
ADDING ADDTIONAL COMPANY, 

NOMINATE NEW COMPANY AS DEFAULT COMPANY & 

TRANSFER OF EMPLOYEES TO NEW COMPANY 

 

Where a Company's Name, as well as the Registration Number, PAYE, UIF and VAT 

numbers have changed, we suggest the following:  

 

1.   Add the new company particulars as an additional company;  

2.   Set the new company as the "default company";   

3.   Transfer the employees to the new company. 

 

 

By doing the above you will ensure that the history data of the "old company"  will still be 

available in future.   

To add an additional company, follow the steps below:  

 

1. Click on the Main Screen on:  Tables. 

 

2. Nr. 1 - GENERAL in the yellow block will be highlighted in green. 

 

3. Select from the options on the right hand side in pink/blue:   Additional Companies: 

 
 

4. A list of existing companies will be displayed.  

 

5. Click on:  "Insert" to add additional companies.  

 

6. Complete all the fields as requested, and click on:  OK (Save).  Repeat the process 

should more than one additional company be required: 



 
 

7. Processing can be done individually for each company.  For example:  When 

generating reports an additional option will be available to choose between One or All 

Companies. 

 

To set the company as "default company", follow the steps below:  

 

1. Click on the Main Screen on:  Tables. 

 

2. Nr. 1 - GENERAL in the yellow block will be highlighted in green. 

 

3. Select from the options on the right hand side in pink/blue:   Additional Companies.  

 

4. Select the "new" company (the name will be highlighted in blue).  

 

5. Click at the bottom of the page on the option:  Set As Default.  

 

To transfer employees, follow the steps below (employees will be transferred one-by-one): 

 

1. Click on the Main Screen on:  Personnel.  

 

2. Select from the options in the yellow block:  Appointments / Terminations.  

 

3. Select from the options on the right hand side in pink/blue:  Transfer employee to another 

company.  

 

4. Select the employee's name from the LIST.  

 

5. Select the new company by clicking on the black drop-down arrow.  

 

6. Complete the date of transfer.  



 

7. Click on:  OK. 


