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How to capture Medical Aid Deductions 
and Medical Expenses  

1 Medical Aid 

1.1 Define Medical Aid 

To capture medical aid for employees firstly the Medical Aid should be defined in the system this is 

accessed by the menu  Payroll Definitions>Payroll Deductions> Employee Deductions 

 

To define the Medical Aid deduction, enter the Name and Description of the deduction “Medical Aid 

Deduction”.  Select the account category from the drop down list “Other Deductions”.  

 



 

Copyright © 2020 Payline Payroll. Property of EunoiaConsultants. Visit website on 
www.paylinepayroll.co.zw or email admin@paylinepayroll.co.zw 

Account Category 

 

Ensure that account category as Medical Expences 

Select the selections under Apply Tax Credits as shown above 

 Employee Contribution 

 100% Employer Contribution e.g, Medical Aid, Medical Expenses 

 The credit for this category is a total of 50% for ‘‘medical expenses'' paid for. To apply Medical 

Aid contribution tax credits > select the tick box next to Apply Tax Credits. Under Exempt 

Percentage(%) enter number 50. Click Save 
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1.2 Defining Scheme Providers  

To define the Medical Aid Scheme providers in the system this is accessed by the menu Payroll 

Definitions>Scheme Providers. 

Once the window for defining scheme providers has opened, select the Deduction Type “Medical Aid 

Deduction”.  Enter the scheme provider under “Scheme Provider Name” e.g. CIMAS and click Save. 

 

After you save the Scheme Provider Name records saved will appear. 

1.3 Defining Employee Dependant 

To define the Employee Dependants in the system this is accessed by the menu Payroll 

Definitions>Employee Data Definitions > Employee Dependents Types. 

To enter a dependent click below Copayment Dependent enter the type of dependent e.g Self, Mother. 

Once the dependent type has been entered click save to and the dependent will appear in the list below. 
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1.4 Medical Aid Deduction Co-Payments  

To allocate the Medical Aid the Employee Dependants in the system this is accessed by the menu 

Employee Data>Co-Payments 
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Select Employee as shown above.  In the section labelled Edit Records select the Deduction Type 

Medical Aid Deduction. Select the Scheme Provider from the previously defined .  Enter Scheme Name 

and Scheme Number. In the section for Start Date enter the date the scheme was started. 

1.5 Scheme Details 

In the Scheme details section you will select the dependant type to receive the Copayment e.g. Father, 

Mother or in the case of the employee select Self.  Enter the amounts to be paid by the Employee in 

Employee Amount and the Employees contribution in Employer Amount. After confirming the 

information has been captured correctly Click Commit and Click Save. The captured Copayment 

should look similar to the below.  Repeat the above steps for other dependents. 
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Once all details are entered click save 

 

1.6 Run Payroll 

Run payroll and if the scheme has been defined in the appropriate payroll run it will appear in the 

payslip as shown below 
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2 Medical Expenses Paid by Employer 
Medical expenses paid for the employee by the employer are captured the same way as medical aid 

using the Copayment screen. 

** For Medical expenses  which are only paid by employees on their own use the Individual Deduction 

screen. 

2.1 Define the Deduction to be Paid by Employee 

 

Ensure that the expense is defined with Apply Tax credits for all options 

2.2 Capture the Tax Credits 

 

 Capture the tax credits portion with 50% as shown above or the applicable percentage on the expense 

as stipulated by regulations 

** Ensure the account category is correct as shown above. 
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2.3 Process in Copayment 

Process medical expenses in the Copayment screen. Capture the amount  in the Copayment Details 

with the appropriate amounts. 

 

 

2.4 Run the Payroll 

Run the payroll and the system will pick up the medical expense however will not appear as a benefit as 

according to the Income Tax Third Schedule it is exempt from income tax 

3 Medical Expenses Paid by Employee 
Medical expenses paid by the employee for their own medical expense are captured as an individual 

deduction using the Individual Deduction screen. 

3.1 Define the Deduction to be Paid by Employee 
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Ensure that the expense is defined with Apply Tax credits for all options.  Do not select 100% Employer 

Contribution e.g Medical Aid , Medical Expences. 

3.2 Capture the Tax Credits 

 

Capture the tax credits portion with 50% as shown above or the applicable percentage on the expense 

as stipulated by regulations 

** Ensure the account category is correct as shown above. 

3.3 Process in Individual Deductions 

Process medical expenses in the Individual Deduction screen. Capture the amount in the Regular 

Continuous Deductions with the appropriate amounts , start and end dates. 
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Once all details are entered click save 

3.4 Run the Payroll 

Run the payroll and the system will pick up the employee Medical Expence Employee under deductions. 

 

 


