submitting PAYE, SDL and UIF to SARS, you will be required to make either a monthly or an annual
payment and submit monthly declarations via the uFiling system.

Login to your uFiling profile and on I
the home page, select [ UtFRetum |
Declarations and click “New m Employee’s details:

:
Employee Declaration” on the left B ocorlovee [m.mt

hand menu on the screen. [ —— Select employer MARIE THERESE DARNE ¥
: Employer name MARIE THERESE DARNE

Declare employee

UIF reference number 1565305/8

Identification Type  Select

Select the “For Bulk Employee
Imports click here” link.
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SARS Paying Employers

If you are submitting PAYE, SDL and UIF to SARS, you will not be required to submit payments via the uFiling
system. However it is required that you submit your UIF declarations on uFiling every month.

If your UIF contributions are collected by SARS via Employees Tax
(EMP201), your Declarations menu will display as “Ad hoc Declaration”

Select the underlined “Click Here” link on the Bulk Employee Imports section to loa:

spreadsheet.

Please first print the
help file, as this will
assist you in the
bulk registration
process.

From the Bulk
Employee upload
screen, download
the sample file.
Your PC will prompt
you to either open
or save it. Select
Save

Bulk Employee Upload

You will be capturing employee information for the following employer: uifcomtrust

To change the employer; click here and select the employer you want to load employee information for.

Download the sample fil

Download the help file click here

Filenmeia: B =257 Type: Microsoft Excel Worksheet, 1.48KB

Rules for the upload of employees
1

2.

. If the employee record in the bulk upload file] ham your computer. i you do not trust the source, do not open or
What's the risk?

. If the employee record in the bulk upload file matches an existing terminated employee record and the

. If the employee record in the bulk upload file matches an existing terminated employee record the employee

File Download

Do you want to open or save this file?

@:; Name: Bulk Upload File Layout.csv

From: www.qa.ufiling.co.za

If the employee record in the bulk upload filef [ Ope ] ' Save 1 ‘ Cancel ]
—

created.

If the employee record in the bulk upload file] [] Always ask before opening this type of file

commencement date of the two employee re
be updated with the information for that emp

While files from the Intemet can be useful. some files can potentially

commencement dates are different, the reco save this file. £
be terminated. The 'view/amend employee’ ny

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

will not be updated unless the terminated reason specified is for maternity or illness.
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0% of ....%20Upload%20File%20Layout.csv from ww... |;| !g Save As

Select a location to save @ Savein: | [} Desicop ¥ Q2> @
. TE
the spreadsheet. Click on o é [ gy
Save and wait for the ooyt o o s | Sy Netwerk Places
download to complete. Estimated tme eft podsiens
Download to:
Transfer rate: @
[#]Close this dialog box when download completes
Desktop
| ==
I
My@s
g’ Fie name: Eui Upioad Hle Layout cav v [Csae ]
MyCompder | Savesstpe: [ Mcrosoht Ofice Excel Comma Separated Valve vi| [ Cancel ]|

Go to the location where you have saved the spreadsheet. Double click on the;” Bulk Upload
File Layout. csv” icon. Please keep the file format as CSV when completing and saving the
data on the spreadsheet.

First print the spreadsheet with the examples to assist you in completing the spreadsheet. Thereafter, clear the page
(except the headings on the 1% line) by highlighting all the fields and click on the delete button on your Keyboard.

Entering employee data into the Bulk employee spreadsheet

Gross Remuneration ) ‘ . ‘

Gross Remuneration Salary an which UIF is deducted
19500

Within the “Gross Remuneration column”, enter the
employee’s remuneration amount. Remuneration is any
amount of income which is paid or is payable to any
person whether in cash or otherwise and whether or not in
respect of services rendered.
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Salary on which UIF is deducted

Enter your salary on which UIF is deducted in column ‘K’. ] K
The “Salary on Wh|Ch UIF iS deducted" iS the Ca|Cu|ated Gross Remuneration Salaw on which UIF is deducted
difference between the Gross Remuneration less 19500 9000

exclusions (refer to point 1 of the ‘Clarity on the definition of
remuneration’ above).

This example shows Gross remuneration as R19500.00. R10500.00 is commission and is considered as exclusion
and thus R9000.00 is entered as the salary on which UIF is deducted.

Once the file is uploaded to uFiling, the system will automatically calculate the UIF contribution amounts, including
amounts in excess of the prescribed maximum threshold.

Monthly Hours . -

Frequency Type Code Monthly Hours

1 123

When entering the employee’s monthly hours in column M, the monthly
hours must be rounded off to the nearest hours for example 123.33
becomes 123 and 160.54 becomes 161
Employee Termination

N o
Note that you can only enter employee termination dates in the current ~ Commencement Date Termination Date

1967/01/01 2012/08/31

month. UFiling will not accept termination dates from previous months.

Employees who are terminated prior to the current month and who are
already registered on uFiling can be terminated on uFiling by way of a BCR (back dated change request). Refer to
the uFiling System user guide for more information on back dated change request.

Employees who are terminated prior to the current month and are not registered on uFiling will have to be
terminated on the Fund's database by way of a manual Ul 19 form available from the Department of Labour's

website www.labour.gov.za
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The completed employee spreadsheet should look similar to this:

A B| c p | E] F | 6 | H [ 1] k |t ] M [ N | o [
"1 4 Justine Farrel 1 8205065123085 1982/05/06 1 19500 9000 1 160 2009/01/01
2| 5P Pamela Venter 1 7601015132087 1976/01/01 1 26780.09 26780.09 1 123 2009/01/01
3| 2D Dianne  Smith 1 4701015226088 1947/01/01 1 67688 67688 1 123 1967/01/01 2012/08/31 6
4| 2B Benno  Dippenaar 1 6209051234085 1962/09/05 2 2 1800 ! 30 2009/01/01 2012/08/31 11

Microsoft Excel

You can now click File >
Save.

Bulk Upload File Layout test 2.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?
» To keep this format, which leaves out any incompatible features, dick Yes.

» To preserve the features, dick No. Then save a copy in the latest Excel format.

A message box will SHOSCOMISE ML i L k.

appear.

Click “Yes” and close your spreadsheet.

Uploading the bulk employee sheet to UFiling

Bulk Employee Upload

> LOgIn tO yOUf u Fl“ng proﬁle and Select You vill be capturing employe= information for the folloving @mployer: MARIE THERESE DARNE

Declarations — New Em p|0yee To changa the emplayar; dick hera and select the ampleyer you vant ta lead emplayes information for.
Declaration / Ad hoc Declaration. lDownload the sample file click here '— —— —
» Click Browse on the Bulk Employee wiload te el T CHck here |
Upload screen I
> select your saved spreadsheet from ERARi:
your PC directory 78 Choose il o Uploed

» Click Submit

Organize ~ New folder

z

+ Favorites Name Date modified v

l@ Bulk Upload File Layout.csv 2012/05/09 10:54 .. M

- Libraries

& Computer
& Local Disk (C:)
= Data (E)
& Disconnected Netwo
< anton.swarts (\\Jupit¢

@ Network

4

File name: - |l Files (%)

I Open I[ Cancel l
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View bulk upload status and rectifying errors

Upload completed

Should any validation errors
appear, refer back to your bulk
registration spreadsheet and S,

manually rectify the errors. Please refer to the template provided to ensure the data is in the correct format
Remember to save changes to Row 2 Initials: required

the spreadsheet before
attempting to upload the
spreadsheet again.

Errors

Repeat this exercise until all employees are successfully loaded.

Should your upload be Upload completed
unsuccessful, the system will
display the errors. You will have
to fix the errors on your bulk
spreadsheet, remove the rows
on the spreadsheet that does not o L

. Row 1 Identification number: is invalid
contain errors and upload the || e e e e e
sheet again.

Errors

Validation Errors:
Please refer to the template provided to ensure the data is in the correct format

Errors:

0 entries saved succesfully

Back to Quick Links
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Employee Backdated Change Requests

Basic overview

The figure illustrates the basic flow of how a Back
dated change request, submitted by an employer
needs to be validated and processed by the UIF
prior to issuing outstanding returns to the employer.

The employer will submit a Back
Dated Change Request to the UIF

The UIF will validate the request by
checking the employer's history. Once all
checks are done, the UIF will approve the
request and the outstanding returns (Up to
4 years) will be issued.

Call Centre Agent

Page 83




UFiling System User Guide

Step 1

To Submit a Back dated change request, click
on the “Request Back Dated Change” button
at the bottom of the View/Amend employee
declaration page.

View /Amend employee declaration

Employee's details:

Far Bulk Employes Imports elick here.

Select employer Ew
Employer name MARIE THERESE DARNE
WIF reference number 1353305/8
Identification Type South African ID W
£7071604750E5
South African ID "
Chck o relri=ve employe=e's detais
Title Initials First names Surname

Birth Dabe LS67/07/16
Flmas= us= the Tormat: yyyy/mm/od

Is this employee a UIF contributor?

Non-Contribubor resson

Gross salary paid to employes per month 3 S00.63
Salary on which UTF is deducted 3 600,63
Frequency paid Monthby

Hours worked (monthly) 150

2005/01,/01 Eﬁﬂmpb: 20091231
Plzases uss the format: yyyy/mm/od

Commencement date of employment
| =
Fermination Date « | 201Z/06/30 Flexampie: 200871231
Dlzaze uz= the format: yyyy/mm/od

Termination Resson =z -

show Confirm page

= I you &re terminsting an employes, plesse make note of the following:
If the termination date is in the current mont
or
the termination dete is for last month, and todeay's dete is between the 1st and 7th day of the current
moanth, you can berminate the employes.

If the termination date is for last month and today's date is past the 7th day of the current month
ar
the termination date is prior to last month, creste a back dated change request for the month the employes
was terminated in.

==; Back Dated Change Request(BCR):
Use this functionality to make changes to your declarstion in the past, past mesning anything that is not
this month and before this month. By using BCR the declaration for this employee will be locked, which
prevents the associated return from being submitted or paid. It will be unlocked once UIF has either
spproved or rejected this BCR.

BCR {**)
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Step 2

Read the notice within the “Request Back
dated change?” box.

Click on the “Continue” button.

Request Back dated change?
x

A Backdated Change Request (BCR) is a special request
to change information that is older than the CURRENT
month plus 7 DAYS, By selecting a BCR the employee

data that you are asking to change will be locked until an

UIF Support Consultant has resolved the request,

Please note, you will be unable to submit or pay the
af s BCR is resolved.

* If you are terminating an employee, please make note of the following:
If the termination date is in the current month

or
the termination date is for last month, and today's date is between the 1st and 7th day of the current
month, you can terminate the employee.

If the termination date is for last month and today's date is past the 7th day of the current month

or
the termination date is prior to last month, create a back dated change request for the month the
employee was terminated in.
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Back Dated Change Request

A back dated change request, is a request to have the employee's information for a prior month changed.
These changes may have financial implications for returns which have already been submitted or paid for.
Please ensure the data for the employee is correct for the date you are requesting the change.

Employee's details:

Select employar MARIE THERESE DARME ¥
Employer name MARIE THERESE DARNE
UIF reference number 1963%309/8
Identification Type South &frican ID
South African ID &707 160476085

Title Initials First names Surname

Ay Pp Phumzile BPrimrose  Mchunu

Birth Date 1967/07/16

Declaration period from | lexample: 2005/12/31

Sep v w0z v

Specify your declaration

- ample: 2009/12/31
periods

Declaration period to

Is this employee a UIF L

contributor?
z 3| 4 sl &NF =
Non-Contributor reason hd
- o 10 11 12 13 i4 15
Update the necessary fields
Gross salary paid to 16| 17| 18| 19| 20| m| 22

employees per month

Salary on which UIF is
deducted 30

23 24| 25 26 27|| 28 9

Frequency paid
Hours worked [monthly) 1373
Commencement date of Z009/01/01 EE‘xample: 2009/12/321
employment o)ooce yzz the format: yyyy/mm/dd
Termination Date | |2012/06/20 ﬁl&cample: 2009/12/31
Please use the format: yyyy/mm/dd
Termination Reason | Fetrenched -

Click “Request Change”

@ Request Change
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Step 4

A summary of your request will be displayed. Vview/Amend employee declaration

Employee’s details confirm:

Employer name ANEDOE

. Identification Type South African ID

To confirm you request, click on the “Confirm
button.

Identification number 7910244142024

Title Initials First names Surname
Miss Rm Rose Mmaganta Moiolihanyi
Birth Date 1966/07/30
Deciaration period from 2008/05/01
Declaration period to  20:12/04/30
Is this employee a UIF contributer?  Yz=
Gross salary paid to employee per month 1 234.00
Salary on which UIF is deducted 246.00
Frequency paid  Montnly
Hours worked (monthly) 48

c date of employ 2007/05/07

Termination Date

Termination Reason

Step 5

Current Back Dated Change Requests

Bar.): Da(ed aration laration | Reques
e

Rose Mmaganta 2012/05/08 2012/05/C8
Metothary Processed 3333 it 12304y P4 | 2008/05 2012/0¢ Antons0730

You can check your Back dated
change requests by clicking on the
“back Dated Change Requests”
tab on the left under the Employer
menu.

To view the back dated change e—

request, click on the “Details “link uFting Coll Centar:
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Step 6

Your change request detail will be SHae Rranest Do)

displayed. Byt Ouals
Employee Name Rose Mmaganta Change Request status Newi

Molothanyi

Click on the Back button Period(s) affected 2008/05-> 2012/0¢  Reason Rejected: ofa
Requested By Antons0730
Created On 2012/05/08 12:22:18 PM  Modified On
Comments
Current Commencement Date 2011/05/03 New Commencement Date 2007/05/07
Current Termination Date New Termination Date
Current Termination Reason New Termination Reason
Current salary on which UIF is R 246,00 New salary on which UIF is R 246,00
deducted deducted
Current gross salary paid to R1234,00 New gross salary paid to R1234,00
employee per month employee per month
Current Member Contributor status Yes New Member Contributor status
Current Non-Contributor Reason New Non-Contributor Reason

Call Center Leader has checked UIF Systems for: :
I UIF Business Approved
| UIF Business Check

UIF Finance Approved
| UIF Finance Checked

Step 7

. . . uFiling Employee back dated request sent.
You will receive an email - .

conflrmlng your request. Dear clisnt,
‘We have received your request to process your backdated change for the employee: Rose Mmaganta Molotihanyi , we will process the request soon.
If there are any questions regarding this service, please contact the System Administrator.
Best Regards
The uFiling Team

https:/fwww.ufiling.co.2a

Tie
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Step 8

Once your request is approved by the UIF,
your returns will be issued and you will
receive emails for each outstanding return
that is issued.

Ref Number: 19747782, KOBASL

hitps e g 0 22
1o confirm and submil the return below by e 7ih of Jdy 2011
{F) € i

L1} June 2011

Should you have any queries af require any assitance wih UIF decaration and cantrbutons, please contactour uFiing Call centre n 0850 FILING (D860 145 464)

Best Regards
The uFling Team
Bl

i}

Step 9

To access the returns, click on the
“UIF Return” tab and complete your
returns.

uFiling Call Center:
0860-345-46¢
Contact Us

Home

UIF Returns

Select employer

[JaNEDOE > JANE DOE 1971778/2

UIF Retumn Search
Period Year: [20:2[¥]

Retumn Period m Retumn Status m Payment Type Annual Balance
Tszued

2012-05 urF Submit to UIF

2012-04 urF Tszued Submit to UIF

2012-03 uiF Issued Submit to UIF

2012-02 urF Issued Submit to UIF

2012-0t Issued Submit to UIF

Back

to Quick Links

Employer accreditation

When an employer logs into their uFlling profile, the system will display a message confirming that the employer is
not accredited. Although the non- accredited employer is able to login, submit declarations, returns and payments

via the uFiling site, their employees will not be able to

submit their application for benefits via the ufiling system.
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The employer will need to apply for accreditation by clicking on the “Click Here” link as illustrated below:

Stepl

[RLVIT TN

The selected employer is not accredited. Click here to apply for accreditation. Please ignore this message if
you have already applied for accreditation.

Employers iosn Do __[¥]
dee e
e Employer Details User Details

e Employer Name JOHN DOE First Names Anton
e Registration Number Surname Swrarts
UIF Reference Number 0161159/0 Occupation Consultant

A .C0.z7a on
iy WFiling acoount button)

T Calithe UIF on 012 337 4000 tc e Y g 3 B —_
Register and obilain your UIF number... . [Activate | -

Submit your return
{UIT Raturns (LIT) menu option)
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Step 2

The employer’s details are
displayed.

Click “Submit request” to
send the request for
accreditation to the UIF.

Once the employer is
accredited and active, their
employees will be able to
submit application for
benefits

Please contact the uFiling
call centre to check the
status of your request for
accreditation on :

Share call: 0860-345-464
OR 012-3371680 and
select option 3 for uFiling
queries

Email:
uFilingsupport@uif.gov.za

Helpdesk operating hours:
07h30 - 16h00 (excluding
weekends and public
holidays)

Request for accreditation

Trading name of business:
Registered name of business:
UTF reference number:

PAYE number:

CK number:

Business Address:

Postal Address

Name and surname
ID Number

Email address

Fax number
Telephone number

Cell number

Designated Person(s)

[ Name | iDmumber | Coctrumbor | Faxmumoer | Emal |
|

EMPLOYER INFORMATION TO BE PROVIDED BY: Owner/Partner/Primary Member of CC/Director

JOHN DOE

0151159/0

18 Raasblaar street
CENTURION
CEMTURIOMN

004&

18 Raasblaar street
CEMTURIOMN
CEMTURIOM

0046

Antan Swiarts
7910225243089
tony@benoni.com
011 5656500

011 3614036

0842081552

1 agree to abide by the terms and conditions applicable to the Unemployment Insurance Fund should my application for accreditation with

the Unemployment Insurance Fund prove successful,

(R )

Queries emailed to uFilingsupport@uif.gov.za could take up to 24 hours (excluding weekends and public holidays)

for a response.

For urgent queries, please call the helpdesk immediately.

If you login after you have been accredited, the following message will be displayed:

The selected employer is accredited, but not active.

This means that your employees will still not be able to submit their application for benefits online

until the status changes to active.

Back to Quick Links

Page 91


mailto:uFilingsupport@uif.gov.za�
mailto:uFilingsupport@uif.gov.za�

UFiling System User Guide

Login as Employee

Note: An employee will only be able to use the Benefits section if the Employer is
accredited.

Step 1

Enter your login name and
password and click Login.

¢ labour

Labour
REPUBLIC OF SOUTH AFRICA

Please provide your login details

This is your generated login name (ie. johnd9876)

Login: @
Password:
Login
[ forgot my passwrd |

1f you have any gueries regarding the login process please contact the uFiling Call Center on 0860-245-464

Please note: If you have not used uFiling for submissions in the past 6 months please reactivate your account
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Menu Items

This section allows you to:

X

View / Amend your details as a user

>
» Change your own password
» View / Edit your bank accounts

Add a new user profile

\4

\4

Update your user profile
» Switch between your profiles

Benefits \0/ Benefits -

»  Apply for UIF Benefits

» Submit a continuation of payment to the UIF

» Lodge an appeal ( Notice of Appeal)

History

¢

» View Document History

Page 93



UFiling System User Guide

User — View / Amend your details

This section allows you to update
User Details

your:
View/Amend your details
Title Initials First names Surname
(adv [] 2 ] [soHt ] [oex
Identification Type | = 1]
Contact details \/_ ————
South African ID | 7910244142084
Correspondence E-mail Address  tony@benoni.com E: ple:brianb@: le.co.za
0 Telephone Number (011 ) 2614054 Example: 011 1234567
AN / Cell Number 0728229164 Example: 0821234567
Fax Number (011 ) 3614501 " Example: 011 1234567

Occupation Occupation

Address
Please use the "..." button to search for your Suburb and Postal Cede.
Alternatively type in the your Suburb and Postal Code.

Physical Address
Physical Address o 123456 Sloane Strast Example: 122456 Sloane Street
\/ Suburb  Sandton Example: Sandton
City Johannasburg Example: Johannesburg
@ Postal Code 2146 Example: 2146

User — Change Password

User account

Change your password
» Enter your current password mp e

Name: Adv Phumzile Primrose Mchunu
» Enter your new password

P [ tareqms
Login Name: | Phumzilecsist

» Re-Enter your new password to

. Current Password
confirm the changes en
New Password i Example: Fiat01
Confirm Password
» Update your new password hint
Update Password Hint Password]

Should you forget your password, we will give you this password hint on request.

Submit >>

» Click Submit
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View / Edit Bank Accounts

To view your banking details,
_ Employee bank account

click on the “View/Edit Bank
Accounts” tab Bank Information:
To change your banking details, Please visit your nearest Labour centre.
You will not be ab!e to . select bak e =
change your banking details. : -
Name  [EvdloyseAcc | Example: John Smith, ABC Shoes Py (Ltd),
Jason Trust Account, etc...
Bank [ABSA (Amalgamated Banks of {7 |
Benefits
Branch numt [63200s J le: 632001

User
Accaunt holder | [,y por | Example: John Smith, ABC Shoes Payrall Account
Account number | 120519501 | Example: 600044526
History Account type ‘ Cheque/Current Account E}

Back to Quick Links

Profile

New Profile

To add a new profile, click on the “New Profile” tab.

> Enter a new profile name o B e

Create a new Profile

le Name

Default Profile O

» Enter your Address Select prafile Type Solct =

Address Details

Genafits Address Copy address details to new profile
Please use the "..." button to search for your Suburb and Postal Code.
Alternatively type in the your Suburb and Postal Coda,

Postal Address

Example: P,0.Box 123456
Example: Sandton

Example: Johannesburg

. Gall e
» Enter your contact details \W Postal Code Example: 2146
w

Contact Details

Copy contact details to new profile

Comespondence E-mail Address ~ Eamplibrisb@exmplecois
> Click on “Create” 0 Telephone Number () Exampla: 011 1234567
/ o Cell Number - Example: 0821234567
\/ FaxNumber [ ) Example: 011 1234367

N\
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Update Profile
You can update your existing Update Profile

profile by:

Changing your profile name Update Profile - Emp!oyev:: Profile
Profile Name Employee Profile

Setting this profile as your

new Default profile Default Profile

Profile Type Employee

Benefits

Switch Profile

To switch between your profiles, BT -
click on the Switch Profile tab

Select Profile
Profile Name | Select Profile :_l

Click on the “Select Profile”
dropdown and click on the profile
name you wish to access.

Selact Profile

Back to Quick Links

Benefits

The latest functionality available on UFiling allows you to submit your Benefit applications online.
Once you have successfully logged into your UFiling profile, select the Benefits link and select either:
» Application for Benefits
» Continuation of Payment

» Notice of Appeal.
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NB: Note pdf might take a while to load.

RAZBEE|®®[]e|[=]] -

Tools [ Sign i Comment

&
. Profile
&

>4 labour
Q"' 'y Depariment
h 4 Ii;"ulucollmnm

FAX NUMBER: 012 337-1585  CASE NUMBER

| WANT TO APPLY FOR :

Maternity [ |

liness [ |

Unemployment | |

|
|
10
I
ST N0-101 0027008 V- Afabattie

Adoption | |

The Application for benefits PDF will open within the uFiling browser.

Select your benefit type as either:

Unemployment
lliness
Maternity
Adoption
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Application for Unemployment Benefits
tep 1

54 labour :

i) Department |
This application type contains N BRERURLICOR BOUTHARRICA N\
4 steps. FAXNUMBER: 012337-1595  CASE NUMBER It 1

ETSEI210-1010~427e-98 10-a0 1 4fabarsi:

()]

Click “Next” to proceed. | WANT TO APPLY FOR :
Unemployment [

Lam i ne fi

This application type contains 4 steps

Step 1: Verify / complete your personal details and update any changes
Step 2: Enter your occupation, qualification and confirm your banking details
Step 3: Register as a workseeker

Step 4: Read the terms and conditions
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Step 2

Your personal details will be
populated.

Should your postal address
be the same as your
residential address, click
“Yes”. If not, click “No” and
enter your postal address.

<

’f

Iabour |
v
W o 1|
FAX NUMBER: 012 337-1595 CASE NUMBER !mel-‘“m'm
PERSONAL DETAILS
ID NUMBER [ 7910244142084 |
FIRST NAMES [JOHN |
SURNAME |DoE |
EMAIL ADDRESS [Tonv@senont.com |
CELLPHONENUMBER (0728220164 |
FAX NUMBER ( pi11 | ) patasor |
TELEPHONE NUMBER (1 | ) [3614054 |
RESIDENTIAL ADDRESS
LINE 1 [123456 SLOANE STREET |
LINE 2 | |
LINE3 | |
SUBURB [SANDTON |
TOWN |JOHANNESBURG |

POSTAL ADDRESS
LINE 1

LINE 2

LINE 3

SUBURB

TOWN

POSTAL CODE

Same as Residential Address YES Il NO B
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Step 3

In this section, you are required to do the
following:

Select your Occupation and qualification

If you are receiving a benefit from the
Compensation fund, click “Yes” and state the
date when you started receiving this income,
and confirm if you are still receiving this
income.

If you are receiving a benefit from the UIF,
click “Yes” and state the date when you
started receiving this income, and confirm if
you are still receiving this income.

If you have commenced or returned to work,
click “Yes” and confirm the employer’s:

» Name

» Contact number

» Date Started

Select your nearest labour centre and
Region

Your banking details are displayed.

Click next to proceed.

24 labour
WS FORM U121
W@y =
v REPUBLIC OF SOUTH AFRICA
FAX NUMBER: 012 337-1505 CASE NUMBER |
L 1D T3 MRk 1 AT

OCCUPATION AND QUALIFICATION
OCCUPATION |

[| eusurmication -I

ARE YOU RECEIVING A BENEFIT FROM THE COMPENSATION FUND?

WHEN DID YOU BEGIN TO RECEIVE THIS INCOME 7

ARE YOU CONTINUING TO RECEIVE THIS INCOME ?

ves [] wno [

ARE YOU RECEIVING A BENEFIT FROM THE UIF ESTABLISHED BY A BARGAINING OF STATUTORY
COUNCIL 7 YESY« NO H

L 1]

ves ] wno O

WHEN DID YOU BEGIN TO RECEIVE THIS INCOME ?

ARE YOU CONTINUING TO RECEIVE THIS INCOME ?

| HAVE COMMENCED / RETURNED TO WORK YESyga NO H
EMPLOYER NAME [ ]
eunorens emone waees () | |

DATE STARTED [ |

LABOUR REGION | H LABOUR CENTRE | :I

| AUTHORISE THE FUND TO PAY BENEFITS INTO MY ACCOUNT
ACCOUNT HOLDER |JOHN DOE |

BANK NAME [assa |
ERANCHNAME  |ABSA ELECTRONIC SETTLEMENT CNT | erancricoe fpazoos ]
ACCOUNT NUMBER [424549581 | accounT Tvee

-

Tz e
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Step 4
Answer the following

questions by ticking
either “Yes” or “No™:

If you ticked “yes” on
the question ; “Are you
a work seeker?”, you
will be required to
register as a work
seeker on the next

page.

If you selected “NO” on
the question:” Are you
capable and available
for work?” , you will be
required to supply a
reason.

If you selected “Yes”
on the question;"Was
the reason for
termination a
constructive dismissal
as per the CCMA?”,
you will be required to
supply the CCMA
code.

Click on “Read the
terms and conditions

“button to complete your benefits application, or click “Back” to make changes.

>4 labour
@) ==
~ REPUBLIC OF SOUTH AFRICA

FAXNUMBER: 012337-1595  CASE NUMBER

ANSWER THE FOLLOWING QUESTIONS :
ARE YOU A WORKSEEKER ?

ARE YOU CAPABLE AND AVAILABLE FOR WORK ?

Lkl

|
I
£7563210-1010-4272-98 10-0014fabateR

YES [ No []
ves [J No [

SPECIFY REASON

SPECIFY YOUR CCMA CODE

REGISTRATION AS WORKSEEKER

WAS THE REASON FOR TERMINATION A CONSTRUCTIVE DISMISSAL AS PER THE CCMA? YES [X] NO []

ID NUMBER 7910244253084 |
FIRST NAME [sonn

SURNAME |poE

EMAIL ADDRESS |TONY@BENON|.COM

CELLPHONE NUMBER : |07282291 64

FAX NUMBER - (forr | ) [ps14501

TELEPHONE NUMBER : ( |011 ) |3614054
Read the terms and conditions

-

Page

101



UFiling System User Guide

[WORKING FORYOU |
Step 5
4 labour :
Carefully read the terms and @) oo [
o . . W  REPUBLIC OF SOUTHAFRICA
conditions of the application | I
and click “I Agree” FAX NUMBER: 012337-1595  CASE NUMBER |10 T
LEGAL NOTICE

TERMS AND CONDITIONS OF APPLICATION

IN THE EVENT OF MY APPLICATION BEING SUCCESSFUL, THE CLAIMS OFFICER WILL AUTHORISE THE
PAYMENT OF BENEFITS.

| ALSO UNDERTAKE TO INFORM THE CLAIMS OFFICER AS SOON AS | AM RE-EMPLOYED AND
UNDERSTAND THAT FAILURE TO DO SO WILL CONSTITUTE FRAUD

IN THE EVENT OF AN OVERPAYMENT OCCURING AS A RESULT OF THIS APPLICATION, | UNDERTAKE
THAT | OR MY DEPENDENT WILL REFUND THE FULL AMOUNT TO THE FUND WITHIN 90 DAYS OF BEING
NOTIFIED THEREOF. .

i Disagroo I Thgree )

Step 6

>4 labour |
If you have selected “I () o I |
Agree” a popup will N RESLccroumiAmss \
appear to advise you to ~ FAXNUMBER:012337-1505  CASE NUMBER WL T L)
click “Submit”. EE——

Click OK on the pop up
and click Submit.

NOTIFIED THEREOF. .
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i I I
abour

If you have selected “I T |
: @) == |
Disagree”, the non N  REPUBLICOF SOUTHAFRICA M

acceptance notice will |

FAXNUMBER: 0123371595  CASE NUMBER | |
€7983210-1010~4272-9810~0014fabafbi

appear.

NON ACCEPTANCE OF TERMS AND CONDITIONS

If you wish to cancel your

application for benefits
application, click on the By not accepting the terms and conditions, your application for benefits will be cancelled.

“Cancel my application for s o, wish to cancel the application, ciick on the “cancel my application for benefits™ button, or clck on thel
benefits “button. A pop-up "Back to terms and conditions of application” button and submit.

will appear to advise you to

. . Back to terms and conditions of application Cancel my application for benefits
navigate away from this y app

page.

Warning: JavaScript Window - Close Application

@ You have rejected the Terms and Conditions of this application. Click on the
=" home link to navigate away from this page

Application for lliness Benefits

24 labour '
Step 1 @) == ' |
V :‘;“'WUCWIWMWICA
To apply for illness benefits, click | I
FAX NUMBER: 012337-1595  CASE NUMBER | 1
€7T583210-1010-4272-351¢-a014fabatsic

on the lliness radio button. A

pop-up will appear to inform you | WANT TO APPLY FOR :
that a medical certificate will be

printed. Unemployment [ ] lliness Maternity ] Adoption [] ’
s
The medical certificate must be Warning: JavaScript Window - Medical details required
completed by a qualified medical : —
practitioner and faxed back to @ A medical certificate will be generated and sent to your E-mail Address once
012 337 1575 =" the form has been submitted. The Medical Certificate must be completed by a
medical practitioner and faxed to 012 337 1575
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Step 2

The application for illness

contains 5 steps to J labour
et @ == Inditel]
compiete. o REPUBLIC OF SOUTH AFRICA n
FAXNUMBER: 0123371595  CASE NUMBER I I
4fatatet

€7983210-1010-4272-38 1¢-a01.

| WANT TO APPLY FOR :

liness |

Click “Next” to start.
1am applying for liiness Benefits

This application type contains 5 steps

Step 1: Verify / complete your personal details and update any changes

Step 2: Enter your occupation, qualification and confirm your banking details

Step 3: Confirm / complete if you have a medical certificate

Step 4: Confirmif you are receiving a salary from your employer whilst on iliness leave

[ ac ]

Step 5: Read the terms and conditions

24 labour \
Y — FORM UI 2.1 |
) == I
V REPUBLIC OF SOUTH AFRICA l |
FAX NUMBER: 012 337-1595 CASE NUMBER | |
THI290-101 042 Te- 50 1 cmaD i Sfabarie:

Your personal details will be populated based

5
on UIF’s records. PERSONAL DETAIL
ID NUMBER 7910244142084 |
FIRST NAMES [JoHN
SURNAME DoE
EMAIL ADDRESS [Tonv@BENoNLCOM

CELLPHONE NUMBER |DT28229164 |

FAX NUMBER (X | ) perasor |
TELEPHONENUMBER (o1t | ) [s140s4 |
( RESIDENTIAL ADDRESS
IF your postal address is the same s your LINE 1 [123456 SLOANE STREET
residential address, Click “Yes” and the LINE 2 |

to the Postal address section. SUBURE fsanDTON

residential address details will be copied over< LINE 3 [

TOWN [JoHANNESBURG

Same as Residential Address YES [l NO W

If the postal address and residential
addresses differ, click no and enter your
postal address.

Page

104



UFiling System User Guide

Select your Occupation and
Quialification

If you are receiving a benefit
from the Compensation Fund,
tick “Yes” and state the date
when you have first started
receiving this benefit.

If you are receiving benefit
from the UIF, select “Yes” and
state the date when you first
started receiving this income.

If you have commenced or
returned to work, tick “Yes” and
enter:

> Employer’'s name
> Contact number
> Date Started

Your banking details are
already populated.

Click “Next” to continue

8 labour
& = FORM Ul 2.1
U’ji Lls-.mh:-ﬁ BOUTH AFRMCA

FAX NUMBER: 012 337-1505 CASE NUMBER

e

I:] QUALIFICATION [ 3

OCCUPATION AND QUALIFICATION

OCCUPATION |

ARE YOU RECEIVING A BENEFIT FROM THE COMPENSATION FUND?

WHEN DID YOU BEGIN TO RECEIVE THIS INCOME 7

ARE YOU CONTINUING TO RECEIVE THIS INCOME ?

ARE YOU RECEIVING A BENEFIT FROM THE UIF ESTABLISHED BY A BARGAINING OF STATUTORY
YES 54 NO

COUNCIL 7

WHEN DID YOU BEGIN TO RECEIVE THIS INCOME ? I:l
ARE YOU CONTINUING TO RECEIVE THIS INCOME ? ves[] w~o O
| HAVE COMMENCED / RETURNED TO WORK YESEW NO W

EMPLOYER NAME | |

DATE STARTED | |

LABOUR CENTRE

LABOUR REGION | H LABOUR CENTRE | :I

| AUTHORISE THE FUND TO PAY BENEFITS INTO MY ACCOUNT

ACCOUNT HOLDER |10 DOE |
BANK NAME laasa |

[ABSA ELECTRONIC SETTLEMENT CNT | eranCH cope [pa2005 |

| AccounT TvpE [cuRRENT AccounT |

BRAMNCH NAME

ACCOUNT NUMBER | 424549581

e -

T T

Step 5

Next, you must confirm if your
reason for termination is a
constructive dismissal as per
the CCMA. If so, you are
required to enter the CCMA
code.

>3 labour
@) =
v REPUBLIC OF SOUTH AFRICA

(i

|

LR
FAX NUMBER: 012 337-1505 1l

CASE NUMBER |
O THEIII0 VDO G174 B8 V6.0 | et

ANSWER THE FOLLOWING QUESTIONS :

WAS THE REASON FOR TERMINATION A CONSTRUCTIVE DISMISSAL AS PER THE CCMA? YES D NO D

[ _Bock N Next ]
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=4 labour :
@ = |
If you are still employed | 1l
whilst on lliness leave, FAXNUMBER: 012 337-1585  CASE NUMBER I iy

€T583210-1010-4278-381

click “Yes”. The system

will email your Employee (e 3 GRS Z]E
Remuneration page for
your employer to | AM STILL EMPLOYED WHILST ON ILLNESS LEAVE ? ] NO U
complete.

e .U

Warning: JavaScript Window - Employee Remuneration Page required

Click “OK” on the Pop-up

to continue. 1. An Employee Remuneration Page (UI2.7) will be generated and sent to your

“=% E-mail Address once form has been submitted. Request your employer to
complete and submit your salary information for the period you are on illness
leave
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Step 7

Your salary information will
be displayed, however it
cannot be edited on the
form.

If any of the information
displayed is incorrect, your
employer must amend your
employee declaration for
the changes to take effect.

labour
/ ) o. ulI 2.7
V REPUBLIC OF SOUTH AFRICA
FAX NUMBER: 012 337-1595 CASE NUMBER

lmﬁinlmh-!ﬂm

SALARY RECEIVED BY EMPLOYEE WHILST STILL IN EMPLOYMENT

EMPLOYEE NAME | JOHN DOE |

EMPLOYEE ID NUMBER | 7910244253084

EMPLOYER'S UIF REFERENCE NUMBER |

EXPECTED DATE OF RETURN TO WORK |

|
|
LEAVE START DATE | |
|
|

GROSS MONTHLY SALARY |
SALARY RECEIVED WHILST ON LEAVE

montHt [ ] 1o [ ] saaveermoNTHR [ ]
monhs [ ] to [ ] sasveermontir [ ]
T e T e O

Read the terms and conditions

Step 8

If you have selected “I
Agree” a popup will
appear to advise you to
click “Submit”.

Click OK on the pop up
and click Submit.

T4 labour [
lmll-ﬂ OF SOUTH AFRICA ' I
FAX NUMBER: 012 337-1595 CASE NUMBER | 1
£7981210-1010~4278-38 10-00140abatE:

NOTIFIED THEREOF. .
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i I I
abour
If you have selected “I m _— |
Disagree”, the non N REPUBLIC OF SOUTH AFRICA lll
acceptance notice will appear. |
FAXNUMBER: 0123371595  CASE NUMBER | |
c~ad14fabarsic

ETIEI210-1010-4272-381,

If you wish to cancel your
application for benefits

application, click on the
“Cancel my application for By not accepting the terms and conditions, your application for benefits will be cancelled.

NON ACCEPTANCE OF TERMS AND CONDITIONS

benefits “button. A pop-up Will e o, wish to cancel the application, diick on the "cancel my application for benefits™ bution, or click on the
appear to advise you to “Back to terms and conditions of application” button and submit.

navigate away from this page.
Back 1o terms and conditions of application Cancel my application for benefits

Warning: JavaScript Window - Close Application

@ You have rejected the Terms and Conditions of this application. Click on the
=" home link to navigate away from this page
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Application for Maternity Benefits

Step 1

To apply for maternity benefits, tick the
“Maternity” option. A pop-up will appear

to advise you to have the Medical
Certificate completed by a qualified
medical practitioner and faxed to :
012 337 1575

Click “Ok” to proceed

\g labour ||
(e Departmet
il
eT983210-1010-4278-38 1c-0014fabafsl:

FAXNUMBER: 012337-1595  CASE NUMBER

| WANT TO APPLY FOR :
Unemployment [ ] liness [ ] Maternity [ Adoption [ ] J

Warning: JavaScript Window - Medical details required - )

0 A medical certificate will be generated and sent to your E-mail Address once
3 the form has been submitted. The Medical Certificate must be completed by a
medical practitioner and faxed to 012 337 1575

Step 2

There are 5 steps in completing the
application for Maternity Benefits.

Click “Next” to continue.

¥ labour '
(wBRe | m— |
@) = !
V REPUBLIC OF SOUTH AFRICA l I
FAX NUMBER: 012 3371595  CASE NUMBER | | |
eT583210-1010-4279-35 1 c-o0 1 dfabafis

| WANT TO APPLY FOR :
Maternity []

Lam applying for Maternity Benefits

This application type contains 5 steps

Step 1: Verify / complete your personal details and update any changes

Step 2: Enter your occupation, qualification and confirm your banking details

Step 3: Confirm / complete if you have a medical certificate

Step 4: Confirm if you are receiving a salary from your employer whilst on matemity leave

Step 5: Read the terms and conditions
E
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Your personal details will be populated based
on UIF’s records.

IF your postal address is the same s your f
residential address, Click “Yes” and the
residential address details will be copied over to
the Postal address section.

If the postal address and residential addresses <
differ, click no and enter your postal address.

Click “Next” to proceed.

Iabour
&‘ FORM UI 2.1
V“ nEﬂlIJG OF SOUTH AFRICA
FAX NUMBER: 012 3371595 CASE NUMBER

!ul:lbt 10-42Ta-b gD dtabatite

PERSONAL DETAILS

ID NUMBER 7910244142084 |
FIRST NAMES [JoHN

SURNAME DoE

EMAIL ADDRESS [Tonv@BENoNLCOM

CELLPHONE NUMBER |DT28229164 |

FAX NUMBER (X | ) perasor |
TELEPHONENUMBER (o1t | ) [s140s4 |
RESIDENTIAL ADDRESS

LINE 1 [123456 SLOANE STREET

LINE 2 |

LINE 3 |

SUBURB fsAnDTON

TOWN [JoHANNESBURG

—

POSTAL ADDRESS Same as Residential Address YES [l NO W

Page

110



UFiling System User Guide

Select your Occupation and Qualification occupation | T FcaTion. | ]
ARE YOU RECEIVING A BENEFIT FROM THE COMPENSATION FUND? YES¥E4 NO H
If you are receiving a benefit from the WHEN DID YOU BEGIN TO RECEIVE THIS INCOME ? L ]
Compensation Fund, tick “Yes” and state the ARE YOU CONTINUING TG RECEIVE THIS INCOME ? ves(] wo[]
date when you have first started receiving this
beneflt' ARE YOU RECEIVING A BENEFIT FROM THE UIF ESTABLISHED BY A BARGAINING OF STATUTORY
COUNCGIL ? YESK4 NO H
If you are receiving a benefit from the UIF, WHEN DID YOU BEGIN TO RECEIVE THIS INCOME ? [ ]
select “Yes” and state the date when you first ARE YOU CONTINUING TG RECEIVE THIS INCOME 2 ves [ no [

started receiving this income.

If you have commenced or returned to work,

tick “Yes” and enter : EMPLOYER'S TELEPHONE NuMBER (| ) | |
> Employer’s name DATE STARTED | |
> Contact number
> Date Started
LABOUR REGION | H LABOUR CENTRE | ;]
ACCOUNT HOLDER I:OHN DOE |
Your banking details are already populated. BANK NAME laasa |

Click “Next” to continue

Iabour
‘ - FORM 2.1
Vj ll?;.l.ﬂLtlf SOUTH AFRICA
FAX NUMBER: 012 337-1595 CASE NUMBER |
L0 1D T M) 1 TR

OCCUPATION AND QUALIFICATION

I HAVE COMMENCED / RETURNED TO WORK YESEn NO H

EMPLOYER NAME |

BRANCH NAME llBSﬁ ELECTRONIC SETTLEMENT CNT | BRAMNCH CODE El
sccounT numeeR [124549581 | accour rvee [oumT accoue_|

Step 5

Next, you must confirm if your
reason for termination is a
constructive dismissal as per the
CCMA. If s0, you are required to
enter the CCMA code.

labour

@ =
p = REPUBLIC OF SOUTH AFRICA

FAX NUMBER: 012 337-1505 CASE NUMBER

ANSWER THE FOLLOWING QUESTIONS :

WAS THE REASON FOR TERMINATION A CONSTRUCTIVE DISMISSAL AS PER THE CCMA? YES l:| NO |:|

[ _Bock I Next
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.14 labour
If you are still employed whilst on k\_) ;?'.:.Turmmmm |||
Maternity leave, click “Yes™. The system e (0274505 CASE NUMBER il e

|

|
will email your Employee Remuneration TSRO B0t
page for your employer to complete.

INCOME WHILST ON MATERNITY LEAVE

| AM STILL EMPLOYED WHILST ON MATERNITY LEAVE ?

Click “OK” on the Pop-up to continue.

Warning: JavaScript Window - Employee Remuneration Page required &

L’B An Employee Remuneration Page (UI2.7) will be generated and sent to your

=== E-mail Address once form has been submitted. Request your employer to
complete and submit your salary information for the period you are on
maternity leave
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Step 7

Your salary information will be
displayed, however it cannot be
edited on the form.

If any of the information displayed is
incorrect, your employer must amend
your employee declaration for the
changes to take effect.

lbour ”r |
V nW.lJc OF SOUTH AFRICA 1
FAXNUMBER: 012 337-1595  CASE NUMBER | | |
€TIEI210-1010-427a-38 1¢-a0 1 4fabatin

SALARY RECEIVED BY EMPLOYEE WHILST STILL IN EMPLOYMENT
EMPLOYEE NAME | sorn oE |

EMPLOYEE ID NUMBER | 7910244253084

EMPLOYER'S UIF REFERENCE NUMBER |

LEAVE START DATE |

EXPECTED DATE OF RETURN TO WORK |

GROSS MONTHLY SALARY |
SALARY RECEIVED WHILST ON LEAVE

MONTH1 | | 10 | | swmveesmMoNiR [
MONTH2 | | 10 | | swwveermonr [ ]
MONTH3 | | 10 | | sasmveermontir [ ]
MONTH4 | | 1o | | swarveermonr [
MONTHS | | 1o | | saarveermonR [ ]
MONTHS | | 1 | | saarveermoNR [ ]
MONTH7 | | 10 | | swmvesmmonmr [
MONTHS | | 1o | | samvpermonHR [ |
MONTHS | | 10 | | swmveermonr [ ]

| Read the terms and conditions

Step 8

labour

e I
fyounave seecea'l () B I‘mmmm
) ; REPUBLIC OF SOUTH AFRICA Al
. FAX NUMBER: 012 337-1595 CASE NUMBER | 1
e7363210-101 1001

Agree” a popup will
appear to advise you to
click “Submit”.

Click OK on the pop up
and click Submit.

fﬁ\, You have accepted the Terms and Conditions. Please click on 'Submit’
v

NOTIFIED THEREOF. .
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>4 labour \
. (N [
If you have selected “| @) = |
h " V REPUBLIC OF SOUTH AFRICA
Disagree”, the non acceptance I
FAX NUMBER: 012337-1505  CASE NUMBER I 1
€T983210-1010~427a-95 1000 14fabafit:

notice will appear.

NON ACCEPTANCE OF TERMS AND CONDITIONS

If you wish to cancel your

application for benefits

application, click on the By not accepting the terms and conditions, your application for benefits will be cancelled.

“Cancel my application for If you wish to cancel the application, click on the “cancel my application for benefits™ button, or click on the|
benefits “button. A pop-up will "Back to terms and conditions of application” button and submit.

appear o advise you to

navigate away from this page.

Warning: JavaScript Window - Close Application

0 You have rejected the Terms and Conditions of this application. Click on the
== home link to navigate away from this page

o

Application for Adoption Benefits

Step 1
% labour \
To apply for Adoption (@) = ' |
Benefits, Click on the ik 1l “
“Adoption” option. FAX NUMBER: 012 337-1595  CASE NUMBER 1 I I
A pop-up will appear to | WANT TO APPLY FOR :
confirm that a birth Unemployment [ | liness [ ] Maternity || Adoption [

certificate and adoption
order cover sheet will be
emailed to you once your

appllgatlon has been (0 A Birth Certificate and Adoption Order coversheet will be generated and sent to
submitted. your E-mail Address once the form has been submitted, fax the Birth Certificate
and Adoption Order separately with its own coversheet to 012 337 1595.

Warning: JavaScript Window - Attach Birth Certificate
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Step 2

There are 5 steps to

complete the Adoption 28 labour
Benefits. (@) oo
@
A4

L atsour
REPUBLIC OF SOUTH AFRICA

FAX NUMBER: 012337-1595  CASE NUMBER I

| WANT TO APPLY FOR :

€T983210-1010-4272-98 10-00 1 dfabafSlc

Adoption [

Click “Next” to continue. L am applying for Adoption Benefits

This application type contains 5 steps

Step 1: Verify / complete your personal details and update any changes

Step 2: Enter your occupation, qualification and confirm your banking details

Step 3: Confirm if you have copies of the Birth Certificate and Adoption order

Step 4: Confirm if you are receiving a salary from your employer whilst on adoption leave
Step 5: Read the terms and conditions

[ pack [ e

Step 3

Your personal details will be populated based on
UIF’s records.

IF your postal address is the same s your
residential address, Click “Yes” and the
residential address details will be copied over to
the Postal address section.

If the postal address and residential addresses
differ, click no and enter your postal address.

Click “Nex” to proceed.

24 labour \
Y — FORM UI 2.1 |
(@) o= 1
V REPUBLIC OF SOUTH AFRICA l |
FAX NUMBER: 012 337-1595 CASE NUMBER | |
THI290-101 042 Te- 50 1 cmaD i Sfabarie:

PERSONAL DETAILS

ID NUMBER 7910244142084 |
FIRST NAMES [JoHN

SURNAME DoE

EMAIL ADDRESS [Tonv@BENoNLCOM

CELLPHONE NUMBER |DT28229164 |

FAX NUMBER (X | ) perasor |
TELEPHONENUMBER (o1t | ) [s140s4 |
RESIDENTIAL ADDRESS

LINE 1 [123456 SLOANE STREET

LINE 2 |

LINE 3 |

SUBURB fsAnDTON

Same as Residential Address YES [l NO W
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Iabour
‘ - FORM 2.1
Vj ll?;.l.ﬂLtlf SOUTH AFRICA
FAX NUMBER: 012 337-1595 CASE NUMBER |
L0 1D T M) 1 TR

Select your Occupation and Qualification OCCUPATION AND QUALIFICATION
OCCUPATION | [] cuaumcamon | M
ARE YOU RECEIVING A BENEFIT FROM THE COMPENSATION FUND? YES¥E4 NO H
If you are receiving a benefit from the WHEN DID YOU BEGIN TO RECEIVE THIS INCOME 2 L |
Compensation Fund, tick “Yes” and state the ARE YOU CONTINUING TO RECEIVE THIS INGOME 7 ves[] wo [

date when you have first started receiving
this benefit.

ARE YOU RECEIVING A BENEFIT FROM THE UIF ESTABLISHED BY A BARGAINING OF STATUTORY

.. . COUNCIL ? YES g4 NO
If you are receiving benefit from the UIF, 2 —
« » WHEN DID YOU BEGIN TO RECEIVE THIS INCOME ? I:I
select “Yes” and state the date when you
first started receiving this income. AR YOU CONTIIUING TO RECENE THE INCOMS ? vesJ wo [
If you have commenced or returned to work, | HAVE COMMENCED / RETURNED TO WORK YESE NO W
tick “Yes” and enter: EMPLOYER NAME | |
> Employer’'s name EMPLOYER'S TELEPHONE NuMBER (| ) | |
> Contact number DATE STARTED | |
» Date Started
LABOUR REGION | H LABOUR CENTRE | ;I

| AUTHORISE THE FUND TO PAY BENEFITS INTO MY ACCOUNT
ACCOUNT HOLDER FOHN DOE |

Your banking details are already populated. BANK NAME faasa |

BRANCH NAME llBSﬁ ELECTRONIC SETTLEMENT CNT | BRAMNCH CODE El
sccounT numeeR [124549581 | accour rvee [oumT accoue_|

Click “Next” to continue

Step 5
labour y !
Next, you must capture details of \' '.'j Om— ' 1
) V/ lﬂﬁ!mﬁlﬂlﬂlmlﬂ
your adopted child. I
FAX NUMBER: 012337-1595  CASE NUMBER I 1
€7983210-1010-6278-38 1c-al14fabaft:
ADOPTED CHILD DETAILS
CHILD'S ID NUMBER I CHILD'S DATE OF BIRTH :
FIRST NAME OF CHILD | |
Click “Next” to continue SURNAVE OF CHILD | |

DATE OF APPLICATION TO CHILDREN'S COURT :|
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Step 6

If you are still employed whilst on
Adoption Leave, click “Yes”.

A pop-up will appear to confirm that your
Employee Remuneration page will be
emailed to you. Your Employer must
complete and submit your salary
information and fax it back to : 012 337
1595

4 labour \
(e Dot I
(@) = |
v REPUBLIC OF SOUTH AFRICA ”
FAXNUMBER: 012337-1505  CASE NUMBER I 1

dfsbafbtc

7543210-101 04272381001,

INCOME WHILST ON ADOPTION LEAVE

| AM STILL EMPLOYED WHILST ON ADOPTION LEAVE D4 No [ J

e e

Warning: JavaScript Window - Emplqyee Remuneration Page required

L An Employee Remuneration Page (UI2.7) will be generated and sent to your

“*% E-mail Address once form has been submitted. Request your employer to
complete and submit your salary information for the period you are on
adoption leave
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labour
S or
Your salary information will be Ny RepUBLC OF SOUTHAFRICA
displayed, however it cannot be edited FAX NUMBER: 012337-1595  CASE NUMBER

on the form. emmo-mwmum

SALARY RECEIVED BY EMPLOYEE WHILST STILL IN EMPLOYMENT

If any of the information displayed is

_ EMPLOYEE NAME [ sonn poe |
incorrect, your employer must amend
your employee declaration for the EMPLOYEE ID NUMBER |791"2‘“25’"“
changes to take effect. EMPLOYER'S UIF REFERENCE NUMBER |
LEAVE START DATE |

EXPECTED DATE OF RETURN TO WORK |

GROSS MONTHLY SALARY |
SALARY RECEIVED WHILST ON LEAVE

montt [ ] 1o [ ] SAARVEERMONTWR [ ]
monHs [ ] to [ ] sasmveemmonmr [ ]
T e R s R

Read the terms and conditions

Step 8

>4 labour y
If you have selected “I @ == \ |
Agree” a popup will appear ~ N FerUsucorsoumiamer 1l
to advise you to click FAX NUMBER: 012 337-1595 CASE NUMBER cmuumeh-o!mmm
“Submit”.

Click OK on the pop up
and click Submit.

NOTIFIED THEREOF. .
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If you have selected “I Disagree”,

the non acceptance notice will
appear.

If you wish to cancel your
application for benefits
application, click on the “Cancel
my application for benefits
“button. A pop-up will appear to
advise you to navigate away
from this page.

8 labour
c‘ ¥ 9 Owartment
v ;:P.’UIW OF SOUTH AFRICA

FAXNUMBER: 012337-1595  CASE NUMBER

e

NON ACCEPTANCE OF TERMS AND CONDITIONS

By not accepting the terms and conditions, your application for benefits will be cancelled.

If you wish fo cancel the application, click on the "cancel my application for benefits” button, or click on the|
"Back to terms and conditions of application” button and submit.

Back to terms and conditions of application Cancel my application for benefits

Warning: JavaScript Window - Close Application

0 You have rejected the Terms and Conditions of this application. Click on the
=" home link to navigate away from this page

| OK I

Back to Quick Links
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Continuation of Payment

Continuation of payment for Unemployment benefits

Payments should be requested 30 days after completing application for benefits and thereafter
every 30 days, should you still be unemployed.

Step 1

To submit a continuation of payment request to the UIF, select the “Continuation
of Payment” tab under the benefits section.

Step 2

To submit your continuation of

payment request for % labour
Unemployment Benefits, click on (@) Do
“Unemployment” REPUBLIC OF SOUTH AFRICA

PAYMENT FORM

CASE NUMBER

FAX NUMBER: 012 337-1595

| WANT TO APPLY FOR :
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Step 3

N~
Your personal details are populated w M_ R T
according to UIF’s records. s  REFUBLIC OF SOUTH AFRICA

CASE NUMBER

FAX NUMBER: 012 337-1585

PERSONAL DETAILS

ID NUMBER | 7910244253089

FIRST NAMES [JoHN |
SURNAME [poE |
EMAIL ADDRESS [ ToNY@BENONLCOM |

CELLPHONE NUMBER fo728220184 |

FAX NUMBER ( hi'l | ) |3D‘l4fﬂi |
If your postal address is the same as TELEPHONE NUMBER (pr |) fooraoss |
your Residential address, click “Yes” RESENPAL AIMESS

and your residential address details LINE1 |‘2345° SLOANE STREET

will be copied over to the Postal UNE 2 | |
Address Section. UNE 3 | |
SUBURB [sanpTON |

|

TOWN |JOHANMESBURG
rosta. cooe
POSTAL ADDRESS Same as Residential Address YES [l NO
LINE 1 |

LINE 2

SUBURB

| |
\.I.JNE3 | |
| |
| |
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Step 4

Your banking details are displayed. b labour L T

You must visit your nearest Branch (@) oo SR PAYMENT FORM
. = REPUBLIC OF SOUTH AFRICA i

should you wish to change your FAX NUMBER. 012 3371595 451 |1 p———

Banking details.

I AUTHORISE THE FUND TO PAY BENEFITS INTO MY ACCOUNT
ID NUMBER |?91|]244253|]89

BANK NAME [aBsA

|
NAME OF ACCOUNT HOLDER |PHUMZLE PRIMROSE MCHUNU |
|
|

BRANCH NAME |ABSA ELECTRONIC SEITL.EM# BRANCH CODE |5320|]5
) ACCOUNT NUMBER |424549531 | ACCOUNT TYPE |CURRENT ACCOUNT
If you have returned, to work, click
“Yes” and specify the date you have
returned to work. I HAVE RETURNED TO WORK YESX{ NO H
INDICATE DATE RETURNED TO WORK
LABOUR CENTRE
Select your labour Region and Labour LABOUR REGION | | Lisour centre | B

centre.
DECLARATION OF UNEMPLOYMENT

TERMS AND CONDITIONS

| DECLARE THAT | HAVE NOT WORKED SINCE THE DATE OF MY APPLICATION AND HAVE NOT BEEM
ENTITLED TO MY NORMAL REMUNERATION /OR WILL RECEIVE A PORTION OF MY NORMAL
REMUNERATION AS DECLARED BY MY EMPLOYER ON PRESCRIBED FORM Ul 2.7 SUBMITTED WITH MY|
IAPPLICATION FORM.

Read the Terms and Conditions and | FURTHERMORE DECLARE THAT THE INFORMATION GIVEN IS TRUE AND CORRECT. | AM AWARE THAT
click “I agree” then click on “Submit”. IT IS AN OFFENCE TO WILFULLY MAKE A FALSE STATEMENT.

]
—

-
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[WSRRINGEoRou |

Continuation of payment for lliness benefits

Step 1
28 labour
@) ==

PAYMENT FORM

To submit your continuation of FAGNUMBERE M2 S CASE NUMBER
payment for lliness benefits request | WANT TO APPLY FOR :

to the UIF, click on "lliness”. Unemployment [] Adoption [ ]
A pop-up will appear to confirm that a

medical certificate will be generated
and emailed to you once the request
is submitted. A qualified medical
practitioner must complete the
medical certificate and fax it to

012 337 1595

Warning: JavaScript Window - Medical details reqmred-

@@ A medical certificate will be generated and sent to your E-mail Address once
%" the form has been submitted. The Medical Certificate must be completed by a
medical practitioner and faxed to 012 337 1595

Step 2
_ >4 labour
Your personal details are populated (@) =~ PAYMENT FORM
according to UIF’s records. WP HFURUQ OF SOUTHARNICA
FAX NUMBER: 012 337-15085 CASE NUMBER

PERSONAL DETAILS

ID NUMBER |7910244253089

FIRST NAMES |J0HN |
SURNAME [poE |
EMAIL ADDRESS ITONY@BENONI.COM |
CELLPHONE NUMBER h723220104 I

If your postal address is the same as FAX NUMBER (pr | ) [se14501 |

your Residential address, click “Yes” TELEPHONE NUMBER (b |) fperaoss |

and your residential address details RESfDENTML ADDRESS

will be copled. over to the Postal LNE 1 [122460 scoane sTree |

Address Section.
LINE 2 | |
LINE 3 [ |
SUBURS [sanoTON |

TOWN IJOHANNESBURG
rostiL cons
POSTAL ADDRESS Same as Residential Address YES [l NO B

LINE 1 |

LINE 2

SUBURB

| |
LINE 3 | |
| |
TOWN [ |

\osmcoe [
\. J
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Your banking details are displayed. You must
visit your nearest Branch should you wish to
change your Banking details.

If you have returned, to work, click “Yes” and
specify the date you have returned to work.

Select your labour Region and Labour centre.

Read the Terms and Conditions and click “I
agree” then click on “Submit”.

¢ labour

pimiac PAYMENT FORM

REPUBLIC OF SOUTH AFRICA
FAX NUMBER: 012 337-1595 CASE NUMBER
1 AUTHORISE THE FUND TO PAY BENEFITS INTO MY ACCOUNT
1D NUMBER 7910244253089
BANK NAME [rBsa |
NAME OF ACCOUNT HOLDER [PHUMZILE PRIMROSE MCHUNU |
BRANCH NAME [BSA ELECTRONIC SETTLEME BRANCHCODE 632005 |
ACCOUNT NUMBER [424549581 | ACGOUNTTYPE  [CURRENT ACCOUNT |
1HAVE RETURNED TO WORK YESKH NO

pOCNTOCRENRETOWORX | |
LABOUR CENTRE

LABOUR REGION | EI LABOUR CENTRE | EI
TERMS AND CONDITIONS

I DECLARE THAT | HAVE NOT WORKED SINCE THE DATE OF MY APPLICATION AND HAVE NOT BEEN|
ENTITLED TO MY NORMAL REMUNERATION /OR WILL RECEIVE A PORTION OF MY NORMAL|
[REMUNERATION AS DECLARED BY MY EMPLOYER ON PRESCRIBED FORM Ul 2.7 SUBMITTED WITH MY
|APPLICATION FORM.

I FURTHERMORE DECLARE THAT THE INFORMATION GIVEN IS TRUE AND CORRECT. | AM AWARE THAT|
IT IS AN OFFENCE TO WILFULLY MAKE A FALSE STATEMENT.

Continuation of payment for Maternity benefits

Step 1

To submit your continuation of payment for
Maternity benefits request to the UIF, click
on "Maternity”.

A pop-up will appear to confirm that a
medical certificate will be generated and
emailed to you once the request is
submitted. A qualified medical practitioner
must complete the medical certificate and
fax it to 012 337 1595

22 labour
'l' " Depatiment
S REFUBLIC OF SOUTH AFRICA

PAYMENT FORM
FAX NUMBER: 012 337-1595 CASE NUMBER
| WANT TO APPLY FOR :
Unemployment [ | liness [ | Maternity [<] Adoption []

MEDICAL CERTIFICATE DETAILS

Have you given birth / had a miscarmiage / had a baby that was stllbom after you last completed a form?  YES[X] No []

Warning: JavaScript Window - Medical details required ‘

@R A medical certificate will be generated and sent to your E-mail Address once
== the form has been submitted. The Medical Certificate must be completed by a
medical practitioner and faxed to 012 337 1595
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Step 2
z4 labour
Your personal details are populated % —_— PAYMENT FORM
. J Labow
according to UIF’s records. NG RERUCORSCUTMARICA

FAX NUMBER: 012 337-1585 CASE NUMBER

PERSONAL DETAILS
ID NUMBER W
FIRST NAMES [sonN |
SURNAME [poE I
EMAIL ADDRESS ITONY@BENONI.COM I
CELLPHONE NUMBER |mrzazzo1uq l

If your postal address is the same as FAX NUMBER (pr | ) [erasor |

your Residential address, click “Yes” - ELEPHONE NUMBER ”’" |)I3014054 I

and your residential address details ( e

will be copied over to the Postal UNE 1 [12a40 soane sTREET |

Address Section.
LINE 2 | |
Line 3 | |
SUBURB [sanpTON |

|

< TOWN |JOHANNESBURG

rosta. coce
POSTAL ADDRESS Same as Residential Address YES [l NO B
LINE 1 |

LINE 2 |
|
|
|

\ LINE 3

SUBURB

osmmcooe [
. /
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Step 3

Your banking details are displayed. You must visit
your nearest Branch should you wish to change
your Banking details.

If you have returned, to work, click “Yes” and
specify the date you have returned to work.

Select your labour Region and Labour centre.

Read the Terms and Conditions and click “I
agree” then click on “Submit”.

bl
labour
!' 'ﬂ' Departmant
. i /) Labour
" REPUBLIC OF SOUTH AFRICA

FAX NUMBER: 012 337-1595

I AUTHORISE THE FUND TO PAY BENEFITS INTO MY ACCOUNT
1D NUMBER 7910244253089

BANK NAME [rBsa

1 PAYMENT FORM
i
P el

CASE NUMBER

NAME OF ACCOUNT HOLDER |F‘HUMZI LE PRIMROSE MCHUNU

BRANCH NAME [BSA ELECTRONIC SETTLEME BRANCHCODE 632005
ACCOUNT NUMBER [424549581 | ACGOUNTTYPE  [CURRENT ACCOUNT
1HAVE RETURNED TO WORK YESKH NO

pOCNTOCRENRETOWORX | |
LABOUR CENTRE

LABOUR REGION | EI LABOUR CENTRE | B
TERMS AND CONDITIONS

I DECLARE THAT | HAVE NOT WORKED SINCE THE DATE OF MY APPLICATION AND HAVE NOT BEEN|
ENTITLED TO MY NORMAL REMUNERATION /OR WILL RECEIVE A PORTION OF MY NORMAL|
[REMUNERATION AS DECLARED BY MY EMPLOYER ON PRESCRIBED FORM Ul 2.7 SUBMITTED WITH MY
|APPLICATION FORM.

I FURTHERMORE DECLARE THAT THE INFORMATION GIVEN IS TRUE AND CORRECT. | AM AWARE THAT|
IT IS AN OFFENCE TO WILFULLY MAKE A FALSE STATEMENT.
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[WoRaNG Forou |

Continuation of payment for Adoption benefits

Step 1

To submit your continuation of ? labour
@)

payment for Adoption benefits i
request to the UIF, click on

REPUBLIC OF SOUTH AFRICA

it |‘ PAYMENT FORM

CASE NUMBER

FAX NUMBER: 012 337-1595

"Adoption”.
| WANT TO APPLY FOR :
Unemployment [_] liness [ ]
Step 2
. 24 labour
Your personal details are populated (@) == PAYMENT FORM
. 3 R
according to UIF’s records. NG REPUSLIC OF SOUTHAPRICA

FAX NUMBER: 012 337-1585 CASE NUMBER

PERSONAL DETAILS

ID NUMBER |7910244253089

FIRST NAMES |JOHN |
SURNAME [poE |
EMAIL ADDRESS ITONY@BENONI.COM ‘
CELLPHONE NUMBER 728220184 |

If your postal address is the same as FAX NUMBER ( pr |)|m,,45‘Ji |

your Residential address, click “Yes” ELEPHONE NUMBER ( b |)|w4w |

and your residential address details
will be copied over to the Postal
Address Section.

RESIDENTIAL ADDRESS

LINE 1 |123450 SLOANE STREET

LINE 2 [

LINE 3 [

SUBURB [sanoTON

< TOWN bonannesaure

rosta. cone
POSTAL ADDRESS Same as Residential Address YES [l NO i
LINE 1 |

LINE 2 |
|
|
|

LINE 3

k SUBURB
N S—
. J

Page
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Your banking details are displayed. You must visit
your nearest Branch should you wish to change
your Banking details.

If you have returned, to work, click “Yes” and
specify the date you have returned to work.

Select your labour Region and Labour centre.

Read the Terms and Conditions and click “I
agree” then click on “Submit”.

UFiling System User Guide

>4 labour
@) ==
REPUBLIC OF SOUTH AFRICA

FAX NUMBER: 012 337-1595

I AUTHORISE THE FUND TO PAY BENEFITS INTO MY ACCOUNT

PAYMENT FORM

CASE NUMBER

ID NUMBER 7910244253089

BANK NAME [aBsa |
NAME OF ACCOUNT HOLDER |PHUMZILE PRIMROSE MCHUNU |
BRANCH NAME [ABSA ELECTRONIC SETTLEME BRANCHCODE (632005 |
ACCOUNT NUMBER | 424549581 | ACCOUNTTYPE  |CURRENT ACCOUNT |
I HAVE RETURNED TO WORK YESE{ NO |

NOCATEONTERERNDTOWORK ||

LABOUR REGION ] LABOUR CENTRE ]

DECLARATION OF UNEMPLOYMENT
TERMS AND CONDITIONS

I DECLARE THAT | HAVE NOT WORKED SINCE THE DATE OF MY APPLICATION AND HAVE NOT BEEN|
ENTITLED TO MY NORMAL REMUNERATION /OR WILL RECEIVE A PORTION OF MY NORMAL|
REMUNERATION AS DECLARED BY MY EMPLOYER ON PRESCRIBED FORM Ui 2.7 SUBMITTED WITH MY|
|APPLICATION FORM.

I FURTHERMORE DECLARE THAT THE INFORMATION GIVEN IS TRUE AND CORRECT. | AM AWARE THAT
IT IS AN OFFENGE TO WILFULLY MAKE A FALSE STATEMENT.

iagree ]

Back to Quick Links

Notice of Appeal

Appeal against a decision made by the UIF on claims and payments

Step 1

To submit an appeal to the UIF, select the “Notice of Appeal” tab under the

Benefits menu
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Step 2

Carefully read the Notice

of Appeal notice and then . labour
click “Continue” t\_f, s i

vi12

FAX NUMBER: 012 337-1595 CASE NUMBER

NOTICE OF APPEAL AGAINST A DECISION OF A CLAIMS OFFICER

4 person entitlied to benefits in terms of the Act may appeal against a decision of a claims officer relating
to the payment or non-payment

of benefils. The notice of appeal must be sent to . The Regional Appeals Committee c/o The Office of
the Chief Director at the Departrment of Labour.

Kindly note that the appeal must be lodged in writing within 90 days of receiving the refusal / suspension

notice.

Continue

Step 3

Your personal details are populated according to

UIF’s records.

If your postal address is the same as your
Residential address, click “Yes” and your
residential address will be copied over to the
postal address section.

<

labour
(\. FORM Ul 2.1
Vj IENIUC OF BOUTH AFRICA
FAX NUMBER: D12 337-15385 CASE NUMBER

lmmo-iutmhm

PERSONAL DETAILS

ID NUMBER (7910284142004 |

FIRST NAMES |JOHN |
SURNAME |DOE |
EMAIL ADORESS | TONY@BENONI.COM |

CELLPHONE NUMBER 10728229164 |

FAX NUMBER ( 11 | ) pstasot |

TeeproNENmBER  ( [ort | ) [so14054 |
RESIDENTIAL ADDRESS
LINE 1 [123455 SLOANE STREET

LINE 2 \

LINE 3 |

SUBURB ISANDTON

TOWN [soHannesBURG

ros o0

POSTAL ADDRESS Same as Residential Address YES [l NO W

LINE1

LINE 2

SUBURB

|
\
LINE3 \
|
\

TOWN

POSTAL CODE

Page
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Step 4

Lastly you can capture your appeal against the decision by a claims officer by:

labour
| N uI12
> Entering the date k )9 o
V REPUBLIC OF S0UTH AFRICA

the decision was
made FAX NUMBER: 012 337-1595  CASE NUMBER

30e87DI 37 C 1 -44%e-DcalCba 306 1 Thce

1
> When you were APPEAL AGAINST DECISION BY A CLAIMS OFFICER

notified about the ~ |When was the decision made ? | |

decision _ -
When were you notified about the decision? [ |
» Reason for t.he . b o ol bikch | |
refusal or rejection
> Why you are Why are you appealing against the decision ? (255 characters)
appealing against
the decision 4 2
LABOUR CENTRE
LABOUR REGION *| LABOUR CENTRE [

» Select your labour —

centre and region

Submit your appeal to the
UIF

Back to Quick Links

Document History
Step 1

To access your document history and view the statuses thereof, click on the
Document History tab under the History menu
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Step 2

Your Document history will
store your documents such
as Application for Benefits,

Continuation of benefis and . g P T S N S

notice of appeal forms

Document History

. 6707160476085 7130860927 Continuation of Benefits 2012/05/10 Sent to Paymaster
submitted to the UIF.
6707160476085 7130860927 Continuation of Benefits 2012/05/10 Awaiting Supporting Docs
It will also show the dates 6707160476085 7130860927  Ufiling Continuation 2012/05/10 Received

when documents were
submitted and statuses thereof.

Back to Quick Links

Call Centre Support

UIF aims to increase uptake of uFiling through education and support at each step of the way. We accomplish this by
providing real time support and assistance to all uFiling customers. A call centre has been established with trained
consultants ready to take your call or e-mail and should you wish, they will assist you with activation, filing returns
and by answering any questions that you may have regarding the system and its benefits.

If you have any queries please contact our helpdesk on:
Share call: 0860-345-464 OR 012-3371680 and select option 3 for uFiling queries

Email: uFilingsupport@uif.gov.za

Helpdesk operating hours: 07h30 - 16h00 (excluding weekends and public holidays)

Queries emailed to uFilingsupport@uif.gov.za could take up to 24 hours (excluding weekends and public holidays)
for a response.

For urgent queries, please call the helpdesk immediately.

System Goals

The uFiling system has been established to achieve the following goals and objectives:

To provide a single, controlled point of contact between the employer and the UIF.

To encourage employers to comply with UIF legislation by making the process simple and efficient.
This will increase the contribution base of the UIF.

To reduce the amount of back-office administration performed at the UIF, especially in terms of:
Reduced paper handling processes

Reduced amount of data capturing from paper / faxed forms

Reduced effort spent on reconciling bank account statements with contribution declarations

To reduce the amount of monthly contributions requiring manual allocation.

VVVVYVYVVYY

Back to Quick Links
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