employment & labour

Department:
Employment and Labour
REPUBLIC OF SOUTH AFRICA

WORKING FOR YOU

What is it? Who can apply for the COVID-19 Relief

A special UIF benefit to pay employees Benefit?

that are not being paid or are being Companies resgister with the UIF who have

paid less as a result of COVID-19 been affected by COVID-19 and employers of
domestic workers.

Map applications are open. Where employers have only received payment for some of their employees, employers
can continue to apply for May benefits for those employees who have received payment for April. The UIF is working
to resolve the backlog of declarations for those employees not yet processed

Step 1.

(https://uifecc.labour.gov.za/covid19)
Tab x o —— - .

C ¥ uifecclabour.gov.za/covid19

pps @ http://www.dpsa.go... \‘@,‘a Telephone Directory o JIRA Training (G Connect

Google Chrome isn't your default browser @ Set as default

Step 2. Home Page

%% gmployment & labour UIF-Covid-19 TERS National Disaster .JTF
el Application System W OREINC TSR YOs

Get Your UIF Reference Number My Payment Status & Register




Step 3.

S22 employment & libour UIF-Covid-19 TERS National Disaster
o Application System

You are Registered Successfully. Please Login with your Credentials

UIF-Covid-19 TERS-Login

Capture the following fields:

Usemame | & | xocod

Password” B seesees

Username: UIF reference
number

Forgot Password:

Password: enter password

Important Note(s)

> Asterisk{") symaol s mandatary elcs

Click Login button to
proceed to the registration
of the Company and
Employees

Step 4.

After successful login, please start by confirming that your banking details are correct — you can go
to the Employer Tab and check or update the banking details before uploading the May application.
Check your Payment Medium at the same time

a. If an employer is choosing for the UIF to pay their b. If an employer is choosing for the UIF to pay the
employees directly, under the “Employer” tab, choose employer, please check the payment method is
Payment method 1, “Employee payment”. Payment method 2, “Employer payment”

+ Employer Details ~ Employee ~ Payment Breakdown Report Status My Accouni

UIF-Covid19 TERS- Capture Entity Details

UIF Reference* A

Trade name* W

Contact Number* L

Email Address” P4

|
—

Paye Number L e
]
|

Lock Down Period” :
rease Select

Payment Medium* o | Pay to employer ¥

1. Click Employee tab,
select Capture New
Application

UIF-Covid-19 TERS National Disaster Qi'
Application System l

Home  Application Info~ Employer Details - Employee - Payment Breakdown Report

Capture New Application <

Saved Employee List

<
Select Lock Down Pe nber to Upload Employee Details

Lock Down Period” Ji 01May 2020 1o 31 May 2020 M

2. Select the lock down

_ e period “1 May 2020

to 31 May 2020" on
the dropdown list




ws My Account{082298507)+  C»Log

5. Select the lock down

Step 5.

period “1 May 2020
to 31 May 2020" on
the dropdown list

UIF-Covid-19 TERS National Disaster
Application System

Confirmation of April's Submission By The Employer

Employee - Payment Breakdown Report  Status My A

Select Option 1 when for April the employer
incorrectly included a salary under the “leave” column
and where the employee did not work in April

Select Option 2 where for April the employer correctly
included a leave salary for an employee, i.e. they did

Step 6.

3. The system will

pop up a message
“employer to confirm
the banking details’
after clicking the
Proceed button.

Please ensure

the banking
code reflects the

Universal banking
code. See end of the
document for further
information

. Please select one

of the appropriate
options on the radio
button list for you.
Please see comment
below for further
guidance on the
options available

. Click Proceed
button to move to
the next screen

work during lockdown, and that the amount included
was correct. Please note the UIF is then due a refund

Select Option 3 if monies were claimed and paid

directly to employees.

'fr“ el UIF-Covis-18 TERS Mational Disaster
- = Apphiitss Sy




The employer must upload the three mandatory
documents (the documents must be in PDF format)
to proceed to the next screen. Please see PDF
guidelines at the end of the document.

+ Company Bank Confirmation Letter or Latest Bank
Statement to confirm the banking details. If the
employer has elected for the UIF funds to be paid
directly to employees, they must still upload proof
of banking information relating to the company
applying. You do not have to provide banking
confirmation letters for each employee.

- Signed Approval/Acceptance Letter (Proof that
the employer has received the payment from UIF
for April. Where April funds were paid directly to
employees, the employer can upload a signed
letter, on a company letterhead, confirming that
all funds were paid directly to employees. Where
an employer did not apply for April relief, the

employer can upload a signed letter, on a company

letterhead, confirming that they did not apply for

funds in April. All letters should be signed by either

a director or CFO.

HOW TO SAVE A DOCUMENT AS A PDF

* Proof of TERS Payment to Employees

(e.g. Bank statement, signed letter by the employee
acknowledgement of the payment (in case of cash
payment) Please note that this has to be ONE
document that must be uploaded. Please note
once a PDF document has been uploaded, you are
unable to edit it. Should you have more that one
POP document, please continue with your online
submission and email your POP documents to
covid19UIFemployerpaymentreturns@labour.gov.za.
The subject line should include the UIF Ref number
and “POP for April application”

+ (Optional) — upload following document:

+/ Refunds to the UIF - in the case of an overpayment

from the Fund the employer must return the funds
to the UIF and upload a proof of payment

\/ After uploading the documents, the employer must

click Proceed button to continue

1. Click the Microsoft Office Button, point to the arrow next to Save As, and then click PDF or XPS.

2. In the File Name list, type or select a name for the document.

3. Make sure the file name is less than 120 characters and has a file extension in small letters ie .pdf NOT .PDF

4. |n the Save as type list, click PDF.
5. Click Save.

Step 7.

Employer Details ~

=

UIF-Covid-19 TERS National Disaster
Application System

ployee~

May Submission Confirmation

Payment Breakdown Report  Status My Account(0

| 20200521

Business Shutdown Till dn | 20200531

The employer must select the appropriate options and shutdown dates, and click proceed button.

1. Are you applying for same number of employees
that you applied for April 2020 (Yes or No)?

If Yes selected (the number of employees applied for
April 2020 are same as the May 2020 COVID 19 TERS

Application)




2. Are the salaries and remuneration during lockdown
for the employees still same as in April 2020 (Yes or
No)?

If Yes selected (the salaries and remuneration during
lockdown for the employees applied for April 2020 are
same as the May 2020 COVID 19 TERS Application.(
Please ensure the “Leave” salary amount reflected is
what employees were paid during lockdown i.e if no
salary paid then insert R0)

3. Business shutdown from (select the start date of the
business shutdown for the month of May 2020)

4. Business shutdown till (select the end date of the
business shutdown for the month of May 2020)

5. Click Proceed button to submit the May 2020
Application

6. The system will display the following message
“Application for May 2020 has been submitted and
will be processed” on the screenshot

UIF-Covid-19 TE!
Ap|

RS National Disaster
plication Syst

sssssss

Step 7.

..

The employer must select the appropriate options and shutdown dates, and click proceed button.

1. Are you applying for same number of employees
that you applied for April 2020 (Yes or No)?

If No selected (the number of employees applied
for April 2020 are not the same as the May 2020
COVID 19 TERS Application)

2.Are the salaries and remuneration during lockdown
for the employees still same as in April 2020 (Yes
or No)?

If No selected (the salaries and remuneration
during lockdown for the employees applied for April
2020 are not the same as the May 2020 COVID 19
TERS Application)

3.The system will redirect the employer to the Add
New Employee screen to uploading the updated
employees details through uploading the CSV
File or to capture one by one employee(s) on the
system

4.Please see CSV Guidelines below to ensure the
correct information is input into the CSV (A further
“How to convert your file from Excel to CSV” guide
is available at the end of this document)




Updating or amending salary information?

Please ensure all information in the CSV is edited and
formatted correctly especially:

« All number formats are edited as numbers e.g. ID
number, mobile number etc before converting Excel to
Csv

+ “Leave column” has the salary paid to the employee
during the lockdown period. Please note if this is
INCORRECT, the employee amount paid out will be
incorrect.

Step 8.

+ Ensure the correct naming of the file

+ Employers can refer to the “Guidelines to Convert
Excel to CSV” steps at the bottom of this document

* Please note that if possible enter your staff details
manually as you are less likely to have errors.

Do you want to upload CSV file?*

UIF-Covid-19 TERS National Disaster
Application System

Employer Details  Employee  Payment Breakdown Report  Status My Account(2030239/5)  G»Logout

UIF-Covid-19 TERS - Add New Employee(s)

O Yes O No

Select the method of upload employees through CSV Files or Adding Employees One by One.
You will follow the steps on uploading either by CSV File or One by One.

If you are updating the banking details please ensure the

correct UNIVERSAL banking code is used

Absa Bank Limited FirstRand Bank - Old Mutual

632 005 A subsidiary of First Rand Limited 462 005

African Bank Limited 250 655 Sasfin Bank Limited

430 000 Grindrod Bank Limited 683 000

Bidvest Bank Limited 223 626 Standard Bank of South Africa
462 005 Investec Bank Limited 051 001

Capitec Bank Limited 580105 SA Post Bank (Post Office)
470010 Merchantile Bank Limited 460 005

Discovery Bank Limited
679 000

First National Bank (FNB)
250 655

450 105

Nedbank Limited
198 765

Tyme Bank
678910




HOW TO CONVERT AN EXCEL

SHEET INTO ACSV FILE

M

Press Ctl + R on a Windows Machine and
T | th f , folder, d t, or Int t
type control panel and Press Enter. T3] rce, and Windows will spen tforyou,

Open: control panel -

) This task will be created with administrative privileges.

ﬂ editplus - Shortcut
Alternatively, Go to Windows Start Button A oo ,

and select Control Panel g ’
? SLAPD
a PLSQL Developer

% Launch&nywhere
g Panel B CLICK ON CONTROL PANEL

‘ SpringToolSuite4

Devices and Printer.
% Remote Desktop Connection  » NSNS
% Snipping Tool Help and Support
m Visio 2016 »
@ Postran
N
@ Control Panel »
358 Softers L0AP Browser 45
@ Tunes »
O oo .
WinMerge
Y5 Amozon Chime

> Al Programs

|Search prag#®ns and files

Q)18+ conrioma » Acamstraatans »

Select Region and Language i

¥ Acton Center & Adminstrstive Tocs 3 Autoplay W Backup and Restore 8 ColorMansgement
Fs Configuration Manager @ Credential Manager 9 Date and Time @ efaut Programs @ Desitop Gedgets

& Device Manager & Devices and Printers 8 Display & DTS Audio Control Panel © Esse of Access Center

B s Player G2-64) P Folder Options L foms & Geting Stated & HomeGroup

© Hp Cient Securiy & indesing Options 8 tel® Ropid Storage Technology Intemet Optons @i

& Keybourd B Location snd Other Sensors D 2 Moue 3F Network and Shaing Center
=] - Took {5 Phone and Modem @ Power Options

B Programs and Festures £ Recovey £ L] onnections & Sound

@ speech Recognition @ sync Center LEY L Taskbar and Start Menu [ Troubleshooting

8 User Accounts &, Windows Anytme Upgrade 3 vyt Coraspace 8 Windows Defender & Windows Fienal

& Vindows pdte

Click Region and Language




Click Additional setting

Change the Comma to pipe in Line
separator field

Once comma is changed to Pipe, click
Apply button and then OK button.

Open the Excel file which has all your
employee information. All fields marked

* are mandatory fields. Complete all
mandatory Fields to make sure your
application is successfully loaded. If done
incorrectly it will result in

No Payment.

Formats | Location | Keyboards and Languages | Administrative

Format:

[English (Sauth Africa) -

Date and time formats

Short date: [dd-hnM-yyy -
Long date: [dd-MMM-yyyy -
Short tirme: [Phimm -]
Long time: [hh:mm:ss tt ']
First day of week: | Sunday -

What does the notation mean?

Examnples
Short date: 07-Apr-2020 CLICK HERE

Long date: 07-Apr-2020
Short time: 10:06 PM
Long time: 10:06:01 PM

Additional settings...

Go online to learn about changing languages and regianal formats

[ ok [ camcel || b
4 =
Numbers | Currency | Tme | Date
Example
Positive: 123 436 789,00 Megative:  -123 456 789,00

Decimal symbal:

Mo, of digits after decimal:

|

Digit grouping symbol: -
Digit grouping: 123 456 789 =
Negative sign symbol: - v
List separator: $ 1 v
changed vo pin
changed to pipe |

Standard digits: 0123456789 v

Use native digits:

Click Reset to restore the systern default settings for
numbers, currency, time, and date.

[ ok | [ Cancel ] [ Apply ]
X H9-®-|=
P vore | et Poscloout  Fomnues Dot Review  View
e _
1 & cut Calibri Su A a = B Ewne
! Past e A = i "‘
: P romatpainter | B 4 U | H & — EE | M
Clipboard G Fant 8l Alignment
P10 - %]

Shutdoven From

(DD-MMM-  Shutdovm Till{DD-MMM-
UifReferenceNumber *  YYYY)ONLY* FYTHONLY* TradeName*
01-Apr-2020 30-4pr-2020|Test Industries




Go to File (Top Left in the File) and Click
Save As

Select the ‘Save as type’ option dropdown
and select CSV(Comma delimited). Also
change the file name to be as follows:

a. UIFreferenceNumber_DDMMMYYYY_
uniqueno.

« If your UIF reference number is
1234567/8 - then put 12345678

« If the date is 6th April 2020 - then put
06APRIL2020

« If this is the first file you are sending
then use 1

« Put under scores _ between the 3 pieces
of information

When you click Save, you will be
prompted with a warning message saying
“The selected file type does not support
workbook that contain multiple sheets”
Click OK button(marked with an Arrow)

Ed9-e-ls

Home Insert Page Layout Formula
= save

B Save As T et

Information aboi

& W CLICK Save As
(5 Open ©-"O--0
| Close

- Permiss
& S
chat
Protect % @
Recent Warkbook = chat
She
b She
She
Print I
Save & Send . Prepare
i@ Befare sk
Help Con

Check for
4 Issues + A se
Options -
B et e

File name: 00000034_06APR2020_1

Save as type: | C5V (Comma delimited)

P Y VR el Workboo
Excel Macro-Enabled Workbook

o HP_RECOVER' £ ot Binary Workbook

2% Mrityunjay (W Excel 97-2003 Workbook

i XML Data
S Mrityuniay (8 c e File Web Page
Web Page
g Network Excel Template

Excel Macro-Enabled Template
[Excel 97-2003 Template

Text (Tab defimited)

Unicode Text

W(Comdelimmm Select CSV (Comma delimited)
Formatted Ted (Space —
Text (Macintesh)

)
CIF (Data Interchange Format)
SYLK (Symbolic Link)
Excel Add-In
[Excel 97-2003 Add-In
PDF

XPS Document

File name: 9penDocument Spreadsheet
Save as type:

The selected file type does not support workbooks that contain multiple sheets,

« To save only the active sheet, dlick OK.

« Ta save all sheets, save them individually using a different file name for each, or chaose a file type that supports multiple sheets.

|

Was this information helpful? G
|




00000034_06APR2020_1. ith €S (Ce i ¥ K in this format?

click Yes.

You will again be prompted with another : . -

warning message that the file may e N —
contain features that are not compatible s
with CSV(as below screen). Click Yes e Click Yes
button(Marked with an Arrow) '

[

i i ood Neutrs} ::- j @ 2:' O close e file
Close the file as indicated by the arrow B 5 Bree close the £l

stytes calls

Lastiame (Surname) ¥
6312306029185 |ioe Sosp

Save the file as indicated by the arrow ﬁ

Do vou want to save the changes you made to
'00000034_06APR2020_1.csv'?

[_Eave ] [Don't Save ] [ Cancel ]

— =

|
Click Save Button

00000034 DSAPR20Z0 Lot 0F-Apr-2020 10:47...
dcomm.  Open 06-Apr-2020 11:40..
Print 04-Apr-2020 10:43..
Edit 0F-Apr-2020 01:54..
Copy to pCloud Sync 07-Apr-2020 09:34...

The file will be saved in CSV format in

the same location where the Excel file is e B o e
located. B & 2 o T set et open vith
Right click on the file and select ‘Open e S G

with’ and select Notepad. e -

crosoft Excel Comma Separated Values File
K tern

Campress and email.. Choose default program...
Send o >

cut
Copy

Create shorteut
Delete.

Rename

Properties




The file will look like the one below with
Pipe (J)delimiters.

Remove the Header that represents
column name. Here the first line that

starts with Uifreferencenumber must be
removed.

Add a header on the first line.

The header should be:

“H|Date 06Apr2020”

Add a Footer at the bottom of all the of

the file “FINumber of employees listed”
of records in the file

Save the file using the Save option.

The CSV file is ready for submission
to the UIF.

File Edit Format “iew Help

pifreferencenumber *|sShutdown From
000000374 | 01-Apr-2020|30-Apr-2020[

Nood HIDATE DDMOIYYYY
He -

-unouu

nln-v IO 10-Apr - 2000 Tt snamtries| |
»
%”” I

lll

Add Footer F|No Of

employees in the
list




