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This meeting is arranged to facilitate the employer’s understanding of the eMPF Platform. After this meeting, we

hope the employer will be able to understand the eMPF Platform and their preparation required before their
participating MPF scheme to onboard to the eMPF Platform.

From time to time, the and fine-tuning, the functions and screenshots shown in this material may not be a
finalized version a eMPF Platform might enhance its functionalities and may be subject to adjustment.



EMPF

Agenda of Today Webinar Session

BEZ
1. Point to note for eMPF onboarding
2. Administrative changes after the transfer plan for Employer
3. Key Functions of eMPF Employer Portal
4. Supports to employers & members
5. Q&A
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Point to note for eMPF
onboarding



CEMPF . : . .
Ty Points to note during transition period

From now till receiving eMPF
communication pack

1. Be aware of
administrative submission to before onboarding to the eMPF Platform
3. Check with HR Payroll software vendor on integrating with the eMPF Platform
_ 2 ﬂ
]
Received the MPF Scheme on
communication pack boarded
[« ¢
N After receiving the > MPF Scheme
- |/ communication pack onboarded to eMPF
Now <\ o]
1. Be aware of the for onboarding to :
the eMPF Platform 1. Review and confirm the data of the MPF scheme on the
according to the instruction eMPF platform
stated on the communication pack 2. Understand the administrative process on the eMPF
3. Be aware of the operational arrangement platform (e.g. MPF contribution)
during 3. Submit administrative instruction on the eMPF platform
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@MPF . .
Notes to Employer during onboarding to eMPF Platform
BRE5 pioy & &

From Now till receiving the
communication pack

Check the Onboarding date of MPF schemes

Please refer to the notice issued by the trustee (s) before scheme onboarding to eMPF

Keep submitting administrative submission to trustee before onboarding to the eMPF Platform

If the enrolled MPF scheme has yet onboarding to the eMPF platform, please submit the instruction to the
trustee, until receiving the notice from trustee

\. J

Check with HR payroll software vendor on payroll integration with eMPF Platform If payroll
vendors, HR outsourcers or employers would like to obtain payroll integration technical specifications for HR
system and payroll software solution to integrate with the eMPF Platform for employee enrolment and
contributions, they should sign up sandbox at below website
https://www.mpfa.org.hk/en/empf/signuphrintegration

\.
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https://www.mpfa.org.hk/en/empf/signuphrintegration
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Letter to Employers and Members
$.19Q Notice

Notice to Participating Employers and Scheme
Members

eMPF Registration and Activation User Guide

FAQs

Personal Information Collection Statement (PICS)

Company Authorized Person" Appointment Form

Paper/e-channel

AIA Company (Trustee) Limited will distribute the Communication Pack to employers and

members starting from July 2025.

Employers can start registering for eMPF via the eMPF website from 3 July 2025.

Each employer organization (BR Number) will receive a separate Communication Pack with a

separate eMPF activation code.

Please note the company account details will not be displayed before 3 September 2025.

w

J

Employers who have not yet received the Communication Pack by that time are
advised to contact AIA Company (Trustee) Limited as soon as possible.




e} : ﬁ Aft ivi
(;EN'@F%: Notes to Employer during onboarding to eMPF Platform Sl - corﬁ:ﬁﬁ?é\;'t?gn pack

D AN
-
~
G [Take note on the onboarding date (3 September 2025)
_J
rRegister eMPF )

After receiving the communication pack, employer can register eMPF according to the date started on
the communication pack, while the account details will only be available on the eMPF Platform after
the relevant schemes have got onboard the eMPF Platform.

Operational arrangements during the Scheme Onboarding

Each scheme takes 5 to 8 days to be transferred to eMPF Platform, during which the administrative
instructions for the relevant MPF accounts will be suspended.

On or after the onboarding date, administrative instructions for relevant MPF schemes are processed via eMPF
Platform (Web Portal/Mobile Application).

Note

(3
CMPF
Each trustee will set different cut-off dates for different MPF instructions. Employers should pay attention to the notice issued by the trustee and Eﬁ%
Page 8 submit the necessary instructions before the cut-off dates.




"M P F ﬁ After receiving
e Notes to Employer during onboarding to eMPF Platform communication pack

Operational arrangements during the Scheme Onboarding

Each scheme takes 5 to 8 days to be transferred to eMPFPlatform, during which the administrative instructions for the relevant MPF accounts will
be suspended.

On or after the onboarding date, administrative instructions for relevant MPF schemes are processed via eMPFPlatform (Web Portal/Mobile

Application).
MPF Administration Instructions®
AIAHK on or before™”
Termination (including cessation of employment, cessation of self-
employment and termination of MPF account) and Redemption 11 August 2025
(including withdrawal and claim of accrued benefits)2
Scheme Members 11 August 2025
Transfer-in & out
Participating Employers 11 August 2025 A Other than fund switching and change of investment
Scheme Members 11 August 2025 mandate instructions, any instruction received by us after
Enrolment —— the relevant cut-off date as indicated above and before the
Participating Employers 11 August 2025 Onboarding Date will be transferred to the eMPF Platform
Contribution 11 August 2025 on the Onboarding Date for processing. Fund switching and
change of investment mandate instructions received by us
Change of details relating to Scheme Members and Employers 11 August 2025 after the relevant cut-off date as indicated above and
Fund switching and | via Paper 20 August 2025 before the Onboarding Date will be rejected. Scheme
change of investment Members will need to submit the fund switching and
g i I via website/ mobile app/ interactive voice 21 August 2025, 4:00 pm change of investment mandate instructions on the eMPF
mandate instructions response (IVR) System T Qlatform again on or after the Onboarding Date. )
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After MPF Sch boarded t
Bes Notes to Employer during onboarding to eMPF Platform eMT,rF P,atfocr,:me o oar| e
o

r
Check and confirm the migrated account information

Check and confirm the migrated account information. If there is any discrepancy and missing, the

information can be updated on the eMPF Platform.
G

e

\\

Submit administrative instruction on the eMPF Platform

When the MPF Scheme onboarded to the eMPF platform, administrative services of the
Scheme will be performed by the eMPF Platform instead of the Trustee. No matter paper
form or online instructions should be submitted to eMPF Platform.

0 Understand the administrative process on the eMPF Platform (including contribution flow)
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%MﬁP%F Attention(1):

Before the scheme is transferred to the eMPF scheme
* The MPF scheme has not yet been transferred to the platform, and employers should continue to hand over the relevant MPF
administrative instructions directly to the corresponding trustees.

Service Cut-off Time and Transitional Arrangements
* |If the administrator receives any instruction to convert/vary the investment authority after the closing date and before the effective
date, all relevant instructions will be rejected and will not be processed by the trustee/administrator before the transitional

arrangement.

After the scheme is transferred to the eMPF scheme

* All administrative procedures of MPF schemes must be processed by the eMPF on or after the date of the transitional platform, at
which time instructions, whether submitted on paper or online, must be submitted to the location designated by the eMPF or through
the eMPF Platform (eMPF Online Platform/eMPF Mobile App).

* In addition to the eMPF ID assigned at the time of registration, the Employer Account Number (EMPF) of the participating scheme will
also replace the existing AIA MPF — Prime Value Choice plan number.

AIA MPF — Prime Value Choice AIA MPF - Prime Value Choice
Plan No. ‘ ER Account No.
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EMPF
REZ

New no./Gategory

Attention(2):

Original name in AIA

How to search for related numbers

eMPF ID
EE SR

Employer Account No.
RiBgiEEEE
B ERP IR

AIA MPF - Prime Value
Choice

Member Class
RiBaEEEE
RE AR

AIA MPF - Prime
Value Choice

Payroll Group
RIPEESEE

T=E45A
AIA MPF - Prime
Value Choice

MPF scheme

REFAN/A

Plan No.
B

[xxxxxx]

Benefits Plan Code

BERETEIRSR
REFAN/A

After each company registers for the eMPF, the platform will
assign a unique eVIPF number to each company. The new eMPF
Number is a unique number for employers on the eMPF Platform.

When a participating MPF scheme is transferred to the eMPF
Platform, your company will be assigned a new employer account
number, which will replace the existing AIA MPF — Prime Value
Choice Plan Number

Under the company's voluntary contribution arrangement,
employees under the same arrangement can be classified into the
same membership group.

There is a designated voluntary contribution calculation method
and vesting ratio for the same member group

"Payroll Group" refers to different groups of employees with different
contribution settings (e.g. contribution cycle, default payment method,
etc.) to facilitate employers to manage contributions. Generally speaking,
wage groups refer to the subordinate centres/department codes/payment
centre numbers/subsidiary scheme numbers under an MPF scheme.

If the employer has more than one contribution cycle and employee
grouping under the scheme, the employer will have more than one wage
group after the scheme is transferred to eMPF. Employers can go to the
eMPF Platform to find out the corresponding wage groups.

Employers can log in to the eMPF Platform and
enquire about their eVIPF number on the login

page.

Login eMPF platform

Manage Scheme > Manage Registered Scheme,
checking employer account number and relevant
account details

Login eMPF platform

Manage Scheme > Manage Registered Scheme,
checking employer account number and relevant
account details

Login eMPF platform

Manage Scheme > Manage Registered
Scheme, checking employer account
number and relevant account details



(;EMEP%F Attention(3):

After the scheme is transferred to the eMPF scheme

AlA existing administrative forms:

* If you need to submit administrative forms, please note that there will be a “period after the scheme joins the platform, during
which the eMPF Platform will continue to accept the existing administrative forms of the scheme. Please note that AIA existing
admin forms received after the grace period (i.e. 2 November 2025) will be rejected. In addition, we recommend that the new
eMPF Platform Administrative Form be used as soon as possible.

e Starting from 3 September 2025, all MPF administrative forms can be downloaded from the eMPF website:
https://portal.empf.org.hk/enquiry/usefulFormsSelect?userRole=employer5

* Employers and scheme members should carefully review and confirm the correctness of the information transferred to the eMPF
scheme by the trustee of the trustee and the scheme member. If there are any errors or omissions in the information, you can update
them on the eMPF Platform.

* |If MPF contributions are paid by cheque, the cheque should be made payable to "AlA Co. (Trustee) Limited — Prime" as usual. Cheques
need to be issued separately for each payroll group, and we recommend that you switch to electronic payment to avoid the surcharge
due to late contributions due to postal delays or clerical errors.
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https://portal.empf.org.hk/enquiry/usefulFormsSelect?userRole=employer5
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@MPF

REZ

Page 15

Submission of instruction

Submit instructions electronically via the

eMPF Platform
(Online)

Instructions submitted by paper-based means (Offline)

Email address

Fax

(forms@support.empf.org.hk) (3197 2988)

me
L3 p—

mPaE

eMPF Web
Portal

eMPF Mobile
App

Mail Box

In Person

PO Box 98929 Tsim
Sha Tsui Post Office

Dropin Box in
Service Center



'MPF

*Eﬁ Administrative changes after the transfer plan (Employer)

Contribution
(Submission of
Contribution Data)

Contribution (Payment
Method)
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Existing

AIA provides pre-filled remittance statement to
Employers

Employers submit remittance statements by mail,
fax or in person

Employers upload contribution file or report
contribution data via AIA website after login

Cheque

Cheque Deposit Machine

Direct Debit

PPS (Internet and a tone phone service / Shop&Buy
Service)

7-Eleven Convenience Stores

Internet Banking

Phone Banking

Bank Automated Teller Machines (ATMs)

Direct Credit (Applicable to registered customers only)

eMPF

*  Employers can submit contribution information (including uploading
documents) through the Employer's Portal; or submit contribution information
through the application programminginterface (i.e. API) of the payroll system
provider

* Employerscan mail, fax or email paper remittances to the eMPF Platform

* Employerscan also submit paper remittances in person at the eMPF Service
Centre

* Employerscan select and set up pre-set voluntary contribution calculation
methods for different groups of employees on the eMPF Platform

e Cheque*
Cheque Deposit Machine*
Direct Debit
e PPS (Internet and a tone phone service)*
* Internet Banking*
* Bank Automated Teller Machines (ATMs)*
e Direct Credit* (Applicable to registered customers only)

*Starting from 3 September 2025, please use the "MPF Contribution Bill No." or
"Submission Reference No." and eMPF “Employer Account No.” or eMPF “Member
Account No.” provided by the eMPF Platform for making payment. Failure to provide
such information may result in delay or inability to process your contribution.



@MPF Cease to verify certain types of voluntary contributions made by
|REZ participating employers and/or members

* The amount of different types of voluntary contributions made by employers and/or members
will not be verified by the eMPF Platform, so participating employers should check the amount
of voluntary contributions before making the payments.
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eMPF Employer Portal -
Features Overview

@MPF
EES



%""ﬁ%’: Overview of Employer Portal Features

Registration and Enrolment Manage Contribution Manage MPF Account My Account

e Calculate and submit mandatory Fund switching . Profile Management
* eMPF Registration
contributions e Scheme Transfer ° User Management
* Scheme Enrolment .
* Calculate and submit voluntary . Employee Enrolment . Letter and Statement
contributions ° Employee Termination
* Diversified payment methods . LSP/ SP Offsetting
* Recover default contribution . Withdraw MPF benefits

CMPFREZ

Notices, Documents and
Reports

- Notices and Documents Covers all MPF scheme administrative procedures

* Action Iltems

Page 19
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EMPF
REZ

Landing of Employer Portal

e Menu

Click on each menu one by one to view and submit different

MPF instructions.

Manage
Scheme

Enrol Scheme

Manage Enrolled Scheme

Reserve Account and
Forfeiture Account

Manage
Contribution
View Contribution Period

View Submitted Remittance
Statements

View Default Contribution
and Surcharge Record

Page 20

Manage

Employee
View Employee List
Enrol New Employees

Terminate Employees

Transfer Funds

My
Account

My Record

My Letter and Statement

Profile Management
User Management

eMPF Account Setting

@MPF
P -4

Welcome, Chan Siu Ming

Employer's 2845678900 | Company

Company A

Outstanding Task Summary

Youhave 5 outstanding task(s) for follow-up:

See All

You have unsettied contribution(s)
LQ‘Q You have setteld for your follow-up. Please review to submjit employee
contribution records and/or make payments accordingly.

Home Manage Scheme Manage Employee Manage Contribution My Account [“P @ f/lﬂ') .o 0
— : \—" Notification

Outstanding Task

=, Enrolment Contribution 9, Transfer
! (® % @

i Long Service Payment/
P{Q@ T:rm'"aﬂon l@'& smmmPaymenl

My Account Dashboard
Account + All Accounts v
Total Balance Net Contributions & Transfer-in Amount

$536,034.26 = $464,031.10

00 Registration
® 0

Custumise

Investment Gain (Loss)

+ $72,003.16

e View all Action Items

View contribution reminders and pending

applications here, including :

¢ Outstanding Contributions

¢ Employee Contribution Data which is
pending for Approval

¢ Long Service Payment (LSP) / Severance
Payment (SP) offset application from your
employee

All Accounts §536,034.26
[ MPF Scheme A $6955338
Trustee A 369
MPF Scheme B ssses101
| Trustee 8 asn89
"~ MPF Scheme C  se146299
| Trustee C 452629
[ MPF Scheme D saiaes42
k Trustee D vsum i



EMPF :
e Login to eMPF Employer Portal

1/
Usernamel Employer S (;%P%f m Manage Scheme Manage Employee Manage Contribution My Account @ ___\/‘O (\L@
eMPF ID and Company
Welco e, Chan S|u Min
Name ., com,,gm
Outstandlng Task Summary
Youhave § outstanding task(s) for follow-up: See All
You have unsettied eonmnuuon(s)
[?é :omb.::on records and/or make paymerm ueccrdlnulzwr Diteln et s ot ¥ H
) Outstanding Tasks
Outstanding Task SR . )
View the outstanding task summary,
E E;“""'e"‘ o) 020"‘"'*’““" [@’1 Transfer you may add or remove to customize
the types of tasks to be shown on the
Long Service Payment/ .
ro% T;rmlnatlon E’g} S,égm, Paymont P{Q@ Rgglstraﬂon | andmg page.
My Account Dashboard
o My Account Dashboard . A
Click the menu option and switch
. . Total Balance Net Contributions & Transfer-in Amount Investment Gain (Loss)
MPF schemes to view an overview $536,034.26 = $464,031.10 + §72,003.16
of each MPF account, the new G R -
contributions and transfer-in All Accounts $536,034.26

amount, investment gains or losses, | R
MPF Scheme A ,553.38

and more. Trustes A X s 1200206
MPF Scheme 8 $231,661.01
Trustee B A $60301.10
MPF Scheme C ~ $111.819.87
Trustee C ¥ $300,00
Page 21







EMPF
REZ

Employer — Registration and Activation of eMPF (Simplified Version)

(Who needs to register eMPF?

\.

Preparations required
for registration

Personal
Mobile
Phone

"eMPF"
Activation
Code

Company
Authorized
Person Form

Business Registration
Certificate/Certificate of
Company Registration

. J

Steps to Register eMPF

Current Employer

New Employer

- :

Verify identity and set up Company
Authorized Person

Verify identity and set up Company
Authorized Person

ﬁ ~ After receiving "eMPF Communication Pack"

Company Authorized Person
should fill in the information
identifying the company and enter
“eMPF” activation code

Fill in the company information
(only if employer has not
registered any MPF scheme

Business registration certificate/ Company
- Authorized Person Form

Upload Complete

Upload Supporting Documents

1.Company Authorized Person Form
(Download Template Board Resolution of
Authorized Person

2.Business Registration Certificate /
Certificate of Company Registration / MPF
scheme Document

Upload Supporting Documents

1.Company Authorized Person Form
(Download Template Board Resolution of
Authorized Person

2.Business Registration Certificate /
Company Registration Certificate / Other
Relevant Government Registration
Documents

Employer must register eMPF for each company. If the employer has completed the eMPF registration for the company, he only needs to login to
eMPF with an account to manage the MPF accounts of one or multiple companies.

Activate eMPF

After receiving
notification, the
company authorized
person will conduct
identity verification and
establish a user name
and password

Finish!
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EMPF
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%MEP%F eMPF Registration

* Employer can visit the eMPF Website or
download eMPF Mobile App to register
eMPF account.

e If an employer has already registered with
the Platform, it is not required to register
again.

Tips: \

*  Please ready the supporting documents below during
the registration:

i. Business Registration

ii. Certificate of Incorporation

Registration for eMPF

Employer
R —————
Poremdie)

k iii. Company Authorized Person form )
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Employer Registration

35 10 pwgier eMPF

@\ Step 1 Fill in Company Required ftems
; Information seiee

o v e e e

[ S prmann e e e £ e U s M

v Bumness fegrananon / Parershig Desd / Endence of
rincerparatad Body

8| Step 2 Set Company Authorized

b’.j Person & Contact Person

e e

W/ Company related supporang documents

shore and emad the ane
/' #ox venficasion and aciieate your sccaunt through the mobde app
poicatial

@ Document Rxnieve tusung Aecerd / Saved Record 18 Conunus




%“"EP%F eMPF Registration (Step 1)

Select an authentication method
I. "e-ldentity Verification" or
II. "iAM Smart"

Select Identity Verification Method
or security reasons, please choose a method to verify your identity first. . o po . . .
e : i "e-ldentity Verification" tips :

v' "e-ldentity verification" is for authentication by
scanning Hong Kong ldentity Card and facial
recognition

-

i
'._f"'
e Bere

e-Identity Verification "iAM Smart"
Authenticate by performing HKID scanning and fa Authenticate by logging in to "iAM Smart” L1} iAM sma rt" tipS :

clal recagnition
v"If you have registered as a user of "iAM Smart", you

are recommended to use "iAM Smart" for

Back ) verification, which is simple and fast

"iAM Smart" can also be used as a way to log in to

the eMPF Platform in future

[

Y
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%“4@%’: eMPF Registration (Step 2)

o—©

Company Authonzed Person Company [dentification

Company Identification

+/  Company Details

A Existing enrefled employer can input the eMPF activation code provided by your frustee o expedite the registration process after
taring the Busi Reqistration Mo, or Certification of Incorporation Mo, or Comgany name,
® s
Regitta stral
Business res fistration L4 2345RTEY
Certficate o £ Incorporation Mo,
G oty company B C of roration,

Q eMPF activation code which is providad in the communication pack by your trustea

RE 2002200210 (10 Nurmeric Code|
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Employers are required to input:
i. BR/ClI/Company Name
ii. eMPF Activation Code

Company Information will be
retrieved from data migrated from
Trustee



%Mﬁ%: eMPF Registration (Step 3)

Upload Supporting Document

Piease upload the supporting documents) 23 shown below, Cartified true copy (CTC) @ oF ariginal copy may be required for certain
documents, Please submit it In person or by post to the eMPF Service Centres if applicable,

Company Suthornized Person Company idensification Comparry Infrmation Upkad Supporting Document

Company Authorized Person Nomination Form (Download the template) / Board Resolution for

v Authorized Person

@ Pleasa orag and drop the file nere. You may aiso press browse burton to select your file,

File formats supported: |pg. jpeq. pra. U, L, heic pdf, tt doc, dece | N, of fles: Up 1o 5 fles s | Maximum e size:
10ME per file

E Pramarihil HanaenELHREREN-LI 1 A0 46002004 042 2085 T

Business Registration Certificate /Certificate of Incorporation/scheme documents, etc. (Existing
+~/ Employer) Business Registration Certificate /Certificate of Incorporation/ Other valid document of
relevant government registration (Mew Employer)

Pleie drag and drop 1he file here. You may also press browse bufton to select your file

Filz formats supporied: |pg. jpeg. prg. UL tiff, heic, pdf, tat doc, doox | No. of files: Up to 5 flies s | Mammurm Ble size:
10M8 per fie

E Pewershell ranscnatiKEPEN-LI 1 4la SGo01 2004042 2005 106 102 serwE &

)
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Upload the documents required:

Company Authorized Person
Appointment Form
BR/Cl/other valid document






(;EMﬁg eMPF Activation

After submitting registration application on eMPF

portal, system will show the submission date and
time and the reference number. The application will i mt,,ma"&gmmyml
be submitted to the eMPF Administration office for :
processing. Log in to eMPF
Once the registration is successfully approved, the Member, - Eppioyee
company authorized person will be notified to -
proceed to eMPF account activation. ' Company Authorized Person
Eorgot Username 2
Password
&5 |
|
Remember Me Forgot Password 7 u
|
\ |
Legin ) n
|
or -
Page 31




%%P%F Activation

The Company Authorized Person can click
"Activate your Account" under the
Employer login page.

Then enter your Name, Date of birth, Hong
Kong ID card number and the email address
or mobile phone number registered during
registration to obtain a one-time password.

Then enter the verification code you
received to complete verification.

Page 32

Activate your eMPF

Please enter your HKID No./ Passport No. and registered contact information to
activate your eNPF.

D Type

@} HKID No, | Passportno.

[D No

T

Choose and enter your reglsterad contact information to recelve your one-time
passcode (OTP}:

(@) Registerad Emall

test@gmail.com

Registerad Mobile No.

Enter Verification Code

Enter the verification code we have sent by email to
uttrrsi@ifastepension.com.my.

Did not get a code?

—




@MPF s ki
N Activation

Create your username and password to
activate your account.

Once the account activated, you can
use your username and password to
log on to the eMPF Platform.

Page 33

Create Username and Password

Please create your username and password for your eMPF account.
Username
Within 8 - 50 characters with at least 1

letter. English letters, numbers, _
(underscore] and . (dot) can be used.

Password
&
At least 10 characters At least 1 upper case alphabet
At least 1 lower case alphabet At least 1 number
At least 1 of the following special
characters M@#s %A&*(} [1
Confirm Password
&




ﬁMﬁPF Registration — Normal questions -

1. Who can be an authorized person of a company registered with an MPF platform?
2. Canlauthorize only one colleague to be the company's authorized person during registration?
3. Canlappoint myself in the "Appoint" Company Attorney "Form"?

4. Some companies have not had employees for a while, do | need to register for eMPF for these
companies?

5. Canthe Outreach Team support me with platform registration?

Page 34






@MPF Inquire about the plan information transferred to the platform
REZ

«  If your company's MPF scheme has joined the eMPF, you can dlick "Vlanage Schemes> Manage Registered Schemes" in the menu
after logging in to check your company's MIPF scheme accounts, and select "Vlanage Contributions> Check Contribution Period"
to check the relevant employees' information and latest contribution records. The trustee will transfer the data of the MPF
scheme to the eMIPF, indluding:

E: =Q st )
"rlﬂﬁf§£c Mg AER D* =2 D[ [
nAazlER N
M y { /- ~\
U Please ensure that the relevant MPF scheme has been
transferred to the eMPF Platform. Y ou can also go to the eMIPF
= - Platform to check the schedule for joining the Platform.
=O a
’EfSﬁEEﬁi?BS [\ C -@\ https://www.empf.org.hk/latestNews/news/empf onboarding schedule?parent=/latest
%ﬂn-;EiEﬁE ESER IR AT S News/whatsNew
\_ )

r

b N - 57
S


https://www.empf.org.hk/latestNews/news/empf_onboarding_schedule?parent=/latestNews/whatsNew

@MPF Inquire about the plan information transferred to the platform
REZ

By default, the Scheme authorized person is granted authority at the scheme and payroll group level to
Scheme Authorized execute various instructions for the registered scheme, includingmanaging the registered scheme, managing
the payroll group, etc.

Person
The eMPFPlatform will contact the company's contact person (includingbut not limited to letters, e-
newslettersand telephones).
Contact person *We have Contact person under the payroll group. For day-to-day MPFmatters, the eMPFPlatform will
*
more often contact the payroll group contacts. LogineMPFplatform
Manage Scheme >Manage Enrolled Scheme,
Principal The"principal" of a company generally refersto the director/ co-owner/sole proprietor/ manager/ ultimate medq:tg der:aplloyer account number and relevant
aga owner of the company GCerOURLCELAS
"Payroll group" is a subgroup of employeeswith the same contribution information (e.g. contribution cycle,
Payroll group default payment method, etc.) For employeesin the same wage group.
Under the company's voluntary contribution arrangement, employeesunder the same arrangement can be
Member CI classified into the same Viember Class. There isa designated voluntary contribution cal culation method and
ember Llass vesting ratio for the same member group.
. A . . . Login eMPFplatform
Exciting employees Qllli :tctlve employeeswho have completed the registration of an MPFscheme will be displayed in the form of Manage Scheme>Manage EnrolledScheme
ol . L. LogineMPFplatform
Contribution Detailsof all MPF contribution records made on the platform before and after the transfer of schemes can be
Record found on the eMPFPlatform Manage Scheme >Manage Enrolled Scheme
Page 37



(;;@%: View the registered schemes

Login eMPF platform
Manage Scheme > Manage Registered Scheme, checking employer account number and relevant account details

\;klb‘?ﬂplF Home Manage Employee Manage Contributions . Manqge EnrOIIEd SCheme

— AIAMPF- Prime Value Choice
Enrol Scheme

Welcome, * AIACo. (Trustee) Limited | | Employer Account No.: 01234567

Manage Enrolled Scheme -
Employer's eMPF ID: *4 1al Corp*iisss b
Your Cus' e ™™ nding Tasks
Employer No.
Page 38



%’épl: View the registered schemes

«  Under the Manage Enrolled Schemes page, employers can check the MPF schemes that have been registered and transferred
to the eMIPF Platform, including general information, Scheme Authorized Person, contact persons, principals, payroll groups,
and contribution and membership groups.

Manage Enrolled Scheme

AIAMPF - Prime Value Choice e —
(Account No.: 01234567) - [‘_ E¥ Termirats scheme

Scheme Authorized Person

Scheme Authorized Person 1 ~

Personal etalls

“ o Yuun Ching
" o ||;uD Ma.
-\;- @ .01/01/.1991 Chinese
_rc;

Cantact Informstion

uat tp@sta=tepensian cam my 1852 61234567 852 98765432
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;I"TSP‘F Hema  Wnageichers  Mansge Dmpioyes  Momage ContriEssions My Accaunt

Manage Enrolled Scheme

AIA MPF - Prime Value Choice
(Account No.: 01234567)

Scheme Authorized Person

Scherme Autharied Person 1

Parsonal Detals

ur than

I ® 01/01/1991

Contars nfarmasion

Asgres

g Karg

Suite1303

F

8 Connaught Place

Wapul Commarication

English

Vg Ching
HT b
Chinese
+852 98765432

13

Two Exchange Square

ol

(8 weembate scheme )

L

 tonon )




*%MﬁPF Employee List

« logineMPF, select [ I >1T 1 - All active employees who have
completed the registration of an MPF scheme will be displayed in the form of alist.

iy S,

Employee List

Renew employee details

AAMPF - Prime .
a wmw Value Choice L g
01234567 -
AIAMPF - Prime
4 EN E Value Choice
01234567
AIAMPF - Prime
w 55 x; Value Choice o ddar
01234567
i AIAMPF—Prime g
- L Value Choice i
01234567 B3
AIAMPF - Prime
M “Dn a: Value Choice "
01234567
AIAMPF - Prime
" T . Value Choice
01234567
AAMPF - Prime e
A ¥ oI o X Value Choice - £
01234567 -
- o ® Total number of registered
A Value Choice oy z

employee accounts
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%MEP%F Employee List

* Byclicking on an individual employee'srecord under "Check Employee List", employers can check the
relevant employee information and their employment details. If there is a need to change the relevant
employment details, the employer can click on @=e[\Ml for further processing.

Employee Details

AIAMPF - Prime Value Choice

“MPF
- . AIACo.(Tnustedlimited o i 01234567

Empioyee Details
Personol Information

rang Si'van

A

Tmplayment Desails

D205/2024 Q0S4

rrrrr
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CMPF . I
e Channel for Submitting Contribution

Online Submission

+ By internal system

BEZ o
*Bulk Upload Template - "
eMPFweb e e
Submission HR PayroII
Channel Paper Form
S P Software A
* By mail +Contributiondata willbe
*Dropin boxin eMPF integrated with the eMIPF
service center Platform
« Email / Fax « APl Submission )
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%%%: Contribution Submission

|. Make a New Contribution

o o =

Contribution Period

Payroll
Select Payroll Group and > Submit Contribution Details > Internal Approval

> Make Contribution >

Il. Update Employee List

| ‘

Employer can enroll new Employee, add existing employee and terminate employee

I1l. Check Historical Records

Employer can check and review past contribution record

Page 45



@MPF :
s Attention

K/

» Ifemployer choosesto use bulk upload to process contributions, the employer should ensure
that the HR records such as Hong Kong ID card/Passport no., Date Of Employment & member
name are accurate.

Otherwise, the contributions will not be invested to the member account.
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EMPF

e Submit Contribution Information

| Il ibutN
:::; Payroll Group and Contribut Submit Contribution Details > Internal Approval

> Make Contribution >

Employer clicks "Make Contributions"
under "Manage Contributions"

Page 47

“MPF
CFa

Home

Manage Scheme  Manage Empioyee

Contribution Period

Select a scheme to view the contribution decails

Manage Contribution

AIA MPF - Prime Value Choice

AlA Co. (Trustee) Limited

Unsettled Contributions: 16

My Account

Employer Account No.: 01234567

Qutstanding Payment:; 6

Account

Status

Adtive




@MPF : I i
e Submit Contribution Information

| Il ibutN
:::; Payroll Group and Contributy Submit Contribution Details > Internal Approval > Make Contribution >

Select the required "Payroll Group” and click on a specific ——————— et
contr|.but|on peri pd t.o enter t.he details page to view and
submit contribution information PE—
( Tips : A =

Onthe contribution period page, all unpaid \ ’ :

contribution information within the same s

payroll group will be displayed in the

"Unsettled Contribution" tab. )
\§ J
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@MPF : A i
e Submit Contribution Information

| I ibut
::; Payroll Group and Contribu Submit Contribution Details Internal Approval > Make Contribution >

Employee's relevant income displayed on the e A i »
details page is automatically entered based on S
the last submitted record

Employers can update their employees' relevant
income and basic salary, and the system will
update mandatory and voluntary contributions
based on the new income

Once completed, click "Next"
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@MPF : A i
e Submit Contribution Information

| I ibut
::; Payroll Group and Contribu Submit Contribution Details Internal Approval > Make Contribution >

o RSO S—— e

After clicking "Next", the employer can check and .o %)

confirm the employee's contribution data, then

Cl |Ck "&I bmit" Employee Cortributian Data
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@ Contribution (Data & Pa issi
lVI P I P yment) Submission
*ﬂﬁ%

Employee Contribution Data [ (wntwesrpeee i + ) < Update Employee List v >

& Reset

Fese select the employes;s| and updare the contribution desads
Enrol New Employees

it Contrbions

[ eyt EmpioyersMandatory  mployee’s Mandstory  fmployesa bokmtay Emalayee st
Contribetions Cantsibutions Contr o Coni) b

Add Existing Employee

] 0 M4 - 100 500000 A
8 : L 5350000 Add Terminated Employze

B1 Terminete et §3,000.00
Terminate Employees
M ] VTR - T 550000
Bulk Upload Contribution Data
By Termnae Tem §250.00

[/} C'e_ (R B 52000000 $0.00 5000

Tetal §2,000.00
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%MEP%F Contribution (Data & Payment) Submission

. St i [AEAR o e Wi Click “browse” or use “drag and drop” function to
B ity e select the completed spreadsheet, then click Next
> = - to upload thefile.

Bulk Upload Contribution Data cowsat s € tserire
Btk Upload Guatheline ~
(5] oo i s o o o e i i s i IMPF e = )
D St I e v e R A g L L e § e errage Errpiemesy A g g LT AR ey Wy A as

@ Confirmation

Emplyes Datails

v  Confirmaton

Review the information and click Next
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@MPF : I i
e Submit Contribution Information

| I i
::; Payroll Group and Contrlbl> Submit Contribution Details Internal Approval Make Contribution >

After submitting the information, the system will e o e e
display a confirmation message.

[N ote! ) @

Contribution data may require employer internal
approval. Only after the approval is completed, the

employer can successfully submit the contribution data o Nl
to the eMPF platform and can continue to pay bt e e et e i e et e o i it i e o s
kcontributions. j
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@MPF : N i
e Submit Contribution Information

| I i
::; Payroll Group and Contrlbl> Submit Contribution Details Internal Approval Make Contribution >

Employers can select contribution approval
settings when adding or editing payroll
groups based on their own circumstances

Approval Setting

Tips -
Each payroll group can have independent internal
approval settings
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EMPF

AlIA MPF- Prime Value Choice

Ees MPF Payments Methods

Payment methods

Cheque

Details

1. Thecheque should be made payable to AIA Co. (Trustee) Limited — Prime as usual.

2. Asfaraspossible, the cheque should be drawn on by the company if submitted to the designated channels on
the eMPF Platform, including the drop-inbox at any eMPF Service Centre or the designated post office box of
the eMPF (P.O. Box 98929, Tsim Sha Tsui Post Office).

3. Ifthe employer has more than one payroll group under the scheme, the cheque should be issued separately
for each payroll group.

(Applicable to cheque deposit machine - HSBC/BOCHK chequedeposit machines only)

Thevalid payment date

On the same date of cheque for contribution
isreceived by the eMPF Platform Company
/isdeposited

Direct Debit

Ifyou have already set up a direct debit authorization before, you do not need to set it up again. The payment will
be deducted from the bank account provided after you submit your contribution information.

On the date of the contribution information
or remittance statement is delivered to the
eMPF Platform.

Direct Deposit

(Local Interbank Transfer/
Bank Transfer/ Telegraphic
Transfer)

You can make payment directly to the designated bank account. For details of the designated bank accounts of AIA
MPF — Prime Value Choice, please call 2100 1888.

Please provide your eMPF Platform "Submission Reference Number" /"MPF Contribution Bill Number" or
"Employer Account Number" in the Bank Transfer Remarks.

Please upload a screenshot or photo of the payment confirmation notice as supporting documents when submitting
your contribution instruction on the eMPF Platform.

The day the bank account is credited

PPS

Make the payment by touch-tone phone (please call 18011 for bill registration and 18031 for bill payment) or by

visiting www.ppshk.com with "MPF Contribution Bill No.“ / "Submission Reference No." provided by eMPF Platform.

The date that the payment is made
through PPS, except for deferred payments

Online Bill Payment
Service

Bill Payment Service for AIA MPF :
Please select “06” for the Bill Type:
Input eMPF " Submission Reference No. " (16digits);

Input payment amount;

Input (i) "MPF Contribution Bill No. " (16digits, excluding the English letters) in Remittance Statement or (ii) "
Submission Reference No. " (16 digits, excluding the English letters) in the “Remarks” field;

(Failure to provide information mentioned may result in delay or our inability to processyour contribution)
Click “Submit”;

Please upload the payment confirmation to the eMPF Platform as supporting document.

The day the bank account is credited
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EMPF

Fﬁ% How to find company's "Employer Account Number" and "Payroll Group"?

How do | check my company's "Employer Account Number"?

After logging in, click "Manage Contributions" from the menu, select "View Contribution Period", and then select the

scheme.
You can view the outstanding contribution bills and the "Employer Account Number" of the Participating Plan under the

"Unsettled Contributions" tab

;IIMSP'F Home  ManageScheme  MansgeEmployse  Wansge Contilbutions My Ascoun _;m m_': “: "“‘j
Contribution Period @ Crmm—— | Employel’ Account
i coniresi . Number
o - TS
G I e N W0 i G b o i Pl e P sl e s e e b e i) e, WEE gt st 1L wre bbb e e =3 : Payro" G roup
AAMPF- Prime Value Choice
. AIA Co. (Trustee) Limited
Payroll Group: HEED:8373 » Contribution Period

................
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%MﬁP%F Submit Reference Number

Submit Reference Number (RSD+16 digits)

Submit Reference
» Number

1105 330 (o5 TN QU CROMID.LO Pay e MEthod, pesse Cick Make CONTIbALINS’ 30 52421 192 PAymET MELNOd 300 OFNDE PayIEnt deal 1o pedeed fusthiee

You may Fsa chack your vabmitad xonds on the “Sertied Conribuion Detais” page

| Backrarome
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ﬁMﬁPF Make MPF contributions by cheque

If you submit contribution data by email, please write on the back of thecheque:
"Employer Account Number", name of payroll group (ifthere is more than one) and corresponding contribution period

If submit contribution data via online, please write on the back of thecheque your:

« "Employer Account Number" of the participating scheme on the eMPF Platform, "Submission Reference Number'
(one submission reference number and one cheque)and payroll group number (if there is more than one)

« "Employer Account Number", payroll group number and the corresponding contribution period

[ERAC. Number | [ERAC. Number |

Payroll Group Number [ Submission Ref. No. |

Contribution Period Payroll Group Number
Cheque Front samplel ChequeBack sample2
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EM@PF Make MPF contributions by cheque

If employers wish to continue to make MPF contributions by cheque, please note the following:

1. The crossed cheque should be made payable to " "as usual.

2. As far as possible, the cheque should be drawn by the company and submitted to the channels designated by the eMPF Platform. (Including drop-
in boxes at any eMPF Service Centre, or designated P.O. Box ( ).

3. If the employer has more than one payroll group under the scheme, the cheque should be issued separately for each payroll group.

Example :

* ABC Group has two companies: Company A and Company B
* Company A has two payroll groups (Payroll Group RC1 & RC2) and Company B has one payroll group (Payroll RC3)
* HR colleague is required to write 3 cheques, submit “One Contribution Statement and One Cheque" for every payroll group

1. Company A RC1 - First Cheque

2. Company A RC2 - Second Cheque,
3. Company B RC3 - Third Cheque
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@MPF : N i
e Submit Contribution Information

| I i
::::j Payroll Group and Contrlbl> Submit Contribution Details > Internal Approval

Make Contribution

{MPF ;
L Home Janage L ma Manage brgloyee Wanege Conerb
L

[ Outstanding Contribution Details J

AIAMPF- Prime Value Choice
= MACo (e Employer AccountNos:

Employerscan check the outstanding | e @ ==
contributions under the payroll groupin i

the contribution record, then click
“Proceed to Payment Instructions"

.........
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@MPF : I i
e Submit Contribution Information

:Ir?; Payroll Group and Contrlbl> Submit Contribution Details > Internal Approval

Make Contribution

Employers can select the relevant payment method to pay
contributions on the payment page, then click "Submit" D —

ey Emploge czount

“ote ! \ L

eMPF supports common payment methodsin the industry such
as: 1. Direct Debit Authorization/Electronic Direct Debit
Authorization (DDA/eDDA); 2.Direct deposit; and 3.Cheque

Other payment methodsare also supported butare limitedto | = == i
specific schemes. Therelevant optionswill be displayed when
the employer makesthe payment. The intermediary can assist
and remind the customer to complete the instruction.

o J
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@MPF i I i
e Submit Contribution Information

'-“MppF Homs  MeonageSchems  ManageEmcloyes  Manage Contrbutions My Account
REs I Ips:

Employers can set up autopay as the default payment method for

P— MPF contributions, and the contributions will be automatically paid to
e g™ o | the trustee after successfully submitting complete contribution details,

T —— saving payment steps and reducing the risk of contribution arrears.

Proceed to Payment Instruction

( )
Payment Method 1 -~
Pieac skt £ i nd wromele L ey ied lsnetien a1 Yaind Fizsse redz L =iy & i gty b o1 raus dheuse st o sty Croes (i ement, jona il n=sd s ke (e oy i
]
Dlirert Credit

Locsl Interhank Trarsfer (CHATS) / Bank Transfer | Telegraphic Transfer | Direct Credie

12368 SUPCISMANT ha  Fymant Sanmseinn Welarencs o “MIF Contrimnon K4k or *Emloye €oa" in 1 remark el 0F g 3y M meihod. e SEieai DU pay T 16l 35 3 S g cecenant
Peane noi= that the =87 Plaarm wil ok orovide the iniste peyme detais B you do not heos e iristse's bank accoums nn. o necessary paymert detnbs plesse dhect with e trisiee f1 the bams soroon m o nereesary e detsis for te shove pagment mesrs. and fhen procesd wih ths submission st Fym slmady e e abors informston. pleme pepsre o
§ 200000
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EMPF

e Submit Contribution Information

Period

| I i
Select Payroll Group and Contrlbl> Submit Contribution Details > Internal Approval Make Contribution

After successfully submitting the payment
declaration, the system will display a
confirmation message.

(Dp_s:
Employers can immediately view settled contributions
in the "Go to Submitted Payment Statement" section.
Once the bank confirms the receipt of funds, the
system will update the contribution status.

.

~

J
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MPF Motk Mg Schis

mE

)

Payment Instruction Submitted
v W | S e & e i AR

Foprers Sutmesan Ealerace No | VAU KWASSIL )

AIAMPF— Prime Value Choice

mmmmmm AcmuntNo:

AIACo. (Tstee)Limted (LY

Payment Mecsan |







EMPF
REZ

Employee Enrolment

Select Enrolled Scheme

Method

Select Enrolment

Provide Scheme
Enter Empl Detail
> SrEmpioyes al> Arrangement Details >

Complete Employee
Enrolment

Click "Manage Employees" in the page
Menu, then select “Enrol New Employee"

/Examgle .

Qethod.

Regardless of whether the employer needs to enrol
new employees to participate in the scheme or
enrol existing employees to participate in the
scheme based on the nature of their work (such as
part-time or temporary employment), they can
choose to enrol through the “Enrol New Employee"

~

J
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My Account Dashboard

Dashisanr Not Avallskle
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%MEP%F Employee Enrolment

Select Enrolment Provide Scheme Complete Employee
Select Enroled Scheme Enter Employee Details .
Method pioy Arrangement Details Enrolment
¢MPF Home  ManageScheme  Manage Employee  Manage Contributions My Account
AEE :
" " Enrol Employees
Select "Account Category r e e il Gappionss
for the employee to be
enrolled
c-us: Em:oyee :s‘«x:e) rj':nlng Master Trust
\_ J
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¢MPF Employee Enrolment

REZ

Select Enrolment ) Provide Scheme Complete Employee
lect Enrol Enter Empl Detail
Select Enroled Scheme Method > ter Employee al> Arrangement Details > Enrolment

>

Select the option for employees to Enrol in the scheme

and click "Next"

(Tips:

If the employer has more than one participating
scheme, you can select multiple schemes for
employees to enrol in on this page.

When employees later complete the enrolment on
the Member Portal, they can select the scheme to

\enroll.

~

J
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%Mﬁ%: Employee Enrolment

Select Enrolment ) Provide Scheme Complete Employee
Enter Empl tail
Select Enroled Scheme Method terEmployee De al> Arrangement Details > Enrolment

« Ifyou need to enrol multiple employees at R o G
one time, you can click "Bulk Upload" | selectUploadMethod
(support xIs and csv formats) s
&
e Ifenrolindividual employeesin the selected ., B oicodn

MPF Scheme, select "Individual Input"
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%M@%: Employee Enrolment

Method Enter Employee Details

Select Enroled Scheme > Select Enrolment

Provide Scheme Details Complete Employee
Enrolment

wage Comtributions My Account

Pt i drecd e Rumguiiar smmplepie (REZES 4 chufe
Employee Details

i This BTl Dasjosn 10w 100 Siryflngois i e aloctad riome

Enter Em ployee Detai |S . fAMPFfPrimValmchoine

. AIACo. (Trustee) |

Limited Employer Account No.: 01234567

v Employee 1 ~
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%M@P%F Employee Enrolment

Select Enrolment ) . . Complete Employee
Select Enroled Scheme Enter Employee Details M (olileEX e 51 YD S ET S P e
Method Enrolment
Enter scheme arrangement details for the employee and it il i
click "Next"
[+ © 2]
Wow ae sncoling Regular employee (REEJ 3 schome .
. . . Cw - Scheme Arrangement
After checking the information, click "Submit" on the i
confirmation page AIAMPF - PrimeValue Choice
AIACo. (Trustee) Limited | Employer Account No.: 01234567

Read the terms and conditions carefully, scroll down
to the bottom of the page, and click "Accept"

Page 70
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C‘%"‘ﬁg Employee Enrolment

lect Enrolment Complete Empl
Select Enroled Scheme Select Enrolmen Enter Employee Details » Provide Scheme Details omplete tmployee
Method Enrolment

After submitting the application, the system will be redirected to the submitted
employee enrolment application page.

eMPF Platform will send an email or SMISto notify employees to
complete the enrolment

Enrolment
Success

After the employee completes the enrolment, the employer will be
notified of the result by email

" The member registration you .
l submitted has been completed
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EMPF
REZ

Report Cessation of Employment

Select terminate employees

Fill in the termination of
employment details

Apply for L/ offsettin
applicable)

Review and submit
the information

Select “Terminate Employee” under
“Manage Employee” on the Menu Bar

Then employer can choose “Bulk Upload”

or “Select from the Employee List” to
report cessation of employee employment

Page 73

“MPF
AE

> M X8 =

Home Manage Scheme Manage Employee Manage Contribution My Account ﬁﬁ \:‘

View Employee List

| i es’' Cessation of Employment

Piease choose one of t,
apply for offsetting thq  Terminate Employee
the *Select from Emple

ees’ cessation of employment. Please note that bulk upload does not support empioyer to
nent amount paid to employees at the same time. To terminate these employees, please use

Transfer Funds

=

Bulk Upload

Upload ermployees’ teeminaton information from an Excel template (does
not support termmation of employees encitled 1o Long Service
Payment/Severarce Payment)

Select from the Employee List

Seect Intiidual employee(s) 1o repar cessation of emplayment




EMPF :
e Report Cessation of Employment

Fill in the termination of Apply for L/ offsettin Review and submit

Select terminate employees
Pioy employment details applicable) the information

0 M ¥m E3
o
hﬁﬁpf Home  ManageScheme  ManageEmpioyse  Manage Contrbubon My Account * [l | togou

Read the Bulk Upload Guideline and download the bulk file

template, then click “Next”
Bulk Upload Guideline

Pleasz downioad the employes data spreadsheet template and foliow the steps below for butk upazd (Flease nots that bulk upioad does not suppert emgioyer 1o apply for
affsetting the Long Service Payment/Severance Payment amount paid (o employees at the same time)

| % Downioad Template

@ Fillin the required infoemation in the employee dita spreadchet

2} Upload the spraadsnes: and press "t”

C

@ Itwall takz scme time to upload the employee detads. The sysiem will novily you when the file & ready to proceed to sthe next steps

Back Next
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Report Termination of Employment

. Fill in the termination
Select terminate employees .
employment details

D

Apply for L/ offsettin
applicable)

Review and submit
the information

Upload the bulk upload file and click “Next”

( Tips:

System will validate the bulk upload file, employ will
receive notification when it has been uploaded
successfully.

\_

~

J
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MPF
CHE

anageschame  Manage Employoe

04410 14pErINg ETEHYOE

Phease uiond e compleded employes dats spreedshest bekow

v Bulk Upioad

File formis supporiac csy,

Manage Contibuten My Account

Paase 0rag and drog Ure e here for

s o

Back

"Cessation of Employment” Details ©

reghacermnt. You may also press browss Dilen (o select your e

| L of fes Up o 1 files § Maniimum Ml size 1008 por Ml
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Select terminate employees

Fll in the termination of

employment details

Choose “Select from the Employee List”

Page 76

Report Cessation of Employment

Apply for L/ offsetting (i
applicable)

Review and submit the
information

¢MPF
a5

Home Manage Scheme. Manage Employee

Manage Contribution

My Account

Report Employees’ Cessation of Employment

Please choose one of the foll oaing methoos to report employees cessation of employment, Please note that bulh upload does not support employer to
apply for offsetting the Long Serdce Payment/Severance Payment amount pad to employees at the same time. Fo terminate these empioyees, pleate use

the "Select from Employee List™ function

Bulk Upload

Ughaae employees’ termmation idormation from an Exce! template idoes
ot support termination of empkoyees entited 10 Long Servee
Paymect/Sevesance Pymen)

Select from the Employee List

Selsct indieduaal amployeete) (o repart cessation of emplayment

: )

- /

Back

0O A Ea=f

# 0 @
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Select terminate employees

Select the employee, and
then click “Next”
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Report Cessation of Employment

Fill in the termination of
applicable)

employment details

Apply for L/ offsetting (]

Review and submit the
information

You are reporting employees’ cessation of

Select Employee

0 Please note that you cannot report the termina:

- HkBNG. AsdiE
| HKID No PeE |
bk ~ - HKID No I |

Fun
Back

tion of a casual emplayee in the below section

All Scheme(s)

=

Date of
Employment Scheme Payroll
(DOD/MM/YYY name Group
37

AIAMPF-
o1/0%2023 Prlme EET

Value

Choice

AIAMPF-
o01/08/2023 Prime REET

Value

Choice

AIAMPF-
01/09/2023 Prime REE1

e Value
Choice
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Report Cessation of Employment

Fill in the termination of Apply for L/ offsetting (N Review and submit the

Slect terminate employees . . . .
Piey employment details applicable) information

Fill in the Last Day of Employment
and Reason of Termination, then
select if employee entitled to Long S TR
Service Payment / Severance SO——

P t AIA MPF- Prime Value Choice
aymen . Tttt NIACo. (Trustee) Limited MrTDer ALLULNL MO 12345678

"Cessation of Employment” Details

smportant Netes:
1. e amauntis for refererde anly asd it may §ffe froem the aetaal amaunt ot the time of offieting
thamitns o th ac) SAUNTARY COATIEEISNS i T, TEMmay dUe T e wesing arrasgement of the shame MarThe westad avouet

$50,000 0.00

Cessation. of Employment Information

D120

311272025 B Laid Off

Entitied to Long Service Payment [LSP) / Serverance Payment (5F)
. Vs

NO
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EMPF :
e Report Cessation of Employment

Fill in the termination of VTR VS Jelit=ig-dn  Review and submit the

Select terminate employees . . .
Piey employment details applicable) information

> Aa 0 mm e

iMPF
L. f-

Upload the required supporting
document as shown on the page, then
click “Next”

It receipt of Long Service Paymen t
ayment (5B slgned by the smployes or
Long Servi o ILSPWSeverance Payment [5P)
entitlernent signed by the employee

Payment Prool of Long Service Payment ar Severance
Payment

Page 79
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_ Fill in the termination of VTR VS Jelit=ig-dn  Review and submit the
Select terminate employees . . ) .
employment details applicable) information

@ MP\_F Home Manage Scheme Manage Employee Manage Contribution My Account [’ﬁ 0 (Logout

Select Reimbursement mae ke
Method and details. Then click
“Next” ° ° ° —0

Empiogee Detalle Document

You are reporting emplogees’ cessation of employment

Reimbursement/Payment Arrangement

Reimbursement Details

As you have chosen 1o offset the Long Service Paymeant (LSP)Severance Payment 5P| (0]
2Mount paid Lo employess against the employer s partorn of MEF contritutions, please
seiect one af the following reimbxrsement methods and fill In the requiced informatian @

AN

=

Bank Transfer Cheque

Back
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CMPF :
e Report Cessation of Employment

_ Fill in the termination of Apply for LP/P offsetting (if Review and submit the
Select terminate employees

employment details applicable) information
° © © - o

Vo ew eepOTHING sTRioyaRT cactation of nmpiTeat

Rewevv a.nd conﬁrm.the“ » it
information, then click “Submit e —_—

~  Selected Employee(s) ~

Step 2 - "Cessation of Employment” Details

o co o < -

Scheme Information

essation of Empioyme: rmatio
12020 u
Redundancy T f i
vEs
et - G |
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Report Cessation of Employment

Fill in the termination of Apply for LP/P offsetting (if Review and submit the

Select terminate employees . .
Py employment details applicable) information

Read the Termsand Conditions, -
then click “Accept” > Terms and Conditions

Please scroll and read through all the Terms and Conditions to proceed.

13. Non-replacement of legal requirements

These ePA Terms and Conditions do not madify or replace any laws, rules or regulatory
requirements. Nothing in these ePA Terms and Conditions will affect the rights of the
MFPA to exercise any of its powers or perform any of its functions under the MPFSO.

14. Language

If there is any inconsistency or conflict between the English and Chinese versions of
these ePA Terms and Conditions, the English version shall prevail,
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%“"EP%F Report Cessation of Employment

Fill in the termination of Apply for LSP/P offsetting (if Review and submit the

Select terminate employees . .
Py employment details applicable) information

> A w2

;‘rﬁfﬁp&—F Home Manage Scheme Manage Employee Manage Contribution My Account 1—.&&9 Q
A confirmation message will be
displayed when the request has been
submitted.

Employees’ Cessation of Employment Reported
Reference No.: MDD1508546000014179 | Submission Date & Time: 25/04/2024, 17:54
You have reported employees' cessation of employment. You may check the status on the "My
Record" page. You may also update or cancel the reimbursement/payment arrangement anytime
before your reporting has been processed,
o) @
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C‘%"Iﬁ%: User Management — Access Right Setting Overview

+  Access Right Setting allows companiesto designate appropriate usersto perform
particular administration & operations and access specific pageson the eMPF
Platform. The different user categories of the eMPF Platform are: Company
Authorized Persons, Scheme Authorized Persons and Other Users.

e The Maximum number of company authorized person, scheme authorized person and
other user per company is 50.

« Each company can has more than one Company Authorized Person, while company
authorized person can grant and remover accessright for specific user, including

himself.
) =), (@),
=7
G = A
Mgg;" 2?:gnt Scheme Management Payroll Group
. %\ g Scheme Authorized Management
ompany Authorize Person Other Users
Page 85 Person




%“4@%: Company Management

Company Scheme
Section Function Authorized Authorized Other User
Person Person
Scheme Enrolment AN @ =]
Profile Management FAN L L
Company
EaRt Company User Management VAN @
Company Overview @ <
Enrolled Scheme A ®
Management
Scheme Transfer @ VAN @
Scheme
Control
Scheme User Management @ AN @
Scheme Overview L J O @
Payroll Group Management L A L
/\ = Default access rightis granted during
Employee Management ® A ® company registrationto Company AP or
scheme enrolment to Scheme AP
Payroll Group |Employee Enrolment B AN @
Control
C ibuti @ 5 @® o s
ontribution @ - Optional accessright could be
Refund @ O ® granted
Reserve Account & Forfeiture ® ~ ®
Page 86 Account
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Company Name Company A
Entities Involved 1

No. of Scheme 1

No. of Payroll Group 2
Headcount ~30

Access Right Setting (Scenario: General SME)

X/
L X4

o0

o0

Page 87

Mr. Koo is the company owner of Company A and he isin charge of the whole MPF administration and
communication work

Upon the eMPF Platform’s onboarding, Mr. Koo would like to know if eMPF can facilitate their company’s existing
arrangement as below :

e 1 MPF scheme with 2 Payroll groups
e Mr. Koo isthe ONLY decision maker for MPF related matters
«  Administration work has been assigned to 2 HR Executives for different payroll group (HR Executive A and B)

As Company A is not using any Payroll software currently, HR executivesis able to view all employee’s information.
Due to privacy issue, Mr. Koo would like to control their access right on the eMPF platform.



'MPF
E

Access Right Setting

User Access Right Setting

Company Level:
Company
Authorized Person

Scheme Level:

Scheme Authorized

Person

Payroll Group Level:

General Users

* Company Authorized Person can grant
and remove access right for specific
users (including AP himself)

Page 88

| Accessright can be granted User Access Right
[V]: Access right can be granted or removed by company g

authorized person Management
X : Accessright cannot be granted
oNtrol Leve 0 ompany _.._‘ _.'__
. ~ »

« Scheme Enrolment

c Compal;ly ste_l: d * Profile Management
ompany Authorize x x

« Company User Management z z

Person e ¢

«  Company Overview

e Enrolled Scheme Management
Scheme Level:

Scheme Authorized | © Scheme Transier “ x x

Person » Scheme User Management

« SchemeOverview

e Payroll Group Management
e Employee Management

e Employee Enrolment

Payroll Group Level: | . contributions ‘ZI

v v
General Users (Payroll = (Payroll

+ View Suspense & Forfeiture Group A) Group B)
Account

e Refundfrom Suspense &
Forfeiture Account




CeMPF : . Sane - -
*ﬁﬁ % ACC e S S R I g ht SEtt I n g Home Manage Scheme Manage Employee Manage Contribution My Account [‘}@

HES

Choose “Profile Management” under Welcome, *****+* CHOW & i s
“My Account” on the landing page, then e s
choose “People Management” or All Outstanding Tasks Pofiibangene
“Company Management”. rou have 10 utsandin sk forollow FE——

peeren | oenswn |
“People Management”: View and edit il b
the company authorized person, contact ‘
person and controlling person. | s

;-rﬁp": Heme Manage Scheme Manage Employee Manage Conteibution My Accaunt E:@ N

“Company Management”: View and Profile Management

edit the company’sinformation and - |

C O m m O n Re pO rtl ng S‘tan d a r d :::p.::‘i ifu:ﬂt::tmmpany authorized persor, contact person and contralling persan of this
Information.

680 People Management

Hm® Company Management 0
View and edit this company's information and Commuon Reporting Standard infarmation.
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Appendix - Summary of the differences between the services provided by AIA

International Limited (Hong Kong Branch) and the eMPF Platform

Feature

Affected Party(ies)

Existing Administrator
(AIAHK)

eMPF Platform

Contribution

Payment method

*Starting from 3 September 2025,
please use the "MPF Contribution
Bill No." or  "Submission
Reference No." and eMPF
“Employer Account No.” or eMPF
“Member Account No.” provided
by the eMPF Platform for making
payment.  Failure to provide
such information may result in
delay or inability to process
your contribution.

Participating Employers and
Self-employed Members

» Cheque

+ Cheque Deposit Machine

+ Direct Debit

» PPS (Internet and a tone phone
service)

* PPS (Shop&Buy Service)

+ 7-Eleven Convenience Stores

» Internet Banking

» Phone Banking

» Bank Automated Teller Machines
(ATMs)

+ Direct Credit (Applicable to registered
customers only)

» Cheque*

» Cheque Deposit Machine*

» Direct Debit

» PPS (Intemet and a tone phone
service)*

» Internet Banking®

» Bank Automated Teller Machines
(ATMs)*

» Direct Credit* (Applicable to registered
customers only)

External Relevant Employee
Members (i.e. members
making  special  voluntary

contributions)

* Cheque
+ Direct Debit
+ CCB (Asia) Credit Card

» Cheque*
» Direct Debit

TVC Account Holders

» Cheque

» Cheque Deposit Machine

+ Direct Debit

* PPS (Internet and a tone phone
service)

* PPS (Shop & Buy Service)

+ 7-Eleven Convenience Stores

+ Internet Banking

* Phone Banking

» Bank Automated Teller Machines
(ATMs)

+ CCB (Asia) Credit Card

+» Fast Payment System (FPS) - QR
code

= Cheque*

» Cheque Depaosit Machine*

» Direct Debit

» PPS (Internet and a tone phone
service)*

» Internet Banking™

» Bank Automated Teller Machines
(ATMs)*
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International Limited (Hong Kong Branch) and the eMPF Platform

Contribution instruction

External Relevant Employee
Members (ie. members
making  special  voluntary
contributions) & TVC Account
Holders

Settle contribution upon receipt of
payment

Settle contribution upon receipt of
payment and contribution instruction

Receipt of payment in excess of
the required contribution up to the
latest scheme year

Self-employed Members

Settle contribution in next scheme year

Payment settled before Onboarding Date

- No refund is allowed

- Treat as overpaid contribution of
scheme year ended 30 Nov 2025

Payment made to the eMPF Platform

after Onboarding Date

- subject to a refund arrangement by the
eMPF Platform

Enrolment

Number of Account of External
Relevant Employee Members (i.e.
members making special
voluntary contributions) &
Personal Account

External Relevant Employee
Members (ie. members
making  special  voluntary
contributions) &  Personal
Account Members

Unlimited number of account

Single account only

Investment

Channel performing fund
switching or change of investment
mandate

All Scheme Members

- Paper

- Web Portal / Mobile App

- Interactive Voice Response System
(IVRS)

- Paper
- Web Portal / Mobile App

Channel performing LifeEasy’
service

All Scheme Members joining
LifeEasy service

- Paper
- Web Portal / Mobile App

- Web Portal / Mobile App

Number of switch out request for
Guaranteed Portfolio

All Scheme Members

Once in a Scheme Year (subject to
trustee's discretion)

Once in a Scheme Year

Limit on the number of
reallocation or switching requests
in each Scheme year

All Scheme Members

Unlimited but may subject to any alternate
arrangements agreed to by the
Participating Employers

Unlimited, except switch out of Guaranteed
Portfolio
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International Limited (Hong Kong Branch) and the eMPF Platform

Count on switch out of a
Constituent Fund for a Scheme
year during the first three months
after a Member's first contribution
to the Scheme

All Scheme Members

The switch will not be counted towards
any limit on the number of switches

The switch will be counted towards any
limit on the number of switches

Investment allocation
percentage(s)

All Scheme Members

Must be a multiple of 5

Should be an integer and at least 5%

Investment choice on constituent
fund

All Scheme Members

Same investment choice is applied to
each contribution type

Different investment choice is applied to
each contribution type(s)

Withdrawal

Offset sequence of Long Service
Payment(LSP)/Severance
Payment (SP) reimbursement

All Participating Employers
and its Members

The Vested Benefits derived from the
voluntary contribution (if any) and then
the mandatory contribution will be used
to offset LSP/SP unless agreed
otherwise

Employers are allowed to make a choice
for the offsetting sequence from the
voluntary contribution (if any) and the
mandatory contribution on the eMPF
Platform

Frequency of Statement

Member Benefits Statement

All Scheme Members

- Annually
- Semi-annually
- Quarterly

- Annually (prepared by the eMPF
Platform)







RE

Channels

Hotline

Email Address
Fax

Service Centers

Page 94

'MPF Clients Enquiry

Details

1832622

enquiry@support.empf.org.hk

31972988

Hong Kong Island :
Unit 601B, 6/F, Dah Sing Financial Centre, 248
Queen's Road East, Wan Chai, Hong Kong

Kowloon :
Unit 12056, 12/F, Chinachem Plaza, 77 Mody Road,
Tsim Sha Tsui East, Kowloon

New Territories:
Unit 1802A, 18/F, Tower 2, Nina Tower, 8 Yeung Uk
Road, Tsuen Wan, New Territories

Service Hours

Manned Service Hours:

Monday to Friday: 9 a.m.to 7 p.m.
Saturday: 9 a.m. to 1 p.m. (except Sundays
and public holidays)

Opening Hours:

Monday to Friday: 9 a.m. to 6 p.m.
Saturday: 9 a.m. to 1 p.m. (except Sundays
and public holidays)



