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Preface

This user guide provides step-by-step instructions on how an employer can perform access right
settings 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:

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

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: 1.3
Date :19 Sep, 2025
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A.Users’ Access Right Overview

Users' access right control enables companies to assign appropriate staffs or users to
access specific pages and perform designated functions on the eMPF Platform.

There are 3 user types, namely Company Authorized Person (Company AP), Scheme
Authorized Person (Scheme AP) and Other User.

User Types and Function Matrix

The table below illustrates the default and optional access rights of each user type to different
functions, and categorise the functions into 3 sections.

A\ =When a company registers, enrolls in an MPF scheme or adds new authorized person on
the eMPF platform, the platform defaults to granting access rights of the functions to the
authorized person

@ = Optional access rights of the functions could be granted

Remarks: Before granting access rights of the functions, please carefully review the details
of each function to ensure that the information related to the functions is accessed only by
appropriate users.

Company

. : ) Scheme Authorized
Section Function Authorized Other User

Person
Person

Scheme Enrolment

Company Profile Management

Control Company User Management

Company Overview

Enrolled Scheme Management

Scheme Termination

Scheme Control | Scheme Transfer

Scheme User Management

Scheme Overview

Payroll Group Management

Employee Termination

Employee Management

Payroll Group | Employee Enrolment
Control

Contribution

Refund

Reserve Account and
Forfeiture Account

| J

o 0600000600606 00 e [P
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Users’ Access Right Overview
User Types and Definitions:

The table below outlines the general definitions of the 3 user types:

User Type Definition

* The most powerful user type.

* They are registered during company registration on the eMPF Platform.
All access rights of the functions in Company Control section are granted
by default and non-editable.

* They can choose to have desired access rights of the functions in Scheme

SRR e Control and Payroll Group Control sections.

Person
* They have a “Company User Management"” function in the Company

Control section, which allows them to manage access rights of the
functions for users across all schemes, payroll groups and sections.

* They can grant access rights of relevant functions to Scheme AP and
Other User across all sections in every MPF schemes and payroll groups.

* A user type to manage the access rights of the functions in particular
MPF scheme(s).

* They are designated during scheme enrolment process. All access rights
of the functions in Scheme Control and Payroll Group Control sections
are granted by default and non-editable.

Scheme Authorized * They have a “Scheme User Management” function in Scheme Control

Person section, which allows them to manage access rights of the functions for
users in both Scheme Control and Payroll Group Control sections under
particular MPF scheme(s) and payroll group(s)*.

* They can grant access rights of relevant functions to Other User in
Scheme Control and Payroll Group Control sections under particular
MPF scheme(s) and payroll group(s)*.

* Auser type to be granted various access rights of the functions by
Company AP and/or Scheme AP based on their roles in the company.

Other User + If they are granted with “Company User Management” and /or “Scheme
User Management” function, they can also grant access rights of relevant
functions to different users.

|

.

@ Important Note:

# Example: A company participates in MPF Scheme A and Scheme B, in which there are Payroll Group

1, Payroll Group 2 and Payroll Group 3 under each scheme. The Scheme AP responsible for managing
Scheme A can arrange Other User to handle ONLY the relevant functions related to the Payroll Group 1

in Scheme A, such as processing contributions for employees enrolled in the Payroll Group 1 of Scheme A.
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Users’ Access Right Overview
Details of Functions

The table below provides details of each function and accessible page.

Section Function Accessible Page Detail
Scheme i
Enrol in an MPF * Enrol new MPF scheme(s) for the company
Enrolment Scheme page
» Update company particulars
} * View, add and remove Company AP, Contact Person,
Profile Areifliz Controlling Person and Other User
Management
Management page * Users granted this function can edit their own personal
Company information only. Additionally, this access right of function
Control can also edit Contact Person.
* View Company AP, Scheme AP and Other User
Company User | User Management . . . .
Management page * Edit optional access rights of the functions for Company AP,
Scheme AP and Other User for all sections
Company D487 AT * View the account dashboard showing the balance of all
o . Dashboard on the T ——
verview homepage

* Update scheme particulars

* Add new Member Class under existing enrolled scheme(s)

¢ View, add and remove Scheme AP, Contact Person, and
Principal

Enrolled Scheme | Manage Enrolled | * Users granted this function can edit their own personal
Management Scheme page information only. Additionally, this access right of function
can also edit Contact Person.

* Update payroll group details (e.g. correspondence address
of payroll group), bank account details for refund in case
of contribution overpayment and approval setting* of all
payroll group(s) under particular scheme(s)

Only applicable
Scheme ccheme _tro acgesi tr;eh
Control L erminate scneme |, Terminate enrolled scheme(s)
Termination button on the
“Manage Enrolled
Scheme” page
Transfer Funds * Perform scheme transfer and intra-group transfer for
Scheme Transfer
page employee(s)
* View Company AP, Scheme AP and Other User
Scheme User User Management | « Edit optional access rights of the functions for Company
Management page AP, Scheme AP and Other User under Scheme Control and
Payroll Group Control
Scheme My Account * View the account dashboard showing the balance of
o) i Dashboard on the articular scheme(s)
verview homepage p

@ Important Note:
*Once the option of “Required Approval” is chosen under the "Approval Setting" for the payroll
group(s), employer can assign "Preparer" to submit instructions for contribution and/or refund, and
"Approver" can approve or reject the instructions made by a preparer.
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Users’ Access Right Overview

Section

Function

Accessible Page

Detail

Payroll
Group
Control

S

Payroll Group

Only applicable to
Payroll Group and
Contribution tab under

» Update payroll group details (e.g.
correspondence address of the payroll
group), bank account details for refund

Management in case of contribution overpayment and
the "Manage Enrolled . ,
Scheme” pade approval setting* of particular payroll
pag group(s) under particular scheme(s)
Only applicable to
FIEEEES 2 [RE[EEn: ) » Report termination of employee(s)
Employee employees’ Cessation )
N » Offset Long Service Payment and
Termination of Employment button - |
on the “Employee List” Severance Payment for employee(s)
page
* View and update employee details
Employee Employee List page h 1] d b [
Management ploy pag * Change payroll group and member class

for employee(s)

Employee Enrolment

Enrol Employees page

* Enrol employee(s) into scheme(s)

Contribution*

All pages under
Manage Contributions

* Submit contribution data
* Submit payment
* Terminate employee(s)

* Enrol employee(s)

Refund*

Only applicable to
access the Refund
button on the "Reserve
Account and Forfeiture
Account" page

* Apply for refund of Reserve Account and
Forfeiture Account balance of particular

payroll group(s)

Reserve Account and
Forfeiture Account

Reserve Account and
Forfeiture Account

page

* View transaction records and account
balance

@ Important Note:

*Once the option of “Required Approval” is chosen under the "Approval Setting" for the payroll
group(s), employer can assign "Preparer" to submit instructions for contribution and/or refund, and
"Approver" can approve or reject the instructions made by a preparer.
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B. Manage Users’ Access Right

i) Add New Company Authorized Person

If you would like to add a new Company AP for your company, please follow the steps
below.

0 Go to the eMPF Web Portal and log in.

o m wm

Register | Activate

Log in to eMPF

Employer

[ ¥ Continue with iAM Smart ]

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

‘;ﬁMﬁP}:,F Home  Manage Scheme  Manage Employee  Manage Contributions Profile Management
=

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

Welcome, ******** Man

My Letter and Statement

Employer's eMPF ID: *+ 00086*** | Company: ¥**Company*** >
Q
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
fq Your File cannot be processed
(] The document you uploaded previously contains invalid information and cannot be processed. Please download the erri

e Click ( Add Company Authorized Person ) .

People Management EE====)

Company Authorized Person

Name Job Title 1D No.
MAX
ceo L867019(9) View
Chan TaiMan
Total 7 Results 10/Page - < 1> Goto

Tips: Please be mindful when assigning user access rights, as this may allow users to
access sensitive information, including staff salaries, personal data etc.
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Manage Users’ Access Right

° Fill in the personal information of the newly added Company AP. Click when finished.

Add Company Authorized Person

Add Company Authorized Person A~
Personal Information
Title

N ON'S Miss Mrs or Other

Given Name (English)

Cheung Yat Sum

Surname (Chinese) Given Name (Chinese)

R —il

D Document Type 1D No.

HKID v G556038(0) @
Date of Birth (DD/MM/YYYY) Nationality

01/08/1990 & Chinese v

Scheme A Manager

Contact Information

Email Address (Optional)

cheungyatsum@abc.com 0

Mobile No. Telephone No.
+852 v 99123456 @, Verify Ple.. v
Address

Residential Address

Country / Region City
Hong Kong, China e
Flat/ Shop / Unit / Suite / Room
Others Floor (e.g. please input "1 2/F")
3 Room e 2 Floor v
jock / Tower / House / Others Building
1 Block v ABC Building
Street (street no. and street name) District
123 K Road Kwun Tong h

Postal Code

Way of Communication

referred Language of Communication

English Traditional Chinese Simplified Chinese

Cancel Save

Tips: Please remember to verify the new Company AP’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

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

cephone No. I & 2
+852 v 99123456 @, Verity w52 v
Persol

cheungyatsum@abe.com

e

GivenNa
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Manage Users’ Access Right

Upload the supporting document(s) o Review the information and click CIIiLD.
shown on your computer web page, then

click . Confirmation

Information Change Details

below will apply to

Upload Supporting Documents

Company Authorized Person ~
the supporting d hown 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 PO. box if applicable. personal Information
v/ Board resolution ~ “ e
Ms Cheung
¢ ®
%] Please drag and drop the fle here. You may also press browse button to select your fil.
D s 5 s =
File formats supported: jpg, jpeg. png, tf, Uff, pof, doc, docx | No. of fles: Up to's file s | Maximunn fle size: 10MS per file
D Doc
— HKID
Board Resolution Copy.jpg e ©
oN Date of Birth (DOIMMIVYYY)
G556038(0) 01/08/1990
v/ HKID Card Copy / Passport Copy ~ ietios job Title
Chinese Scheme A Manager

Please drag and drop the fle here. You may also press browse button to select your fil.
Contact Information
File formats supported: jog. jbeg. png, U, ff, pa, doc, docx | No. of fles: Up to' iles | Maximurn fil size: 10MB per fle
ail Adress (Optiona

cheungyatsum@abe com @ +852 99123456 @

HKID jpg w0 ©
Address
—

. . Flat/Shop
Hong Kong, China Room 3

lor (e.g. please input "12/F") Block / Towe
2 Floor Block 1
ABC Building 123K Road
KwunTong

Way of Communication

nicat

English

Upload Supporting Documents

Board resolution ~
Board Resolution Copy,pg e ®
0o Edit
HKID Card Copy / Passport Copy ~
HKID.jog e ©
o Edit

Read the Terms and Conditions and click o Your request has been successfully

@. submitted.

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. : ?

Account Information Updated Successfully

Reference No.:DMD0008923000191812 | Submission Date & Time:07/05/2025 16:21

Remarks: The access rights for the functions in

the Company Control section have already been
granted to the newly added Company Authorized
Person by default. Therefore, there is no need to
Tips: The system will send an email or SMS select access rights in this section. If you need

to notify the newly added Company AP to to choose other desired access rights of the
complete the activation process. functions, please proceed with steps iv) or v).

J
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Manage Users’ Access Right

ii) Add New Scheme Authorized Person

o Select “Manage Enrolled Scheme” under “Manage Scheme”. Then select scheme.

;EMQPE’: Home Manage Employee  Manage Contributions My Account Manage Enrolled Scheme

MPF Scheme A
Trustee: Tustee A

Enrol Scheme

Welcome, *

Manage Enrolled Scheme
Employer's eMPF ID: * v >

Reserve Account and Forfeiture
Account MPF Scheme B
All Outstc -

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

I——eq You have outstanding contribution(s)
O You have outstanding / partially settled contributions for your follow up. Please review to submit employee contribu

e Click ( Add Scheme Authorized Person) .

Employer Account No.: 56441597

Manage Enrolled Scheme

Scheme: MPF Scheme A (Employer Account No.: 56441597) e [B T:;'h"e",‘:ele )K Au::,'f,':;ézi’zfson j

Scheme Authorized Person

Name Job Title D No.
AT
Ls6701%
Chan TaiMan w0 ew
Total 1 Results toPage -~ < 1 > Goto

Tips: Please be mindful when assigning user access rights, as this may allow users to
access sensitive information, including staff salaries, personal data etc.

User Access Rights - Web Portal User Guide (Employers)




Manage Users’ Access Right

Fill in the personal information of the o Upload the supporting document(s)
newly added Scheme AP. Click shown on your computer web page, then

when finished. click m

Scheme Authorized Person 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.
le.

Scheme Authorized Person ~ Please submit itin person or by post to the designated PO, box if applicable

Personal Details
v/ Board resolution ~

wr @ ms wiss wrs or Other
Please drag and drop the fle here. You may also press browse button to select your ile.
Cheung Jatsum File formats supported: g, jpeg, png, U, ff, p, doc, docx | No. of files: Up to' file s | Maximum fle size: 10M per fle
Board Resolution Copy,pg o
ES -
HKID v 5560380 v/ HKID Card Copy / Passport Copy ~
g 2 rop the file here. You ress browse bu ur i
oos1990 8 chinese . Please drag and drop the fle here. You may also press browse button to select your file.
Fle upported: jog, joeg, PN f i, pa, doc, docx | No. of fles: Up oS file s | Maximurn il size: 10MB per ile
Scheme Amanager

HKID.jpg B

Contact Information

grmmremeseen e - o 0

3 Room v 2 Floor v
1 Block v ABC Building
123 KRoad Kwun Tong v
Way of Communication
et g
@ engisn Traditional Chinese Simplified Chinese
6 Remove

Tips: Please remember to verify the new Scheme AP’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
v G

Enter Verification Code v ‘

po——— O ey jreren | e e R ————
' e] A

one No.
Perso! |
Title

nr
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Manage Users’ Access Right

e Review the information and click m ° Read the Terms and Conditions and click
Confirmation '

Information Change Details

Terms and Conditions

Scheme Authorized Person ~ 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;

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

w Cheung Yatsum

* —i HKID

R @ 01/08/19%0 Chinese

Scheme A Manager

+852 99123456 @

o Tips: The system will send an email or
SMS to notify the newly added Scheme

AP to complete the activation process.

Way of Communication

English

Upload Supporting Documents

Board resolution ~
Board Resoluion Copy e e ©
HKID Card Copy / Passport Copy ~

- :

° Your request has been successfully submitted.

= A
ﬂ Remarks: The access rights for the functions in
@ the Scheme Control and Payroll Group Control
) sections have already been granted to the
Change Request Submitted o
| newly added Scheme Authorized Person by
o e default. Therefore, there is no need to select
Comrons ) access rights in this section. If you need to
grant other access rights of the functions,
L please proceed with steps iv) or v). )
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Manage Users’ Access Right
iii) Add New Other User

If you would like to add a new Other User for your company, please follow the steps below.

° Go to the eMPF Web Portal and log in.

o m ==
©@MPF
w|an

Register | Activate

Log in to eMPF

Employer

[ ¥ Continue with iAM Smart ]

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

(;EM%P?F Home  ManageScheme  Manage Employee  Manage Contributions Profile Management

o
Welcome, ******%* \Jan & My Record @ People Management
’ -

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: *+Company™* v »
All Outstanding Tasks flm  Company Management

User Management g‘ﬂ View and edit this company’s information and Common Reporting Standard information

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

MPF Account Setting
fq Your File cannot be processed
© The document you uploaded previously contains invalid information and cannot be processed. Please download the err:

Tips: Please be mindful when assigning user access rights, as this may allow users to
access sensitive information, including staff salaries, personal data etc.
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Manage Users’ Access Right

e Click ( Add Other User ). ° Fill in the personal information of the
new Other User. Click when
finished.

People Management

Other User
Other User
Name Job Titke N,
e o Lssrarse view Other User ~
ChanTaiMan
Personal Information
Totel 1 Results lopage - < 1> Gow ® wr us Miss s o Other
LEE SIUMING
E R
0 Document T
HKID v G7298055 @
DM
28/1/2000 8 Chinese v

Administrative Clerk
Contact Information

leesiuming@abc.com

4852 v 99123456 v

Address

Residential Address

Hong Kong, China v

3 Room v 2 Floor v
B Block v ABC Building.

Street street no. and street name) 0
123KRoad Kwun Tong M

‘Way of Communication

@® enaisn Tradionsl Chinese Simpified Chinese

‘ o -
T

e Upload the supporting document(s) e Review the information and click
shown on your computer web page, then m

click m

Upload Supporting Documents

Confirmation

Information Change Details

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

Please submitit in person or by post to the designated PO. box if applicable. y .
Applied New Information Schemes

V' HKID Card Copy / Passport Copy ~

Applied New Information Schemes ~
Account 1
Please drag and drop the file here. You may also press browse button to select your file.
MPF Scheme A
File formats supported: jpg. jpeg, png, tf, ff, heic, pdf, doc, docx | No. of files: Up to 5 file s | Maximum file size: 10MB per
= Trustee: Trustee A Account No. 56441597
HKID.jpg e @ Account 2
MPF Scheme B
Trustee: Trustee B Account No: 57114091

Upload Supporting Documents

HKID Card Copy / Passport Copy A~

ooy T}

0 Edit

=
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Manage Users’ Access Right

Read the Terms and Conditions and click ° Your request has been successfully

@. submitted.

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.

Account Information Updated Successfully

Reference No.:DMD0008923000191838 | Submission Date & Time:08/06/2024 12:00

Remarks: Please proceed with steps iv)
or v) to grant the access rights of the

Tips: The system will send an email or functions to the newly added Other
SMS to notify the newly added Other User.

User to complete the activation process.
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Manage Users’ Access Right

iv) Manage Access Rights of the Functions for Existing Company Authorized Person,

Scheme Authorized Person and Other User

Please note that the following steps are only applicable to manage the existing Company
AP, Scheme AP and Other User recorded in the eMPF Platform.

I If you would like to edit the access rights of the functions, please follow the steps below.

° Go to the eMPF Web Portal and log in.

o m Em

@MPF
fiE2
Register | Activate

Log in to eMPF

Employer

[ ¥ Continue with iAM Smart ]

Select “User Management” under “My Account” on the menu bar, then select “View” of
the user that you would like to edit.

@MPF User Management View by Acces Right

Bes Home  ManageScheme  Manage Employee  Manage Contributions | My Accoun t

My Record

Welcome, ******¥x \an &

My Letter and Statement
Employer's eMPF ID: *+ 00086*** | Company: ¥**Company***

Profile Management

All Outstanding Tasks

Chengrtsum  SchemeAanager At Payollgroup  Scheme Schemen ® ncive
eMPF Account Setting
fn, Your File cannot be processed
© The document you uploaded previously contains invalid information and cannot be processed. Please download the err: LeesiuMing Administrtive Clerk  Ofher payrollgreup SchemeA ® Active
hb d - LeeSiutting Adminisrtive Clerk  Other yroll group. Schemed °
Account: All Accounts v 10/Page < > 6

Tips: Please be mindful when assigning user access rights, as this may allow users to
access sensitive information, including staff salaries, personal data etc.
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Manage Users’ Access Right

e You can view partial personal information of Company AP, Scheme AP and Other User, and
only update the job title and contact information for Other User.
Under the Access Right tab, you can update the users’ related access rights of the functions
based on the sections, MPF scheme(s) and payroll group(s). After completion, click .

User Management

User Management @ Guideline
Aacess Right
Personal Information You can use th “QickSeting” rghisot
Company Control Reset
e s Miss s or other
i Function Access Rght
Preparer
ven preparer
> o8 Preparer
Tide preparer
dministraive Clerk
Scheme Control Reset
Contact Information
MPF Scheme A ~v
Leesiuming@abe.com
MPF Scheme B e
Account Status Payroll Group Control Reset
Scheme (Payrol Group)
Active
MPF Scheme A v
& Remove Payroll Group 1 © ~
parer

Payroll Group 2 v

Tips: If a Company AP, Scheme AP and/or Other User has left service, please ensure
that their access rights to the functions have been removed.

Remarks: If the “Required Approval” option is selected for the payroll group(s) when
enrolling for the MPF scheme, the “Approver” option for Contribution and/or Refund
will appear for selection.

The user information and/or access right has been updated successfully. The user(s) will
receive an email or SMS notification about the access rights changes.

)

Updated Successfully
Reference No.:: UMD0008951000102919 | Submission Date & Time: 04 Jun 2025 10:05

We will notify the user about the personal information and/or access rights changes separately.

Back to Home Back to User Management
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v) Manage Access Rights of Multiple Users by Function

If you would like to manage the access rights by function or control level for Company
AP, Scheme AP and Other User, please follow the steps below.

a Go to the eMPF Web Portal and log in.

o m Em

JMPF
nE

Register | Activate
Log in to eMPF

Employer

[ ¥ Continue with iAM Smart ]

9 Select “User Management” under “My e Click m under the tab page of the
Account” on the menu bar, then select section.
“View by Access Right”.
Access Right List

‘MPF Company Control
Y Home  ManageScheme  Manage Employee  Manage Contributions My Account ———

My Record
Welcome, ******** \an & v Scheme Enrolment

My Letter and Statement

z
H
z
2

Employer's eMPF ID: ++ 00086**+ | Company: ¥**Company***

Profile Management 1 ChanTaiMan preparer

All Outstanding Tasks
User Management
You have 4 outstanding task(s) for follow up: Profile Management tal Employ
eMPF Account Setting
ﬁ Your File cannot be processed
© )

The document you uploaded previously contains invalid information and cannot be processed. Please download the erri .
Chan Tai Man Preparer

-

My Account Dashboard Company ser Management P
1 Chan Tai Man Preparer

Company Overview Total Employees: 1

User Management .
1 Chan Tai Man Preparer

Payrollgroup  Scheme  Company  Schemes ® aciive view
n m SchemeAManager  Authorise 9 poyoligoup  Scheme Scheme A ® aciive view
Sl ing amnsaecier Oher el schemeh ® Acive View
e Adminisrative Clerk  Other yroll group Schemes L[] View
Total SR 10/Page < > Got

Tips: Please be mindful when assigning user access rights, as this may allow users to
access sensitive information, including staff salaries, personal data etc.
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Manage Users’ Access Right

o By checking or unchecking the boxes under each function, you can add or remove the user’s
access rights.

If you would like to add an existing user to access a specific function, click “Add User” and
select the user(s).

When finished, select m on the Add User page and click on the Access Right List.

. . s
Access Right List
@ Ad
Company Control
x
Company Add User A Empiopes
Scheme Enrolment Total Employees: 1 ' Active User List
e bl B Cheung Yat Sum Scheme A Manager
Chan Tai Man Preparer Company N
| — ||
[ @ Add User ]

Profile Management

Save

!

Chan Tai Man Preparer

—

® AddUser

"/

Company User Management
Name Access Right

Chan Tai Man Preparer

@ Add User

P—
)

Company Overview

Chan Tai Man Preparer

@ Add User

- ~
( e

—
S

o Changes to the access rights have been applied successfully. The user(s) will receive an
email or SMS notification regarding the updates to their access rights.

<

Access Rights Saved Successfully

Reference No.:: UAS00O 0240502094847369 | i Date & Time: 02 May 2024 09:48

We will notify the users about the access rights changes separately.

- End -
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