PAYLINE PAYROLL Capturing Statutory Numbers Bulk Upload
FOR YOUR PAYROLL SOLUTIONS

How to Capture Statutory Numbers
- Bulk Upload

1 Capture Employee Statutory Numbers

Follow the below steps to capture Employee Statutory numbers in Payline Payroll e.g. NSSA numbers
and PAYE ( ZIMRA TIN) numbers:

e Access Utilities main menu
e (o to the data import option and select Statutory Numbers

wSetup | LHilities | Back Up Help Log Off

Calculator _ -
{ Payslip Simulator S
}"" Change Password - X §

* Tax Tables -
S | (e Edit Leave Day Accruals Holidays I
Email Payslips Employee Details
Employee Changes | Contract Terms
EBank Details I NI
Benefits R PAY
Deductions
eome | Statutory Numbers
ne Logged In Loans
rrname Leawve Days
npany Logged into Zimra Tests Account Categories
mname N 30

o Select the statutory option you want to upload from the drop-down menu, such as NSSA Pension.

|£| Import Statutory Numbers — [} *
Selected
PAYE ‘V‘ 0 | Export Template Import File
Load File
1 E# MName Surname StatutorylD Statutory | Registration Number
4

q il [ 1»

System Row Number Employee Number

Error Summary

Before import please make sure you have captured Department, Level, | =

-omma deliminated

table above but do not put column headers
il in the csv file =|
ot put symbols or non numeric characters in
numeric fields

5. DO NOT PUT COMMAS inside a field &.g 12 Karigamambe, First Strest
6. Diate format should be dd/mm/yyyy e.g 24/11/1500

Clear Errors ‘

Upload

Upload Data | ‘ Cancel ‘ ‘ Close | |

Choose "Export Template," select the file location, and click "Save."
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Export Template
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Import File

>
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Save In: ||j how to uploads and pictures

[T ExportActiveEmployees.csv
[Ty su1.png
[T su2.png

ploy

File Hame: [Export | |

Files of Type: |m| Files | = |

emdi

|| Cancel | |

e An excel file will open automatically when done processing, fill in the statutory numbers

on column F ‘Registration Number’ as shown below

ﬂ AutoSave li. Off) I’? - > ExportActiveEmployees £ search
File Home Insert Draw  Page Layout Formulas Data Review View Developer Help
f’lj c’:lis |Apt05Narrow v-“” Y-| AA Av = = |;| fz\.’? . EE, |W| ﬁtonditional
m -~ . ' ._. @B~ % 9 Format as Te
Paste & B I U -~ - = = = &= 3= - = % ﬁ}}
S 1 <5 .o i Cell Styles ~
Clipboard ] Font [P Alignment [P Mumber [P Styl
K4 v ﬁ: e
1 |employeel Employee Employee Surname Statutory Number Statutory [ Registration Number
2 1 Sharmine Mkhy 0 PAYE 1234567
3 2 Patrick Dombo 0 PAYE 89101112
4 3 Mudi Carol 0 PAYE 13141516
5
7]
7
8
n

Save your document after filling it in. Return to the import statutory numbers screen,
select import data, choose your saved file, and click open
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Import File ‘

|| Dpen x

Look In: ||j how to uploads and pictures | v|

D completed template.png

[T ExportactiveEmployees.csv
D SU1.png

D SU2.png

[ su3.png

D uncompleted template.png

File Hame: |Expurt-°«ctiveEmpI0yees.csv |

$ A4

| Open || Cancel |

Files of Type: |All Files

e Select Load file to upload and populate the table.
e If no errors appear, proceed to UPLOAD DATA.
e A ‘Data import completed’ message will confirm when finished.

Selected

|PAYE |'| 0 Export Template tonaADocuments\ExportActiveEmployees.csv Import File
Load File

E# Mame Surname StatutorylD Statutory Reqgistration Number
1 Sharmine Mkhy 0 PAYE 1234567
] Patrick Dombo 0 PAYE £9101112
3 Mudi Carol (] PAYE 13141516
Payline Payroll *
4] [T
System Row Number Employee Numbé @ Data import completed
Error Summary
te mzke sure you have captured Department, Level, -
TOTIrac TYPES T the system |

How to import Employee Details

1. Create a CSV file which & comma deliminated

2. Input dats as shown in the table above but do net put column headers
3. Input data from the first cell in the csv file

4. Resolve zll errors e.g do not put symbols or non numeric characters in
numeric fields

5. 0O NOT PUT COMMAS inside a field 2.g 12 Karigamombe, First Strest
&, Date format should be ddfmmyyyy e.g 24/11/1300

q

Clear Errors

Upload

Upload Data | Cancel | | Close | 100%
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2 Confirm Employee Statutory Numbers:

To confirm that the employee stautory numbers for example for PAYE / TIN numbers have been captured
follow the below steps

1. Navigate to Employee Data > Employee Statutory Numbers.

2. Select on PAYE.

Records will display on the right side of the screen. You can also search for employees individually by
using the "Name" search feature on the left side of the screen.

1 | £:| Employee Registration Mumbers - *
Select Mode (@ Monthly  Fortnightly 0 Weekly ' Daily ["] show Former Employees Close
|Search by "Name™ | | |pAY|; |v| 0 Employee 1 Sharmine Mkhy
Code Name Surname Registration Number |1234567 | | Save | | Cancel | | Delete |
1 Sharmine Mkhy
2 Patrick Dombo E# Name Surname S# Statutory Reg Number
3 Mudi Carol 1 Sharmine M khy 0 PAYE 1234567
i 2 Patrick Dombo 0 PAYE 89101112
3 Mudi Caral 0 PAYE 13141516

By following these steps, you'll ensure your employees' PAYE numbers are up-to-date and
accurate.
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