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How to Submit Employee(s) P45                                                                                                                             

Employers with a P.A.Y.E account can now submit P45 information to the Tax Administration of 
Jamaica (TAJ) via their eServices account. The steps below, guides the process; 

 

STEP 1 
From your P.A.Y.E Account, SELECT the link ‘Submit P45’.  

 

 

STEP 2 
CLICK ‘Next’ to begin the application after reading the information page. 
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STEP 3 
SELECT the option that applies 

  

Note that only current employers or those who were employers in the current year, are allowed to 
submit P45’s. 

 

 

STEP 4 
You have the option of manually entering the data or using an excel template to complete the record. 
The excel template is available for download via hyperlink ‘Download Excel Template’. 
 
STEP 4a: Manual Entry 
i. SELECT ‘Add a Record’ hyperlink. 

 
 

 

 

 

 

 

 

 

 

 

 

DOWNLOAD 
template here 
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ii. ENTER employee details into the fields provided. SELECT ‘Next’ to proceed. 

 

 

N.B. To add multiple records manually, select the “Add a Record” link on the P45 table before selecting 
the “Next” button. The image above illustrates the record to be completed for each employee.  

ADD multiple 
employee 

records here 
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iii. If there were no deductions indicated an alert will be displayed. The user will be required to CLICK 
‘OK’ and either enter the information relating to the deductions made or SELECT the applicable 
checkbox to confirm that there were no deductions.  

 

 

1 

2 
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STEP 4b: Excel Upload 
 SELECT ‘Excel Upload’ 

 

  

iii. When presented with the dialog box below SELECT “Choose File”, choose the file to be uploaded, 
then CLICK ‘Import’  

 

 

 

 

 

 

 

 

 
STEP 5 
SELECT ‘Next’ to continue with submission. 
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STEP 6 
REVIEW information, then select ‘Next’ 

 

 

 

STEP 7 
SELECT the declaration checkbox then SUBMIT 

 

 

 

STEP 8 
CLICK ‘OK’ on pop-up message 

 


