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MPF and Payroll Services

Service Overview

Hang Seng Business e-Banking MPF and Payroll Services platform offers you an easy and yet secure way to prepare and
submit remittance statements for MPF contributions, minimizing manual errors. To help you in preparing remittance
statements, the platform can:

preload each employee’s latest contribution record for your reference,

automatically calculate both employee’s and employer's MPF mandatory contributions in relation to each

employee's relevant income,

add new employees and report terminations,

allow setting up of direct debit date for contribution settlement,

allow viewing past 12-month's remittance statements submitted via Hang Seng Business e-Banking.

Furthermore, if you have applied for autopay services via Hang Seng Business e-Banking, you can manage employees'
payrolls and MPF contributions more efficiently on same platform.

If you have any questions, please call the “Business Partner Direct" at 2198 8000.
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Steps for Preparing MPF Remittance Statement

Open the page 18 % 4% 47 HANG SENG BANK Fe o usines & Brking

ABCCompanylimied v & © @& ® @ O

Click “& MPF and Payroll Services” on the left - B Deomeima " .

20, -
BarkBy  BankSel

hand side menu. R - 7.8160 7.8460

Buyses >
HKD Equivaient
66,441.15

Go to “MPF Contribution and Payroll” > “Prepare
MPF Remittance Statement and Payroll el

Statement and ® HKD Savings
Payroll wo 4,165.76

Transaction”. et

# HKD Current
wo 1,263.89

IPY Savings
»v 708612

eny
o 10,537.04

® Otars
oo 426.27

@) 15 4 4% 47 HANG SENG BANK

Select Contribution Bill me——

Prepare MPF Remittance Statement and Payroll Transaction

ABCCompanyLinied v & User Proflle 3 Motications B M (% Log Out

For Personal Information Collsction Statement for Hang Sang Mandatory Pravident Fund, pleas click ham

The page will display all the outstanding contribution ¥ Mg of Hang Sor WPF schemes, eecte 1l 2010

W The contibution bill for comesponding contribution period procassed by othar submission channeks)

bills under your MPF account.

v Submission of MPF documents theough designated channets

v Submit first contnbutions for new empioyees on or before the contribution day

Select the contribution bill for corresponding ¥ Fil s th v income s contraon o for erplopees
contribution period, and click “Prepare” to proceed.

MPF Contribution and Payroll
o v e Getals of submtiod MPF RemEtance StAMEn (Kease 90 1 \iew Submies MPF
Statermest Detsts Ucton

To pdate fhe decats of subrmitied iRy TaNS3C0n for payToll before the Execution e, please 0
e Pening Autopy’ Rcticn nder Cash Mansgement

" processed by other

tance statement instead of Hang Seng Business e-Banking, it will ot be shown on
Ihe pages of ‘Prepare MPF Remitance Statement and Payroll Transaction’ and ‘Submit MPF
Remittance Statement no matter & i full o partialy settied

Sort empioyee records by

HKID/Passport Number

Contribution Period (dd-mm-
Wy
Toual
Contrioution Last Upaated
PayCentre Bl Number From To Amount PreparedBy  On

302 44t ABC Company Limited
My 06272690 01112016 30112016 Prepare
My 06272691 0112200 31-12:206 Prepare
MLy oRTII0

08272711

06268621
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Steps for Preparing MPF Remittance Statement

Select MPF Earliest Direct
Debit Date

The system will withdraw the MPF contribution
amount from your default MPF Direct Debit
account on your selected date and make
contributions for your employee(s) accordingly.

(If you have selected a current date - Monday to
Friday except public holiday - as the “MPF Earliest
Direct Debit Date” and submitted the remittance
statement between 5:00pm to 11:59pm, your
instruction cannot be processed and the
transaction will be cancelled. Should you reset the
“MPF Earliest Direct Debit Date” to the next
working day, we will regard the day that you have
submitted the instruction as the submission date of
the remittance statement.)

Input Employee Details

Optional Steps:
If you need to make MPF contributions for new
employee(s), perform Step 4A.
If you need to terminate existing employee(s),
perform Step 4B.

Please note that you might need to perform
both Step 4A & 4B.

) 12 % 4% 47 HANG SENG BANK

& UserProfile 3 Notifications = W

MPF Contribution and Payrol
Contribution Details

For Personal information Collection Statement for Hang Sang Mandatory Provident Fund, ploase elick hars

W Merger of Hang Seng MPF schemes, effective 1 Jul 2019

W The contribution bill for comesponding confbation period procassed by athar submission chenneks)
v Supmissicn of MPF documents theough desianated channels

W SUBME first contributions for New empioyees on of before the contnbution day

W Fill in the relevant income and contribution amount for employoes

Contribution Details

Engioyer
302 “% - ABC Company Limited

Pay Centre Bl Numoer
MLY 08288921

Contrioution Penod
01-04-2019 - 30-04-2019

MPF Earies! Direct Dedit Date
10-05-2019

MPF Direct Debi2 Account

024 FRWEE.001

MPF Direct Deb Bank
Hang Seng Bank Limited

Generally. for monly-paic 15 the tenth day

For casial employees (ho s not 3 member of an industry Scheme), the contribution 6ay S the lenth
ay aller the tast Gay of the relevant contrioution perod. If he contribulion 0y & 3 Saturcy, 3 publc
holiay, a gale warming day or black rINSIoM warming day. then e contribution day refers 10 the next
Working cay whikh s not a Saturday. a public holiday, a gase waming day of DIACK FEInSIom waming
day. Please be remnded that employers must make the MPF mandatory contnbutions foe their
‘employees in il by the contribution day In respect of relevant contribution penod. For Aurther detas,
please refer 10 the MPFA's website at www.mpfa org.hk.

¥ MPF contribution days for monthly-paid non-casual employees

Make Payroll Payment to employees '

For customers Win AUKpay S6rACo 1 Busness ¢ Baning, you may ekt I CHCKDIX 1o progar
Aufogen trarciins of BRyTol e o emERyEes accordig o your MPF Remfiance Staemert
Cormirtin Peno

¥ the MFF relevant income cf an empioyee 5 2e, please put 7 o 0.0 for the relevant icome. if
e conbuion Gy for the st COMTIDAIONS I respect ol e new Empioyee(s) SEoMNg i e
‘Extsting Empoyees’ secton s NOT been reached, please leave the fiekt 12 the reievant ncome of
e employeeis) concemed tlank and o NOT Ipet T or 000

revien wance SUbTIS2on 1 Crdes D ok any Outstandng
contrbunons. for e mandatory Been reaches bt e MFF

et bk vl o
contribusions. The Mancarory Prowde Fung Schemes Authorty (MPFA) may impose 3 sercaige of
5% of any OusIANTIng Mandaoey contrieusons. The employer May ako be susfect 1o  Snancial
penaty of prosecuson

For enquines. please contact Hang Sesg MPF Employer Diect on (852) 2268 6222

Name HKID | Passport

MEF Comnbutions

Mansanory

MY Rebevart Income

Step 1. D0 you need 10 3% New Exployee?  + Adsimend New Empioyee

*+ Press “AddiAmend New Empioyee 0 feport new empioyee

S 2 D0 you e 10 030 Terminated Empiopee?  $ ASKAMENS Termmeanor

" Press "AGS AT TSI 10 (600 eMgioyee ermEnatin "

Step 3 Please check and updafie refevant imsamation of Existng Employee

JANG DAY

0104-2019 30-04-2019

01042019 30-04-2019

% & o-Banking
Hang Sen Business ¢

Burking

* Log Out
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Add New Employee (Optional) ) 15 % 4% 43 HANG SENG BANK

0 Click "4 Add/Amend Employee”.

a Input all required information for each new T i et 0+ sommarecnye: §
employee in “Add/Amend Employee(Note)" e =
page. Upon completion, click “Next »" to
continue inputting the contribution details for the
new employee(s).

0104-2019 30-04-2019

(You should complete and return us the “Employee
Application Form” signed by the employer's
authorized signatory and the employee within the

0104-2019 30.04-2019

first 60 days of employment to enroll for each of MaSerhasimeey

your new employees. The “Employee Application e
MLY HKD

Form” can be downloaded from

58 Number Contiituson Period
08288921 01-04-2019 - 30-04-2019

www.hangseng.com/empf.)

Gate Jcined Schome e
Hepwasiay Ciass Nurmoes

Chan TaiMan Passpot  ~

NomalParttime. 01-11-2018 CLASS001 = 31-01-2000

HKID -

CLASS001 »

CLASS001 =
HKID

CLASS001
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Steps for Preparing MPF Remittance Statement

Terminate Existing Employee
(Optional)

) 15 4 4% 4T HANG SENG BANK

0 Click "4 Add/Amend Termination”.

a Select terminating employee(s), then click B

*** Press "Add/Amend New Employee” o report negegmplovee ™
"Next >" to continue. ST | PeeE—

== Press "Add/Amend Termination” 0 fepor employee fermination ***

*+* Press "AQSiAmend New Epioyes” 10 1epcrt new employee =+

e Update all the termination details for each o el s
terminating employee. Upon completion, click
“Next 2" to continue inputting or updating the
contribution details of the terminating
employee(s).

3004-2019

Select Terminating Employees

Enpryer

302 v - ABC Company Limited

MLY HKD

buson Period

B0 Numoer Cont J
06288621 01-04-2019 - 30-04-2019

Add/Amend Termination Detalls

Erpioyer
302w - ABC Company Limited

MLY

Py
06288921
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Steps for Preparing MPF Remittance Statement

Provide MPF Contributions € 15 % 413 HANG 5ENG BANK P——

Hang Seng Business e-Barking

Details S ve— e —

0 Input or update the "MPF Relevant Income" for
all employees. Where applicable, input or update
employer and/or employee "Voluntary
Contribution” amounts.

0.00

Click "Calculate and Save", so that the system 2o et d i)+ AT
will calculate the mandatory contribution : —

01-04-2019 30-04-2019

amount for each employee. Upon completion,
CI.iCk ..Next >.. tO Continue. Step 2 Preass check and uptre reéevant Inamatin of Exsing Emsioyee

3 JANG DAY

(The “MPF Relevant Income” for new employee(s)
will be prefilled as “0.00". If the contribution
day for the first contributions in respect of the new

employee(s) has NOT been reached, please delete
the prefilled “0.00” record for the “MPF Relevant

Income” of the employee(s) concerned and leave
the field blank.)
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Steps for Preparing Autopay Transaction for Payroll (If applied for Hang
Seng autopay services)

€ 13 % 4147 HANG SENG BANK Seamoany

Hang Sen Busi
0 v Make Payroll Payment to employees '

For customers wih Aulopay service in Business e-Banking, you may select s checkbox 10 prepare
Austopay transactions of payrol for your employees according 10 your MPF Remétiance Statemert
Contribxsion Peniod

o If you have applied for autopay services via Hang i P e o ey 2, et AL o 0.7 b et e ¥

Provide Payroll Details

ABC CompanyLiied v & User Profile 33 Motfications

Seng Business e-Banking and would like to

manage your employees’ payrolls and MPF
contributions at the same time, please tick the e DR
checkbox of “Make Payroll Payment to ;a;:,.;e,a;;s — o
employees” at the middle of the page. The e R
system will display the section “Payroll Details” e s o s

10-05-2019

and payroll related fields automatically. -

Select “Deduct from Account”, “Payment Code/
Description” and “Payroll Value Date". You can
also fill in “Reference” information if required for

Chan Taban

showing such information on your monthly - =

01042019 30-04-2019

statement and autopay reports.

243 DAY

01042019 30-04-2019
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Steps for Preparing Autopay Transaction for Payroll (If applied for Hang
Seng autopay services)

Update Payroll Columns © 513411 o seva sww S

0 To make payroll payment, check the box for all
employees or selected employee(s) (if you are
not making payroll payment for all your 50109 youedio a3 ew Expore? 4+ AGSATeI NewEiee
employees) under the “Payroll” columns.

Chan TaiMan

100.00

01042010 30
** ooo

Input or update the “Particular” and “Bank/ e
Account Number” for each employee. Use 10000
“Payroll Amount Adjustment” field to adjust -

the payment amount if necessary. T

01042019 30-04-2019

100000
01042019 30-04-2019

e Click “Calculate and Save”, the system will
calculate the “Payroll Amount” for each
employee.

(If you are not making payroll payment for all your
employees, please uncheck the checkbox for
specific employee(s). The system will ONLY make

payroll payment for those checked employee(s).

You can click “Calculate and Save” at any time

before submission to save the latest inputted/
updated information and return to this page later to
work on the same statement.) Cokdoe i S0
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Steps for Submitting MPF Remittance Statement and/or Autopay
Transaction for Payroll

Submit Instruction © 513411 o seva sww S

ABC CompanyLiied v & User Profile 33 Motfications

After verifying the contribution and/or payroll details

for all the employees, click “Next »" to submit the

MPF remittance statement and/or autopay

transaction for payroll. o

After clicking “Next ", the system will request you to e
confirm the autopay transaction for payroll first O Tl

(if any) and then the MPF remittance statement.
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Steps for Submitting MPF Remittance Statement and/or Autopay
Transaction for Payroll

5% 1 & e-Banking

Preview Autopay Transaction © 15 % 4115 Hans 5ENG BANK pesm——
for Payroll Instruction e e

MPF Contribution and Payrol
Prepare MPF Remittance Statement and Payroll Transaction

For Personal Information Collction Statement for Hang Sang Mandatory Provident Fund. please click hara

Only the employee(s) with payroll payment will
be shown in this page. Read carefully on the ¥ Morgu of Harg Sang W sherrs,oaciv 1 142010
i nfo rm ati 0 n before Su b m i SSi O n . W The contnbution bill for comesponding contnbution penod processed by othar submission channeks)
¥ Supbmission of MPF documents theough desgnated channets
W Repartng of relevant mcome and contnbubons when having a refroactive salary adpstment
¥ Submtt Remittance Statement and pay mandatory contributions i full by the contributon day

v Submt first for now e or beforo the day

v Fil in the relavant Income and contribution amount for employess

263. w001 HKD Current

AD1 AUTO CREDIT

10-05-2019

Confirm Autopay Transaction for Payroll ¥
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Steps for Submitting MPF Remittance Statement and/or Autopay
Transaction for Payroll

Verify Autopay Transaction for @ 15 4115 HANG SENG BANK P—

Hang Sen) Business e-Burking

Payroll Instruction e e

MPF Contribution and Payrol
Prepare MPF Remittance Statement and Payroll Transaction

For Personal Information Collction Statement for Hang Sang Mandatory Provident Fund. please click hara

0 Follow the verification steps, use the security
device to generate a 6-digit code and enter the ¥ Morge of Hang Song W schomes, ofacive 1 2018

. . W The contnbution bill for comesponding contnbution penod processed by othar submission channeks)
code in the space provided.

¥ Submission of MPF documents theough desgnaled channats

W Repartng of relevant mcome and contnbubons when having a refroactive salary adpstment
e Click "Confirm 2" to submit the instruction. v Sutmt Remitance Statsment and pay mandatory cantrbuions i fu by the contrioubon day

W Subm first contributions for new emplayees on or before the contribution day

¥ Fil in the relavant income and contribution amount for employees

Payee Information

A1 AUTO CREDIT

Verification

1. Press @ button and hold for 2 seconds to tur onSecurity Device.
2. Enter your Security Device PIN.

3. Press O button

4. Enter 21100 into your Security Device

5. Press O button again to generate the Security Code:

6. Enter the Security Code below.
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Steps for Submitting MPF Remittance Statement and/or Autopay
Transaction for Payroll

5% 1 & e-Banking

Confirm Autopay Transaction © 15 % 4115 Hans 5ENG BANK pesm——
for Payroll Instruction =T

MPF Contributon and Payrol
Prepare MPF Remittance Statement and Payroll Transaction

For Personal Information Collection Statemant for Hang Seng Mandatory Provident Fund, please click hers

After clicking "Confirm 2", a confirmation page is
shown with Reference No. provided for a successful ¥ Mamer o Hord S VEF: schames et 1052010
submission. Click "Next" to proceed to MPF
remittance statement submission.

The il for period processed by other submissian chenneis)
v Submission of MPF documants through desgnated channals

W Reporing of relevant mcome and contnbutions when having a retroactive salary adustment

v Subint Remittance Statement and pay mandatory contributions in full by the contribution day

W Subme first contributions for new emplayaes on or bafore the contnbution day

¥ Fill in the relevant income and contribution amount for employees

263 w001 HKD Current Payrod Visue Date 10-05-2019

AD1 AUTO CREDIT

Chan Tailan

JANG DAY
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Steps for Submitting MPF Remittance Statement and/or Autopay
Transaction for Payroll

PreVieW M PF Rem ittance 0 18 4 48 45 HANG SENG BANK f{;?,.'.@‘;fi:‘i."fﬂ,.,.;
Statement Instruction

MPF Contribution and Payrol
Prepare MPF Remittance Statement and Payroll Transaction

t . t_ . . For Personal Information Collection Statement for Hang Seng Mandatory Provident Fund, please click here
Read carefully on the information before submission.

W Marger of Hang Seng MPF schemes, effective 1 Jul 2018

W The contribution bill for comesponding contnbution penod processed by other submission channel(s)

v Submission of MPF documents through desgnated channals

W Reporting of relevant mcome and contrbubtions when having a retroactive salary adjustment

W Subvnt Remitance Statement and pay mandatory contributions n full by the contribution day

W Submit first contnbutions for new emplayaes on of beforo the contribution day

¥ Fil In the relevant Incoma and contribution amount for employees

Empioyer

302 wwws - ABC Company Limited

Py Centre

MLY

Corttution Penod

01-04-2019 - 30-04-2019

MPF Earbest Drect Debt Dste

10-05-2019

1 Dot Accoust
024- woweni-001
PF Ovect Dot Bank

Hang Seng Bank Limited

@ utic
kTS must make e b Per
HVANE CONMIDAIN Petoa For Nurthar Oatais
70 MPFA'S weD3te 3t www mgea oy 1K

W MPF confribution days fof monthly-pad non-casual employees.

Total Mandatory Contributions. Total Vokuntary Contributions.
Total Controution Amount  Empioyer Employer

60.00 6000 000

Note

* Please verlly he Beneficiary / Payee Information before proceeding futher. The payment may be
made to unintended reciplent of nsiruction may be rejected If the information you entered is
incomect

Confirm and Submit MPF Remittance Statement >
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Steps for Submitting MPF Remittance Statement and/or Autopay
Transaction for Payroll

Confirm MPF Remittance
Statement Instruction &

Ploase ensure Mat you want o submil your MPF Remitiance
Statement We wil process your MPF Remitiance Statement afler you
press 'OK" Otherwse, please click ‘Cances’

Click "OK" on the pop up message to submit the m
instruction.

After clicking “OK", a confirmation page is shown with
Reference No. provided for a successful
submission.

) 12 4 4147 HANG SENG BANK e

FHang

(In the case of unsuccessful submission, a user

ABCCompanyLinied v & User Proflle 3 Motications B M (% Log Out

. . - . ) MPF Contnbution and Payrol
Wlth SmeISSIOh aUthorlty and SUffICIent Prepare MPF Remittance Statement and Payroll Transaction

transaction limit can go to "MPF Contribution and
Payroll" > "Submit MPF Remittance Statement" to

For Personal Information Collection Statement for Hang Seng Mandatory Providant Fund, please click here

v The bl for ponod processed by other submission channel(s)

submit the MPF remittance statement instruction

v Submission of MPF documents through designated channels

again. ) + Reporting of relevant income and contributions when having a retroactve salary adjustment

v Submit Remitance Statement and pay mandatory contributions in 1 by the contribubon day
+ Submit first contibutions for new employeas on of before e conlribution day

v Fill n the ralevant incoms and contribution amount for employess

e esshiy Sumimed 10 s Phass nos the Refarence No and gent ot the (age for you

Submit MPF Remittance Statement
302 v - ABC Company Limited
302 -
MLY

Bl Number 06288021

Contrbution Pecod 01-04-2019 - 30-04-2019

Total Contributice ourt 1,10000

MPF Eardost Drost Datit Dt 10-05-2019

MPF Direct Debit Account 024- w001

MP Diract Dabit Burk Hang Seng Bank Limited

Note

Member HSBC Group



