STEP-BY-STEP GUIDE TO E-FILING OF RETURN OF DIVIDENDS

1. Introduction

You want to submit your Return of Dividends 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 of your return.

Users can sign in using their Tax Account Number (TAN) and password.

2. Login

- 00 ]
AP\.

Mauritiue Revenue Authority

Username ;| 20808967

Pasaword: | s {casa sensitival

Mauritius Revenue Aulharity © 2018

Step 1: Enter your username (Tax Account 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 / Filing Type

Mauritiue Revenue Authority

W& Kindly read i ion below before proceeding.

Tax Account Number (TAN): 20907967

Business Registration Nurber (BRN):

Mame; TEST COMPANY LTD

Return Type: Return of Dividends [~} {Select Retum Type)
Income Year; July 2017 - June 2018 [+] * {Selact Income Yaar)
Chease Filing Type: csv XML * {Salact Filing Typa)

© scREEW INPUT

ECCEE

For information :
= Figlds marked with * are mandstory
= For help abeut how o use this application, click here
= Eucel template to generate CSV file. Click here fo download
= CEY file template with sample data Click here to download

= XML file template with semple data Click here to download

IMauritius Revenue Autharity & 2018

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: Return of Dividends
Step 2: Select the “Income Year” for which the return is being filed.
Step 4: Choose the “Filing Type” for which the return is being filed.

Step 5: In the “For information” section, the guidelines and the different templates for Return of
Dividends are available for download.

Step 6: Click on “Start Filing” button to proceed to next page.
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A. MANUAL FILING TYPE

1. Taxpayer Profile

Return of Dividends for TEST COMPANY LTD
Far the income year July 2017 - June 2018

Taxpayer Profile Load detzils Summary

Tax Account Number (TAN) 20503907 )
Business Registration Number (BRN) | |
Company Name [Festcomeanvim |
Year Ending 30 June :me— |
Telephane Mumbser

Mobile Number *

Name of declarant ™

Email *

Maurifius Revenue Authority £ 2018

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

Step 1: Enter a valid “Telephone Number” and/or “Mobile Number”.
Step 2: Enter the “Name of declarant” and “Email”.

Step 3: Click on “Next” button to proceed to next page.
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2. Load details

Return of Dividends for TEST COMPANY LTD
i g
Faor the income year July 2017 - June 2018

ofile Load details Summary

ON SCREEN INPUT

Names of the National identity Carc Number ot Buanu- Registraton Number I'ﬁx Account Humber {TAN] of Amount of Dividend Faid Personal Joint Shiwl‘!n'ﬂrlal
der the Sharsholder (BRN] of th areholder the Sharshoider lHUR! (Y] N-'.IMD{GI

0

Shawing 1-0 oet of 8 mcords 5

|
Mauriius Revenue Authority © 2018

Step 1: Click on “Add new entry” button found on the right. The following screen will appear.

Taxpayer Profile

ON SCREEN INPUT © Click 1o road nete

1. Hames of the Sharshoklar | |

2. National |dentity Card Nunber of the Sharsholder | |

&

1 (BN of the |

4. Tax Account Number [TAN] of the Shareholder | |

5 Amount of Dividend Paid (MUR) | i
NPT LML O s . Parsanal (YN} [Bod <] %
T. Jid Sharehohieris] Nae(s} W
¢ i J

Step 2: Enter the shareholder details and click on “Save button”.
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(i) Invalid record

If the shareholder details contain invalid information, an error message will be displayed in red as
shown below. The information must then be corrected before clicking on “Save” button.

Taxpayer Profile | Load detzils

ON SCREEN INPUT
1. Names of the Sharehokler [Mary |
2. National Idamity Car Numbes of he Sharshalder |A3011893201115 |
3 [BRM) of the | |
4T [TAN] of the 79353351 |
- 5 Amount of Dividand Paid (MUR) { - |
Shawing 140 ot of @ recoods : L = %
5. Persan [Y/N) Y ] ~

7. Joint Sharsheideris] Namaz} ]
Fielid: 5 Amaurt of Diviend Faid (MUR) is mandatary
Totsd Errors 1

(i) Valid record

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

Return of Dividends for TEST COMPANY LTD
e
For the income year July 2017 - June 2018

Taxpayer Profile Load details Summary

ON SCREEN INPUT

Add new entry
[r—— Delete
Mame{s)
2 @

TOTAL 125000 I

Showng 1.1 outot 1 recorss \‘ ‘

Names of the Mational dentity Gard Number of | Business Registration Number | Tax Account Number (TAN) of | Amount of Dividend Paid [
Shareholder the Sharehoider (BRN] of the Shareholder the Shareholder (MUR) ]
T May 99999591 125000 Y

A3011833201115,

Mauritius Revenue Authority © 2018
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To modify the record, click on the 2 icon. A popup screen will be displayed with existing data, as
shown below.

e [T o

it -

ON SCREEN INPUT Edit record

© Cicke 10 wead note

1. Names of the Sharchokler Mary |
2 Netional Idenity Card Numbes cf the Sharshalder ASD11ES3201115
3. Busingss (BRN) of the |

1S4EHE 4T [TAN] of the 49909981 |

125000
S Amount of Dividand Paid (MUR) 125000
Snoweng 1.1 vl of 1 s 5. Personal (YIN) Ve . %

T Joint Sharahelders) Nanols) @

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

Return of Dividends for TEST COMPANY LTD
AR;' B an - 20005067

For the income year July 2017 - June 2018

Taxpayer Profile Load detsils Summary

ON SCREEN INPUT

8N | Hames ot the MNational identity Card Number of | Business Registration Nomber | Tox Account Number (TAN] of | Amount of Dividend Paid Persanal Jotnt Sharehelcer(s)
Pr——— the Shareholder {BRN) of the Sharshalder the Sharehalder (MUR) (YN} Name(s)
1| May 125000 X 2

AS011893201115 989099991

TOTAL 125000

Shewing 14 out of 1 records d

Mauritius Revenue Authority © 2018

Step 3: After having added all shareholders’ details, click on “Next” button to proceed to next page.
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Retumn of Dividends for TEST COMPANY LTD
A&' TAN : 20005057

For the income year July 2017 - June 218

Taxpayer Profils Load details Summary

SUMMARY OF INPUT ANDIOR SUBMITTED RECORDS(S)

[ owere | ronersewns | amorsewms | ow |
Total number of 3 ] 1 I o J 1 ]
Amount of Dividand R} | 125000 Jo | 125000 |

DECLARANT INFORMATION

Capacity in which acfing *

Exampie: Accountant, Manager, Directar, Crwhner

DECLARATION

1. bok, hereby declars that all information submitted ae trise and compleis.

«=»
Maurifius Revenue Authority € 2018

Step 4: Verify if the “SUMMARY OF UPLOADED AND/OR SUBMITTED RECORD(S)” section is correct.
Step 5: Check if the amount of dividend paid is correct
Step 6: Enter the “Capacity in which acting”.

Step 7: Under “DECLARATION” section, click on the checkbox to confirm that all information
submitted are true and complete.

Step 8: Finally, click on “Submit” button. After successful submission, an acknowledgement screen is
displayed as shown below.

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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Mauritius Revenue Authority

Jume 3018 has been submifted

i« the frcome year

e

haurioug Revenus Autharity £ 2018
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B. CSV / XML FILING TYPE

1. Upload Details

Return of Dividends for TEST COMPANY LTD
Faor the income year July 2017 - June 2018

Upload Details Preview Summary

INSTRUCTIONS

1. Upload files contaimimg details related fo Return of Dividands in File Unload asction.
2 Aftar surceasfi filefs] wpoaofs), go t0 Summary fab aoud click on Suburdr burton,
3. Fills submigsion i 001 COMPIRtS LT an SCkRowiedgment mesasge is displayed. Sama will be S8 10 you via smail,

SUMMARY OF UPLOADED ANDVOR SUBMITTED FILE(S)

UPLOADED (NOT YET SUBMITTED) UPLOADED & SUBMITTED TOTAL
B J 1

0
0

o
f o

——

|
J

FILE UFLOAD

Choosa file type 1o be upleadad = O csv XL
File No. File Name
Upload file 1 Choosa Fike | No file chosen I:“ ﬁ

Mauritius Revenue Authority £ 2018

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.

Step 1: Choose file type to be uploaded. You cannot proceed any further unless file type is chosen.

FILE UPLOAD

Choasae file type o be uploaded * csv XML

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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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)

susncs o
rbesoffles__| 0 | o o |

€ » % Ji = Documents » ROD w | SesrchROD p
Organise = Mew folder E~- T @
FILE UPLOAD -
dtamodel % fame Date modified Type
o 2 s | Filel 23052018 1447 5V Fil
Choosa file typa to be uploaded * 1% This PO i Fie 3 =
& Deskiop
£l Documents
@ Downloads W »
Fie name: | Filel | |AlFiles ¥
File No. File Name 5 I
pe Cancel

— —
Upload file 1 Choose File | Mo fila chosen D ’m

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

FILE UPLOAD

Choose file type to be uploaded * © csv XML

File No. File Name Add new file .

——
Upload file 1 | Choose File | File1 csv D m

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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Step 4:

(ii) Invalid file

If the file contains any error, the file is not uploaded and an error message is displayed.
For more details about the erroneous data, click on “Click for details” button.

The “Summary of uploaded and/or submitted file(s)” section is not updated. The file can
be deleted by clicking on the delete bin icon [1l]. Please correct the file and click on
“Add new file” button to upload the file again.

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

STATISTICS UPLOADED (NOT YET SUBMITTED) UPLOADED & SUBMITTED TOTAL
: |

Total number of files ] 0 ] ] 0
Total number of records ] 0 ] 6 ] 0 ]

FILE UPLOAD

Choose file type to be uploaded * © csv XML

File No. File Name . Add new file .

- —
Upload file 1 | Choose File |File1.csv File Upload Failed @ m

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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(iii) Valid file

If a valid file is uploaded, a success message is displayed. Click on the “Click for details”
button for more details about the successfully uploaded file.

The Summary of uploaded and/or submitted file(s) section is updated accordingly. The
file can be deleted by clicking on the delete bin icon [l ].

SUMMARY OF UPLOADED AND/OR SUBMITTED FILE(S)

Total number of files ] 1 ] 0 ] 1 ]
Total number of records ] 1 ] 0 ] 1 I
Amount of Dividend Paid (MUR) ] 105,000 ] 0 ] 105,000 ]

FILE UPLOAD

Choaose file type to be uploaded * © csv XML

File No. File Name Add new file

Upload file 4 | Choose File | File1.csv File Uploaded for

=7]

FILE UPLOAD
‘/File upload successful

Choose file type to be uploaded D CSV XML
Total Number of Records: 1 Amount of Dividend Paid (MUR): 105,000
File No. File Name
- 4
Upload file 4 File1.csv File Uploaded

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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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.

FILE UPLOAD

Choose file type to be uploaded * © csv XML
File No. File Name Add new file
1 . Click ~—3
Upload file 4 | Choose File | File1.csv File Uploaded L m
)

A

Upload file 5 Ch File | No file chi
pload file | Choose File |No file chosen Lt .lm

Step 6: To delete a file, click on the delete bin icon [1l]. A confirmation message is displayed. Click
on “OK” to delete file, else cancel the action.

Do you want to proceed with deletion of current file?

_l
Total number of records ] 1 “ Cancel _]
|

Amount of Dividend Paid (MUR) ] 105,000

Total number of files ] 1

1 T

FILE UPLOAD

Choose file type to be uploaded * © csv XML
File No. File Name * Add new file

- —
Upload file 4 | Choose File |File1.csv File Uploaded :u';;s m

= )
=
Upload file 5 | Choose File | No file chosen D m

E— uPLOAD

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

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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5. Uploaded Files Preview

Step 1: The page for preview of uploaded files is displayed. Please note that all names of uploaded
files (not yet submitted) are displayed in yellow.

Return of Dividends for TEST COMPANY LTD
For the income year July 2017 - June 2018

Upload Details Preview Summary

PREVIEW OF UPLOADED FILES

Chk file name fo preview: File1.cav

Show| 10 & records Selected file: Filed.cav

’ Names of the Sharsholder | National identity Card Humber of Business Registration Numbes Tax Ascount Number (TAN) of the | Amoint of Dividend Paid (MUR) | Personal (Y] | Joint Sharsholderis) Name(s)
the Sharehoider (BRN) of the Shareholder Shareholder
i

1 My Glen A3011853FN15 F{TAROEHT A5G 015000

Showing 1-10 01 0f 1 Fecords d
: E i

= =

Go fo page. | 1] 11 pages

Mauritius Revenue Authority € 2018

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

Click file name to preview: File1.csv

Step 3: To display a specific number of records per page, choose value (10 / 50 / 100/ 1000) from
“Show records” dropdown list.

Show 10  records

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
14



Step 4: The name of the file being currently previewed is displayed on top: “Selected file: Filel.csv”

Return of Dividends for TEST COMPANY LTD
i
Far the income year July 2017 - June 2018
Upload Details Preview Summary

PREVIEW OF UPLOADED FILES

Chck file name o preview: File1.cav
Show| 10 & records Selected file: Filed.cav
I'88 | rame= of the shareholder | National identity Card Numberof | Business Registration Number Tax Acount Number (TAN) of the | Amount of Dividend Paid [MUR) | Personal (YiN] | Jaint Sharsholders) Mame(s)
the Shareholder {BRN) of the Sharsholder Sharehoider |
¥ Mty Glen AI0AREIHIIE FTARSEHT AESAT 105000 i

Showing 1-10 01 0f 1 Fecords d
f =1
: E‘ il i

=

Go fo page. | 1] 11 pages

Mauritius Revenue Authority £ 2018

Step 5: To navigate between pages, use the pagination displayed below the table.

Enter Page number to

Go to Previous Page Go to Next Page navigate directly to that page
Go to First Page = = < [| 1 2 > | > Go to page | 1| /2 pages

L Go to Last Page

Step 6: Proceed to the next page by clicking on the “Next” button.

Next >>

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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6. Summary

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

Return of Dividends for TEST COMPANY LTD
Faor the income year July 2017 - June 2018

Upload Details Preview Summary

STATISTICS UPLOADED (NoT vETsuBMTTED) | ueLoaoeDasuewrres | Tora |

DECLARANT INFORMATION

‘Capacity inwhich acting Carecior

Exampia: Accountant, Manager, Director, Chwner.

DECLARATION

| heraby declare that aflinformation submitted are trus and complets, *

Maurifius Revenue Authority € 2018

Step 2: In the “DECLARANT INFORMATION” section, enter the “Capacity in which acting”.

Step 3: 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 4: The following screen is displayed upon successful submission of the return. An email is also
sent to the declarant’s email address.

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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MR

Mauritius Revenue Authority

rcome year July 2017 - Jine 2018 has been submited to MAA on

e

Mauritiuz Revenus Authority © 2018

Step 5:

- Click on ‘Back to Login’ button to go back to login page.
- Click on ‘Back to Homepage’ button to go back to MRA’s website.

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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After having successfully uploaded the files in the “FILE UPLOAD” section, it is possible to log out
without submitting the statement.

7. Next time login (Before submit)

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.

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
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DETAILS ON FILE UPLOAD

A. CSV File

To generate

your CSV

file, please

download

the excel template

http://eservices8.mra.mu/DetailStmtVoucher/Download/RODA/excelTemplate.xlsx.

f & cu
a copy -

Clipboad

Tahoma

Font

caw SE= e S
PR o Foimal Pt @ro- |- a-A- SESEE B

%

Alignment
=

& Center =

Tast.

B W e

L B ] rl:rmdltlnnal Farmat | Good:

L3l

ing = as Table =

ﬁTzNames of the sharehalder

i

Year ending
30 June

Amount of

Name of
Declarant

Paid (MUR)

c

vVi.0

TAN of the
C

Name of the | Year ending
C

30 June

Names of the
Shareholder

NIC Number of
the Shareholder

Registration
Number of the
Shareholder

Business Tax Account

Number of
Shareholder

Telephone
Number

Amount of
Dividend
Paid (MUR)

Name of
Declarant

Joint
Shareholder(s)
name(s)
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from

here:


http://eservices8.mra.mu/DetailStmtVoucher/Download/RODA/excelTemplate.xlsx

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

Home Insert

New
Print
Save & Send
Help
2 Options
B exit
l Excel Workbook —
A B £ Excel Macro-Enabled Workbook
Excel Binary Workbook
1 MRA RODA Excel 97-2003 Workbook
XML Data
TAN of the BRNofthe | N single File Web Page
@ » 1 | |WebPage
CompﬂnY Cﬂmpﬂnv Excel Template
2 Organise = nef Excel Macro-Enabled Template
Excel 37-2003 Template
20901551 PO7003358 TEST] Text (Tab delimited)
g . Unicode Text
.
I This PC XML Spreadshest 2003
i Desktop Microsoft Excel 5.0/95 Workbook
E D P CSV (Comma delimited]
Names of the | NIC Number of | R - DDCUTEZ * [Formatted Text (Space delimited)
ownloads i
Shareholder | the Shareholder | Nu * Text (Macintosh)
Sh ' Music Text (M5-DOS)
S Pict CSV (Macintosh)
4 sl Fictures CSV (MS-DOS)
B Videos DIF (Data Interchange Format)
£, Windows 8.1 SYLK (Symbolic Link)
Excel Add-In
Mary Glen A3011893201115 F17i S8 design$ (172 Excel 97-2003 Add-n
At AY172 18 1|PDF
3 XPS Document
File name: OpenDocument Spreadsheet
Save as type: | Excel Workbook v
Jim Ling D98TEI43210987 L34
Authors:  User Tags: Addatag
&
7 [] Save Thumbnail
8
9 4 Hide Folders Tools = Cancel
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Find below an example of a generated CSV file to be uploaded on the website.

Eile Edit Format View Help

MRA,RODA,V1.0,,,,,

TAN of the Company,BRN of the Company,Name of the Company,Year ending 3@ June,Telephone Number,Mobile Number,Name of Declarant,Email Address
22222221,047859789, TEST COMPANY LTD,2018,9999999,59999999,Michael Tad,test@mra.mu

Names of the Shareholder,NIC Number of the Shareholder,Business Registration Number of the Shareholder,Tax Account Number of Shareholder ,Amount of Dividend
Paid (MUR),Personal (Y/N),Jloint Shareholder(s) Name(s),

Mary Glen,H12345678908234,F178R98H3,40085145,101000,Y, ,

Jim Ling,D987654321@3987,PU34G49N1,40085046,200000,N,Brandon Rogers ; Remmy Ray,‘

The CSV file must contain columns separated by the comma [,] character. A CSV file example with
sample data can be downloaded from here: http://eservices8.mra.mu/
DetailStmtVoucher/Download/RODA/csvTemplate.csv.

B. XML File

To generate your XML file, please download the excel template from here:
http://eservices8.mra.mu/DetailStmtVoucher/Download/RODA/xmITemplate.xml.

Copyright © 2018 Mauritius Revenue Authority. All Rights Reserved.
21


http://eservices8.mra.mu/%20DetailStmtVoucher/Download/RODA/csvTemplate.csv
http://eservices8.mra.mu/%20DetailStmtVoucher/Download/RODA/csvTemplate.csv
http://eservices8.mra.mu/DetailStmtVoucher/Download/RODA/xmlTemplate.xml

AR,

IMPORTANT NOTES
1) Data should exclude all special characters, including comma.
2) The fields Names of the Shareholder may include hyphen [-] and apostrophe [‘].
3) File size for each upload should not exceed 5Mb.
4) 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.
5) Already submitted files/records will not be submitted again. Only files/records uploaded

during return being currently filed are submitted.
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