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Preface

This user guide is to provide step-by-step instructions on how to use the IR56 Forms Preparation Tool
(“Preparation Tool”) to prepare a data file for submission through the Employer’s Return e-Filing Services
(“ER e-Filing Services™). It specifies:

(@) how to create a new data file

() by inputting all the details;

(i) by importing the personal particulars of the employees from a previously
prepared data file and inputting the income details. The data file for import can
be prepared by:

- Preparation Tool (SAV file);

- Direct Keying (draft DAT file);

- IRD IR56B Software (XML file);

- Pre-approved self-developed software (XML file)

(b)  how to submit data files through the ER e-Filing Services; and

(©) how to export a soft copy or print a hard copy of the IR56 forms prepared for distribution
to employees.

This guide is provided for reference only, and is subject to changes without notice. Screenshots contained
in this guide are intended for illustration only.

Enquiries can be made to the Inland Revenue Department (“the Department”) by email to
taxctrl@ird.gov.hk.

User Guide : Version 3.00
Date : Aug 2022
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1. Basic Computer Hardware and Software Requirements

The system requirements of the Preparation Tool basically follow the system requirements of the ER

e-Filing Services, however, the requirements of the browser are listed as follows:

- JavaScript enabled,;
- Session cookies enabled;

- Web browser encryption enabled (at least TLS v1.2);
- with 8GB free memory; and
- Allow pop-ups from the Department’s website.

2. Points to Note

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

29

The Preparation Tool is designed to assist employers to prepare electronic records of IR56B or
IR56F forms for submission to the Department through the Employer’s Return e-Filing Services
(“ER e-Filing Services”) either by the Online Mode or Mixed Mode.

To submit the electronic records via the “Online Mode”, you will be required to login eTAX
account, “iAM Smart+” account (with digital signing function) or recognized personal digital
certificate.

To upload the electronic records via the “Mixed Mode”, you do not need to login the eTAX

account, but you must submit the following documents to complete the submission process:

(1) Aduly signed cover page of the paper Control List (with a Transaction Reference Number
and QR code) generated by the ER e-Filing Services.

(2) A duly signed paper Employer’s Return (BIR56A) if the IR56B records prepared are for
annual submission.

The Department will NOT accept submission of a removable storage device (e.g. CD-ROM)
containing the data file prepared by the Preparation Tool.  Also, the printed / exported copy of
the IR56 forms generated by the Preparation Tool are for distribution to employees only and not
for submission to the Department.

It is the employer's obligation to ensure that the information furnished for all employees in the
data file is correct before submitting to the Department.

Before your submission / uploading of the data file to the Department via the ER e-Filing
Services, the Department does not have any record of the information you keyed in.  Therefore,
you should save the information in your own computer or other storage devices before exiting
the Preparation Tool.

To avoid data loss, you will be required to save a draft data file after adding / editing around 20
records.

You should take appropriate measures to protect the Self-selected Key [see para. 5.1.1(b)] and
the saved or exported data files from unauthorized access. For information on data security,
please visit the InfoSec website at www.infosec.gov.hk.

This Preparation Tool is supplied on an as-is basis. The Department accepts no liability for any
loss or damage arising from or related to the use of the Preparation Tool.
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3. Get Access to the Preparation Tool
You can access the Preparation Tool under the “Employer’s Return e-Filing Services” of the eTAX.

3.1  You can access the “Employer’s Return e-Filing Services” by clicking the ER e-Filing Services
icon at Department’s website (www.ird.gov.hk).
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3.2 Alternatively, you can access the ER e-Filing Services through eTAX.

(@) Select “View Services” at the welcome page of eTAX.

R Exit X
T3 Welcome to eTAX

Online Demo -

FAGs * \\~4 |
(-

Welcome to eTAX
Tips and Tools Easy, secure and environment-friendly
Tax Rate A
Tax Computation
Exchange Rate

Please note that system maintenance of this site has been Top eTAX Services

Related scheduled to take place from 7:00a.m. to 12:00noon on 31 July 2022 )
Information and all services will be suspended during this period. We apologise kiingiofilaxiketum;=Indniduals
Budget Proposal for any inconvenience caused. Selecting Electronic Notices
Extension Granted — — P—
to e-Filers i o ™ . - iling of Employer's Return
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eTAXHelp  +  documents here during this period. We apologise for any
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(b) Select “Filing of Employer’s Return / Notification” at menu page.
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(View and Download Result of Application)
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Change of Business Registration Particulars
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Completion of Profits Tax Return ::
Submission of Profits Tax Return
Viewing of Profits Tax Return
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Stock Borrowing Relief B3
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Payment
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3.3 Read the “Step” page and click <Continue>. Read the “Important Note” page and click
<Continue>.
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3.4  Select “IR56 Forms Preparation Tool” under “Data Preparation” and then click <Continue>.

55
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Employers Step 2 - Select Service

How to complete and
when to submit the
Emplayer's Retum
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Data Preparation

Ermployss Direct Keying (For preparation of Employer's Return (BIRS6A), IR6036B and up to 30 sets of IRSEE/E/FIG/M)
Obligations
- MUST BE submitted by an "Authorized Signer” who is an eTAX account holder(Note 1 and 3).
eTAX Terms & -
Conditions (O Prepare and Submit NOW
TAX Security ' Prepare NOW and Submit LATER (Note 2)
Statement

Contact Us - = IR56 Forms Preparation Tool (For preparation up to 2000 IRS8B/F Forms only)

The IRS6 Forms Preparafion Tool is not required fo log in 6TAX account. The eTAX account will be logged out
eTAX Help + after entering it
Desk

Submission
w ( Online Mode [You must be an "Authorized Signer” with eTAX account (Note 1 and 3)]
For Data File Prepared by Direct Keying (For BIRS64, IR60366 and IR56 Forms)
) For Data File Prepared by
- IR56 Forms Preparation Tool (For IRS6B/F only)
- IRD IR36E Software (For IRS6E only)
- Pre-approved Seli-developed Software (For IRSBB/F only)

Mixed Mode ["Non-Authorized Signer” / "Non-eTAX account holder” can upload the data file via such mode

< Note 4)]

For Data Fils Preparsd by
- IR56 Forms Preparation Tael (For IRSGE/F only)
-IRD IR56E Software (For IRS6B only)
- Pre-appraved Ssli-developed Software (For IRSEB/F only)

=D

3.5  The screen “IR56 Forms Preparation Tool” will be opened in a separate window. To allow the
pop up of the Preparation Tool, you have to ensure that your browser would not block the pop-
up window from the Department’s website.
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4. Read Important Notes

4.1  After reading the important notes of the Preparation Tool, click <Continue> to start using the
Preparation Tool.

4.2 If you want to change the language of the Preparation Tool to Chinese, you may click <%#&> at
the top right-hand corner of the screen. Similarly, you may click <English> to change the
language to English if the displaying language is in Chinese. Please note that the printing
language of each IR56 form can be set independently during the data preparation.

IR56 Forms Preparation Tool (Screen ID:S(”

Welcome to this channel for preparing IR56 Forms . Please read the following notes

IR56 Forms Preparation Tool ('Preparation Tool')

This Preparation Tool can assist you to prepare IR56B/F records.

After inputting the employee’s details and remuneration, you can generate an XML data file (with file extension "SAV") for
submission under the Employer's Return e-Filing Services (ER e-Filing Services).

IR56B/F records so prepared can only be submitted via the “Online Mode” (require to login eTAX / “iAM Smart+" Account)
or uploaded via the “Mixed Mode” (without login of the e TAX / “IAM Smart+" Account). If you are using the "Mixed Mode”
service, you must also submit a duly signed paper Contral List (cover page) generated by the Employer's Return e-Filing
Services with a Transaction Reference Number and QR code. If the IR56B records prepared are for annual submission,
the Control List (cover page) must be submitted together with a duly signed paper Employer's Return (BIRS6A).

The Inland Revenue Department (“the Department”) will NOT accept submission of the data file generated from the
Preparation Tool by way of storage device (e.g. CD-ROM).

Each data file created by this Preparation Tool can contain up to 2,000 records If you need to submit more than 2 000
sets of IRS6B/F, you may prepare several data files using this Preparation Tool and submit the files via the “Mixed Mode”.
To complete the submission, you must ensure that all the cover pages of the paper Control Lists generated from each
submission are sent to the Department. The duly signed paper BIR56A with the total number of IR56B correctly declared
should also be submitted together with the cover pages of the Control Lists, if applicable.

It is the employer's obligation to ensure that the data furnished for the employees in the data file are correct before
submitting the data file to the Department.

The Department does not have any record of the information you keyed in. You should save the information in your own
computer or other storage devices before leaving this Preparation Tool.

When creating a new data file, you need to assign a Self-selected Key. This Self-selected Key is required for the re-
opening of a saved data file. Please note that the Department does not have any information of the Self-selected Key. If
you lose or forget the Self-selected Key, the Department does not have any means to reset or retrieve the Self-selected
Key to assist you to open the saved data file

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

This Preparation Tool is supplied on an as-is basis. The Department accepts no liability for any loss or damage arising
from the use of the Preparation Tool.

For details on how to use the Preparation Tool, please read the User Guide for the Preparation Tool

D
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5. Get Start - Preparation of Data Files

After clicking <Continue>, the “Get Start” page will be shown. You can select the method of
preparing the data file at this page.

5.1 Create a New Data File without Data Import

511 (a) By default, the options “Start to complete a new Employer’s Return /
Notification” and “Create a new data file without data import” are selected.
You can create a data file by keying in ALL the data under this defaulted option.

(b) Input a Self-selected Key” by your own choice of 6 to 8 characters and then click
<Continue>.

IR56 Forms Preparation Tool (Screen |D:SC-ET-002)

Get Start

(@) Start to complete a new Employer's Return | Motification:

Enter & new Self-selected Key (5 to 2 characters] for file protection (Mote 1)~ I:I @

(®) Creste a new dats file without data import
() Create a new data file with data import (Note 2)
File location and name
Enter the Self-zelected Hey of that file
{ NOT required if data file is prepared by IRD IR588 Software or pre-spproved self-developed software)
() Continue to complete a saved draft data file prepared by IR56 Forms Preparation Tool
File location and name

Enter the Self-sslected ey of that file =

Fields with * are mandafory.
NOTES:

1. The inputted Self-selected Key should consist of 8 fo & characters which will be served as authentication of subseguent

opening saved file.

2. (&) Only a saved data file prepared by the following means can be imported:-
(i} IR5G Forms Preparstion Tool (SAW file); or
(i) Direct Keying via ER e-Filing Services (draft DAT file); or
(i} IRD IR588 Software [ XML file); or
(iv} Pre-spproved self-developed software (XML file).

{b) Only personal particulars can be imported.

[Back | Clear ( Conin= )

*

Please note that the Self-selected Key, which is used to protect the data file from unauthorized
access, is required for subsequent opening / submission of the data file. Thus, you are
strongly advised to keep proper record of the Key. The Department has NO means to reset
or retrieve the Key to open the saved data file which is only stored in your own computer

User Guide of IR56 Forms Preparation Tool



5.1.2 Enter Employer’s Reference and select the Employer’s Return / Notification to be
completed and then click <Continue>.

(@ Input your Employer’s File Number. If you do not have an Employer’s File
Number, please input your Business Registration Number.

(b)  Input the name of employer, name and designation of Authorized Signer”, who are
going to submit the data file prepared through his / her eTAX account / “iAM
Smart+” account / recognized personal digital certificate or the one who are going
to sign the cover page of the paper Control List.

(c) Select the IR56 form to be completed. Please note that you cannot change this

once selected.

You are required to create a new data file and re-input the data if

you want to change the form type.

(d)  The pull-down menu of “Default Type” allows you to pre-select the “Type of Form”
[see para 5.1.4 (a)(ii)] of the IR56 forms to be prepared. Once selected, the
“Type of Form” will be pre-filled according to your selection while you are
allowed to amend it if necessary. For example, if you are now preparing some
Additional IR56B forms, you can make use of the “Default Type” menu to select
“Additional” so that you are not required to select it in each form separately.
This selection is optional and you can change the preset value when editing each

of the

forms.

(e) Click <Continue> to proceed.

IR5€ Forms Preparation Tool

Enter Employer's Reference

©  Employer's File Number (e.g. BA1-X00000G0X) < ( )
) Business Regi: strafion Number

(Input this fiekd if you do not have Employer's File Number)

Name of Employer”

Designstion

{Screen ID:SC-ET-003)

: \ |
Name of “Autharized Signer{Note 1)* | | @ (b)

Select the type of IRSS Form to be prepared

IRS6E - Employer's Return of Remuneration and Pensions

O IR568 [Origins] {for submission of BIRSEA)

For the year ended 31 March | Please Select v

Default Type (aptionsl) (d) (C)
O IRS8E [Additionsl / Replecement / Supplementary] Flease Select v

IRSGF - Nofification by an Employer of an Employee Who is About to Cease to be Employed

© IRSEF [Original / Additionsl  Replacement]

Fields with * sre mandstory

NOTES:

Fleaze Select v

1. Employer's Retum/Notfication must b signed by an Authorized Signar. An Authorized Signer is & persan in the fallowing

capacity:

Director, Company Secretary, Manager. Investment Manager jonly spplicsble to a corparation that is sn apen-ended fund

2. Original

Additional

Replacement

Supplementary

Provisional Liquidator or Liquidatar of the corporstion

 for the sole propristorship business
- Pracadent Parner of the parmership business
- Principsl Officer of a body of persons

- for reporting income of sn employe in the annusl submission (for IRSES)
- for form not previousty filed for the empioyes concerned (for IRSEF)

_ for reporting adamrsh ::m-es sn employee that has not been included in the form (either paper or
electronic) previou mitted

- for correcting ermors of the form previously submitied

- for reporting income of an employee which has not been reported in the annusl submission(for IRSSE)

=

*
*
*
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An Authorized Signer must be holding one of the following capacities:

Proprietor for a sole proprietorship business.
Precedent Partner for a partnership business.

Director,

Company Secretary, Manager, Investment Manager (only

applicable to a corporation that is an open-ended fund company), Provisional
Liquidator or Liquidator for a corporation.
Principal Officer for a body of persons.



5.1.3 There are three input pages for completing an IR56 Form, namely,
(@) Employee’s Details;
(b)  Income Details; and
(c) Place of Residence Provided (only required if place of residence is provided to the
employee).

A navigation bar is displayed at the top of the screen as follows:

Employee's Details Income Details Place of Residence Provided

You can make use of the navigation bar to go to the next or previous page of the IR56
Form. However, you need to fill in all the required details of each page and pass the
validation check before proceeding to the next page. If any error is found, the error
message will be shown at the top left-hand corner of the page.

5.1.4 For illustration, the completion of a Form IR56B is shown below and some points to
note are highlighted.

(@) Employee’s Details

(i)  Language for printing the form
It refers to the language used when printing / exporting the IR56 form
record. The default selection is same as the language of the input screen
(i.e. if the language of the Preparation Tool being used is Chinese, then the
default IR56 Form language will be Chinese), this selection would not be
changed once the IR56 Form is completed and saved in the draft data file.
You can amend it if necessary. If you want to change the language of the
input screen, you can switch it at the “Important Notes” page [see para 4.2].

(i)  Type of form
Depending on whether the form is an IR56B or IR56F, the following types
are available for selection:

Original - for reporting income of an employee in the annual
submission (for IR56B).
- for form not previously filed for the employee
concerned (for IR56F).

for reporting additional income of an employee that
has not been included in the form (either paper or
electronic) previously submitted.

for correcting errors of the form previously submitted.

for reporting income of an employee which has not
been reported in the annual submission (only
applicable to IR56B).

Additional

Replacement
Supplementary

You may preset the default “Type of form” being prepared by the “Default
Type” pull-down menu [see para 5.1.2(d)].

(iti) Employee’s Details
Surname / Given Name in English — Surname and Given name should be

the same as that shown on the Hong Kong Identity Card / Passport of the
employee, and the inputted characters must not exceed 25 characters.
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H.K. Identity Card No. / Passport No. & Place of Issue — You must
provide the employee’s H.K. Identity Card No.  Only if the employee does
not have a Hong Kong Identity Card, please provide the Passport No. and
the place of issue instead.

Residential Address — You can either provide the employee’s residential
address in fixed format or free format. For free format, it allows input of
a maximum of 3 lines and 30 characters in each line. For non-Hong Kong
address, the postal code should also be provided, and “Others” (under
“Area”) should be selected.

Postal Address — It is defaulted as “Same as Residential Address”. If the
employee’s postal address is same as the residential address, you can skip
this item. If it is different from the residential address, please provide the
postal address in this part.

IR56 Forms Preparation Tool - IR56B (Screen ID:SC-ET-B-003)
Employee's Details Income Details Place of Residence Provided
Employer's File Number: 81240001

Name of Employer: ABC ZZ CO.LTD

ATTENTION:

Please provide a copy of the completed Form IR56B to your employee
Language for printing this form = () Chinese (@) English } @ (i)
Type of form O Additional - reporting additional income in respect of the same employee
O Replacement - correcting the form previously submitted on ..
(DDMMYYYY) i (I I)
(O Supplementary - reporting income of an employee which has not been reported

NOTE: If an additional sum is payable to the employee for whom you have filed an IRS6 form, please furnish an “Addiional” form and insert the
additional amount in the apprapriate item under the Income Details

Employee’s Details -
Salutation O M. O Mrs. O Ms. O Miss
Surname in English = |

Given Name in English * ‘

Full Name in Chinese |

H.K. Identity Card No. (I:l)
|

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

Sex* Omale O Female
Marital Status O 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. & Place of Issue
Residential Address *
(O Address in English
Flat/ Room Floor Block
Name of Building
No._ & Name of Street

District
Area * Hong Kong Kowloon New Territories QOthers

() Address either in English or in Chinese o @ (l 1 |)
Area * Hong Kong Kowloon New Territories Others

Postal Address (Complete if different from the Residential Address above)
(@) Same as Residential Address
(O Address in English
Flat/ Room Floor Block
Name of Building
No_ & Name of Street
District

Area # Hong Kong Kowloon New Territories Others

(O Address either in English or in Chinese

Area # Hong Kong Kowloon New Territories Others

Fields with * are mandatog;.
# The "Area” of Postal Address is mandatory only when postal address is provided e

Discard Changes .
Next Record: - [[STITSTIEIT (IV)
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(iv)

User Guide of IR56 Forms Preparation Tool

Function Button
<Discard Changes>

- The data you have just inputted for this employee record will be
cleared and NOT retained if <Discard Changes> is clicked. The
“Control List” page will then be displayed.

<Next Page>

- Click <Next Page> to input the income information of the employee.
You can only go to the next page if all the required information on this
page is provided.

<Edit Next Record>

- The employee’s name of the next record, if any, will be shown next to
<Edit Next Record>. If you click this button at this page, you can
edit the next record, but the data you have just inputted for the
employee in the current page will not be retained.

- If you want to retain the data you have just inputted, you should first
complete all the details of the IR56 form. After that, you can click
<Edit Next Record> in the last page of the employee record to
retain the current record and edit the next record [See para 5.1.4(d)].
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(b)  Income Details

(i)  Period of Employment

Input the reporting year in the field next to “For the year ended 31 March”.
The period fields below it will be filled automatically. For example, if the
year “2018” is inputted, the period fields will be pre-filled with “01042017”
and *“31032018” accordingly. You can amend the period fields, if
necessary.

(i)  Particulars of Income

- You can click the “Note 3” to “Note 13” to see the relevant parts of
the Notes and Instructions of Form IR56B for reference.

- If the total income of the employee exceeds $999,999,999, you are
required to submit a paper IR56 form for that employee.

- If the emoluments paid / payable to the employee is in non-Hong
Kong currency, the emoluments must be converted to Hong Kong
dollars. Average exchange rates of major currencies can be found
in the Department’s website (www.ird.gov.hk/eng/tax/ind_stp.htm).

(iii)  Place of Residence Provided by Employer

- You are required to select whether a place of residence is provided to
the employee.

- If place of residence is provided by the employer, you have to click
<Details> to go to the “Place of Residence Provided” page and
input the details of the place of residence provided [see para 5.1.4(c) ].
IR56 Forms Preparation Tool - IR56B (Screen ID:SC-ET-B-004)

Employee's Details Income Details Place of Residence Provided

Employer’s File Number: 81240001
Name of Employee: CHAN, MAN MAN

Income Details

Capacity in which employed * | |

-
Period of Employment * For the year ended 31 March I:l (YYYY) .
3
!
I [to] | DDMMYYYY) ( )
=
Particulars of income accruing during the above period of employment{}lote 3) * -
Particulars Period (DDMMYYYY) Amount(HKS;
(a) SalaryWages 0 a0
(b) Leave Pay to 00
(c) Director's Fee to .00
(d) Commission/Fees (Note 4) to 00
(e) Bonus (Nofe 5) to 00
() Back Pay, Payment in Lieu of
Notice, Terminal Awards or it B o
(Note 6
(g) Certain Payments from Retirement
Schemes (Nofe 7) |t0| A0
(h) Salaries Tax paid by Employer to o0
(i) Education Benefits (Note &) to 00
j) Gainrealized under Share Option
0 (Note 8) 5 o B (")
(k) Any other Rewards, Allowances or Perquisites (Nofe 10)
(1) Nature
[ ] \ Jiof | \ J-o0
(2) Nature
\ Jto] | \ |0
(3) Nature
L ] \ Jio | \ J-o0
Total HKS
Whether the employee was whelly or partly paid either in Hong Kong or Py .y
elsewhere by a non-Hong Kong company* es (details below) (_No
Name of the nen-Hong Kong Company
Address of the non-Hong Keng Company
Amount (if known) [This amount must also be included in item (a) to (I)] (Note 13)

00 J
Place of Residence Provided by Employer * (Nofe 12) O Pravided (Click "Details” to input the particulars) =T (l i |)
O Not Provided
Fields with * are mandatory.

Remarks

Discard Changes W Add New Employee Go(uDraftCumrull.isl @ (d)

Next Record: - LTI
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(c) Place of Residence Provided

If place of residence is provided to the employee, you have to input the details of
the “Place of Residence Provided” in this page.

IR56 Forms Preparation Tool - IR56B (Screen ID:SC-ET-B-005)
Employee's Details Income Details Place of Residence Provided

Employer's File Number: §1240001

Name of Employee: CHAN, MAN MAN

Period of Employment: 01/04/2017 to 31/03/2018

Particulars of Place of Residence Provided by Employer

Address * (1) ‘ ‘
Nature * [—— Please Select—— v/

Period Provided * From [ Jto] | (DDMMYYYY)
Rent paid to Landlord by Employer HKS 00
Rent paid to Landiord by Employee HKS 00
Rent refunded to Employee by Employer HKS w0
Rent paid to Employer by Employee HKS 00
Two or more Employees shared the place of residence provided Oves UNo
Address (2) I |
Nature — Please Select———— v/|
Period Provided From |to] [ (DDMMYYYY)
Rent paid to Landlord by Employer HK$ 00
Rent paid to Landlerd by Employee HKS 00
Rent refunded to Employee by Employer HK$ 00
Rent paid to Employer by Employee HK$ 0o

Two or more Employees shared the place of residence provided Oves ONo

Fields with * are mandatory.

Discard Changes [l Add New Employee [l Go to Draft Control List d
Next Record: - [[EITETGENT ( )

If more than two places of residence were provided to an employee in the same
reporting year, you are required to submit a paper IR56 form for that employee
and supply the details of the places of residence in the same format on a separate
sheet.

(d)  Function Button
<Previous Page>
- Click <Previous Page> to go to the previous page.

<Discard Changes>

- The data you have just inputted for this employee record will be cleared
and NOT retained if <Discard Changes> is clicked. The “Control List”
page will then be displayed.

<Add New Employee>

- If ALL the details of the employee record being edited have been properly
inputted, clicking <Add New Employee> will retain the record temporarily
and a blank form will be displayed. Note that if “Provided” is selected for
“Place of Residence Provided by Employer”, you have to click <Details>,
and then click <Add New Employee> on the “Place of Residence Provided”

page.

<Go to Draft Control List>

- If ALL the details of the employee record being edited have been properly
inputted, clicking <Go to Draft Control List> will retain the record
temporarily and display the “Control List” page [see para 5.2.4].

- If “Provided” is selected for “Place of Residence Provided by Employer”,
you have to click <Details> to input the relevant details, and then click <Go
to Draft Control List> on the “Place of Residence Provided” page.

- You can save a draft data file at “Control List” page after completing the
input of a record [see para 5.2.4].
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<Edit Next Record>

User Guide of IR56 Forms Preparation Tool

The employee’s name of the next record, if any, will be shown next to <Edit
Next Record>. If ALL the details of the employee record being edited
have been properly inputted, clicking the button will retain the current
record temporarily and the employee details of the next record will be
showed for editing. Note that if “Provided” is selected for “Place of
Residence Provided by Employer”, you have to click <Details> to input the
relevant details, and then click <Edit Next Record > on the “Place of
Residence Provided” page to retain the current record and edit the next
record.
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5.2  Open a Draft File for Editing

5.2.1 You can select “Continue to complete a saved draft return prepared by IR56 Forms
Preparation Tool” to edit a previously prepared draft data file.

5.2.2  Select the draft data file from your own computer and input the Self-selected Key of that
data file at (1) and then click <Continue>.

IR56 Forms Preparation Tool (Screen ID:SC-ET-002)

Get Start

O Startto plete a new

ployer's Return /

Enter a new Self-selected Key (6 to 8 characters) for file protection (Note 1) *
Create a new data file without data import
Create a new data file with data import (Note 2)
File location and name

Enter the Self-selected Key of that file
( NOT required if data file is prepared by IRD IR56B Software or pre-approved self-developed software)

@ Continue to complete a saved draft return prepared by IR56 Forms Preparation Tool

File location and name A=

Enter the Self-selected Key of that file * ]

Fields with * are mandatory
NOTES:

1. The inputied Self selected Key should consist of 6 to & characters which will be served as authentication of subsequent
opening saved file.

2. (a) Only a saved data file prepared by the following means can be imported:-
(1) IR56 Forms Preparation Tool (.SAV file); or
(i) Direct Keying via ER e-Filing Servn:es (draft DAT file); or
(iil) IRD IR56B Software (XML file); ol
(iv) Pre-approved self-developed software (for original IRSEB only) (XML file).

(b) Cnly personal particulars can be imported.

o ()

5.2.3 The Employer’s Reference previously entered will be displayed and you can amend the
details if necessary. You can also select the “Default Type” pull-down menu if you are

not preparing the “IR56B [Original]” form. However, you cannot change the type of
Employer’s Return / Notification previously selected.

IR5E Forme Preparation Tool
Entar Empioyer's Rafarance

(Sersen ID:SC-ET-003)
O Empioyers Fiis Numbar (£.0. BAT-X000000)

®  Business Reglsiration Number _ 51240001

{input tis fizfd It you do nat have Emgloyer's File Number)

Name of Employer [awBc Zz coLTD |

Name of "Aulhorized SignerMote 11 [CHAN, TAI MAN |
Designation” MANAGER

Salect e type of IRSS Form to be praparsd

GEE - Employer's Return of and Pensh

555 [Original] (for submitsslon of SIRSEA)

or the year ended 31 March | Please Salest w| -

555 [Addiional | Replacement / Supplemeantary]

. Cannot be
N

Can be selected
amended

- Notimcation by an Employer of an Emplayses W

SEF [Oviginal / Addsonal / Replacemsnt]
FINg with * a2 mandatory.

NOTES:

1 Emplm"e Retum/Notification must be signad by an Authorized Signer. An Authorzed Signer |& a person In the follawing

D|r=a:|r -:mpanly 5e..r=tar; Manager, Investment Managar |o1ly applicatés ta a corporation that ks an opan-sndad fund
company). Provisional Liquidator o Liguldator of the corpdration
Froprietor for the = apriatarsh F buginsss
Precedeni Partner parinership businass
Frincipal Officer of 2 bady of persane

2. onginal - far reporting Income af an empiayes In Me annual 6I.IDI'n|:EL'I r:|l IRS6E)
- far farm nof pravicuely filed far the employes concemed (for IRSEF)
Additionzl . far regoriling additional Income of an employe= that has not been Included In the form (zither paper or
elactranic) previously submittad.
Replacement - for comacing emors of the form praviously submitied
Supplamentary - farreporting Incoma of an employes which haz nat been repartad In tha annual submiselonifor IRSES)

Discand Q_Continus |
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5.2.4 Click <Continue> to proceed, and the following summary of the IR56 forms prepared
will be shown in the “Control List” page. The IR56 records inputted will be sorted
automatically in alphabetical order by surnames and then given names of the employees.
A sequence number in ascending order starting from 1’ will be automatically allotted.

IFBE Forme Praparmation Tool mmﬂ

Employers Fie kKumiberE1 280001
MHams of Employer-S8ABC FF COLTO
Input Empioyas'c Datalic 5 Cheok Conbr Lict

IRGES - Employer's Arturn of Remuneretion and Panclonc

] &  HMHamsof ol HEIC M. Eﬁ&mn‘t % |EEEI

CHAN , BAN KA A1I3LSE[F) senzagqg | MotProwces 1 onooc IESRIEETTE
CEO42017 -
z VRCICH . AN AT iy Mot Prosided el e | Detein |
Fege[t | of 4 Todal No. of Reoords: 2

MOTEE:
L A4 Recoms marksd by triangie nesd furer verfioation and completion.

I The Departrment doss. not netsin the information oo eeyed n. Befiors sxdting the Frepenetion Tool, piesss o e et
:I:'.eﬂel:_.':l_r:\:n'l:l.r':rcr:tcme:l-ﬂ 0= by Chokding "Sere= Ol bution. Fiease noi= that the saved dineft deds Tie falih
fi= name:... DRAFT 3av) cannok be wsad Tor submission. You shoud dick “Sebmit Leisr” 50 save = dats fi= for
sonmission vis E5 e-Fling Smnicms.

¥ou can dick e “PrintExpord IRSS Forms™ bobon o export & 5ol copy or o print 8 bard copy of fhe IRSE form for your
disfribution o the respecihe Bmpioyes o sxsist Bimher In compising hisher s pebum. Fiesse note that the sxporied
fi=the prinked Copy B MO for submission o the Deperment

|_Print I Export IREE Forme | Print Draft Control Lict | Save Cmaft | Subenis Laier | Skl Mow

5.2.5 You can click <Add New Employee> to start preparing a new IR56 form for another
employee. Alternatively, you can click <Edit> or <Delete> next to the IR56 form
records to edit or delete the respective record.
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5.3  Create a New Data File by Importing Data from Another File

If you have previously prepared an annual IR56B data file by using the Preparation Tool / IRD
IR56B Software (XML file)” / Pre-approved Self-developed Software (XML file) / “Direct
Keying” of ER e-Filing Services (draft DAT file), you can import the employees’ details to
prepare another data file for those employees, thus saving the effort to input all the details
again.

531 Input a new Self-selected Key at (1) for the data file to be created.
5.3.2 Choose “Create a new data file with data import”.

5.3.3 Select the previously prepared data file from your own computer and then click
<Continue>.

5.3.4  If the imported data file is prepared with IR56 Forms Preparation Tool / “Direct Keying”
of ER e-Filing Services, input the Self-selected Key of the previously prepared file at

().
535 Click <Continue> to proceed.

IR56 Forms Preparation Tool (Screen ID:SC-ET-002)
Get Start

(®) Startto complete a new Employer's Return / Notification:

Enter a new Self-selected Key (6 to 8 characters) for file protection (Note 1) * [ ] <: (1)

(O Create a new data file without data import

(® Create a new data file with data import (Note 2)

==

File location and name 2E

Enter the Self-selected Key of that file [ ] <: 2)
{ NOT required if data file is prepared by IRD IR56B Software or pre-approved self-developed software)

(O Continue to complete a saved draft return prepared by IR56 Forms Preparation Tool
File location and name

Enter the Self-selected Key of that file *

Fields with * are mandatory.
NOTES:

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

2. (a) Only a saved data file prepared by the following means can be imported:-
(i} IRS6 Forms Preparation Tool (.SAV file); or
(i) Direct Keying via ER e-Filing Services (draft DAT file); or
{iil) IRD IR56B Software (XML Tfile); or
(iv) Pre-approved self-developed software (for original IR56B only) ( XML file).

{b) Only personal particulars can be imported.

Baci | ciear ( Contnie )

*  Please refer to paragraphs 9.2 and 9.3 of the Installation and Operation Guide for IRD IR56B Software and
FAQ of the IRD IR56B Software for details of the steps to export an XML file (select “Upload the file
through the Internet via e-filing Employer’s Return service under GovHK?”).
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5.3.6 The Employer’s Reference will be retrieved from the previously prepared data file and
pre-filled in this page, you can amend the details if necessary. Depending on the
information stored in the imported data file, you are required to fill in the name and
designation of the Authorized Signer.

5.3.7 Choose the type of Employer’s Return / Notification to be created, please refer to para
5.1.2(c) and (d). Click <Continue>.

IRSE Forma Preparation Taal (Screen ID:SC-ET-D03)

Entar Employer's Referance
[ Employer's Fliz Number (e.g. BA1-XX00000K])"

® Business Raglsiration Number 51240001

{input iz Meld If you do nat have Employers Flie Number)
S
Name of Employer [anBC 2z coLTD ] @

Name of "Aulhorzed Signer(Not= 1y [CHAN. TAI MAN ]

Designation” [ManAGER

Selest the type of IRSS Form to be prepared
IR5EB - Employer's Return of Remunaration and Penalona
) 1RSE8 [Onginal] (for submission of BIRSEA)

Faor the year ended 31 March | Please Salest | =

Diefault Type (optional) L
O IRs8S [Acdmonal / Replacement ! Supplementary] Plezge 22lest

IRS5EF - Notification by an Employer of an Employes Whao le About fo Ceass fo ba Employed

) IRSEF [Oniginal / Aggesanal / Repiacemant) Flazee S2iei
Fleids with “ ara mar-:la10l}'.
NOTEE:
1. Eamplglt"%'s FeturmyNetiNcation must 2 slgnad by an Authorized Signar. AR Auorz2a Eignar | 3 Persan In the Talkawing

Diractar, HJmpan Secratary, Manager, Investmant M;na,=r|o'1|5' applicabia 11 3 corporation that ks an opan-2ndad fund
company). Pravisin "IaILqu tor or Liguidatar of the carpdration

- Frincipal CHficer of a body of persans

2. onginal - for regorting Incoma af 3n employes In the annual submission (far IR5EE)
- far farm nat praviously Niad for e employes concemed (for IRSEF)

_ far reporiing additional Income of an employes that has nod bean Includad In the form (glther paper or

At alzciranic) praviously submittad.
Replatement - far camacBng emors of the farm praviously submitizd
Supplamentary - for regoriing Income of an employes which has not been reparted In the annual submiselon(for IRSEE)

>

5.3.8 All the employee’s details of the previously prepared data file will be displayed (except
for those employees whose surname and given name exceed the limit of 25 characters).
Tick the checkbox to select the employees whose details you want to import.  You can
also make use of <Select All>, <Select Page>, <Deselect All> and <Deselect Page>
for easy selection.

5.3.9 After selection, click <Import>.

IR5E Farma Praparation Tood {Screen ID:SC-ET-F-DH)
Employer's Flle Numbsar-g1240001
Hame of Employer-AABC ZZ COLTD

Import employess” personal particulars for preparing the IRSE form{a)

IRSEF - Hotincation by an employer of an employes who Ie about ta ceaes fo ba employed

[ setct a1 ]| “seictpage | oesoct | Dosstctage ].<::|

™ Mo Mame of Employes HKIC No.
1 CHAM , MAN MAN A123456(3)
2 WONG | MAN MAN
Page I:l of 1 Total No. of Recorgs: 2

ROTES:

(1) Ifth2 total numbsar UTC"IET-EC— 2rE for tha full English name exceads 25 characlers, e reconds of that amplayes
I

would nat b Importe
Dilecard

(Z) Flesse chack the corrzcinass of the Impartad Imformatian befarz processing.
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5.3.10

53.11

5.3.12

5.3.13

5.3.14

The selected records will be extracted and shown in the “Control List” page. By
default, the imported records would be sorted in alphabetical order of surnames and
then given names.

Record with the - icon indicates that it is an incomplete record. You will NOT
be allowed to click <Submit Later> and <Submit Now> if the data file contains any
incomplete records or does not have any records. Please tidy up the incomplete
record by clicking <Edit> or <Delete>.

After you have edited some of the records and you want to arrange the Control List to

show all the incomplete records first, you may click the sort button < Z > at the right-
hand side of “No.” The incomplete records, if any, would be listed starting from the
first page of the Control List and then followed by the completed records.

If you want to arrange the Control List to list all the records in alphabetical order of

surnames and then given names, you may click the sort button < = > at the right-hand
side of “Name of Employee”.

IR5E Farme Praparation Tool (Screen ID:SC-ET-F-002)
Employers Flis Number-g1240001
Hame of Employer:AAEC ZZ COLTD
input Employes's Detalla / Check Control List
IRSEF - Motification by an emplaoyer of an employese who 12 about fo cease to be employed
Borlgd of Biage of Iotal incoma
e Hameg of Empls HEIC Ho. Employment Reeldence [HKS)
wl  CHAN, MAN MAN A123455(3) | Eait | Delete |
' WONG , MAN MAN “Cait | Daiets |
Page[1___ | 1 Total No. of Recerds: 2
Add Hew Employae

MNOTES:
1. _L Racords markad by triangle nesd surther varfication and completion.

ihe Infonrmation yos ayad In. Gof
e device by clic ave Dial
2 uomis! Er""

I, pleace eave the dralt
vad draft data flie (with
3w 3 d313 flis for

cogy OF 10 print 3 nara copy f e IRSE fomn for your
siher tax ralum. Plazse nate that the expored

Printi Expart IR5E Forma | Print Drart Control List [ Sunmit Later | Submit Now |

Click <Edit> next to the record to go to the “Employee’s Details” page of the selected
employee.

(@ The “Language for printing this form” will be pre-filled according to the
language selected of the record stored in the imported data file (if any), otherwise,
it will be pre-filled according to the language of the input screen [see para

5.1.4()(i)].

(b)  The “Type of Form” would be pre-filled according to your selection of “Default
Type” in the screen as shown in para 5.3.7. If you have not selected the
“Default Type”, you have to select the “Type of form” in each form.

(c) Checkall the pre-filled information and amend if necessary.

(d) Input any other incomplete items of the page.

(e)  After completion of the “Employee’s Details” page, you can click <Next Page>
to input the income details of the employee.
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() If you want to skip editing this employee record, you can click <Edit Next
Record> to edit the record of the employee whose name is shown next to the
button. Please note that any amendment to this page will be cleared if you
click <Edit Next Record> at this page.

IR5E Forme Praparation Tool - IRSEF (Screen ID:SC-ET-F-D03)
Employee’s Details ncome Details Place of Residence Provided

Employer's Flle Number: 1240001
Hame of Employer: AABC ZZ CO.LTD

Ta the best of my knowlsdga, the employes will NOT be lsaving Hong Kong after cessation of employment. - The “Language
ATTENTION: . M N
for printing” will
If the am)| ea Is about to depar from Hong ‘(BI_%,;EEEE COMPLETE FORM IRSEG INSTEAD. .
Plegga provide a copy af the compleied Form IRSEF to your employee. be preﬂ”ed
Language for grinfing this form - () Chingee (% English } - Amend If
Type of farm ® Original - form not previously fad for the employes concemed E necessary

(") Addiilonal - reporiing addilonal income In reepect of the same emgloyes
= L - Select the “Type
) Replacement - comaciing the form previcusly submitted on ”
(DOMMYYYY) of form
- If the “Default
Type of Form” is
selected, the

MOTE: I &n =cdticnal sum Is payeois bo the smpioyes for whom you have fied sn IRSE form, piease fumish an "AgdRionar form and Insertthe
Bidlional AmCunt in the sppropriete Rem under he Income Detaix

E‘w w. 13 ”
Salutztion 0 Mr. O M. 0 Ms @ Mise Type of form
Zurmame In English [cran will be prefllled
Given Mame in Englleh - ||'-1ﬁh AN _ Amend if

Full Name In Chinese |

necessary
- If no default
value selected,

H.X. Igantity Card No. [a123458 J([3
Fassport Mo. & Placa aof lesue (If Emplayee has no H.K. Identity Card)

Sax- OMale @ Female please select
Marial Status ® singleWidowed/Divarced/Living Apart O marmed

Zpouse’s Name (Surname first, 2.g. Chan, Tal Man)

Spouse's H.K. Identity Card Mo, (

Spouss's Pazspart No. & Place of ssue

Fesldentlal Address -
(® Addrees In English

Flst i Raom B Fiaor [3 siock [ |
Name af Suliding Z00D SERVICE 5LOG |
No.& Nama of Street 123 GOOD SERVICE RD |
District | s
Area* ® Hong Kang ) Kowlaon () Mew Temtories 0 Others - Employee S
. details will be
() Addres 2ither In English or In Chingsa L
prefilled
- Amend if
necessary

Area” Hong Kang Kowloon Wew Temiaries Others
Postal Address afer cassation of employment (Compizte If diferent from the Residentlsl Agdress above)
(® Zame as Reskdentlal Address
(") Addrees In English

Flat | Room Flaor Block

Mame of Bulding

Mo. & Nama of Strest

District

Areaz Hong Kang Kowiaon Mew Temtaries Cithers

C‘ Address 2ither In English or in Chinesa

Area @ Hong Kong Kowiloan New Terilaries Othere

Flekie with - are mangatory.
# The "Area" of Pastal Addrags Is mandatory only when postal addrees |s provided.

Mext Record: WONG, MAN MAN IEILTEALEEN]
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5.3.15 For the “Income Details” page, only the capacity will be pre-filled and it can be
amended if necessary. You are required to fill in the details of income [See para
5.1.4(b)]. If place of residence is provided to the employee, you are required to fill
in the “Place of Residence Provided” page [See para 5.1.4 (b)(iii) and 5.1.4 (¢)].

Employes’s Details Income Details Place of Residence Provided

Employer'a Flla Number: §1240001
Hame of Employes: CHAN, MAN MAN

Incoma Datalls. ] - Pre-filled
Gapasiy 1 wnich empiayea Govex DI - amend if
Dale of Cessalion of Emplayment - (DOMMYY YY) necessary
Reasan for Ceseation = ® Resignaton () Retirement () Dismigzal ) peath

() oners, pleasa spectly

Perlod of Emplayment from 1 Agrl to e date af = e
el urgmm?mm_ Ap [iDazois | ta [23032012 | iooMbrrYY)

Detals of Income from 1 Aprl to e date af cessation of employment{hiots 5) <
Particulars o i Fanlﬁl'[n'anjmvva

amountHKS)
(3] EalaryWages to 550000 .00
(b] Leave Fay - a0
() Direciors Fee - an
(6] CommisslanFees (Mote 4) to a0
(8] Banus [hode 5) ta .o
(f Back Pay, Payment In Lisu of i a0
Wotice, Teminal Awards or Sratuiies ..
(bigte &) - - Reqwre Input
(g) Ceralin Payments fram Retiremant o I:l oo
Zchames (Moe 7) |-
(h] Salares Tax pald by Employer - a0
I} Education Senefts (hiss 5 ta oo
(] Galn realized under Shars Option o oo
Scheme (pigs §)
(k) Any ofher Rewards, Allowances or Perquishes (Note 10}
{1} Mature
| [ J1a | [ Jm
{2) Naturz
| [ Jta | [ Je
(3) Nalre

| [ ta] | [ ]
(I} Paymenis hat Nave nat been deciared above but Wil BE made AFTER the empIoyeE N3t 2N employment

Mawre | | [ oo

Total HICE 560,000
Whather the amployee was wholly or partly pald eher In Hong Kang ar - If “Place of
elsawhesa by a nof-Hong Kang company” Cryag [detalls baiow) ®Np ]- . 1
Mame of the non-Hong Kang Company Res@gné:eb IS
Address af the non-Hong Kong Company provided by i
Amount {If known) [This amount must alEo be INcludad n Hem (3) fo (1] (Nots 13) 0 Employer, click
<Details> to
Piace of ReEinence Provigad by EMployes - - : 3 .
£y Employ Prm'lcled (Click "Detalls” to Input the particulars) | Datalls | provide further
) Y Mat Provided ' .
Flesds with * ars mandatary. information

Noles:
1. Please click "Mote 37 to "Mote 13" 1o r2ad the relevant parie of the kateg and Instructione of Form IRESE for rafarenca.

2. Far Infermation an how s2warance paymeant ar long e2rvice payment should b= reporied, please rafar ta Motz 8 of the Mates
and Inefrucions of Form IRSES.

o to Draft Control List
Mext Record: WONG, MAN MAN

User Guide of IR56 Forms Preparation Tool 22



5.4 Save a Draft Data File

5.4.1 Atthe “Control List” page, you can click <Save Draft> to save the draft data file in your

computer.
IRSE Forme Praparation Tool {Screen ID:SC-ET-F-D02)
Emplcyer's File Humber-31240001
Hame of Employer:AABC ZZ COLTD
Input Employes's Detalie ! Check Control List
IRSEF - Hotiflcation by an employer of an emplayes whao 12 about fo cease to be amployed
Parlod of Place of
Ho. T  Mame of Employes W HEIC Ho. Employment Resldence [HHKS)
1 CHAN , MAN MAN Atzasssiz  DIDSAOIE- ot Provided =000 [ETIET
D1A201E -
z WONG , MAN MAN ipasa1e Froviged iGN Eait | Delete |
page[t | or 1 Total No. of Records: 2
Add Hew Employes
MOTES:
1. __i-, Racords marked by triangle nesd further varification and comgletion.
2. Tha Cepariment de=2E not retain tha Information you kayad In. E2fare exiling the Preparation Taool, please eave the draft

433 e 10 your computer or siorage device by dicking “Save Dram” bution. Pleas: nple that the s3avad dramn dala nie (wim
flie name:... DRAFT.say) cannat t= used for su :mlasfen ¥ou ehould click "Submit Later” ko sawe 3 data e for
submieglon via ER e-Flliing Semvices.

¥ou can click the “Print’Expart IRSE Farme™ bution to exporl & 6oft copy ar 8 print a hard copy of the IRSE form for your
dEstrbution fo the respeciive 2mploy2e to asslsl himmer In complefing hilsMher tax r2burm. Pl2ase nate that the axportad
fliefthe printed copy 16 NOT for submission o the Deparmeant.

Print | Export IR5E Forms | Print Drarnt Controd List | submit Later | Submit Now |

5.4.2 The default file name, with file extension *“.sav”, will include part of the inputted
Employer’s File Number / Business Registration No. (ERN), Form Type
(BIR56A/IR56B/IR56F) and the date and time of saving the data file.

The file name format for IR56B (Original) file is as follows:
ET-(Last 4 Digits of the ERN)-(Form Type)-(YEAR)-(DATE)-(TIME)-DRAFT.sav
An example for IR56B (Original) file for the year ended 31 March 2018 is:
ET-XXXX0001-BIR56A-2018-20181201-094536-DRAFT.sav
The file name format for other IR56 forms is as follows:
ET-(Last 4 Digits of the ERN)-(Form Type)-(DATE)-(TIME)-DRAFT.sav
An example for an IR56F file is:

ET-XXXX3246-1R56F-20181222-095012-DRAFT.sav

5.4.3 The draft data file saved (with the word “DRAFT?”) at this stage CANNOT be used for
submission.

5.4.4 Please note that the pre-filled selection for “Language for printing this form” and “Type
of Form” of the incomplete IR56 records saved in the draft data file will not be saved.
The “Language for printing this form” will be changed according to the language of the
input screen [see para 5.1.4(a)(i)] while the “Type of Form” will be changed according
your selection when you open the draft data file [see para 5.2.3)].
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5.5 Print/ Export IR56 Forms

To facilitate record keeping and distribution of the IR56 forms prepared by the Preparation Tool
to employees, you can either print the IR56 forms or export a soft copy of the forms.  The printed
IR56 forms and the exported files are NOT for submission to the Department.

5.5.1 You can click <Print / Export IR56 Forms> to print / export the IR56 form prepared.

IRS5E Forme Praparation Tool (Zcreen ID:SG—ET%
Emplocyers Flle Humber-§1240001

Hame of EmplcysrAABC ZZ COLTD

Input Employes’'s Detalle / Check Control List

IRSEF - Notifcation by an employsr of an emplioyss who 12 about fo ceasze to be amployed

Eorlgd of Biace of
Ho. = Hame of Employes ¥ HEIC Ho. Employment Resaldence 1
o110 5-
1 CHAN , MAN MAN A123456(3) . Mot Provided Lol Eait | Delste |
T1D4201E -
2 WONG , MAN MAN Jicizoie Provigad 7oo,000 TR
page[i_ | of 1 Go Total No. of Records: 2
Add New Employes
MOTES:
1 [ _ri] Racords marked by triangls nesd further venfcation and completion.
2.

Th2 Dapartmant do2e nat retain tha Irrc-rTauc-rdl. ou (’]--"d In. E2fare exning me PTEFIEI_;‘“"'I Tapl, please eave the draft
diata Mmis Lo your computsr of storage device by ~Save Draf buttan. Pleaga node that the s3wvad drafl data fie (with
fie name:... DRAFT.say) cannat b= usad Tor EU ..ITI|EE on. ¥iouw ehould click “Submilt L!1"—" %2 s3we 3 data fie Tor
submiesion via ER 2- F|||"I§ Samices.

3. You can click the "PrntExpart IRSE Farme™ bution o axpon & 0T Copy ar ¥ print a hard copy of the IRSE Torm for your

dsiribution o the respaciive employae to asslst himmer In completing his/her tax return. Please nabe that the exported
filefihe printed capy Is NOT for submisslon to the Department.

Prink ¢ E:-:-:lr'tJR.SG Forms

Submit Later | Swbmit How

2rint Draft Contnod List

5.5.2  You will be requested to select the IR56 form to be printed / exported. You may select
to print or export:
@ all the records (if the total number of records is not more than 100);
(b) records on the specified range of pages of Control List;
(© records with the specified range of record number shown on the “Control List”
page; or
(d) a specific record by inputting the HKIC No.

You can only print or export a maximum of 100 records at a time. If you have more
than 100 records in the data file, you are required to print or export them in separate
batches.

IR5E Fornme Praparation Too (2creen ID:SC-ET-DOS)
Employar's Flie Number-81240001

Hame of Emplocyer: AABC ZZ COLTD

Please salsct the IR5S forme to be printed / exportad:

O ax

® Recom(s)istledonpageis) [ | %o [ | afthe Control Liet
) Recordjs) with Record No. from ta

) Record with H_K. Identity Card Mo.: i

Motes:

{1} ¥ou can anly print / expart up % 100 5&1& of IR56 forme at 3 time

(2} Tha printad copy and the expartad Nie are far dredrl..l.,uun 1o your amployes only, but NOT far eubmissian ta the
Depariment. ¥au must submifl the XML daia flle (with flle axtenElon “SAV) undsr t

the submisslon process, please refer to the Uiser Sulkde of Filing of Employer's R
{3} ¥ou should take appropriate measures to pratact the exporied "IE ram unautharized al}:ass

Back @ Print [ Ex [ D
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5.5.3 To print the IR56 forms prepared:

@)
(b)

Click <Print> after selecting the record that you want to print.

preview screen will be shown.
Click <Print> to print the form.

The following

You can refer to Appendix A for the

recommended printer setup under different browsers.

(©)

INLAND REVENUE DEPARTMENT

Click <Back> to back to the screen as shown in para 5.5.2.

==

HOTIFICATION J6F
BY AN EMPLOYER OF &N EMPLOYEE WHO 15 ABOUT TO CEASE TO BE EMPLOYED
(Lincier amclion 2202 of S Iniens Aevencs Crdinance, Cag. 1133
1 0o cornpeted W et ok lader Han | morth bators due of Cadutoe. F s seoplcyes o sbo i dept
Hong fiong, pheass compiets Fomm DEKKE e
1 Empioyers Fli= Mo. @ 54240004 B1240009 ===
Hame of Employer - AMBC ZZ COLTD
Ta the bact of my knowladge, this smployss will NOT bs lsaving Hong Kong after cascation of smployment.
The following ars the partioulars of the smployss :-
2. Hem=of Employes | CHAM, MAN MAN CHAN ==**
Full Mame In Chiness :
im) HU. identiy Comrd Mumiber Al 2345{5[3} LR
() Fasspart Number and piace of ssue
4. BEx (M =laE F e Famak) F =&
5. Merinl Status [ 1 = Single M Widowsd § Dhvoresd § Living Apark, 2 = Mansd) )
E.  (a) Hmamied, $-l name of spouss :
() Spomse’s HUC kd=nify Card Nurmier :
() Spowse’s Fassport Nember and piace of Esue
7.  Aesidential Address : Flat &, Floor 3,
=000 BERVICE BELDG 113 GO0D EERVICE RO HONG KONG
8.  Posial Address after cessation of smplayrment [ dflsrent from bem 7 sbove) ©
9. CapacRy In which employed - MANAGER
10. Remson for cessetion (£.g. resignaban, retrement, dismissal, death sic. ) : Resignation
11. Perod of employment from 1 Agrl 8o S date of cessabian of employment © 04/04 7 2018 to 231 03 | 2T ===
12. DOetils of Income from 1 Agril bo e date of c=ssatan of emplayment :
Fariiculsrs Feriod Amount (HEE
() Eslary | Wages 550,000
B Lemve Pay
icy Direcior's Fee
) Commissian § Fees
2] Banus
I Esck Pay, Payment In Lieu of Nofice,
Terminal Awards ar Gt
@) Certain Payments from Retrement Schemes
ih) Ealaries Tax paid by Emplayer
1} Educaion Eenefits
1} Gain realzsd under Share Option Echeme
&} Any offer Rewards, Alowances or Ferquishess
ra:
‘hintore.
I} Paymenis that ke not bsen decianed above but will be made AFTER S =mployes has b=t employmesnt ©
TR
Tokal : Eﬁ,ﬁl‘ﬂj o
412, Pariculers of Flace of Aeskdzanos provided (0 = Kot provided, 1 = Provided) [ ===
Address 1
Address 2
Fiace of Aeskdenos 1 Place of Residence 2
Mature:
Period Provided:
Rent Peid 1o Landiond oy Emplay=r. HEEF HEE
Rent Paid to Landlond by Employss: HEEF HEE
Rent Refunded to Employes by Employer. HES HEE
Rent Faid to Empioyer by Employes: HKE HECE
Ehared by Two or bore Employsss
14 Whether the employes was wholly ar partly pald efiher In Hong Bong or elsswhene
by & non-Haong Kong company (0 = Mo, 1 = ¥ex | [ Ead
If yus, piense sists
Meme of Ran-Hiong Kong Company
Address :
Amaunt (f known) (This amount mest alxa be included in Bem 12} HKE
For Omoal Us=
Signsture
Name : CHAN, TAI MAN
Designatian : MAMAGER
Db
Camm poocen oy = T Torm = o srgioyes]
Space for Employers offical oo
RESSFIERFT) = Thi= copy Is for distrisetion be your =mployes oaly, but NOT for submission fa the Depariment =
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5.5.4 To export the IR56 forms prepared:
(@)  Enter the records that you want to export and then click <Export>.

(b)  The IR56 form for each employee will be saved as a separate HTML file and all
the HTML files will be packed in a compressed file in ZIP format.

IR5& Forma Preparation Tool {Screen ID:SC-ET-D0S)
Employar's Flls Number-81240001

Hame of Employer: AABC ZZ COLTD

Pleass salact tha IR5E forma to be printed / exportad:

O A
® Recors)istedonpagels) [ | o [ | ofthe Conlrol List
) Recond(s) whh Record Mo. from ta
O Recond with H.K. Ioentity Card Mo.: i
PMotes:

{1} You can only print ; expart up %2 100 se1s of IRSE fimE at a ime

(2} The printad copy and the exported flle are for distibuticn io your employes only, but NOT far eubmisslan ba the
Depariment. ¥al must submiil e XML data fle (wih e exienslon “SAWT) under the ER e-Fllng Services. For datalls of
the submiselon process, please refer ip the User Guide of Filing of Employer's Retum / Notificatlon.

{3} You ehould take appropriate measures to pratect the exporied fie from unauthorzed access.

Back € Print I E »

TEMEMEFRE devird.gov.hk £ IRS6F_20190323123329.2ip (411 KB)? RE(0) g5 |*l BEOQ I

5.5.5 You should take appropriate measures to protect the saved or exported data file from
unauthorized access.

5.6  Print Draft Control List

5.6.1 If you want to print a summary of the IR56 forms prepared, you can click <Print Draft
Control List> on the “Control List” page.

IR5E Forme Praparation Tool (Screen ID:EG-ET%
Employer's Flie Humber-81240001

Hame of Employer:AABC ZZ COLTD

Input Employes’s Detalie | Check Control Liet

IRSEF - Motification by an employer of an employas wha 12 about fo ceasze to be smployed

_ Eerlgd of Blace of
Mo. % Mame of Employes W HEIC Ho. Employment Reeideance [HES)
A 01042018 - = s
1 CHAN , MAN MAN A1234553)  510oniET Mot Provided LGl Eait | Delets |
01042015 -
2 WONG , MAN MAN a3R30046 Frovided Gl Eoit | Delete |
Page[t | of 1 =0 Tatal No. of Recorde: 2
Add New Employes
MOTES:

i. _l-i-. Racords marked by triangle nead further varification and comgletion.

Z. The D2parment do=2g not retain the Information you '(E]:'Elﬂ In. Gafare exiling the Preparation Taol, please eave the draft
data M2 1o your computer of storage device by |EK]I'IE Save Draf” button. Pleasa node thal the savad drafl daia Ni2 (with
flie name:... DRAFT.53v) cannat b= ueed Tor sutmiseion. Yau should click “Submit Later o sawe 3 daia file for
Eubmiselon via ER 2-Flling Samvices.

Yau can click the "PrintExpart IRSS Farms® bution &0 expor & Eaft copy or b print & hard copy of the IRSE form for your
gistribution io tha respaciive amployee to 2EElst himmer In completing hisher 13X ratum. Fla3s2 nata that the axportad
file'the prinied capy Ie WOT for subimission to the Department.

Print ! Export IR5E Forma | Print Draft Control List | 2ave Draft | Submit Later | Submit Mow

il

User Guide of IR56 Forms Preparation Tool 26



5.6.2 Click <Print> to print the draft Control List.

XD

DRAFT

{This draft Condrod List §s MOT Sor sulsmiselon)
Conirol List for Nolifcation (IRS5F)
Empiayars Flie Mumber: &1240001

Mame of Employer: AREC ZZ COLLTD
To tha best of my lmowiedga, the amployesie) wil NOT be leaving Hong Kong after cassation af emplayment

IRSEF - Hofifcation by an employer of an employes who |s about to ceass fo be smployed
Period of Pace of Total
b N e il Employment Fesldencs Income (HKE)
1 CHAN, MAN AN A173455(3) il Ty Mot Priwiced 560,000
R -

2 VDN, MAN MAN il B Frondsad 700,000
Total Mumbar of Employess par LSt z
©rand Total of Income per List HKE 1,250,000
Preparafion Tool Check Sunt

Transaction Referance MNumber:

Wama of Authorized Signar: _CHAN, TA] IaN
Decignaton: MANAGER

5.7 Get Ready for Submission

5.7.1 If all the records have been completed (no incomplete case with 2 ), you can click
<Submit Later> or <Submit Now> to proceed.

IRS5E Forma Preparation Tool (Scraen D:SG—E‘I’%
Employers Flle Humber-g1240001

Hame of Employer:&AEBC ZZ COLTD

Input Employes's Detalle ! Check Control Liet

IRSEF - Hotification by an employer of an employes who |2 about fo ceasze to be employed

Berlod of Blace of
Ho. T  Hame of Employes W HKIC No. Employment Resldence [HKS
1 CHAM , MAN MANK A123455(3) Do~ NotProvioed EELGN Eqit | Deists |
01042015 -
2 WWONG , MAN MAN J3casqic Frovided voo.000 TN
rage[t_ | ot 1 Go Total No. of Recorda: 2
Add New Employes
NOTES:

1. A Records marked by riangle nesd surther verification and comgpletion.

2. Tha Cepariment do2e not retain ihe information you keyad In. Sasare exiling the Preparation Tool, please save the draft
d3ta M to your computer or storage device by clicking “Save Draf™ button” Pleass node that the saved draf dat3 Mz (with
fie name:. .. DRAFT.5av) cannot B2 used for Submisslon. You hould click "Submit Lates” o save 3 datla fle for
submisslon via ER 2-Flling Sarvices.

Yau can click the "PrintExpart IRSS Farms™ bution ko expor & 0ft copy ar B print a hard copy of the IRSE fomm for your
msinbution to the respaciive amployae to aselet himmMer In completing his/her 3x return. Please nate that the exported
figfthe prinied copy & NOT for submission to the Department.

Print | Export IRSE Forms | Print Draft Conirol List | Sawe Diraft ( Submit Later | Submit How D

[
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5.7.2  If you want to save the data file for submission later, please click <Submit Later>.

(@)

(b)

(©)

(d)

©)

If you want to amend the Self-selected Key, you can click the <Edit> on the right-
hand side of the Key.

If you want to amend the details of the IR56 forms, you can click <Back> to back
to the “Control List” page.

If you want to amend the employer’s details, e.g. the Employer’s File Number,
name of employer, name of Authorizer Signer, etc., you have to re-open the draft
data file to amend the information [see para 5.2.1 to 5.2.3].

If no amendment is required, you have to click <Save for Submission> to save
the data file for submission before exiting the Preparation Tool. The file name
saved at this step does not contain the word “DRAFT”.  You can only submit the
data file saved in this step through ER e-Filing Services. The draft data file (with
file name: ...-DRAFT.sav) saved in para 5.4 cannot be used for submission.

After saving the data file, you can click <Exit>" to quit the application or
<Prepare Another> to go to the “Important Notes” page and start preparing
another data file.

IR5E Forma Preparation Tool {Seraen ID:SC-ET-F-DIE)
Zave for Submission Latar

Employers Flla Number: 51240001

Hame of Emplcysr: AABC ZZ CO.LTD

sell-sedacted Key 1123456 | Edit |

Employses’ particulars are summarized below:

IRSEF - Hotification by an empioysr of an employes who Is about to ceass fo be employsd

Paried af Blace of

Hao. Hame of Employes HEIC No. Emiploymant Resldance Total Income{HKS

s CHAN, MAN IH;E'{ ATEIIEE[3) |:1tlazﬂ'15 - ol Praviged gﬂ.ﬂ.a
23032019

2 WONG , MAN MAN 01042015 - Proviged 700,000
D3n3zoie

Page[t | of 1

Mumber of Se(s) of IRSEF Fonm completed: 2

Name of "Authorized Signar®: CHAN, TAI MAN

Designation: MAMAGER

Preparation Taol Check Sum: A475E FSOAS DESES 084C4 SAC4LS 41EFEC3

Motes:

1.To IZIFEF_ the B3 ved 11313 fliz :|'l2ll. are required to In| :I:,I. '.!!_E EE:I'.-'_E EEh'-f.El&_:‘ﬂE_'? "{E'\. You are strongly acvised o EEE frapsar
;zf:‘;d:_gr%ﬁ..&!lfﬁelz-ﬂej ¥ey. The Depariment does nod keep rack of your Sed~selected Key and cannat reeat tha Seif-

2. Click the “Save for Submission™ buttan to sEave e data flie 1o your computar or other etorage deyvice for fulure retiaval and
Eubmission.

3. Amar all the racords are compiated, you can clok the “PrintExport IRSE Forms™ bution to sawe 3 sofl copy of prini a hard
copy of the IRSE form for your distribuion to the respectve empioyes 10 asslst himher in complating hisfher Ex retum.

Print Draft Con ' Save lor Submizelon P Prepare Another

| Back M Print/ Export IR5E Forms

Due to different browsers’ behavior, the <Exit> button may not be able to function in some browsers.

User Guide of IR56 Forms Preparation Tool 28



5.7.3  You can also click <Submit Now> to perform the submission via ER e-Filing Services.

(a) To avoid loss of the inputted data, you must click <Save for Submission> to
save a data file (with file name: ...sav) for submission before clicking
<Continue>.

IRS5E Forme Preparation Tool {Screen ID:SC-ET-F-DO7T)
Save and Submit Now

Employers Flle Humber: 1240001

Hame of Employer: AABC ZZ COLTD

Sait-zelecied Key 1123456 | Edit |

Employess’ particulars are summarized below:

IRSEF - Hotimcation by an pioysr of an employes who Is apout to ceass fo ba employed

Paricd of Piace of

i CHAM . MAN MAN A1Z3456(3) D1042015 - Mot Froviged Sa0.00
23032019

2 WOMNG , MAN MAN 010420135 - Proviged 700,000
D303zo19

Pagel ] w1 [5]

Mumber of Sei(s) of IRSEF Form completed: 2

Mame of "Authorized Signar™: THAN, TAI MAN

Deslgnation: MANAGER

Praparation Tool Chack Sum: A4T5E FEEAS DESES 084C4 DACLE 416FB 53
Motes:

1.To open the savad dals fll2. you are required 1o ingul the abave Sait-salecied ey, You are srongly advised o kaep propar
recard of the Saif-eclested Key. The Depariment does nod keep irack of your Sel-selected Key and cannat reset the Self-
Eclecied Key.

2. Click ha “Saws Tor Submission™ button 1o sava the data fie 1o your computar or othar elorage desics and click "Continue”™ 1o
compéste the EUDMIESon proceses.

3. Amar all the racords are compieted, you can click the "PrintExport IRS6 Forms™ bution fo save 3 soff copy of prind a hard
copy of e [RSE form for your distribution to the respective employes 1o assist him/her In compieing hisfer tax retum.

| Back [ Print/ Export IRSE Forms Print Dramt Controd List Sawva Tor Submission

Have to click this button to save the data
file before proceeding to submission

(b) You can choose to submit the data file prepared via the Online Mode or Mixed
Mode of the ER e-Filing Services. Select “Online Mode” or “Mixed Mode”
and then click <Continue>. Note that you will NOT be allowed to amend the
data file once proceed to the ER e-filing Services. You have to use the
Preparation Tool to amend the data file if necessary.

(© Only an Authorized Signer with an eTAX account or “iAM Smart+” account
(with digital signing function) or recognized personal digital certificate can
complete the submission process via “Online Mode”. If you are an
Authorized Signer but do not have an eTAX account, you may click here to
open an eTAX account, or choose to upload the data file under the “Mixed
Mode” and then sign and submit the cover page* of the paper Control List
(with QR Code) to complete the submission process.

*  Start from 14 August 2022, employer is only required to sign and submit the cover
page of the Control List and is no longer required to sign on each and every pages
of the Control List after uploading the data file under the ““Mixed Mode™.
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(d) If you are not an Authorized Signer, you may select “Mixed Mode” to upload
the data file and then have the cover page of the paper Control List (with QR
Code) signed by an Authorized Signer.
page) should then be submitted to the Department to complete the submission

process.

IR56 Forms Preparation Tool

Employer's File Number: 8124001

Name of Employer: AABC ZZ CO.LTD
Number of Set(s) of IR56F Form completed: 2

Select the Filing Mode For Submission

Submission

O Online Mode

[To use the "Online Mode", you must be an “‘Authorized Signer’(Note) and eTAX / “iAM Smart+” Account holder ]

O  Mixed Mode

[To upload the data file via the "Mixed Mode", you are not required to be an “Authorized Signer’or eTAX / “iAM

Smart+” Account holder. However, to complete the whole submission process, you have to pass the Control List

(printed after uploading a data file via the Mixed Mode) to an “Authorized Signer” for signature on the cover
page. The signed cover page of the paper Control List, together with the signed paper Employer's Return
(BIRS6A), if applicable, should then be submitted to the Department. ]

Note:

Employer’s Return/Naotification must be signed by an "Authorized Signer”. An "Authorized Signer” must be holding one of

the following capacities:

Director, Company Secretary, Manager, Investment Manager (only applicable to a corporation that is an open-ended fund

company), Provisional Liguidator or Liquidator of the corporation
Proprietor for the sole proprietorship business

Precedent Pariner of the parinership business

Principal Officer of a body of persons

(A) Online Mode (Login of the eTAX account / “iAM Smart+” account equipped

with digital signing function by an Authorized Signer is required)

(i)  If “Online Mode” is selected, you will be asked to login to your eTAX
account, “iAM Smart+” account (with digital signing function) or with your
recognized personal digital certificate.

(Screen ID:SC-ET-008)

The signed paper Control List (cover

Please note that only the

Authorized Signer can use his / her eTAX account to submit the data file.

(if)  For detailed submission step in ER e-Filing Services, please refer to the

User Guide of Employer’s Return e-Filing Services.

Online Demo -+
FAQs +
Tips and Tools
Allawances

Tax Rate

Fax Compulatian
Exchange Rate

Related
Infermation

Demo - Filling of
Prafits Tax Return

IRD Homepage
Budgel Proposal

Extensien Granted ta
e-Filars

Tax Rotun & Guide
Assessment
Paymant

eTAX Tems &
Conditians

ATAX Sacurity
Statement

Contact Us. +

aTAX Help -+

User Guide of IR56 Forms Preparation Tool

Exit

Inland Revenue Department
Of the Peapie n Rapubiic of China

Login / Register / Forgot TIN or Password
Please leave the Input boxes below blank i login with "IAM Smart” / Digltal Certificate
TIM (Taxpayer Identification Number)

eTAX Password | Access Code

Earpet TN Password

Aftention

The Terms and Conditions (T&C) for Use of eTAX Services by Individuals have been revised on 28 Nov 2020 to
permit the use of "iAk Smart” to login and sign transactions submitted through eTAX (signing is anly applicable fo
AN Smart” accounts with digital signing function) Please click here to view the revised TAC

3 Lo i s

The "TIN™ shown on the Tax Relurn-Indwiduals and refated Nolice of Assessment 1s solely lor login onlo
"eTAX" account and access to the e-services provided by the Inland Revenua Departmant Such "TIN" is
NOT used as a tax identifier of Hong Kong tax resident and therefore should not be provided for automatic
exchange of financial account information purposes.
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(B) Mixed Mode (Login of the eTAX account is NOT required)

(i)

(i)

(iif)

User Guide of IR56 Forms Preparation Tool

You may designate a person to upload the IR56 form data file through the
ER e-Filing Services. The designated person is required to input the
Employer’s Identification Code (“ERIC™) and the Self-selected Key of the
data file when uploading the data file.

The Authorized Signer is then required to sign the cover page of the paper
Control List (with QR Code) generated by the system after you have clicked
<Print Control List> and submit the duly signed Control List (cover page)
to the Department to complete the submission process. For annual
submission, the duly signed Control List (cover page) must be submitted
with a duly signed paper Employer’s Return (BIR56A).

For detailed submission steps in ER e-Filing Services, please refer to the
User Guide of Employer’s Return e-Filing Services.

IR56 Forms Preparation Tool (Screen ID:SC-ET-008)
Employer's File Number: 81240001

Name of Employer: AABCZZ CO.LTD

Number of Set(s) of IR56F Form completed: 2

Select the Filing Mode For Submission

Submission

(O Online Mode
[To use the "Online Mode", you must be an “Authorized Signer”(Note) and eTAX / “iAM Smart+” Account holder.]

@ Mixed Mode

[To upload the data file via the "Mixed Mode", you are not required to be an “Authorized Signer’or eTAX / “iAM
Smart+" Account holder. However, to complete the whole submission process, you have to pass the Control List
(printed after uploading a data file via the Mixed Mode) to an “Authorized Signer” for signature on the cover
page. The signed cover page of the paper Control List, together with the signed paper Employer's Return
(BIR56A), if applicable, should then be submitied to the Department. ]

Note:
Employer’s Return/Notification must be signed by an "Authorized Signer". An "Authorized Signer” must be holding one of
the following capacities:
Director, Company Secretary, Manager, Investment Manager (only applicable to a corporation that is an open-ended fund
company), Provisional Liquidator or Liguidator of the corporation
Proprietor for the sole proprietorship business
Precedent Partner of the partnership business
Principal Officer of a body of persons
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Appendix — Recommended Printer Setup for Different Browsers

Internet Explorer 11

(1) Click the menu button and the select “Print” and then “Page setup”.

- & Search... D = ﬁ @

Print... Crl+P Print

Print preview... File 5

Page setup... Zoom [100%) 3
Safety 5

Bdld cite to Apps
View downloads Crel=

Manage add-ons

F12 Develaper Tools

Go to pinned sites
Compatibility View cettings

Inkernet opbhons
About Internet Explorer

(2) Tick “Enable Shrink-to-Fit”, adjust the margin per the screen below and select “-Empty-" for all the
options under “Header” and “Footer”.

Page Setup X
Paper Options Margins (inches)
Page Size: Left:
M * B
(®) Portrait () Landscape Top:
] Print Backaround Colors and Images Bottom: Im

Enable Shrink-to-Fit

Headers and Footers

Header: Footer:
-Empty- e -Em
-Empty- ~ | |-Empty-

Empty- ~| | -Empty-

2
‘ﬁ_’
€ € €

Change font
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Chrome

(1) Click the menu button and the select “Settings”.

ﬁ95<:

New tab Ctrl+T
New window Ctrl+N
New incognito window  Ctrl+Shift+N
History b
Downloads Ctrl+)
Bookmarks 3
Zoom - 100% + e
Print... Ctrl+P
Cast...

Find... Ctrl+F
More tools »
Edit Cut Copy Paste
Help »
Exit

(2) Click “Customize fonts”.

Appearance

Themes
Open Chrome Web Store

Show home button
Disabled

Show bookmarks bar

Font size Medium (Recommended) -
Customize fonts » @
Page zoom 100% -
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(3) Adjust the minimum font size.

& Customize fonts

Font size

Minimum font size 10: The quick brown fox jumps over the lazy dog

Standard font

Times New Roman -

(4) Click the menu button and the select “Print”.

= O X
« 0 {3
New tab Ctrl+T
New window Ctrl+N
New incognito window  Ctrl+Shift=N
History 4
| Downloads Ctrl+]
; Bookmarks »
Zoom - 100% - i
= = <:|
Cast...
Find... Ctrl+F
Moare tools b
Edit Cut Copy Paste
Settings
Help 4
Exit

User Guide of IR56 Forms Preparation Tool

Tiny

Tiny

Huge

Huge :
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(5) Click “More settings”.

Print

Total: 1 sheet of paper

[~ Microsoft Print to PDF

Destination
Change...
Pages = Al
eg. 1-5,8 11-13
Layout Portrait =
Color Color -

3 <:|

Print using system dialog... (Ctri+5hift+P)

(6) Adjust the appropriate margins and scale.

Print

Total: 1 sheet of paper

Cancel

[ Microsoft Print to PDF

Destination
Change...
Pages LIl
eg. 1-5, 8, 11-13

Layout Portrait b
Color Color =
Paper size Ad =
Margins Default o

Scale g2 <:

tions Headers and footers

Background graphics
= Fewer settings

Print using system dialeg... (Ctri+Shift+F)

User Guide of IR56 Forms Preparation Tool

Uncheck the option “Headers and footers” (if selected).
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Firefox

(1) Click the menu button and the select “Print”.

- n @ = <:I

£ Signinto Sync
0] Content Blocking
[ B Mew Window Ctrl+N
©2 Mew Private Window Ctrl+Shift+P
1 ﬁ Restore Previous Session
Zoom - 0%+ A
| Edit x 0 B
I\ Library >
& Add-ons Ctrl+Shift+ A
# Options
i ,/ Customize...
] Open File.. Ctrl+0
Save Page As... Ctrl+S
Q. Find in This Page... Ctrl+F
Maore )
L Web Developer H
@ Help H
O Bt Ctrl+Shift+Q
(2) Click “Page Setup...”.
@ Inland Revenue Department - Morzilla Firefox
Print... Page Setup... | Page: W = of 1+ w | Scaler | Shrink ToFit ~ | | | | Portrait L_| Landscape Simplify Page Llose
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(3) Tick “Shrink to fit Page Width”, or untick to manually adjust page scale.

Page Setup *
Format & Options  Margins & Header/Footer

Format

Orientation: (@) -Eu:urtraité () |Landscape

Scale: | 100 % ShrinktnfitPageﬂidth < :

Options
(] Print Background (colors & images)

Cancel

(4) Switchto tab “Margins & Header/Footer”.  Adjust the margin per the screen below and select “--blank-
-” for all the options under “Headers & Footers”

Page Setup >

Format & Options Margins 8 Header/Footer @

Margins (millimeters)

Top:

Headers & Footers L
--blank-- ~ | | --blank-- ~ | | --blank-- ~
Left: Center: Right: L
--blank-- ~ | | --blank-- ~ | | --blank-- i

Cancel
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Edge

(1) Click the menu button and then select “Print”.

New window

New InPrivate window

Zoom — 100% + /S

Favorites

Cast media to device

Find on page

Read aloud

Print

Pin this page to the taskbar
Pin this page to Start
Developer Tools

Open with Internet Explorer
Send feedback

Extensions

What's new and tips

Settings

(2) Select the appropriate scale and margins.

Inland Revenue Department - Print
Printer
Microsoft Print to PDF

Let the app change my printing
preferences

Orientation

Portrait

Pages
All pages

Scale

Shrink to fit

Margins

Narrow

Headers and footers

IRIN

User Guide of IR56 Forms Preparation Tool

Turn off the settings under “Header and footers”.
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