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 Idendification 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

1 am legging in for my personal tax matters

#* My tax reference number | TIN £l

* My IRD PIN

+ . Enter the text shown left

Login Resat Cancel
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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
u MOt ¥R L Enterthe text shown left
LONWIET

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> v
* My IRD PIN

* Tax agent reference number |TIN
AR T nter
ey e SRR

Forget 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
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 Statesnent of Employer — PAYTIAPST

Taxpayer Idantification tumber 123426780

Mo of Employer  ANC PVT Lad

Proceed




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?

canca

7.1 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
» Schedule 01 - if applicable
» Schedule 02 - if applicable
» Schedule 03 - if applicable

7.2 Every Schedule page is consisted of three parts.
e Summary of APIT Schedules
e Updated APIT schedule Online
e Uploaded APIT Schedule data

7.3 Filling of ‘Summary of APIT Schedules’ section is compulsory. If there is no any data/values,
please fill the cages of ‘Summary of APIT Schedules’ with ‘Zero (0)’ values.

Summary of APIT schedule - 01

Gross remuneration & Tax deductions under Primary &

Secondary Employment Eandital
*Cash payments (LKR) @ A 0.00
*Non-cash benefits (LKR) @ B 0.00
*Total (LKR) T 0.00
*Total Tax exempt/excluded income @ D 0.00

Tax deductions under Primary & Secondary Employment

*Tax deducted under primary employment(LKR) g E 0.00
*Tax deducted under secondary employment(LKR) e H 0.00
*Total (LKR) G 0.00

I * Filling of summary section is compulsory. If no data present, please enter zero (0) for all cages in summary section. I

@®Update APIT schedule 01 online
© upload APIT schedule 01 data

Document Type  Schedule v Sub Document Type PAYE/APIT - Schedule 01 v Select Files
Document Type Sub Document Type Document Name
Back MNext Save draft Cancel
—_




7.4 Select one of the following sections to declare the schedule data/records.

7.5

7.6

1.7

e Updated APIT schedule Online; or
e Uploaded APIT schedule data

Summary of APIT schedule - 01

~ Gross remuneration & Tax deductions under Primary &

Secondary Employment Grand total
*Cash payments (LKR) @ | 5 1,200,000.00
*Non-cash benefits (LKR) @ B 100,000.00
*Total (LKR) | ¢ 1,300,000.00
Compulsory | ¢ “Total Tax exempt/excluded income @ | 0.0
Tax deductions under Primary & Secondary Employment
“Tax deducted under primary employment(LKR) g | g 6,000.00
*Tax deducted under secondary employment(LKR) @ | ¢ 0.00
*Total (LKR) | g 6,000.00

“

* Filling of summary section is compulsory. If no data present, please enter zero (0) for all cages in summary section.

Optional (=3 ( @Update APIT schedule 01 online
(=93l (O)upload APIT schedule 01 data

Document Type  Schedule v Sub Document Type PAYE/APIT - Schedule 01 - Select Files
Document Type Sub Decument Type Document Name
Back Next save draft Cancel

If you select ‘Updated APIT schedule Online’ option, please note that only 20 employee
data/records can be entered under ‘Updated APIT schedule Online’ section.

If you select ‘Uploaded APIT Schedule data’ option, please ensure to upload verification
passed Schedule file.

Declaration Page

Mark whether the APIT Annual Statement or part of the APIT Annual Statement is prepared by an
Approved Accountant or any other person for a payment in the cages of ‘“YES’ or ‘NO’.

If ‘YES’, you need to fill PART (A) and upload the certificate/authority letter and PART (B) as well.
If ‘NO’, you need to fill only PART (B)

Whether the statement or part of the statement is prepared by an Approved Accountant or any other person for a payment? No
[ (If “Yes", fill PART -A and attach the certificate/s issued by such person.) ]

robile No.

am

clved. use = separate sheet to fill the above details and attach to the statement

. | Sub Document Type oy tincate of Aps .ct A - - Setect Files




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

8.1 Matching Rules — PART I 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 @ A 4 3,500,000.00 Y/A2D32028 Exempl/[x(ludg] Total Gross Payments Made Payments Made
(k2023 Remuneration | Remuneration | TaxDeducted | (Excluding | Total Terminal | Tax Deducted | (Excluding
Emeloyeas - Tax dedected IKR | Liable Jf;{ M| LR ln:::;th)y l..KR Benelits LKR LKR ms;;n;h{ &R
PRIMARY EMPLOYMENT A B C D E F 3
Apr-2023 20,000.00 600,000.00 20,000.00 20,000.00
0-1,200,000 i 1 1,000,000,00 2,000.00
May-2023 20,000.00 600,000.00 20,000.00 20,000.00
s i 1 1,500,000.00 18,000.00 Jun- 2023 000000] 6000000 200000 2000000
1,700,001 - 2,200,000 i Jul-2023 20,000.00 600,000.00 20,000.00 20,000.00
Aug-2023 20000000 60000000 20,0000 20,0000
2,200,001 - 2,700,000 |
Sep-2023 20,000.00 20,000.00
2,700,001 - 3,200,000 £00,000.00 00.00
¥ : SASN A 0t-2023 200000 60000000 2000000 2000000
3,200,001 - 3,700,000 vi Nov-2023 20,000.00 600,000.00 20,000.00 20,000.00
Above 3,700,000 | Dec-203 w0000 | cooooo0| | 000000)  000000) 150000000 300000 300000
Jan-2024 20,000.00 600,000.00 20,000.00 0,000.00 500,000.00
Total(itovii) | g 3 5,500,000.00 170,000.00 ) -
Feb-2024 20,000.01 600,000.00 20,000.00 20,000.00
SRR CRLIDENE D e 1 2,000,000.00 120,000.00 Mar-2024 w000| | o000 | 00000 700000
———— |y e x|
0. ,500,000.04 000, 000, 000 000,
Total (A+8+C) D 8 11,000,000.00 290,000.00 Total 240,000,001 § 7,500,000.0! 290,000.00 ‘ 290,000.00 ' @ 2,000,000,00 ‘ 300.:& ‘ 3,000.00
Once and for all payments (Terminal E 2 2,000,000.00
Benefits)
Total (DYE) | ¢ 10 13,000,000,00 293,000.00




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

Total (1 8o wi)

Sammary of APIT schedude - 01 I

Gross remuneration & Tax dedactions under Prumary &

Hange ul ansual gross remures st ien Mol evmpluyees Total gruss remumer stion | K80 Tax deductions LR Grand total
Secandary Employment - Consent given
Emplboyeas - Tax aot Deducted O A
“Cash payments (LKR) O
Tmpbogees  Tas deduted
‘Non-cash benefits (IXR) O g
PRIMAKY FMFLOYMENT
© - 1,200,000 “Total (LxR) l ¢ $00,000.00 l..—__
1,200,001 - 1,700,000
*Total Tax exempt/excheded income 0| 1 I_
1,700,001 - 2,200,000
SEERAR R Tax deductions under Primary & Secondary € mployment
] “Tax M&‘-dmwwmmuxn)o'l P l
2,700,001 - 2,200,000
3,200,001 + 2,700,000 1 “Tax deducted under secondary employment({LXR) @ l’ - ]
Abowe 3,700,000 “Total (LxXR) G 290.000.00

* Filling of summary section ts compulsory. If no dats present, please enter zero (0) for all caged inf SumIBary section
STCONDARY EMPLOYMINT ©

Total (AsBec)

Once and for all payments (Terminal

Nenetas)

Totad (O41)

v aod bir @il Payrmeets (1ormmnal Benelts)

Y/A S0 20 e Tt/ e bl

Votal Grons

Liantsba for APSY
ey

A

Fagreote Feate
(Vi hmding Votel tereminal
Fenatty & Basmatite Lun

Ervbermnt ) LUW

Van Deductad
Laon

L

L3

Apr 3023
oy 202N
P 302N
heb 202
Ava 2N
Sy 2023
Oxt- 2033
Moww SO
Dww 2033
ton d0iN
et 3028
Mar 2000
Tohul

tmpiovee
1/ Pascpont

Tota of Geoss Remuneration

{
Tas St ged
{
Seconery
Emgiovpent

Tots! Tax
Dedocted

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).
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8.3  Matching Rules — PART I with Schedule 02

B Anncal gross remunecation and tax deductions Summary of APIT schedule . 02

Ooce and for all payments (incdloding exemptions ) Grand total
Range of annual gross remuneration No. of empioyees Total gross remuneration LR Tax deductions LXR
*Cash payments (IKR) O 1.500,000.00
Employees - Tax not Deducted @ A 3 3.500.000.00
*Non-cash benefits (LKR)® g $00.000.00
Employees - Tax dedocted
*Total (LKR) [ C 2,000,000.00 l—
PRIMARY EMPLOYMENT
0 - 1,200,000 ‘ 1 'hxramm(mn)ol N 00.00 :
. | |
1,200,001 - 1,700,000 Tax Deducted @ l £ 00 |

1,700,001 - 2,200,000 i * Filling of y section is compuisory. If no data present, please enter zero (0) r all cages in y section,

2,200,001 - 2,700,000

4700081 206008 iy 1 3,000,000.00 150,000.00

3,200,001 - 3,700,000

Above 3,700,000 o i

Tad(ow) |y 3 5.509,090.00

SECONDARY EMPLOYMENT @ -

Toal (A+84C) | p 3 11,000,000.00 290,000.00

Torw ofpoce and

Once and for all payments (Terminal
Benefits)

Emgloyee Penod of ndudng
NIC/Passport Name of Employee  Employment cognptions) Tax Retaned Tox Deducted

13,005,000.00 293.000,00 il S 2020-01-01 Sgen i
2 OuraGamace | U T 500.000.00
; 2024-03-18

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).

Total (D+£)
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8.4  Matching Rules — PART | with Schedule 03

B Annual gross remuneration and tax deductions Sllm'wr of APIT Schedule - 03
Gross remuneration under Primary & Secondary Employment -
) ) . 1 t dedodad Grand total
Range of annual gross remuneration No. of employees Total gross remuneration LKR Tax deductions LKR R
*Cash payments (LKR) @ = 5 1,40
Employees - Tax not Deducted @ I A s I 1.600.000.00
*Non-cash benefits (LKR) @ g 100,000.00
Employees - Tax deducted I
ALY I C 3,500,000.00 I—
PRIMARY EMPLOYMENT
0 - 1,200,000 i 1,000,000.00 2,000.00
L

1,200,001 - 1,700,000 i 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 sectiqn.

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

2,200,001 - 2,700,000 iv

2,700,001 - 3,200,000 i 1 3,000,000.00 150, 000,00

3,200,001 - 3,700,000 i

Above 3,700,000 | i
Total (i to ii) B 3 5,500,000.00 170,000.00 Details of APIT schedule - 0
Tax Exempt /
SECONDARY EMPLOYMENT @ c i 3 000.000.00 130,000.00 Employee Name of Employment Total Excluded
: et iuietnaial P Itk iuluiuhiid Employee NIC Fassport Employee Type remuneration Income
2 Miz34 HAMAL RADL Frma 0| 5
Total (A+B+C) D 3 11,000,000.00 250,000.00 ' v PR )
Xa ol 0 1,000,000.00|
Once and for all payments (Terminal E 2 2 000.000.00 3,000.00 MADURI Employment
Benefits) . . P o
' . e Emplayment .
Tatal (D+E) F 10 13,000,000.00 263,000.00 . . DAHAM Secandary 500,000.00) 50,000.00
JEE'WAN] Employrnant

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).



