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Preface

Version: 1.00
Date     : 27 Mar, 2026

This user guide provides step-by-step instructions on how an employer can enrol in an MPF scheme, 
update the information and cease to participate in an MPF scheme on the eMPF™ Mobile App. All 
screenshots are for illustration purposes only. The actual design of the app 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

eMPF Service Centre

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

Kowloon
Suites 1204-6, 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

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
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A. Enrol in an MPF Scheme

In general, users with “Scheme Enrolment” access right can enrol in MPF schemes 
which has been onboarded the eMPF Platform. To enrol an MPF scheme for your 
company, please follow the steps below.

Remarks: Before you start, please ensure that the relevant MPF scheme is already
onboarded the eMPF Platform. You may check the scheme onboarding schedule on
the eMPF website. For MPF schemes which have not onboarded yet, please visit the
trustee’s website and make your request with the trustee directly.

Log in to the eMPF™ Mobile App. A1

A1

Tap “Manage MPF” on the menu bar 
and select “Enrol Scheme”.

A2

A2

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

A3

A5

A4

Read the instructions, prepare the 
required items listed on the screen 
and tap Start Enrolment .

Select an MPF scheme and tap Next . 

A3

A4

Fill in the required information step by step and tap Next .

ABC Company Limited

ABC 有限公司

01 / 09 / 2023
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Enrol in an MPF Scheme

A6 A7

Upload the supporting document(s) 
shown on the page, then tap Next . 

Review the information and tap 
Submit .

A6

A7

Remarks:  The required supporting 
documents might be different 
depending on your selected MPF 
scheme.
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Enrol in an MPF Scheme

A8

A9

Read the Terms and Conditions and tap Accept .

The account enrolment request has been submitted. You may 
check the enrolment status by tapping . Once the 
enrolment is compleled, the primary contact person will receive a 
notification via email/SMS.

A8

A9
Go to My Record



MPF Scheme Enrolment & Scheme Management - Mobile App User Guide (Employers) 7

B. Update the Information of Enrolled MPF Scheme(s)

In general, users with “Enrolled Scheme Management” access right are able to view 
and/or update the information of your company’s enrolled scheme(s), including general 
information, scheme authorized person, contact person, principal, payroll group and 
contributions, default payment method and member class. To update information, please 
follow the steps below.

Remarks: Before you start, please make sure that the relevant MPF scheme is already
onboarded the eMPF Platform. You may check the scheme onboarding schedule on
the eMPF website. For MPF schemes which have not onboarded yet, please visit the
trustee’s website and make your request with the trustee directly.

Log in to the eMPF™ Mobile App. B1

B1

https://www.empf.org.hk/latestNews/news/empf_onboarding_schedule?parent=%2FlatestNews%2FwhatsNew&language_id=1
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  Update the Information of Enrolled MPF Scheme(s)

Tap “Manage MPF” and “Manage Enrolled Scheme”. Then select an MPF Scheme. B2

Remarks: 
Please refer to relevant steps to update the information of enrolled scheme.

(i) Update of General Information / Payroll Group and Contributions / Default Payment 
Method / Member Class Information: Step B3 to B7.

(ii) Update of Scheme Authorized Person / Contact Person Information: Step B8 to B14.
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B3 Select the General Information / Payroll Group and Contributions / Default Payment 
Method / Member Class, then tap Edit  or select a payroll group type.

Update of General Information/ Payroll Group and Contributions/ Default Payment Method/ 
Member Class Information

Yes

Update the Information of Enrolled MPF Scheme(s)

b

b

d

d

c

c

a

a
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B4 Update the information, then tap Save .

Update the Information of Enrolled MPF Scheme(s)

b dca

Remarks: 
• 	For General Information updates, you can only edit the Consent on Receiving Direct   
    Marketing Materials.
• 	For Payroll Group and Contribution updates, you can add new payroll groups and
    update the Contact Person, Correspondence Address, Bank Account Details for
    Refund in case of Contribution Overpayment and Approval Setting of an existing 
    payroll group. 
• 	For Default Payment Method updates, you can change the settings of Direct Debit
    Authorization.
• 	For Member Class updates, you can only add new member classes.
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B5 B6

Review the information and tap 
Submit .

Read the Terms and Conditions and 
tap Accept .

B5

B6

B7

The change request has been submitted. Please tap 
to check the change status.

B7

Update the Information of Enrolled MPF Scheme(s)

Go to Transaction Record
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Update the Information of Enrolled MPF Scheme(s)

B8 Select the Scheme Authorized Person / Contact Person, then select a scheme authorized 
person or tap Edit .

Update of Scheme Authorized Person / Contact Person Information

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 User Access Rights user 
guide.

b

b

a

a
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B9 Update the information, then tap Save .

Remarks:
•	 The personal information of Scheme Authorized Person can only be updated by their 

own.

•	 Users with “Enrolled Scheme Management” access right can
- View, add and remove other Scheme Authorized Person, Contact Person and 
Principal
- Edit Contact Person information 

•	 Each company can only have a maximum number of two Contact Persons.

Update the Information of Enrolled MPF Scheme(s)
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B10

B12

B11

If you wish to apply the updated 
contact information to all schemes 
under this company, tap Confirm . If 
not, please tap "Skip". 

Review the information and tap Submit . 

You will need to upload supporting 
documents for certain updates. 
Follow the instruction to upload the 
supporting document(s) listed on the 
screen and tap Next . 

B10

B12

B11

Update the Information of Enrolled MPF Scheme(s)

Remarks: The requirement on
supporting document is different
depending on the information you
have updated.
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The change request has been submitted. B14

B14

Remarks: 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 instruction shown on this page, 
if any, to make submission.

Update the Information of Enrolled MPF Scheme(s)

B13

Read the Terms and Conditions and tap Accept .B13
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C. Cessation of Participation in MPF Scheme(s)

In general, users with Scheme Termination access right can terminate your company’s 
participation in an MPF scheme which has been onboarded the eMPF Platform. To 
terminate a scheme, please follow the steps below.

Remarks: Before you start, please ensure that that the relevant scheme is already
onboarded the eMPF Platform. You may check the scheme onboarding schedule on
the eMPF website. For MPF schemes which have not onboarded yet, please visit the
trustee’s website and make your request with the trustee directly.

Log in to the eMPF™ Mobile App. C1

C1

C2 Tap “Manage MPF” on the menu bar and tap “Manage Enrolled Scheme”. Then select an MPF 
Scheme.

https://www.empf.org.hk/latestNews/news/empf_onboarding_schedule?parent=%2FlatestNews%2FwhatsNew&language_id=1
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C3

C4

Tap         at the top-right hand corner.

Input a "Termination Effective Date". Then, tap Next . 

C3

C4

Cessation of Participation in MPF Scheme(s)

Remarks: Reminder will be shown if some employees 
have not yet been terminated or there are outstanding 
contribution records under the selected scheme(s). Your 
scheme termination request will only be processed after 
you have terminated all employees' accounts and settled all 
contributions (if applicable). 
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The scheme termination request has been submitted.C7

C7

Cessation of Participation in MPF Scheme(s)

- End - 

C5 C6

Review the information and tap 
Submit . 

Read the Terms and Conditions and 
tap Accept .

C5

C6


