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Preface

This user guide provides step-by-step instructions to an employer on reviewing and/or editing the
general information of a company, the information of Company Authorized Person, Contact Person,
Controlling Person and Other User 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:

( )

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

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

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 :19 Sep, 2025
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A. Company Management

If you are the Company Authorized Person, Scheme Authorized Person or an Other
User granted with “Profile Management” access right of the function (please refer to
User Access Rights - Web Portal User Guide (Employers)), you can review and edit
your company information on the eMPF Platform. Please follow the steps below.

@ Go to the eMPF Web Portal and log in.

o A xR
et

Register | Activate
Log in to eMPF

Employer

[ ¥ Continue with iAM Smart ]

@ Select "Profile Management” under "My Account” on the menu bar, then select “"Company
Management”.

EP:%PJ: Home  ManageScheme  Manage Employee  Manage Contributions Profile quqgement

My Record 020  People Management
@ View and edit the company authorized person, contact person and controlling person of this company account.

Welcome, ******** \Jan &

My Letter and Statement

Q
All Outstanding Tasks fil  Company Management

User Management View and edit this company's information and Common Reporting Standard information.

You have 4 outstanding task(s) for follow up:

eMPF Account Setting
f-. Your File cannot be processed
(] The document you uploaded previously contains invalid information and cannot be processed. Please download the erri
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Company Management

» Review & Edit Company Information

@ Review and click if you would like to update the company information. Click
when finished.

Company Management Company Management

Company Management
Company Information

Company Information ABCAIRRE
2 Name (Engin Company Name (Chinese r y ot o . o
ABC Company Limited ABCHIRAR Private limited company
0910612023 1234567 Business registration cemiae 8 =gisraton Type
1 digit | Education Bureau <6 Branch No. (3 characters, alphabet " sture of Busine:
ey Real Estate Activities o (51 it | e R e . R
o oo i acen)
o0
Hong Kong Nature o ce
Real Estate Activities v
Registered Address
Residential Address
Registered Address
Room 1 e Hong Kong, China v
uiding Uit/ Suite 1R
Block! Tower / House /O . Floor (.9 please input"121F
CBA Building
Block 1 2 Room v 1 Floor v
321 Road Kwun Tong Sk Tower [ House e Building
1 Block v CBA Buiding
Postal Cod
Street and street na 0
321 Road Kwun Tong v
Principal Business Address
Principal Business Address
Flat/Shop / Unit / Suite/ Room / Others Floor (e
(@) same s Residenial Address Other Address
Room 1 uE
Buiding Correspondence Address
Block / Tower / House / Other
CBA Building
Block 1 (@ same as Residential Address Other Address
Kwun Tong
Way of Communication
o
referred Language of Comm
@ engish Traditonal Chinese Simplified Chinese
Correspondence Address
Country  Reglon @ @ cmailAdsress s
Hong Kong, China
. fcations and e s from the o n
ves
r Ui Room/ Othe g please 2
Room 1 E atform: You
Bulding
Bl fouse /0 i No
CBA Building
Block 1
streer st i Common Reporting Standard Information
321 Road Kwun Tong

NFE the stock of which 1, which is an

Way of Communication
Jurisdiction of Tax Residence

Preferred Language : Preferred Channel of Communicat

English Email Address

Common Reporting Standard Information

NFE the stock of which is reg on 1, which K

Jurisdiction of Tax Residence

Hong Kong ONLY, with no tax residence in any other jurisdictions / countries / regions AND my HKID number is my TIN
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Company Management

@ Upload the required supporting document(s) shown on the page if necessary, then click @

Upload Supporting Documents
Please upload the supporting document(s) as shown below. Certified true copy (CTC) or original copy may be required for certain documents.

Please submit it in person or by post to the designated P.O. box if applicable.

+/ Copy of Business Registration Certificate / Other valid document of relevant government registration A

You may drag and drop the file here or click here to select your file.

You can only upload 5 file (up to 10MB) in jpg, jpeg, pnag, tif, tiff, pdf, doc, docx format at a time.

Business_registtationCert.jpeg 3437KB &
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Company Management

@ Review the information and click m

Confirmation

Information Change Details

The information below will apply to all schemes under this company account.

Company Information
Company Nar ) Company Name (Chinese
ABC Company Limited ABCHIRAE
Registered Address
Hong Kong, China
at L ers Floor e input 12/F")

CBA Building

‘

321 Road Kwun Tong

Principal Business Address

Hong Kong, China

CBA Building

321 Road Kwun Tong

Correspondence Address

Hong Kong, China

CBA Building

‘

321 Road Kwun Tong

Way of Communic.

Email Address.

Common Reporting Standard Information

se of Entity

Financial Institution

Custodial Institution, Depository Institution or Specified Insurance Company

Applied New Information Schemes

Applied New Information Schemes. A
Account 1
MPF Scheme A
Trustee:Trustee A | Account No 1031765

Upload Supporting Documents

Copy of Business Registration Certificate / Other valid document of relevant government registration ~
Business_registtationCert.ipeg 3097 k8
o Edit

Profile Management - Web Portal User Guide (Employers)




Company Management
@ Read the Terms and Conditions and click m

Terms and Conditions

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

@ Your request has been submitted.

Information Updated Successfully

Reference No.:DMD0008925000192237 | Submission Date & Time:01/08/2025 10:51

Tips: You may be required to submit the certified true copy or original copy of certain
supporting documents to effect the change. Please refer to the instructions on the
relevant pages of the
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B. People Management

In general, if you are the Company Authorized Person, Scheme Authorized Person

or an Other User granted with "Profile Management" access right of the function, you
can view Company Authorized Person, Contact Person, Controlling Person and Other
User on the eMPF Platform. Please note the following remarks.

_=§ Y

Remarks:

1) The personal information of Company Authorized Person can only be updated by
their own

2) Company Authorized Person, Scheme Authorized Person and Other User can

- View, add and remove other Company Authorized Person, Contact Person,
Controlling Person and Other User

- Edit Contact Person information

- J

@ Go to the eMPF Web Portal and log in.

[ M t.
SMPF
A2
Register | Activate

Log in to eMPF

Employer

[ ¥ Continue with iAM Smart ]

aaaaaaaaaaaaaaaaaaaaaaaa

@ Select “Profile Management” under “My Account” on the menu bar, then select “People

n
Management”.
GMPF e tarssescume s trpiss  MiamgeCons Profile Management

o
My Record 020  People Management
3 ke 3k ok ok ok ok ok
Welcome, Man & @ View and edit the company authorized person, contact person and controlling person of this company account.

My Letter and Statement

Employer's eMPF ID: *+* 00086*** | Company: ***Comapny*** >
- @
All Outstanding Tasks il Company Management

User Management View and edit this company's information and Common Reporting Standard information.

You have 4 outstanding task(s) for follow up:

eMPF Account Setting
ﬁ Your ile cannot be processed
(] The document you uploaded previously contains invalid information and cannot be processed. Please download the erri

Tips: Please be mindful when assigning user access rights, as this may allow users to
access sensitive information, including staff salaries, personal data etc. For detailed
information on access rights associated with each function, please refer to the
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People Management

@ Select View of the user you would like to "View".

People Mdndgement (Add Company Authorized Person)

Company Authorized Person

Name Job Title 1D No.
AL
. CEO L867019(9)
Chan Tai Man
Total 1 Results 10/Page - £ 1 > Goto

(b4 Wl cic 3

Company Authorized Person

Company Authorized Person A

Personal Information

Given Name (English)

Mr Chan Tai Man
Surname (Chinese) Given Name (Chinese)

B AKX

1D Document Type ID No.

HKID L8670199

Date of Birth (DD/MM/YYYY) Nationality Job Title
11/11/1980 Chinese CEO
Contact Information

Email Address (Optional) Mobile No.

chantaiman@abc.com (%) +852 99123456 ()

Address

Residential Address

ntry / Region cit

Hong Kong, China

Flat / Shop / Unit / Suite / Room / Others Floor (e.g. please input "12/F")
Room 1 1/F
Building
Black / Tower / House / Others CBA Building
Block 1
Street (street no. and street name) District
321 Road Kwun Tong
Postal Cade

Way of Communication

Preferred Lan

English

£ Remove
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People Management

@ Update the information. Then click %Y.

Company Authorized Person

v/ Company Authorized Person

~
Personal Information
Title
® M Ms Miss Mrs Dr Other
Surname (English) Given Name (English)
Chan Tai Man
Surname (Chinese) Given Name (Chinese)
23 AX
D Document Type D No.
HKID v e 3
Date of Birth (DD/MM/YYYY) Nationality
11/11/1980 [ Chinese v
Job Title
ceo
Contact Information
Email Address (Optional)
chantaiman@abc.com o]
Mobile No. Telephone No.
+852 v 99123456 @ Ple. v
Address
Residential Address
Country /Region city
Hong Kong, China v
Flat St
Others Floor (e.g. please input *12/F")
3 Room ~ 2 Floor v
Block / Tower / House / O B
1 Block v ABC Building
Street (street no. and street name) District
123K Road Kwun Tong v
Postal Code

Way of Communication

Preferred Language of Communication

@ English Traditional Chinese Simplified Chinese

Cancel Save

Tips: Please remember to verify the Company Authorized Person's and/or

by clicking the button next to these 2 fields. He/She will
receive a one-time passcode through email and/or SMS respectively, simply enter the
verification code to finish the verification.

Contact Information age . %
7z Gl Enter Verification Code v

Email Address (Optonsl)

Enter the verification code we have sent by Email to C**r++@abc.com.

> . .

Persol |
Title

e

chantaiman@abe.com O Verify

0 -

852 v 99123456

GivenNa
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People Management

@ Upload the supporting document(s) shown on your computer web page (if applicable), then click

Upload Supporting Documents

Please upload the supporting document(s) as shown below. Certified true copy (CTC) or original copy may be required for certain documents.
Please submit it in person or by post to the designated P.O. box if applicable.

+/ Board resolution A

You may drag and drop the file here or click here to select your file.

You can only upload 5 file (up to 10MB) in jpg, jpeg, png, tif, tiff, pdf, doc, docx format at a time.

8oard_copy|peg 86836KB  Ta]

+/ HKID Card Copy / Passport Copy ~

‘You may drag and drop the file here or click here to select your file.

You can only upload 5 file (up to 10MB) in jpg, jpeg, png, tif, tiff, pdf, doc, docx format at a time.

HKID_copyjpeg 533.96KB 3]

Remarks: The above is for illustration purpose only. The required supporting documents
are subject to change based on the updated items.
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People Managemen
@ Review the information and click (LLP-

Confirmation

Information Change Details

The information below will apply to all schemes under this company account.

Company Authorized Person A

Contact Information

Email Address Mobile No.
chantaiman@abc.com @ +852 99123456
Address

Residential Address

Country / Regior Flat / Shop / Unit / Suite / Room / Others.
Hong Kong, China Room 3

Floor (e.g. please input "12/F") Block / Tower / House / Others

2 Floor Block 1

Building Street (street no. and street name)
ABC Building 123K Road

District

Kwun Tong

Upload Supporting Documents

Board resolution A
Board_copy.jpeg 308.83KB
£ Edit
HKID Card Copy / Passport Copy ~
HKID copy.jpeg 30883 K8
0 Edit

)
Read the Terms and Conditions and click X335

Terms and Conditions

By dlicking the "Accept” button below, you confirm that: 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.
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People Management

@ Your request has been successfully submitted.

)

Account Information Updated Successfully

Reference No.:DMD0008991000217630 | Submission Date & Time:14/07/2025 12:01

Back to Home View submission status

- End -
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