
 

SUBMISSION OF PAYE RETURN  

THROUGH EMPLOYEE  

MANAGEMENT MODULE 

 

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

TaRMS.  

 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.  

 Earnings can be captured per individual employee or Employers can use the Employee Earnings Upload 

Function to enter/upload all their employees’ Earnings.  

 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.  

 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 

 

 



 

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 

 

5. Click Save to finish the process 

 

 

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. Log on to TaRMS SSP 

2. Go to Employee Management Module 

3. Click on Employees 

 



 

 
 

 

4. Select ‘Add Employee’ 

 

 

5. A screen will appear , select ‘Add employee’ again 

 

 
 

 

 



 

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. 

 

 
 

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. Log on to TaRMS SSP 

2. Go to Employee Management Module 

3. Click on Employees 

 

4. Select Upload 

 

 

5. A pop up screen below will appear 



 

 

 
 

6. Click on ‘Download Employee Template’ 

 

 

 

 

 

 

 



 

7. Complete the Employee Template downloaded and Save. 

 

 
 

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

 
9. 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. 

 

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’ 

 



 

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

 

 

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

Click on the Edit icon under Actions 

 

 

4. Complete the Earnings form. 

 

 

 

 

 



 

5. Click Calculate button to verify the PAYE calculated and click on 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’ 

 

 

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



 

 

 

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 

 

 

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



 

 

6. Click on ‘Download PAYE Template’ 

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

 

 

8.Upload Template and click submit 

 



 

9.System will compute PAYE based on your submissions. 

 

 Submission of the PAYE Return Menu Path 

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

 

 

 

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

 

 
 

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.  

 



 

 
4. Select Currency and Click on submit  

 
 

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

 

 


