How to Convert an Excel file To CSV

format.

Extremely Important Instructions:
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Use the Excel Template from UIF. Do not copy and make a new file.

Do not change the structure of the Excel file.

Leave the PAYE Number blank, if not applicable. Do not delete the column.

Fields marked with * in the spreadsheet are mandatory.

All date format should be DD-MMM-YYYY (06-Apr-2020).

Id Number should not exceed 13 characters and should be without spaces. Adding

spaces will discard the record. The Passport Number can be filled in the ID No

column without spaces.
Do not add spaces in any field between values.
The values of remuneration should not be comma separated. Example — 26000.90
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and not 26,000.92

9. The UI Reference number is the 8 digit number in the format(1234567/8) and not
the U-number. The uif reference number in side the File should always have '/".
The uir reference number without */’ is not recognized.

10. No spaces should be anywhere in or between values. Trim all the values in the file.
Files with spaces are discarded and not processed.

11. Column Requirements:

COLUMN_NAME DATA_TYPE MAXIMUM_LENGTH
UIF REFERENCE NUMBER CHARACTER 9 (fixed length, must contain ‘/’ character)
SHUTDOWN FROM DATE DD-MMM-YYYY
SHUTDOWN TILL DATE DD-MMM-YYYY
TRADE NAME CHARACTER 120
PAYE NUMBER CHARACTER 20
CONTACT NUMBER CHARACTER 20
EMAIL ADDRESS CHARACTER 120
ID NUMBER/PASSPORT NO CHARACTER Max 30 . No Spaces allowed.
FIRST NAME CHARACTER 120
LAST NAME (SURNAME) CHARACTER 120
10,2 (no comma separator OR Space in value)
REMUNERATION NUMERIC Must be 10.2
EMPLOYMENT START DATE DATE DD-MMM-YYYY
EMPLOYMENT END DATE DATE DD-MMM-YYYY
10,2 (no comma separator or Space in value) Must
SECTOR MINIMUM WAGE NUMERIC be 10.2
REMUNERATION RECEIVED
DURING SHUTDOWN PERIOD NUMERIC 10,2 (no comma separator in value) Must be 10.2
BANK NAME CHARACTER 120
BRANCH CODE CHARACTER 10
ACCOUNT TYPE NUMERIC 1
ACCOUNT NUMBER CHARACTER 20
PREFERRED PAYMENT MEDIUM NUMERIC 1




1. Press Ctl + R on a Windows Machine and type control panel and Press Enter.
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Type the narme of a program, folder, docurment, or Internet
resource, and Windows will open it forywou,
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Dpen:

ﬁ' This task will be created with administrative privileges.

Alternatively, Go to Windows Start Button and select Control Panel .
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2. Select Region and Language
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3. Click Additional setting

:E Region and Language E

Farmats | Location | K.evboardz and Languages I .-'-‘-.dministrati\-'e|

Format:

| English (South Africa)

Date and time formats

Shart date: | dd-MMM-yy
Long date: ’dd-MMM-W
Short tirme: ’hh:r‘nmtt

Long time: ’hh:mm:ss t
First day of week: ’Sunda}-’

Wihat does the notation mean?

Exarnples

Short date: 07-Apr-2020
Long date: 07-Apr-2020
Short tirme: 10:06 P
Long time: 10:06:01 P

Go anline ta learn about changing languages and reqional formats

CLICE HEERE

[ Sdditional settings... ]

| oK

I[ Cancel ]| Apply |




4. Change the Coma to pipe in Line separator field

Exarnple
Positiver 123 456 TRI.00 Megative:  -123 456 TA9.00

Decimal syrmbal:

Mo, of digits after decimal: l2

Diget grauping symbel:
Digit growping: Iﬂ! 456 T84

Megative sign symbol:
Megative nurnber format: I-;I.:I.

Display leading zeros: II.J

List separatar: ¢ J

Change the comma to Metri
Pipe | Here I g
Standard digits: 0123456789

Use mative digits: IHmr

Click Reset to restare the systemn default settings for

numbers, currency, bme, and date,
Lok J[ conced || s |

Once comma is changed to Pipe, click Apply button and then OK button.

Exarmiple
Positive: 113 856 TESOD Negative:  -123 458 TERLMD
Decimal spmbal: | -
Ma, of digits after decimal; [z -
Digik groupeng syrnbol: -
Digi qrouping; [ 123 456 789 -
Megative sign symbol: - -
Megative nurnber format [-1.:., -]
Duispileny leadeng zeras: ['_‘.r -]
List sepasaton $ | -
ehanged to pipe | et -
Standard degits: | otizasiTes -
Lse ratrve digits: [ e -
| St e ek

ook J[ comeel || ook |




5. Open the Excel file which has all employee information. Check * for all mandatory fields.
Complete all mandatory Fields for successful Loading. Failure will result in No Payment.
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6. Go to File (Top Left in the File) and Click Save As
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7. Select the Save as type option dropdown and select CSV(Comma delimited). Also change the
file name in the suggested format UlFreferenceNumber_DDMMMYYYY_uniqueno.
Eg- if the uifreferencenumber is -4 and date of sending file is 06 APR 2020 and this
is the first file you are sending then use 1 as unique file number.

File name: 00000034 _06APR2020_1
Save as type: | CSV (Comma delimited)




Excel Maoro-Enabled Workbaok
= HP_RECOVER' b ) Birsary Workbook
S Mritynanjay (3 Excel 37-2003 Workbook
p . WAL Data
5 Mrityuniay O g le File Web Page
Wik Page
ﬁ | T—— Excel Template
Excel Maoro-Enabled Template
Excel 97-2003 Ternplate
Test (Tab delimited)
Uricode Text
KM Spreadshest 2003
Microgoft Eacel 3.0/85 Workbook
CS¥ (Comma delimited)
Formatted Tex (Space
Tt (Macantash)
Tt (A5-DOS)
C5V {Macinkosh)
C5V (M5-005)
DIF (Data Interchange Fonmat)
SYLE [Symbaolic Link)
Eucel Add-In
Ewcel 37-2003 Add-In
POF
RS Despument
File name: OpenDocument Spresdsheet

Select CEV [Comma delimitbed)

[ e ovsTEM (|

Authors: Mrityunjay Kumar {IT)

Seeastpe \BelWonbook

Tags: Add atag Tithe Add a tithe

Subject: Specify the 5

8. On click of Save, you will be prompted with warning message — the selected file does not
support workbook that contain multiple sheets. Click OK button(marked with an Arrow)
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9. You will again be prompted with another warning message that the file may contain features

that are not compatible with CSV(as below screen). Click Yes button(Marked with an Arrow)
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10. Close the file as indicated by the arrow.
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11. Save the file as indicate by the arrow.
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Click Save Eatton

12. The file will be saved in CSV format at the location where the Excel file is located.



13. Right click on the file and select Open with option to select Notepad.

[EL 00000834 06APR20Z0 Lo

07-Apr- 2000 10:47...

Mlicrosoft Excel Comma Szparated Walues File

= covim Open DE-Apr-200H0 11:40..  Outlook hem
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] Guideli Edit 7 -Apr- 2020 0154, Micrasaft Word Document
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_ Mail req *, EditFlus 07-Bpr- 2020 09:44...  Test Docwment
1] Matian: Ciper with |I| Micrazaft Excel Excel Warks hest
] Sample g WinMerge T Notepad Select Open with
| sheetlq B Add b srchive.. [ WordPad "Motepad opticon
(EL UREEF| 3 Add to "DDDBMIL_DEAPRIOZD_L et rar” Exc
B Compress snd email., B L I
B Compeess to "00000034_DEAPRI020_Lbt.rar® and ernad
Restore prewous versions
Send to L] -
Cist
Copy
Creste shorkout
Delete
Fename
Propartees

14. The file will look like the one below with Pipe (|)delimiters. Remove the Header that

represents column name. Here the first line that starts with Uifreferencenumber must be
removed.
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15. Add a header on the first line as indicated below . H| Date 06Apr2020 and add a Footer at the
end of the file F|Number of records in the file(as seen in the screen below).

|
ladd HHH:E H|DATE DOMMMYYTY

-2000] J0-Ap - 20001 Tast TRehe e fas | 100234 567a | Tacrvmama 1] Com | B2 3 (29025031 | 208 | S04 9| #0001 DL-1an- 20011 | TO00] Y000 FuE| 23088 | 2] 1T 18TE |1

16. Save the file using the Save option. The CSV file is ready for submission to the UIF.
17. Verify the file by opening in Notepad and verify the following.



The CSV file is mandatory for both Payroll and Non Payroll companies.

1. ##Filename should be in the following format

UIFREFERENCENUMBER_DDMMMYYYY_uniquesequence.csv Example -
00000021_25MAR2020_01.csv . unique sequence number can be a number which
is not used to send file with same name — so when you send file first time
uniquesequence can be 1, when sent second time it can be 2.

2. File should start with a Header -
COLUMN HEADERS AS UNDER ARE NOT REQUIRED IN THE FILE. ITS JUST TO
INDICATE SEQUENCING. REMOVE THE HEADER ONCE FILE IS GENERATED. ONLY

3. The values of remuneration should not be comma separated. Example — 26000.90
and not 26,000.92

4. All the dates in CSV file should follow the date format DD-MMM-YYYY — Example —
23-APR-2020

5. Sector Minimum wage per month value is Mandatory. A blank value will result in
error.

6. Account Type value should reflect as below. Please use the Account Type ID
instead of Account Type description.

ACCOUNTTYPEID | ACCOUNTTYPE

1 | Current Account

2 | Savings Account

3 | Transmission Account

7. The Preferred Payment Medium column is mandatory to fill as that information is
used to pay to the beneficiaries. Use PaymentmediumId value and not the
description when you prepare the file.

FAYMENTREDILIMID _l FaAYRMEMNT_MEDILIM Ll
1 PAYMENT_TO_EMPLOYEE
2 FAYMENT_TO_EMFLOYER
3 PAYMENT_TO_BARGAIMIMNG_COLIMNCIL -

8. ## each file should have footer record as under






