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Employee Convenience

Securely Complete & Submit your Contributions / Application Today!

More

Introduction

uFiling is a free online service which completely replaces the manual declaration of monthly UIF returns
and contributions. Employers (Commercial and Domestic), Agents or Tax Practitioners can easily use
uFilingtodeclareand pay UIF contributions online, view all previous declarations and contributions
made, and receive notifications about future declarations.

Background

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

Benefits
There are many benefits to using UIF, which include:

e Submit Claims for various UIF Benefits

e Submit a request for Payment for various UIF Benefits
e View Claims History

e Submit a Notice of Appeal

e View your Employee Declaration Status

e Declare and pay UF contribution to thefund

o Verify that returns are up to date

e Submit monthly or annual returns
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Chapter 1: uFiling Registration Process

In order to use the uFiling website and services, you need to complete a registration process to obtain
your own unique login name and password.

Step1

Logon to www.ufiling.co.za to access the home page. Click on "REGISTER" in the top right-hand corner
toreviewthetermsand conditionsforuse ofthe UnemploymentInsurance Fund portal. You needto
accept the terms and conditions and then click on “"Continue” to proceed.

472 labour —
N

0) = UIF
Wy REPUBLICOF SOUTH AFRICA CEEERE

HOME ABOUT SECURITY ANNUAL REPORTS CONTACT REGISTER  LOGIN =

Terms & conditions for use of Unemployment Insurance Fund

L. Introguction

httpsy/www.ufiling.co.za/f site

3. Application

By checking this box you are agreeing to our use of Terms « Yes

& Conditions.

Step2

Completealltherequiredinformation and click on “Register”. This will send the captured datato the
UIF for verification.
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http://www.ufiling.co.za/

Register

Username *

Title *

Full Mames *

Type of ID*

Registration Preferred

Contact *

Step 3

Tester

Ms Initials * T

Testing Surname * Tester

South African ID Identification Number *

e-Mail *

Cancel

When you receive the activation message via your preferred method of contact, click on the link
provided to activate your account.

Dear MS

labour

REPUBLIC OF SOUTH AFRICA

Thank you for registering on U-Filing. Please nate, you will require your U-Filing login name and temporary passwaord to
access your U-Filing account. Click on the U-Filing button below to activate your account:

U-Filing

Your U-Filing Username is: TALITA
Your Temporary Password is: P#pce3bldat

You are now able to securely manage your UIF accounts.

Should you have any queries of reguire any assistance please contact our Call Centre on 012 337 1680/ 0800 843 843

Best Regards,

The U-Filing Team
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Step4

Usetheusername andtemporary password providedintheemailor SMStologintoyournew uFiling

account.
G’ REGISTER  LOGIN ~

- Logi
Your account has been registered.

Fargot Username Forgot Password

Please view the correspondence sent to you by your preferred
means of contact. New here? Registes

Step5

After your first login, the system will prompt you to change your password.

Password Change Required
™ Please change your passward be fore you can use the site

Step6

Forsecurity reasons, you willthen have to complete a vetting process by confirming demographic
information about yourself, which will be compared to the data available to the Department of Labour.

In order to continue to use the system you are required to answer

a few questions so that we know you are who you say you are.

€ The next step will take you through this process.
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(1 Physical Address 2 Postal Address 3 Email Address 4 Mobile Number 5 . Employers

Physical address

& Please select the correct option

If any of the questions are answered incorrectly, a message will appear to indicate that you failed the
vetting process. Please contact uFiling Support through the “UIF Services Support”.

Vetting Failed

Some or all of the answers provided do not correspond with the information as provided
to the UIF. The account could not be registered and has been suspended. Please submit
the following reguired documentation to the e-mail address below:

B4 UIF Services Support

Step 7

Once you successfully completed vetting, you will be directed to a page where you can update your
personal details before you can proceed to the uFiling website.
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Please update your personal information before you can continue to use the system
Personal Information: M - 530814

[ Update Your Personal Details

Titte | MRS ] e M ‘
bl Rats (— | sumame — |
Work Number |_ | Fax Number l ‘
v | — i setect One - I |
Physical Address Postal Address
Same;zs plyekal " Yes ® No
Address Une 1 | |
Addiess line 2 | | e ® | — |
Address line 3 | | Address line 2 ] |
Suburb |_ | Address line 3 l 7 I
cny* | JOHANNESBURG | ¥ | MONDEOR |
ot C— [omemre '
Postal cade * |2110 |
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Chapter 2: Benefit Application andPayments
Individuals can apply online for the following UIF benefits on the uFiling website:

¢ Unemployment Benefits
e Maternity Benefits

¢ Illness Benefits

e Adoption Benefits

Step1

Click on “Benefit Application and Payments” on the left, and then click on “"Apply for Benefits”.

Logged in as
# Home ?C-BE?-’LC}EEGOSOSE

|m Cetting Started

Apply for Benefits

it Manage Profile =
UIF Benefits
= Registrations i [ Browse and apply for UIF Benefits below:
‘ Unemployment Benefits Maternity Benefits Iltness Benefits Adoption Benefits
By Declarations Manager
B Benefit Application and Payments &
o R I am applying for Unemployment Benefits

B Apply for Benefits © This application type contains 5 steps:

n Accept the Terms and Conditions

B Continuation of Benefits
n Confirm your Banking Details

B View Application History ﬂ Verify / complete your Personal Details and update any changes

n Enter your Occupation and Qualification

Bj Notice of Appeal
ﬂ Confirm that you are 2 Work Seeker

# COVID-19 TERS Benefit v,

& Employment o

Step2

Select which type of Benefit you want to apply for, and click on “*Apply” in the bottom right corner.
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Step 3

You must accept the terms and conditions to proceed: check the tick box and click on “Next”.

Application for Benefits

| am applying for Unemployment Benefits

ﬂTerms and Conditions 2 _ Banking Details 3 Personal Detalls 4  Occupation & Qualifications 5 Work Seeker Information

Terms and Conditions

Step4

Verify your bank details and click on “*Next” to continue or click on “*Banking Details Incorrect?”.

Bank details may only be captured once on the uFiling system, to update new bank details, download
the UI2.8 Form from the Department of Labour website (www.labour.gov.za).

Oneportionofthe UI2.8 Form mustbe completed by yourbank andthe otherportion by you. Emailthe
completed UI2.8 Form and your contact details to VOsupport@labour.gov.za

Application for Benefits

| am applying for Unemployment Benefits

1 Terms and Conditions ﬂﬁanking Details 3  Personal Detalls 4 _ Occupation & Qualifications 5 _ Work Seeker information

Banking Details

™ To change vour banking details. download the U12.8 Form from the Department of Labour Website: www.labour.gov.za. One portion of the UI2 8 Form

ABSA
ChequeOrCurrent Branch Nam COMMISSIONERSTRAAT®
Banking Details Incorrect?

Step5

Confirm orupdate your personal details, including physicaland postal addressesand click on “Next”.
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Application for Benefits

| am applying for Unemployment Benefits

1 Terms and Conditions 2  Banking Details aPelernal Details 4  Occupation & Qualifications 5  Work Seeker Information

Personal Details

[ Update Your Personal Details
Physical Address Postal Address
¥ Update your physical address ™ Update your postal adaress
Step6

Complete the information related to your occupation and qualifications, and click on "Next”.

Occupation and Qualifications
[ Update occupat = gL

Step?7

Update your work seeker information and click on *Submit” when you are done to send your application
tothe UIF. You will receive a confirmation message if your application was successfully submitted.
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| am applying for Unemployment Benefits

1 _ Terms and Conditions 2 _ Banking Details 3 _ Personal Detalls 4  Occupation & Qualifications gwork Seeker Information

Nork Seeker Information
® Update Your Work Seeker Informatior

Application for benefits submitted successfully

Your Application for Benefits has been submitted to the Unemployment

ol

Insurance Fund.

Step 8

The processes to apply for other Benefit types are the same:
e Select the type of benefit you wish to apply for
e Confirm banking details
e Confirm personal details
e Complete occupation and qualification information
e Confirm employment status
e Submit application to the UIF
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Apply for Benefits

UIF Benefits
[ Browse and apply for UIF Benefits below:

Unemployment Benefits Maternity Benefits Illness Benefits Adoption Benefits

I am applying for Unemployment Benefits

© This application type contains 5 steps:

n Accept the Terms and Conditions

n Confirm your Banking Details

n Verify / complete your Personal Details and update any changes
n Enter your Occupation and Qualification

E Confirm that you are a Work Seeker
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| am applying for Maternity Benefits

1 Terms and Conditions 2 Banking Details

Employment Confirmation

& Confirm your Employment status

o Yes

Are You Still E

Whilst on Maternity Leave?

® Yes

(v *

2

No

Personal Detalls

4

Ocoupation & Qualifications ﬂEmplu:r,'mem Confirmation

Employer Name: =

Employer Telephone

Mumber: "

Date Started: *

Eane
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Step9

A full record of your application history is available on the uFiling website, click on “Benefit Application
and Payments” on the left-hand side, and select “View Application History”.

™ Getting Started . . .
Application History

& Manage Profile i
1D Number | Case Number Process Name Status Modified Date
= Registrations Application for Benet -
Bl Declarations Manager
Bl Benefit Application and Payments
B Apply for Benefits
B Continuation of Benefits

B View Application History

B Notice of Appeal

Step 10

You canlodge a notice of appeal if yourapplication for benefits was declined. Click on "Benefit
Application and Payments” on the left-hand side and select “Notice of Appeal” and click on “"Next".

Notice of Appeal

Notice of Appeal

- : )
¥ Complete your Notice of Appeal

:

NOTICE OF APPEAL AGAINST A DECISION OF A CLAIMS OFFICER

Personal Details 3  Decision Appealed Against

Step 11

Verify or update Personal details if needed.

Step 12

Complete required information related to the declined application.
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Notice of Appeal

Notice of Appeal
™ Complete your Motice of Appe:

i Notice 2 Personal Details ﬂ Decision Appealed Against

Step 13
Click on Submit to lodge your Notice of Appeal.
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Chapter 3: Registrations

Users can register new Employers with the UIF on the new uFiling website or add existing UIF reference
numbers or employersto your uFiling profile to submit and pay declarations. You can registeras a
domestic employer, a commercial employer or a labour practitioner with the UIF.

3.1 Register a new Employer

Step1

Selectwhichtype of Employer you want to register and uFiling will display the steps to follow to
complete registration. In this example we selected a Domestic employer. Click on “"Register” at the
bottom on the right once you’ve made your selection.

7;5‘,: labour —
2 R er— U.F
‘@, REPUBLIC OF SOUTH AFRICA T
# Home LX_MSI’[

= Getting Started

Register Employer

& Manage Profile ~
Register an Employer

= Registrations - % Register Cor

Commercial Employer Domestic Employer Labour Practitioner

B Reqister
B Add g
Domestic Employer
B Requests o - —
Verify Employer
Bl Declarations Manager n G
Bl Gepture Qualification Criteria
Bi Benefit Application and Payments n Capture Employer Details
Capture Employee Declaration Details
& Employment G
n Capture Employee Employment Details
B Payment History n Capture Beneficiary Details

Verify the domestic employer details that you wish to register. If you are not completing the registration
for yourself, you need to be aregistered Labour Practitioner. You will also be asked to complete a
vetting process, verifying historical contact details below to complete the registration as Domestic
Employer on behalf of another individual. The information you may need to verify includes:

e Physical Address
e Postal Address

e Email

e Mobile number
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Register Employer

g‘\-"erily Employer 2 Qualification Criterla 3 Employer Details 4 Employee Declaration 5  Employee Employment Detalls 6  Beneficiary Details
Register Domestic Employer
& Please complete the required fields to continue

m The D Number entered already has a UIF Reference number
Cancel

You can only register as a Domestic employer once with your ID number.

Register Employer

1 Verify Employer ﬂ\-’etting Details 2.1  Physical Question 2.2 _ Postal Question 2.3  Email Question 24  Mobile Question

3  Qualification Criteria 4 Employer Detsils 5 Employee Declaration 6 Employee Employment Details 7 _ Beneficiary Details

Step 3

Qualification Criteria: confirm employer status by selecting the “Yes” radio button and complete the
required information, then click “*Next” tocontinue.

1 Verify Employer ﬂf_jualiﬁcation Criteria 3  Employer Details 4  Employee Declaration 5  Employee Employment Details 6  Beneficlary Details

Qualification Criteria

[ Please complete the required fields to continue
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Step4

Complete personal and contact details for the new Employer.

1 Verlfy Employer 2 Qualification Criteria ﬂEmplayer Details 4 _ Employee Declaration 5 Employee Employment Details &  Beneficlary Detalls

Employer Contact Details

L <J <

Physical Address Postal Address

Step5

Addatleastoneemployeeas part ofthe registration process, starting with theiridentity numberand
thenclickon"Retrieve”. Thiswillsend arequestfortheinformationavailable forthatID numberatthe
UIF and populate this on the nextscreen.

Register Employer

1 Verify Employer 2 Qualification Criteria 3 Employer Details ﬂfmpl{)y&:e Declaration 5  Employee Employment Details 6  Beneficiary Details

Step6

Confirm the name and date of birth for the employee, and click on “"Next” to continue.
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1 Merity Employer 2 | Qualification Criteria 3 Employer Details ﬂEmpiuyee Declaration 5  Employee Employment Details 6 Beneficiary Details

Step?7

Complete all required fields related to the individual’s employment, including demographic details and
salary information. Click on "Up” or on “"Next” to continue to the last step.

1 Verify Employer 2 OQualification Criteria 3  Employer Details 4  Employee Declaration ﬂ Employee Employment Details &  Beneficiary Details

Employment Information

Salary Information Period From: ° Until: | 2018/0 &

Physical Address Postal Address

Step8

Add details of at least one beneficiary for your employee and click on “*Add Beneficiary”. Repeat this step
toload morethan one beneficiary, and thenclick on“*Submit”to finalise the new DomesticEmployer
registration.
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1 Verify Employer 2 Qualification Criteria 3  Employer Details 4 _ Employee Declaration 5 . Employee Employment Details aaeneﬁciary Details

First Name Sumame ID Number | Action

Add New

Beneficiary Details

.ﬂdo Beneficiary
1 Verify Employer 2 Oualification Criteria 3 Employer Details 4  Employee Declaration 5  Employee Employment Detalls gﬁeneﬁclaw Details

First Name Surname ID Number Action

T

D

Step9

Youwillreceive anemail fromthe Department of withthe UTnumberforthe new employeroncethe
registration application was processed successfully.

labour

Deparimant:
Laksounr
REPUBLIC OF SOUTH AFRICA

Dear Mr [

nank your Tor regisienng on U-Fing as an empéoyer
Your UIF Hegisiration Mumber Is

=Noukd youl ave any quenes or reguire any assisiance please contad our UIF Call Centre on 012 337 1660 1 DEU0 &4

Repeat this process for all new domestic employer registrations.

Step 10

To register a new Commercial Employer, select this option on the “"Registrations - Register” page and
click on “Register” to continue.
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Step 11

Select Ownership type:

Register Employer

ﬂ\ferih,l Employer 2  Owmership Details 3 Qualification Criteria 4  Organisation Details 5  Add Employee &  Employee Employment Details

7 Beneficiary Details

Verify Employer
™ Please complete the required fields to contin

Step 12

Select an “Authorisation Type” from the options listed for the ownership type you picked. Click “"Next” to
continue.

Step 13

Complete Ownership details and verify or complete address fields, then click "Next” to continue.

1 Verify Employer ﬂﬂwnetship Details 3 . Qualificatlon Criterfa 4  Organisation Detalls 5 Add Employee &  Employee Employment Detalls

7 Beneficiary Details

Ownership Details
[ Please complete the required fields t

Physical Address Postal Address
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Step 14

Qualification Criteria: Complete the required information and click on “Next” to continue.

Follow Steps 4 - 9 to complete the rest of the registration process fora new Commercial Employer.
1  Verify Employer 2 Ownership Details 4  Organisation Details 5 _ Add Employee 6 Employee Employment Details
7 Beneficiary Details

Qualification Criteria
™ Please complete the required fields t

3.2 Add an existing Employer

Step1

Select “"Registrations” on the right-hand menu pane and click on “Add”.
= Registrations b
Bi Register
B Add
B Requests
X De-Register Labour

Practitioner

Step2

Select “Commercial Employer” if applicable, and complete the UI reference number for the employer
before clicking on the “Add” button;
Or
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Select "Domestic Employer”; complete the employer’s ID number and UI reference before clicking on the
“Add” button.

Add Employer

Commercial Employer

Domestic Employer

®

Add

Step 3

A system generated email will be sent to the Owner/ Director/ Member of the organisation for approval.
To track progress, click on “Registrations” on the right and select "Requests”, this will display a list of all
requests. The status nextto arequest will reflect as “"Pending” until approved, when the status will
update to “Accepted”.

Employer Name Status Recipient Email

Employer Name Status Recipient Email
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Chapter 4: Declarations Manager

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.

Simply capture orupdate employerand employee details when needed, including salary and
employment details, uFiling will automatically prepare and populate your monthly declarations for
review before you submit.

Please note: Allinformation populated onthe Ul declarations are retrieved from the information you
captured for employer and/or employee(s). Declarations can’t be modified or edited, you need to update
or correct employer or employee details which will update the declaration in turn.

Step1

Click on “Declarations Manager” on the right, this will display a list of the Employers linked to your
uFiling profile.

Employers
i= Registrations 2 ® View and pay your Employer's returns below. Search for your Employer and select the “Pay” optio
Bi Declarations Manager Find employer i
Bi Benefit Application and Payments SEAN AL CURaly R B
& Employment s Employer Name ‘ LIIFNI:e:;r:'n:e Last Payment ‘ Amount Due : Banking Details : Bulk Upload
B Payment History R0.00 Pay m

Step2

Toviewdetailsforaspecificemployer, clickonthe name ofthatemployerontheleft. Thiswill display
the employee and declaration summary. On new Domestic Employer profiles, it may be necessary to
add one employee before you can view, submit, pay or amend a declaration.

Page 24 of 35



™ Getting Started
Employment Summary

&h Manage Profile ot
SALIMA BANU NOOR MAHOMED
i Registrations &2 & View and add your employees declarations on this page. Search for your employee and then select the "Edit/View' option
Bi Declarations Manager Find employee i
Search by employ e
Bi Benefit Application and Payments SATS R BMpIyeE DAY B
Empl t v ‘ e | | commencement Termination | Termination | . ‘ ¢
& Employmen Employee Name Contribution . Hours p/m . Date Date | Reason Outstanding Actions

R25,000.00 R354.24 16/ 2018 01 Active View lssue Edit/View

il Bui Upload Work Items From UIF

B Payment History

Employer Name Banking Details Bulk Upload

@

Find employee i

Search by employee name. B

Termination

Reasag Outstanding

Contribution Termination Date

Add Declaration NS il Bulk Upload Work Items From UIF

Step 3

Add full names and ID number for an employee and click on “Next”.

Add Employee

oo

Step4

Capture employment and salary information and click on “"Next".
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Declarations Manager

Employment Information

Lo Jul * | 2018 b

Salary Information Peril

Step5
You must add at least one beneficiary for each employee. Click on “*Add New” to capture more.

Beneficiary Details

First Name | Surname ID Number [ Action
Physical Address Postal Address
L]
o ]

Step6

Capture or update demographics, including physical and postal addresses for the employee and click on
“Save” to add the employee details for the employer.

A confirmation message will display when the employee record and declaration is saved.
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™ Getting Started

Employer Declarations Save Successfull

<& Manage Profile e

= Registrations ko

Bi Declarations Manager

Ei Benefit Application and Payments

& Employment v u j

B Payment History

Step?7

Employer Declarations Completed.

Declarations Saved Successfully

From the Declarations Manager and by selecting an employer, you can:

e Add another employee by clicking on “Add Declaration”
e Review declarations before submission and payment by clicking on “View Returns” or “Edit/View”
e Addmultipleemployeesinbulk by uploadinga payrollfile with additionalemployee information
e Pay a declaration or capture details of a Manual Payment
e Add extra bank details
e Delegate specific responsibility(ies) for an employer to a third party

Step8

View Returns - click on “Calculate Returns” to display a history of declarations for 5 years, with a status
reflected for each period.

Employment Summary

Find employee 1

Search by employee name. B
et Commencement St : Termination
Contribution | Hours p/m | Termination Date
| P/ | Date | Reason |
R4,000.00 R80.00 ; 11-0 Acti View Issue Edit/View
m Add Declaration  [JUCREUHHIS ory  Dels gation Of Authority il Bulk Upload ‘Work Items From UIF

Ifyouclick on“View” forany period, it willopen a summary of the declarationforthat period and list
options to allow you to open, view or submit the declaration.
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M Getting Started .
View Employer Returns :

&k Manage Profile =
o
= Registrations ¥
Period From: 201303 Peried To: 201902
Ei Declarations Manager Year March April May June July August September October November December January February

Ei Benefit Application and Payments.
v

@ payment Hisory o (D & €3 @ @3 @ €3 @ &
Submitted
Declaration Issues
Declaration Not Allowed

Step9

Once all employees and related employment and salary information is added, you are ready to submit.
Click on "Submit” to send a declaration to the UIF. A confirmation message will display after successful
submission, and the status on your declaration dashboard will update to “"Submitted”.

[4 000.00 ]

v
E
(=
E|
E
=]
1]
2}
o
&
[=A
(=]
3

UIF Salary A
i i l‘ E
Employees
| Payment
Status
] .

Declarations Manager

rations have been submitted to the UIF. Please note that your changes may only be reflected after a couple of minutes or more. Please be sure to click Calculate Returns’ to see if you submission has

Step 10

Click on “"Pay” next to an employer and declaration to view a list of outstanding payments.
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Employers

i= Registrations 2 & View and pay your Employer's returns below. Search for your Employer and select the "Pay” option
Bi Declarations Manager Find employer i

Search by company name. a
Bi Benefit Application and Payments ® i

& Employment & Employer Name UIFmg;nm Last Payment Amount Due Pay Delegate Banking Details Bulk Upload

B Payment History

Add Employer

Step 11

Click on “Pay Online For Period” to create a payment instruction or click on *Manual Payment For
Period” to capture details of alternative payment channel.

Capture Payments

Contribution Due | Amount Paid Capture Manual Payment Online Payment

----- - oo
0.00 i ay i erioe

d
Manual Payment For Period Pay Online For Period
Manual Payment For Period Pay Online For Period
Manual Payment For Period Pay Online For Period
Total Balance Due

In Example 1 below, “Manual Payment for Period” was selected. Capture all details of the external
payment and then click on "Submit Manual Payment”.
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Capture Manual Payment for Period

captured

Submit Manual Payment

Step 12
In Example 2 below, “Pay Online For Period” was selected. Select a bank account from the drop-down
list and click on “Continue”.

Payment from selected Employer

B Enter the amount you wish to pay and then select your payment method below

UIF Reference Number Employer Name Amount Due Amount To Pay

R354.24 R 354.24

-

Step 13
Double check the details displayed of the payment you’re about to create and click on “Pay”.

Remembertologontoyourbankingapplicationtoapprove the payment withinthe allowed time limit.

Absa Internet Banking / AOL

[ These transactions will be listed in your Internet Banking for you to authorise the payment release.

i

UIF Reference Number Employer Name Amount Due | Amount To Pay
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You're almost therel x

Step 14

Ifno banking detailsarelisted, orifanew account must be added you will need to capture this before
you canfinalise online payments. Click on“Add New” on the List of Bank Accounts and capture the
detailsofthe employer’s (new) bank account. Clickon“Update”to savethe capturedinformation.

Banking Information :

List of Bank Accounts
Bank Name Account Holder ' Account Number

Cons Y o

Details of Bank Account :

(<] <]

Step 15

When needed, responsibility for an employer’s declaration(s) can be delegated to a third party. Complete
all the required fields, and remember to assign permissions for this delegate:

e Administrator

e View Only

o Pay

e Capture Declarations

e View Reports

e Submit Declarations

e Capture Declaration Adjustments

Click on “SendInvitation”.
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Employer Delegation

Delegation Invitation Sent

delegatee needs to accept or reject this invi

|

the delegation to be completed

© Your delegation request has been successfull For

A system generated message will be sent to the delegate with an option to accept or decline the
invitation.

o

' labour

Dapartmant:
Labsor
REPUBLIC OF SOUTH AFRICA

Dear N,

TouU Nawve DEan Bmviled 10 d008ss '_.-I'-|I|||-ﬂ' profee, oy

Ise the Delow butigns (0 regisieniogin (o accep. or decine e e

Shoued you have any gQuenes or requing any assistance please contact our U-Filing Call Centre on GS00-345-264 or 12

3371680 option 3

Besl Regards

The L-Filing Tean
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Chapter 5: Payment History

The details of all electronic and manual payments are reflected on the Payment History Page. The status
listed next to each payment will update to "PAID"” once the transaction is cleared.

™ Getting Started .
Payment History

& Manage Profile -
= Registrations i

[ View the history of your payment(s). Select from the dropdown menu

B Declarations Manager

Ei Benefit Application and Payments . Nr
-

& Employment S

Payment Reference Description | Due Date | Date Paid | Amount Paid Payment Method | Status

@ Payment History

View Manual Payment

Payment Channel Payment Date Bank Reference Cheque/Transaction

Date Reference Number Amount Paid Comments Status

Chapter 6: Employment

Select “Employment” on the left and click on "Employee Declaration Status” to view detail of all your
historical contributions.

Logged in as

M Getting Started : "
View My Employee Declarations :

«h Manage Profile X

= Registrations e

B Declarations Manager DISTRIBUTORS (201303 - 201902)
B Senc Appcaton sna Poymers soi 203 ey 2013

& Employment b

@ Employee Declaration Status

B Payment History June 2013 July 2013 August 2013

p— poT Clompmios

Page 33 of 35



Chapter 7: Manage Profile

7.1 Change Password

Click on "Manage Profile” and then on "Change Password” to update your uFiling password when
needed. Complete all the mandatory fields and click on “Apply”.

M Getting Started
Update your password

& Manage Profile
Change Password
e Password ¥ Update your passy

v Manager
= Registrations 1t Apply

7.2 Banking Information

Your own banking information may only be captured once. If you need to change or add another bank
account, referto Chapter 2, Step 4. Bank details may only be captured once on the uFiling system.

To update new bank details, download the UI2.8 Form from the Department of Labour website
(www.labour.gov.za).

Oneportionofthe UI2.8 Form mustbe completed by yourbank andthe otherportion by you. Emailthe
completed UI2.8 Form and your contact details to VOsupport@labour.gov.za

My Banking Information

List of Bank Accounts
Bank Name Account Holder Account Number

7.3 Beneficiary Manager

More Beneficiaries (uptoamaximumof4) canbeaddedby clickingonthe“Add New"” button and
completing the name and ID number in the required fields and then clicking on “Add beneficiary”.
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Beneficiary Details
First Name Sumame ID Number Action

Beneficiary Details

Add Beneficiary

7.4 Personal Details

Click on “Personal Details” to update contact and demographic information on your profile, including
physical and postal addresses.

Update Your Personal Details

Personal Information: - 720403
& Update Your Personal Details
Physical Address Postal Address

Update Personal Details
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