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Preface

This user guide provides step-by-step instructions on how an employer can make contributions for
employees enrolled in a Master Trust Scheme on the eMPF Mobile App. It specifies:

(a) how to submit employees’ contribution data;
(b) how to make payments; and

(c) how to check historical MPF contribution records.

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:

4 N\

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: 1.0
Date :29 Aug, 2025
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A. Prepare and Submit Employees’ Contribution Data

You can process your employees’ MPF contributions through the eMPF Mobile App,
please follow the steps below to prepare and submit employees’ contribution data.

Please note that you can only arrange payment after you have submitted the
employees’ contribution data.

i) Contribution Data Preparation and Submission

&@MPF = ‘
B/E%
Register | Activate

Login

Employer

—_—
or

| LJ Continue with iAM Smart I

Forgot Username?

&

Remember Me Forgot Password?

| |

Tap “Manage MPF” on the menu bar and tap “View Contribution Period”. Then select a

scheme.

X Q
Welcome, ***** Chan &

Employer's eMPF |D: **0020737**
Company: ki v

You have 4 Outstanding task(s) See all
for follow up:

You have unsettled contribution(s)
You have outstanding/partially settled
contributions for your follow-up. Please revi...

Your
Customized
Outstanding
Tasks

Customize

My Account Dashboard

&
Manage MPF

Manage MPF

A=
A=

View Employee List
View and edit employee
information

@ Log in to the eMPF Mobile App.

< Contribution Period ®

Select a scheme to view the contribution
details. If you did not provide basic salary,
the system will proceed with employee's rel...

Show More v

View Contribution Period
View Contribution Period

Make Contributions
Make Contributions and review
payment status

Enrol Scheme
Enrol in an MPF scheme for your
company

Manage Enrolled Scheme
View and manage the enrolled
scheme's details, including scheme
authorized person, payroll groups,
member class and more

MPF Contributions for Employees - Mobile App User Guide (Employers)

MPF Scheme A

Trustee: Trustee A |
Employer Account No.: 56441597 | Account Status:
Active

Outstanding Contribution: 2
Outstanding Payment: 2

MPF Scheme B

Trustee: Trustee B
Employer Account No.: 57114091 | Account Status:
Active

Outstanding Contribution: 1
Outstanding Payment: 1




Prepare and Submit Employees’ Contribution Data

Unsettled
@ You may see outstanding contribution bills under the tab
-’Q’- This page shows (i) past contribution "U nsettled contri b Ution s"'

period(s) with outstanding contributions
and/or (ii) the next contribution period
pending arrangement. If there are overdue
contributions, please submit contribution
data and make contribution payment
immediately.

If you have already paid contributions TiPS: Under the ta b’ incomplete
in full on or before the contribution day,

e contribution bills with different statuses depending on the
contributions, please disregard the . . . .

L LSO O progress of contributions will be displayed. If you have not
1l shown eovaorenqulnes,please

call eMPF Customer Service Hotline at

1832622, processed the contribution data generated by the eMPF
Platform before, the status will be

< MPF SchemeA Q =2 (®

Payroll Group: REES27374

Outstanding

01/05/2024 - 31/05/20024

Contribution Type Contribution Bill

No. of Employee Records 2

Pending for Submission

Total No. of Employee 2

Records

Remarks: The eMPF Platform will regularly generate outstanding employee
contribution data of your company on the predefined date set during scheme enrolment
process. If you would like to submit contribution data prior to the bill being generated,
you may click ® and select "Regular Contributions (Prepayment)" to create a bill.

< MPF Scheme A Q Make Additiona.. X

Unsettled Contribution Setup

Contributions

MPF Scheme A
. Trustee A | 56441597
“Q- This page shows (i) past contribution rustee
= period(s) with outstanding contributions

and/or (ii) the next contribution period Contribution Type

pending arrangement. If there are overdue

contributions, please submit contribution [ @ Regular Contributions (Prepayment) ]
data and make contribution payment

immediately. Lump Sum Voluntary Contributions

If you have already paid contributions Payroll Group

in full on or before the contribution day,

the eMPF Platform is processing your REE927374 v
contributions, please disregard the

relevant contribution bill and surcharge

bill shown below. For enquiries, please > Contribution Period

call eMPF Customer Service Hotline at 01/06/2024 - 30/06/2024

183 2622.

Payroll Group: REE927374

Outstanding
01/05/2024 - 31/05/20024

Contribution Type Contribution Bill

No. of Employee Records 2

Pending for Submission

Total No. of Employee 2

Records
Next
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Prepare and Submit Employees’ Co

&

i v,
< MPF SchemeA Q =2 (® < Outstandin.. © Q ¥,

Unsettled Contribution Summary ~

Contributions

*\ MPFScheme A
A ) Trustee A | 56441597
“Q- This page shows (i) past contribution g
= period(s) with outstanding contributions
and/or (ii) the next contribution period
pending arrangement. If there are overdue

contrbutions, please submit conrbution Action Required @ Select the contribution period that

data and make contribution payment

immediately. you would like to proceed with and
If you have already paid contributions Submission 2 Payment 2

in full on or before the contribution day, Records ta p @ a t t h e b OttO m Of

the eMPF Platform is processing your “ ”
contributions, please disregard the E m p I oyee RECO I‘d .
relevant contribution bill and surcharge Contribution Period

bill shown below. For enquiries, please >

call eMPF Customer Service Hotline at
183 2622.

Payroll Group: REE927374

01/05/2024 - 31/05/20024

No. of Employee Records

Contribution Type
L Pending for Submission

Contribution Bill

2
Payroll Group: REE927374
Total No. of Employee Status
Records
Outstanding 2 Outstanding

01/05/2024 - 31/05/20024
Contribution Type Contribution Bill

No. of Employee Records 2 Employee Record

Pending for Submission

Total No. of Employee 2

Records

Outstanding Employee(s)

Q If you have already paid contributions
" infull on or before the contribution day,
please disregard the surcharge shown

below.
LgE7***% Chan Tai Man >
H310%*** Cheung Yat Sum >

| ——
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Prepare and Submit Employees’ Contribution Data

@ Last submitted contribution data would be populated for selections. You may tap on specific
employee(s) to view and edit the contribution data, including the Relevant Income and
Basic Salary. If update is required, tap "Calculate Mandatory/Voluntary Contribution”, the
system will automatically calculate the mandatory and voluntary contribution amount for the
employee according to your input. Tap when finished, and repeat the same steps for

each employee to update their information.

Finally, you may then submit the contribution data for selected employee(s) or tap the
checkbox on the list to select all employees to submit, then tap m

< Submit Employe.. @ X

Employee Contribution
Data

Z Reset

. HKIDNo.  Name

L867****  Chan Tai Man > >

H310%***  Cheung Yat Sum >

No. of Employees Selected 0

Update Employee List
Bulk Upload Contribution Data

MPF Contributions for Employees - Mobile App User Guide (Employers)

Edit Employe... X

CHAN TAI MAN

(HKID: L867%¥**)

Personal Details 4

Contributions o

Relevant Income

$20,000.00

Basic Salary

Total: $0

The eMPF Platform will calculate and process the actual
contribution amount based on the provided relevant income
and/ or basic salary, rounding off to the nearest 2 decimal

places

Note?: If the employee’s birthday does not fall on the

first day of the relevant contribution period (i.e. the
relevant Income used to calculate contributions, after
reaching 18-year-old OR before turning 65-year-old, is not
for a complete contribution period), the employeris still
required to input the total income earned for the relevant
contribution period as Relevant Income. If the employee's
employment s terminated during the contribution period
when the employee reaches 65-year-old, please also report
the notice of termination. The system will calculate the
pro-ated contribution amount based on the provided

information.

Note2: In the absence of the basic salary, Relevant Income
‘would be used in the calculation of voluntary contributions.

(if applicable)

Calculate Mandatory/
Voluntary Contribution

Edit Employe... X < Submit Employe.. © X
CHAN TAI MAN o
(HKID: L8674+ Employee Contribution
Data
Personal Details ¥
C Reset
Contributions ~
HKIDNo.  Name

Relevant Income >

$20,000.00 L867****  Chan Tai Man >

H310%***  CheungYatSum >
Basic Salary

No. of Employees Selected 2

Employer's Mandatory Contributions

C -

Update Employee List

Employee’s Mandatory Contributions

Bulk Upload Contribution Data

Employer's Voluntary Contributions

Employe

Total: $2,000

The eMPF Platform will calculate and process the actual

the notice of termi

n. The system will calculate the
contribution amount based on the provided

information.

Note2: In the absence of the basic salary, Relevant Incon

would be used i the calculation of voluntary c
(if applicable).

C -~




Prepare and Submit Employees’ Contribution Data

Edit Employe... X
CHAN TAI MAN

(HKID: L867**4%) Ti ps:

persona Detals . © Relevant Income & () Basic Salar

Contributions ~

* The Relevant Income is used to calculate the

— Mandatory Contributions.
$20,000.00

o * The Basic Salary would be required for calculating
(b B the Voluntary Contributions of specific Voluntary
Contributions Method.

Employer's Mandatory Contributions
Employee's Mandatory Contributions
Employer's Voluntary Contributions

Employee's Voluntary Contributions

Total: $2,000

The eMPF Platform will calculate and process the actual
contribution amount based on the provided relevant income
and / or basic salary, rounding off to the nearest 2 decimal

places.

Note1: If the employee's birthday does not fall on the
first day of the relevant contribution period (i.e. the
relevant Income used to calculate contributions, after
reaching 18-year-old OR before turning 65-year-old, is not
for a complete contribution period), the employer is still
required to input the total income earned for the relevant
contribution period as Relevant Income. If the employee's
employment is terminated during the contribution period
when the employee reaches 65-year-old, please also report
the notice of termination. The system will calculate the
pro-rated contribution amount based on the provided

information.

Note2: In the absence of the basic salary, Relevant Income
would be used in the calculation of voluntary contributions

(if applicable)

Save

MPF Contributions for Employees - Mobile App User Guide (Employers)




@ < Submit Employe.. @ X

Confirmation
+/  Employee Contribution Data v
+/  Contribution Details ~

Employer's Mandatory Contributions

$2,000

Employee's Mandatory Contributions
$2,000

Employer's Voluntary Contributions

$0

Employee's Voluntary Contributions

$0

Total: $4,000
£ Edit

C_—

&

Contribution Data
Submitted

Reference No. RSD1408571001967407 |
01/06/2024 15:51:00,

Your contribution data has been submitted.
Important note:

If you have selected “Direct Debit
Authorization” (DDA) as the default payment
method with active setup, you can click
“Back to Home” directly and there is no need
to make duplicated payment.

The contribution amount will be deducted
automatically from the designated bank
account upon the system complete
processing your submitted contribution data.

To avoid late payment of contributions,
please continue to submit contributions
payments by other payment methods if your
DDA setup is in progress.

If you would like to choose other
contribution payment method, please click
“Make Contributions” to select the payment

method and proceed further.

You can check your submitted record on the
“Manage MPF" > “View Contribution Period”
page.

Make Contributions
< Back to Home >

MPF Contributions for Employees - Mobile App User Guide (Employers)
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@

Terms and Conditions

Show Less ~

By clicking the “Accept” button below, you
confirm that:

Review and confirm the contribution

data, then tap TID.

1/ the information given in this application is
correct and complete;

2/ you understood once your application is
submitted, it could not be withdrawn; and

3/ you have read and agree to be bound by
the Terms & Conditions below.

Tips: Please be reminded to review
employee contribution data before
— submission.

Read the Terms and Conditions and

2 Accept X

C —

Decline

@ You have successfully submitted the contribution data.

Please be reminded to submit payment in Section B.

Remarks: If your company has set up an approval setting,
the approver will receive a notification to review the
contribution data in “Action Items”. Once it is approved, the
preparer will be notified in “Action Items”.




Prepare and Submit Employees’ Contribution Data
ii) Update Employee List and Bulk Upload

While preparing the contribution data, you can use the following functions to update
the employee list, or use the bulk upload feature to update employee information in an
Excel file all at once.

@ On the Employee Contribution Data page (Step A5), click “Update Employee List” and select
the required function, or click “Bulk Upload Contribution Data” to upload the Excel file. Below
are instructions for the major functions.

< Submit Employe.. © X x
° Upd

pdate Employee
Employee Contribution List
Data

< Reset
19 @é Enrol New Employees e
B txkono  Name
v L867****  ChanTaiM > 0
. an fatMan > ro@ Add Existing Employee

H310%***  Cheung Yat Sum >

090 )
No. of Employees Selected 2 r@ Add Terminated Employee
- 00 )
Update Employee List rr@ Terminate employees
Bulk Upload Contribution Data o

a) Enrol New Employees

If you have hired a new employee who has been continuously employed for 60 days but
has not completed enrolment yet, you can enrol them and prepare their first contribution
together. This process serves the same purpose as standard employee enrolment, and the
employee will receive an email notification or SMS to complete their enrolment.

al
X Enrol New Emp[oyees | Date of Birth (DD/MM/YYYY)
05/05/1977 B
ID Document Type
HKID o Email

chansiuming@abc.com
HKID No
For HKID No. A123456(B), please input A123456B
Payroll Group

HO20%*** @
REE927374 v Scro" ill i h ired |
a1l Fill in the required new employee
Sumame (English) . .
Date of Employment (DD/MM/YYYY) information and ta p
Chan
04/03/2024 B
Given Name (English)
Date of Joining the Scheme (DD/MM/YYYY)
Siu Ming
04/03/2024 -
Surname (Chinese)
Join Voluntary Contribution Plan
Bk
Yes
Given Name (Chinese) @ No

1\BB

C -3
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Prepare and Submit Employees’ Contribution Data

a2 The employee(s) is added into the employee list. Tap into each newly added employee and
expand the Contributions section, after entering the Relevant Income and Basic Salary, tap
"Calculate Mandatory/Voluntary Contribution”, the respective Mandatory and Voluntary
Contribution amount will be calculated according to your input. Tap when finished,
and repeat the same steps for each contribution period for the employee.

Finally, you may then submit the contribution data for selected employee(s) or tap the
checkbox on the list to select all employees to submit, then tap .

< Submit Employe.. © X Edit Employe.. X Edit Employe.. X < Submit Employe.. © X
° CHAN SIU MING CHAN SIU MING L
Employee Contribution (HIIDTHO2085) (HKID: H920%++) Employee Contribution
Data Data
Personal Details i Refsaha(Detall *
 Reset  Reset
Contributions ~ Contrbutlons; .

I rkoNo.  Name

Relevant
9205+ ChanSiu Ming N > Relevant Income >

Income

H920%***  Chan Siu Ming >

$20,000.00
$20,000.00

HO20% %% Chan Siu Ming > HO20%*kx Chan Siu Ming >

Basic Salary
Basic Salary

H920%*+**  Chan Siu Ming > H920%**  Chan Siu Ming >

Employer's Mandatory Contributions
No. of Employees Selected 1 No. of Employees Selected 3

Next . Next
Employee's ntributions
e el at ill calculate and process the actual
«

Update Employee List Update Employee List

Bulk Upload Contribution Data Bulk Upload Contribution Data

Employer's Voluntary Contributions

Total: $1,000

the notice of termination. The system will calculate the

bution amount based on the provided

Note2: In the absence of the basic salary, Relevant Income

‘would be used in the calcul ary contributions.

(if applicable)

Calculate Mandatory/
Voluntary Contribution

wou

(if applicable).

C -

Remarks: Please remind your employee(s) to complete the enrolment on the eMPF

Platform. The contributions made by this function will only be allocated to the
employee(s) MPF account after the employee has completed the enrolment.

MPF Contributions for Employees - Mobile App User Guide (Employers)




Prepare and Submit Employees’ Contribution Data

@ ® © © 0 0 0 00000000 0000000000 000000000000 0000000000000 0000000000000 0000000000000 0 e,

v Example and Figure (For reference only)

If an employee was employed on 4 March 2024, the deadline for enrolment was 2
May 2024, which is the 60th day from the first day of employment. The employer is
required to pay the MPF contributions on or before 11 June 2024 (since 10 June 2024
is a public holiday) covering the contribution periods in March, April and May 2024.

< Submit Employe.. © X

Employee Contribution
Data

Z Reset

HKID No.

HY20%#** Chan Siu Ming >

H920****  Chan Siu Ming >

H920****  Chan Siu Ming >

No. of Employees Selected 3

Update Employee List

Bulk Upload Contribution Data

v

Edit Employe... X Edit Employe... X Edit Employe... X
CHAN SIU MING CHAN SIU MING CHAN SIU MING
(HKID: H920%***) (HKID: H920% %) (HKID: H920% %)
Personal Details ~ Personal Details ~ Personal Details ~
Surname (English) Given Name (English) Surname (English) Given Name (English) Surname (English) Given Name (English)
CHAN SIU MING CHAN SIU MING CHAN SIU MING
Employee Account No. Employee Account No. Employee Account No.
56458749 56458749 56458749
ID Document Type HKID No. ID Document Type HKID No ID Document Type HKID No.
HKID HI20%*+* & HKID HI20k* % HKID HI20*#4+ D>
Mobile No Mobile No. Mobile No.
99123456 99123456 99123456
Contribution Period Contribution Period Contribution Period
01/03/2024 - 31/03/2024 01/04/2024 - 30/04/2024 01/05/2024 - 31/05/2024
Terminate employees Terminate employees Terminate employees
Contributions v Contributions v Contributions v

© © © © 0 0 0000 000000000000 0000 0000000000000 00000000000 000000000000 00000000000 000000000000 00000000000 0000000000 0,
® ¢ 0000000000000 0000000000000 00000000000 0000000000000 0000000000000 000000000 0000000000000 0000000000000 0000 000"

Calculate Mandatory/ Calculate Mandatory/ Calculate Mandatory/
Voluntary Contribution Voluntary Contribution Voluntary Contribution
.

® ¢ 0 0000000000000 000000000000 00000000000 000000000 000000000000 000000000O0CO0COCIOCOCEOCEOCIEOS O
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Prepare and Submit Employees’ Contribution Data

b) Add Existing Employee

If you want to prepare contributions for new employees in advance (e.g. to submit
contribution in June for new employees who joined in May), and if the new employees have

enrolled in an MPF contribution account, please follow the steps below.

b1

X Add Existing Employe@@ Employee Details X

You may search for the existing employee
by using the Employee Name or HKID No.
Please select the employee(s) you need
to add and click "Add" to continue.

Q_ search by Employee Name / HKID No.

b1 You maytap Q tosearch by
employee name or HKID No. Select

Z321%%%%  CHANSIUYING >
the employee(s) and tap EED.

MPF Contributions for Employees - Mobile App User Guide (Employers)



Prepare and Submit Employees’ Contribution Data

b2 The employee(s) is added into the employee list. Tap into each newly added employee and
expand the Contributions section, after entering the Relevant Income and Basic Salary, tap
"Calculate Mandatory/Voluntary Contribution”, the respective Mandatory and Voluntary
Contribution amount will be calculated according to your input. Tap when finished,
and repeat the same steps for each employee to update their information

Finally, you may then submit the contribution data for selected employee(s) or tap the
checkbox on the list to select all employees to submit, then tap .

< Submit Employe.. © X Edit Employe.. X Edit Employe... X < Submit Employe.. © X
° CHAN SIU YING CHAN SIU YING L
Employee Contribution (HKID: 2321855 (BB T35T) Employee Contribution
Data Data
Personal Details 3 Personal Details ¥
 Reset  Reset

Contributions ~ Contributions -~

HKIDNo.  Name

. HKIDNo.  Name

Relevant Income
2321%%%  ChanSiuYing > > Relevant Income > > 2321%%%  Chan Siu Ying >

$20,000.00

$20,000.00

Basic Salary
Basic Salary

Employer's Mandatory Contributions
No. of Employees Selected 1 No. of Employees Selected 1

Total: $0

Next . O - Next
mployee's Mandatory Contributions
The eMPF Platform will calculate and process the actual

contribution amount based on the provided relevant income

Update Employee List Update Employee List

and/ or basic salary, rounding off to the nearest 2 decimal

Bulk Upload Contribution Data places. Bulk Upload Contribution Data

Employer's Voluntary Contributions
Note?: If the employee’s birthday does not fall on the
first day of the relevant contribution period (i.e. the

relevant Income used to calculate contributions, after
reaching 18-year-old OR before turning 65-year-old, is not Employee's Voluntary Contributions
for a complete contribution period), the employeris still

required to input the total income earned for the relevant

contribution period as Relevant Income. If the employee's

employment s terminated during the contribution period
when the employee reaches 65-year-old, please also report Total: $1,000
the notice of termination. The system will calculate the
pro-ated contribution amount based on the provided

information.

Note2: In the absence of the basic salary, Relevant Income
would be used in the calculation of voluntary contributions

(if applicable)

Calculate Mandatory/
Voluntary Contribution

nce of the basic salary, Relevant Income

the calculation of voluntary contri

(if applicable).

C -
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Prepare and Submit Employees’ Contribution Data

c¢) Terminate Employees
To report employee termination, please follow the steps below.

c1
@ Terminate employees X

ID No. Name

L867****  CHAN TAI MAN >

Employee Details X

Q_ search by Employee Name / HKID No.

H310%*** CHEUNG YATSUM >

¢l Youmaytap Q tosearchby
employee name or HKID No. Select

the employee(s) and tap @

No. of Employees Selected 2

c2

< Terminate employees

+/ Employee 1 ~

Surname (English) Given Name (English)

CHAN TAI MAN

ID Document Type ID No.

HKID L8E7**+*

Last Date of Employs t (DD/MM/YYYY) H H H H H H
oS €2 Fill in the termination details and tap @Sliliully-
24/05/2024 [

Termination reason

Resignation v
Entitled to Long Service Payment (LSP) / Severance
Payment (SP)

Yes
® o

GEETEED |

MPF Contributions for Employees - Mobile App User Guide (Employers)




Prepare and Submit Employees’ Contribution Data

c3 The last date of employment is added for your selected employee(s). Tap into each terminated

employee and expand the Contributions section, after entering the Relevant Income and Basic
Salary, tap "Calculate Mandatory/Voluntary Contribution"” to calculate the last contribution.

Tap when finished, and repeat the same steps for each employee.

Finally, you may then submit the contribution data for selected employee(s) or tap the

checkbox on the list to select all employees to submit, then tap .

< Submit Employe.. @ X

Employee Contribution
Data

Z Reset

HKIDNo.  Name

L867+***  Chan Tai Man >

Edit Employe... X

CHAN TAI MAN

(HKID: L867%¥**)

Personal Details 4

H310%***  CheungYatSum >

No. of Employees Selected 1

Update Employee List
Bulk Upload Contribution Data

Contributions o

Relevant Income

$20,000.00

Basic Salary

Edit Employe... b4

CHAN TAI MAN

(HKID: L8E7+++*)

Personal Details W

Contributions -

Relevant Income

$20,000.00

Basic Salary

Total: $0

The eMPF Platform will calculate and process the actual
contribution amount based on the provided relevant income
and/ or basic salary, rounding off to the nearest 2 decimal

places

Note?: If the employee’s birthday does not fall on the

first day of the relevant contribution period (i.e. the
relevant Income used to calculate contributions, after
reaching 18-year-old OR before turning 65-year-old, is not
for a complete contribution period), the employeris still
required to input the total income earned for the relevant
contribution period as Relevant Income. If the employee's
employment s terminated during the contribution period
when the employee reaches 65-year-old, please also report
the notice of termination. The system will calculate the
pro-ated contribution amount based on the provided

information.

Note2: In the absence of the basic salary, Relevant Income
‘would be used in the calculation of voluntary contributions.

(if applicable)

Employer's Mandatory Contributions

Employee's Mandatory Contributions

Employer's Voluntary Contributions
Employee's Voluntary Contributions
Total: $2,000

The eMPF Platform will calculate and process the actual

contribution amount based on the provided relevant income

and/ or basic salary, rounding off to the nearest 2 decimal

places.

Notel: If the employee’s birthday does not fall on the

first day of the relevant contribution period (i.e. the

< Submit Employe.. @ X

Employee Contribution
Data

Z Reset

HKIDNo.  Name

L867***  Chan Tai Man >

H310%***  CheungYatSum >

No. of Employees Selected 2

C -

Update Employee List

Bulk Upload Contribution Data

contribution perio
employmentis ter
when the employe
the notice of termination. The sy calculat
pro-ated contribution amount based on the provided
information.

Note2: I the absence of the basic salary, Relevant Income

would be used in the calculation of voluntary cont

(if applicable).

(I |

%
When you have finished updating the employee list, please follow steps A5 - A8 to submit
the contribution data.
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Prepare and Submit Employees’ Contribution Data

d) Bulk Upload Contribution Data

If you would like to use the Bulk Upload Contribution Data function to update the
employee list and make contributions in batches, please follow the steps below.

d1

Update Employee List X

Bulk Upload Guideline

Please download the employee data
spreadsheet template and follow the steps
below for bulk upload (Please note that
bulk upload does not support termination
of employees entitled to Long Service
Payment / Severance Payment):

Download the bulk upload template
from the below options
i. The “Template with in-built Checking”
is amacro-enabled Excel file designed
to identify potential formatting errors in
your inputs. This template facilitates and
simplifies the preparation and output of a
CSV file upload. After downloading the file,
please be reminded to click the “Output to
CSV” and fill in the data to proceed with
your file upload.

ii. The "Template without in-built Checking®
is a plain Excel file with a template where
you can input data and upload the file
directly. It is suggested to use this template
if you have any technical issues using the
"Template with in-built Checking'".

Press " Next" and upload the
spreadsheet.

It will take some time to upload the
employee details. The system will
notify you when the file is ready to
proceed to the next steps.

\Z Template with in-built Checking

=

Y, Template without in-built Checking

rC -

d2

< Bulk Uploa...

Employee Information ®

Please upload the completed contribution
data spreadsheet below.

Manage Contributions

This bulk upload function is designated
for uploading contribution details. If you
need to upload new employee enrolment
or cessation of employment without any
contribution data, please upload via the
corresponding bulk upload function under
\"Enrol New Employees\" or \"Terminate
Employee\" accordingly.

-‘O’- Uploaded documents will be lost after
clicking the "Save Progress" button

Bulk Upload ~

Upload File I

>

d1

Tips: Please refer to the Note in the spreadsheet template for

Read the Bulk Upload Guideline and tap "Template with in-build
Checking" or "Template without in-build Checking" to
download a contribution data spreadsheet template. Then tap

more details on how to complete the template.

< Bulk Uploa...

Employee Information ®

Please upload the completed contribution
data spreadsheet below.

Manage Contributions

This bulk upload function is designated

for uploading contribution details. If you

need to upload new employee enrolment

or cessation of employment without any

contribution data, please upload via the

corresponding bulk upload function under dz
\"Enrol New Employees\" or \'Terminate

Employee\" accordingly.

-'o'- Uploaded documents will be lost after
= clicking the "Save Progress” button

v/ Bulk Upload ~

Contribution_May.xlsx
X
. 3.96 KB @

Replace File

C -

MPF Contributions for Employees - Mobile App User Guide (Employers)

Tap “Upload File” to select the
completed spreadsheet, then tap

to upload the file.




Prepare and Submit Employees’ Contribution Data

d3 ¢
Terms and Conditions

By clicking the "Accept" button, you confirm
that you have read and agree to be bound by
the Terms & Conditions below.

~ d3 Read the Terms and Conditions and tap m

—
- > - » - - -
(D
Decline

d4

d4 The system will take some time to process your file, you will
Contribution Data receive a notification once your file has been uploaded
Submitted
successfully. Tap (_Back to Home ) to go to the Homepage.

Reference No. RSD1408571001967407 |
01/06/2024 15:51:00,

Your contribution data has been submitted.

important note Tips: Please be reminded to submit payment in Section B.

If you have selected “Direct Debit
Authorization” (DDA) as the default payment
method with active setup, you can click
“Back to Home" directly and there is no need
to make duplicated payment.

|
J

The contribution amount will be deducted

automaticaly from the designated bank Remarks: If your Bulk Upload Contribution Data fails to be

account upon the system complete

processing your submitted contrbution data. submitted, you will receive the error report of the Bulk Upload
e o cont o Contribution Data file in “Action Items”. Please revise the file

please continue to submit contributions

e e e orommea Y according to the report and submit the contribution data again.

DDA setup is in progress.

J

If you would like to choose other
contribution payment method, please click
“Make Contributions” to select the payment

method and proceed further.

You can check your submitted record on the
“Manage MPF" > “View Contribution Period”
page.

Make Contributions
[ < Back to Home > ]

MPF Contributions for Employees - Mobile App User Guide (Employers)




B. Prepare and Submit Payments

After you have submitted the contribution data, please follow the steps below to
prepare and submit the payments.

Remarks: Please note that if “Direct Debit Authorization” was selected for Direct Debit
as the Default Payment Method when enrolling the company in an MPF scheme, the
related contribution payment will be automatically deducted from the bank account. The
following payment steps are not necessary.

J

@ Tap “Manage MPF" on the menu bar, and tap "Make Contributions”, then select a scheme.

ubmission Records
X Q < sub Record ®
o Manage MPF
Welcome, Chan ©
Select a scheme to view the contribution
X . details. If you did not provide basic salary,
Employer's eMPF ID: ¥+0020737%* 2=] View Employee List the system will proceed with employee's rel...
= View and edit employee
Company: e v information Show More v
You have 4 Outstanding task(s) See all >
for follow up: = View Contribution Period
View Contribution Period MPF Scheme A

You have unsettled contribution(s) Trustee: Trustee A

You have outstanding/partially settled Employer Account No.: 56441597 | Account Status:

contributions for your follow-up. Please revi... Make Contributions Active

> Make Contributions and review >
L payment status o
Unsettled Contributions: 2
Your
. —, Enrol Scheme
Custom |zed Customi - 0 Enrol in an MPF scheme for your >
. Customize
Outstanding eompany
Tasks MPF Scheme B
= Manage Enrolled Scheme Trustee: Trustee B
- @ View and manage the enrolled irrlp\oyerAccoum No.: 57114091 | Account Status:
ctive
scheme's details, including scheme

My Account Dashboard g

authorized person, payroll groups,

[ 4] member class and more Unsettled Contributions: 1
&
Manage MPF

MPF Contributions for Employees - Mobile App User Guide (Employers)




Prepare and Submit Payment

®< MPF SchemeA Q =2
Outstanding
Payment

Payroll Group REE927374

Reference No.: #RSD1408571001967407 01/06/2024

Approved

Contribution Bl @ The unpaid contributions, including outstanding and partially
om— sa000 paid contributions from your submitted records, are listed by the
Outstandng ontrton Amount (440) $ 4,000 payroll group and contribution period under the “Outstanding

contibuton Prios Payment” tab.

01/05/2024 - 31/05/2024

Reference No.: #RSD1408533001596115 01/05/2024

Approved Tips: Please pay attention to the status of each submitted
Contribution Type Contribution Bill

S , record to proceed with the required actions accordingly.
Total Amount (HKD) $ 4,000

Outstanding Contribution Amount (HKD) ~ $ 4,000

Contribution Period

01/04/2024 - 30/04/2024.

Proceed to Payment
Instruction
®< MPF Scheme A Q

Outstanding Payroll Group REE927374
Payment

s

< Submission Records Q3%

Reference No.: #RSD1408571001967407
Payroll Group REE927374

Approved

Contribution Type Contribution Bill

Reference No.: #RSD1408571001967407 01/06/2024 N EEmdi 7 — 2
__ No.of Employee Records
Approved . Total Amount (HKD) $4,000
v

Contribution Type Contribution Bill ( )

Outstanding Contribution Amount (HKD) H
No.of Employee Recorés 2 $4,000 Tap (_ Proceed to Payment Instruction ) under

Totl Amoun (4K0) $4,000 the payroll group and select one or
Outstanding Contribution Amount (HKD) ~ $ 4,000 .

multiple records, then tap to
> prepare the payment for submission.

Reference No.: #RSD1408533001596115

Approved
Reference No.: #RSD1408533001596115 01/05/2024
Contribution Type Contribution Bill
Approved No. of Employee Records 2
Contribution Type Contribution Bill TotalAmounit (HKD) $4,000
No. of Employee Records 2
Outstanding Contribution Amount (HKD)
Total Amount (HKD) $4,000

—/ $4,000

Outstanding Contribution Amount (HKD) ~ $ 4,000
Contribution Period

01/04/2024 - 30/04/2024
Contribution Period

01/04/2024 - 30/04/2024.

Total Amount (HKD) $ 4,000

Proceed to Payment
Instruction Next

Cancel

MPF Contributions for Employees - Mobile App User Guide (Employers)




Prepare and Submit Payment
@( Make Payment |
Please ensure sufficient funds in the bank

MPF Scheme A account for cheque clearance.

Trustee A | 56441597
Submission Reference No.: RSD1408571001967407| ~ Select Submission Method

Q- Note:

Submission Date and Time: 01/06/2024
Payroll Group: REE927374 @ Post

Bank-in

Submission Reference No.:

Vou e pying for 1) in i payment @ The total outstanding payment
Payment Amount (HKD) .
S 400000 scroll amount is auto-calculated. Please
I select a payment method and provide
$ 4,000 Bank Name . . .
I the required information. Then tap

Total Contribution Amount of
Selected Bills (HKD)

ABC Bank v
v/ Select Submission Method ~ Submit A
Cheque No
Payment Method 123456
Cheque v

C (® Add Payment Method >

@ Cheque

Important Note: Please complete the payment Submit |
\

process and upload supporting before
you press the "Submit" button (if applicable).

For details of the payment methods, including
the trustees' payment details, please refer to

empf.org.hk/paymentmethods/en.
_=§ D
< Make Payment
MPF Scheme A

Trustee A 56441597

Remarks: All available payment methods to the scheme would

Submission Date and Time: 01/06/2024

be displayed at the drop down list for selection. You can also
You e paying fo 1 i) intis poyment select “Offset from Employer Reserve Account/Offset from
ReD a8 1001067407 Employer Forfeiture Account”, or click ((® Add Payment Method )

Period: 01/05/2024 - 31/05/2024

to add this option as Payment Method 2 after selecting other
payment method. Then, enter the payment amount you wish
Select Submission Method to offset from the Employer Reserve Account and Employer
Forfeiture Account. Please make sure you have sufficient
balance to pay the contribution.

Total Contribution Amount of

Selected Bills (HKD) $4,000

Payment Method

Offset from Employer Reserve Account v

Offset Amount from Employer
$) Reserve Account
As fund price may fluctuate, we will hold an
additional 5% of the payment amount to settle

contribution from the account if your company's
account balance is in fund units.

Available Reserve Account Balance $ 2,000

Total Reserve Account Balance $2,000

$ 2,000

‘ Payment Amount from Reserve Account

| C (® Add Payment Method )
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Prepare and Submit Payment

v Example

Cheque
On the back of the cheque, please write down theaEmponer Account Number
alongside with one of the following information as shown in the example:

QSubmission Reference No. (i.e., RSD+16 digits)

GMPF Contribution Bill No. (i.e., BLD+16 digits) (only applicable for employers who
selected “Pre-printed Remittance Statement” is required to be generated during
scheme enrolment)

You can download the Pre-printed Remittance Statement after selecting “My Letter

and Statement” in “My Account” on the menu bar. Then, submit the cheque through

one of the following methods:

- Send cheque to the eMPF Platform office by post (PO Box 98929 Tsim Sha Tsui Post
Office)

- Submit to the drop-in box at any of the 3 eMPF service centres

The payment methods for each trustee differ. Please visit the eMPF website, click

“Useful Tool for MPF Management” at the bottom of the page, select “Payment
Methods” and then “Employer” tab, to read through the payment instructions.

< Make Payment

MPF Scheme A (-]

Trustee A { 56441597

Submission Reference No.: RSD1408571001967407
Submission Date and Time: 01/06/2024

Payroll Group: REE927374.

o Note:

Please ensure sufficient funds in the bank
account for cheque clearance.

Select Submission Method

(® Post
Bank-in
Payment Amount (HKD)

$4,000.00

Bank Name

ABC Bank v

Cheque No

123456

< (® Add Payment Method )

Remittance Statement

aEHES

GMPF
"ES

“lp Internal use only
-j@;- P
You are paying for 1 bill(s) in this payment |
. Go Green for efficiency, you
S . ntribution d:
* CHANTAIMAN T
MPF Employer Portal
= Period: 01/05/2024 - 31/05/2024 ROOM 3 2/F BLOCK 1 At mp%“;‘.ﬂﬂu"‘wf"‘
ABC BUILDING 123 K ROAD "
Tl Gt Amount of ca000 KWUN TONG . .
o B ’ @MPF Web Portal -
. -
issi ~ For internal use only
+/  Select Submission Method H b
Payment Method Issuance Date 4!+ H }{i: 01/06/2024
(DD /MM /YYYYH ~F /%)
Cheque v _
Scheme Name MPF Scheme A ( the "Scheme” "51#1 , )
G R A
Employer Name ABC Company Limited (the "Employer” "&£ ; )
EELHE BZARRAT
$j Cheque Employer Account No. | 56441597 Payroll Group ID REE927374
R FERASRE RIS
T o MMV G WU =t eMPF ID 20000086579 Bill No. BLD0308766002758710
P e P p pay :f = 4 Bk B
process and upload supporting document before e Document Reference | GND0308766056302662 Transaction NIA T
you press the "Submit" button (if applicable) — No. Reference No.
For details of the payment methods, including — ST SR RRR B EEREER
the trustees' payment details, please refer to —
T Dy e s ot o — Contribution Period From To
[ H 01/05/2024 E 31/05/2024 DD/MM/YYYYE “H /&
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Prepare and Submit Payment

Payment Instruction @ You have successfully submitted the payment. Please be
Submitted reminded to check the contribution and payment status to
S Dste & ime: 020872024 1845 ensure that the record(s) is fully paid and settled.

Your contribution payment request has been
submitted. You may check the payment
record on the “Manage MPF” > “Make
Contributions” page once the payment is
settled.

Tips: You can check the statuses under different tabs in Step
A3 and Step B2.

MPF Scheme A
Trustee A | 56441597
Payroll Group: REE927374

You are paying for 1 bill(s) in this payment

Submission Reference No.:
RSD1408571001967407

Period: 01/05/2024 - 31/05/2024
Total Contribution Amount of
Selected Bills (HKD) $ 4,000

Back to Home
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C. Check Historical MPF Contribution Records

If you would like to check the settled historical MPF contribution records, please follow

the steps below.

Tap “Manage MPF” on the menu bar and tap “View Contribution Period”. Then select a

scheme.

X Q
Welcome, ***** Chan &

Employer's eMPF |D: **0020737**

Company: ke v

You have 4 Outstanding task(s) See all
for follow up:

You have unsettled contribution(s)
You have outstanding/partially settled
contributions for your follow-up. Please revi...

Your

Customized )
Outstanding Customize
Tasks

My Account Dashboard

[ 4]
&
Manage MPF
®< MPF Scheme A Q =2 ®

Settled

Contributions

01/03/2024 - 31/03/2024

Manage MPF

=| View Employee List

= View and edit employee
information

< Contribution Period ®

Select a scheme to view the contribution
details. If you did not provide basic salary,
the system will proceed with employee's rel...

Show More v

= View Contribution Period
View Contribution Period

Make Contributions
Make Contributions and review
payment status

=, Enrol Scheme

Enrol in an MPF scheme for your
company

= Manage Enrolled Scheme

:@ View and manage the enrolled
scheme's details, including scheme
authorized person, payroll groups,
member class and more

MPF Scheme A

Trustee: Trustee A
Employer Account No.: 56441597 | Account Status:
Active

Outstanding Contribution: 2
Outstanding Payment: 2

MPF Scheme B

Trustee: Trustee B
Employer Account No.: 57114091 | Account Status:
Active

Outstanding Contribution: 1
Outstanding Payment: 1

Contribution Type Contribution Bill
Payroll Group REE927374
No. of Employee Records 2
Surch . -
@ Select “Settled Contributions” tab.
Total Amount (HKD) $4,000
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Check Historical MPF Contribution Records

Remarks: You can search for contribution records by tapping = ' to filter by "Payroll
Group", "Contribution Period" or tapping < |to enter the employee name or HKID
No.

i X
< MPF Scheme A feset Filter Reset Filter

settled Payroll Group - Payroll Group v Q  Search by Keywords
Contributions
Al Contribution Period ~
01/03/2024 - 31/03/2024
Contrbution Type Contribution Bill REE927374 Select period
Payroll Group REE927374 01/03/2024 - 31/05/2024 [
No. of Employee Records 2 Contribution Period v

Surcharge

Total Amount (HKD) $4,000
(Filter by Payroll (Filter by (Enter employee
Group) Contribution Period) name or HKID No.)
\ J
®< MPF Scheme A Q =5 (® < Settled Contributio.. Y, ©
Settled Contribution Summary ~
Contributions
"\ MPF Scheme A

)/ Trustee A | 56441597

01/03/2024 - 31/03/2024 Payroll Group: REE927374

Contribution Type Contribution Bill

Contribution Period
Payroll Group REE927374 01/03/2024 -
No. of Employee Records 2 31/03/2024
Surcharge

Contribution Type

Total Amount (HKD, $4,000 ontribution Bil . . g . .
(o) > Contribution Eil e Selectarecordinaspecificcontribution

Status

serted period.

Settled Amount (HKD)
$4,000

Employee Record

Settled Employees

ID No. Name

L8E7*#r Chan Tai Man >

H310%xxx Cheung Yat Sum >
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Check Historical MPF Contribution Records

@< Settled Contributio.. Y, © < Settled Contributio.. Y, ©
Contribution Summary ~ Contribution Summary ~
"\ MPFScheme A 7"\ MPF Scheme A
) Trustee A | 56441597 ‘: ',‘ Trustee A | 56441597
Payroll Group: REE927374 T Payroll Group: REE927374
Contribution Period Contribution Period . . .
01032024 01/03/2024.- @ The contribution details are
31/03/2024 31/03/2024 . . . .
summarized in the contribution
Contribution Type Contribution Type .
Contribution Bill Contribution Bill summary. You may also view the
H “” n
status status details by “Employee Record” and
Settled Settled
a1 M M n
Submission Records”.
Settled Amount (HKD) Settled Amount (HKD)
$ 4,000 $ 4,000

Employee Record Submission
Records
Settled Employees Submission Records
ID No. Name Reference No.: #R5D1408571001967407 01/06/2024
Settled
L8E7**** Chan Tai Man >
Contribution Type Contribution Bill
H310w#** Cheung Yat Sum > No. of Employee Records 2
Total Amount (HKD) $ 4,000

Outstanding Contribution Amount (HKD)  $ 4,000

Tips:
displays the contribution records of individual employee of your
selected contribution period.
provides a summary of each submission made, including the total
number of employees and the contribution amount, for the selected contribution period.

- End -
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