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1. Legislation

Purpose:

The purpose of the Employment Equity Act (EEA) is to achieve equity in the workplace by
promoting equal opportunity and fair treatment and implementing affirmative action
measures to redress the disadvantages in employment experienced by designated groups.
The EEA applies to all employees and designhated employers. Failure to comply with the
provisions of the EEA may result in imposition of fines.

Who is an employee for employment equity purposes?

Any person other than an independent contractor who works for another person (or the State)
and who receives or is entitled to receive any remuneration and, in any manner, assist in
carrying on or conducting the business of the employer.

Who is an employer for employment equity purposes?

A designated employer is:
an employer who employs 50 or more employees, or

an employer who employs less than 50 employees but has a total annual turnover that
is equal to or more than the annual turnover threshold.

Annual turnover thresholds:

TURNOVER THRESHOLD APPLICABLE TO DESIGNATED EMPLOYERS
Sector or subsectors in accordance with the Standard Industrial
T Total annual turnover
Agriculture R6,00m
Mining and Quarrying R22,50m
Manufacturing R30,00m
Electricity, Gas and Water R30,00m
Construction R15,00m
Retail and Motor Trade and Repair Services R45,00m
Wholesale Trade, Commercial Agents and Allied Services R75,00m
Catering, Accommodation and other Trade R15,00m
Transport, Storage and Communications R30,00m
Finance and Business Services R30,00m
Community, Special and Personal Services R15,00m

Excluded employers are the National Defence Force, National Intelligence Agency, the South
African Secret Service, and the South African National Academy of Intelligence.

Employers who are not designated employers may voluntarily register as a designated
employer and comply with sections of the EEA.
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What is equity remuneration?

Equity remuneration is any payment in money or in kind, or both in money and in kind, made or
owing to any person working for any other person. It excludes -

any allowance, cash payment or payment in kind provided to enable the employee for
work (e.g., equipment, tool or similar allowance or the provision of transport or the
payment of a transport allowance to enable the employee to travel to and from work),

gratuities (e.g. tips received from customers) and gifts from the employer,
non-employment related lump sums such as severance pay, and

dividends not included as remuneration by the Fourth Schedule to the Income Tax Act.

Equity remuneration must be split between fixed/guaranteed remuneration, and variable
remuneration.

Fixed/Guaranteed remuneration includes:
salary/wage,

housing or accommodation subsidy, or housing or accommodation received as a
benefit in kind,

travel allowance or provision of a car, except to the extent that the allowance or car is
provided to enable the employee to work as provided by the Fourth and Seventh
Schedules to the Income Tax Act,

any cash payments in kind received by an employee, except those listed as exclusions,

any other payment in kind, except those listed as exclusions,

employer's contributions to income protection, funeral or death benefit schemes, and

employer contributions to medical aid, pension, provident fund or similar benefit funds.
Variable remuneration includes:

short-term incentives: annual or shorter incentives and (generally) cash performance-
based payments, including deferrals (e.g. commission)

long-term incentives: longer than one year, (usually) share-based awards and cash-
based settlement that have a vesting period of more than one year must also be
included (may be retention and/or performance based),

lump sums in respect of ongoing employment (e.g. back-pay and leave paid out),

discretionary payments not related to an employee’s hours of work or performance
(e.g. retention bonus),

the taxable benefit portion of bursaries/scholarships provided to the employee and/or
relative of the employee; and

dividends included as remuneration by the Fourth Schedule of the Income Tax Act.
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Duty to report on employment equity:

Designated employers must submit their annual equity reports (in the required format) to the
Department of Employment and Labour -

manually on the first working day of October, or
by 15 January of the following year only in the case of electronic reporting.

Employers who become designated employers on/after the first working day of April but before
the first working day of October must only submit their first report on the first working day of
October of the following year.

These annual reports include the:

EEA2 (Employment Equity Report) and,
EEA4 (Income Differential Statement).

To view the employment equity reports and the instructions on how to complete these reports,
please click here.
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2.Paymaster Application

2.1. Employee Level Configuration

The various employee fields that will be reported on in the EEA Reports are listed below.
2.1.1. Basic Profile

o Exclude from the EEA Report

« Gender

* Race

+ Disabled Type

» Foreign National

Navigation: Menu > Employee > Basic Information > Basic Profile > Employee Details

e iy

Monthly B Employee Details A
Wonder Woman Employee Details
(<] 2000 © Empiayee Number: * Last Name: * First Name: * Middle Name:
l 2000 l Woman l Wonder j ‘ Middle Name
[= Basic Information 5 Initials: * Preferred Name: Maiden Name: Title: *
[w [ Preferred Name ‘ Maiden Name ] I Mrs
1 1

Tax Profile
Position

Banking Details

Disciplinary Record cLasaic
Exciude for OID: Exclude from UIF Exclude from the EEA
Incident Management 0 submission file: Report:

Dependants

Basic Profile

Is this employee retired?:

O

Statutory Fields: Exemptions and Other

O

O

Navigation: Menu > Employee > Basic Information > Basic Profile > Personal

FRNSRIEEY S .
Monthly B | Employee Details v
Wonder Woman
= Personal A
(<] 2000 o Language: Gender: * Race: * Nationality: *
} English l Female l White » ‘ I South Africa
E5  Basic Information 2 Citizenship: * Disabled Type: Marital Status: Foreign National:
l South Africa | Disabled Type | Marital Status ’ ‘ m
Tax Profile Birth Date: * Employee photo:

Basic Profile
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* Group join date

o Tax status

« Statutory employment date override

« Termination date

» Termination reason

Navigation: Menu > Employee > Basic Information > Tax Profile

TER
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Monthly

Wonder Woman

(<) 2000

= Basic Information

Basic Profile

Position

Banking Details

Dependants
Attachments
Asset Register

Custom Forms

B Payroll Processing

Disciplinary Record cuassic|
Incident Management cuassic|

B Detail

Terminate employee: [_|

Employment

Identification

Group join date: *

| 2021/01/01 o |

Not re-employable:
O

Tax

Employment date: *

[2021/01/01 =]

Nature of person: *

| 8- Individual without D n... >

Tax status: *

| Standard Employment (Normal)

Reference number:

‘ Reference number

Statutory Fields

Tax Ref. Number:

Tax Ref. Number

Voluntary over deduction:

Statutory employment date
override:

2020/06/01 ]

Apply 27% tax for Personal
Service Provider?:

O

Annuitant with multiple income
sources Par 2(2B):

Monthly

WonderWoman

(<] 0001_2TR

‘& Terminated on 2022/07/03

Transferred to another branch

= Basic Information

Basic Profile

e

Tax Profile

(O Reinstate Starting A New Record

Employment

(O) Reinstate Resuming This Record

Termination

Group join date: *

I 2021/02/01 )

Not re-employable:

(]

Identification

Employment date: *

(202111001 a)

Termination date: *

l 2022/07/03 )

Termination reason: *

l Transferred to another branch »

Company run: *

l July - 2022

Tax

Encash leave:

Nature of person: *
[ = 2 I

Tax status: *

Tax Ref. Number:

( |

2.1.3. Position

» Effective Date

* Occupational level

¢ Employment status

» Is this a promotion?
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Navigation: Menu > Employee > Basic Information > Position
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—n =

Position

—
Manthly

Effective Date: *

Wonder Woman

A Flease note that changing history could affect reports and payslips.

Position filled since:

2021/01/01

Organisation unit: *

l Equity v

(<] 2000 (] Position: *
l TopMan Perm (P1) v
Organisation unit
{5 Basic Information ~
Easic Profile Company:
Equity

Tax Profile

Reporting Line
Banking Details

TER

Disciplinary Record Default grade: Override Grade: Directly reports to person:
Incident Management Default Default Qverride Grade ’ ] [Search for employees
Dependants
T Additional ~
Asset Register Occupational level: Employment status: Comments:
o S Top management Permanent v Comments
B Payroll Processing -
[ Payroll Results -
i Leave . Directly reports to position: Override directly reports to po:
[Cl Click to search... ]
|2 Performance ~
Is this a promotion?: Administrator
o skills ~
= O [ Search for employees ]
8, Costing ~
o .
2.1.4. Training Records
- Effective/Start Date
e Training Status
o Course
Navigation: Menu > Employee > Skills > Training Records
; TF & Training Records
e
Weekly
I PG Effective/Start Date l Course Training Status Attachment
= Q G (an) - (AN N
L
< © Effective/Start Date: * End Date: Course: *
" 2022/05/01 o | Equity Training Test - ] |
BB Basic Information v
Training Status: * Certificate No: Certificate Expiry Date:
E Payroll Processing ~ | Completed - ] [ ] [ o)
M Payroll Results ~ Add Reminder:
W Leave v O
[»2  Performance v 5ltachment: )
= skils R Select file | or Drop file here
—
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2.2. Company Level Configuration

2.2.5. Employment Equity Setup

The EEA2 Statutory Report returns the dates indicating the duration of the Employment Equity
Plan on Page 2, as well as the target dates. Set up the Plan start and end dates on the
Employment Equity Setup screen.

Navigation: Menu > Config > Human Resources > Employment Equity > Employment Equity Setup

Config / Human Resources / Employment Equity
™ Employment Equity Setup

S

Employment equity plan Start date | End date Plan length (in years) Inactive
e a

#  Basic Settings r Jan 2026 - Dec 2028 2026/01/01 2028/12/31 3 O ® W
B Payroll " Jan 2021 - Dec 2025 2021/01/01 2025/12/31 ] O LA |
& Human Resources -

Leave Administration »

Organisation Structure 3

Performance Management 3

Upskilling b

Workforce Planning »

Workforce Planning Setup »

Employment Equity -

| Employment Equity Setup |

Employment Equity Plan

Employment Equity Config

2.2.6. Employment Equity Plan

Setup the Numerical Goals and Targets on the Employment Equity Setup screen. These will
return on Page 6 of the EEA2 Statutory Report.

Navigation: Menu > Config > Human Resources > Employment Equity > Employment Equity Plan
Goal:

Confia | Human Resources / Employment Equity

Employment Equity Plan

-
S - — Select view I[ Boal ; || Select goal period: | Jan 2026 - Dec 2028 "] comparetoactuals: []
[ @ Edit grid below to update planned headcount values
# Basic Settings v
B Payroll »
Male Female Foreign nationals
& Human Resources = Occupational level Total
A c I W A c 1 w Male Female
L Administrati
SHE AdministEtion ' Top Management 0 0 0 0 0 0 0 0 0 00
Organisation Structure »
9 Senjor Management 0 0 0 0 (1] 0 (1] (1] 0 oo
PRI L R ' Professionally Qualified ] 0 0 0 0 0 o ] o oo
LEsking ' Skilled Technical 0 0 0 0 ) 0 0 0 0 o0
T AT ' Semi-Skilled ] 0 0 0 0 0 0 0 0 0o
Workforce Planning Setup » Unskilled ) 0 0 0 0 0 0 ) 0 00
T IETE L - Temporary 0 0 0 0 0 0 il i 0 oo
Employment Equity Setup
Grand total 0 0 0 0 0 0 0 0 0 00
I Employment Equity Plan I
Employment Equity Config
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Target.
P
. Lkl =]
Hals

& Basic Settings

B Payroll

& Human Resources
Leave Administration
Organisation Structure
Performance Management
Upskilling
Workforce Planning
Workforce Planning Setup
Employment Equity

Employment Equity Setup

o

TER

We Know Payroll

I Employment Equity Plan

Employment Equity Config

i Security

Config / Human Resources / Employment Equity

Employment Equity Plan

Select view:

I[ Target » ]I

Compare to actuals: ]

@ Edit grid below to update planned headcount values

Male
Occupational level
Top Management
Senior Management
Professionally Qualified
Skilled Technical
Semi-Skilled
Unskilled

Temporary

Grand total

Select goal period: | Jan 2021 - Dec 2025 »

Compare to goal

A c
2 0
0 0
0 0
0 0
0 0
0 0
) [
2 0

O

SEIEIEEIEIEEIE

Female
w A
4 0
0 0
0 0
0 0
0 0
0 0
[ [
4 0

o alalalalalls

B Audit
Select target year: | Jan 2023 - Dec 2023 3
Foreign nationals
Total
1 w Male Female
0 0 0 06
0 0 0 00
0 0 0 00
0 0 0 00
0 0 0 0o
0 0 0 00
0 0 0 oo
0 ] 0 06

2.2.7. EEA4 Remuneration Configuration

To ensure the EEA4 Statutory Report returns the remuneration accurately, the components that

need to be included must be indicated on the Employment Equity Config screen. This needs to
be set-up per frequency.

There are four Remuneration Types considered when generating the EEA4 reports:

« Fixed [ Guaranteed

« Fixed [/ Guaranteed Periodic

» Variable

» Variable Periodic

Navigation: Menu > Config > Human Resources > Employment Equity > Employment Equity Config

L
s o P g
=n

& Basic Settings

B Payroll

& Human Resources
Leave Administration
Organisation Structure
Performance Management
Upskilling
Workforce Planning
Workforce Planning Setup
Employment Equity

Employment Equity Setup

Employment Equity Plan

IEEA4 Remuneration Configurationl

Details

| Emptoyment Equity config

I Other retirement lump sums

Please note - Please r=ad the following instructions document carefully in order to understand what components are to be included and
excluded in an employee's remuneration for the purpeses of calculating pay in order for the EEA4 repart to be generated correctly,
Payslip Action - Allowances Variable Remuneration F"‘z “’;u f‘:“:;'::’:"d Periodic
2dvised Bonus FIXED PER (]
Arbitration Awards Non Taxahble ] (] O
Arbitration Awards Taxable O O O
Backpay (] ] (]
Basic P=y FIXED [m] (]
Basic Pay Retro O O O
Broad Based Employes Share Plans (] ] (]
Commission VARIABLE [m] (]
Compensation i.no, death during employment O O O
Exempt Bolicy Proczads (] ] (]
Leave Pay [m] [m] [m]
b'r"t'ﬂi ;-::LI:’}— 'a:::dslizl:us apportienments {section 15C 0 0 0
Lump Sum Withdrawal Bensfits (] (] (]
Other Allowzncs Taxable FIKED PER O
Gther Allowance VARIABLE PER [m]
Other Lump Sums (] ] (]

O [m] O

Page 19



AYVIASTER

We Know Payroll

2.2.8. Basic Company Information

Some of the company information will be extracted from the payroll to complete Page 1 on the
EEA2 and EEA4 report. The below fields are maintained on the Basic Company Information
screens and are returned in the reports:

Company Trading Name

PAYE Reference Number

Employment Equity Reference Number
Physical Address

Postal Address

Telephone Number

UIF Reference Number

SETA
The Standard Industry Code stored on the Tax Certificate Run Screen is also returned.

2.2.9. Training Courses

The Equity Training checkbox must be selected on the Training Course to be included for EEA2
Table 5 Skills Development.

Navigation: Menu > Config > Human Resources > Training Courses

: i i Training Courses
v o "]
- 4 i Click to view audit trail
: :"‘ b Details Click here to view audit trail
= 2)
course description: ‘Equity Training Test ‘U
~
e iarEilyEam o Equity Training Test
PaySpace
Weekly = course overview:
= 4
i i duration: )
Skills Categories EEeCRCerss ‘U
Skills
course requirements:
Qualifications
#

course type:
direct course cost: ‘ ‘O
direct course cost notes: ‘ ‘u
course durati&.)n in hours (used to calculate ‘ ‘
indirect cost):

provider: @ rnternal O external Q
institution: ‘ ‘
ABET/NGF level:

credits: ‘ ‘U
maximum candidates: l:l

minimum candidates: l:l

SAQA registered? [:

SAQA ID number: l:l

kil prirty:

program category: ’-selectnne-—v‘

quuity training:

I
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2.3. EEA Reports available on Paymaster

EEA2 Report (Employment Equity Report)

EEA2 Detail Report

EEA4 Report (Income Differential Statement)

EEA4 Detail Report

The EEA2 and EEA4 Detail Reports provide the information per employee that will be applied in
the EEA2 and EEA4 Statutory Reports.

2.4. EEA2 Report and EEA2 Detail Report
The EEA2 Report and EEA2 Detail Report can be extracted from Paymaster. The EEA2 Report

enables employers to comply with Section 21 of the Employment Equity Act. It incorporates the

requirements to report on the workforce profile. Pages 1to 6 will generate based on the

information stored on the payroll. Pages 7 to 9 will return as part of the report but need to be
completed manually.

2.4.10.

Fields returned in the EEA2 Reports

EEA2 REPORTS | INFORMATION RETURNED

return.

Frequency The Frequency Name will return. N/A

Employee The employee’s Employee Number N/A

Number will return.

First Name The employee’s First Name will N/A
return.

Last Name The employee’s Last Name will N/A

Occupational
Level

The selected Occupational level will
be returned for all employees within
the reporting period. If no
occupational level was linked, then
the field will be blank.

Employees are categorised according to
their occupational level. Permanent
employees with no occupational level
defined will be excluded.

Employment
Status

The selected employment status will
be returned for all employees within
the reporting period. If no
Employment status was linked, then
the field will be blank.

Employees linked to the options,
Permanent and Temporary -
deemed to be permanent, will be
considered as permanent
employees.

Employees linked to the option,
Temporary, will be considered as
temporary employees.

Employees linked to the option,
Contract, will be excluded.

Employees who are not linked to an
employment status, will be
excluded.
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Gender The selected gender will be returned | Differentiates between Male and Female
for all employees within the reporting | employees. Employees linked to the
period. Unclassified gender will be excluded.

Race The selected race will be returned for | Differentiates between African, Coloured,

all employees within the reporting
period.

Indian, and White employees. Employees
who are foreign nationals and linked to the
Other race, will be included. Employees who
are not foreign nationals and linked to the
Other race, will be excluded.

Disability Type

The selected disability type will be
returned. If the Disabled Type field
was not populated, then ‘None’ will
be returned.

An employee linked to any option
other than No Disability, will be
categorised as an employee with a
disability.

Therefore, only these employees will
be included in Table 1.2 Workforce

Profile.
Foreign Where the checkbox field, Foreign The employees that returned 'Yes' will be
National National, has been selected, ‘Yes’ reported on separately.
will be returned. Foreign Nationals are excluded from Table 5
Skills Development.
Group Join The Group Join Date will be returned | If the Group Join Date is within the reporting
Date for all employees. cycle, then the employee will be counted in

Table 2 Recruitment.

Employment
Date

The Employment Date will be
returned for all employees.

N/A

Statutory
Employment
Date

If the field, Statutory Employment
Date Override has been populated,
it will be returned.

If the Statutory Employment Date Override is
within the reporting cycle, then the
employee will be counted in Table 2
Recruitment.

Termination
Date

If processed on or before the last
day of the reporting period, the
selected Termination Date will be
returned.

The Termination Date will return for
transferred employees.

Terminated employees will be included in
Table 4 Termination.

Transferred

A 'Yes' will be returned if an
employee is transferred.

A "No’ will be returned if the
employee was terminated using the
normal termination process.

When an employee is transferred between
frequencies then both employee records will
be consolidated. If the employee was
transferred but the ‘terminate for Statutory
reporting’ was selected during the transfer,
then the records will not be consolidated,
and they will be counted separately.

Custom Field
to Exclude from
the EEA Report

A 'Yes' will be returned Where the
checkbox field, Exclude from the EEA
Report, has been selected on the
employee's Basic Profile.

These employees will be excluded from the
EEA Statutory Reports.

Exceptions Not
Reported On

Employees who will not be included
in the main report will be returned as
‘Yes' in this column. All other
employees will return as ‘No’.

The employees flagged as ‘Yes' in the detail
report will be excluded from the EEA
Statutory Reports.

Page 112
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‘Yes’ will be returned based on the
following conditions:
SCREEN FIELD PROCESSING
Position Occupational Level Where the employee’s employment status is
Screen Permanent or Temporary — deemed to be
permanent, and no occupational level has
been defined on the position the employee is
linked to.
Employment Status If the employee is linked to the option,
Contract or if the employee is not linked to
an employment status.
Basic Profile | Gender Employees linked to the option, Unclassified.
Race Employees linked to the option, Other.
Exclude for EEA Report | When the checkbox was selected.
Tax Profile Tax Status Employees linked to the ‘Personal Service
Screen Company’ or ‘Personal Service Trust’ tax
status.
Note: since the tax status is not included in
the EEA Detail Reports, it is the only condition
that will not be clarified based on the
information that displays in the previous
columns.
Tip:

Before starting the reconciliation process, apply a filter to this column on employees
flagged as ‘No'. Review the employees flagged as ‘Yes’ to determine if there may
have been any processing errors that need to be rectified on the payroll.

Workforce If the employee is active on the last day | Table 1.1. Workforce Profile
Profile of the reporting period, ‘Yes’ will be The records that returned ‘Yes’ in the
returned. If not, ‘No’ will be returned. EEA2 Detail Report, including the new
recruits will be included.
Recruitment If the employee’s Group Join Date OR Table 2 Recruitment
Statutory Employment Date Overrideis | The records that returned ‘Yes’ in the
within the reporting period, a ‘'Yes’ willbe | gga2 Detail Report, will be included.
returned. If not, a ‘No’ will be returned.
Kindly refer to 2.7 Additional
Considerations for a clarification on how
transferred and reinstated employees
will be reported on.
Promotion Where the field, Is this a promotion?, has | Table 3 Promotion
been selected and the Effective Date of | The records that returned ‘Yes’ in the
the record is within the reporting period, | £rp2 petail Report, will be included.
it will be indicated as ‘Yes'.
Termination If the employee’s Termination Date is on | Table 4 Termination
or before the last day of the reporting The records that returned ‘Yes’ in the
period, "Yes” will be returned. Kindly refer | a2 Detail Report, will be included.
to 2.7 Additional Considerations for a
clarification on how transferred and
reinstated employees will be reported
on.
Skills If there are one or more training records, | Table 5 Skills Development

Development

then a ‘Yes’ will be returned.
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The training record must adhere to the The records that returned ‘Yes' in
following: the EEA2 Detail Report, will be
Equity Training must be selected on included.
the Training Course. Foreign nationals and
The Effective/Start Date of the Terminated employees are
training record must be within the excluded from this table.
reportm.g. period. Note: the number of employees is
The Training Status must be -
recorded, not the number of training
Completed, Passed, or Attended. courses

2.5. EEA4 Report and EEA4 Detail Report

The EEA4 Report and EEA4 Detail Report can be extracted from Paymaster. The purpose of the
EEA4 Report is to collect information for the assessment of the remuneration gap between the
highest paid and lowest paid employees, by comparing race and gender across the various
occupational levels.

The EEA4 Report includes details regarding the total annual remuneration. The information
that is extracted from the payroll is applied in Sections C, D and E. Pages 1, 4, 5, and 6 will be
generated based on the information stored on the payroll. Pages 2, 3, and 7 will return as part
of the report but need to be completed manually.

The income differentials in the EEA4 Statutory Report must display the information of the same
employees included in the EEA2 Statutory Report, Table 1.1 Workforce Profile. Employees who
are active on the last day of the reporting cycle, are therefore included and terminations are
excluded.

2.5.11. Remuneration

The remuneration returned on the EEA4 Report must include a period of twelve months and
reflect the same reporting period covered by the EEA2 Report. The total annual remuneration
will be included in the EEA4 Report Sections C, D, and E.

Where an employee had not worked for a full twelve-month period, an amount equivalent to
the annual remuneration should be calculated and returned. The periods of employment are
determined by counting the pay periods within the reporting cycle where there is a payslip
with a net value greater than zero.

2.5.11.1. Annualisation

Regular monthly payments must be annualised, and remuneration received periodically must
not be annualised. On the payroll, the periodic remuneration will be derived from the
components that were marked as periodic on the Employment Equity Config Screen.
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See the below examples for the various types of remuneration taken into consideration.

Example of Remuneration Type: Fixed / Guaranteed

B BT e BB =

=]
PaySpace
Monthly 2022 =2
Statistics SA Config

Company MIBFA Config
Expatriate Tax Certificate Conf]

I Employment Equity Config I

IEEA4 Remuneration Configuration I

click here to view report

Details

Please note - Please read the following instructions decument carefully in order to understand what compeonents are to be included and
excludad in an emalayee's remuneration for tha purposas of calculating pay in order for the EEA4 repart to be generated corractly.
Payslip Action - Allowances T T || e L Periodic
Remuneration
Advised Bonus (] O O
Arbitration Awards Non Taxable O O 0
Arbitration Awards Taxable O O [}
Backpay - Periodic O O O
Backpay - Regular Salary O ]
2zsic Pay (] O ]
Sasic Pay Retro [l O ]
Broad Based Employes Share Plans ] O O
Commission O O O

Example of Remuneration Type: Fixed / Guaranteed Periodic

IEEA4 Remuneration Configuration I

click here to view report

Details

Please note - Pleass read the following instructions document carefully in order to understand what compenents are to ba included and
excluded in an employee's remuneration for the purposes of calculating pay in order for the EEA4 report to be generated correctly.
.
e b Payslip Action - Allowances Variable Remuneration | 28 / Guaranteed Periodic
Fesspace Advised Bonus [}
Monthly 2022 = Arbitration Awards Non Taxable [} O O
Arbitration Awards Taxable O (] O
Backpay - Periodic O O (]
Statistics SA Config [oeazeic] Backpay - Regular Salary O O O
Company MIBFA Config Sasic Pay g g g
Sasic Pay Retro O O O
Expatriate Tax Certificate Gonf[gassc| Broad Based Employes Share Plans ] 0 0
I Employment Equity Config I Commission O O O
L1 (] [

Example of Remuneration Type: Variable

|EEA4 Remuneration Oonﬁgurationl

click hers to view raport

Details |
Please note - Please read the following instructions document carefully in order to understand what compenents are to be included and
axcludad in an employes's remuneration for tha purposes of czlculzating pay in arder for the EEA4 rapart to be ganerated corractly.
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2.5.11.2. Annualised Remuneration Example

This employee has been working at the company since the 1° of April 2022 as a permanent
employee. The employee’s remuneration is clarified as follows:

EXAMPLE 2
Month Jun-21] Jul-21 ‘ Aug-21 ‘ Sep-21 | Oct-21 | Nov-21 ‘ Dec-21 ‘Jun—zz‘ Fob-22 ‘Mar—22 ‘ Apr-22 | May-22 | Jun-22] Jul-22 |Aug—22‘ Sep-22
Reporting Cycle 1July 2021 to 30 June 2022
Employee A | Contract Period Ap 0 o} e Totals
Fixed Remun (ie Basic Pay) 30 000( 30000| 30000 90 000
Variable Remun (ie Overtime @ 15) 2 000 2 000
Fixed Periodic Remun (ie. Annual Bonus) 30 000 30 000
Variable Periodic Remun (ie Advised Bonus) 5 000 5 000

The total annual remuneration will be calculated as follows:

= ((Fixed + Variable) | Periods Worked in EE Year) X Periods in the EE Year) + (Fixed
Periodic + Variable Periodic)

= (((90 000 + 2 000)/3) *12) + (30 000 + 5 000)

= (368 000) + (35 000)

=403 000

2.5.12. Fields returned in the EEA4 Reports

EEA4 REPORTS | INFORMATION RETURNED

[COLUMN / FELD | EEADETAILREPORT |Tab1 | EEAGSTATUTORYREPORT |

Frequency The Frequency Name will return. N/A

Employee The employee’s Employee Number N/A

Number will return.

First Name The employee’s First Name will N/A
return.

Last Name The employee’s Last Name will N/A
return.
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Occupational
Level

The selected Occupational level will
return. If no occupational level was
linked, then the field will be blank.

Employees are categorised according to
their occupational level. Permanent
employees with no occupational level
defined will be excluded.

Employment
Status

The selected employment status will
return for all employees within the
reporting period. If no Employment
status was linked, then the field will
be blank.

Employees linked to the options,
Permanent and Temporary —
deemed to be permanent, will be
considered as permanent
employees.

Employees linked to the option,
Temporary, will be considered as
temporary employees.
Employees linked to the option,
Contract, will be excluded.
Employees who are not linked to an
employment status, will be
excluded.

Section D, only reports on
permanent employees.

Gender The selected gender will be returned | Differentiates between Male and Female
for all employees within the reporting | employees. Employees linked to the
period. Unclassified gender will be excluded.

Race The selected race will be returned for | Differentiates between African, Coloured,
all employees within the reporting Indian, and White employees. Employees
period. who are foreign nationals and linked to the

Other race, will be included. Employees who
are not foreign nationals and linked to the
Other race, will be excluded.

Foreign Where the checkbox field, Foreign These employees will be reported on

National National, has been selected, ‘'Yes’ separately.
will be returned.

Group Join The selected Group Join Date willbe | N/A

Date returned for all employees within the
reporting period.

Employment The Employment Date will be N/A

Date returned for all employees.

Statutory If the field, Statutory Employment N/A

Employment
Date

Date Override has been populated,
it will be returned.

Termination
Date

The Termination Date for only
transferred employees will return.
Employees who are terminated are
not reported on in the EEA4.

Employees who are terminated are not
reported on in the EEA4.

Transferred

A 'Yes' will be returned if an
employee is transferred.

If the employee was transferred but
the ‘terminate for Statutory
reporting’ was selected during the
transfer, then the employee will not
return in the EEA4 reports.

When an employee is transferred between
frequencies then both employee records will
be consolidated.
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A

Custom Field
to Exclude from

Where the checkbox field, Exclude
from the EEA Report, has been

These employees will be excluded from the
EEA Statutory Reports.

Remuneration

the EEA Report | selected, 'Yes’ will be returned.

Exceptions Not | Refer to the detailed explanation of The employees flagged as ‘Yes' in the detail
Reported On this field on page 13. The same rules report will be excluded from the EEA
apply to the EEA2 and EEA4 Detail Statutory Reports.

Reports.
Fixed / Returns the total of the amounts in N/A
Guaranteed the Annualised Amount column in
Remuneration | Tab 2 for the ‘Fixed [ Guaranteed’
and ‘Fixed / Guaranteed Periodic’
Remuneration Types.
Variable Returns the total of the amounts in N/A

the Annualised Amount column in
Tab 2 for the “Variable’ and
‘Variable Periodic’ Remuneration
Types.

Total
Remuneration

The sum of the Fixed [ Guaranteed
Remuneration and the Variable
Remuneration columns.

Returned in the EEA4 Report.

2.5.13.

EEA4 Detail Report Explained

The below comparison explains the connections between the two tabs on the EEA4 Detail

Report.

EEA4 DETAIL REPORTS

N =

Frequency N/A The name of the Frequency will return.
Employee N/A The employee’s Employee Number will
Number return.

First Name N/A The employee’s First Name will return.
Last Name N/A The employee’s Last Name will return.
Component N/A The specific component name will return.
Name

Remuneration
Type

Used to determine if the values will
be considered as Fixed /
Guaranteed or Variable in Tab 1 and
on the main report.

The description for the Remuneration Type
will return. The four types are discussed
above on page 9.

YTD Value N/A The total payslip values for the reporting
cycle will return per component. Payslip
values on interim runs are considered.
These values are to assist with reconciling
with other payroll reports.

Periods N/A The number of pay periods within the

Worked For EEA reporting cycle where there is a payslip with

Purposes a net pay greater than zero. Weekly

companies will return the number of weeks,
and fortnightly companies will return the
number of fortnights. Interim pay runs and

Page 118



AYVIASTER

We Know Payroll

take-on runs are not counted. An interim run
will only be counted if there is no main run in
that month.

Periods In The

N/A

The report should be generated for a 12-

EEA Year month period. Monthly frequencies will return
12, weekly frequencies will return 52 or 53,
and fortnightly frequencies will return 26 or
27.

Annualised The total of the ‘Fixed [ Guaranteed’ | The YTD value will return if the employee's

Amount and ‘Fixed [ Guaranteed Periodic’ Periods Worked equals the Periods in the EEA

Remuneration Types will return in the | year.

Fixed [ Guaranteed Remuneration If not, the below calculation will take place:
columnon Tab 1. Annualised Amount = (YTD Value / Periods
The total of the ‘Variable’ and Worked for EEA Purposes) * Periods in the EEA
‘Variable Periodic’ Remuneration Year.

Types will return in the Variable Periodic remuneration will not be annualised.
Remuneration column on Tab 1.

Annualised N/A Indicates if the remuneration was
annualised. If the 'Periods Worked For EEA
Purposes’ does not equal the ‘Periods In The
EEA Year, then a “‘Yes’ will be returned.

Refer to 2.7 Additional Considerations for
more information.

Comment N/A Indicates if the record is excluded,

consolidated, or if it's the latest record. If the
employee was transferred and the 'Periods
Worked For EEA Purposes’ equals the 'Periods
In The EEA Year', then ‘Consolidated’ will
return. If the employee was transferred
between different frequency pay cycles or
the records cannot be consolidated, then
the old record will return ‘Excluded - Refer to
the latest record’ and the new record will
return ‘Latest record’.
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2.6. EEA2 & EEA4 Detail Report Examples
The EEA2 and EEA4 Detail Reports provide the information per employee that will be applied in the EEA2 and EEA4 Reports.

An Extract of the EEA2 Detail Report

A B C D E F G H I i) K L M N (o] P Q R 5 T u v
. |EEA2 Detail Report
2 Company : - =
3 Employment Equity Reference Number :
a Runon: "
5 |Reporting Cycle : 01/01/2023 to 3112/2023
Frequency |Employee | FirstName | Last Name |Occupational |Employment| Gender Race Disability | Foreign Group Join |Employment| Statutory [Termination | Transferred |Custom Field | Exceptions | Workforce |Recruitment| Promotion | Termination Skills
Number Level Status Type National Date Date Employment Date to Exclude Not Profile Development
Date from the EEA |Reported On
6 Report
= Monthly | - Top Permanent Female White MNone Mo 2021401701 2021401701 2020405101 No No Yes No No No No
Monthly |‘ " = Top Temporary — |Female White MNone Mo 2021401701 2021401701 No No Yes No No No No
An Extract of the EEA4 Detail Report | Tab 1
A B C D E F G H I J K L M N o} P Q R 5
1 EEA4 Detail Report
2 |Company : s = "m n
3 |Employment Equity Reference Number : | =
4 |Runon:
5 |Report Generated for : 01/01/2023 to 31/12/2023
Frequency Employee First Name | LastName | Occupational | Employment Gender Race Foreign Group Join |Employment Statutory | Termination | Transferred | Custom Field Exceptions Fixed / Variable Total
Number Level Status National Date Date Employment Date to Exclude from | Not Reported | Guaranteed |Remuneration | Remuneration
6 Date the EEA Report On Remuneration
7 Monthhy pe L 1 1 Top Permanent Female White No 202140101 2021/01/01 2020/08/01 No No 504807 o 504807
management
P— -
2 |Monthty Small | . “ - Senior Permanent Female White No 20240001 20234101 No No 544320 0 544320

An Extract of the EEA4 Detail Report | Tab 2

A B C D E F G H I i K L

1 Frequency Employee Number First Name Last Name Component Name Remuneration Type ¥TD Value Periods Worked For EEA Purposes Periods In The EEA Year | Annualised Amount | Annualised Comment

2 |Monthly Small Fixed / Guaranteed 3000.00 2 12 18000.00 Tes Latest record
3 | Monthly Small T T Fixed / Guaranteed 1720.00 2 12 10320.00 Yes Latest record
4 |Monthly Take On L | ] Fixed / Guaranteed Periodic 450.00 3 12 450.00 No| Excluded - Refer to the latest record
5 |Monthly Take On u = ] - |B L] Fixed / Guaranteed 125000.00 3 12 515000.00 No| Excluded - Refer to the latest record
& |Monthly Small T T |- Fixed / Guaranteed 1880.00 2 12 1820.00 No Consolidated
7 [Monthly ]  |m Fixed / Guaranteed 329000.00 7 12 329000.00 No Consolidated
g [Monthly Take On = ] ] “ “"|\ariable Periodic £000.00 3 12 5000.00 No Consolidated
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REINSTATEMENTS & TRANSFERS

Reinstate | Resuming This Record

1Employee Record

1 Tax Record

One record will be returned in
the report.

If the record is active, it will be returned to calculate the total annual remuneration.

Reinstate | Starting a New Record
1 Employee Record

2 or more Tax Records

One record will therefore display in the report, the tax records within the reporting period will be consolidated.

The following information will be derived from the most recent record:

Occupational level
Employment status
Gender

Race

Foreign national
Disability type
Exclude from the EEA Report

Both records will be considered
to indicate a promotion and
skills development.

The values on the most recent tax record will be annualised to calculate the total
remuneration.

Transfer | To a New Frequency
The employee was active for the
full reporting year.

2 Employee Records

2 or more Tax Records

Transfer | To a New Frequency
The employee was not active for
the full reporting year.

2 Employee Records

2 or more Tax Records

Transfer | To a Frequency with a
different pay cycle (e.g. from
weekly to monthly)

2 Employee Records

2 or more Tax Records

Both Employee records will
return on the report. The original
employee record will indicate a

‘Yes’ in the Transferred column.

Both records will be considered
for promotions and skills
development, however, the
employee is only counted once
and is indicated on the new
record.

If the consolidated Periods Worked do equal the Periods in The EEA Year then the
tax records will not be annualised. The new and original employee records will
return on the Detail report, however, the records will be consolidated on the main
EEA4 Report. The Annualised column on tab 2, will return a “No’ on both records.

If the consolidated Periods Worked do not equal the Periods in The EEA Year then
the most recent tax record will be annualised to calculate the Total Remuneration.
This Total Remuneration will return on the EEA4 Report. The original employee
record will remain on the Detail report, however, it will not be considered in the
main report. The Annualised column on tab 2, will return a ‘Yes’ on the active
record, and a ‘No’ on the old record.

The most recent tax record will be annualised to calculate the Total
Remuneration. Both employee records will return on the Detail report, however,
only the active record will return in the main report. The Annualised column on tab
2, will return a “Yes' on the active record, and a ‘No’ on the old record.
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2.7.14. Notes and Tips

Only permanent (the ‘permanent’ and ‘temporary deemed to be permanent’
employment statuses) employees need to report on occupational levels.

A company setting can be activated to generate a run error if no Position record was
generated for the employee on the Position Screen.

Before starting the reconciliation process, apply a filter to the ‘Exceptions Not Reported
on’ column on the detail reports, to exclude the employees flagged as ‘Yes'.

There is no validation between the fields, Group join date on the Tax Profile Screen and
the Employee status on the Position Screen, to establish if the employee has worked
less than three months (temporary employees).

There is no validation between the fields, Citizenship and Foreign National. The
checkbox field, Foreign National, is the only indicator that marks an employee as a
Foreign National for Equity.

If the ‘Is this a promotion?’ field was selected multiple times on an employee’s record, it
will only be counted once in Table 3 Promotion.

If the employee was employed and resigned during the reporting cycle, the employee
will be included in both Table 2 Recruitment and Table 4 Termination.

Regardless of whether the employee is excluded from the EEA4 Report or not, you will be
able to filter on all employees when accessing Tab 2 on the EEA4 Detail Report. The
purpose of Tab 2 on the EEA4 Detail report is therefore only to clarify an individual
employee’s remuneration. To balance the EEA4 Report, apply the filters on Tab 1.

If there are employees that are flagged as ‘Excluded - Refer to the latest record’ on Tab
2, these employees must be removed from Tab 1 before reconciling.

If the employee was employed and terminated multiple times (terminated twice or
more on the Tax Profile) within the reporting cycle, the employee will be excluded from
Table 2 Recruitment.

If an employee joined the company in a previous equity year and is terminated and
reinstated starting a new record in the current equity year, the employee should be
reported on in Table 2 Recruitment based on the start date of the most recent period of
employment, provided the employee is not terminated on or before the last day of the
reporting cycle. In this scenario, it is therefore important to process the new start date
in the Statutory Employment Date Override on the active record to ensure the
employee is included as a recruit.

If an employee is terminated on the Tax Profile Screen and the ‘Transferred to another
branch’ termination reason is selected, it will be considered as terminated, not
transferred. For an employee to be recorded as transferred, there needs to be a
Transferred Record on the Transfer History Screen.
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