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Staff Cost - Tax Return

e Maintain tax return information, taxable items and amounts of individual
staff of the taxation year for generating employer’s tax return (IR56B) data
file for submission to Inland Revenue Department (IRD).

» A zipped file containing the following items would be generated for
employer’s tax return:

« |IR56B data file in DAT format for saving in a portable storage device
(e.g. CD ROM);

e |IR56B data file in XML format for uploading to the Employer’s Return
e-Filing Services of IRD; and

 List of Employees and IR56B for each employee in PDF format

« Relationship with Payroll function:

Payroll ltem 4 Payroll Amount » Taxable Amount
Setup Payroll Post Payroll Voucher Tax Return
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Maintain Tax Return

Step 1. Click [Staff Cost]
- [Tax Return]
from the menu on the left.

[S-F5C24-01] FMP > Staff Cost > Tax Return

Taxation Year n"ﬁ"fr‘r"r‘r‘-'}|2|]19f2l]2l] - Rewiew v Transaction Reference NO.
for tax return successfully
uploaded via Employer's Return
e-Filling Services

Staff Name (Eng) Staff Name (Chi) Staff Rank St ‘1‘“““"‘
]
4001 |CHEN S1U WaN Fl Clerical Dfficer 306,669] [
AD0Z |LEE LEE LEE BT PFIEE 553,00] [
A003 |CHEUNG CHI CHEUNG T Staff RN

—~Top
Mote 1 : [Save] - The staff and tax return basic information of selected employees (those with a tick in "Tax Retumn Required” checkbox) will be saved for generation of Employer's
Tax Refum IRSEE related files.

Mote 2 : [Generate IRS6B) [Generate Revised IRSEE] - System would generate a zipped file containing: (1) IRSEE data file in DAT format; (2) IRSEE data file in XML format; and
(3) List of employees and IRS6E Employer's Tax Return for individual employee in PDF format. After generation, the status of the taxation year concemed will become “freeze”.
Mote 3 - [Save TRN] - If IRS6E data file has been successfully upleaded to the Inland Revenwe Department via Employer's Retum e-Filing Services, user must input and save the
Transaction Reference No. (TRN) of the relevant taxation year to record the submission of original IRSSE. If amendment to the IRS6E of the relevant taxation year is required, user
should click [Generate Revised IRS6E] to generate the revised IRS6E related files.

Mote 4 : [Unfreeze] - If amendment to a tax return is required for a taxation year with status of "Freeze®, user should click [Unfreeze] to change the stafus of the relevant taxation
year to "Review” for revision. After updates have been made, user should click [Save] and [Generate IRS6E] / [Generate Revised IRS6E] to generate the IRSG6E related files.

Mote 5 : [Staff Mapping] - Staff master created in FMP Module will be mapped to staff master created in Staff Module

Mote & : [Print Log] - User can print a log report showing staff changes in Siaff Module and the comresponding synchronization in FMP Module.

Mote 7 : [Synchronize Rank from Staff Module] - System would check the difference in rank of the selected staff between Tax Retumn and Staff Module and synchronize the rank
with that in Staff Module.

[ Freeze ][ Staff Mapping ][ Print Log ][ Generate IR56E ][Genarate Revised IRE&B][S',rnthmnize Rank from StafanduIE]LH Save ]
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Maintain Tax Return

Step 2. Select the

Current Scho

‘Tuation Yeadr [‘rﬂ"ff‘f‘r“r‘r}|2E|19I2EIZD - Review v| \

[5-F5C24-01] FMP > 5taff Cost > Tax Retumn

Transaction Reference No. (TRN) |
for tax return successfully
uploaded via Employer's Return

e-Filling Services

Staff Name (Eng) Statf Name (Chi) Staff Rank Total ‘;'“““"'
L]
A00L [CRAN 510 HeN Bl % Cletical Officer T
A |LEE LEE LEE T EE] g SEE 553,090
W03 |CHEMG CHI CHETNG RET Staff O]

~Top
Mote 1 : [Save] - The staff and tax retumn basic information of selected employees (those with a tick in "Tax Retum Required” checkbox) will be saved for generation of Employer's
Tax Return IRSGE related files.

Mote 2 - [Generate IRSEB] [Generate Revised IRSEE] - System would generate a zipped file containing: (1) IRSE6E data file in DAT format; (2) IRS6E data file in XML format; and
(3) List of employees and IRS6E Employer's Tax Return for individual employee in PDF format. After generation, the status of the taxation year concemed will become “freeze”.
Mote 3 - [Save TRN] - If IRSEE data file has been successfully uploaded to the Inland Revenue Department via Employer's Retum e-Filing Services, user must input and save the
Transaction Reference No. (TRM) of the relevant taxation year to record the submission of original IRSSE. If amendment to the IRSE6E of the relevant taxation year is required, user
should click [Generate Revised IRSEE] to generate the revised IRS6E related files.

Mote 4 - [Unfreeze] - If amendment to a tax retumn is required for a taxation year with status of "Freeze”, user should click [Unfreeze] to change the stafus of the relevant taxation
year to "Review” for revision. After updates have been made, user should click [Save] and [Generate IR56E] f [Generate Revised IRS5E] to generate the IRSG6E related files.

Mote 5 - [Staff Mapping] - Staff master created in FMP Module will be mapped to staff master created in Staff Module

Mote & - [Print Log] - User can print a log report showing staff changes in Staff Module and the corresponding synchronization in FMP Module.

Mote 7 - [Synchronize Rank from Staff Module] - System would check the difference in rank of the selected staff between Tax Returm and Staff Module and synchronize the rank
with that in Staff Module.

[ Freeze ][ Staff Mapping ][ Print Log ][ Generate IR56E ][Genarate Reuisedllt&ﬁu][ﬁvnchmnize Rank from Staff MnduIE][ E Save ]
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Maintain Tax Return

[5-F3C24-01] FMP > 5taff Cost > Tax Retum

Taxation Year [‘f‘f\’Yﬁ"r"r‘f}|2D19f2D2El - Beview v

Transaction Referenc

for tax return successfully
uploaded via Employer's Return

e-Filling Services

Step 3. Click the Staff

Staff Name (Eng) Staff Name (Chi) Staff Rank S ‘;'“““"‘
4090 J§UI XEE B 0 M
L TCEN 510 Hn Row Flarlo] Wi T
W02 |LEE LEE LEE Ty PR R I
W03 |CHEING CHT CHETNG e Staft o

—Top

iMote 1 : [Save] - The staff and tax return basic information of selected employees (those with a tick in "Tax Retumn Reguired” checkbox) will be saved for generation of Employers

| Tax Retumn IRSGE related files.

Mote 2 : [Generate IRS6E] [Generate Revised IRSEE] - System would generate a zipped file containing: (1) IR3S6E data file in DAT format; (2) IRS6E data file in XML format; and

f (3) List of employees and IRS6E Employer's Tax Retumn for individual employee in PDF format. After generation, the status of the taxation year concerned will become “freeze".

i Note 3 : [Save TRM] - If IRSEE data file has been successfully uploaded to the Inland Revenue Department via Employer's Retum e-Filing Services, user must input and save the
Transaction Reference No. (TRN) of the relevant taxation year to record the submission of original IRSGE. If amendment to the IRS6E of the relevant taxation year is required, user

Ushould click [Generate Revised IRS6E] to generate the revised IRSE6E related files.

[ Mote 4 : [Unfreeze] - If amendment to a tax return is required for a taxation year with status of "Freeze®, user should click [Unfreeze] to change the status of the relevant taxation

['I_.'ear to "Review” for revizgion. After updates have been made, user should click [Save] and [Generate IRSGE] / [Generate Revised IRS6E] to generate the IRSE6B related files.
Note 5 : [Staff Mapping] - Staff master created in FMP Module will be mapped to staff master created in Staff Module
MNote 6 : [Print Log] - User can print a log report showing staff changes in Staff Module and the comesponding synchronization in FMP Module.
Mote 7 : [Synchronize Rank from Staff Module] - System would check the difference in rank of the selected staff between Tax Return and Staff Module and synchronize the rank

with that in Staff Module.

[ Freeze ][ Staff Mapping ][ Print Log ][ Generate IR56B ][Genaral:e Revised IREEB][S',rnchmnize Rank from Staff MuduIE][ E Save ]




Step 4. Select Staff Rank
eree | and provide Staff Rank (for
J File Edit ‘iew Fawaorites Tools  Help Tax Return) (where
J sBack « = - i) | | ‘Qhsearch [GFavorites fMedia 4 | By & = =15 necessary).

J address @ http: fflocalhost: 3080/ jspfindex. jsp

Maintain Tax Return — Staff Basic Information
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[8-FSC24-02] FMP > Staff Cost > Tax Return

cDSs EDB3 KONG, KONG
Taxation Year(YYYY/YYYY) 2019/2020
Tax Return is required.

HKAT
HKEAA,
= FMP

Common Setup

Qitaff Racir Infarmatinn Tav Ratuirn Racin Infarmatinn Racidanra and l"l'l'l"er |nformati°n
Staff Rank
Staff Rank (for Tax Return)

Senior Graduate Master/Mistress

Budgeting Primary ID Type HK Doc of ldentity for Visa Primary 1D No. 123456
: Purposes
Bookkeeping
L Place of Issue Hong Kong Sex Female
| SiElIEE Marital Status Single

Setup
Staff Master

| Synchronize from Staff Module || ] save |[ <]Back |

@ Dione | | | =F Local intranet i
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J SBack + = - () il | ‘Dhsearch [GfFavorites fifMedia ¢4 | %vl =p = =3 JLinks & | Customize Links >
J-':'-ddFESS &] http:{flacalhost:3080/jspfindex. jsp ~| o

- jenzafer

Last Login: 02/07/2003 11.03 Logout | Help | ¥ ERFE
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[S-FSC24-02] FMP > Staff Cost > Tax Return

CDS EDB3 KONG, KONG
Taxation Year(YYYY/YYYY) 2019/2020

HKAT
Tax Return is required.
HKEAA
- Tax Return Basic Information Residence and Other Information
* FME Staff Rank Senior Graduate Master/Mistress
Common Setup Staff Rank (for Tax Return)
Budgeting Primary ID Type HK Doc of Identity for Visa Primary ID No. 123456
Bookkeeping Purposes
_ Place of Issue Hong Kong Sex Female
| StaffCost Marital Status Single

Setup ﬁ—]
e | Synchronize from Staff Module || [] save || <JBack

Step 5. Click [Save]
button.




Maintain Tax Return - Staff Basic Information

WebSAMS IR56B

Staff Surname (Eng) / Other Name (Eng) Item 2: Name of Employee or Pensioner
Staff Name (Chi) Iltem 2: Full name in Chinese
Staff Rank / Staff Rank (for Tax Return) Iltem 9: Capacity in which employed

Primary ID Type / Primary ID No. / Primary ID Place Iltem 3: H.K. Identity Card Number or Passport

of Issue Number and place of issue

Sex Iltem 4: Sex

Marital Status Iltem 5: Marital Status

Spouse’s Surname (Eng) / Other Name (Eng) Iltem 6: If married, full name of spouse

Spouse's Surname (Chi) / Other Name (Chi)

Spouse's Primary ID Type / Primary ID No. / Primary Item 6: Spouse’s H.K. Identity Card Number/
ID Place of Issue Passport Number and place of issue (if known)
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Maintain Tax Return — Tax Return Basic Information S 6, ek [

J ‘= Back = = - @ il | @Search [#] Favorites @Media @ | %v =p = =3 Return Basic
J-':'-ddFESS @hI:I:|:|:,I',I'Iu:n:alhu:ust:EDBD,I'jsp,I'inde:-:.jsp Information] ﬂ
hyperlink.
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[S-FS5C24-02] FMP > Staff Cost > Tax Return

EDB3 KONG, KONG
Taxation Year(YYYY/YYYY) 2019/2020
Tax Return is required.

taff Basic Information Tax Return Basic Information Residence and Other Information
Common Setup § WCTPTTPTTY Senior Gradiate Master/Mistless
Budgeting Staff Rank (for Tax Return)
Bookkeeping Primary ID Type HK Doc of Identity for Visa Primary ID No. 123456
- Purposes
* Staff Cost Place of Issue Hong Kong Sex Female
Setup Marital Status Single

Staff Master

| Synchronize from Staff Module || [] save || <]Back |

@ Done || | =1 Local inkranek 4




Maintain Tax Return — Tax Return Basic Information SteP 7. Fillin Tax REUL
Basic Information

J File Edit ‘iew Fawaorites Tools  Help

J i Back - = - @ | | @Search [3e] Favorites @Media @ | %v =h = o

J Address @ hitkp: jflocalhost: 8080 ispfindex. jsp

-

f?GD

User: jenifer Last Login: DZ07/2003 11:03 Lovout | Help | iRz

.................................... Current School Year: 2001 9 Juby 2003 18:09 |
= HHAT ) |

[8-F8C24-03] FMP > Staff Cost > Tax Return

» HKEAA B4 TEST, SECURITY
= FMP Taxation Year(YYYY/YYYY) 2019/2020
- Tax Return is required.

Common Setup

taff Basic Information Tax Return Basic Information

Period of employment for the year from 1 April 2019 to 31 01/09/2019

March 2020

Employee Tax File No. |:|

Name of Principal Employer (for part time employee) | |

Residence and Other Information

1 - [31/03/2020

Budgeting
Bookkeeping
" Staff Cost
Setup
Staff Master

Residential Address Flat X, Floor 5, Block 5, Building Build X, 5 Building Ave, Tung Chung

Correspondence Address Same as Residential Address

Area v

11. Particulars of income accruing for the year from 1 April 2019 to 31 March 2020 “B m

IR56B No. Item Description Original Amount | Tax Return Amount
. HK$ HK$

El'l[:llllf].r' -— e 0 VyVV0n —n 0@ —
(a) Salary/Wages 0 | o|

HEF"]“ (b) Leave Pay 0 | 0|
CAR (c) Director's Fee 0 | 0|
Sales & Stock (d) Commission/Fees 0 | 0|
(e) Bonus B | O|

&) || | = Local inkranet /
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Maintain Tax Return — Tax Return Basic Information ﬁ

J FBack - = - () at | ‘Qhsearch [GFavorites  GMedia ¢4 | By S = =4 |JLink5 & | Custormize Links >
J.ﬁ.glu:lress I@ http: fflocalhost: 8080/ jsp/index:. jsp "’I a0

User: jermifer Last Login: 02/07/2003 11:03 Logout | Help | g

.................................... Current School Year: 2001 9 Juby 2003 18:09
» HKAT 11. Particulars of income accruing for the year from 1 April 2019 to 31 March 2020 #Bottom
e Original Amount  Tax Return Amount

w EMP ) Balary Mages B0,000._00 | BEI,EIDEI|
Common Setup O Step 8a. If required, enter T T
Budaeti =3 Director's Fee the TaX Return Amount 0 | |:||

udgeting .
() Commission/Fess d]rectly. 0 | |:||

Bookkeeping
(&) Bonus i | |:||
' Staff Cost (f) Back Payv, Pavment in Lieuw of Moticd® i | |:||
SEtllr.l =] Certain Payments from Retirement Schemes il | |:||
Staff Master (h) Salaries Tax paid by Emplover i | |:||
(1) Education Benefits i | |:||
(3 Gain realized wnder Zhare Option Scheme ] | |:||
(k) By other Rewards, Allowances or Perquisites i 0
E“[]llir_‘,f 1) Mature : | | | |:||
R t (27 Nature : | | | EI|
epo
(3 Nature - | | | EI|
» CAR (1) Penzion= 0 | |:||
» Sales & Stock Total Anount a],[m_ml 80,000
[ESaue][{‘]Batk] I

| | | o Local inkranet "ﬁ.




Maintain Tax Return — Tax Return Basic Information

=10l x|

J FBack - = - () at | ‘Qhsearch [GFavorites  GMedia ¢4 | By S = =4 |JLink5 & | Custormize Links

J.ﬁ.glu:lress I@ http: fflocalhost: 8080/ jsp/index:. jsp "’I a0
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» HKAT
» HKEAA
= FMP
Comimon Setup
Budgeting
Bookkeeping
W Staff Cost
Setup
Staff Master

Endguiry
Report

CAR

Sales & Stock

r: jermifer Last Login: 02/07/2003 1103 Logout | Help | P EE

11. Particulars of income accruing for the year from 1 April 2019 to 31 March 2020

Current School Year: 2001

9 Juhy 2003 18:09

+Bottom

{a)  |SalaryMages B, 000.00][ | 50,000
b Leave Pay o o]
{c)  |Director's Fee :
T oo Step 8b. Fill in Nature of
=) [Borus item 11(k) if the amount
(f)  |[Back Pay, Payment in Lieu of Notice, Terminal Awards or Gratuitie
{2)  |Certain Payments From Retirement Schemes is filled.
(h)  |[Salaries Tax paid by Employer | q
(i)  |Pducation Benefits ol | 0]
(J) ettt promie °L d
&) | [#nv other Rewards, Allowances or Ferquisites 0 0
(1) Nature : | | | 0]
(2) Nature = | | | 0|
(3) Mature - | | | n|
(1) | [Pensions o 0]
Total Anount 80,000_00 80,000
—Top
(fsare ) (oot |




Maintain Tax Return — Tax Return Basic Information

Step 9. Click [Save]

J = Back -+ = - @ at | @_Search (3] Favorites @Media @ | %* & = 3%

J fddress @ http:flocalbost: 3080/ sp/index. jsp

button.

‘User: jennifer Last Login: 02107

Current School Year: 2001 9 Juhy 2003 18:09

» HKAT 11. Particulars of income accruing for the year from 1 April 2019 to 31 March 2020 #Bottom
e Original Amount | Tax Return Amount
w EMP ) Balary Mages B0,000._00 | BEI,EIDEI|
(h) Leave Paw ]
Comimon Setup | 0]
. (=3 Director's Fee o | |:||
Budgeting
[ Commission/Fees 0 | |:||
Bookkeeping
(&) Bonus L | I:I|
' Staff Cost (f) Back Payv, Pavment in Lieuw of Wotice, Terminal Awards or Gratuities i | |:||
SEtllr.l =] Certain Payments from Retirement Schemes il | |:||
Staff Master (h) Salaries Tax paid by Emplover i | |:||
(1) Education Benefits i | |:||
(3 Gain realized wnder Zhare Option Scheme ] | |:||
(k) By other Rewards, Allowances or Perquisites i 0
_ (1) Mature : 0
Endguiry | | | |
(2 Nature : | | | EI|
Report
(3 Nature - | | | EI|
3
CAR (1) FPensionz i | |:||
Sales & Stock Total Anount 80_000_00 80,000
I ~Top
|




Maintain Tax Return - Tax Return Basic Information

WebSAMS IR56B

Residential Address Item 7: Residential Address

Correspondence Address Iltem 8: Postal Address

Period of employment for the selected taxation year Item 10: Period of employment for the selected

(April - March of the following year) taxation year (April - March of the following year)
Tax Return Amount column under Particulars of Iltem 11: Particulars of income accruing for the
income accruing for the selected taxation year selected taxation year (April - March of the

(April - March of the following year) following year)



Maintain Tax Return — Residence and Other Information .

Step 10. Click

J SBack + = - @ i | @Search (3] Favorites @Media @ | %" = = #

J Address |&] http:fflacalhost: 8080/ jspfindex. isp

[Residence and Other .
Information] o

» HKAT
» HKEAA
« FMP
Common Setup
Budgeting
BookKeeping
' Staff Cost
Setup
Staff Master

Enguiry
Heport

CAR

Sales & Stock

hyperlink.
enrufer Last[..ug;m EIE.I'EITE

Current School Year: 2001 9 July 2003 18:09

e

[S-FSC24-02] FMP > Staff Cost = Tax Return

EDB3 KONG, KONG
Taxation Year(YYYY/YYYY) 2019/2020
Tax Return is required.

taff Basic Information Tax Return Basic Information Residence and Other Information

Staff Rank Senior Graduate Master/Mistress .
Staff Rank (for Tax Return) -
Primary ID Type HK Doc of Identity for Visa Primary ID No. 123456
Purposes
Place of Issue Hong Kong Sex Female
Marital Status Single

| Synchronize from Staff Module || [] save || <JBack |

=F Local intranet i




Maintain Tax Return — Residence and Other Information

Assessment [S-F5C24-04] FMP > Staff Cost > Tax Return provided by employer.
Special Assessme EDBd TEST, SECURLTY
Staff Deployment Taxation Year(yiyyY) 2019/2020
Staff Tax Return is required.
&taff Ragir Infarmatinn Tax Refurn Rasir Information Rezidenre and Other Infarmation
CDs 12. Particulars of Place of Residence provided:
HKAT @ NoPlace of Residence provided
HKEAA () Place of Residence provided by Employer
¥ FMP - hddress 1
Common Setup fddress 2
Budgeting _ _
Place of Regidence 1 Place of Regidence 2
Bookkeeping Natue
* Staff Cost Period provided (DOMIMAYYY) To
Setup
Staff Master Rent paid to landlord by emplover HES HES
Rent paid to landlord by emploves HES HE%
Rent refunded to emploves HE$ HES
Rent paid to emplover by emploves HES HE%

Step 11a. Fill in the place
igrl of residence of the
.................................... T wm selected staff if it is

Ta

Enquiry

13. [ Employee was wholly or partly paid either in Hong Kong or elsewhere by a non-Hong Kong company
Report Mame of the non-Hong Kong Company

CAR bddress

Sales & Stock fownt (1f Jnown ) {Thiz amount must be also included in item 11.)

Daily Coll. Surmr

14. Remarks

Hon-Recurrent |

-

H Save (:] Back




Maintain Tax Return — Residence and Other Information

0772003 0925 Logout | Help | ¥R

current School Year: 2001 10 Juby 2003 2:03

Assessment
Special Assessme
Staff Deployment
Staff
CDS
HKAT
HKEAR

v FMP
» Common Setup

» Budgeting

» Bookkeeping
¢ Staff Cost
Setup
Staff Master

Enquiry

Report
CAR
Sales & Stock

Daily Coll. Surmr

Hon-Recurrent |

-

[5-F5C24-04] FMP > Staff Cost > Tax Retumn

FIE4
Taxation Year(r i)
Tax Return is required.
Staff Basic Information

@ NoPlace of Residence provided

iddress 1
iddress 2

Mature
Period provided (DOMIBIN YY)

Rent paid to landlord by emplover
Rent paid to landlord by emploves
Rent refunded to emploves

Rent paid to emplover by emploves

TERT, RECTRITY
2019/2020

™ Place of Residence provided by Employer

Tax Return Basic Information
12. Particulars of Place of Residence provided:

Place of Residence |

HE$
HE$
HE$
HE$

Ta

Residence and Other Information

Step 11b. Fill in relevant
information if the
employee was paid by non-

Hong Kong company and
provide Remarks.

Mame of the non-Hong Kong Company
Address

Amoont (1f known)

14. Remarks

H Save (:] Back

I 13. [ Employee was wholly or partly paid either in Hong Kong or elsewhere by a non-Hong Kong company

(Thiz amount muzt be alzo included in item 11.0




Assessment

Special Assessme

Staff Deployment
Staff
CDS
HKAT
HKEAR
v FMP
Commaon Setup
Budgeting
Bookkeeping
¢ Staff Cost
Setup
Staff Master

Enquiry
Report
CAR
Sales & Stock
Daily Coll. Surmr

Hon-Recurrent |

Maintain Tax Return — Residence and Other Information

0772003 0925 Logout | Help | ¥R

Current School Year: 2001

10 July 2003 9:03

[5-F5C24-04] FMP > Staff Cost > Tax Retumn

ETE TERT, SECURITY
Taxation Year(yiyyY) 2019/2020

Tax Return is required.

Staff Basic Information

12.

13. [

14.

Tax Return Basic Information

Particulars of Place of Residence provided:
No Place of Residence provided

Place of Residence provided by Employer
iddress 1

iddress 2

Place of Residence |

Mature
Period provided (DOMIBIN YY)

Ta

Rent paid to landlord

Rent paid to landlord ¥ Step 12. Click [Save]
button.

Rent refunded to emplo
Rent paid to emplover Y

Employee was wholly o
Mame of the non-Hong

idd ress

Amoont (1f known)

Residence and Other Information

Flace of Residence 2

Ta

HES
HE$
HES
HE$

by @ non-Hong Kong company

(Thiz amount muzt be alzo included in item 11.0

Remarks




Maintain Tax Return - Residence and Other

Information
WebSAMS IR56B
Particulars of Place of Residence provided Item 12: Particulars of Place of Residence provided
Name of non-Hong Kong company / Address / Iltem 13: Name of non-Hong Kong company, address
Amount (if known) if the employee was wholly or and amount if the employee was wholly or partly
partly paid either in Hong Kong or elsewhere by a paid either in Hong Kong or elsewhere by an non-
non-Hong Kong company Hong Kong company

Remarks Item 14: Remarks



Generate IR56B

HKAT
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Common Setup
Budgeting
Bookkeeping
Staff Cost
Setup
Staff Master

Enguiry
Report
CAR
Sales & Stock
Daily Coll. Sumt

HNon-Recurrent o
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Step 1. Select staff to be

[5-FSC24-01] FMP > 5taff Cost > Tax Return

Taxation Year [‘f"ﬁ"rWWY]n|2019f2EIZD - Review w

Transaction Reference No. (TRN) |
for tax return successfully
uploaded via Employer's Return
e-Filling Services

Staff Name (Eng) Staff Name (Chi) Staff Rank
LUl KEE Bl
A0OL |[CHAM - ETTT MAN Pzl Clerical Officer
A00Z ||[LEE LEE LEE B Cilek SER
CHEUMG  CHI CHEUMG AREETE ataff

—Top
Mote 1 : [Save] - The staff and tax return basic information of selected employees (those with a tick in "Tax Return Required™ checkbox) will be saved for generation of Employer's
Tax Retumn IRS6E related files.
Mote 2 : [Generate IRSEB] [Generate Revised IRS6E] - System would generate a zipped file containing: (1) IRSEE data file in DAT format; (2) IRS6E data file in XML format; and
(3) List of employees and IRS6E Employer's Tax Return for individual employee in POF format. After generation, the status of the taxation year concemed will become “freeze”.
Mote 3 : [Save TRN] - If IRS6E data file has been successfully uploaded to the Inland Revenue Department via Employer's Retumn e-Filing Services, user must input and save the
Transacfion Reference No. (TRN) of the relevant taxation year to record the submission of original IRSEE. If amendment to the IR56B of the relevant taxation year is required, user
should click [Generate Revised IRS6E] to generate the revized IRS6E related files.
Mote 4 - [Unfreeze] - If amendment to a tax retumn iz required for a taxation year with status of "Freeze”, user should click [Unfreeze] to change the status of the relevant taxation
year to "Review” for revizsion. After updates have been made, user should click [Save] and [Generate IRS6E] / [Generate Revized IRS6B] to generate the IRS6E related files.
Mote 5 : [Staff Mapping] - Staff master created in FMP Module will be mapped to staff master created in Staff Module
Mote 6 - [Print Log] - User can print a log report showing staff changes in Staff Medule and the comesponding synchronization in FMP Module.

Mote 7 - [Synchronize Rank from Staff Module] - System would check the difference in rank of the selected staff between Tax Return and Staff Module and synchronize the rank
with that in Staff Module.

[ Freeze ][ Staff Mapping ][ Print Log ][ Generate IRS6B ][Genarate Revised IRE&B][S',rnthmnize Rank from Staff ModultEH H Save ]
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Generate IR56B

Current School Year: 2001 9 Juby 2003 17:50

HKAT
HKEAA [S-FSC24-01] FIMP > Staff Cost > Tax Return
* FMP
Taxation Year (Y /YYY) 2003/2004 - Review
Common Setup
Budgeting
Bookkeeping
Staff Name (Eng) Staff Name (Chi) Staff Rank ik T‘OH nt
Staff Cost
Setup 789 |Chan  Tail Man E Graduate .00
Staff Master Step 2 Cl.lck [Save] WazterMiztress
937 |[Chan  3iu Man bzziztant Bocial Work 0.00
Officer
100 YAk TAZE0M bzziztant 0.00
MazterMiztress

Mote 1 : The Taxation vear

Taxation “ear, you are reg

Mote 2 : When vou click the buttd Foob three rtems will be generated. They are: (1) Lizt of emplovees with IRS6B Filed via Computerized
RE[]DI'I Format to be filed to IRD, (2) Soft Copy of IF‘.'ZEEI to t:-& filed to IRD, (3} Employver's Tax Return (IRS5B}. You are required to click the button "Generate

CAR IR56B" whenever vou need to generate again or update information changes for any one of the three tems.

e successfully generated. If vou need to generate again for the frozen

Enguiry

Mote 3 ;. Staff Mapping - Map staff master created in FMP Module to staff master created in Staff Module.

Sales & Stock Mote 4 : Print Log - A& log report showing staff changes in Staff Module and corresponding synchronization action in FMP Module.
_ Mote 5 : Synchronize Rank from Staff Module - to check the difference in rank between Tax Return and Staff Module for selected staff and
Daily Coll. Sumt

gynchrenize the rank from Staff Module.

[ Freeze ][ Staff Mapping ][ Print Log ][ Generate IRS6B ][Svnchmnize Rank from Staff MudHIEIL Save ]

HNon-Recurrent o

Report Managemer

Data Management

Timetahling

Code Management
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.................................... ' Current School Year: 2001 9 Juby 2003 17:50

HKAT
HKEAA [5-FSC24-05] FMP > 5taff Cost > Tax Return > 3taff Rank Synchronization
v FMP Taxation Year (v ey 200372004
Common Setup #Bottom
Budgeting Staff Rank Synchronization
Bookkeeping
ping Sta{fEr:ga:_'“e Sta;:::la}'“e Staff Rank in Tax Return Staff Rank in Staff Module
Staff Cost
[ 789 |Chan Tail Man Graduate Master/Mistress Clerical Officer
Setup
[ 087 |Chan  Siu Man [ R bzziztant Social Work Officer Boarding Service Master/Mistress II
Staff Master

~Top
Mote 1: If no record is shown, that means no discrepancy is found in staff rank between Tax Return and Staff Module. Users can click the [Confirmy]

button to proceed.
Note 2: If a list of staff with difference in rank is shown, users can click the §taff Code hvperlink to view the information of the staff in Staff Module,

such as Appeintment History and 3taff Rank Change History.
Enquiry MNote 3: If it is necessary to synchronize the rank from Staff Module, users can tick the check-box beside the relevant Staff Code and then click the

[Confirm] button.
Report

b e eda bl rank synchronization is not necessary, users can click the [Confirm] butige dice
CAR [ Back ) Step 3a. Select staff whose
Sales & Stock staff ranks should be

synchronized with that in
Staff Module

Step 3b. Click [Confirm]
button

Data Management

Timetahling

Code Management




Generate IR56B

.................................... Current School Year: 2001 a July 2003 17:560

HKAT
HKEAA [5-F5C24-01] FMP > Staff Cost > Tax Return
= FMP Taxation Year (YYYY/YYYY) [2019/2020 - Revien w Transaction Reference No. (TRN) | | (save Tem |
for tax return successfully
Common Setup uploaded via Employer's Return

e-Filling Services

Budgeting

#Bottom

Bookkeeping
Staff Cost

Total Amount

Stafi Name (Eng) Staff Name (Chi) Staff Rank $
Setup -
Staff Master RRBIESS] Step 4: Click ‘ ’
A001 [Generate IR56B] Clerical Officer 306 ,6ad
A00E 3 553,050 7
. 4003 : Staff 418,500

i \ —Top
El'l[]lll[}l" MNote 1 : [Save - e, return basic information of selected employees (those with a tick in "Tax Refurn Required” checkbox) will be saved for generation of Employer's
"Tax Refurn IR56E related files.
REF“]“ |Mote 2 : [Generate IR3GE) [Generate Revised IRSE6E] - System would generate a zipped file containing: (1) IR36E data file in DAT format; (2) IR35E data file in XML format; and
(3) List of employees and IRS6E Employer's Tax Return for individual employee in PDF format. After generation, the status of the taxation year concemed will become “freeze".
CAR IMote 3 - [Save TRN] - If IRSGE data file has been successfully uploaded to the Inland Revenue Department via Employer's Retum e-Filing Services, user must input and save the
Transaction Reference Mo. (TRM) of the relevant taxation year to record the submission of original IRS8E. If amendment to the IR56B of the relevant taxation year is required, user
Sales & Stock should click [Generate Revised IRS6E] to generate the revised IRS6B related files.
'Note 4 : [Unfreeze] - If amendment to a tax refurn is required for a taxation year with status of "Freeze”, user should click [Unfreeze] to change the status of the relevant taxation
Dﬂil}f Coll. Sums |year to "Review" for revision. After updates have been made, user should click [Save] and [Generate IRS6E] / [Generate Revised IRS5B] to generate the IR56B related files.
. MNote 5 : [Staff Mapping] - Staff master created in FMP Module will be mapped to staff master created in Staff Medule

|Mote 6 - [Print Log] - User can print a log report showing staff changes in Staff Module and the corresponding synchronization in FMP Module.
MNote 7 : [Synchronize Rank from Staff Module] - System would check the difference in rank of the selected siaff befween Tax Return and Staff Module and synchronize the rank
with that in Staff Module.

[ Freeze ][ Staff Mapping ][ Print Log i Generate IR56E ]iGenaral:e Revised IRE&B][Synchmnize Rank from Staff MnduIE][ E Save ]
| | |

HNon-Recurrent o

Report Managemer

Data Management

Timetahling

Code Management




Generate IR56B — Failed Case} ' —— gm Crror List for Staff / Supply
i Teacher / Others with

Assessment

[5-F5C24-01] FMP = Staff Cost > Tax Return

Special Assessme _
Tax Return iz not generated successtully.

Staff Deployiment

Staff Taxation Year 3 http:
DS SAAAILERE I

/ flocalhost:8080,jsp/rpt/viewPreyiewFile.jsp?E

J File Edit ‘iew Favorites Toals  Help

HKAT
HKEAA staff Code - |[[=R=AEERa e = R A Tax Return
: ] — R equired
* FHE Skex - @|OOOEE |- A [0 T
Common Setup
Budgeting r
Bookkeeping Lt T - v
| = . 1 , .
W  Staff Cost . -
|E : &
Setup E —_— —— T
Staff Master - S N
| R I neechto generate
| § W ——— lloyeel with IRSEE
burn (RSEED. You
= e rn chanoes for any
Enguiry
| 2
Report |5 * | |on in fwP Module.
CAR L_1/) "« «[10f1 » 0 1188x826INn | O = 4] 2

Sales & Stock
Daity Coll. Sumr

Mon-Recurrent {



Status change from System will generate the
i “Review” to “Freeze” j§ following items in a zipped
Tax Return is generated successfuly/RR (o] R Ul(e(=13 { V] Wet-1{ =N file

Toxetion Year crvin |20 E . IR568 data file in DAT

r . .
pweemr  format for saving in a
kot portable storage device

Employe
e-Filling !

« IR56B data file in XML
format for uploading to
Employer’s Return e-Filing
Services of IRD

Generate IR56B — Successful Case

Student Activities
School Activities Mans
Award & Punishment
Assessment

Institute Application
SLP
Special Assessment
Staff Deployment
Staff
CDS
HKAT LU EEE =if o list of employees and IR56B
Applied Leaming ADOL ICHAN - ST1T HaN Bzb 32 mEt  for each employee in PDF
HKEAA A002 |[LEE LEE LEE S et format (R-FSCO07-E / R-

v FMP il FSCO08-E)

» Common Setup AO02 |(CHEUMNG  CHI CHEIMNG REEETE Staff

Staff Name (Engq) Staff Name (Chi)

» Budgeting G004 |TIMN  TaW TN HHH ntaff 70,000
» Bookkeeping s00s ((YIP  YIP A bzzlztg 22,500
w Staff Cost Oppter
Setup A006 (|LAM  SOMMIE T Clerical Azsiztant 26,400
Staff Master L4007 ||LIMG LING =i Executive Officer 57,500
Payroll AO0F || CHIMG  CHING CHIRG A Executive Officer ]
P Fund Register 11

. I AL L) TR NPT ] 1 Il I ' a /Fl:l
ﬁ?}rnuwant to open or 5av| TREﬂEﬂ.ziqfrnr‘n 10.15.35.1937 Open Save | T Cancel FEI
<
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Generate Revised IR56B

.................................... Current School Year: 2001 a July 2003 17:560

HEKAT
HKEAA [S-FSC24-01] FMP > Staff Cost » Tax Return
Taxation Year (YYYY/NYYY) [ 2019/2020 - F Transaction Reference No. Save TRN
* PR | = Y (TRN) for tax return |6 B
Common Setup successfully uploaded via
Employer's Return e-Filling
Budgeting Services
Bookkeeping
Staff Cost Total A .
Setup Code Staff Name (Ena) Staff Name (Chi) o $’“°“"
Staff Master ————————————————————————._————.——————————
&099 ||LUI KEE | 0
- ) i Clerical Officer 46,000 v
Step 1: Click [Unfreeze] to - i =
" change the status of the Master/Mistress
Enquiry relevant taxation year to St 72,550 v

Report
CAR
Sales & Stock
Daily Coll. Sumt

HNon-Recurrent o

“Review” for revision. Staff || 70 ooo||

elected employees (those with a tick in "Tax Return Required” checkbox) will be saved for

: would generate a zipped file containing: (1) IR56B data file in DAT format; (2) IR56B data file in
BTl |R568 Employer s Tax Return for individual employee in PDF format. After generation, the status of the taxation year

Note 3 : [Save TRN] - 1 IRS6B data file has been successfully uploaded to the Inland Revenue Department via Employer's Return e-Filing Services, user must
input and save the Transaction Reference No. (TRN) of the relevant taxation year to record the submission of ariginal IRS6B. If amendment to the IR56B of the
relevant taxation year is required, user should click [Generate Revised IR56B] to generate the revised IR56B related files.

Note 4 : [Unfreeze] - If amendment to a tax return is required for a taxation year with status of "Freeze", user should click [Unfreeze] to change the status of the

Report Managemer relevant taxation year to "Review" for revision. After updates have been made, user should click [Save] and [Generate IR56B] / [Generate Revised IR56B] to
generate the IR56B related files.
Data Management Note 5 - [Staff Mapping] - Staff master created in FMP Module will be mapped to staff master created in Staff Module
: Note 6 : [Print Log] - User can print a log report showing staff changes in Staff Module and the corresponding synchronization in FMP Module.
Tiﬂ'lEtiﬂhliﬂ[j Note 7 : [Synchronize Rank from Staff Module] - System would check the difference in rank of the selected staff between Tax Return and Staff Module and

rank with that in Staff Module
Code Management [ Unfreeze || Staff Mapping || Print Log || Generate IR56B || Generate Revised IRS6B || Synchronize Rank from Staff Module | | | save |




HKAT
HKEAR
= FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost
Setup
Staff Master

Enguiry
Report
CAR
Sales & Stock
Daily Coll. Sumt
Hon-Recurrent
SPA
Report Managemer

Data Management

Timetahling

Code Management

Generate Revised IR56B

S2 8 | & - 5

er: jennifer Last Login: 0207/2003 11:03 Logout | Help | BhXCRRE

................ Current School Year: 2001 a July 2003 17:560

e ] otep 2: If the IR56B data
stz file has been successfully

Taxation Year

Transaction Reference No

uploaded to the IRD via e EE i 1
Employer’s Return e-Filing | Sl apei
Services, input the SIS
Transaction Reference No.
(TRN) for the relevant il Amount
taxation year and click $

[Save TRN] [ o M |

O

AQ01 |{CHAN SI 7 Clerical Officer 46,000 v

AQ02 |[LEE LEE Certificated 80,000 M
Master/Mistress

AQ03 ||[CHEUNG CHI CHEUNG [=3eq =3 Staff 72,550 E

vl

AQO4 (|TIN TAN TAN 37+ Staff 70,000

—Top
Note 1 : [Save] - The staff and tax return basic information of selected employees (those with a tick in "Tax Return Required” checkbox) will be saved for generation of
Employer's Tax Return IR56B related fi

Note 2 [Generate IR56B) [Generate R ASI oM Click

format; and (3) List of employees and | R ) d
[Generate evise ue Department via Employer's Return e-Filing Services, user must input

will become "freeze".
Note 3 : [Save TRN] - If IR56B data file

sttt IRO6B] to generate  Hteeb
ote 4 : [Unfreeze] - If amendment fo a J of "Freeze", user should clic nfreeze] to change the status of the
Note 4 : [Unf ]-If d t revise I 5 re ate f"F " hould click [Unf ] to ch the stat f th

relevant taxation year to "Review" for rq click [Save] and [Generate IR56B] / [Generate Revised IR56B] to generate
the IR56B related files.

Note 5 : [Staff Mapping] - Staff master ( f] les Er created in Staff Module
Note 6 : [Print Log] - User can print a lo viodule and the corresponding synchronization in FMP Module.

Note 7 : [Synchronize Rank from Staff the dlﬁerence in rank of the selected staff between Tax Return and Staff Module and
synchronize the rank with that in Staff Module:

[ Freeze || Staff Mapping || Print Log || Generate IRSﬁBI][Gewate Revised Ima]lliu'nchmmze Rank from Staff Module || || save |

e containing: (1) IRS6B data file in DAT format; (2) IRS6B data file in XML
B in PDF format. After generation, the status of the taxation year concerned




Staff Cost - Tax Return

1. Users can submit employer’s tax return with the following items to IRD via ONE of the
following options:

a. Submitting in a Portable Storage Device to IRD - (i) IR56B data file in DAT format in a
portable storage device; (ii) the duly signed list of employees; and (iii) BIR56A form (not
required for the revised IR56B)

b. Uploading to the Employer’s Return e-Filing Services - (i) the control list with a QR
Code and Transaction Reference Number (TRN) generated after successful uploading
(duly signed by authorized person); and (ii) duly completed and signed BIR56A form (not
required for the revised IR56B).

For schools who wish to upload IR56B data file to the Employer’s Return e-Filing Services,
submission of a signed copy of a written notification to the IRD via email is required
before users are allowed to use the Employer’s Return e-Filing Services in the eTAX
platform for uploading the IR56B data files generated from FMP Module. Once the schools
have submitted such written notification, the schools concerned are no longer allowed to
submit the data file in a portable storage device to IRD. For details, please refer to the
FMP updates in the WebSAMS Central Document Repository or contact FMP officer in
charge.

2. Users are not required to submit the printout of IR56B (in PDF format) to IRD. Instead,
they should distribute a copy to the individual employee and keep a set for record purpose.



