SUBMISSION OF PAYE RETURN

ZIMRA THROUGH EMPLOYEE

Zimbabwe Revenue Authority M ANAG E M E N T M O D U L E

e Submission of the PAYE Return will now be done through the Employee Management module in
TaRMS.

o Employers are able to Register their Employees individually or by use of an Employee Upload Function.
When an additional employee joins the company, employer will be able to add the additional employee
to the template.

e Earnings can be captured per individual employee or Employers can use the Employee Earnings Upload
Function to enter/upload all their employees’ Earnings.

e  After registration of an Entity’s Employees and declaring their Earnings, the system will automatically
compute the tax due. After generating earnings for all employees, PAYE and AIDS Levy due will autofill
on the PAYE return under the pending Tax Returns Management module. This PAYE return under the
Tax Returns Management module only contain PAYE and AIDS Levy amounts. Details of the earnings
will remain under the employee management module.

e The Public Officers should update permissions so that those selected can access the Employee
Management module. The Employer, through the Public Officer should reassign permissions/roles to
allow those given the permissions to access the Employee Management Module and the PAYE Return.
Therefore, the employer can manage who has access to the PAYE return (containing only PAYE and
AIDS Levy amounts) and also who will have access to the detailed earnings through the use of access
rights.

Below are the Menu Paths to use to access the Employee Management module and for the Public Officer to
update permissions/roles in TaRMS

Steps to Update Assignee Roles to add Employee Management Module Permissions

1. Log into the Public Officer SSP Profile and select TIN
2. Proceed to Assignee Management- Roles and Click Edit under Actions

Assignee Management/Roles
Search Parameters ~
Rolé Name Modules Permissions
E E
Showy Hide - 1 Export
;=] ~
iﬂ T No. Role Name Creation Date Latest Save Assignees Actions
[« I Co-Directo 17/10/2023 18:48 25/03/2024 1651 0 L3 FOI i}
B » i .

Get in touch with us on our Contact Centre

Toll free number 585 / for Netone 08010271 0 ®

WhatsApp 0782 729 862
Email contactcentre@zimra.co.zw we are here to serve WWW.zimra.co.zw




3. When the role to be edited is opened, select by clicking the appropriate permissions to be added
4. Click the Green Arrow to move the selected permissions from Available to Selected

Assignee Management/Roles

A vome

E T Inf ati Role Name
Co-Director

» . v

26 Assignee Management ~ Permissions

Available
Roles

O a
B  Employze Managemen v T [] Change Assignes Status
= [0 Download Tax Agent License Certificate
= = [ $ee partnership tab
e - ] [ create Tax Retumn

[ can see single account transactions
4O Twxpayer Accounting . [ Create Tax Agent Assignee
i [] see tax type tab
[ Amend E-Agreement
KB Payments . [ Edit E-Agreement
! [ See genesal information tab
[ Export E-Agreement

B " [ see tax type report
B Audit and investigation Management . Atrbutes
Document type ‘Application type
A DebtManag " v Individual Registration, Business Organization R~ Development Partner Registration Application, In_ =
& Torcoen - -

5. Click Save to finish the process

Assignee Management/Roles

A Home
Co-Director
=] xpayer Inforn n v
B Toxpayers Certificate . Permissions
Available
Roles
o
[] See Tax Agent Activity Tab
[ Download POF
eview Reguests
B Or Req

) Edit E-agreement
[ view Role History
@8 Tax Retum Management . [ view application
R [ Downlasd POF Tax Return
[ Delete E-Agreement
49 Taxpayer Accounting v [ Search View Details instalment Plan
[ See autharized persans tab
[ Amend Tax Return

&8 Paymen v [ Read Taxpayer Account History
g3 Atiributes
Document type ‘Application type
B Audit and investigation Management v Individual Registration, Business Organization R = | | Development Pariner Regisiration Application, In.. +
A Debt Management v
&6 case Manageme v Cancel E
B8 Tax Calendar

Registration of Employees Menu Path

There are two ways of registering employees in the system:

A. Registration by Capturing of Employee Details Individually
B. Registration using the Upload function

A. Registration by Capturing of Employee Details Individually

1. Logonto TaRMS SSP
2. Goto Employee Management Module
3. Click on Employees
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-~

-

' Taxpayers Certificates —
::.',t Assignee Management —
B Employee Management -

Earnings

4. Select ‘Add Employee’

Employee Management / Employees Add Employee l Upload Generate Employee Incomes

$Search Parameters

Parameters v
TIN Personal ID
Taxpayer Name Employment Start Date
8- v
Employment End Date Position
b

5. Ascreen will appear , select ‘Add employee’ again

A

Individual Registration

Employee(s) Registration Application

Add Employee

Attachments:

[ Attach File

[7] I hereby declare that the information given herein is correct and hereby apply for registration.

oo D I
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6. An Employee Registration Application form will appear as shown below.
Complete the form for each employee and capture all the required information and submit.

Individual Registration

Employee(s) Registration Application

Personal Details ~
() Non-Resident () Resident
ID/Passport Number *

00-000000X00 or 00-0000000XX00
Surname * First Name * Middle Name(s)
Title* Gender* Nationality *

~ ~ ~

Date of Birth* Profession* Position*

fd/mem & ~

Employment Start Date*

jdfmam

7. A TIN will be generated automatically for each employee upon submission. If the employee is already
registered with a TIN, they will retain the same TIN.

B. Registration using the Upload function

1. Logonto TaRMS SSP
2. Go to Employee Management Module
3. Click on Employees

4. Select Upload

Search Parameters A
Parameters v
TIN Personal ID
Taxpayer Name Employment Start Date
o "
Employment End Date Position
E _ v

5. A pop up screen below will appear
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Upload Employees

TIN
2001674805

Taxpayer Name

Experts Solutions

@/ Download Employee Template

Please download the Employee template, fill it out and attach before submitting

@J Upload

Submit

B

6. Click on ‘Download Employee Template

Upload Employees

TIN
2001674805

Taxpayer Name

Experts Solutions

[« 3 Download Employee Tem@

Please download the Employee template, fill it out and attach before submitting

) upload
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7. Complete the Employee Template downloaded and Save.

Ia) U “ v L 1 J 1)
Personal ID | First Name biibls Last Name Birth Date el Be Position
Name From date date
of Employee

8. Click on Upload and select the saved Employee template, then submit.
Upload Employees

TIN
2001674805

Taxpayer Name

Experts Solutions

x 5 Download Employee Template

Please download the Employee template, fill it out and attach before submitting

@J Upload
coee (I

9. ATIN will be generated automatically for each employee upon submission. If the employee is already
registered with a TIN, they will retain the same TIN.

Generation of Earnings Menu Path

There are two ways of generating earnings in the system:

A. Generation by Capturing of Employee Earnings Individually
B. Generation using the Upload function

A. Manual Generation of Earnings

1. To generate Employee Earnings manually for each employee, click on Employees under Employee
Management, and select ‘Generate Employee Incomes’

Employee Management / Employees Add Employee Generate Employee Incomes

Search Parameters A

Parameters v
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2. A pop up screen will appear, select tax year and tax period then submit.

PAYE tax Return

TIN 2001674805
Type of Taxpayer Other
MName Of Taxpayer Experts Solutions
Tax Year ~
Tax Period ~

e

3. The system will automatically take you to the Earnings sub menu under Employee Management.

Click on the Edit icon under Actions

Tax Tax

Em::;yee Name Tax Year P:rai);d Amount Amount AIDUS SII';W AIZTMI:W
usp ZWG
CHIEDZA
1 1001130661 CHIHUNGWA 2015 October
CHIEDZA
2 1001130661 CHILUNGWA 2022 August

4. Complete the Earnings form.

TIN 1001130661 Tax Year

Taxpayer Name CHIEDZA CHIHUNGWA Tax Period

Calculation Method Currency Currency Rate (USD to ZWG):

- USD & ZWG ~
@ Averaging) Forecasting

Current Salary, Wages, Fees, Other Exemptions on Current Salary, Current Overtime
Commissions Etc (Regular Earnings) Wages, Fees, Commissions Etc (Regular

Eamnings)
Current Bonus Current Exempt Bonus
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5. Click Calculate button to verify the PAYE calculated and click on Save.

Current Elderly Person Credit Total Credits c:um(:il?tive Bonus (From Last Tax
Peri

PAYE Payable AIDS Levy

38,132.50 1,143.97
0.00 0.50 [ Calculate

Close Save

6. The accumulated PAYE computed for all individual employees will be posted to the pending PAYE
Return for the respective month.

B. Generation using the Upload function

1. To generate Employee Earnings, click on Employees under Employee Management, and select ‘Generate
Employee Incomes’

Employee Management / Employees Add Employee Generate Employee Incomes

Search Parameters A

Parameters v

2. A pop up screen will appear, select tax year and tax period then submit.

Get in touch with us on our Contact Centre

Toll free number 585 / for Netone 08010271 0 @

WhatsApp 0782 729 862
Email contactcentre@zimra.co.zw we are here to serve WWW.zimra.co.zw




PAYE tax Return

TIMN 2001674805
Type of Taxpayer Other
MName Of Taxpayer Experts Solutions
Tax Year ~
Tax Period ~

e

3. The system will automatically take you to the Earnings sub menu under Employee Management

4. From the page that appears, click on Upload at the top right corner

Employee Management / Earnings

Search Parameters ~

Parameters -

Tax Year Tax Period Employee TIN
Tax Amount USD Tax Amount ZWG AIDS Levy USD

AIDS Levy ZWG

e |

5. A pop-up page appears. Complete the form with the relevant information
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Upload Earning Data

TIN 2001673822
Type of Taxpayer Associations

Name Of Taxpayer

Tax Year

Tax Period

calculation Method O Averaging(D Forecasting
<

>

Currency Rate (USD To ZWG): ‘ |

Employees Income Details:

Download PAYE Template

Please download the PAYE tax return template, fill it out and attach before
submitting

6. Click on ‘Download PAYE Template’

7. Complete the template for all your Employees (ensure you download the latest template)

TIN ID/Passport Number Employee Name Currency Current Salary, wages, fees, Commissions etc (regular earnings) USD
1001129600 38-1*****p38 IGNATIUS GOOD
1001127681 50-2*****W50 DOROTHY TOMSON

8.Upload Template and click submit

Type of Taxpayer Associations
Name Of Taxpayer Peace
Tax Year | ~
Tax Period | ~
Calculation Method <> Averaging() Forecasting
< >

Currency Rate (USD To ZWG):

Employees Income Details:

Download PAYE Template

Please download the PAYE tax return template, fill it out and attach before
submitting

@J Upload
Employees
Earnings
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9.System will compute PAYE based on your submissions.

Submission of the PAYE Return Menu Path

=

Once earnings have been generated, go to Tax Return Management and click on Pending Returns

Home

>

Taxpayer Information ~

* 0

Taxpayers Certificates v

Assignee Management -

A
he

Employee Management ~

Tax Return Management -~

Submitted Tax Returns
E-Agreement
0Old Period Documents

Drafts

2. Select the PAYE return for the period for which the earnings were generated

Pending Tax Returns

Monthly
Document Type Year Period Submission Deadline Status
PAYE retumn 2024 October 05/11/2024 Pending

3. The form will appear with PAYE and Aids Levy auto filled, from the Employee Management module. It is
not possible to enter the amounts for PAYE and AIDS Levy due on the Return because the amounts
are generated from the Employee Management Module only.
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Taxpayer information/Taxpayer profile

TIN 2001674805
Type of Taxpayer Business Organization
Name Of Taxpayer Experts Solutions
Tax Year 2024
Tax Period October
Currency Of Declaration v
PAYE Payable In USD 3,027.25
PAYE Payable In ZWG 77,412.31
AIDS Levy In USD 90.82
AIDS Levy In ZWG 2,322.30

4. Select Currency and Click on submit

Taxpayer information/Taxpayer profile

PAYE Payable In USD 3,027.25
PAYE Payable In ZWG 77,412.31
AIDS Levy In USD 920.82
AIDS Levy In ZWG 2,322.30

Employees Income Details:

[x 3 Download PAYE Template

Please download the PAYE tax return template, fill it out and attach befare submitting

[I]J Attach Paye
Return Template

mj Attach File

=l - )

5. A pop up message with a DRN will appear after successful submission of the return.

The PAYE Tax Return of Experts Solutions with application reference number Ep014012025000211 is successfully
Submitted
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