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Step one — Getting started

This guide has been created to provide Government entities with the information they need to complete their employee onboarding and contribution creation
through our upload file template. This document applies to the Government entities who are not part of the GRP system.. For Government entities that are part
of the GRP system, the process of completing our upload file will be done by Digital Dubai and the file can be downloaded monthly from the GRP system after
the payroll closure. This file must then be submitted to DEWS and the necessary payment must be processed.

To enroll an employee all you need to do is include them in this template and when you submit the file to us, an automated email will be sent to the employee
with their login credentials. To create a contribution, you simply include the value in the appropriate column. You can include all your employees in the same file
in separate rows. The table below shows the columns of our upload file, the information we’re asking for, acceptable formats, and whether this information is
mandatory or optional.

The upload process should be completed monthly, and you must do this before the 1stof the month following payroll (i.e., before 1t August for contributions
relating to July). This will not duplicate your employee’s enrolment, but you will ensure a contribution is created in DEWS every month for that individual.

Important points:

The file is uploaded in CSV format; therefore, commas are not permitted within the file.

The file must only be uploaded in English language, please do not use Arabic characters.

Please do not delete or rename the columns.

The Upload File is used for all employees, be it existing ones, new joiners, or leavers.

The Upload File can also be used to update employee’s personal details. To update only the relevant personal details and avoid over-writing
any pre-existing contribution information, the Upload File should be completed with the new personal details for that particular employee, but
all contribution related columns (contribution date / contribution amounts / contribution percentages) should be left blank. Please do notinsert
0.00 or any other value.

¢ Once you have notified us that an employee has left service, please remove them from any future Upload Files. If you submit an employee as a
leaver in error, please let us know as soon as possible. Employers are unable to amend this status.



o Upload files must be submitted through the DEWS online portal. You can log in here and you will find the upload area by visiting Main Menu >
Contribution and payroll. The status of your file may reflect ‘Errors detected’. In these cases, we will correct any errors and re-submit the file on
your behalf. If we require any clarification, we will reach out to your plan administrator.

e ZWS can offer support with technical aspects of completing the template and resolving errors but will not compile your template nor complete
the submission on your behalf.

Step two - Making payments

Uploading your file each month is step one in the two-step process. Step two is making payment to DEWS for the full value of contributions in that month and
this must be done before the 21 of the month following payroll.

e Employer contributions are still an end of service benefit, and as such they should not be deducted from the employee’s salary. If anemployee
chooses to make voluntary contributions, then these can be deducted.

e Contribution payments must only be sent from the bank account that you have registered in the DEWS online portal when completing your
set-up tasks. If you change your bank account, please update the details in the online portal before sending your next payment.

¢ We will match your payment amount to your contribution total. If they don’t align, we will contact you regarding the same.

e Please allow 2-3 days for payment to reach our bank account and leave enough time for this before the monthlydeadline of the 21%t.

e All payments must be made in full and bank charges must be paid by the employer..

o With DEWS, the contribution values you give us in your upload file will be in AED and payments should also be made in AED.

Please note, we are unable to accept any payments from employees. Any voluntary contributions must be made through salary deduction and paid into DEWS by
the employer.


https://id.workplacesolutions.ae/customer/sign-in

Understanding the formatting

Upload File Notes for Completion Valid Values Format Requirement
Field Name
This is the unique reference generated for A-Z, a-z, 0-9, Alphanumeric Mandatory
Employerld  |your organization by the DEWS online portal space or
once you have completed your enrolment. O/=1"%8* <> "+:?
This will be referred to as a 'Company ID' and
you can find it on your Dashboard, under
‘Scheme Details' when you login to the DEWS
portal.
MemberType [This is to indicate whether an employee is a Please insert a Numeric Mandatory
‘Mandatory' enrolee or a 'Discretionary number 1to
enrolee into the DEWS Plan. This is indicate
determined by the employee's employment ‘Mandatory' or a
status in line with relevant Employment Law. number 2 to
. indicate
A mandatory employee is an employee you 'Discretionary’
are obligated to enrol in line with legislation
whereas a discretionary employee is someone | pjgase only use
taking part in the plan voluntarily (for example the number 4
a UAE national) where you have
visa data missing
for your
employee (see
VisaNumber
below)
PayrollName  [This is the name of the payroll group you are Must read ‘Default’| Alpha Mandatory
using. For your type of DEWS plan this will
always be ‘Default’




ContributionDu [The ‘ContributionDueDate’ column is used to 0-9 YYYY/MM/O1 Mandatory
eDate record the payroll period you are uploading for. or
It must always be completed as the 1st of the O1/MM/YYYY
payroll month i.e., O1/MM/YYYY
Title This is the title of the employee. Mr, Mrs, Ms, Miss, | Alpha Mandatory
Dr
FirstName This is the legal given first name(s) of the A-Z, a-z, 0-9,
employee. This must match the employee's 1D space or ‘ -/ Alpha Mandatory
document. Fada Signs (&,
A 6,0,u Uil
é, E) Maximum
35
characters
MiddleName  [This is the legal given middle name(s) of the A-Z, a-z, 0-9,
employee. This must match the employee's 1D space or ‘ -/ Alpha Optional
document. Fada Signs (&,
A 6,0,u Uil
é, E) Maximum
35
characters
Surname This is the legal given surname or family name(s) | A-Z, a-z, 0-9,
of the employee. This must match the space or ‘ -/ Alpha Mandatory
employee's ID document. Fada Signs (&,
A 6,0,u Uil
é, E) Maximum
35

characters




Employeeld

This should be a completely unique and
employer-determined reference for each
employee. This would ordinarily be a payroll or
staff number. You cannot re-use employee
ID’s, even if the previous employee has since
left service and closed their DEWS account.

A-Z,a-z or O-9
Maximum 35
characters

Alphanumeric

Mandatory

BirthDate

This is the date of birth of the employee.

0-¢

YYYY/MM/DD
or
DD/MM/YYYY

Mandatory

Gender

This is the gender of the employee.

M or Male, F or
Female

Alpha

Mandatory

Nationall[DNu
m ber1

This is the passport number of the employee. If
the employee holds more than one passport,
please only include one number. Ideally this
would align with the employee’s visa stamp.

If you don’t have this, please provide the
uniqgue ‘EmployeelD’ that you gave earlier in
the sheet.

A-Z, a-z or 0-9

Alphanumeric

Mandatory

Nationall[DNu
m ber2

This is the Emirates ID number of the
employee. Please note that the format of this
number will be 784-YYYY-NNNNNNN-C and
that the "YYYY' must match the employee's
date of birth.

0-9

784-YYYY- NNNNNNN-C

Mandatory

Nationality

This is the employee's nationality. If the
employee has multiple nationalities, please only
include one. Ideally this would align with the
passport details you provided earlier

A-Z, a-z

ISO code (you'll find this list on our

website)

Mandatory




Addresst

This is the first line of the employee's residential
address i.e., where they currently live

A-Z, a-z, 0-9,
space or -/
Fada Signs (&,
A 6,00, U0l
é, E) Maximum
35

characters

Alphanumeric

Mandatory

Address2

This is the second line of the employee's
address i.e., where they currently live

A-Z, a-z, 0-9,
spaceor'-/
Fada Signs (&, A,
6,0,u,U, il é E)
Maximum 35
characters

Alphanumeric

Optional

Address3

This is the third line of the employee's address
i.e., where they currently live

A-Z, a-z, 0-9,
space or ‘ -/
Fada Signs (&,
A 6,0,0,U, i
é, E) Maximum
35

characters

Alphanumeric

Optional

City

This is the city of the employee's address i.e., the
city where they currently live

A-Z, a-z, 0-9,
space or -/
Fada Signs (&,
A 6,0,0, Uil
&, E) Maximum
35

characters

Alphanumeric

Mandatory

CountryOfResi
dence

This is the country of the employee's address i.e.,
the country where they currently live

A-Z, a-z

ISO code (you'll find this list on
our website)

Mandatory




EmailAddress [This is the employee's work email address and A-Z,a-z, 0-9, or Alphanumeric Mandatory
should be given in the format @
prefix@domain.host. If there is no work email Maximum
ID, please provide an alternate email. 75

characters
SecondaryEmai [This is the employee's personal email address A-Z,a-z, 0-9, or Alphanumeric Optional
|Address and should be given in the format @ Maximum 75
prefix@domain.host. characters
Although this is optional and your upload will not
be unsuccessful, we urge you to provide this
information if held.
PhoneNumber [This is the employee's mobile telephone 0-9, space or () (9711234567890 Optional
number, which can be local or international. Maximum 15 009711234567890
characters 004412345678901
Although this is optional and your upload will not
be unsuccessful, we urge you to provide this
information if held.

VisaNumber [This is the employee's visa number. Visa 0-9 NNN/YYYY/N/NNNNNN Mandatory (except
number is mandatory and must be provided for NNN/YYYY/N/NNNNNNN for GCC
all enrolled employees (existing and new NNN/YYYY/N/NNNNNNNN nationals)
joiners). Note that Golden visas formats are NNN/YYYY/N/NNNNNNNNN
accepted. NNN/YYYY/N/NNNNNNNNNN

NNN/YYYY/NN/NNNNNN
For GCC Nationals it is not mandatory, and the NNN/YYYY/NN/NNNNNNN
field can be left blank. NNN/YYYY/NN/NNNNNNNN

If your employee does not have a visa number
then you will need to change their member type
to type 4 (see ‘MemberType’ above). This is a
short-term solution to ensure that you do not
experience any issues in uploading your file.

NNN/YYYY/NN/NNNNNNNNN
NNN/YYYY/NN/NNNNNNNNNN
NNN/YYYY/NNNNNN
NNN/YYYY/NNNNNNN
NNN/YYYY/NNNNNNNN
NNN/YYYY/NNNNNNNNN
NNN/YYYY/NNNNNNNNNN



mailto:prefix@domain.host
mailto:prefix@domain.host

EmploymentStar |This is the employee's start date of 0-9 YYYY/MM/DD or DD/MM/YYYY Mandatory

tDate employment with your organisation.

ExitDate This is the employee's service end date with 0-9 YYYY/MM/DD Optional (Mandatory if
your organisation. Note that this field should or ‘ExitReasonCo de’ is
only be completed if the employee has left DD/MM/YYYY entered)
service and that the field should be left blank if
the employee remains in service.

Note: if you submit an employee as a leaver in
error, please let us know as soon as possible.
Once you have notified us that an employee
has left service, please remove them from any
future Upload Files. We’'ll contact the employee
with their options and help them with their
withdrawal.

ExitReasonCode [This is the employee's service end reason with A-Z, a-z, 0-9, Leaver Optional (Mandatory if
your organisation. Note that this field should only| space or -/ Death ‘ExitDate’ is entered)
be completed if the employee has left service Fada Signs (4, Indemnity termination
and that the field should be left blank if the A6, 0,u Uil
employee remains in service. é, E) Maximum

35
characters
AEDBasicSalary [T his is the employee’s basic salary in AED. Monetary Value. | Numeric Mandatory

The value should reflect one payroll period
and should not reflect annual basic salary.

Stop separated.
No commas. No
currency sign.
Zero
contributions
should be
entered as

0.00 Maximum
length is 13, with 2
numbers after the
decimal.




AEDEmployerCont
ribution

This is the amount that you as the employer
are contributing for the payroll period in
question in AED. This must, at the very least,
be the statutory minimum contribution in line
with your employee's basic salary and length
of service. However, if you as an employer are
opting to ‘over-contribute' in line with your
own rewards & benefits package terms, this is
acceptable.

Monetary Value.
Stop separated.
No commas. No
currency sign.
Zero contributions
should be entered
as 0.00 Maximum
length is 13, with 2
numbers after the
decimal.

Numeric

Mandatory

AEDEmployeeCont
ribution

This is the amount your employee has decided
to voluntarily contribute into DEWS through
salary deduction. If this is not applicable for the
payroll period in question, please enter '0.00" in
this field.

In accordance with DFSA regulations, an
employee’s voluntary contribution cannot
exceed 100% of their basic salary in any given
pay period. Your upload file will error if this is the
case. Please contact us for any exceptions.

Monetary Value.
Stop separated.
No commas. No
currency signs.
Zero contributions
should be entered
as 0.00 Maximum
length is 13, with 2
numbers after the
decimal.

Numeric

Mandatory

AEDAccruedPot

If you are transferring over an accrued end of
service benefit amount with employee consent
(the total sum of money that you have
accumulated towards the End of Service liability
for a specific Employee prior to DEWS) then
indicate so here. If this is not applicable for the
payroll period in question, please enter ‘0.00’ in
this field.

Remember you're not obliged to facilitate
transfers of historic gratuity and employees are
not obliged to accept a transfer offer.

Monetary Value.
Stop separated. No
commas. No
currency sign.

Zero contributions
should be entered
as 0.00 Maximum
length is 13, with 2
numbers after the
decimal.

Numeric

Mandatory




This is the AED total of the

AEDTotalContributi AEDEmployerContributionAmount’ + Monetary Value. Numeric Mandatory
on ‘AEDEmployeeContributionAmount’ + Stop separated.
‘AEDAccruedPot’ columns and this is the No commas. No
amount you'll have to pay in the month. currency sign.
Zero contributions
should be entered
as 0.00 Maximum
length is 13, with 2
numbers after the
decimal.
EmployerContri [This is the percentage at which you are Value. Max 3 Numeric Optional
butionPercent |contributing for the employee on a regular decimal places.
basis. This will be determined by the Stop separated
employee's length of service and the or whole
law/regulation/policy your company is subject number. No
0. % Symbol. May
be 0.00, 25% is
If you are over- contributing in line with your 25 0r 25.00.
benefits & rewards package, please note the
increased percentage rate here.
EmployeeContri [This is the percentage of basic salary in this Value. Max 3 Numeric Optional

butionPercent

pay period that your employee has decided to
voluntarily contribute into DEWS through
salary deduction.

An employee’s voluntary contribution
percentage cannot exceed 100% of

[their basic salary, in any given pay period. Your
upload file will error if this is the case. Please
contact us for any exceptions

decimal places.
Stop separated
or whole
number. No

% Symbol. May
be 0.00, 25% is
25 or 25.00.




Zurich Workplace Solutions (MiddleEast) Limited is incorporated in the Dubai International Financial Centre (Registration No. 3595) and is regulated by the Dubai
Financial Services Authority for acting as an administrator of an Employee Money Purchase Scheme.
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