STEP-BY-STEP GUIDE TO E-FILING OF PORTABLE RETIREMENT GRATUITY FUND (PRGF)
CONTRIBUTION

1. Introduction

You want to e-file your employees’ Monthly PRGF Contribution on the Mauritius Revenue Authority’s
website, but you do not know exactly how to proceed. This guide will help you through the entire
process, from login into the system to the final submission.

Employers can sign in using their Employer Registration Number (ERN) and password.

2. Login

AR

Mauritius Revenue Authority

Username :

Password:

For information :
= Fields marked with * are mandatory

Maurttus Revenue Authortty © 2020

Step 1: Enter your username (Employer Registration Number)
Step 2: Enter your password

Step 3: Click on the “Login” button to proceed to next page
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3. Choosing Return Type / Income Year / Month / Filing Type

AR

Mauritius Revenue Authority

&P Kindly read information below before procesding.
Employer Registration Number (ERN): (08585891
Tax Account Number (TAN): 99999991

Business Registration Number (BRN): | C47855789

Name: test & TEST
Return Type: PRGF Current Services @ - (Select Return Type)
Period: 2020 & JANUARY & “(Select Period)
Choose Filing Type: ® SCREENINPUT ) CSV (Select Filing Type)
Start Filing
Forinformation
» Flelds marked with * are mandatory
« For help about how to use this application, click here
Templates:
[ rewmvree | oesceemon | LNKTODOWN.OD
PRGF Current Services | Excelt te to generate Csv file | click here to download file |

RGF Current Services | Csv file template with sample data_| _Click here to download file |

Mauritius Revenue Authority © 2020

ERN, TAN, BRN and Name are prefilled based on your login details. This information cannot be altered

Step 1: Select the “Return Type” —in this case: PRGF Current Services
Step 2: Select the “Period” for which the return is being filed.
Step 3: Select the “Filing Type” for which the return is being filed (only CSV and on-screen is allowed).

Step 4: In the “Templates” section, the different templates for filing PRGF contribution are available for

download.

Step 5: Click on “Start Filing” button to proceed to next page.
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A. CSV FILING TYPE

1. Upload Details

Upload Detaits

INSTRUCTIONS

1. Upinad files containing dotais related m PRGF in File Uplosd section.
2 Ateer successfl ile(s) uploadis), go 1o Summary b and chick on Submit berron
3 File 30t not et Sama wif be sent 10 you wia e,

Employer Category  Normal Note: Piaase contact MIRAIn case yous smplayer category s not comet
Pansian Schames No pension scheme
Annual Tumover (MUR) | Not more than Rs 2 millon

None of the abave

our ()| i Lo 1o |
Focots_| TG o 1o |
e | | o 1]

Add New Fila

" File Name Details Upload File Dalote File

Statistics on successful file uploads for chosen period will be displayed under “SUMMARY OF UPLOADED
AND/OR SUBMITTED FILE(S)” section. These details are updated whenever a file has been successfully
uploaded, deleted or submitted.
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Step 1: Click on the “Add New File” button. A new row will appear as shown in the following picture.

Step 2: Click on the “Choose File” button and browse file to be uploaded, as shown below.

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

Upload File Delote Fila

s Filo Name.

Choasa File | No file chosen

File name: prgf v |nn e v °
1§

Step 3: The chosen file name appears as shown below. Click on “Upload” icon n .

" File Name Dessils Upload File Delete File

1 Choosa Fils | prgf cav 2 B

Step 4:

(i) Invalid file

If the file contains any error, the file is not uploaded and an error message is displayed with
all the details about the erroneous data.
The “Summary of uploaded and/or submitted file(s)” section is not updated. The file can be

deleted by clicking on the delete icon n . Please correct the file and click on “Add new
file” button to upload the file again.
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SUMMARY OF UPLOADED AND BMITTED FILE(S)

STATISTICS: UPLOADED {NOT YET SUBMITTED) |  AMENDED (NOT YET SUBMITTED) |  ALREADY SUBMITTED | TOTAL

tal PRGF Amount (MUR) | | o Lo 1 |
b e s | i i 1
L | 1o | 1 J

#  FileName Upload File Delete File

Chaoss Fila | prgf ca

(ii) Valid file

If a valid file is uploaded, a success message is displayed.
The Summary of uploaded and/or submitted file(s) section is updated accordingly. The file

can be deleted by clicking on the delete icon n .

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

Yotal PRGF Amownd: (HUR) | 1,21 J L) JLL | o0 §

| L) l | J

]t ] o G e J
# Fibe Name Details Upload File Delete File
1 o P s sucassily n | a

Step 5: In case there is more than one file to upload, click on “Add new file” button and repeat Step 2 to
Step 4.

Step 6: To delete a file, click on the delete icon n . A confirmation message is displayed. Click on “OK”
to delete file, else cancel the action.

Step 7: Once all files have been uploaded, proceed to the next page by clicking on the “Next” button.

Copyright © 2020 Mauritius Revenue Authority. All Rights Reserved.
5



2. Uploaded Files Preview

Step 1: The page for preview of uploaded files is displayed.

Uplosd Details

paicw ]| | prizea

T SURNAME OF OTHER NAMES OF PENSION FULLTIME STARTDATEOF | MONTHLY BASIC WAGE COMMSSION TOTAL REMUNERATION ON WHICH PRFG conme on | FEASONFORNO
EMPLOYEE EMPLOVEE ‘SCHEME EMFLOYMENT EMPLOYMENT OR SALARY (MUR) MUR) ‘CONTRIBUTION AMOUNT 13 cALcULATED mury | S0 BoH REMUNERATION

Maurits Revenus Authority & 2020

Step 2: To view records in a specific uploaded file, click on the file name.

Upload Details

| praf.csv || prgf_2.csv |

Step 7: Proceed to the next page by clicking on the “Next” button.

Copyright © 2020 Mauritius Revenue Authority. All Rights Reserved.
6



Step 1: The summary page is displayed. Please ensure that all the values in the “SUMMARY OF
UPLOADED AND/OR SUBMITTED FILE(S)” and “Payment” sections are correct.

3. Summary

Portable Retirement Gratuity Fund - Curent Services

test & TEST (ERN: 09999991)
the period ending FEBRUARY 2020

Uplosd Details Priview Summary

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

sansncs e ) Tom

It | | ) J
=] | L J J
| I 1 | J

Surcharge forlate Payment (MUR)

1will pay the tax payable viz MUR | 2820

Wod of payment # Direct Dabit

Bank Name ABC Banking Corporaion Lid

Bank A R

Efiactive Paymant Date 20200024 — =

DECLARANT INFORMATION

Capachty in which sctig “[Accoutant

DECLARATION

nnnnnn w ociase thal sl information submitied s trus and complets.

(oo | vum |

Step 2: In the “SURCHARGE” section, enter the amount where applicable.
Step 3: In the “PAYMENT” section, choose the preferred mode of payment.
Step 4: In the “DECLARANT INFORMATION” section, enter the “Capacity in which acting”.

Step 5: In the “DECLARATION” section, click on the checkbox to confirm that all information provided is
complete, true and correct. Then click on “Submit” button.

Step 6: The following screen is displayed upon successful submission of the return. An email is also sent
to the declarant’s email address.
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Mauritius Revenue Authority

Thank you for using the eservices faciiies of MRA. Your online P

ment Services Return for the Period en RUARY 2020 has been submitied to MRA on 25 Feb 2

‘and yous Acknowledgement 1D is 42

Vaur Emplayer Regisiration Number fs
The total amount pay

Your paym

mumber is ERNDS999991FPRCE

Sumemary of return | Acknowledgement C:

Acknowledgment I 42 submittod n 25 Feb 2020 at 22:4:54
Total PRGF Amount [WUR):

Payment Reference Number is

Total Amount Payable [MUR:

5958 1F FRGF P2002

Back to Dashbaard

Maurthus Revanua Authorlty © 2020
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N

After having successfully uploaded the files in the “FILE UPLOAD” section, it is possible to log out without

4. Next time login (Before submit)

submitting the statement.

On next login, only the previously successfully uploaded files are available. The taxpayer has the
possibility to modify file uploads (Add new/Delete existing) indefinitely until the “Submit” button is
clicked.
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B. SCREEN INPUT FILING TYPE

1. Employer Details

‘ortable Retirement Gratuity Fund - Current Services
or test & TEST (ERN: (k1999991)
TY For the period ending JANUARY 2020

Employer Distnils Employos details Surmmary

Employer Detaits

[Marmal

(0908991

(carassroa

Nams [test & TEST

Period ending (aamunay 2020

Ho pansion schema

Annwsi Tur

Select

Main Business Activity Seloct

Telephane Number *

Mabile Numbse

Nams of doclasant

Employer Category, ERN, BRN, Employer Name, Period Ending and Pension Schemes are prefilled based
on your login details. This information cannot be altered.

Step 1: Select your Annual Turnover range and Main Business Activity from the list of values provided.
Step 2: Enter a valid “Telephone Number” and/or “Mobile Number”.
Step 3: Enter the “Name of declarant” and “Email”.

Step 4: Click on “Next” button to proceed to next page.
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2. Employee details

The “Employee Details” page is displayed. Existing employees are prefilled from previous return. For first
time filing, employees’ details are prefilled with allowance and commission amount as blank.

Portablo Retirement Gratuity Fund - Cumrant Sorvices
T

or test & TEST (ERN; 08999991)
For the period ending JANUARY 2020

Employer Details Employee details Summary

Note: All amounts are in Mauritian Rupees (MUR] only.

TOTAL REMUNERATION ON y .
SURNAME OF OTHER NAMES OF PENSION Fuitwe | stanroareor | MONTRNEASE | aiownces | commssion WHCH PRFG contriaumon | o PR | REASINFOR
EWPLOVEE EMLOVEE ScHEME ewrovwent | ewpLovmenT | WACE DESRLAR 0R) 0aUR) CONTRIBUTION AMOUNT IS RATE || 2
CALCULATED (MUR) _
Total PRGF Contribution Amount o

v

T

Step 1: For adding employees, click on “Add Employee” button found on the right. The following screen
will appear.

Nots: All amounts are in Mauritian Rupess MUR) only.

0o D

Tatal FRGF Contribution

Step 2: Enter the employee details and click on “Save” icon n
(i) Invalid record
If the employee details contain invalid information, an error message will be displayed. The information

must then be corrected before clicking on “Save” icon n
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(ii) Valid record

When all information is correct and the “Save” icon n is clicked, the record is then displayed on the
table, as shown below.

Emplayes TEST TEST has been saved successfully

To modify the record, click on the icon. A popup screen will be displayed with existing data, as

shown below. Modify record and click on n icon.

[ MNote: All amounts are in Mauritian Rupees (MUR) only. ]
. v o e s o e | rus e s e o
I I itenzd ) EMPLOYEE EMPLO SCHEME EMPLOYMENT EMPLOYMENT
VBB E s = . mameev) || ooyasss 00 B o mom || L s2s | (s

Total PRGF Contribution Amount 525

To delete a record, click on the n icon. The following confirmation message will appear. Click on
“OK” to confirm deletion.

Copyright © 2020 Mauritius Revenue Authority. All Rights Reserved.
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& Fortest& TEST (ERN: 09939991)
T For the period ending JANUARY 2020

Employer Details Employee detsils Summary

oD summoe oF onernmesor | pesion Pt e sTarroATE on o -
EMPLOYEE EMPLOYEE SCHEME EMPLOYMENT EMPLOYMENT ) o OUNT 1S OUNTOVUR)
MUR)

Mauritius Revenue Authorty © 2020

Step 4: After having added all employees’ details, click on “Next” button to proceed to next page.
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Step 1: The summary page is displayed. Please ensure that all the values in the “SUMMARY OF INPUT
AND /OR SUBMITTED RECORDS” and “PAYMENT” sections are correct.

3. Summary

l: JuG ] e | = )
| 1o l° 1

Surchargs for lats Payment (MUR)

tax payabia iz MUR (528

Mod of payment # Direct Dsbit

Bank Hame Please Select

1, Mira, hereloy deciare that allinformation subeitied is trse and compiete

Maurilss Revenus Authority & 2020

Step 2: In the “SURCHARGE” section, enter the amounts where applicable.
Step 3: In the “PAYMENT” section, enter the information as required.
Step 4: In the “DECLARANT INFORMATION” section, enter the “Capacity in which acting”.

Step 5: In the “DECLARATION” section, click on the checkbox to confirm that all information provided is
complete, true and correct. Then click on “Submit” button.

Step 6: The following screen is displayed upon successful submission. An email is also sent to the
declarant’s email address.
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Mauritius Revenue Authority

wding JANUARY 2020 has been submittad to MRA on 25 Feb 2020 at 221735

A1 submitted on 25 Feb 2020 at 22:17:3:
(MUR):

Number i
ayable MURY

Back to Dashbaard

Mauritius Revenus Authority © 2020

4. Next time login (Before Submit)

After having successfully saved records in “Employee Details” section, it is possible to log out without
submitting the return.

On next login, only the previously successfully saved records are available. In “Employee Details” section,
the taxpayer has the possibility to add new records / modify or delete existing ones indefinitely until the
“Submit” button is clicked.
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DETAILS ON FILE UPLOAD

A. CSV File

To generate your CSV file, please download the excel template from
https://eservices14.mra.mu/prgfcontribution/Download/PRGF/excelTemplate.xlsx.

M ome | imet  Fagelmost  Fomubs  Data  Revew  View

Do, = ks =Ea s - B R [emar e e owess I 3R OZESCAT @
e ®ru- @ &—A—‘:B:.&u ﬁ-qma(cmw-|!-% e -] 2_»1«;_53':‘ explonatory .. [MBGUIIIIN] Linked Cell | mien Deiete Fomat @ SN0 PO

Anignment Humber Styer cem Editing

here:

Clippoara 5 Fant
M

AL - (= S MRA

Monthly basic

Replace the blue text with your data as shown below.

| B € o E | F | 3 H ' 1 | K
1 MRA PRGF V1.0
Fmplayer Business Employer Telephone Mobile Name of
Regisbiation | Registration Name Tax Period Number Humber Dedlarant | EMail Address
Number
3
@i B~ B Total Remuneration
m 1p | Sunameof | Other Names | pension Full Time | Start Date of | MOMMYDASIC | coppiesion | (MUR) | _onwhich PRGF | PRGF Contribution Reason for no
ployee Employee | of Employee Scheme Employment | Employment m’:ﬂuk) Y (MUR) contribution amount | Amount (MUR) Remuneration

is calculated (MUR)

Then click on File > Save As > select CSV (comma delimited). Next, click on Save.

Copyright © 2020 Mauritius Revenue Authority. All Rights Reserved.
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= save

5 Open

[ Close

Recent

New

Print

Save & Send

Help

Options
B Exit

|

U Dotz
| Documenss
{8 Downlosd:
W Music
B Pictures
LB Videos | DI {Liata interchange Feemat)
B wndown 2.1 F1K (ot Link)
St gt OOITERRY puced 972008 Add-in
8 el AT 1E POF
APS Decument
File pame: | o i Bocument Spresdshest
Seve s bype Excel Workbook
Husthors: User

- EET
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Find below an example of a generated CSV file to be uploaded on the website.

& Book1 - Notepad - O
File Edit Format View Help

PRA,PRGF, V1.0, 415,405

Employer Registration Mumber,Employer Business Registration Number ,Employer Name,Tax Periocd,Telephone Mumber,Mobile Number,Name of Declarant,Email
Address,, ,,

9999991,C47859789, TEST COMPANY LTD,20@1,9999999,59999999,Michael Tad,test@mra.mu,,,,

Employee ID,Surname of Employee,Other Names of Employee,Pension Scheme,Full Time Employment,Start Date of Employment,Monthly basic wage or salary
(MUR) ,Commission (MUR),Allowances (MUR),Total Remuneration on which PRGF contribution amount is calculated (MUR),PRGF Contribution Amount (MUR),Reason
for no Remuneration

A38118932081115,TEST, TEST,N,Y, 20168221,50000, 6000, 4008, 60000,1260,

AP11672810854F , JONES, TOM, N, N, 26168169,0,8,6,0,0, L

The CSV file must contain columns separated by the comma [,] character. A CSV file example with sample
data can be downloaded from here:

https://eservices14.mra.mu/prgfcontribution/Download/PRGF/csvTemplate.csv
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N

IMPORTANT NOTES
1) Apart from employee Surname and other names, data should exclude all special characters,
including comma.
2) File size for each upload should not exceed 2Mb.
3) Clicking on the “Upload” button(s) will save the file(s) on MRA’s server. The final submission of
the statement is completed only when the “Submit” button is clicked.
4) Already submitted files/records will not be submitted again. Only files/records uploaded during

return being currently filed are submitted.
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