Guideline for submit APIT Return/ Statement through e-Service

This brief guideline focus on main steps how to submit APIT Statement through e-Service. Most of
the employers registered for PAYE/APIT as corporate Taxpayers and there were few of employers
registered as individuals (Proprietors). Accordingly, please follow the steps as below.

1. Access https://www.ird.gov.Ik with your Internet browser and select the e-Services from the
top menu. Then select the Access to e-services from the sub menu.
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2. Then, select an appropriate tax profile (Individual Taxpayer/Corporate Taxpayer/Tax
Agent) and click Proceed to Login button.

Proceed to Login:

To use the e-Services, you must have a Taxpayer Identification Number (TIN) and a Personal Identification Number (PIN )

) Individual Taxpayer
Select your tax profile ) Corporate/Partnership Taxpayer

() Tax agent

Proceed to Login

3. Login as an Employer.

3.1 If select Individual Taxpayer

* My tax reference number |TIN v

* My IRD PIN

:. Enter the text shown left

Login Resat Cancal
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+ My tax reference number: Enter your TIN here.

» My IRD PIN: Enter your IRD PIN here.
If you do not have a PIN, refer to the quick guide “How to obtain a PIN to
use e-service”.

+ Captcha: Enter the text on the image shown on the left

+ Click to Login

3.2 If select Corporate Taxpayer

1 am logging in for my company's/business's tax matters

#* My tax reference number | <Sclect 2 value>

* My IRD PIN

#* My company tax reference number |TIN

e _ e 'I'- o . Enter the text shown left
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Forgot My IRD PIN?

» My tax reference number: Enter your SSID authorized for APIT here.

+ My IRD PIN: Enter the PIN created for above SSID
If you do not have an authorized SSID for APIT:
Please create an SSID through authorization of Staff/Tax Agent under access to e-
Service.
If you do not have a PIN for SSID:
Refer the quick guide “How to authorize staff and external tax agents to act on
your behalf”, under the section “Change staff ID (SSID) password” to reset the
PIN associated with your SSID

+ My company tax reference number: Enter your corporate TIN
+ Captcha: Enter the text on the image shown on the left
+ Click to Login

3.3 If select Tax Agent

1 am logging in for my client's tax matters

* My tax reference number | <Select = value> »
= My IRD PIN

* Tax agent reference number |TIN -

Login Reset Cance




» My tax reference number: Enter your SSID authorized for APIT
here.

+ My IRD PIN: Enter the PIN created for above SSID
If you do not have an authorized SSID for APIT:
Please create an SSID through authorization of Staff/Tax Agent under access to
eservice.
If you do not have a PIN for SSID:
Refer the quick guide “How to authorize staff and external tax agents to act
on your behalf”, under the section “Change staff ID (SSID) password” to
reset the PIN associated with your SSID

+ My tax agent reference number: Enter your corporate TIN
+ Capture: Enter the text on the image shown on the left
+ Click to Login

4. Completion of above step 3, system displays main page with a comprehensive
information. Then you have to select Pay As You Earn (PAYE) / Advance Personal
Income Tax (APIT) sub menu from the of Return / Schedule Management in the menu
bar.

Annual Stateenent of Employer — PAYTIAPST

yor Ldantification Mumber 123426789

Marne of Employer ADC FVT Lt




6. You will see a pop-up confirmation dialog box to prompt if you are ready to begin tax
filling. Click on “Yes”.

Are you sure to begin the tax filing?

Gance

7. Then system directs to the PAYE/APIT Return to fill the details. Accordingly, you have
to fill the details using below PART | & PART Il and update/upload applicable schedule.

e PARTI - Annual information summary
e PARTII - Monthly information summary
e Schedules

o Schedule 01 - if applicable

o Schedule 02 - if applicable

o Schedule 03 - if applicable
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Direction Finandial Return Management Return / Schedule Management Payment Taxpayer Registration Clearance >

Fart I
-] Taxpayer particulars
Taxpayer Identification 123456789
umber
Name of Employer ABCPVILID

Year of assessment  2023/2024

B Annual gross remuneration and tax deductions

Range of annual gross remuneration No. of employees Total gross remuneration LKR  Tax deductions LKR
Employees - Tax not Deducted @ a
Employees - Tax deducted
PRIMARY EMPLOYMENT

0 - 1,200,000

1,200,001 - 1,700,000
1,700,001 - 2,200,000
2,200,001 - 2,700,000
2,700,001 - 3,200,000

3,200,001 - 3,700,000

Above 3,700,000

Total (i ta vii} B

SECONDARY EMPLOYMENT g, c

Total (A1l+A2+A3+B+C) o

Once and for all payments (Terminal E
Benefits)

Total (D+E} E




8. Matching Rules among PART I, PART Il & Schedules.

8.1 Matching Rules — PART | with PART Il

B Annual gross remuneration and tax deductions

Range of annual gross remuneration No. of employees Total gross remuneration LKR  Tax deductions LKR Gross Remuneration of Employees - Tax Deducted Once and for all Payments (Terminal Benefits)
Employees - Tax not Deducted @ | 4 4 3,500,000.00 /42023 2024 EXETPY/ExcludeqTota Gross Payments Made Payments Made
[A:2023) Remuneration | Remuneration | Tax Deducted | (Excluding | Total Terminal | Tax Deducted | (Excluding
Employees - Tax deducted LKR Liable for APIT LKR Penalty& | Benefits LKR LKR Penalty &
0 LKR Interest) LKR Interest) LKR
PRIMARY EMPLOYMENT A B C D E F G
Apr-2023 0.00f  600,000.00 20,000.00 20,000.00
0- 1,200,000 i 1 1,000,000.00 2,000.00
May-2023 20,00000{  600,000.00 20,000.00 20,000,00
OHRL=A00S0 R ! 1,500,000.00 16,000.00 Jun-2023 60000000 20,00000] 2000000
1,700,001 - 2,200,000 | ;i Jul-2023 2000000  600,00000 20,000.00 20,000.00
Aug-2023 20,000.00 £00,000.00 20,000.00 20,000.00
2,200,001 -2,700,000 | |,
Sep-2023 20,000.0 600,000.00 20,000.00 20,000.00
2700001 -3,200000 v : s RSN 0ct-2023 200000 6000000 200000 2000000
3,200,001 -3,700,000 | Nov-2023 2000000 [ 600,000.00 20,000.00 20,000,00
Above 3700000 [ Dec-2023 2000000 [ 600,000.00 20,000.00 20,000.00|  1,500,000.00 3,000.00
Jan-2024 600,000.00 500,000.0
Total (i to vii) B 3 5,500,000.00 170,000.00
! Feb-204 500,00000| | 20,000.00
SECONDARY EMPLOYMENT® | ¢ 1 2,000,000.00 120,000.00 Mar-2024 20,000, 0,000.00 70,000.00 70,000.04
r 0 2 0. 0
Total (A+84C) | p g P T Total 240,000.00 | 7,500,000 2000000 | 290,000.00 | [ 2,000,000.00 I 3,000.00 I 3,000.00
Once and for all payments (Terminal E 2 2,000,000.00 3,000.00
Benefits)
Total (D+E) F 10 13,000,000.00 293,000.00




8.2 Matching Rules — PART I, PART Il with Schedule 01

8 At oo i i deiom T Sy AT schede 01 |

Hange wl ansual gross reenuees ol ioen Mo wl emmployees Total gruss remmer stion | K0 Tan deductions LXK Gross remuneration & Tax deductions under Primary &

Secandary Employment - Consent given Grand total
Employeas - Tax ot Deducted O A
“Cash payments (LKR) ©
Lmpboyees  Tas dedu ted
‘Non-cash benefits (LKR) O B
PRIMAKY EMILOYIMENT
® - 1,200,000 \ 2 “Total (LXR) I ¢ 7,500,000.00 l -1
L,2300,001 - 1,700,000
*Total Tax exempt/ exchaded income °I r . I
1,700,001 - 2,200,000 -
SRR Tax deducioms under Primary & Secondary [ mplayment
T 11 ".-M(nudmm«m-lomm(lxn)ol P pe— l
2, 700,00) 3. 200,000 1
A200.001 + 1.700.000 - T “Tax deducted under secondary employment{LXR) @ r, 12 l
Above 3,700,000 it *Total (LxXR) G 290,000.00
Total (1 b wi) n > 2,900, 000,04 I 17000050 I
* Filling of summary section ts compulsory. If no data present, please enter rero (0) for all cages Inf sumipary seciion
STCONDARY EMPLOYMENT © 2 I 12 l

Total (AsBeC) o - 1 L0G0.000.00 290,000.00

Once and for all paymwents (Terminal ,
fenetas)

Totad (O41) ¥

gt [ E s bbad  Votal Gross Faymnte remte L e D
Y Deducted L e hnding Yotel Yermunal | Vax Doductad (€ wchnding .t tate -
Lo Fenaity & Bamatite LaH on Fenatty

I
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Note — When you are in Step 3 called as Schedule 01, there are three parts as “Summary of APIT schedule 017, “Update APIT schedule 01 online” and “Upload
APIT schedule 01 data”. If there are no any tax deducted employees under primary and secondary employment (Related to Schedule 01), please fill
only the cages of Summary of APIT schedule 01 with zero (0) values, do not touch anywhere of the page and Click on “Next” button which is bottom
of the page to move for the Step 4 (Schedule 02 page).



8.3

Range of annual gross remuneration
Employees - Tax not Deducted @
Employees - Tax dedocted
PRIMARY EMPLOYMENT

0 - 1,200,000

3,200,001

1,200,001 -

1,700,001 -

2,200,001 -

2,700,001 -

1,700,000

2,200,000

2,700,000

3,200,000

- 3,700,000

Above 3,700,000

Totad (i to vi)

SECONDARY EMPLOYMENT @

Total (A+84C)

Once and for all payments (Terminal
Benelits)

Total (D+E)

No. of emnpioyees

Matching Rules — PART I with Schedule 02

B Asncal gross remuneration and tax deductions Summary of APIT schedule . 02

Total gross remuneration LKR

Ooce and for all payments (incloding exemptions )

Grand total

Tax deductions LXR
*Cash payments (LXR) O A
*Non-cash benefits (LKR)® g
*Tolal (LIOR) I C 2,000,000.00 I—
*Tax retained (LXR) © l D % =
*Tax Deducted l . |
o E |
* Filling of y section is compudsory. If no data present, please enter zero (0) fr all cages in o
- O T S B S S
P ————
76,000.00
-
90,0000

293.000.00

Jammary section,

Emgloyee

NIC/Passport Name of Employee

{ A Y
73 CHAYA GAMAGE

Pesicd of
Employmert

Torsd ofpece and
for of Qayments

Tax Retaced

Tox Deducted

Note — When you are in Step 4 called as Schedule 02, there are three parts as “Summary of APIT schedule 027, “Update APIT schedule 02 online” and
“Upload APIT schedule 02 data”. If there are no any Once and for all payments made employees (Related to Schedule 02), please fill only the cages
of Summary of APIT schedule 02 with zero (0) values, do not touch anywhere of the page and Click on “Next” button which is bottom of the page
to move for the Step 5 (Schedule 03 page).




8.4  Matching Rules — PART I with Schedule 03

B Annual gross remuneration and tax deductions SllTllﬂ!f:l' of APIT Schedule - 03
Gross remuneration under Primary & Secondary Employment -
: : : Tax not deducted CEr
Range of annual gross remuneration Mo. of employees Total gross remuneration LKR Tax deductions LKR
“Cash payments (LKR) @ 5 3,400,000.00
Employees - Tax not Deducted @ I A s I 1 500.000.00
*Non-cash benefits (LKR)® | g 100,000.00
Employees - Tax deducted I
AU I C 3,500,000.00 I—
PRIMARY EMPLOYMENT
0 - 1,200,000 i . 1,000,000.00 I “Total Tax exempt/excluded income @ §
i o WA W &AL U
.
1,200,001 - 1,700,000 ii 1 1,500,000.00 18,000.00 * Filling of summary section is compulsory. If no data present, please enter zero (0) for all cage} in summary sectign.
EPLbpralmie AETT Steatshe 03 Srbirom
1,700,001 - 2,200,000 iii
2,200,001 - 2,700,000 v
2,700,001 - 3,200,000 W 1 3,000,000.00 150,000.00
3,200,001 - 3,700,000 vi
Above 3,700,000 |
Total (i to vii) B 3 5,500,000.00 170,000.00 Details of APIT scheduls - 03
Tax Exempt /
SECOMDARY EMPLOYMENT o c . > 400,000.00 130,000.00 Emiployee Mame of Employmient Total Excluded Employee
- 00000 ki Employes NIC Passport Employes Type rEmuUneration Incomie address
2 MiZ34 HAMAL RAIL Prmary 0| 5
Total (A+B+C) D 3 11,000,000.00 260,000.00 ' " WARRLRAE T eyt b
CHUTHU Prsmary T De
Once and for all payments (Terminal E 2 200000000 | 3,000.00 MADUR! Employment o
Benefits) " 47 prva pergRs | 1,000,000.00|
Employment
Total (D+E) F 10 13,000,000.00 293,000.00 " 4565 e 2oy 500,000.00 50,000.00
JEEWAN] Employmant
——

Note — When you are in Step 5 called as Schedule 03, there are three parts as “Summary of APIT schedule 03”, “Update APIT schedule 03 online” and
“Upload APIT schedule 03 data”. If there are no any tax not deducted employees under primary and secondary employment (Related to Schedule
03), please fill only the cages of Summary of APIT schedule 03 with zero (0) values, do not touch anywhere of the page and Click on “Next” button
which is bottom of the page to move for the Step 6 (Confirmation page).



