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Preface

This user guide provides step-by-step instructions on how an employer can make scheme transfer
and members’ account transfer for employment transfer between associated companies on the
eMPF Web Portal. All screenshots are for illustration purposes only. The actual design of the portal
interface may be different.

For any enquiries regarding the eMPF Platform, please contact us through the following channels:
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eMPF Customer Service Hotline | 183 2622

Email enquiry@support.empf.org.hk

Hong Kong Island
Unit 601B, 6/F, Dah Sing Financial Centre, No. 248 Queen'’s
Road East, Wanchai, Hong Kong

Kowloon
Suites 1205-6, 12/F, Chinachem Golden Plaza, No. 77 Mody
Road, Tsim Sha Tsui East, Kowloon

New Territories
Suite 1802A, 18/F, Tower 2, Nina Tower, No. 8 Yeung Uk Road,
Tsuen Wan, New Territories

eMPF Service Centre

Opening Hours

Monday to Friday : 9:00 a.m. to 6:00 p.m.
Saturday :9:00 a.m. to 1:00 p.m.
Closed on Sunday and Public Holiday

Version: 1.1
Date :14 Mar, 2025
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A. Scheme Transfer

If you would like to transfer your employee(s) from original scheme to another new
scheme under the same employer, please follow the steps below.
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Remarks: You must first enrol your company into a new scheme and enrol your
employee(s) in that scheme before proceeding with the scheme transfer.

You can only submit your transfer instructions on the eMPF online after the original
scheme and new scheme have been onboarded the eMPF Platform. If the relevant
schemes have yet to be onboarded the eMPF Platform, you will be reminded to submit
the hardcopy of your application. You may check the scheme onboarding schedule

on the eMPF website.

Original Scheme with New Scheme with Method of Submitting

Transfer-Out Account Transfer-in Account Administrative Instructions

Q Onboarded ° Not Yet Onboarded submit the hqrchpy application
form to transfer-in new trusteeA
Submit the hardcopy application
€ Not et Onboarded @ onboarded torm to the eMPF *
° onboarded o Onboarded Submit online application via

eMPF

APlease contact the new trustee for the form and submission arrangement.

*The form can be downloaded from the Form Centre of the eMPF website. For submission of the
completed form to the eMPF Platform, please refer to the Submission Channels as listed on the form.

@ Go to the eMPF Web Portal and log in. @ Select “Transfer Funds” under “Manage
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e Employee” on the menu bar.

“MPF :
TRp—— mee Home  ManageScheme | MansgeEmplopee | Manage Contributions My Account
P L

“MPF
mEs

Legin t? eMPF Welcome, ***#*sxs Ng | View Empleyee List
-P' - Enrol New Employess

Terminate Employees

All Outstanding Ta—
= au have 4 curstanding taskis) for fallaw up: frovsfe funds

i [T,
LG-| Yo have outstabding contributians)
®© You have ing / partially settied i foer your follow up, Please review T subimat employes



https://www.empf.org.hk/latestNews/news/empf_onboarding_schedule?parent=%2FlatestNews%2FwhatsNew&language_id=1

Scheme Transfer

@ Select “Scheme Transfer”.

Transfer Funds

Please select the type of transfer you would like to perform. Please ensure your company has participated and enrolled your employees in the new scheme before applying for transfer.

Scheme Transfer

Transfer to anather MPF scheme under the same employer

it

00O  Intra-group Transfer
F’rCa Transfer to another/same MPF scheme participated by the new employer

@ Select the transfer-in scheme (New scheme) and click (E&D.

wou are applying for scheme transfer

Select Transfer-in Scheme

Please selact the scheme to which benefits are 1o be transferred and/or new centributions are to be made.

MPF Scheme A

trustee Trustee A Employer Arcount No: 10317154

MPF Scheme B

Trust=e: Trustee B Employer Accolint No: 56438283
@ Select Other Scheme N
=t Click here 1o envol In 3 new scheme if there |5 no applicable scheme to transfer In.

N
hN A

@ Set the effective date of transfer and click ERD).

You are apphing for scheme transfer

Set Effective Date

Please select the effective date of transfer.

MPF Scheme B

Trustes: Trustee B Employer Account N

56438283

01/09/2023

@ af Transfer (DOMMITYYY

02/07/2024 B

Back 3
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Scheme Transfer

@ Select the transfer-out scheme (Original scheme) and click (EXD.

okt e apglying For sehenns transhes

Select Transfer-out Scheme

Pleigsar sebact b schrerme Tram which bersfits are o be irarsferred

T Feruses has ot bos Flatform yet ¢ e Fieaest for Fund Tt <16

MPF Scheme A

Fustre Trustee A

MPF Scheme B

Ve Trustee B ST ACCOUNY R 56438283

Eé Not Able to Find the Account You Need? »

= :

@ Select the employee(s) to be transferred and click @

Wou are apphing for scheme transfer

Select Employees

Please sefect the employeeis) whoss benehits are 1o be ransferred

MPF Scheme A

Trustee: Trustee A Emplayer Account Ho: 10317154

Transferable Employee(s)

English Name Chinese Name . Payroll Group

Tai Man Chary . HKID LasT™* E001 REE1
“at Sum Cheung —i A HKID Haip** E002 REE1
S Ming Lea #|BE HKID Gzat E003 REE1
Sau L Weng <l = HKD WEo3t E04 REEL
Tai Hung Ho g HKID Faig*** EMS REEL

Tonal 5 Aesults 10/Fage - 4 1 ¥ Goto

Non-Transferable Employee(s)

English Name Chinsse Name 3 5 Payrell Group

1 Siu Man Chan At HEID GTES"" E002 REEL
Siu Lal Ho e HKID HET9"™ EO03 REE1
Totad 2 Results 10Page = £ 1 * Goto

S - ®
3 -

Tips: If employee(s) from the original scheme has not yet enrolled for the new scheme,
they will be listed under the
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Scheme Transfer

Review the information and click Read the Terms and Conditions and click
s b s v ed Employees
Confirmation
1 i
Rl o i Terms and Conditions
« Selected Scheme ~ By dlicking the “Accept” button, you confrm that you have read and agree to be bound by the Terms &

Conditions below
MPF Scheme B
Trustee: Trustee B Employer Account No: 56438283

& e

Step 2 - Set Effective Date

' Effective Date of Transfer c. fial
Effective Date of Transfer
02/07/2024
Decline |

Seep - Seluct Transter-aut Schume

+ Selected Scheme A
MPF Scheme A
Trustee: Trustee A Employer Account No: 10317154
&

Step 4 - Selact Emplayes

« Selected Employees -

2 YatsumCheung —b % HKID Hator £002 REE1

3 Sulaiwong MEE HKID Wao3#+ €004 REE1

WAFF Intermedisry Information (1f applicatie)

Your scheme transfer request for the selected employee(s) has been submitted. Once the
transfer is completed, notifications will be sent to the employer via email, and to selected
employee(s) via email or SMS.

.
Transfer Request Submitted
Reference No: TGO1408614000056598 | Submission Date & Time: 02/07/2024 09:54
We will notify you and the selected employee{s) once the transfer is completed. You may edit or
cancel your transfer application anytime before the cut off time at 4pm today on the "My Record™

page (if your request is made after 4pm today, the cut off time will be at 4pm on the next working
day).
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B. Intra-group Transfer
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When an employee’s MPF benefits need to be transferred from their existing employer’s
MPF scheme to the new employer’s MPF scheme due to transfer of employment between
associated companies or change of business ownership, employment with the “Existing
Employer” can be recognized by the “New Employer” as continuous service to determine
the severance payment/ long service payment, the voluntary contribution amount and/or
vesting, if applicable.

The intra-group transfer request should be initiated by the “New Employer” on the eMPF
Platform. Please follow the steps below to submit the request.

Remarks: The new employer must first enrol into an MPF scheme and enrol their
employee(s) in that scheme before proceeding with intra-group transfer.

The new employer can only submit the transfer instructions on the eMPF online

after the schemes of both the existing employer and the new employer have been
onboarded the eMPF Platform. If the schemes have yet to be onboarded the eMPF
Platform, the new employer will be reminded to submit a hardcopy application. Please
check the scheme onboarding schedule on the eMPF website.

Scheme of Scheme of Method of Submitting

Existing Employer New Employer Administrative Instructions

@ oOnboarded © Not Yet Onboarded | SuPMit the hardcopy application
form to trustee of new employerA
Submit the hardcopy application

€ Not Yet Onboarded @ oOnboarded form to the aMPE*
@ onboarded @ Onboarded Submit online application via
eMPF

APlease contact the trustee of new employer for the form and submission arrangement.

*The form can be downloaded from the Form Centre of the eMPF website. For submission of the completed
form to the eMPF Platform, please refer to the Submission Channels as listed on the form.

Please note that if the intra-group transfer is within the same scheme and the scheme has not yet
onboarded the eMPF Platform, new employer should contact the existing trustee for the form and
submission arrangement.

J

@ Go to the eMPF Web Portal and log in. @ Select “Transfer Funds” under “Manage
: e Employee” on the menu bar.
e
ot e ‘;IP?SPLF Home  Manage Scheme Manage Contributione My Account
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Login tj jN:PF Welcome, ******** Ng View Employee List
- Enrol New Employess

Terminate Employees

v All Outstanding Tu[ _ ]
= ou have 4 curstanding taskis) for fallaw up: fravsfe funds

ersiei [r—
LG-| e v outstatling contribuniors)
O] fou have ini ¢ partially settied contri for your follow up, Plaase reylew 1o Subimit employee



https://www.empf.org.hk/latestNews/news/empf_onboarding_schedule?parent=%2FlatestNews%2FwhatsNew&language_id=1

Intra-group Transfer

@ Select “Intra-group Transfer”.

Transfer Funds

Please select the type of transfer you would like to perform. Please ensure your company has participated and enrolled your employees in the new scheme befare applying for transfer.

Scheme Transfer
Transfer to another MPF scheme under the same employer

i

00  Intra-group Transfer
f-r_f:) Transfer to another/same MPF scheme participated by the new employer

@ Select the transfer-in scheme (Scheme of New Employer) and click (EXD.

fou are applying for Intra-group transfiar

Select Transfer-in Scheme

Please select the scheme to which berefits are to be transferred

‘¢f' Iftrustes has not been onboarded to the eMPF Platform yet. Please submit the Employer's Reguest for Fund Transfer Form (MPF(S)-PUE) instead.

MPF Scheme A

ustes: Trustes A Employer Accaunt Neo: 56452012

MPF Scheme B

Trustoe: Trustee B Employer Account No: 56473382

I.r. - :I
3 A
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Intra-group Transfer

@ Select the employee(s) to be transferred and click ERP.

You are applying for intra-group transfer

Select Employees

Flease select the employeeis) whose benefits are to be transferred,

MPF Scheme A

Trustes: Trustee A Employer Account No: 56452012

Transferable Employee(s)

Q All Payroll Group(s) ~

" English Name Chinese Name 5 Staff No. Payroll Group

Tai Man Chan Foz HKID Lasy* E001 REE1

Total 1 Resulis 5/Page - £ 1 ¥ Goto

Non-Transferable Employee(s)

English Name Chinese Name D Type 1D No. Staff No. Payroll Group
1 Siu Man Chan filod ] HELD Grag** E002 REE1
2 Slu Lal Ho 1T HKID HETg* " E003 REEL
Total 2 Results S/Page - £ 1 » Goto

{ B = k \:I
\\_ 5 s

Tips: If employee(s) has not yet enrolled into the new employer’s MPF scheme, they will
be listed under the

Scheme Transfer and Employee Intra-Group Transfer - Web Portal User Guide (Employers)




Intra-group Transfer
@ Input employee information and click m

You are applying for intra-group transfer

Input Employee Information

Pleaze select the employeeds) whase benefas are o e mansferred,

MPF Scheme A
Bnarte Trustun b Employer Account ta: 56452013
~  Employee 1 ~
1;;M.a.n Cl‘lan I IIKJD.
LS;T“‘ EDOII IREEI .
“n.i.m.lrz.o;s. (] o;mmm : I &)
ow;m.uzal I ] 01/01/2023 |

r’. \.

@ Set the effective date of transfer and click EXD).

You are applying lor intragroup transfer

Set Effective Date

Plaase welect the affectve date of transfer

MPF Scheme A

ssten: Trustes A

03/11/2022

05/11/2023

I: Bd:k :I

Fill in the details of the original scheme and click m

Wou are applying for intra-group transfer

Original Scheme Information

Please complete the details of the scheme from which Benefits are 10 be transferred

Original Scheme Information ~
x i Qi Empley
ABC Company Limited B000416543
f Drlglr 5
MFPF Scheme B ~
»

@ Select Other Scheme

I e .}
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Confirmation
Step 1- Select Transter-in Scheme

~" Selected Scheme

MPF Scheme A

Trustee: Trustee A Employer Account Me: 56452012

Step 2 - Select Employees

~/ Salected Employees

Engiken Mams

1 Tai Man Chan

Step 3 - Input Employee Information

+  Input Employes Information

Employee 1
Originai Date Joining Scheme
01/01/2023

Date of Employment

09/11/2023

Step 4 - Set Effective Date

~*  Effective Date of Transfer (DD/MMAYYYY)
Effective Date of Transfer (DD/MM/YYYY)

08/11/2023

Step 5 - Original Scheme Information

~  Original Scherms

ABC Company Limited

MPF Scheme B

MPF Intermediary Information (If applicable)

@ Review the information and click m

& Edie
™o, Snft o
LBRT** E0n1
& edit

Commencemeant Date for Vesting Entitlement
010172023
Orlginal date of employment

01/01/2023

& Edit

& Edit

8000418543

Back

& Edin
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Intra-group Transfer
@ Read the Terms and Conditions and click m

=0 EMpioyERs

< |
I. Terms and Conditions

By clicking the "Accept” button, you confirm that you have read and agree to be bound by the Termns &
Canditions below,

lia

(L]

Decline

@ Your intra-group transfer request for the selected employee(s) has been submitted
successfully. The “Existing Employer” will receive an email to perform approval in the Action
Items of the eMPF Platform.

Once the transfer is completed, an email notification will be sent to “New Employer” and
the selected employee(s) via email or SMS.

.
Transfer Request Submitted
Reference No: TGO1408614000056598 | Submission Date & Time: 02/07/2024 09:54
We will notify you and the selected employee{s) once the transfer is completed. You may edit or
cancel your transfer application anytime before the cut off time at 4pm today on the "My Record™

page (if your request is made after 4pm today, the cut off time will be at 4pm on the next working
day).

- End -
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