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Completion of Employer’s Returns/Notifications

1. Select “Completion of Employer’s Return” Service from the eTAX Service menu
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1.1 Read Step Page

Online Demo -
FAQs e

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Retumn

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us -~

eTAX Help ol
Desk

Performance -+
Pledge

Completion of Employer's Return

ATTENTION:

If your computer remains inactive for a period of time after login, the system will automatically log out itself to prevent any
unauthorized access. Please save the information of your Employer's Return(s) before leaving the system unattended.

If you are an eTAX account holder and authorized signer of Employer's Return, you may complete Employer's Return and

then submit it immediately by using "Completion and/or Submission of Employer's Return” Service.

If you are NOT an eTAX account holder, you may complete Employer's Return and save the draft for subsequent signing

and submission by the authorized signer.

It may take 3 - 5 minutes to complete an individual IR56 form.

Step 1
Read Important Notes

Step 2
Enter Employer's Reference

Step 3
Select Return Form

Step 4
Complete Employee's / Recipient's Particulars

Step 5
Check Control List

Step 6
Complete and Save Retumn

About GovHK | Copyright Notice | Privacy Palicy | Disclaimer
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1.2 Read Important Notes

Step 1

Read Important
Notes

Step 2

Enter Employer's
Reference

Step 3

Select Return Form
Step 4

Complete
Employee's /
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Particulars

Step §

Check Control List
Step 6

Complete and Save
Return
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Completion of Employer's Return

Step 1 - Read Important Notes

Welcome to this channel for electronic filing of Employer's Return. Please read the following notes carefully before
proceeding to Step 2.

1. General information

The service for Internet filing of Employer's Return consists of two applications, namely "Completion of Employer's

Return" ["the Completion Service"] and "Completion and/or Submission of Employer's Return” ["the Submission Service"].
The Completion Service can be used by any person appointed by the employer for filling in return information. He/she is not
necessarily an eTAX Account holder.

2. Save and refrieve a partially completed return

(a) If you need to leave the Completion Service before you have finished "Step 4 - Complete Employee's/Recipient's
Particulars", you can temporarily save the file by clicking on the "Save Draft" button. You can return to the Completion
Service to retrieve the information saved and continue to complete the return later.

(b) Retrieval of a saved return file is only allowed after inputting a correct Self-selected Key (the "Key"). The Key, a
mandatory field, is created at your choice upon completion of employer's return. Nevertheless, the Inland Revenue
Department neither has any information of the Key saved nor has any means to assist user in retrieving the saved return
file.

3. Save a draft return that is ready for submission

After you have checked the draft return and inputted the filer's designation in Step 6, please click on the "Save For
Submission” button at the bottom of Control List to store the draft return file. The filer can later use the Submission Service
to retrieve the draft return file for verification, signing and submission.

4. Submission of return
(a) Upon using the Submission Service, the filer must log in his/her personal eTAX Account and input an Employer's
Identification Code ("ERIC") to confirm the identity.

(b) The filer can use the Submission Service to submit BIRG6A with up to 30 sets of IRSEB (or IRE036B with up to 30 sets
of IR56M).

(c) If the filer has to submit more than 30 sets of oniginal IRS6B, he/she may either use the IRD IR56B software or IR56B
paper form provided by IRD for filing with paper BIRSE6A by the traditional way of physical delivery or by post to the
department. Starting from 2 April 2013 onwards and when using the IRD IR56B software (version 4.1) or employer's pre-
approved self-developed software to prepare not more than 200 sets of IR56B records, the employer may export the IR56B
records to afile in an alternative XML format, then use the Submission Service to complete the BIR56A online accompanied
by uploading the exported file containing the electronic data records for filing to IRD through the Internet.

(d) For filing more than 30 sets of original IRS6M, the filer has to use IR56M paper form provided by IRD, softcopy in diskette
or printed copy from pre-approved computerized software for filing with paper IRB036B.

(e) The IRD IR56B software, IR66B paper form and IR56M paper form are downloadable from IRD website.

4. Data import in subsequent filings

If the employer had previously submitted BIR56A or IR6036B through the Internet and had saved the submitted Annual
Return Data file, the employer may make use of the saved file and the "Data Import" Service to direct transfer the

employer's information and the personal data of employee(s)/recipient(s) to the new employer's return for the same
employee/recipient in future.

Step 1 of 6
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2. Completion of Annual Employer’s Return for BIR56A/IR56B

You can either complete Employer’s Returns by

(@) keying in the data;

(b) importing data from a previously submitted Annual Return file;

(c) uploading a data file containing IR56B records exported from IRD IR56B
Software or Employer’s Self-developed Software; or

(d) continuing to complete a partially completed return file.

Inland Revenue Department 8
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2.1 Key in the Data Online
Select the “Start to complete a new return” and “Complete by keying in data”
buttons

Step 1 Completion of Employer's Return
Read Important
Notes

Step 2 Step 2 - Enter Employer's Reference

Enter Employer's
Reference Enter Employer's Reference

Step 3 @  Business Registration Number 81240001
Select Return Form

Employer's File Number (e.g. BA1-X0CGCOCEK) (for having no Business

Step 4 Registration Number) ¥
Complete

Employee's /

Recipient's Please select

Particulars @  Start to complete a new return

Step 5 -

Chack Conbvol st Enter a new Self-selected Key (Note 1) A1AZAIAL
Step 6 @ Complete by keying in data

Complete and Save

Retum Name of Employer MOUNTAIN ROCK ZZ CO., LTD

Online Demo & ) Complete by importing data from a previously submitted Annual Return file (Note 2)
FAQs e File location and name

Related Enter the TRN of the previously submitted Annual Return file (Note 3) *

Information

; Upload a data file containing IR56B records for Annual Return (Note 4)
E-Seminar for

Employers
B Continue to complete a partially completed return

How to complete and
when to submit the File location and name

Employer's Return . :
Enter the inputted Self-selected Key for opening the file *
Employer's
Obligations
eTAX Terms & ;
Conditions : : P IU 6
Please enter the characters as shown in the image * I1j6
eTAX Security

Statement NOTES -

Contact Us . 1. ;"Ile inputted Self-selected Key should consist of 6 to & characters which will be served as authentication of subsequent opening of a saved

eTAX Help e 2 You can make use of a previously submitted Annual Return file of IRE6B/RSEM (Criginal) for importing the Personal Particulars ofthe
Dok employees/recipients
3 The Transaction Reference Number (TRN) of the submitted Annual Return file can be found in the Acknowledgement.

P‘-"FWMMW O You may complete the Annual Return (BIR56A and IR56B) by uploading a data file containing IR56B records up to 200 records (the
maximum). The data file for Internet submission must be extracted from either IRS6B Software provided by IRD or an approved software self-

developed by Employer. IREGB software provided by IRD can be downloaded from IRD Homepage. The software seli-developed by the
employer must be pre-approved by IRD. Please refer to IRD Homepage for the relevant requirement specifications and application
procedures

Fields with * are mandatory.

Step 2 of 6

HONG

— KONG

About GovHK | Copyright Notice | Privacy Policy | Disclaimer

Note

You must input a Self-selected Key (“the Key”) by own choice of 6 to 8 characters
upon starting to complete new returns. The Key will be used as an authentication for
subsequent opening of the saved file.
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2.1.1 Select Return Form
Select the “BIR56A — Annual Employer’s Return of Remuneration and
Pensions” under the first button of “Annual Employer’s Return / Notification”.
Select the respective “Year” ended 31 March. Then click the “Continue”
button.
Input screens for IR56B will not be displayed if the button of “BIR56A only
(nil return of IR56B)” is selected. You will go direct to “Step 6 Complete
and Save Return - Enter Employer’s Contact Details” (paragraph 2.1.8).

Step 1
Read Important Completion of Employer's Return
MNotes
Step 2
Enter Employer's Step 3 - Select Return Form
Reference
Step 3 '
S;I::t Retum Form | Please select one of the following options:
Step 4 @ Annual Employer's Return / Notification
Complete @ BIRS6A - Annual Employer's Return of Remuneration and Pensions
Employee's /
Recipient's For year ended 31 March 2012 i
Particulars
@ BIR56A and IR56B [Original]
Step 5

Check Control List

Step 6
Complete and Save
Retumn

Online Demo -
FAQs .

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

Employers
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us ¥

eTAX Help e
Desk

Performance -+
P,

~ BIRSBA only (nil return of IRS6B)
Notification of Remuneration Paid to Persons Other Than Employees

For year ended 31 March : =
Date of issue of IR603BA * / ! (DDMMYYYY)
IREG036B and IRS6M [Original]

IRB036B only (nil return of IRG6M)

Other Notifications and / or Corrections

Notification of Employees
IR5S6E/F/G [Original / Additional Income / Replacement]

IR56E - An employee who commences to be employed

IR56F - An employee who is about to cease to be employed
IR56G - An employee who is about to depart from Hong Kong

Correction of Annual Return / Notification

IR56B - Employer's Return of Remuneration and Pensions
IR56M - Remuneration Paid to Persons Other Than Employees
- "Original" for form not previously filed
- "Additional” for income not previously submitted

- "Replacement" for replacement of previously submitted form

ATTENTION:

k! For completion by keying in data, you can submit up to 30 IR56 forms at a time. For submission of Annual Return (BIRS6AIREEB) and Annual
Notification (IRE036B/RSEM), you can only file ance for each year of assessment and therefore you cannot use this service for filing BIR56A
with more than 30 IR568 forms or IRG036B with more than 30 IRS6M forms.

2 Alternatively, you may complete the Annual Return (BIR56A and IR56B) by uploading a data file containing IRSEB records up to 200 records
(the maximum). In using the uploading semvice, the data file that can be uploaded must be extracted from either IRS6B software provided by
IRD or a pre-approved software self-developed by Employer. |IR56B software provided by IRD can be downloaded from IRD Homepage.
Software self-developed by an employer must be in accordance with the requirements specified by IRD and prior approval in writing from IRD
must be obtained first before use. Please refer to IRD Homepage for the relevant requirement specifications and application procedures
(The file uploading function is not applicable to IRG036B and IRS6M forms)

Fields with * are mandatory.

m Continue

Step 3 of 6
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2.1.2 Complete IR56B - Input Screen No. 1/3 “Employee’s Details”

Step1
Read Important
Notes

Step 2

Enter Emplayer's
Reference

Step 3

Select Retun Form
Step 4

Complete

Employee’s |
Recipient's
Particulars

Step 5
Check Control List

Step 6
Complete and Save
Retun

Online Demo -
FAQs B3

Related
Information
E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us e
eTAX Help e
Desk

Performance -+

Completion of Employer's Return - IR56B

Employee’s Details ' [ncome Details = Place of Residence

Step 4 - Complete Employee's / Recipient's Particulars

Employer's Reference: 81240001

ATTENTION:

Please provide a copy of the completed Form IR56B to your employee and retain a copy for reference.

Language for printing this form * F Chinese @  English
Type of form Original
NOTE: If an additional sum is payable to the employee for whom you have filed an IRS6 form, please furnish an “Additional” form and insert the

additional amountin the appropriate item under the Income Details

Employee's Details

Salutation © Mr. @ Mrs. O Ms @ Miss
Surname in English * CHAN
Given Name in English * MEI NGO

Full Name in Chinese

H.K. Identity Card No. XX123456 (0 i

Passport No. & Gountry of Issue (If Employee has no H.K. Identity Card)

Sex Male @ Female

Marital Status @ Single/Widowed/Divorced/Living Apart (' Married
Spouse's Name (Surname first, e.g. Chan, Tai Man)
Spouse's HK. Identity Card No. ( )

Spouse's Passport No. & Country of Issue

Residential Address®
Address in English
Flat / Room Block Floor
Name of Building

No. & Name of Street

District
Area*® Hong Kong Kowloon New Territories Foreign
9 Address either in English or in Chinese
BA, 2/F., SHING ON STREET
SHAUKIWAN
Area® @ Hong Kong ) Kowloon © New Territories © Foreign
Whether Postal Address differs from Residential Address above* ) Yes (details below) ©® No

Address in English
Flat / Room Block Floor

Name of Building

No. & Name of Street

District

Area* Hong Kong Kowloon New Territories  Foreign

Address either in English or in Chinese

Area” Hong Kong Kowloon Mew Territories Foreign

Fields with * are mandatory.

[Giow | Discara | saveorate | Coninue

Step 4 of 6

HONG
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2.1.3 Complete IR56B - Input Screen No. 2/3 “Income Details”

Step 1 Completion of Employer's Return - IR56B
Read Important
Motes
Employee’s Details Income Details Place of Residence
Step 2
Enter Employer's -, ) Lk £ <
Reference Step 4 - Complete Employee's / Recipient's Particulars
Step 3 ; .
ol Hkinn Borts Employer's Reference: 81240001
Step 4 Name of Employee: CHAN, MEI NGO
Complete
Income Details.
Capacity in which employed * ACCOUNT CLERK
Step 5
Check Control List Name of Principal Employer (if part-time)
Step 6
gnl“ple'e and3ae Period of Employment for the year from 1 April 2011 to 31 March 2012 *
eturn

01 ] 04 I 2m (DDMMAYYY) to 31 /03 /2012 (DDMMIYYYY)

Online Demo

R “* Particulars of income accruing for the year from 1 April 2011 to 31 March 2012 (note})
Related Particulars Period (DD/MM/YYYY) Amount(HKS)
Information ey
a) Sala ages
ST (a) ry/Wag ! 1 to / ! 174760 .00
Employers (b) Leave Pay ! / ta ’ ! 00
How to complete and 4
when to submit the (=] e ciotiles / / to ! / .00
EInGy s Bty (d) Commission/Fees (note) ! i tu / ! 00
Employer's
Obligations (&) Bonus (note) 7 ! to / 7 a0
eTAX Terms & (f) Back Pay, Payment in Lieu of ! / ta ’ ! 00
Conditions Notice, Terminal Awards or i
STAX Security Gratuities (note)
Statement (g) Certain Payments from ! ! o / ! 00
Retirement Schemes (note,
Contact Us o )
(h) Salaries Tax Paid by Employer
eTAX Help = / ! to ) / 200
Desk () Education Benefits (note) ! i to / ! 00
Pv.rormw «# (j) Gain realized under Share ! 7 0 I ! 00
Option Scheme (note) :
(k) Other Rewards, Allowances or Perquisites (note)
() Natur ! ! to ! ! .00
-— Please Select —
12) Matxe ! i to ! ! 00
-— Please Select — ~
Gzt i i to ! i 00
-— Please Select —
(I Pensions (note) i i to / i 00

Whether the employee was whally or partly paid either in Hong Kong or overseas by an

overseas company * 21 Yes (details below) @ No
Name of Overseas Company
Address of Overseas Company
Amount [This amount must also be included in above items (a) to (1)] 00
The employee had stationed in overseas office and visited Hong Kong for less than a total O Yes ® No

of 60 days during the year of assessment (note) *

MOTE for ltem () :

Paymentin lieu of notice is assessed if accrued on or after 1 April 2012. Therefore, you are required to report it. Severancel/long service payment
made under Employment Ordinance (after deducting contract gratuities and retirement scheme benefits) should not be included. Reportthe
excess amount made.

Fields with * are mandatary.

[3eck | ciear | oiscara | save orae | coninue |

Step 4 of 6

HONG
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2.1.4 Complete IR56B - Input Screen No. 3/3 “Place of Residence”

Step 1 Completion of Employer's Return - IR56B
Read Important
MNotes - -

Employee's Details  Income Details Place of Residence
Step 2
Enter Employer's F i e o .
fraae Step 4 - Complete Employee's / Recipient's Particulars
Stepd Employer's Reference: 81240001
Select Return Form =

Name of Employee: CHAN, MEI NGO

Step 4
Complete

= T
pient’s
Particulars

Total income reported in Income Details (a) to (1)

Step 5
Check Contral List

Place of Residence provided by employer (note)

Provision of Place of Residence * 2 Provided (details below)

Step 6
Complete and Save Particulars of Place of Residence
Return Arddiess
Online D
nline Demo - Nfie
FAQs =
Period Provided From ! ! (DDMMYYYY) To !
Related
Information Rent paid to Landlord by Employer
E-Seminar for B
e Rent paid to Landlord by Employee
How to complete and ~ Rent refunded to Employee by Employer
when to submit the i
Employer's Return Rent paid to Employer by Employee
Employer's Two or more Employees shared the place of residence provided Yes
Obligations
eTAX Terms & Whether another Place of Residence was provided * Provided (details below)
Conditions
Address
eTAX Security
Statement Nature
ContactUs -+ period Provided From / / ([DDMMAYYYY) To /
eTAX Help i R id to Landlord by Emol
Desk ent paid to Landlord by Employer
Mwmmow .4  Rentpaidto Landlord by Employee
Hdﬂ" Rent refunded to Employee by Employer
Rent paid to Employer by Employee
Two or more Employees shared the place of residence provided Yes

Fields with * are mandatory.

HKS 174,760

@ Mot provided

HKS$
HK$
HK$

HK$

(DDMMYYYY)
.00
.00
.00

.00

Mo

@ Not provided

HK$
HKS$
HK$
HK$

(DDMMYYYY)
.00
.00
.00
.00

Mo

[3ack | ciear | oiscard | i | v orst | cominue

About GovHK | Copyright Notice | Privacy Policy | Disclaimer

Step 4 of 6
HONG

—. KONG

Click the “Add New” button to complete another new IR56B record or the
“Continue” button to proceed to the Control List after finishing the completion of all

forms.

Inland Revenue Department
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2.1.5 Control List for IR56B (Original)

Step 1 Completion of Employer's Return
Read Important
Notes

Step 2 Step 5 - Check Control List
Enter Employer's Employer's Reference: 81240001
Ref
elerence Name of Employer:  MOUNTAIN ROCK ZZ CO., LTD

Step 3 m
[ Edit

Select Retun Form Self-selected Key: A1A2A3A4
Step 4
Complete
Employes’s / IR56B - Employer's Return of Remuneration and Pensions for the year from 1 April 2011 to 31 March 2012
Hecipegts Click Total
Particulars Printing Period of
to No. Name of Employee HKIC No. Income
delete Language Employment (HKS)
BEGELEEES 5 1 CHAN,MEINGO XX123456(0) English  Oiioaaotito 174760 |28
Step 6
Complete and Save T - 01/04/2011 to
Congl I 2  CHEUNG, CINDY YY778899(8) English Shiid 755,000 [IETH
Online Demo .+ [ 3  CHOW, PUISHAN XX856293(8) Chinese 910950111 143922 |E50
FAQs 3 01/04/2011 to
iy ] 4  TANG, KIN WING AUGUSTUS XX780546(2) English sl 5610705 [IETH
elate
: . 01/04/2011 to
Information 5 WONG,RALPH YY820311(8) Chinese  yoer?’ 276,000 [T
E-Seminar for
Employers
How to complete and
when to submit the
Employer's Return NOTE:
Employer's The Inland Revenue Department does not retain the information set out in the draft return. Before you exit the application, please click "Save Draft”
Obligations button to save the draft returns to your computer or storage device
eTAX Terms &
Conditions

eTAX Security

Contact Us -~

Step 5of 6
eTAX Help -+
Desk
Porformance &
HONG

KONG
e

About GovHK | Copyright Notice | Privacy Palicy | Disclaimer

Note

Click the relevant “Edit” button, you may make amendment, as appropriate, to
(@) Name of Employer (paragraph 2.1.6),

(b) Self-selected Key (paragraph 2.1.7), or

(c) Individual employee’s information (paragraphs 2.1.2 to 2.1.4).
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2.1.6 Check Control List - Amend Name of Employer

Step 1 Completion of Employer's Return

Read Important
Notes

Step 2 Step § - Check Control List

Enter Employer's

Reference Employer's Reference:

Step 3 Name of Employer:

Select Return Form

Step 4 Amend Name of Employer to
Complete

Employee’s /

Recipient's

Particulars

Step 5
Check Control List

Step 6
Complete and Save
Return

Online Demo -
FAQs -+

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us o

eTAX Help -
Desk

Performance. -+
Pledge

About GovHK | Copyright Motice | Privacy Paolicy | Disclaimer

81240001
MOUNTAIN ROCK ZZ CO_, LTD

Discard Change m

Step 5of 6
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2.1.7 Check Control List - Change Self-selected Key

Step 1 Completion of Employer's Return
Read Important
Motes

Step 2 Step 2 - Enter Employer's Reference

Enter Employer's
Reference Self-selected Key: A1A2A3A4

Step 3
Select Return Form Amend Self-selected Key to

Step 4

Complete MOTE -
Employee’s /
Recipient's
Particulars

The Self-selected Key should consist of 6 to 8 characters.

Step 5
Check Control List

Step 6
Complete and Save
Return

Online Demo -4
FAQs b

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us s

eTAX Help e
Desk

Performance -+
Pl

About GovHK | Copyright Notice | Privacy Policy | Disclaimer

Discard Change m

Step 2 of 6
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2.1.8 Enter Employer’s Contact Details for BIR56A

Step 1
Read Important
Motes

Step 2
Enter Employer's
Reference

Step 3

Select Return Form

Step 4
Complete
Employee’s /
Recipient's
Particulars

Step 5
Check Control List

Step 6

Complete and Save
Return

Online Demo -4
FAQs -+

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return
Employer's
Obligations

eTAX Terms &
Cenditions

eTAX Security

Statement

Contact Us E 4
eTAX Help —f
Desk
Performance -+

Pledg

Completion of Employer's Return - IR56B

Step 6 - Complete and Save Return

Employer's Reference: 81240001

Name of Employer: MOUNTAIN ROCK ZZ CO.,LTD
Employer's Centact Details
POSTAL ADDRESS

If you have not informed the Department of your current postal address previously, please input the new address below

Address in English
Flat / Room Block Floor

Name of Building

No. & Name of Street

District

Area”™ 1 Hong Kong ' Kowloon ) New Territories ©) Foreign

Address either in English or in Chinese

Area® () Hong Kong ' Kowloon ) New Territories ) Foreign
(Ifyou wish to change your business address, you may use the "Change of Business Reqgistration Particulars”™ Service under e TAX or furnish
details on the form RC31114)
Employer's e-mail address - www(@abcwww_com

(for dispatch of general tax information)

Fields with * are mandatory.

[ Control st | Glear | Save Drat | Continue |

Step 6 of 6
HONG

KONG

About GovHK | Copyright Motice | Privacy Policy | Disclaimer
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Completion of Employer’s Returns/Notifications
2.1.9 Input Designation of Filer and E-mail Address for Acknowledgement

Step 1 Completion of Employer's Return
Read Important
IMotes
Step 2 Step 6 - Complete and Save Return
Enter Employer's Employer's Reference: 81240001
Reference
Name of Employer: MOUNTAIN ROCK ZZCO.,LTD
Step 3
Select Return Form
Step 4 Please select business type and state the Designation of Filer *
Complete X
Employee’s / For a corporation
Recipient's Company Secretary
Particulars
Step 5 For Corporate Secretary, enter company name
Check Control List

Step 6

Complete and Save
Retumn

Online Demo -
FAQs 4

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

@ Manager
Director
For Corporate Director, enter company name

Post Title (if applicable) SENIOR VICE PRESIDENT

For an unincorporated business
Sole Proprietor

Precedent Partner

For a Body of Persons

Principal Officer

Em.ployfer's Employer
Obligations
STAX Terms & Post Title (if applicable)
Conditions
eTAX Security
Statement Employer's Telephone No. 12345678
Contact Us -+
E-mail address(es) to which acknowledgement of submission of the Forms be copied (Optional):
eTAX Help .
Desk 1 wwrw(@abcwww.com
M«mw 4 2 www@ddexxor.com
NOTE

The acknowledgement will be copied to the above designated e-mail address(es). Please remind the recipient(s) to configure their e-mail seftings
or spam filters to accept the acknowledgement e-mails.

Fields with * are mandatory.

Control List m

Step 6 of 6

HONG

—~_KONG
N =

About GovHK | Copyright Notice | Privacy Policy | Disclaimer

Notes
(a)
(b)

Select the appropriate business type.

State the Designation of the Filer. You may enter the “Post Title” of the Filer
on top of his/her capacity as “Manager”, “Director”, “Principal Officer” or
“Employer”, if applicable.
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2.1.10 Save for Submission
Step 1 Completien of Employer's Return
Read Important
Notes
Step 2 Step 6 - Complete and Save Return
Enter Employer's
Reference Employer's Reference: 81240001
Step 3 Name of Employer: MOUNTAIN ROCK ZZ CO., LTD
Select Return Form
Self-selected Key: A1A2A3A4
Step 4
Complete
Employee's /
Recipient's Control List for Employer's Return
Particulars
Step 5 IR56B - Employer's Return of Remuneration and Pensions for the year from 1 April 2011 to 31 March 2012
Check Contral List i i Total
Printing Period of
No. N f Empl HKIC No. |
Step 6 o ame of Employee o Language Employment "ﬁ_?:'ﬁ
Complete and Save
o 1 CHAN, MEINGO XX123456(0) English  Jioazoilte 174760
Online Demo -4 : 01/04/2011 to
FAa 2 CHEUNG, CINDY YY778899(6) English 21/03/2012 755,060
s B
: 01/04/2011 to
Related 3 CHOW, PUI SHAN XXB56293(8) Chinese 21/03/2012 143922
Infi ti
il 4 TANG, KIN WING AUGUSTUS XX780546(2) Engish  oao01n 5610705
E-Seminar for
Employers 01/04/2011 to
5 WONG, RALPH YY820311(8) Chinese 31/03/2012 276,000

How to complete and

when to submit the m

Employer's Return

Employer's
Obligations
STAX Tarms 8- MNumber of Set(s) of Form IR56B - 5
Conditi )

i Employer's Contact Details -
eTAX Security ] )
Stitament New Postal Address : Not Applicable

E-mail Address : www@abcwww.com
Telephone No. - 12345678

Contact Us A

eTAX Help 4
Desk Signed by : MANAGER (SENIOR VICE PRESIDENT) of MOUNTAIN ROCK ZZ CO., LTD

Performance -+ Check Sum - 096A7 C2A2C B5FTA 3C3A7 85636 DAGT7 2BB18 5DB29

E-mail address(es) to which the acknowledgement of submission of the return to be copied:
www(@abcwww.com and www@ddexxx.com

NOTES

1. If any information on the return is not correct, please click on the "Edit” butlon to make the amendments. Otherwise, click on the "Save For
Submission” button to store the information in your own computer or other storage device. The signer can use the Completion and/or Submission
Senvice to retrieve the same file for submission.

2. The Check Sum above is derived from the information you entered in the return. The same value will be shown on the acknowledgement after
submission ofthe return provided there is no change to the return content that is submitted through the Completion and/or Submission Senvice.

3. The Inland Revenue Department does not retain the information set outin the draft return. Before you exitthe semvice, please click on the "Save
For Submission” button to tempaorarily save the draft return for subsequent editing or submission by a designated eTAX Account holder

| Back || View Draft BIR56A | PrintAll | Print Control List )| Save For Submission

Step 6 of 6
HONG

— KONG

About GovHK | Copyright Natice | Privacy Palicy | Disclaimer
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2.1.11 Save Draft Return

Step 1 Completion of Employer's Return
Read Important
Notes

Step 2 Step § - Check Control List

Enter Employer's
Reference Please click on the "Save" button if you wish to save the completed return.

Step 3
Select Return Form

Step 4 Please note:

Complete

Employee's / 1. Please click on the "Save" button if you have checked the information shown on the Control List in Step 6 is in order. You
can use the Completion Service to retrieve the information saved and continue to complete further returns later on or an

Recipient’s
g eTAX Account holder can use the Completion and/or Submission Service to file the return.

Particulars

Step 5 2. The Inland Revenue Department does not retain the information you keyed in. You should save the information in your own
Check Control List computer or other storage device.

Step 6 Tips on Data Security:

Complete and Save

Return You should take appropriate measure to protect the saved file from unauthorized access. For information on data security,
please visit the Infosec website at www.infosec.gov.hk.

Online Demo -

FAQs 4
Related

Information m

E-Seminar for
Employers g

How to complete and
when to submit the
Employer's Return

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us -+

eTAX Help e
Desk

Porformance -+
Pledge

About GovHK. | Copyright Matice | Privacy Paolicy | Disclaimer
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Completion of Employer’s Returns/Notifications
2.1.12 Save Draft Return
When saving draft return, the following screen will pop up.
(@) For Internet Explorer (version 9)
Please click on the “w* to select the option of ‘Save As’.

TERNAFEZRE vatd.ird.gov.hk £ ER-X000(0001-BIR56A-2012-draft.dat (27.5 KE) [§? HE(O) #=e |- R0

x

i)
Hamia
WewmEL

CeRuaBETRE vatdird.gov.hk i1 ER-)OO0001-BIRS6A-2012-draft.dat (27.5 KE) IA? L |-l /s |-

(b)  For Internet Explorer (version earlier than 9)

21|
M O: | ER -] « @ ek E-
184 Q0 |ER-XXXX0001-BIRS6A-2011-dreftdat v FEE
Aoyl TTEARAY(D): | dat3TRF ~| i |
7

The default filename will include part of your business registration number
and one of the following:-

(@) form type and year; or
(b) date and time of saving the file.

Examples of default filename:-

Type of Return file Default filename

BIR56A/IR56B ER-XXXX0001-BIR56A-2012-draft.dat
IR6036B/IR56M ER-XXXX0001-IR6036B-2012-draft.dat
IRS56E/F/G/B/M ER-XXXX0001-20120430-123050.dat

Change of the filename is allowed.

Inland Revenue Department 21



efiling =
Employer's Return

Screen shots of the e-filing services

Completion of Employer’s Returns/Notifications

2.2 Import Data From a Previously Submitted Annual Return File
At Step 2, select the buttons “Start to complete a new return” and “Complete by
importing data from a previously submitted Annual Return file”. Then,
browse/enter the location/folder of your computer to retrieve the previously
submitted Annual Employer’s Return file to the Department under eTAX
facilitating the import of personal particulars of the employees.

Step 1 Completion of Employer's Return

Read Important

Motes

Step 2 Step 2 - Enter Employer's Reference

Enter Employer's

Reference Enter Employer's Reference

Step 3 ®  Business Registration Number 81240001

Select Return Form
Employer's File Number (e.g. 6A1-X000000CX) (for having no Business

Step 4 Registration Number) =
Complete
Employee's /
Recipient's Please select
Particulars @  Start to complete a new return
Step 5 "
Check Control List Enter a new Self-selected Key (Note 1) ATAZA3A4
Step 6 [ Complete by keying in data
Complete and Save
Retim Name of Employer
Online Demo - @  Complete by importing data from a previously submitted Annual Return file (Note 2)
FAQs e File location and name D:\erfile\2012\ER-XXXX0001-BIR56A-2011 dat . |
Related Enter the TRN of the previously submitted Annual Return file (Mote 3) * 6121302261392604
Information
Upload a data file containing IR56B records for Annual Return (Note 4)
E-Seminar for
Employers

Continue to complete a partially completed return
How to complete and
when to submit the File location and name
Employer's Return .
Enter the inputted Self-selected Key for opening the file *
Employer's
Obligations

eTAX Terms & Z6VO

Conditi
oneriens Please enter the characters as shown in the image * z6y0
eTAX Security
Statement NOTES
Contact Us s i ;’II;e inputted Self-selected Key should consist of 6 to & characters which will be served as authentication of subsequent opening of a saved

eTAX Help - You can make use of a previously submitted Annual Return file of IREEBARSEM (Criginal) for importing the Personal Particulars of the
Desk employeesirecipients.
3 The Transaction Reference Number (TRN) of the submitted Annual Return file can be found in the Acknowledgement.

%m‘_& S 4 You may complete the Annual Return (BIR564 and IRSEB) by uploading a data file containing IRSEB records up to 200 records (the
maximum). The data file for Internet submission must be extracted from either IRS6B Software provided by IRD or an approved software self-
developed by Employer IR56B software provided by IRD can be downloaded from IRD Homepage The software self-developed by the
employer must be pre-approved by IRD. Please refer to IRD Homepage for the relevant requirement specifications and application
procedures

Fields with * are mandatory.

[Back | ciear | coninue |

Step 2 of 6
HONG

—._ KONG
D

About GovHK | Copyright Notice | Privacy Palicy | Disclaimer

Note

You have to enter the Transaction Reference Number (TRN) of the submitted Annual
Return file correctly in order to open the submitted file. The TRN can be found in
the Acknowledgement of the submitted file. Please refer to Appendix D.
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2.2.1 Select the Type of Return Form to be Submitted

Select the appropriate type of Return form you are going to prepare, that is, the

[1] b 7 [1] 1 H
Annual Employer’s Return” or ad hoc “Other Notifications and/or
. . . . .
Corrections”.  Select the former in the present case for illustration.

Step 1
Read Important Completion of Employer's Return
Motes
Step 2
Enter Employers Step 3 - Select Return Form
Reference
Step 3 - i
Select Retum ot Please select one of the following options:
Step 4 @ Annual Employer's Return
Complete BIR56A - Annual Employer's Return of Remuneration and Pensions
Employee’s /
Recipient's For year ended 31 March 2012 - |
Particul

areviars ® BIR56A and IR56B [Originall
Step 5
Check Control List BIR5EA only (nil return of IR56B)
Step Other Notifications and / or Corrections
Complete and Save
Return Notification of Employees
Online Demo - IR56F/G [Original / Additional Income / Replacement]
FAQs ) IR56F - An employee who is about to cease to be employed

IR56G - An employee who is about to depart from Hong Kon

Related £y B 4 &
Information Correction of Annual Return / Notification
E'Se‘“‘i”ar for IRE6B - Employer's Return of Remuneration and Pensions

mployers
T ‘ g - "Original" for form not previously filed

ow to complete an
Wi 1 Subfm the - "Additional” for income not previously submitted
Employer's Return - "Replacement" for replacement of previously submitted form
Employer's
Obligations ATTENTION:
TAX Terms & 1 For completion by keying in data, you can submit up to 30 IR56 forms at a time. For submission of Annual Return (BIR56AIR56B) and Annual
Cditions MNotification (IR6036BARSEM), you can only file once for each year of assessment and therefore you cannot use this service for filing BIRG6A

with more than 30 IR56B forms or IRG036B with more than 30 IRS6M forms

eTAX Security 2. Alternatively, you may complete the Annual Return (BIR56A and IR5EB) by uploading a data file containing IRS6B records up to 200 records

(the maximum). In using the uploading service, the data file that can be uploaded must be extracted from either IRSEB software provided by

pifement IRD or a pre-approved software self-developed by Employer. [R568 software provided by IRD can be downloaded from IRD Homepage

Contact Us e Software self-developed by an employer must be in accordance with the requirements specified by IRD and prior approval in writing from IRD
must be obtained first before use. Please refer to IRD Homepage for the relevant requirement specifications and application procedures

eTAX Help B (The file uploading function is not applicable to IRG0368 and IRSEM forms)

Desk

Performance -+
P,

Fields with ® are mandatory.

Step 3 of 6
HONG

—_KONG
D

About GovHK | Copyright Natice | Privacy Policy | Disclaimer

Inland Revenue Department

23



Screen shots of the e-filing services

efiling =
Employer's Return

Completion of Employer’s Returns/Notifications

2.2.2 Select the Employee’s Records for Preparing New IR56B (Original)

Select the records of the employees from the previously submitted Annual
Employer’s Return file for importing their personal particulars to the new
returns.

Step 1
Read Important
Notes

Step 2

Enter Employer's
Reference

Step 3

Select Return Form

Step 4
Complete

Employee’s [
Recipient's
Particulars

Step §
Check Control List

Step 6
Complete and Save
Return

Online Demo
FAQs B 3

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employers Return

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us 3

eTAX Help &
Desk

Porformance -
Plodge.

Completion of Employer’s Return

Step 4 - Complete Employee's | Recipient's Particulars

Employer's Reference: 6A1 - 81240001
Name of Employer: EfAZ ZHIREAH

MOUNTAIN ROCK ZZCO.,LTD

Self-selected Key: A1A2A3A4

Importing employees' particulars from a previously submitted Annual Return file

Click

to No. Name of Employee

Select

Ei} 1 CHAN, MEINGO

i) 2 CHEUNG, CINDY

&l 3 CHOW, PUI SHAN

G} 4 TANG, KIN WING AUGUSTUS
¥ 5 WONG, RALPH

The data of selected employee(s)recipient(s) will be imported.

About GovHK | Copyright Notice | Privacy Policy | Disclaimer

HKIC No.

XX123456(0)
YY778899(6)
XXB56293(8)
XX780546(2)
YY820311(8)

Step 4 of 6

HONG

KONG
NS
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2.2.3 Input the Relevant Data for New IR56B (Original)
As only the personal information of the selected employees are transferred,
you must click the “Edit” button of the respective employee in the Control List
to input the income details and other relevant information as appropriate.

Step 1 Completion of Employer's Return
Read Important

MNotes

Step 2 Step 5 - Check Control List

Enter Employer's Employer's Reference: 6A1 - 81240001
Ref:
RIS Name of Employer: EfRZ ZHIRERA

Step 3 MOUNTAIN ROCK ZZ CO., LTD

Select Return Form

Self-selected Key: A1A2A3A4
Step 4
Complete /A Error
Employee's /
Recipient's « The record marked by triangle need further verification. Please click "EDIT" button to verify the data and make amendment if

Particulars necessary. [612-E-0360]
Step 5 The record marked by triangle need further verification. Please click "EDIT" button to verify the data and make amendment if
Check o necessary [E12-E-036q] o . .
i~ The record marked by triangle need further verification. Please click "EDIT” button to verify the data and make amendment if
Step 6 necessary. [612-E-0360]
The record marked by triangle need further verification. Please click "EDIT” button to verify the data and make amendment if
necessary. [612-E-0360]
The record marked by triangle need further verification. Please click "EDIT" button to verify the data and make amendment if
Online Demo - necessary. [612-E-0360]

Complete and Save
Return

FAQs -~
Related
Information IR56B - Employer's Return of Remuneration and Pensicons for the year from 1 April 2011 to 31 March 2012
. Click e : Total
E-Seminar for Printing Period of
t Ne. N £ Empl HKIC No. I
Employers dDeIete ° ame of Employee o Language Employment "[':_‘I:R"se}
How to complete and : 01/04/2011 t
hents bt E 1A CHAN MEINGO XX123456(0) Engish 5103201 10 E3
Employer's Return
01/04/2011 to
Employers = 24 CHEUNG, CINDY YY778899(6) English e E3
Obligations 01/04/2011 to
& 34 CHOW, PUI SHAN XX856293(8) Chinese E3
oTAX Terms & 31/0372012
Conditions [l 44 TANG, KIN WING AUGUSTUS XXTB0546(2) Engish  oiioaro01s 1 E3
i 01/04/2011 to
Statement Fl  5A WONG,RALPH YY820311(8) Chinese 91022013 E3

Contact Us s

cTaxhep

Desk

Performance -+ NOTE:

The Inland Revenue Department does not retain the information set outin the draft return. Before you exit the application, please click “Save Draft”
button to save the draft returns to your computer or storage device

Step 50of 6

HONG

KONG

After completing all the relevant information of the selected employees, you should
proceed to check the Control List and take other actions as detailed in paragraphs
2.1.5t0 2.1.12 as appropriate.

About GovHK | Copyright Notice | Privacy Policy | Disclaimer
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2.3 Upload a Data File Containing IR56B Records

Exported From IRD IR56B Software / Employer’s Self-developed Software

For filing not more than 200 sets of IR56B records, employer may use the IRD
IR56B software (version 4.1) or his/her pre-approved Self-developed Software
to prepare the IR56B records and then export the records to a file in an
alternative XML format for submission to IRD using the Completion and/or
Submission Service.  Employer has to complete the BIR56A online
accompanied by uploading the exported data file containing the IR56B records.
For further information on exporting the IRD56B records from the IRD IR56B
Software, please refer to paragraph 9, entitled “Exporting IR56B Records in Soft
Copies for Submission to IRD” of the Installation and Operation Guide for
Inland Revenue Department Software for IR56B (Version 4.1) Preparing Annual
Employer’s Return (IR56B) in Computerized Format at IRD Homepage
[http://www.ird.gov.hk/eng/ese/erc.htm#03] or some screens extracted at
Appendix E of this Guide.

Step 1 Completion of Employer's Return
Read Important

Notes

Step 2 Step 2 - Enter Employer's Reference
Enter Employer's

Reference Enter Employer's Reference

Step 3 @  Business Registration Number 81240001
Select Return Form
Employer's File Number (e.g. 8A1-X0000XX) (for having no Business

Step 4 Registration Number)

Complete
Employee's /
Recipient's Please select
Paricuiars Start to complete a new return
Step §
Chefy Contral List Enter a new Self-selected Key (Note 1) *
Step 6 Complete by keying in data
Complete and Save
Return Name of Employer
Online Demo & Complete by importing data from a previously submitted Annual Return file (Note 2)
FAQs 4 File location and name
Related Enter the TRN of the previously submitted Annual Return file (Note 3) *
Information
@  Upload a data file containing IR56B records for Annual Return (Note 4)
E-Seminar for
Employers

Continue to complete a partially completed return
How to complete and
when to submit the File location and name
Employer's Retum
Enter the inputted Self-selected Key for opening the file *
Employer's
Obligations

eTAX Terms & fh IO

RIS Please enter the characters as shown in the image * fhlo
eTAX Security
Statement

NOTES
Contact Us & 1 The inputted Self-selected Key should consist of 6 to 8 characters which will be served as authentication of subsequent opening of a saved
file
eTAX Help > 2 You can make use of a previously submitted Annual Return file of IRSEBARS6M (Original) far importing the Personal Particulars of the

Desk employeesirecipients.
s 3 The Transaction Reference Number (TRN) of the submitted Annual Return file can be found in the Acknowledgement.

Mwmw 4 4 You may complete the Annual Return (BIRS6A and IRS6B) by uploading a data file containing IR56B records up to 200 records (the

maximum}. The data file for Internet submission must be extracted from either IRS6B Software provided by IRD or an approved software self-

developed by Employer. IR66B software provided by IRD can be downloaded fram IRD Homepage. The software self-developed by the

employer must be pre-approved by IRD. Please refer to IRD Homepage for the relevant requirement and

procedures

Fields with * are mandatory.

[Beck | ciear | continue

Step 2 of 6
HONG

— KONG
e
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2.3.1 Source of the Uploading IR56B Records File
Select the appropriate source from which the IR56B records are originated and
the relevant year ended 31 March. Then, browse/enter the location/folder to
retrieve your uploading data file.

Step 1 Completion of Employer's Return
Read Important

Notes

Step 2 - Enter Employer's Reference

Step 2

Enter Employer's
Reference State the source of the uploading IR56B records file :
Step 3

Select Return Form @ from IRD IR56B Software

Step 4

Complete (& from Approved Self-developed IR56B software
Employee's /
Recipient's
Particulars

For year ended 31 March 2012 - |=

Step 5 Location and name of the IR56B records file to
Check Control List be uploaded

Step 6

Complete and Save NOTES

Return

D-\e-filing\81240001 XML

1. You may upload a data file containing IR56B records up to 200 records (the magimumy).

Online Demo & 5 The data file for Internet submission must be extracted from either IR56B software provided by IRD or an approved software self-developed by
FAQs ~ the employer. |R56B software provided by IRD can be downloaded from IRD Homepage. The software seli-developed by the employer

must be pre-approved by IRD. Please refer to IRD Homepage for the relevant requirement specifications and application procedures.
Related

Infermation

E-Seminar for
Employers Fields with * are mandatory.

How to complete and

Employer's Return
Step 2 of 6

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us B

eTAX Help e
Desk

Performance -+
e

HONG

— KONG
g
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2.3.2 List of Errors
Some validations and checking will be performed to the data in the uploading
file.
(a) If critical error is detected, the processing will be stopped by displaying
the relevant error message as below:-

Step 1 Completion and/or Submission of Employer's Return
Read Important

Motes

Step 2 Step 2 - Enter Employer's Reference

Enter Employer's Employer's File Number: 6A1 - 81240001
Name of Employer: MOUNTAIN ROCK ZZ CO., LTD.

Reference

Step 3

Select Return Form

Step 4

Complete

Employee’s / Error(s) found in the upload data file

Ry t
P:;I\?j!r:. The number of IR56B records <NoRecordBatch= in the IR56B records file is over 200. [612-E-0710]

Step §
Check Control List

Step 6 NOTES :

Complete Retam 1. Please exitthe application and rectify all the errors using your source application (i.e. IRD IR56B software / Employer's self-developed

Step 7 software) and then extract the IRS6B records to a data file (in “xmI” format) for upload again
Sign and Submit 2. Ifyouruploaded file contains more than 200 IRSEB forms or the file size exceeds 5 megabytes, it cannot be accepted through this Internet
Step 3 senvice. Then, you have to submit a duly signed BIR58A and Control List together with a diskette containing the IR5EB records in an alternative

specified format ("mdb” / "tt") for physical submission to IRD.
Acknowledgement

Online Demo -

FAQs -
2 Print This Page

Related
Information Step 2 of &

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

Employer's
Obligations

eTAX Terms &
Conditions

aTAX Security
Statement

ContactUs o

eTAX Help g
Desk

Performance -+
Phdge
HONG

—KONG
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2.3.2 List of Errors

(b) The first 50 errors, if applicable, found in the IR56B record file will be

displayed as below.

Step 1 Completion of Employer's Return
Read Important
Motes
Step 2 Step 2 - Enter Employer's Reference
Enter Employer's Employer's Reference: 6A1 - 81240001
Refere
a1+ Name of Employer:  MOUNTAIN ROCK ZZ CO., LTD.
Step 3
Select Return Form
Step 4
Complete Error(s) found in the upload data file
Employee's / B ; . .
Recipient's Errors in Employer's details and filing:
Particulars Submission date <SubDate> must not be blank.
Step 5
Check Contral List Errors In Employee's details in IR56 Form:
Step 6 Record No. HKIC No. Error message
g”;ﬂplme ark Save 000001 A123456(3) Amount of Salary/\Wages <AmtOfSalary= must be numeric.
eturn
000001 A123456(3) Total income amount is not match with the sum of detailed income.
Online Demo -
000003 C123458(9) Unrecognized characters/symbol found in Surname <Surname>.
FAQs 000004 D123456(1) Amount of Bonus <AmtOfBonus= must be numeric.
F?lat‘?d 000004 D123456(1) Total income amount is not match with the sum of detailed income.
nformation
000005 E123456(4) Sumame <Surname= must not exceed 20 characters.
E-Seminar for
NOTE
Employers

Please exitthe application and rectify all the errors using your source application (i.e. IRD IRSEB software / Employer's Self-developed software)

How to complete and 5540 extractto 3 data file for upload again.

when to submit the
Employer's Return

Employer's
Obligations

eTAX Terms & Print This Page

Conditions A
ep 2 o

eTAX Security

Statement

Contact Us R 3

eTAX Help it
Desk

Performance -
Phdge
HONG

— KONG
e

About GovHK | Copyright Matice | Privacy Policy | Disclaimer

(c) Employer should print the list in any case and exit the eTAX service to
tidy up the irregularities in his/her source application [i.e. the IRD IR56B
software (version 4.1) or Employer’s pre-approved Self-developed

Software].
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2.3.3 Control List for Uploading IR56B Records

A check sum will be generated for the uploaded data which will be displayed
in the Control List for reference if no irregularity is detected. You may print
the Control List for the Filer’s reference before you press the “Exit” button.

Step 1

Read Important
Notes

Step 2

Enter Employer's
Reference

Step 3

Select Return Form
Step 4
Complete
Employee's /
Recipient's
Particulars

Step b
Check Control List

Step 6
Complete and Save
Return

Online Demo -
FAQs -+

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

Employers
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us e d

eTAX Help . 3
Desk

Performance, -+
Phodge

Completion of Employer's Return

Step 5 - Check Control List
Employer's Reference: 6A1 - 81240001
Name of Employer: MOUNTAIN ROCK ZZCO.,LTD

Number of set(s) of Form IR56B - 10
Grand Total income of all Form IR56B(s) : 5,148,889
Check Sum - 004F2 ETA4B 8C31F BADIC 4AC98 88BAE 6720F EB414

Please check the correctness of the Form IR56B(s) before you quit the application by the above "Exit" button.

IR56B - Employer's Return of Remuneration and Pensions for the year from 1 April 2011 to 31 March 2012

Total
No. Name of Employee HKIC No. Income

(HKS)
1 CHAN, MEI MEI XX123456(0) 174,760
2 CHAU, CHI WAI YY&67891(3) 2,175,665
3 CHEUNG, WENDY YY778899(6) 755,060
4 CHOW, PUI SHAN XX856293(8) 143,922
5 FAN, LUNG PING YY801017(4) 353,740
6 HUI, PUI WAH YY234567(0) 102,980
F KO, ON YEE, TALE XX112233(9) 367,500
8 LAM, KIN KA XX811798(5) 525,000
9 LEUNG, KA MAN YYG99927(6) 437,605
10  LEUNG, WING SZE YYG99524(6) 112,657

Print this Page m

Step 5 of 6

HONG

— KONG
N

About GovHK | Copyright Notice | Privacy Palicy | Disclaimer

Inland Revenue Department 30



efiling
2
Employer's Return

Desk

Performance. -+
Pledge

- . -
Screen shots of the e-filing services —<p
. 5 . .
Completion of Employer’s Returns/Notifications
3. Completion of Annual Notification IR6036B/IR56M
You can either complete Annual Notification by:-
(@ keying in the data;
(b) importing data from a previously submitted Annual Notification
file; or
(c) continuing to complete a partially completed return file.
Step 1 Completion of Employer’'s Return
Read Important
Notes
Step 2 Step 2 - Enter Employer's Reference
Enter Employer's
Reference Enter Employer's Reference
Step 3 @  Business Registration Number 81240001
Select Return Form
Employer's File Number (e g. 6A1-XXCCKXXX) (for having no Business
Step 4 Registration Number) o
Complete
Employee's /
Recipient's Please select
Particulars @  Start to complete a new return
Step 5 5
Check Contral List Enter a new Self-selected Key (Note 1) A1AZAIAL
Step 6 @  Complete by keying in data
Complete and Save
Retumn MName of Employer MOUNTAIN ROCK ZZ CO_, LTD
Online Demo - Complete by importing data from a previously submitted Annual Return file (Note 2)
FAQs s File location and name
Related Enter the TRN of the previously submitted Annual Return file (Note 3) *
Information
- Upload a data file containing IRS6B records for Annual Return (Note 4)
E-Seminar for
Empl
Ll Continue to complete a partially completed return
How to complete and
when to submit the File location and name
Employer's Return x :
Enter the inputted Self-selected Key for opening the file *
Employer's
Obligations
eTAX Terms & 3
Conditions : - A el VCWk s
Please enter the characters as shown in the image * ycwk g
eTAX Security
Statement NOTES -
Contact Us e 1. The inputted Self-selected Key should consist of 6 to 8 characters which will be served as authentication of subsequent opening of a saved
file
eTAX Help e 2 You can make use of a previously submitted Annual Return file of IRSEBARSENM (Criginal) for importing the Personal Particulars of the

employeesirecipients.

3 The Transaction Reference Number (TRN) of the submitted Annual Return file can be found in the Acknowledgement.

4. You may complete the Annual Return (BIR56A and IR56GB) by uploading a data file containing IR568 records up to 200 records (the
maximumy). The data file for Internet submission must be extracted from either IRS6B Software provided by IRD or an approved software self-
developed by Employer. IRE68 software provided by IRD can be downloaded from IRD Homepage. The software self-developed by the
employer must be pre-approved by IRD. Please refer to IRD Homepage for the relevant requirement specifications and application
procedures.

Fields with * are mandatary.

Step 2 of 6
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3.1  Key in Data Online

Select the buttons of “Start to complete a new return” and “Complete by
keying in data” as in Completion of Annual Employer’s Return for BIR56A
and IR56B detailed in paragraph 2.1.

Select Return Form — IR6036B and IR56M

Select second button of “Notification of Remuneration Paid to Persons Other
Than Employees” under the “Annual Employer’s Return / Notification”.
Select the respective “Year” ended 31 March and enter the date of issue of
IR6036A. Input screens for IR56M will be displayed if “IR6036B and
IR56M [Original] is selected after clicking the “Continue” button. Please
refer to paragraph 3.1.4 if the button of “IR6036B only (nil return of IR56M)”
is selected.

3.11

Step 1
Read Important Completion of Employer's Return
Motes
Step 2
Enter Employer's Step 3 - Select Return Form
Reference
Step 3
SeieZt Returmn Eate) Please select one of the following options:
Step 4 @ Annual Employer's Return / Notification
Complete BIRE6A - Annual Employer's Return of Remuneration and Pensions
Employee's /
Recipient's For year ended 31 March t =
Particulars
BIR56A and IR56B [Original]
Step 5

Check Control List BIR56A only (nil return of IR56B)

Inland Revenue Department

Step 6
c P . @ MNotification of Remuneration Paid to Persons Other Than Employees
omplete and Save
e — For year ended 31 March 2012 2l
Bnline Demoid Date of issue of IR6036A * 01 /04 I 2012 (DDIMMIYYYY)
FAQs fl*
@ IR6036B and IR56M [Original]
Related
Information ' IRBO36B only (nil return of IR56MM)
ESeimnargy Other Notifications and / or Corrections
Employers
Notification of Employees

How to complete and
when to submit the IRS6E/F/G [Original / Additional Income / Replacement]
Sl IR56E - An employee who commences to be employed
g:‘l_p‘”?“*"a IR56F - An employee who is about to cease to be employed

igations

IR56G - An employee who is about to depart from Hong Kong
eTAX Terms &
Conditions Correction of Annual Return / Notification
eTAX Security IR56B - Employer's Return of Remuneration and Pensions
Stat: it
il IR56M - Remuneration Paid to Persons Other Than Employees
Contact Us i - "Original” for form not previously filed
eTAX Help “* - "Additional” for income not previously submitted
P - "Replacement” for replacement of previously submitted form
Porformance -+
Phdge ATTENTION:
1 For completion by keying in data, you can submit up to 30 IR56 forms at a time. For submission of Annual Return (BIRSBAIRS568B) and Annual

MNotification (IR6036BNR56M), you can only file once for each year of assessment and therefore you cannot use this service for filing BIRS6A
with more than 30 IR56B forms or IRG036B with maore than 30 IRS6M forms

2. Alternatively, you may complete the Annual Return (BIRS6A and IR568B) by upleading a data file containing IR56B records up to 200 records
(the maximumy). In using the uploading service, the data file that can be uploaded must be extracted from either IR56B software provided by
IRD or a pre-approved software self-developed by Employer. IR568B software provided by IRD can be downloaded from IRD Homepage
Software self-developed by an employer must be in accordance with the requirements specified by IRD and prior approval in writing from IRD
must be obtained first before use. Please refer to IRD Homepage for the relevant requirement specifications and application procedures
(The file uploading function is not applicable to IRG0326B and IRSE6M forms)

Fields with * are mandatory.

[ Back | Continue |

Step 3 of 6

HONG

D o
==

32

About GovHK | Copyright Notice | Privacy Policy | Disclaimer




efiling =
Employer's Return

Screen shots of the e-filing services

Completion of Employer’s Returns/Notifications
3.1.2 Complete IR56M - Input Screen No. 1/2 “Recipient’s Details”

™S~

Y

Step 1 Completion of Employer's Return - IR56M
Read Important
Motes s 5
Recipient's Details Income Details
Step 2
Enter Employer's . N . . .
Rohorante Step 4 - Complete Employee's | Recipient's Particulars
Step.3 Payer's Employer's Reference: 81240001
Select Return Form
Step 4
Complete A 2 = . :
Employee's / Language for printing this form @ Chinese ©  English
Recipient's Type of form Original
Particulars
Step b
Check Control List Recipient's Details
Step 6 Please select an option *
Complete and Save o
Retum For a person other than an individual or a corporation

(Form IR56M is not required for payments made to corporations)

Online Demo -

x
FAQs = Name of Company
Related Business Registration No.
Information
@  For an Individual
E-Seminar for
Employers Salutation * o Mr. & Mrs. @ Ms. @ Miss
How to complete and Surname in English * IP
when to submit the
Employer's Retumn Given Name in English * LAI LING
Employers Full Name in Chinese
Obligations
ST | et H.K. ldentity Card No. XX856293 (8 )
Conditions Passport No. & Country of Issue (If the Individual has no H.K.
eTAX Security Identity Card)
Statement Sex * ) Male @ Female
ContactUs -~ Marital Status " Single/MWidowed/Divorced/Living Apart @ Married
;TA:: Help ¥ Spouse's Name (Surname first, e.g. Chan, Tai Man) CHAN, SIU MAN
es

Spouse's H.K. Identity Card No. KA234567 (6 )

P'uFbrmw i

Spouse's Passport No. & Country of Issue

Postal Address®

@  Address in English

Flat / Room C Block D Floor 3

Name of Building TAI FAT BUILDING

No. & Name of Street 70 TAI FAT STREET

District

Area”* Hong Kong ¢ Kewloon ) New Territories ) Foreign

Address either in English or in Chinese

Area® Hong Kong Kowloon New Territories Foreign

Telephone Number

Fields with * are mandatory.

[ Clear | Discard J Save Draft § Continue |

Step 4 of 6
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3.1.3 Complete IR56M - Input Screen No. 2/2 “Income Details”

Step 1 Completion of Employer's Return - IR56M
Read Important
Notes s =
Recipient’s Details  Income Details
Step 2
Enter Employer's g . . . .
Ry Step 4 - Complete Employee's / Recipient's Particulars
Skep Payer's Employer's Reference: 81240001
Select Return Form :
Step 4 Name of Recipient: IP, LAILING
Complete
Employee’s /
Recipient's .
Particulars Income Details
Step §
Check Control List Capacity engaged * AGENT
Step 6
Complete and Save Period for which service was rendered (e.g. From 1 April 2011 to 31 March 2012) *
Return

01 /04 /201 (DDMMAYYY) To 31 /03 /2012 (DDMMAYYY)

Online Demo -

FAQs -  Particulars of income accruing during the period of service: *
Related Particulars Amount(HK$)
Information Type 1: Subcontracting fees 00
E-Seminar for o
Employers Type 2: Commission (note) 100000 QO
How to complete and ~ Type 3: Writer's / Contributor's Fees oo
when to submit the :
Employer's Return Others {a) Ariste's Fees 00
Employer's b) Copyright/ Royalties
Obligations ®) B X -00
AN Torma (c) Consultancy / Management Fees 00
Condit

S (d) Nature 00

eTAX Security
Statement (e) Nature 00

Contact Us ~#  Whether a sum has been withheld from the above payment to settle the tax due by the recipient *

slAheln i © Yes, amount withheld HK$
Desk

Performance -4

M Fields with * are mandatory.

[3sck | ciear | Discara | A ow | saverat | Goninue |

Step 4 of 6
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About GovHK | Copyright Motice | Privacy Policy | Disclaimer

Click the “Add New” button to complete another new IR56M record or click the
“Continue” button to proceed to the Control List after finishing the completion of all
forms.
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3.1.4 Select Return Form — IR6036B only (Nil Return of IR56M)
Upon selection of “IR6036B only (nil return of IR56M)” and after clicking the
“Continue” button, you will go direct to “Step 6 Complete and Save Return”
to specify the reason for furnishing IR56M is not applicable.

Step 1 Completion of Employer's Return - IR56M
Read Important

MNotes

Step 6 - Complete and Save Return

Step 2
Enter Employer's
Reference Payer's Employer's Reference: 81240001
Step 3 Name of Payer: MOUNTAIN ROCK ZZCO.LTD
Select Return Form
Step 4
Complete Number of Set(s) of Form IRS6M: 0
Employee’s /
Recipient's
Particulars
Please select *
Step §
Check Control List @ The Company did not make any payments to persons as specified in Form |R6036A.
Step 6 . The recipients are corporations and / or are local persons who were paid less than the sum specified in Form
Complete and Save ~ IRB036C. Therefore, no Form IRS6M is submitted.

Return Fields with * are mandatory.

Online Demo -

FAQs -+

Related

E-Seminar for Step 6 of 6
Employers

How to complete and
when to submit the
Employer's Return

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us &

eTAX Help S
Desk

Performance -+
Plodge
HONG

KONG
e
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3.1.5 Control List for IR56M

Step 1 Completion of Employer's Return
Read Important

Notes

Step 5 - Check Control List

Step 2
Enter Employer's Payer's Employer's Reference: 81240001
Reference

Name of Payer: MOUNTAIN ROCK ZZ CO., LTD m
Step 3
Select Retum Form  Self-selected Key: A1A2A3A4 E8
Step 4
Complete
Employee's / IR56M - Notification of Remuneration Paid to Persons Other Than Employees for the year from 1 April 2011 to 31
Recipient's March 2012
Particulars 5

Click e s - Total

Name of Recipient Printing Period of
Step 5 to  No- HKIC/BRN La Servi rcome
Step 6 B 1 CHAN, CHIFAI m
Complete and Save . 01/04/2011 t
Retum XX123456(0) Chinese 514025015 2 100,000
Online Demo -+ [ 2 CHEN, MAN m
FAQs 4 : 01/04/2011 to
i YY567891(3) Chinese 21/03/2012 200,000
[Rtonnton 1 3  CHEUNG, TAIMAN E3
E-Seminar for 01/04/2011 to
s YYT778899(6) English 31/03/2012 500,000
How to complete and [ 4 IP, LAILING m
when to submit the
Ermniayers Retim XX856293(8) Enich G bk 100,000
B 5  ABC XXX YYYY ZZZZ COMPANY
Obligations = m
01/04/2011 t

oTAX Terms & 82345672 English 31/03/2012 & 500,000
Conditions

eTAX Security D

elete
Statement -
Contact Us 4

eTAX HEIP . The Inland Revenue Department does not retain the information set out in the draft return. Before you exit the application, please click "Save Draft”
Desk button to save the draft returns to your computer or storage device.

Performance -+
P,

NOTE:

Step 50f 6
HONG

KONG

About GovHK | Copyright Notice | Privacy Policy | Disclaimer

Note

(@) Click the relevant “Edit” button, you may make amendment to Name of Payer,
Self-selected Key and/or Individual recipient’s information, as appropriate,
similar to the “Completion of BIR56A/IR56B” service detailed in paragraphs
2.15t02.1.7.

(b) Click the “Continue” button to proceed further to enter the Designation of Filer,
e-mail address for acknowledgement and save the file for submission. Refer to
paragraphs 2.1.9 and 2.1.12 for details.
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3.2 Import Data from a Previously Submitted Annual Return File

At Step 2, select the buttons “Start to complete a new return” and “Complete by
importing data from a previously submitted Annual Return file”. Then,
browse/enter the location/folder of your computer to retrieve the previously

submitted Annual Notification file to the Department under eTAX facilitating

the import of personal particulars of the recipients.

Step 1 Completion of Employer's Return
Read Important
Notes
Step 2 Step 2 - Enter Employer’'s Reference
Enter Employer's
Reference Enter Employer's Reference
Step 3 @  Business Registration Number 81240001
Select Retun Form
5 4 Employer's File Number (e.g. 6A1-000000) (for having no Business
tep Registration Number) 7
Complete
Employee’s /
Recipient's Please select
Paticilan @ Startto complete a new retum
Step 5 "
Check Control List Enter a new Self-selected Key (Note 1) A1AZAIAL

Step 6
Complete and Save
Return

Online Demo -

Complete by keying in data
Name of Employer

@  Complete by importing data from a previously submitted Annual Return file (Note 2)

FAQs b File location and name D-\erfile\2012\ER-CCX(0001-1R6036B-2011 dat @%
Related Enter the TRN of the previously submitted Annual Return file (Note 3) * £121302261392579
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return
Employers
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us 2

Upload a data file containing IR56B records for Annual Return (Note 4)

Continue to complete a partially completed return

File location and name

Enter the inputted Self-selected Key for opening the file *

4xbn

Please enter the characters as shown in the image * 4xbn

NOTES
The inputted Self-selected Key should consist of 6 to 8 characters which will be served as authentication of subsequent opening of a saved

1

file.
eTAX Help g 2 You can make use of a previously submitted Annual Return file of IRS6BARSEM (Original) for importing the Personal Particulars of the
Desk employeesirecipients
3 The Transaction Reference Number (TRN) of the submitted Annual Return file can be found in the Acknowledgement
4 You may complete the Annual Return (BIR56A and IR56B) by uploading a data file containing IR568 records up to 200 records (the

Performance. -
Pledge

maximum). The data file for Internet submission must be extracted from either IRS6B Software provided by IRD or an approved software self-

developed by Employer. |R668 software provided by IRD can be downloaded from IRD Homepage. The software se

li-developed by the

employer must be pre-approved by IRD. Please refer to IRD Homepage for the relevant requirement specifications and application

procedures.

Fields with * are mandatory

Step 2 of 6
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3.2.1 Select the Type of Return Form to be Submitted

Select the appropriate type of Return form you are going to prepare, that is, the

Annual Notification or Correction of Annual Notification.

in the present case.

Step 1
Read Important
Notes

Step 2
Enter Employer's
Reference

Completion of Employer's Return

Step 3 - Select Return Form

Step 3 : .
Select Retum fCad Please select one of the following options:

Step 4

Complete
Employee's /
Recipient's
Particulars

Step 5

Check Control List
Step 6

Complete and Save
Return

Online Demo -
FAQs i

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

Employer's
Obligations

eTAX Terms &
Conditions

eTAX Security
Statement

Contact Us S

eTAX Help g
Desk

Performance -
Plge

@ Notification of Remuneration Paid to Persons Other Than Employees
For year ended 31 March 2012 i
Date of issue of IRE036A * 01 104 / 2012 (DDMMYYYY)
@ IR6036B and IR56M [Original]
1 IR6036B only (nil return of IRSGM)

Correction of Notification

IR56M - Remuneration Paid to Persons Other Than Employees
- "Qriginal” for form not previously filed
- "Additional" for income not previously submitted

- "Replacement" for replacement of previously submitted form

ATTEMNTION:

b For completion by keying in data, you can submit up to 30 IR56 forms at a time. For submission of Annual Return (BIRS6A/IRSEB) and Annual
Motification (IRG036BARSEM), you can only file once for each year of assessment and therefore you cannot use this senvice for filing BIRGGA
with more than 30 IRSGB forms or IRG036B with more than 30 IR56M forms.

2. Alternatively, you may complete the Annual Return (BIRS6A and IRS6B) by uploading a data file containing IRS68 records up to 200 records
(the maximum). In using the uploading senvice, the data file that can be uploaded must be extracted from either IRS6B software provided by
IRD or a pre-approved software self-developed by Employer. IR56B software provided by IRD can be downloaded from IRD Homepage
Software self-developed by an employer must be in accordance with the requirements specified by IRD and prior approval in writing from IRD
must be obtained first before use. Please refer to IRD Homepage for the relevant requirement specifications and application procedures
(The file uploading function is not applicable to IRG036B and IR56M forms)

Fields with * are mandatory.

m Continue

Step 3 of 6
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3.2.2 Select the Recipient’s Records for Preparing New IR56M (Original)

Select the records of the recipients from the previously submitted Annual

Notification Return file for importing the recipient’s particulars to the new
return(s).

Step 1

Read Important
Notes

Step 2

Enter Employer's
Reference

Step 3

Select Return Form
Step 4

Complete

Employee’s /
Recipient's
Particulars

Step §
Check Control List

Step 6
Complete and Save
Retum

Online Demo -
FAQs 3

Related
Information

E-Seminar for
Employers

How to complete and
when to submit the
Employer's Return

Employers
Obligations

eTAX Terms &
Conditions

eTAX Secunty
Statement

Contact Us &

eTAX Help &
Desk

Performance -
Phdge

Completion of Employer’s Return

Step 4 - Complete Employee's / Recipient's Particulars

Payer's Employer's Reference: 6A1 - 81240001

Name of Payer: EfAZ ZHIRAH
MOUNTAIN ROCK ZZ CO.,LTD

Self-selected Key: A1A2A3A4

Importing recipients’ particulars from a previously submitted Annual Return file

S:Iick No. Name of Recipient

Select HKIC / BR No.

E| 1 CHAN, CHI FAI
XX123456(0)

= 2 CHEN, MAN
YY567891(3)

el 3 CHEUNG, TAI MAN
YYT778899(6)

IE| 4 IP, LAl LAING
XXB856293(8)

E]| 5 ABC XXXXYYYY ZZZZ COMPANY
82345672

The data of selected employee(s)recipient(s) will be imported.

About GovHK | Copyright Notice | Privacy Policy | Disclaimer

[Back | Continue |
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3.2.3 Input the Relevant Data for New IR56M (Original)
As only the personal information of the selected employees are transferred,
you must click the “Edit” button of the respective recipients in the Control List
to input the income details and other relevant information as appropriate.

Step 1 Completion of Employer's Return
Read Important
MNotes
Step 2 Step 5 - Check Contrel List
Enter Employer's Payer's Employer's Reference: 6A1- 81240001
Reference
Name of Payer: EfGZ ZHIRAA m
Step 3 MOUNTAIN ROCK ZZCO.,LTD
Select Return Form
Self-selected Key: A1AZA3A4 m
Step 4
Complete A\ Error
Employee's /
Recipient's « The record marked by triangle need further verification. Please click "EDIT" button to verify the data and make amendment if

Particulars necessary. [612-E-0360]

Step 5 The record marked by triangle need further verification. Please click "EDIT" button to verify the data and make amendment if
Ll ) necessary. [612-E-0360]
Check Contral List -

The record marked by triangle need further verification. Please click "EDIT" button to verify the data and make amendment if
Step 6 necessary. [612-E-0360]
The record marked by triangle need furtther venfication. Please click "EDIT" button to venfy the data and make amendment if
necessary. [612-E-0360]

Complete and Save

Return
» The record marked by triangle need further verification. Please click "EDIT" button to verify the data and make amendment if
Online Demo - necessary. [612-E-0360]
FAQs e
Related
Information IR66M - Notification of Remuneration Paid to Persons Other Than Employees for the year from 1 April 2011 to 31
March 2012
E-Seminar for s
Employers g'ck No. Name of Recipient Printing Period of In:::;
How to complete and  delete LA Language Service (HKS)

when to submit the —
£ mpltyer s Hoten (N 14 CHAN, CHIFAI

01/04/2011 to

: 01/04/2011 to
o B XXB56293(8) English  34/03/2012

] 54  ABC XOXYYYY ZZ77 COMPANY

Employer's XX123456(0) Chinese 31/03/2012
Obligations
eTAX Terms & = 2 2 RCHEN MAH m
Conditions YYS67891(3) Chinese g”g;ﬁg}; -
eTAX Security
Statement Il 3A CHEUNG, TAIMAN EQ
Contact Us ~ - 01/04/2011 to
YY772899(8) English 3410312012
eTAX Help e -
Bk Fl 44 IP,LAILANG =3

01/04/2011 to

82345672 English 31/03/2012

MNOTE

The Inland Revenue Department does not retain the information set out in the draft return. Before you exitthe application, please click "Save Draft’
button to save the draft returns to your computer or storage device

[ hc ew | Save orte | Gontive |

Step 5 of 6

HONG

— KONG

After completing all the relevant information of the selected recipients, you
should proceed to check the Control List and take other actions as detailed in
paragraphs 2.1.5 to 2.1.12 as appropriate.
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