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FMP/Staff Cost

FMP – Staff Cost

Account Clerk

School

Principal

FMP

FMP

Common Setup

Budgeting

Bookkeeping

Staff Cost

Capital Asset Register

Sales & Stock
Other Registers

1. Setup

2. Staff Master

3. Payroll

4. P Fund Register

5. Tax Return

6. Enquiry

7. Report

5.  Tax Return



V 03.02.01 Slide 2V 1.7 Slide 2Tax Return

Staff Cost - Tax Return
• 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);

• 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 Amount Taxable Amount

Post Payroll VoucherPayroll Tax Return

Payroll Item +
Setup
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Before the system retrieves all the staff 

records based on the input searching criteria, 

the system will capture all the newly created, 

amended or deleted staff information from 

Staff / Staff Deployment Module automatically. 
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Maintain Tax Return

Maintain Tax Return

Step 1. Click [Staff Cost] 

 [Tax Return] 

from the menu on the left.



V 03.02.01 Slide 5V 1.7 Slide 5

Maintain Tax Return

Maintain Tax Return

Step 2. Select the

Taxation Year.
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Maintain Tax Return

Maintain Tax Return

Step 3. Click the Staff 

Code hyperlink to view / 

edit tax return information 

of the selected staff.
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Step 4. Select Staff Rank 

and provide Staff Rank (for 

Tax Return) (where 

necessary).

Maintain Tax Return – Staff Basic Information

Maintain Tax Return
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Maintain Tax Return – Staff Basic Information

Maintain Tax Return

Step 5. Click [Save]

button.
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WebSAMS IR56B

Staff Surname (Eng) / Other Name (Eng) Item 2: Name of Employee or Pensioner

Staff Name (Chi) Item 2: Full name in Chinese

Staff Rank / Staff Rank (for Tax Return) Item 9: Capacity in which employed

Primary ID Type / Primary ID No. / Primary ID Place 

of Issue

Item 3: H.K. Identity Card Number or Passport 

Number and place of issue

Sex Item 4: Sex

Marital Status Item 5: Marital Status

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

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

Item 6: If married, full name of spouse

Spouse's Primary ID Type / Primary ID No. / Primary 

ID Place of Issue

Item 6: Spouse’s H.K. Identity Card Number/ 

Passport Number and place of issue (if known)

Maintain Tax Return – Staff Basic Information
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Step 6. Click [Tax 

Return Basic 

Information]

hyperlink.

Maintain Tax Return – Tax Return Basic Information
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Step 7. Fill in Tax Return 

Basic Information
Maintain Tax Return – Tax Return Basic Information

Maintain Tax Return
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Maintain Tax Return – Tax Return Basic Information

Step 8a. If required, enter 

the Tax Return Amount 

directly.
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Step 8b. Fill in Nature of 

item 11(k) if the amount 

of the corresponding item 

is filled. 

Maintain Tax Return – Tax Return Basic Information



V 03.02.01 Slide 14V 1.7 Slide 14

Step 9. Click [Save]

button.

Maintain Tax Return – Tax Return Basic Information

Maintain Tax Return
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WebSAMS IR56B

Residential Address Item 7: Residential Address

Correspondence Address Item 8: Postal Address

Period of employment for the selected taxation year 

(April – March of the following year)

Item 10: Period of employment for the selected 

taxation year (April – March of the following year)

Tax Return Amount column under Particulars of 

income accruing for the selected taxation year 

(April – March of the following year)

Item 11: Particulars of income accruing for the 

selected taxation year (April – March of the 

following year)

Maintain Tax Return – Tax Return Basic Information
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Maintain Tax Return – Residence and Other Information
Step 10. Click 

[Residence and Other 

Information]

hyperlink.
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Maintain Tax Return – Residence and Other Information
Step 11a. Fill in the place 

of residence of the 

selected staff if it is 

provided by employer.
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Step 11b. Fill in relevant 

information if the 

employee was paid by non-

Hong Kong company and 

provide Remarks.

Maintain Tax Return – Residence and Other Information
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Step 12. Click [Save]

button.

Maintain Tax Return – Residence and Other Information

Maintain Tax Return
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WebSAMS IR56B

Particulars of Place of Residence provided Item 12: Particulars of Place of Residence provided

Name of non-Hong Kong company / Address / 

Amount (if known) if the employee was wholly or 

partly paid either in Hong Kong or elsewhere by a 

non-Hong Kong company

Item 13: Name of non-Hong Kong company, address 

and amount if the employee was wholly or partly 

paid either in Hong Kong or elsewhere by an non-

Hong Kong company

Remarks Item 14: Remarks

Maintain Tax Return – Residence and Other 

Information

Maintain Tax Return
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Step 1. Select staff to be 

included in generation of 

IR56B data file.

Generate IR56B
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Step 2. Click [Save]

button.

Generate IR56B

General IR56B
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Step 3a. Select staff whose 

staff ranks should be 

synchronized with that in 

Staff Module

Step 3b. Click [Confirm]

button  
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Generate IR56B

General IR56B

Step 4: Click 

[Generate IR56B]

button
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Generate IR56B – Failed Case

General IR56B

Error List for Staff / Supply 

Teacher / Others with 

Incomplete Data in Generating 

IR56B Softcopy (R-FSC025-E)
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Generate IR56B – Successful Case

General IR56B

System will generate the 

following items in a zipped 

file

• IR56B data file in DAT 

format for saving in a 

portable storage device

• IR56B data file in XML 

format for uploading to 

Employer’s Return e-Filing 

Services of IRD

• list of employees and IR56B 

for each employee in PDF 

format (R-FSC007-E / R-

FSC008-E)

Status change from 

“Review” to “Freeze” 

for successful case.
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Generate Revised IR56B

Step 1: Click [Unfreeze] to 

change the status of the 

relevant taxation year to 

“Review” for revision.
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Generate Revised IR56B

Step 3: Click 

[Generate Revised 

IR56B] to generate 

revised IR56B related 

files

Step 2: If the IR56B data 

file has been successfully 

uploaded to the IRD via 

Employer’s Return e-Filing 

Services, input the 

Transaction Reference No. 

(TRN) for the relevant 

taxation year and click 

[Save TRN]
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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.


