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BOCHK Payroll and Autopay Software (PNA)

Quick User Guide

Thank you for choosing Payroll/Autopay Services of Bank of China (Hong Kong)
Limited. Through the new version Payroll and Autopay Software, you can
perform corporate payroll and MPF contribution with ease. Moreover, you can

use the same software to create Autopay Out and Auto-Collect instructions and
Tax Reports easily.

1. Download and Install Software

1.1 Through BOCHK website to download

The new Payroll and Autopay Software, and the installation guide download web
address:

[Home > Corporate Banking > Cash Management Services > Corporate
Payment Management Solution > Payroll Service]

(https://www.bochk.com/en/corporate/cashmgt/paymentmgt/payroll.html)

1.2 IniGTB NET under “Download Centre” to download Payroll and Autopay Software
and under “Knowledge Centre” to download the installation guide.
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Download and put all 6 files in the same file folder.

Software Download

Payroll and Autopay Software Payroll and Autopay Software Payroll and Autopay Software
Le ated: 18 Nov 2 Z La: ate 2020 & Last Update 2
. /00B00OCD1 - Pa ersion: 0001 - Par ersior 000001 - Part 3
D Payroll and Autopay Software D Payroll and Autopay Software D Payroll and Autopay Software
> >
L ed 18 Ne i . o 202¢ ast Updated: 18 Nov 2€

1.3 Install PNA software

Enter above file folder and click PNA_Software.zip to upzip (if you download via
our corporate internet banking, similarly you only need to click the file
“PNA_Software.zip” among the 6 downloaded files to unzip)
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After unzip the file, 7 files will be obtained. Click the file “PNA_Setup.exe” and
input installation path to install the software in your PC.
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@ PMA User Guide CHI_202012
PMA User Guide ENG_202012
(@ PNA Setup

B PRSExport
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2. Start PNA

2.1 Login

Input User ID and PIN and click OK to login. For first login, you have to change PIN
first. Otherwise, you are not allowed to use the functions of PNA.

If you wrongly input PIN for 3 times, your User Account will be locked.

Login Screen
BANK OF CHINA (HONG KONG) LIMITED - PNA (Payroll and Autopay System) (UAT 1.0.25) i =loix

Payroll and Autopay System (PNA)

Clear Cancel |

2.2 Change PIN

You can click “Change Password” button. New password should be 6-12
alphanumeric characters. New password cannot be the same as old password.

PNA - Payroll and Autopay System

» Home
Settings
’ Company [
Setup Backup Database Change Passworg Reset Password
Ch Reset
P Transaction Restore Database Apprm?:EgCecde Appms?\z Code
Migrate Database Change I CUrEency

B Active User Maintenance
P mpF § . -

Clear History Auto Backup ; :
P Tax Report

® In Settings, you can maintain database, user's passwaord and clear history.

b Maintenance

________________________________________________________________________________________________|
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3. Create Company Profile

3.1 Select “Company Setup” -> “Company Setup” function

You can add, change and delete company information records. You can creates

different companies for different types of transaction. For example, Company 1

for Payroll, Company 2 for Autopay etc.

@ fQiktren
PNA - pPayroll and Autopay System

p Home
Company Maintenance
| Bt Company
Company Setup Staff Setup Information
Listing
P Transaction
Staff Information
Autopay Setup Listing
p meF
Payroll Slip
’ Tax Report

* In Company Maintenance, you can handle Comnpany, Staff and Non-Staff information. In addition, you can
printvarious reports and impart MPF scheme (if your company has joined the bank MPF scheme).
’ Maintenance

[]Company Setup [t
Search by Company Name: | E
1D CompanyName || AccountNumber | Cumency || ContactPerson MPF Tax
1 Company 1 01287520052944 HKD Chan Tai Man Y Dummy MPF Y

(] [ v [T
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3.2 Click “New” to add new company information

3.2.1 Checkbox Selection
In the upper part of the company information page, there are four
checkboxes: Besides MPF which is enabled by default, other functions are

enabled subject to your selection in the application form.

e Payroll — Manage Staff Payroll

e Autopay Out (Payment) — Transfer fund to other designated bank accounts

e Autopay In (Collection) — Collect fund from other designated bank
accounts

« MPF

The above functions are automatically generated by the Verification Code
printed in the bank notification letter. Verification Code consists of 16
characters. Upon successful application of the bank services, it will be sent to
your registered Email address. For existing customers, the bank will send the
Verification Code via the same Email address or other mean when there is need.

Please note that the checkboxes will determine which fields must be entered.

Comgany Information (w ]

[ Payrall (1 Autopay In {Collection) [] Autopay Out (Payment) [v] M PF |
Company 1D 4 I.RFile No.* | ——
Company Name™ Section [k,

Account No.* Employer Refe...
Year End of
| Employer's Retum*

Account Name™

4|

Account No_ Type= | 4

Contact Person* Submission Date* - jl» j|» - - | = ‘ - |

Cumency™ [HkD ~| Title of Signature*

Telephone Mo.* ‘ Mame of Signature™

MPF Scheme No.= | Dummy MPF v | Proxy ID 8 _Hw

Registered Address

Bene. Adv Payment Type

Enquire Scheme Delails

Import Scheme Details

________________________________________________________________________________________________|
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3.2.2 Create Company Basic Information

3221

In Company Information, input relevant company information. Those

highlighted in red are mandatory. After data input, click “Save” to complete.

Migrate database (applicable to existing customers currently using the

bank’s old version payroll and autopay software to migrate to PNA)

You can migrate the staff data and transaction data from old payroll/autopay

software to PNA Software. Firstly, you will need to follow steps | to VIl below

to export database from old payroll/autopay software. Secondly, youwill
need to follow steps VIl to XIll to import the database to PNA database.

Among the extracted files from the PNA_Software.zip, which you have
downloaded from iGTB NET, copy the "PRSExport.exe / APSExport.exe”.

"PRSExport.exe” is for exporting database from old payroll software,
while ”"APSExport.exe” is for extracting database from old autopay
software.

e

ik

3 APSExport

E:I PMA Quick Guide CHI_202012
[ PMA Quick Guide ENG_202012
[ PMNA User Guide CHI 202012
[ PNA User Guide ENG_202012
@ PrA_Setup

(3. PRSExport

Place the copy of "APSExport.exe / PRSExport.exe” under the installation
directory of the old payroll/autopay software.

Double click to open the "APSExport.exe/ PRSExport.exe” placed under
the installation directory of the old payroll/autopay software.

€§U'| , « DataDisk (D) » appl » Autopay (PC) Input System » ¥ |‘?|| 2 Autopay (PC

T BNEE
8 T | jrel6.0

W =E 5 ;‘\PSExpDrt.exe
) S ] APWOLrpt

HEEHE - = FEERRE

ik
i

[ ] apwioz.rpt
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IV. Click on “Export Autopay Information” or “Export Payrollinformation”
[ Export Autopay Information(2017.05.20) [=3m]

E wport Autopay information of Autopay [FC] System

Exit
V. Input Password
B3 Export Autopay Information(2017.05.29) (=
B3 Login @
Paszword: 1******
0K Cancel |

VI. The following dialogue box will prompt.

APSExport

Table ACITEM( 15 records) has been exported to D\apphAutopay (PC) Input
Systemhouth ACTITEM.csv

APSExport !

Table BATCHCOMTROL( 9 records) has been exported to Dh\applAutopay
(PC) Input Systemout\BATCHCOMNTROL. csv

B

PNA QUICK GUIDE V1220 7
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APSExport

Table BATCHDATA( 29 records) has been exported to Dhapplhautopay (PC)
Input System\out'\ BATCHDATA csv

BE

VII. Database records will be automatically generated and saved in “out”

folder.
@(\_)v| |, « DataDisk (D:) » appl » Autopay (PC) Input System » out |¢'u’|| F=Sout

HeEE v MAZESE ~ HESE ~ HEENR ==« M @

_ 2= - gzAE 5o il '
Jr zpaE = =Ee=h i i

8 T= EL) ACITEM.csv 2019/5/16 T 0... Microsoft Excel C... 1KB

W =E @ BATCHCOMTROL.csv 2019/5/16 ¥ 0.. Microsoft Excel C... 1KB

E SEMUE @ BATCHDATA csv 2019/5/16 T4 0.. Microsoft Excel C... 2KB

VIIl. Go to PNA Software file folder and double click MigrateData.exe
@ MigrateData.exe

& Data Migration - O x
Compamy. “1 company V”
i Payrall 7 Autopay
PREMPLOY.csv | Browse |
PRINDEX.csv | Browse |
PRLDATA.csv | Browse |
Migrate Close

PNA QUICK GUIDE_ V1220
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& Data Migration =
Company: |ﬁ?ﬂ pany o g’:l
@ Payroll 1 Autopay
PREMPLOY.csv | :
PRINDEX.csv |
PRLDATA.CSv |

[ prevata

i ;]PRLbATA.csv |

mﬂ [PRLDATACSY

IX. In Data Migration screen, select relevant company

X. Select the types of records (Payroll or Autopay) to migrate.

Xl. Browse the exported files stored under the directory in step VII.

Xll. Click “Migrate” to move the database records (.csv) under the company
being selected.

Xlll. After finished, the following dialogue box will prompt.

@ Migration Completed, 29 transaction record(s) imported.

W

PNA QUICK GUIDE V1220 9
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3.2.2.2 Input company information and employee records (applicable to the data
records that cannot be imported in section 3.2.2.1.)

Conmgany Information [
[ Payroll [l Autopay In (Collection)  [#] Autopay Out {Payment) [Vl MPF
Company 10 2 I.R.File No.* h
Company Mame* Section hhh
Account Mo * Employer Refe... 123
Account Name* Year End of 027 Delete
Enmployer's Retum™
Account No. Type* [[SEAN Aount bumber = | Find
Contact Person®  |ABC Submission Date* |25 | - |.9; | - ]lza'uls':- | -
Rurny T [Hio | Title of Signature= |23 —
. " Save

Telephone No.* B1616161 | Name of Signature* |-

BUR v ER = Cancel
MPF Scheme No.* || Bummy MPF || Proxy ID | |
Registered Address Exit
Bene. Adv ] Payment Type ¥

Verification Code |

Staff Record

Enquire Scheme Details

import Staff || Export Staff

Import Scheme Details

‘Autopay Setup

MPF Member List

Frev. Employment Txn. Enq.

Termination Report

Change Company Logo

Remove Company Logo

PNA QUICK GUIDE V1220
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Staff Information Listing

Payroll Slip

MPF Pay Slip
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a. Function Dialogue Box

Please refer to section 3.2.1

b. Import Scheme Details (only applicable to customer which has joined
MPF Scheme of BOC Prudential
If you have joined MPF Scheme, you can select to import the scheme

data. After you import the scheme, you can enquire relevant scheme
information the PNA.

c. Enquire Scheme Details

After successfully imported scheme information, you can use this
function to enquire the details, e.g. MPF Contribution information or
Voluntary Contribution information

d. Input Staff Records
In Company Information screen, select relevant company and input the

staff records under the company. If you have selected Tax Return and

input the Termination Date, system will prompt you to input I.R.56F file.

e. Import Staff Records

To avoid data input, you can import staff records available in csv, txt or

PNA QUICK GUIDE V1220
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excel format. Select Import Staff, a dialogue will prompt to replace
existing staff record or not. Detailed step to import staff record, you can
refer to the detailed PNA user Guide.

f. Export Staff Record
Select Export Staff to export staff records to excel format file. You can

use it to import the record back to system in the future.

g. Reports
PNA has provided relevant Company Information Listing, Staff
Information Listing, Payroll Slip and MPF Pay Slip.

4. Transaction

4.1 Copy past transaction records to create new transaction file (applicable to
customers having past transaction records)

If you have past transaction records in old software (e.g. records you have
created via section 3.2.2.1) and have imported PNA software or you have used
PNA to create payroll or autopay transaction records before, you can use it to
create new transaction file quickly.

4.1.1 Select “Transaction” -> “Transaction History Maintenance”

@ ¥ (£ 4k £5 (%3%)

BANK OF CHINA

PNA - Payroll and Autopay System
[ 3 Home A
Transaction

Edit Transaction >
pe i i —_T Generate File(s)
p “oimaany File Processing Record —>
Setup
[ Import File
L Transaction
Listing

} Transaction —®|  Use Template

Transaction

History ‘ Edit Transaction ‘ Re-generate ‘
~ Maintenance Record » File(s)
P mer
Template Edit Transaction
Maintenance Record

P Tax Report

e InFile Processing, you can prepare records through Edit Transaction Record, Import File or Use Template
and then generate Transaction File and for Contribution File. For the modification of transaction records

and f of re-generate file, please go to Transaction History Maintenance
P Maintenance

PNA QUICK GUIDE V1220 12
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In Transaction History Maintenance, click " < ; or ' > | to select the

records to export. Click Export Transaction and input file path and file name

to export.
E—
Transaction History Maintenance [ 21
Transaction History
Batch No. / Entry No. 2 Il | Payroll Period End Date )
Company ID & Name 1 |Cumpany 1 | Yalue Date 11-Dec-2020
Transaction Type [PAvROLL | o | Last Madified Date ] Moty
Remarks | | Tatal Amount ‘46.00 ‘
Delete
Payment Type |DD1 |
el| Entry | Staff Staff HKID# Transaction eht Destination | Destination Partici Find
Il | Mo Mo, Mame Fassport Mo Reference | Reference | AIC MName | AIC No
] 111 MMM BBE CCC PA1122233 (a) Salanfwages AAAAAAAAA 012875200, ]|
[} 2011 A BEE CCT FA1122233 {a.) Salary fwages ABAAARAAR.. |01 2875200, . [El=]
] 3 AAMBBE CCC PA1122233 (g.) Certain paymen AAARAAAAS 101 2ETE200
] 44 CHAN CHEUK KIU ABGEAB0(E) (a) Salarfwages CHAMN CHE... 012875200...
(] 59 CHAN GO MAN 5869185(3) (a) Salary fwages CHAM GO .. 012875112, s
O 69 CHAMN S0 MAN SBEG185(3) (b Leave pay CHAMN B0 .. 0128758112,
] 7|8 CHAMN S0 MAMN SBED185(3) {i.) Education benef... CHAM 80 .. 012875112,
O a9 CHAMN 50 MAR S869185(3) (1) Pensions CHAM 50 012875112 Cancel
L] Print List
Filter the above records by | - ALL- - | ‘ | ‘ Go
z = g : Exit
Re-Generate File Remove Batch Remittance Statement Transaction Report Export Transaction
e
=]

Please select path to place the export transaction file.

Select File Path:
‘ ‘ EruwseJ ‘
OK ‘ ‘ Cancel ‘
@ save >

Save [n: ||j PR Export

MBI

[ Expart_hatch 35
[} Export_batch &

File Mame: |Expor1_batch 35xls

Files of Type: | export transaction e xls)

o |

PNA QUICK GUIDE_ V1220
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4.1.3 Select “Transaction” -> “File Processing”, click “New”. Input “Payment Type”
and then click “Save” to save new transaction batch file.

—
File Processing E
File Processing New!|
|
Batch No. e
Modify
Company ID & Name |1 Payrall - Company 1 v|
Account No. [o1287520052944 \ | Tzl |
Account Name |Company 1 ‘ )
Find
Transaction Tyne [PavroLL ||pko |
Contact Person |Chan Tai Man ‘ > >|
Telephone Mo. |22223333 ‘
Total No. of Transaction o |
Payment Type |00 |
Exit
[ Edit Transaction Record | Transaction Checklist |
[ Use Template | Generate File |
[ Import File |
Tips: 1. Ml generated transaction batch can be viewed / modified in Transaction History Maintenance.
Tips: 2. After using "Import File” or "Use Template” function, please go to “Edit Transaction Record” to check the details.

4.1.4 In File Processing, click Import File and input the file path ofexport

transaction records in section 4.1.2.

& Open X

LookIn: | PA Export ~| [ [ [=3] [BRla]

[y Export_hatch 35
[y Expont_batch 8

File Name:  |Export_batch 3545 |

Files of Type: |Transaction Detail database filei*.cov *.bd * xls) - |

4.1.5 Check the transaction records imported. Click “Add” button to add

transaction records to the new transaction batch file.

PNA QUICK GUIDE_ V1220 14
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Il

[l Payrall [v] Autopay In {Collection) [¥] Aulopay Out (Fayment) [v¥] MPF
Campany 10 2 I.LR.File No_* 3
New
Company Name*® Section hhh —_—
Modify
Account Mo * Employer Refe... 123
Account Name*® Year End of Delete
Employer's Retum™
Account No. Type* Find
Contact Person® ABC | Submission Date™ \:H j j’:
Curmency* Fo ~ | Title of Signature* —
Telephone No.* | MName of Signature™ |53 b
Cancel
MPF Scheme No.* v | Prow ID
Registered Address Exit

Bene. Adv [¥]

Payment Type

¥

Verification Code |

Staff Record

Enquire Scheme Details

Company Information Listing

Import Staff || Export Staff

Import Scheme Details

Staff Information Listing

Autopay Setup

MPF Member List

Payroll Slip

Prev. Employment Txn. Eng.

Termination Report

MPF Pay Slip

Change Company Logo

Remove Company Logo

4.1.6

screen, you can click “Add”, “Modify” or “Delete” to amend transaction

records in the batch file.

———
File Processing - Edit Transaction Record ]
Transaction Record
Batch No.:36 No. of Entry:8
Batch No. 36 Contact Person Chan Tai Man
Company Name 1 Camparny 1 Telephone No. 22233333
Account No. 01287520052944
Account Name Company 1 Total No. of Transaction 8
Transaction Type PAYROLL HkD Total Amount 46.00
Entry Staff HEID Transaction | Debtar Destination Destination A/C Mo. | Particular Amc
Ma. Mame Fassport Mo, | Reference Reference AT Name (please ignore"-")
1AM% BEB CCC PA1122233 (a.) Salary/ AAAAAARMAANMAARS 01 287520018401 3.00
2|AAM BBE CCC PA1122233  |{a) Salary /.. ARAAAARAANRRRARR 1287520018401 30.00
3|AAA BER CCC PA1122233 (g.) Certain... ARALAAALAARLAALS o |01287520018401 3.20
4|CHAN CHEUK KIU AB98980(6) () Salary/. CHAN CHEUK KIU 01287520062482 1.00
5|CHAN 50 MAMN SBEI185(3)  |{a) Salary /. CHAN 50 MAN 01287511244477 2.00
B{CHAMN SO hiAMN S5869185{3) [(h) Leave CHAM SO hiAN 01287511244477 210
[v]
S: Show the entry on Salary = F: Show the entry on Total & " |46.DD |
Letter & IR.forms Transaction File
Print Screen Add Modify Delete Find Save Cancel Exit

PNA QUICK GUIDE V1220
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4.1.7 In File processing, select Generate File(s). Input Payroll Period End Date and
Transaction File “Value Date”. Then, input the file path to save transaction
batch file and select the channel to submit the transaction batch file. If you
do not specify a path, the files generated will be saved under the current
folder.

Generate File [E3]

Generate File

Payroll Period End Date 1 |=fi2 |=[P020 ||

[+] Generate Transaction File

Value Date 15 ﬂﬁ2 ﬂlﬁuzu -|
@ For branch channel submission ) For e-channel submission
Choose Path

[Disers\283851 5\DeskopIPNAIPNA Export I
{Please input onty alphanumeric and jor underscore)
| oK | | Cancel |

4.1.8 Click “OK” and Transaction Report screen will prompt. You can click on
“Preview” to preview the transaction report. Afterwards, click “Print and
Generate File” to print out the transaction report and create transaction data

file.
—
Transaction Report (5 <
Printer tboctprt04132F014
Batch Mo. ‘ 3R - |
w0 Sort by ‘ Record Mo. - ‘
‘ Preview ‘ | Print and Generate File | ‘ Exit

________________________________________________________________________________________________|
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4.1.9 If you select “For branch channel submission”, PNA will create a transaction
batch file (Salary.pna) and print out transaction report and relevant
consignment form. If you select “For e-channel submission”, PNA will create a
transaction batch file (Salary.dat) and print out transaction report.

4.2 Create New Transaction Batch File (Applicable to new transaction records. If
you have created transaction records via step 4.1, you can skip the section
4.2))

Select “Transaction” ->”File Processing”. Then, click “Edit Transaction
Record” for manual input transaction records or “Import File” to import
records saved before to produce new transaction batch file.

Create new Transaction Batch File screen

File: Processing Eali]

File Processing
Batch No,
Comparny 1D & Name
Account No.
Account Name

Transaction Type

= &k 5 [T

Contact Person ] | ||
Teiephone No.

Total No. of Transaction
Total Amount G000 ancal

Payment Type

I b, EEEp useTempu ] OMd s G 2 File |
T — -

Tips: 1. Al generatied transaction batch can be viewed | modified in Transaction History Maintenance,
Tipes: 2. After using “lmport File™ or “Use Template™ function, please go to “Edit Transaction Record™ 10 chieck the details.

a. Create Transaction Record by Manual Input

For payroll, you can click “Add” to input transaction records. In pulldown list,
select relevant Staff Name and the system will fill in relevant data (e.g.
HKID/passport no., beneficiary account number and account name etc.).
You only need to input transaction reference and amount. By default,
transaction records will be auto-selected “S” and “F” (Select “S” means
transaction to be listed in payroll slip and Tax report; Select “F” means
transaction will be included in transaction batch file.)

For autopay transaction, you can click “Add” input account name and

PNA QUICK GUIDE V1220 17
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amount.

b. Use Template
You can click “Add” to create a new template. System will automatically

generate a template no. Select Company and input a template name and
then “save” to save the template. In the template, you can click “Edit
Template Record” to add new records.

Template Maintenance Screen

S
Template Maintenance [ [1a<1
Template
Mew
Template ID |1 ‘
M odify
Template Name |Te at1 ‘
Celete
Comgany ID & Ma... |1 Payroll - Test & '|
Find
Transaction Reference
. |q er = bl
(2. Salary fwages ‘ - |
Description e
Cancel
Pnnt Screen
Exit
Edit Template Record Copy Record from Template Import File
(o Import Transaction Batch

Click “Import File” to import transaction records to create new transaction
batch file. When “Import File” is selected, a dialogue box will prompt. Click
“Open” to import the records. If there is data format mismatch, relevant
message will prompt.

For correct import file format, you can refer to detailed PNA User Guide.

________________________________________________________________________________________________|
PNA QUICK GUIDE V1220 18
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=
File Processing ]
File Processing New
Batch No. |24
- Mociify
CompanyID & Name | 1 Payroll - uytl| CRAZY : |
Account No. 1287520017534 | | Delete |
Account Name L crazy | -
- Find
Transaction Type [pavmoLL | [pko |
Contact Person [TRENT | | P s ] > || >
Telephone No. [24382328 |
: Save
Total No. of Transaction |D ‘
Total Amount ID.DU ‘ Cancel
Payment Type | ‘
Exit
[ Edit Transaction Record ] Transaction Checklist |
[ Use | | Generate File |
I Import File 1 |
Tips: 1. All generated transaction batch can be viewed / modified in Transaction History Maintenance,
Tips: 2. After using “Import File” or “Use Template™ function, please go to “Edit Transaction Record” to check the details.

d. Create transaction batch file

Generate File function can be used to create transaction batch file and/or
MPF Contribution File. Input the Value Date and file path to save the file.

File Name
Payroll Autopay
For branch channel Salary.pna Autopay.pna
submission
For e-channel submission | Salary.dat Autopay.dat

You can click “OK” to confirm or “Cancel” to go back to previous page.

For transaction file format, please refer to detailed PNA User Guide.

You can preview or print out report and relevant authorization form.

Generate File Screen

Generate File

=]

Generate File

Payroll Period End D ate

M [+ [~[po17 [+

[v| Generate Transaction File

Value Date

30 [+ [+[017 [+

@ For branch channel submission

Choose Path

3 For e-channel submission

Cancel |

PNA QUICK GUIDE V1220
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Transaction Report Screen

Transaction Report (5 [
Printer hoctprt04132F014
Batch No. | 78 - ‘
® Sort by | Recard MNo. - |
Preview Print and Generate File Exit

If you do not authorize, system will prompt keep in transaction records.

You can click “Print and generate File” and input Approval Code.

Approval Code X|

Please input approval code.

‘ OK ‘ ‘ Cancel ‘

5. Print out Payroll Slip

5.1 Select “Company Setup” -> “Payroll Slip”

Company Setup

Company Setup
Company Information Listing %}
Staff Maintenance i
Staff Information Listing N A .
—— Payroll and Al
Payroll Slip

[ 1 ransaction

Edit Tr:

b Company File Processing |~
Setup

I Impt

PNA QUICK GUIDE_ V1220
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5.2 In Payroll Slip screen, select Company and input covering period and sorting
method. Then, you can preview or print out.

Paytoll Slip

Company ID & Hame :1 Comparny 1

Covering Period

From |1 v||12 v||2|]2|:lv to p1 [~z |+ [zoz0

Sort By
m Staff Name
i) Staff No.
i HKID/Passport No.

Preview Print Exit

6. Tax report

6.1 Create |.R.56B or I.R.56F

PNA Software can provide tax report in electronic mean. For creating tax report,
you need to maintain required staff records first.

6.1.1 In “Company Setup” -> ”Staff Maintenance” to enter staff records page,
select the staff to maintain.
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@ BAMNK OF CHIMNA (HONG KOMG) LIMITED - PNA (Payrall and Autopay System) (VOOC

Company Setup

Company Setup
Company Information Listing i )

Staff Maintenance il
Staff Information Listing
I NA - Payroll and Au
Payroll Slip
Welcome for using PNA
’ Company
Setup

With PNA, you can handle

* MPF contribution calculation and generate Contrib
= Payroll, Autopay or Collection and generate Trans

| b Transaction 5
| * Tax Return repur‘tmg and generata |.R.56B File to

—

r Staff Maintenance (= ]ET]

Company: |4 Company 1 ~||

e | -1 [o ]

'S_urr]a_me cherrjams Cljl_nsae _N_'ame_'_ H_KID.'Ea_sspoan 1.D Type’":;:;-':\;. & _Se_x."_ StaffMo. Payrall Account Mo, MPF Tax

ryTy BBB CCC PA1122233 Passport Male 1 01287520018401 N Y

CHAN CHAN CHAN PED01122333 Passport Male 0128751234477 ¥ Y

CHAN CHEUK KIU AQYUBIB0(6) HKID Male n 01287520062482 N Y

CHAN S0 MAN SB869185(3) HKID Male 9 01287511244477 N Y

CHAN YAT SUM WU /ABCDEFG99912345... Passport Female 13 01287520058133 N Y

CHENG MEI TING i GO46663(7) HKID Male 12 00487520026862 N Y

KAM VWAL HIM BY10778(4) HKID Male 2 01287520061955 N Y

LAM KALAM H362772(3) HKID Female 7 01287520065339 N Y

LEE KA YIN C461939(9) HKID Female 5 01287520064844 N Y

LI HIU YEE D470702(9) HKID Male 3 01287520062123 N Y

Lo CHING MAN K188040(3) HKID Male 8 01287520065494 N Y

LUNG HIU FONG e IFHF5... E324457(5) Passport Male 10 00387511407804 N Y

50 WING LAM D475917(7) HKID Female 6 01287520064954 N Y

| add | ‘ View | | Modity | Import || Export

________________________________________________________________________________________________|
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I.R.56B” or ”Input I.R.56F”

_Staff Information T
| [v] Payroll [¥] MPF [[] Tax Retun [] Select All [] Remave All |
Sumame?* ] | sext [taia - |
Othername* 15z FunG Title [

Chinese Hame L—| StaffNo. (EER

Compeny ID & Hame® [ — b | ) / Telephone() N

Payroll Account No.* [307101 2345675901 2345671 HKID P assport Ho.* [r1o

Payroll Account Mame* [ TipTyper AT -

Account Ho_ Type* ,WI Paszaport lsaue CountryR egion |—|

Payroll Account Bank [ worital Status®

Adoress* FLT  |FLR | | BLK | | Spouse's wame | -

HSE /Bldg| | Spouse’s HKID P azsport Mo. Foa | SERT
EST/ST | | District | | Areat| ¥ spouse’s 1.0 Type [N .| Cancel

D ate of Birth(dd-mm-yyyy)* EEl i (EEE ‘s Passport lssue Countryt || ’W‘
Date of Employment* B WF ®EoiE @ capacity I —

End of Probation [ E Bl corespondence Add 7 |
Date Join Intra-group E F ®- ® L 1

Date Join M.Plan* 2013

Date Join VPlan E®F BFF- ™ raidbyo Company =]

Long Service Pay Amount L— Mame of O verseas Comp |—|

Severance Pay Amount |_—| Address of Overseas Company :l

Termination D ate F B F- = ™

Temination Reason I——' :I

Principal Em ployer(if part time) Amount :l

Employee's Tax File No
MPF Scheme*

|_ Payment Advice (Service fee will be charged) @

Plan Ho. (M-Plan)*

Plan Ho. (¥Plan)

Bumm PE = Email Add 1
Mobile Humber :l
Efiective D ate
A Bimmy MET Q128000 z 20010
M Py WRE O W12 =1 | =z oo el R ! | Input | R 568 | ‘ Input| R _S6F ‘
- =1 =i} v P 1
- |- |w}- | P 1 | Input | R .56E | ‘ Input | R-568G ‘
- - w - w| P i Z =
= B | Print MPF Pay Slip. ‘
= - =l [=l'» 1
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6.1.2 In “Input I.R.56B”, click “Add”, “Modify” or “Delete” to input staff residence
provided information (if any).

==
Input - LRS6E (131
IRG6B
Staff Mame At BEE GGG | Company Name Carmparry 1
Particulars of Place of Residence provided | o - |
Address Nature Period provided (dd-mm-yyyy) Rent{HK$) paid during the year
Paidtolandlord | Refundedto Paid to Employer
From To Employee Employer Employee hy Employee
Remarks  |REMARKS123REMARKS123
REMARKS1 23REMARKS123
|REMARKS1 23REMARKS123 |
| Add | | Modity | | Delete | | Remaove Record | | Find | | Save | | Cancel | | Print Screen | | Exit

]
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6.1.2 In “Input I.R.56F”, click “Add”, “Modify” or “Delete” for staff employee

cessation information (if any).

e,
Input LR.56F [l
LR. 56F Mote: If there is place of residence provided to the staff,
. please input the information in LR.5G6B form
Staff Name A58 BEB COC
Company Hame Company 1

Reason for cessation

Hame & Address of New Employer

Future Correspondence Address of Employee

d| Modify Remove Record Save Cancel Print Screen Exit

6.2 Create I.R.56B or I.R.56F report

Select Tax Return->Tax Report and File-> I.R.56B / I.R.56F. Under Print I.R.56B or
Print I.LR.56F, click “Preview”, Print or “Export”.

Print 1.R.56F

Year End 2020

Company ID & Hame 1 Camparny 1

Staff Name AMABBE CCC

Payments that have not heen inputted into the system but
which will be made AFTER the emplovee has left employment are :

Payments Amount Mature

Preview Export

________________________________________________________________________________________________|
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7. Other functions

7.1 Main Page
After login to system, Main page will be shown. You can select Company Setup,

Transaction, MPF, Tax Report and Maintenance.

Main Page

BANK OF CHINA (HONG KONG) LIMITED - PNA (Payroll and Autopay System) (UAT 1.0.32)

@ ¥ & ik frw )

BANK OF CHINA ihoss konc

PNA - payroll and Autopay System

P Home
Welcome for using PNA
» Company
Setup =
With PNA, you can handle
* MPF ibutic lculation and Ci File to be i to the bank
= Payroll, Autopay or Collection and jon File to be submitted to the bank

P Transaction 2 o
= Tax Return reporting and generate |.R.56B File to be submitted to the IRD

[
1.Bank of China (Hang Kona Umited ("BOCHIC) makes no represantation or wamanty that the Pavrsl and Arcoay Svstem (PHA s free
from programming emoes, The PNALS provided "as is” and "as available”, The use of the FHAlSs a1 the user's cun risk
2 The user is grarted 2 fimited, nondsans ferable and nen-exciusive license 10 instal and use the PNAand the user shall use the PHAT
P Tax Report ‘complance uhth all apphcable laws and regulations.
3.BOCHK exprassly disciaims all wamanties of any kind, whether sxpress orimplied. refating 1o the PHAncluding, tar not fimited to,
morvintringement of third party rights, smtisfactary qualty. merchantabilty and faness for any paioular purpose of use
4. o sirpumstances shall BOCHK be fiable for any direct, indirect, incidental, special, exemplary or consequential loss or damages
(inoheding, bat not mied to procurement of substitiae goods o Servicas: oss of use, d3ta o profis, or business insmuption ) hawever
c3uzed arising in any w3y ot of or in connection wh the use of PHA swen if advised of the possibiity of such less or damage.
b Maintenance % Your direct or Indrect spplication of the PHA constittes your acknowledgement and agreement to this disclaimer,
.In the sase of discrepannies between the English and Chinese versions of this disslaimer, the English version shall prevai

________________________________________________________________________________________________|
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7.2 User Type and Authorities

There are 2 types of users in PNA, Manager and Administrator, with authorities

as below.

User ID Authorities

I. MANAGER 1. Company Maintenance
2. Staff / Non-Staff Record Maintenance
3. Transaction: Edit Transaction Record
4. Template Maintenance
5. MPF
6. TaxReturn: Input I.R. forms
7. Transaction: Generate File
8. Transaction History Maintenance
9. Generate IR56B File
10. TaxReturn: Print I.R forms
11. RestoreDatabase
12. Migrate Database
13. Backup Database
14. Clear History
15. Change Active User
16. Change Own Password
17. Reset Own Approval Code

II. ADMIN 1. Reset Password
2. Change Password
3. Reset Approval Code
4. Change Approval Code

________________________________________________________________________________________________|
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7.3 Operation Flow Overview

Operation Flow Overview

A. Input:

1. Create company record in "Company Setup"

2. Import MPF Scheme (Applicable to MPF customer of BOCI-Prudential Trustee
Ltd only)

3. Create staff record in "Staff Setup" (for payroll transactions) or autopay record
in "Autopay Setup" (for autopay -out or autopay-in transactions)

B. Process:

1. In " Transaction", go to "File Processing" to add a transaction batch and then go
to "Edit Transaction Record", "Use Template", or "Import File" to create

transaction records

2. Print or preview the "Transaction Listing" before generating file

3. Click "Generate File" to generate a transaction file or contribution file

C. Output

Transaction File / Contribution File / IR56B Files / Reports

D. Follow Up:

1. Print transaction report/remittance statement for reference

2. Have the corresponding " Consignment Letter " for transaction/contribution (if

any) files signed by the authorised person(s) with your company chop

3. Upload transaction (if any) files through Corporate Internet Banking or submit

them to your nearest BOCHK branch

E. Enquiry

1. Go to "Contribution Enquiry" to view MPF contributions

2. Go to "Transaction History Maintenance" to view payroll/ autopay-out /

autopay-in transactions by batch number

F. Adjustment:

Go to "Transaction History Maintenance" to modify transaction records and then

re-generate files to confirm the modification(s)
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7.4 Staff Maintenance
Select Company Setup->Staff Maintenance, you can add, enquiry or amend
existing staff records. You can search relevant records by staff name or company
name.

@ BAMK OF CHIMA (HONG KOMG) LIMITED - PNA (Payroll and Autopay System) (VOOC

Company Setup

Company Setup
Company Information Listing & }

Staff Maintenance

Staff Information Listing N A - Pavro" and Au

Autopay Setup

Payroll Slip

| Welcome for using PNA

’ Company

Bt With PNA, you can handle

* MPF contribution calculation and generate Contrib
s Payroll, Autopay or Collection and generate Trans

| } Transaction 3
| * Tax Return repumng and QEHEYE'LE |.R.58B File to

________________________________________________________________________________________________|
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| [¥] Payioll [¥] MPF [ Tax Retuwrn [] Select All ] Remowe All |
Sumame* [au | Sext [EET | 2
Othername® ez rinG Tite e | NS
Chinese Mame | | staffMo. |orag | Modify
Compeany ID & Hame* [ZRBEoEE “ | Telephone(i) f Telephone(H ) 1T /7
Payroll Account No* [50710123456729012345671] HKID Passport Mo ® [ZE I =
Payroll Account Name? [ | 1D Typer FiD - Leict®
Accourt Ho. Type* [EERNTEFesint T ¥ passport Issue Countryfegion ] Find |
Payroll Account Bank [ ' | Marital Status® E EE
Address* FLT| |FLR | | BLK | Spouse’s Name 1 —
HSE MBidg Spouse's HKID/Pazsport Ho. Fle . 1]
ESTiST | District | | Arca¥] ¥ | Spouse’s 1.0 Type Fm = Cancel
D ate of Birth(dd-mm-yyyy)* [ra TS Filiees © Spouse's Passport Issue Countryl-_ :l ,m‘
D ate of Employment* E = Fikoiz ® capacity [ =
End of Probation L - Fl- ™ correspondence Address ’:l -
D ate Join Intra-group "—E’—EI—E :‘
Date Join M Plant v || ]
Date Join VPlan }—E’—EI—E Paid by Overseas Company :l
Long Service Pay Amount | | Mame of O verseas Company ’:|
Severance Pay Amount | | Address of Overseas Company :‘
Temmination D ate - E} E“ ~ | ]
Temination Reason = :‘
Principal Em ployer(f part time) Amount |:|
Employee’s Tax File o [ | Payment Advice (Service fee will be charged)
MPF Scheme* [Climmy e ¥ Email Address 1
M obile Number :‘
Efieclive D ale

Plan Mo_ (d-Plan)* [MrummymEFoWidEon =] | =1z [=lfeoo0 =] R I | Irgut | R.568 | | It | R 56F |
Plan No. (V-Plan) | ~| FF =l =" i

| 'I'l =l =i | P I | Input | R.56E | | Input | B 568G |

| | —+ + || eootwerpaysip |

| = B & =7 R : P

________________________________________________________________________________________________|
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a. In Staff Information screen, select functions first.

e  Payroll

« MPF

. Tax Return
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Please note that information required depends on functions selected.

Functions available depends on total functions the company has applied.

b. I.R. Report

I.R.56B and I.R.56Fare provided. Please input relevant information if Tax

Return is selected. Before creating I.R.56B, all relevant staff records for

[.R.56B need to be maintained.

7.5 Autopay Setup

Autopay Information

You can “Add”, “Modify” or “Delete” Autopay records being selected.

‘Autopay Information

il

]

[] Autopay Cut (Payment) [] Autopay In {Collection) [] Tax Return
Company 1D & Name IRBCOErR v| sex - New
Destination A/C Mo, abc_qrstuw@gma! Title -
Destination A/C Name WORG YLRCOWAL KEMN HKID No. | ‘ M odify

Desdlination AJ/C Mo. Type
Destination AJC Bank™
Business Name of Recipiend
B:R_No. of Recipient

Name of Recipient

Chinese Mame of Recipient

Payment Advice
M obile Mumber

Emeail Address

EMAL-EmMall A, - |

0z

1A -

M arital Status

Spouse’s Name

Spouse's HKID/Passport Mo
Spouse’s |ID Type

Spouse's Passport Issue Country/R.

Capacity

Comespondence Address

Delete

Find

|

=]
5
]
=

Save

[

Input I.R: 56M

Cantel

Exit

:
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a. Functions
Before Input Autopay Information, please select below functions and make
relevant data input.

e Autopay Out (Payment)

________________________________________________________________________________________________|
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e Autopay In (Collection)

e Tax Return

Please note that information required depends on functions selected.
Functions available depends on total functions the company has applied.

7.6 MPF

You can input MPF Scheme, setup Voluntary Contribution and enquiry
Contribution records.

a Import MPF Scheme File (only applicable to BOC prudential MPF Customers)

Import relevant MPF scheme and the system will calculate relevant
contribution information.

b Income Definition (only applicable to BOC prudential MPF Customers)

For Voluntary Contribution, you can setup the income definition.

¢ Contribution Enquiry
According to the criteria selected, you can enquire staff’s contribution
amount on a designated date. Contribution Enquiry Report: This report can
provide contribution enquiry results. Contribution Record Report: This report
can provide contribution history records.
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@

Contribution Enquiry [ [

Contribution Enquiry
Company ID & Hame 1 Test Comp -
Covering Period From 22 [~ [«[z016 J«[To 2 ] 2018 [+]
Staff Mame FIMAN HEMRY -
Staff No.
HEKID ¥ Passport Mo.
Sort By Staff Mame -
[_] First Contribution Only

Search | | Report of Contribution Enquiry ||  Report of Contribution History || Export Fite
Generate File DatefTime I‘. 1082017 01:16:22 {(dd'mmryyyy hh:mncss)
Seq. Ma. Staff Name Plan Ma. | Covering Period Covering Period Rel. Income | ER Caont EE Cant First Cant

From To
1 K¥WAN HEMRY I 01-May-2017 3-May-2017 |60000.0 |1500.0 |1500.0
Exit
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7.7 Setup

You can manage the database and user password here.

Stup cree

@‘f’@fi&ff%w&

BANK OF CHINA (noss kow

- PNA - Payroll and Autopay System

p  Home
Settings
Company
> Setup

} Transaction

f Backup Database
L]

g o Restore Database

a o Change Password

b Reset Password
L]

Change
c. Approval Code

Reset
N Approval Code

Change Currency

h o Migrate Database o Active User k. Maintenance

p wmer

l . Auto Backup

i - Clear History

Print Testing Page

P Tax Report

e In Settings, you can maintain database, user's password and clear histary.

P Maintenance

a. Change Password

User should regularly change their password. Password should be 6 to 12
characters and cannot be the same as previously used passwords.
b. Reset Password

If user password has been locked, Admin User can reset it.
c. Change Approval Code

User should regularly change their Approval Code. Approval Code should be
6 to 12 characters and cannot be the same as previously used Approval
Code.

d. Reset Approval Code (only applicable to Admin User)

If user Approval Code has been locked, Admin User can reset it.

________________________________________________________________________________________________|
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e. Change Active User

This function can change role of users without logout the system. Input user
name and password and “OK” or “Cancel” to proceed.
f. Backup Database

This function is used for backup the exiting PNA Database. Click the
“Browse” button to choose the destination that you want to backup the
database file.

g. Restore Database

This function is used to restore the PNA Database. Click the “Browse”
button to choose the source that you want to restore the file. After click the
“Browse” button, an open file dialog will be displayed.

h. Migrate Database

This function is used to migrate database from an old software version to a
new PNA software version. For example, software version 1.0 is saved in
computer A while software version 2.0 is saved in computer B. Click the
“Browse” button to choose the source that you want to restore the file.
i. Auto Backup

This function is used to auto backup PNA Database. You only need to set
once for this function. Click the “Browse” button to choose the source that
you want to restore the file. After click the “Browse” button, an open file
dialog will be displayed. You may choose to append timestamp to the file

name.

________________________________________________________________________________________________|
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7.8 Convert Payroll or MPF Contribution File

If you use BOC Prudential Software (PayEasy or SmartCon) or other 3™-party
Payroll or MPF Contribution File, you can use this function to convert to KPI
encrypted file (.pna) and print out authorization letter that can be submitted to
the bank”s branch. For detail, please refer to Appendix 7 in PNA detailed user

guide.

" ITransaction

File Processing
@ 'f i Transaction History Maintenance
BANK{| Template Maintenance

Convert Payroll File

yvroll and Auto

[ 3 Home
Welcome for using PNA
’_ Company
Setup "
With PNA, you can handle

* MPF contribution calculation and generate Contributior
= Payroll, Autopay or Collection and generate Transactio

P Transaction ;
= Tax Return reporting and generate |.R.56B File to be s/

Window for generation of the transaction report and confirm generation of file.

Transaction Report

Printer HP Laser Jet 1120

® Sort hy Recard No. v

Preview Print Exit
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8. System requirement
Recommended hardware and software

Hardware minimum requirement

1. CPU : Intel Core 2 Duo@2.0GHz
2. VGA Monitor with display resolution: of 1024 x 768
3. (Hard Disk) with storage not less then than 1GB RAM
4.CD / DVD writer or

5. USB Thumbflash Drive
6. Printer

7. Mouse

8. OS minimum requirement
Windows 7XP

9. Technical Suppports

For enquires on payroll and autopay functions, please contact BOCHK”s Corporate
Customer Service Hotline at +852 3988 2288. For enquiries on BOC Prudential
MPF services, please contact BOCI-Prudential MPF Administration Hotline: +852
2929 3030

________________________________________________________________________________________________|
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Disclaimer

1

Bank of China (Hong Kong) Limited (“BOCHK”) makes no representation or warranty that
the Payroll and Autopay Software (“PNA”) is free from programming errors. The PNA is
provided “as is” and “as available”. The use of the PNA is at the user’s own risk.

The user is granted a limited, non-transferable and non-exclusive license to install and use
the PNA and the user shall use the PNA in compliance with all applicable laws and
regulations.

BOCHK expressly disclaims all warranties of any kind, whether express or implied, relating
to the PNA including, but not limited to, non-infringement of third-party rights, satisfactory
quality, merchantability and fitness for any particular purpose of use.

In no circumstances shall BOCHK be liable for any direct, indirect, incidental, special,
exemplary or consequential loss or damages (including, but not limitedto procurement of
substitute goods or services; loss of use, data or profits; or business interruption) however
caused arising in any way out of or in connection with the use of PNA, even if advised of
the possibility of such loss or damage.

Your direct or indirect application of the PNA constitutes your acknowledgement and
agreement to this disclaimer.

In the case of discrepancies between the English and Chinese versions of this disclaimer,

the English version shall prevail.
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Introduction

What is PNA?

BOCHK Payroll and Autopay System (PNA) is an integrated system for you
to manage autopay and payroll in a single platform. It helps you to prepare
autopay and payroll transactions, payroll slips and MPF slips, employer’s
tax return forms and the data files in online tax returnformat.

1. Benefits of Using PNA

Simple - provides a user-friendly interface for inputting staff
records and autopay instructions.

Secure - Usage of checksum function which protects the data
files against unauthorized alterations.

Flexible - accepts transactions imported from Excel / Text files

for preparation of autopay instructions.
Convenient - staff records are organized in a systematic way which
helps you prepare tax return in electronic means.

This user guide is written on the basis of the operation system of Windows.
Since the operation of different hardwares and softwares may vary from
this user guide, should you have any query or problem during the
installation, please feel free to contact the Bank.

This user guide is only for introducing the operation of PNA.
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2. Service Scope

This system provides payroll and autopay transaction functions and
accepts below account type and currencies:

2.1. Account Type
2.1.1 Payer

In-group HKD/ CNY current account or HKD/ CNY saving account of BOCHK
2.1.2 Payee

i) In-group HKD/CNY current account or HKD/CNY saving account BOCHK
ii) Out-group HKD/CNY account which is not mentioned in the above

2.2. Currency
i) HKD
i) CNY

2.3. System functions:
i)  System provides Tradition Chinese/ Simplified Chinese/ English
interface for customer to choose from
i) Staff information Management (Staff information, Generation of staff
list)
i) Payroll Management (Payroll information, Generation of payroll
transaction file, Tax return Management)
iv)  MPF Management (MPF calculation, Generation of contribution file)
v)  Autopay Management (Create Autopay-in/ out template , Generation
of Autopay-in/ out transaction file)
vi)  Report Management (Payroll slip, Tax Return file (IR56B / IR56F)
vi)  System Maintenance (Create company information, Change
password, System setting, Database migration)
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3. Hardware minimum requirement

1. CPU: Intel Core 2 Duo@2.0GHz

2. VGA Monitor with display resolution of 1024 x 768
3. (Hard Disk) with storage not less than 1GB RAM

4. CD / DVD writer or USB flash drive

5. Inkjet printer

6. Mouse

3.1 PC minimum requirement
Windows 7

3.2 Paper requirement
A4 paper (Plain)

3.3 CD/ DVD/ USB flash drive handling

i.CD

Customer can use CD-R / CD-RW for submitting transaction details to the
Bank. The Bank will not return the disc after use.

ii. DVD

Customer can use DVD-R / DVD+R / DVD-RW / DVD+RW for submitting
transaction details to the Bank. The Bank will not return the disc after use.
iii. USB Flash Drive

Customer can use USB flash drive for submitting transaction details to the
Bank. For the sake of security, it is recommended to replace the USB flash
drive periodically.

________________________________________________________________________________________________|
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4. General Functions

4.1 Installing and Uninstalling of PNA Software

4.1.1 Downloading Software
4.1.1.1 Downloading via BOCHK Website

The new Payroll and Autopay Software, and the installation guide download web
address:
[Home > Corporate Banking > Cash Management Services > Corporate Payment
Management Solution > Payroll Service]
(https://www.bochk.com/en/corporate/cashmgt/paymentmgt/payroll.html)

4.1.1.2 Downloading PNA Software from "Download Centre”
and installation guide from “Knowledge Centre” of
iGTB NET

@1enem  jcrs s EE 00 ame

Free Trade Zone Kno»

Latest policy dynarmi
Greater Bay Area and

@

BOC-GPI Download Centre Localised service
— T —— . T ——

53

You will need to download 6 files, which shall be saved under the same directory.

Software Download

D Payroll and Autopay Software D payroll and Autopay Software D Payroll and Autopay Software
D payroll and Autopay Software D payroll and Autopay Software D payroll and Autopay Software
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4.1.2 Installing Software

Go to the directory where the downloaded files are saved. Double click
“PNA_Software.zip” to extract the files. (If you download the PNA Software from

1GTB NET, you will get 6 files in total. Double click “PNA_Software.zip” to extract
the files.)

-‘)ZE)T%

&

il

_] PMA_Software_V000000001.205
[7] PNA_Software VORO00000T 204
[l PNA_Software \WVOD000000T 203
;_i PMA_Software V000000001 202

¢ ] PNA_Software V0O00000001 201
an) + [ PrA_Software VODDDODOOT

an

You will get 7 files after extraction. Double click “PNA_Setup.exe” and
choose the installation directory to install the software.

s

==

B9 APSExport

@ PMA Quick Guide CHI_202012
@ PMA Quick Guide ENG_202012
@ PMA User Guide CHI_202012
PMA User Guide ENG_202012
(@ PNA_Setup

B9 PRSExport

4.1.3 Uninstalling Software

Open “My Computer” and go to the installation directory of the PNA software (eg.
C:\PNA)\). Double click “Uninstall PNA.exe” to uninstall the PNA Software.

PNA QUICK GUIDE V1220 8



@ ¥ () 44 £5 (&%) B A H

BANK OF CHINA (HONG KONG) LIMITED

4.2 Login
Please input User ID and PIN to login PNA.

Login Screen

BANK OF CHINA (HONG KONG) LIMITED - PNA (Payroll and Autopay System) (UAT 1.0.25)

Payroll and Autopay System (PNA)

Clear Cancel |

After you click the “OK” button, system will check your user password. If you has
entered incorrect password for three times, then your account will be blocked.
Please contact your Admin to reset password for you. You can click “Cancel” button
to exit the System.

If it is your first time to login the system, you are required to change the password,
otherwise, you cannot access all other functions.

________________________________________________________________________________________________|
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4.3 Main Menu

After login to the system, a Main Menu Screen will be shown. Main Menu
screen allows you to access different functions provided by the system
such as Company Setup, Transaction, Tax return, MPF and Settings etc.

Main Menu Screen

BANK OF CHINA (HONG KONG) LIMITED - PNA (Payroll and Autopay System) (UAT 1.0.32)

@ & & 46 £57 (5 %)

BANK OF CHINA toss xosc)

PNA - Payroll and Autopay System

P Home
Welcome for using PNA
» Company
Seuip With PNA, you can handle

* MPF contribution calculation and generate Contribution File to be submitted to the bank
» Payroll, Autopay or Collection and generate Transaction File to be submitted to the bank

P Transaction i
» Tax Return reporting and generate |.R.56B File to be submitted to the IRD

P MPF

Disclaimer:
1.Bank of China (Hona Kona) Limited ("BOCHK") makes no representation or wamanty that the Pavroll and Autopay Svatem (PNATis free
from programming errors. The PNAIs provided "az is" and “as available”. The use of the PNAs at the user's own risk,
2.The user is grarted a limited, non-transferable and non-exclusive license to install and use the PNAand the user shall use the PNAIn
" Tax Report compliance with all applicable laws and regulations.
3.BOCHK expressly disclaims all wamanties of any kind, whether express or implied, relating to the PHAIncluding, but not limited to,
non-infringement of third party rights, satisfactory quality, merchantabilty and fitness tor any particular purpose of use.
4.In no circumstances shall BOCHK be liable for any direct, indirect, incidental, special, exemplary or consequertial loss or damages
(ncluding, but not limited to procurement of substitute goods or services; loss of use, data or profits; or business interruption) howewer
caused arizing in any way out of or in connection with the use of PNA, even if advised of the poszibility of such lozs or damage.
b Maintenance &, four direct or indirect application of the PHA i wour acknowled; it and age to this disclaimer.
i.In the case of discrepancies between the English and Chinese versions of this disclaimer, the English version shall prevail.
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4.4 User Types and Functions

There are 2 types of user: Manager and Administrator and their
authorities are as follow.

User ID Authorities

. MANAGER Company Maintenance

Staff / Non-Staff Record Maintenance
Transaction: Edit Transaction Record
Template Maintenance

MPF

Tax Return: Input I.R. forms
Transaction: Generate File
Transaction History Maintenance
Generate IR568B File

LNk WN R

10. TaxReturn: Print I.R forms
11. Restore Database
12. Migrate Database

[EY
w

Backup Database

14. Clear History

15. Change Active User

16. Change Own Password
17. Reset Own Approval Code
1. Reset Password

2. Change Password

3. Reset Approval Code

4. Change Approval Code

II. ADMIN

________________________________________________________________________________________________|
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4.5 Change Password

This function allows you to change password. To access the function, you
can click the button “Change Password” under the menu of Settings.

Please enter a new password in the textbox and then click “OK”. The
password will be changed when a new password and the confirm
password are matched. You can click “Cancel” to return to the main menu.

User should change this password after the first login. The new password
should be minimum 6 and maximum 12 alphanumeric characters. The
new password cannot be the same as the previous one. For the sake of
security, please change your password regularly.

Change Password Screen
Change Password (5 121

Mew Password ‘ |

Re-enter Hew Password ‘ |

OK ‘ | Cancel |
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4.6 Reset Password

To access the function, you can click the button “Change Password” under
the menu of Settings.

This function is only available for the “Admin”. Admin can reset password
for the user account that was blocked.

Reset Password Screen
Reset Password [ [z

Select User : ‘ v‘

Mew Password ‘ ‘

Confirm Mew Password ‘ ‘

| Ressat ‘ ‘ Cancel ‘
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This function allows you to change approval code. To access the function,
you can click the button “Change Approval Code” under the menu of

Settings.

Please enter a new password in the textbox and then click “OK”. You can

click “Cancel” to return to the main menu.

The new approval code should be minimum 6 and maximum 12
alphanumeric characters. It cannot be the same as the previous one. For

the sake of security, please change your password regularly.

Change Approval Code Screen

Change Approval Code

Old Approval Code
Mew Approval Code

Re-enter Mew Approval Code

a3

0K

Cancel

4.8 Reset Approval Code

To access the function, you can click the button “Reset Approval Code”

under the menu of Settings.

This function is only available for the “Admin”. Admin can reset approval

code to initial value.
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4.9 Backup Database

To access the function, you can click the button “Backup Database” under
the menu of Settings.

This function is used for backup the exiting PNA Database. Click the
“Browse” button to choose the destination that you want to backup the
database file.

You can click “OK” to process or click “Cancel” to return to the main menu.

Backup Database Screen
Backup Database (5 (121

Please select path to place the backup database file.

Select File Path:

Browse

OK | ‘ Cancel
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4.10 Restore Database

To access the function, you can click the button “Restore Database” under
the menu of Settings.

This function is used to restore the PNA Database. Click the “Browse”
button to choose the source that you want to restore the file. After click
the “Browse” button, an open file dialog will be displayed.

Restore Database Screen
Restore Database [ [

Please select path to restore the database file

Select File Path:
[Browse

OK ‘ ‘ Cancel ‘

4.11 Auto Backup

To access the function, you can click the button “Auto Backup” under the
menu of Settings.

This function is used to auto backup PNA Database. You only need to set
once for this function. Click the “Browse” button to choose the source that
you want to restore the file. After click the “Browse” button, an open file
dialog will be displayed. You may choose to append timestamp to the file
name.

Auto Backup Screen
Auto-Backup (=5 (121

[v] Enable auto-backup
{Backup would be done on existing PHA)

Backup file to folder

[cPHA Browse

[C] Append timestamp to the file name
{Prevent over writing backup file, please reserved enough disk space for

keeping the backup file}

OK | | Cancel
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4.12 Migrate Database

To access the function, you can click the button “Migrate Database” under
the menu of Settings.

This function is used to migrate database from an old PNA software
version to a new PNA software version. For example, software version 1.0
is saved in computer A while software version 2.0 is saved in computer B.
Customer needs to make use of this function to migrate the database from
computer A to computer B. Click the “Browse” button to choose the
source that you want to restore the file. After click the “Browse” button,
an open file dialog will be displayed. You may choose to append
timestamp to the file name.

Auto Backup Screen

Migrate Database [ [l
Please select database file for migrating to this PNA version
Select file
Browse
OK | | Cancel
4.13 Exit

To access the function, you can click the button “Exit” under the menu of
Exit. The PNA system will exit and all the current action will not besaved.
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5. Company and Staff Maintenance

5.1 Input Company Information

This function is used for maintaining the Company information in the PNA
System. You can click the button “Company Setup” under the menu of
Company Setup.

Company Information Screen

Company Information v 1

2 I.LR-File No.* x
New
Company Name* BBCDEF Section
M odify
Account No.* Employer Refe...
Account Name* nep| Year End of e Delete
= | Employer's Retum*
Account No. Type™ || EEAN - Account Murmbe . Find

Contact Person™ ABC Submission Date™ 15 b |= | = | 16: . < j’fl
A E

Cumrency* | Title of Signature™®
Telephone No.* 61616161 | Name of Signature®* |37
MPF Scheme No.* ‘ Py 1D

Registered Address Exit ‘

Staff Record Enquire Scheme Details Company Information Listing
Impaort Staff || Export Staff Import Scheme Details Staff Information Listing
Autopay Setup MPF Member List Payroll Slip
Prev. Employment Txn. Enq. Termination Report MPF Pay Shp
Change Company Logo Remove Company Logo

You can click the “New” button to add a new company record. There are
following functions: Payroll, Autopay-in, Autopay-out and MPF. Besides
MPF, the rest of the functions are enabled based on your selection in the
application form. You need to input the fields that are marked in RED.
System will check the information after you click the “Save” button. Error
message will be prompted if you have missed out the input of any one of
the mandatory fields or if the inputted data is found un-matched with the
System format. When all the inputted information is valid, the message,
“Save record Successfully” will be prompted.

The above functions are controlled by the verification code provided by
the Bank. Verification code is required to enter for the company set up for

________________________________________________________________________________________________|
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the first time. It is a code embedded in the password letter provided by
the Bank via email sent to the designated email address written in the
application form after successful application. It is 16-digit alphanumeric
characters. For the amendment of the company information, e.g. adding
Autopay-In service, the Bank with issue another email with new
verification code.

If you are the MPF customer of BOCI- Prudential Trustee Ltd (BOCI-
Prudential), you can use “Import Scheme Details” under this page or under
MPF menu to import BOCI-Prudential Scheme. For details, please refer to
point 7.1. If you are not the MPF customer of BOCI- Prudential, you can
select the “Dummy MPF” plan to calculate MPF. For details, you may refer
to point 7.3. If you do not wish to use the MPF function, you may uncheck
the MPF selection on staff level under “Staff Setup”. For details, you may
refer to point 5.2.

You can click “Cancel” button to cancel the current action and return to
the previous screen.

You can click the “Modify” button to modify the company record and then
click the “save” button to save the record.

You can click the “Delete” button to delete the company record. A
confirmation message will be prompted to ensure the delete of the
company record. If you click “OK”, the company record AND all records
related to the company will be deleted at the same time. If you click
“Cancel”, the delete action will be cancelled.

You can click the “Find” button to find the company information. Simply
input the company name and then click “Find Next” to proceed or click
“Cancel” to cancel the action and return to the previous screen.

You can click the pervious button (“<“) to display the previous company
record on the screen according to the company ID sequence and click the
next button (“>“) to display the next company record. On the other hand,
you can click the (“ | < “) to find the first company record and click the (“ >|
“) to find the last company record.

You can also add the company logo by press the “Change Company Logo”
button, and the company logo will be displayed in the pay slip. The
recommend resolution for the image file is 565 x 70 pixels. You can click
“exit” to return to the main menu.

________________________________________________________________________________________________|
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5.2 Input Staff Information

This function is used for maintaining the staff records for a company. To
access Staff Information, you can click the button “Staff Record” under the
menu of “Company Setup”.

Staff Information screen
Staff Information s ]

[ [¥] Payrol

Sumame*

Othername? | Title I ] Hew
Gfiege Hatne | stattno. iz 1| [ oairy__|
Company ID & Name* | Telephone(M) / Telephone(H) | T
Payroll Account Mo * 901 2§4§F_,}'.‘! HKID # assport Mo * ped 9_-...;1 |

Payroll Account Name* ] e I Delete
Account Mo Type* ’T
Payroll Account Bank | I | | - E ﬂ
Address* FLT|  |FLR — =
HSE/Bldg| _ .
EST/ST | |pistrict | 5 o

D ate of Birth(dd-mm -yyyy)*
[ ate of Employment*

End of Probation

D ae Join Intra-group

Date Join M _Plan®

Dde Join ¥ Plan

=

Long Service Pay Amount
Severance Pay Amount
Termination D ale

Temination Reazon

MPF Scheme*

Efiective Date
Plan Ho. (M-Plan)* [WE iy WAF ol/T2E000 1 ez [sfoo TR [
Plan No. (v-Plan) [ | -2 S 12 0 2

It | | Print MPF Pay Slip

You can click the “New” button to add a new Staff record. There are three
functions for you to select: Payroll, MPF and Tax return. Please check the
appropriate checkbox for the staff. You need to input the fields that are
marked in RED. System will check the information after you click the “Save”
button. Error message will be prompted if either you have missed out the
input of any one of the mandatory fields or if the inputted data is found
un-matched with the System format. When all the inputted information
is valid, the message, “Save record Successfully”, will be prompted. You
can click “cancel” button to cancel the current action and return to the
previous screen.

________________________________________________________________________________________________|
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If your company only requires the Payroll function, you should only check
the “Payroll” checkbox for the staff. Please note that you cannot check the
checkboxes that were not selected in the company record. If you do not
wish to use the MPF function, you may uncheck the MPF box.

You can click the “Modify” button to modify the staff record and then click
the “Save” button to save the record.

You can click the “Delete” button to delete the staff record. A
confirmation message will be prompted to ensure the delete of the staff
record. If you click “OK”, the staff record will be deleted. If you click
“Cancel”, the delete action will be cancelled.

You can click the “Find” button to find the Staff information. You can select
to search by Staff Name, HKID/Passport No or Staff No. After inputting the
search content, you can click “Find Next” to proceed or click “Cancel” to
cancel the action and return to the previous screen.

You can click the pervious button (“<“) to display the previous Staff record
on the screen according to the HKID/Passport No. and click the next
button (“>“) to display the next staff record. On the other hand, you can
click the (“ |< “) to find the first staff record and click the (“ >| “) to find
the last staff record.

You can click “exit” to return to the main menu.

________________________________________________________________________________________________|
PNA QUICK GUIDE V1220 21



@ ¥ () 44 £5 (& %) 8 A H

BANK OF CHINA (HONG KONG) LIMITED

5.3 Input Staff Information (By import function)

To access the function, you can click the button “Import Staff” under
Company Information. When you click “Import Staff” button, below dialog

will be prompted.
Import Staff Record =1
Please select file to be imporied

Browse File Name

i [ »
e — e =

Telephone {H}) =
MPF Scheme Number =
MPlan Number =

Floor {(max. 4 X) =
Account Mo. Type =
Payroll Account Bank =
Motes:

VPlan Number =
2VPlan Number =
I¥Plan Number =

BLK {max. 8 X) = -
Company Mame ABLDEF HSEfBidg (max. 30 X) 22 =
Surname (max. 20 X} = Y| ESTST (max. 30X) = ¥
Other Name (max. 55 X) = i District (max. 21 X) = -
Payroll AJC Name {max. 140 ... = . Area Code({HIKINIF) B -
Pa!rmll AIC No. (max. 34 X) = i Marital Status (%) = b d
Chinese Name (max. 50 X) = il Date of Employment ) = -
HKID/P assport Mo. (max. 20 %) = = Staff No. (max. 20 X = b d
LD-T\'F'Z(IH”D'E“T’I“; = T | Date Join M-Plan () = hd
= -
assport Issue Country/Region MPECY/N) 4 o
Sex {(MalefF emale) = X
. PayrolI(Y IN) = v
Title (Mr.fM siMrs) = -
J Tax Return{YiN} = -
Date of Birth(*) = i
Telephone (M) = »
FLT {(max. 4 X) = -
-
-
b 4
-
-
-
h 4
-
-

1.X refers to character
2. Date format should be: ddrmmiyyyy
3.Marital Status: MarriediSingle/Widowed/Divorced/Separateg #YFPlan Number = |

El

| 0K | | Cancel |

User can press the “Browse” button, an open file dialog box will be
prompted. Please select the source file and then click “Open”. If the file
format is correct, the staff record will be displayed in the table on the top
of the dialog for preview. User can review and adjust the data column

mapping.

However, if the file format is incorrect, a warning message will be
prompted after selecting file. Please correct it and then retry later.

________________________________________________________________________________________________|
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Import Staff Record ]
FPlease select file to be imporied

| Browse | File Name

< [ »
T — = =

Telephone (H) =
MPF Scheme Number =
MPlan Mumber =

Floor {max. 4 X} =
Account No. Type =
Payroll Account Bank =
Notes:

VPlan Number =
2VPlan Number =
WPlan Number =

1.X refers to character
2 Date format should be: ddimmiyyyy
3.Marital Status: M aried/Single/Widowed/Divorced/Separated  4YP1an Number ~

BLK (max. 8 X) = i
Company Name = pRCOEF | HSEfBldg (max. 30 X) = =
Surname (max. 20 X) = ¥|  ESTIST (max 30%) = -
Other Mame (max. 55 X) = Y| District (max. 21 X) = b
Payroll AIC Name {max. 140 ... = i Area Code(HIKIN/F) = -
Pa?rroll AIC MNo. (max. 34 X} = bt Marital Status () = -
Chinese Name (max. 50 X) = X Date of Employment () = -
HKID/Passport Mo. (max. 20 X) = i Staff No. (max. 20 X = -
:;D-TVP;(:"”DIE*‘S;P“I“; _ Y| Dpate Join M-Plan () = -
assport Issue Cou egion = b it
S0 Ty'ked MPF YNy = ¥
Sex (M alefFemale) = X
' Payroli{YfN) = »
Title {Mr./M s furs) = i
g Tax Return{YsN} = x
Date of Birth{*) = il
Telephone (M) = »
FLT {max. 4 X} = il -
-
h
-
b
b
b
-
h

I
| 4]

| OK | | Cancel |

After matching all the required fields, please click “OK” button to proceed.
You can view the transaction records by clicking “Staff Maintenance”
button under Company Information.

Please refer to Appendix 2 for the Staff Information Import format. For
importing Staff Information steps, please refer to point “9.5 Import Staff
as a batch” in this document.
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5.4 Input Autopay Setup

To access the function, you can click the button “Autopay Setup” under
the menu of Company Setup.

Autopay Setup screen

Autopay Information

Bl

3]

.\

Company ID & Name
Destination AIC No.
Destination AJC Mame
Desgtination AIC Mo. Type
Destination AJC Bank®

New

Modify

Delete

ol

Find

K
=

Payment Advice T Comespondence Address L _dq

Exit

You can click “New” button to add a new non-Staff record for the
Company using Autopay or Collection function. Please select the Company
ID & Name and then system will auto-select the appropriate checkbox for
the non-staff. If either Autopay or Collection checkbox is checked, you are
only required to select Company ID & Name, input Destination A/C No.
and Destination A/C Name. If tax return checkbox is checked, you are
required to input the information for either the individual recipient or
business nature of recipient.

You can click the “Modify” button to modify the non-staff record and then
click the “Save” button to save the record.

You can click the “Delete” button to delete the non-staff record. A
confirmation message will be prompted to ensure the delete of the record.
If you click “OK”, the staff record will be deleted. If you click “Cancel”, the
delete action will be cancelled.

You can click the “Find” button to find the non-staff information. You can

________________________________________________________________________________________________|
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select to search by Destination A/C Name, Business Name of Recipient or
Name of Recipient. After inputting the search content, you can click “Find”
to proceed or click “Cancel” to cancel the action and return to the previous
screen.

You can click the pervious button (“<“) to display the previous non-staff
record on the screen according to the input sequence and click the next
button (“>“) to display the next non-staff record. On the other hand, you
can click the (“ | < “) to find the first non-staff record and click the (“>| “)
to find the last non-staff record.

You can click “exit” to return to the main menu.
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5.5 Generate Company List

This function allows you to preview and print the company inputtedin
PNA. To access the function, you can click the button “Company
Information Listing” under the menu of Company Setup.

Company Information Listing Screen

Company Information Listing

P review Print Exit

________________________________________________________________________________________________|
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Sample of Company Information Listing

COIMPAITY ITAME
ADDRESS

ACCOUIT IMMEER
ACCOUNT IMAME
TRAITSACTION CODE
COMTACT PERSONN
TELEFHCIE ITUMEER
I B FILE IMMEER

COMPAITY ITAME
ADDRESS

ACCOUIT IMMEER
ACCOUTT MAME
TRATSACTION CODE
CONTACT PERSON
TELEFHME ITUMEER
I B FILE IMMEER

COIMPAITY ITAME
ADDRESS

ACCOUIT IMMIBER
ACCOUIT MAME
TRAITSACTICN CODE
COMTACT PERSOIT
TELETHME IUMEER
I B FILE NUMEER

COIMPAITY ITAME
ADDRESS

ACCOUIT IMMEER
ACCOUNT IMAME
TRAITSACTION CODE
COMTACT PERSONN
TELEFHCIE ITUMEER
I B FILE IMMEER

0128750896318 1

012875829E62164
01287508963 169
08 (Collectiomn)
01Z287508963169
1231231232
123-45

01287512345070

01287512345876
0128751234567
08 (Collectiom)
01287512345676
01287512345876
123-1333

HT

01287592003104

01287506963163
asda

08 (Collection)
dasd

e baic N hajal
123-23

CITY

Test Comp

0128761234EE678
Test Comp

08 (Collection) HED
Henry KUAN
12345678

131-22

"

PNA QUICK GUIDE V1220
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5.6 Generate Staff List

This function allows you to preview and print the staff inputted for selected
company. To access the function, you can click the button “Staff Information Listing”

under the menu of Company Setup.

Staff Information Listing Screen

Staff Information Listing [}
Company 1D & MNa___ 1 Test Comp v/
Sort By o Staff Mame

i1 Chinese Staff Name
i1 HKID § Passport No.
i1 Staff No.

Freview Print Exit
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Sample of Staff Information Listing

Tt Camg DATE 25052017
STAFF RECORD USTING PAGE: 1
HEIDPASSPORT NO.
ISSUE COUNTRY DATE OF BIRTH SPOUSE NAME
NAME PAYRDLL A MO, ADDRESS TmE CAPAGITY. JOMDATE  MARTAL  SPOUSE HKIDIPASSPORT HO.
STARF MO, PAYROLL NG HAME SEX  CORRESPONDEMCE ADORESS EMPLOYEE'S TAXFILENQ, PRINCIPAL EMPLOYER LEFTOATE SPOUSE PASSPORT ISSUE DOLNTRY
CHMPETER Pi20314 M ATl 2508 1381 28089013 8
Hang Karg
o1z s 233
PETER ACC HONG KONG
AN HENRY. A12345563) M ATl 2508 1831 28082013 8
1234587890
Harry ACC1 HONGKONG
LEEJ0EY crza4s8 F FLT1 25081981 2508014 8
HOMG KONG
05512365878453
J0EY ACC HONGKONG
TOTAL NUMBER OF STAFF a
END OF REPORT

________________________________________________________________________________________________|
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6. Prepare Payroll & Autopay Transactions

6.1 Create Transaction by Manual Input
6.1.1 Create Transaction Records by Manual Input

To access the function, you can click the button “File Processing” under the menu of
Transaction.

Transaction Maintenance Screen

File Processing == IEﬂ
File Processing New
Batch No. 24
Maodify
Company ID & Name tLl CRAZ
Account No. 01287520017534 Delete
Account Name \;\ CRAZY | N
L - Find
Transaction Type FAYROLL HKD
Contact Person [rrENT = =l
Telephone No. 24352328
Total No. of Transaction D
Total Amount 0.00
Payment Type [
Exit
[ Edit Transaction Record | Transaction Checklist
[ Use Template ] G T
[ Import File |
Tips: 1. All generated transaction batch can be viewed / i in ion History Mail
Tips: 2. After using "Import File" or "Use Template" function, please go to "Edit Transaction Record” to check the details.

You can click “New” button to add a new transaction batch. The batch number is
generated by the System. You need to choose the Company ID & Name for the
transaction and then the company information will be shown on the screen
automatically. When you click the “Save’ button, the message, “Save record
successfully” will be prompted. If you want to cancel the add action, you can click
“Cancel” button to cancel the current action and return to the previous screen.

If, the indicator “Payment Type” is checked in company setup, the field “Payment Type”
will become mandatory and user should enter a value from 001 to 100 as the payment
type value.

You can click the “Delete” button to delete the transaction batch. After clicking the
“Delete” button, a confirmation message will be prompted to ensure to delete the
record. If you click “OK”, the transaction batch will be deleted. If you click “Cancel”,
the delete action will be cancelled.

________________________________________________________________________________________________|
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You can find a transaction batch by using the “Find” function. After clicking the “Find”
button, please input the transaction batch number, and then click “Find”.

You can click the pervious button (“<“) to display the previous transaction batch on
the screen according to the batch number and click the next button (“>“) to display
the next transaction batch. On the other hand, you can click the (“ |< “) to find the
first transaction batch and click the (“ >| “) to find the last transaction batch.

6.1.2 Edit Transaction Record by Manual Input

To access the function, you can click the button “Edit Transaction Record” under File
Processing.

For payroll, you can input the transaction detail record by clicking the “Add” button.
After choosing the Staff Name in the drop-down list, the Staff HKID/Passport No,
Destination A/C Name and Destination A/C Number will be automatically displayed for
the staff. You only need to select the Transaction Reference and input the Amount. By
default, all the transaction records have checked the “S” and “F” checkboxes (When “S”
is checked, the transaction record will be shown on Salary Letter and IR forms. When
“F” is checked, the transaction record will be shown on Transaction File). The total
amount is the sum of the transaction amount with the “F” checkbox being checked.
You can click “Save” button after inputting all information or click “cancel” to return
to previous page.

You can click “Modify” button to modify the transaction record that is highlighted in
purple. After modifying a record, please click “Save” button to proceed or click “Cancel”
to return to previous page.

You can click “Delete” button to delete a selected entry that is highlighted in purple.
Confirmation message will be prompted to confirm the action, please click “OK” to the

delete the entry or click “Cancel” to cancel the action.

You can click the “Find” button to find a transaction entry by Destination A/C Name,
Destination A/C No or Transaction Reference.

You can click the “Print Screen” button to print the current screen.

You can click the “Exit” button to return to the File Processing screen.
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Edit Transaction Record Screen

File Processing - Edit Transaction Record 3]

Transaction Record
Baich No..11 No. of Entry:3
Batch Mo. 1 Contact Person
Company Mame I Telephone Mo.
Account No. i
Account Name T Total No. of Transaction
Transaction Type L Total Amount
Entry Staff HKIDY Transaction | Debtor Destination Destination A'C Mo. | Padicular Amc
o, Mame Passport Mo, | Reference Reference AIC Mame {please ighore"-")

1 TEST MPF 1 2342342 () Salaryf.. [123123123..1 11111 e o

2|CHAN PETER P120314 |(a) Salary £ 123 PETER ACC |01322923551233 |1

3|LEE JOEY 123456 |(z1) Directo... DER JOEY ACC |05512345678453 P2

§: Show the entry on Salary F: Show _lhe e_rllry on Total Amount 20002.00

Letter & IR forms Transaction File

Print Screen Add M odify Delete Find Exit

6.2  Use of Template

To access the function, you can click the button “Use Template” under File Processing.

This function enables you to select template for generating files. Before you can use
this function, please go to Template Maintenance to create template in advance. You
need to select Template and then system will automatically show the template
summary for you. Click “Add” to add the template records to Edit Transaction Record
or “Replace” to replace the records in Edit Transaction Record.

Please refer to Appendix 1 for the Transaction Reference available in PNA.

6.2.1 Create Transaction Records

To access the function, you can click the button “Template Maintenance” under the
menu of Transaction.

You can click “New” button to add a new template. The template number is
automatically generated by the System. You need to input the template name, select
Company ID & Name and input the Transaction Reference for the template (optional).
You can click “Save” button to save the template or click “Cancel” button to cancel the
action. After adding a template, you can click “Edit Template Record” button to add
transaction entries. Please input the template records and then click “Save” to save
the record.

________________________________________________________________________________________________|
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You can click the “modify” button to modify the existing template information.

You can click the “delete” button to delete template. After clicking the “delete” button,
a confirmation message will be prompted to ensure the delete action. You can click
“OK” to delete the template or click “Cancel” to cancel the action.

Tofind a template, you can click the “Find” button and then input the template number,
then system will find the template for you.

You can click the pervious button (“<“) to display the previous template record on the
screen according to the template Number and click the next button (“>“) to display the
next template record. On the other hand, you can click the (“ |< “) to find the first
template record and click the (“ >| “) to find the last template record.

Template Maintenance [ [l
Template
New
Template ID |-1 ’
M odify
Template Name |—rm 1 ‘
Delete
Company ID & Na... || Fayoll Teat s ‘*’|
Find

Transaction Reference

{a.) Salary wages ‘ - | I= - z >l

Description SEE
Cancel
Print Screen
Exit
Edit Template Record Copy Record from Template Import File

6.2.2 Edit Template Record

To access the function, you can click the button “Edit Template Record” under
Template Maintenance.

You can input the template record by clicking the “add” button.

________________________________________________________________________________________________|
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For Payroll template input, by choosing the Staff Name in the drop down list, the Staff
HKID, Destination Account Name and Destination Account Number will automatically
display according to the Staff Name. Then, you only need to choose the transaction
reference and inputs the Debtor Reference (optional) and Amount. By default, all the
transaction record will be shown on Salary Letter, IR forms and Transaction File. User
can click “save” button to save the inputted entries or clicks “cancel” to return to
previous page.

For Autopay In /Autopay Out template input, by choosing the Destination A/C Name
in the drop down list, the Destination Account Number will automatically display
according to the Destination A/C Name. Then, you only need to input the Debtor
Reference and Amount. User can click “save” button to save the inputted entries or
clicks “cancel” to return to previous page.

You can click “modify” button to modify the existing record shown on the screen.
You can click “delete” button to delete a selected entry that is highlighted in purple.
Confirmation message will be prompted to confirm the action, please click “OK” to the
delete the entry or click “Cancel” to cancel the action.

You can click “Find” button to find the record by Staff Name, Destination A/C No. or
Transaction Reference.

You can click “Print Screen” button to print the current screen.
Template Record [iz€]

Template

Templaie Name: Test 1 Template ID: 1 No. of Eniry: 1

Template ID | Contact Person
Company Name TestA Telephone No.
Account No.
Account Name TestA : Total No. of Transaction
Transaction Type R I Total Amount
Entry Staff HKIDs Transaction | Debtor Destination Destination A/C No.
No. MName Passport No. | Reference | Reference AIC Name (please ignore™-")
1 CHARN TAI MAN Z916199(7)  (a.)Salany /.. Chan Tai Man 012875666111

[

Total Amount 121312.66

Print List H Add H M odify H Delete H Find I Save Exit

PNA QUICK GUIDE V1220 34




@ ¥ () 44 £5 (&%) B A H

BANK OF CHINA (HONG KONG) LIMITED

6.2.3 Copy Template

Instead of creating a template manually, the template can also be created by copying
from an already defined template. To access the function, you can click the button
“Copy Template” under Template Maintenance. Select a template, and then click “Add”
to add the transaction records to the new template or click “Replace” to replace the
existing transaction records. Please note that the “Transaction Reference” of new
template has to be the same as the existing template.

Template Maintenance-Copy Record from Template [E3]

Select Template 2 comapny 3
5 30003832208

Company ID &Mame Payrall - Test A

Description

Total No. of Transaction | |

Total Amount ’ |

Add | | Replace | | Exit |

________________________________________________________________________________________________|
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6.3 Import File

To access the Import function, you can click the button “Import File” under File
Processing. You can create the transaction record by importing Data File. When you
click “Import File” button, an open file dialog box will be prompted. Please select the
source file and then click “Open”. If the file format is correct, an Import File screen will
pop up which enables you to match the corresponding fields in the file to the system.
If the field is un-matched with the System, an error message will be prompted. User
can adjust the column value by choosing the different column in the drop down list.
Please refer to Appendix 6 for Transaction File Format (Import in File Processing). For
the steps of batch importing transaction, please refer to point 9.4 “Import Transaction
as a batch” for details.

File Processing o 1
File Processing New
Batch No. 24
Modify
Company ID & Name | 1 Payroll - utl| CRAZY - |
Account No. |01287520017534 | | e ‘
Account Name Ll cRazy | -
. Find
Transaction Type [PavROLL |HKo |
Contact Person [TRENT | [ || < ] = || =l
Telephone No. [24352328 |
: Save
Total No. of Transaction |D ‘
Total Amount [o.00 | Cancel
Payment Type | ‘
Exit

[ Edit Transaction Record | Transaction Checklist |
[ Use Template [ ] Generate File |
Import File i |

Tips: 1. All generated transaction batch can be viewed / modified in Transaction History Maintenance.
Tips: 2. After using “Import File" or “Use Template” function, please go to “Edit Transaction Record” to check the details.
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[¥] Payroll [¥] Autopay In {Collection) [/] Autopay Out {Payment) [¥] MPF
Company 10 2 LR.File No* thb=123 | ;
New
Company MName™ Section hhh =
= Modify
Account No_* Employer Refe. 123
Account Name* .p| Year End of 157 Delete
Employer's Retum™®
Account No. Type* Find
Contact Person®  |AEC Submission Date* |5 | = “ | ql 1016 | = | j< || g j ’T]
Cumency™ ~| Titie of Signature= 123 | —
, " Save
Telephone Mo.* | MName of Signature® |54 |
ST Cancel
MPF Scheme No.* ||_|__'l::|.|||-- == - || Proxy ID |
Registered Address Exit
Bene. Adv ¥ Payment Type %]

Verification Code |

Staff Record

Enquire Scheme Details

Import Staff || Export Staff

Import Scheme Details

Autopay Setup

MPF Member List

Prev. Employment Txn. Eng.

Termination Report

Change Company Logo

Remove Company Logo

‘Company Information Listing

Staff Information Listing

FPayroll Slip

MPF Pay Slip

=] ]

After matching all the required fields, please click “Add” or “Replace “button to
proceed. You can view the transaction records by clicking “Edit Transaction Record”
button under File Processing.
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6.4 Convert Payroll File

This function helps convert payroll file into PKI encrypted (.pna) format and print
consignment letter. For details of the file format, please refer to Appendix 7.

Transaction

File Processing
* i Transaction History Maintenance
BANK | Template Maintenance

Conwvert Payroll File

yroll and Autao

3 Home
Welcome for using PNA
S Company
Setup

With PNA, you can handle

* MPF contribution calculation and generate Contributior
= Payroll, Autopay or Collection and generate Transactio

I ’ Transaction :
= Tax Return reporting and generate |.R.56B Filetobe s

Window for generation of the transaction report and confirm generation of file.

Transaction Report

Printer HP Laser Jet 1120

® Sort by Record MNo. hd

Preview Print Exit
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6.5 Generate Transaction File

To access the function, you can click the button “Generate File” under File Processing.
This function is used for generating the Transaction File and / or Contribution file.

If only payroll checkbox is checked, generate payroll checkbox should be selected and
dimmed. Please input value date and select the path for the file by clicking “Choose
Path” button, otherwise, the file will be saved on the current directory.

File Name:
Payroll Autopay
For branch channel submission Salary.pna Autopay.pna
For e-channel submission Salary.dat Autopay.dat

For the output format of transaction file, please refer to Appendix 5.

You can click “OK” button to generate file and click “Cancel” to return to previous
screen.

Please preview and print the Transaction Report for verification while the
Consignment will be automatically printed out.

Generate Payroll File Screen
Generate File [E]

Generate File

Payroll Period End D ate |31 ﬂE ﬂ|2u1? |

[+ Generate Transaction File

Value Date |3[I ﬂE ﬂ|zu1 7|~

i@ For branch channel submission ) For e-channel submission

| Choose Path |

| oK | | Cancel
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Print Transaction Report Screen

Transaction Report ] 3]
Printer thoctpri0432F014
Batch No. 7o -
® Sort by Recard No. -
Preview Print and Generate File Exit

After user clicks the “Print” button, the system will require to input the approval code.
If you exit below screen without entering approval code, error message will be
prompted to remind you that the transaction record will be saved in transaction
history. Please delete the file record if it is not the final version, otherwise it will be
used for tax/ MPF purpose, if applicable.

B O e R T

l 1 1 I 1
| T — |
J

FPlease input approval code. =

‘ OK ‘ | Cancel |

I
I

-
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Sample of Consignment Letter (Payroll)

BANEK OF CHINA

Ta 1

IH

T
AID AMOD

RCCOUNT B

PAYMENT

NO. OF TRANSACTIONS o 0
AMOURT : §0.00

{ CODE H

FILE HAME H

CORTACT

PERSON H

VUMEER t

CONTA

FOR AND ON EE

Test Company

) SIGHATURE (S)

ACCOUNT)

(BOCHK

(CTHER BAK ACCOUK

(BOCHE ACCOUNT)

(CTHER BARXS ACCOUR

BRANCH E

PNA QUICK GUIDE_ V1220
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Sample of Consignment Letter (Payment)

To : BANK OF CHINA (HONG KONG) LIMITED

AUTCPRY-OUT ([PAYMENT] CONSIGHMENT

ACCOUNT

B

ACCOUNT

ACCOUNT)

BAl

ACCOUNT)

PERSO

KM

FOR AND ON BE

1287512345676

AUTHORTZED SIGNATURE(S)
HANE:

DATE:

{FOR BANE USE O}

BRANCH T

CHECKED BY

]
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Sample of Consignment Letter (Collection)

To : BANK OF CHIKA (HONG KONG) LIMITED

AUTOPAY-TN [COLLECTION) CONSTGRMENT

57 N" L‘J:’,
ANY BANK CHARGES.

VALUE DATE
ACCOUNT KUMBER
A UNT MAME
PAYMENT TYEE

KO. OF TRANSACTIONS

AMOUKT

Amount (CHY)

VERIFY CODE
FILE NAME

CONTACT

CONTACT

FOR AND ON EBEH
01287502063161

IN ACCORDANCE
SBY AUTHO!

: 140872017

: 01287506963

287502

t $20,123.22

: coedbBladfeld

: Autopay.pna

AUTHOF SIGHATURE (5)

F. FILE ENCLOSED. IN
QUR BELOW

EMENT OF THE
(00 INCLUDING

ACCOUNT

ACCOUNT)

BANKXS ACCOUNT)

(FOR BANE USE COML

HRANCH

CHECKED BY '

PNA QUICK GUIDE_ V1220
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button “Payroll Slip” on the screen of “Company Information”.

Company Information Screen

Bene. Adv [P%]

Payment Type

ch423c!

Verification Code

Staff Record

Enquire Scheme Details

Company Information Listing |

Import Staff || Export Staff

Import Scheme Details

Staff Information Listing |

Autopay Setup

MPF Member List

FPrev. Employment Txn. Enq.

Termination Report

Payroll Slip |

MPF Pay Slip

Change Company Logo

Remove Company Logo

Payroll Slip Generation Screen
Payroll Slip [l

Company 1D & Name I1 Test Comp - ‘

Covering Period

From |1 Iﬂﬁ ﬂznw‘j TDWE

Sort By
(@ Staff Name
() Staff No.
) HKID/Passport No.

I Preview

Lo | [ e |

Please select Company ID & Name and the covering period for the salary Letter.

Before printing the Salary Letter, you can select the sorting order that is either by Staff
Name, Staff No. or HKID/Passport No.
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Sample of Payroll Slip

[CONFIENTIAL]
SALARY LETTER
COMPANY NAME : Test Camp
STAFF HAME . LEE TAIMAN
STAFF Ma. :
ACCOUNT MO . 012345678123
HEIPasspert No. © B 234566
PAYMENT PERIODFROM - 01052017 - 31082017
HO.OF WORKINGDAYIS) - 00
HOLOF WORKINGHOURS) - 00
UNTAKEN LEAVE i
DEDUCTION FROM WAGES - 0.0
DETAIL
DATE OF PAYMENT AMOUNT (KD}
() Selary ! waigas 31052017 20,000.00
Tetad - 20,000.00
REMARK :

________________________________________________________________________________________________|
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7. Prepare MPF Contribution File

7.1 Import Scheme File (For MPF customer of BOCI-Prudential Trustee
Ltd only)

To access the function, you can click the button “Import Scheme Details” under
Company Information or under the menu of MPF,

You can input the MPF Scheme Detail by importing Data File. For the details of Scheme
file format, please refer to Appendix 3. If the file format is wrong, a warning message
will prompt up. The data file data will show on the screen.

An open file dialog box is prompted up. After user finishes selecting the source file,

n u

the source file data will be shown in the screen User can click “ [<”, “<”, “ >" and
“>| ” buttons on the screen to navigate between different plans of the scheme. After
verifying the data, user may click ‘Import’ button to importing the Scheme Disk or

press ‘Exit’ button to cancel the action and return to the previous screen.

Import Scheme Details
Import Scheme Details
rImport Scheme Details

|

rScheme Information

Company Code [000 | scheme No. 00003037356
Company Mame E'C'ompang_f'I_E'ng_lisﬁ"f\]-éme} Scheme Mature M
Effective Date [01-12-2000 '

-Plan Information

Plan Number EICM Plan Mame TE!i—m_oqth_l_y__l@q_grjq?t_pr\,f__C_lf N
Effective Date o1 | v.cont.calculation Method [0 [ Bj
Plan Mature 1 '_ Fortnightly or Weekly _' o
Payroll Frequency 2 1 1st Payroll End Date i

1st Cover Period End Day [15

(Monthly/Bi-monthly) T

2nd Cover Period End Day [o

(Bi-monthhy)

Employ er ] _ Enployee

Contribution Rate {%) | _' Contribution Rate {%) I

Fixed Contribution Amount | | Fixed Contribution Amount |

FSliding Scal

Senice Year ER Cont. § ER Cont. % EE Cont. § EE Cont. % |

Import
50 50 ?

Exit

il
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7.2 Generate Contribution File (For MPF customer of BOCI-Prudential

Trustee Ltd only)

This function is used for generating the Transaction File and Contribution File. To
access the function, you can click the button “Generate File” under File Processing.
The type of file to be generated depends on the checkbox selection on the “Company

Information”.

Generate Transaction and Contribution File screen

Generate File

Generate File
Payroll Period End D ate
| Generate Transaction File

Value Date

| Choose Path |

[w] Generate Contribution File

i@ For branch channel submission

N [v  [+[2017 [+]

30 [v[  [+[2017 [+]

1 For e-channel submission

WMPF Value Date (29 »[5 ~ 2017 ~|
Payment Method [Autopay v |
Cheque Number '
Choose Path |
| 0K | | Cancel |

You can click “OK” button to generate file or click “Cancel” to return to previous screen.

If generate file is successful, the screens for printing the following reports will be

prompted:

1. “Autopay Transaction Report”

preview the “Autopay Transaction Report”

w

“Consignment Letter for MPF Contributions”
“Remittance Statement’ for contribution file

“Consignment Letter for PNA Transaction File” will be auto-printed once you

PNA QUICK GUIDE V1220

47



@ ¥ () 44 £5 (&%) B A H

BANK OF CHINA (HONG KONG) LIMITED

Transaction Report screen

Transaction Report =411
Printer thoctpri04132F014
Batch No. 78 ]
|
im0 Sort by Record Mo, -
Preview Print and Generate File Exit

After press the “Print” button, the system will prompt a message dialog to request
input of approval code. If the approval code is correct, below action will be performed.
1. Consignment Letter for payroll will be printed;

2. Transaction Report will be printed;

3. The payroll file will be generated to the file path selected.

If you exit below screen without entering approval code, error message will be
prompted to remind you that the transaction record will be saved in transaction
history. Please delete the file record if it is not the final version, otherwise it will be
used for tax/ MPF purpose, if applicable.
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Letter of Authorization for MPF Contribution

Letter of Authorisation

Letter of Authorisation for the MPF Contributions

After press the “Print” button, the system will prompt a message dialog to request
input of approval code, if the approval code is correct, below action will be performed.
1. Letter of Authorization for MPF contribution will be printed;

2. The contribution file will be generated to the file path selected.

For the detailed Transaction File output format, please refer to Appendix 5. For the
detailed MPF Contribution File output format, please refer to Appendix 4.
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7.3 Default “Dummy MPF” Plan

This default plan assume both employee and employer contribution 5% of the
salary monthly with maximum of HKD 1500. This plan cannot be amended. If
you do not wish to use the MPF function, you may choose to uncheck the MPF
function on staff level under the menu of MPF.

Enguiry Scheme

-Scheme Information

Company Code 1 | Scheme No. |Durmimy MPF
Company Hame |love CRAZYE58 | Scheme Nature M
Effective Date |01-12-2000 |

~Plan Inforreation

Plan Number [ | Plan Name [Dumrmy MPF
Effective Date |01-12-2000 | v.Cont.Calculation Method |1
Plan Nature [1 | Could not get the stringFort..|
Payroll Frequency i1 | 1st Payroll End Date
i Could not get the string
1st Cover Period End Day [o |
{MonthhyBi-monthhy)
2nd Cover Period End Day [o |
{Bi-monthiy)
Emplover Employese
Contribution Rate (%) | | Contribution Rate {%) |
Fixed Contribution Amount | | Fixed Contribution Amount |
~Shiding Scale
& By Date .Join Scheme i By Date of Employment
ServiceYear | ERCont.$ | ERCont% | EECont.$% |  EECont.%
| 5.0 | 5.0
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7.4 Member attaining age 65

When preparing contribution file for member who attains age 65 at that payroll period,
system will prompt up a sub-screen to ask client input the last date of employment for
the retired member during file generation. If that member retains in employment after
reaching age 65, please enter the payroll cover end day.

Payroll information for Eetited Staff

‘Company D HKIDs Staff Mame o
Passport No, Last Date of Employment

1 111 STAFF 10 owle wlo.  w| A

l (] |

*if staff remains in employment after reaching age 65,
please enter the last day of payroll period.

Save Cancel

________________________________________________________________________________________________|
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7.5 Missing payroll information for first contribution

During file generation, system will prompt out the member who missed payroll
information related to first contribution of previous months and the corresponding
file generation cannot be proceed. You need to create new files for these missing
payroll information first, if there is no payroll for that member in the previous months,
please enter zero pgyroll amount accordingly. .

Missing Payroll Information x|

i Misz=zing payFroll informatiom!
B To procaed, pleasa add back the parroll amount of the Corraspondanca

- first contritution pariod(s) for the following staff.

Staff Hama Staff Ho. HEID/Fazsport Hao. Farroll Pariod Start Data Parroll Pariod End Dat
T TEST MFF 1 2342342 25-Apr—2017 F0-Apr-2017
i 01-May—2017 A -Mar-2017
01-Jun—2017 F0-Jun—2017

R

________________________________________________________________________________________________|
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7.6 Generate MPF Pay Slip

You can print the MPF Pay Slip under Company Information or under individual Staff
Information.

Company Information Screen

| | Exit |
|

Payment Type

Compgany Information Listing

Staff Record Enquire Scheme Details

Import Staff || Export Staff

Import Scheme Details Staff Information Listing

Autopay Setup

MPF Member List Payroll Slip
Frev. Employment Txn. Eng.

—
Termination Report MPF Pay Slip

Change Company Logo

Remove Company Logo

MPF Pay Slip Screen
MPF Pay Slip

MPF Pay Slip
Company ID & Ha...
Staff Name [l
Contribution Paid Date | |
(for displaying only)

v

w

F [P [

[¥] Showing Mandatory Contribution Accumulated Total

[w¥] Showing Voluntary Contribution Accumulated Total

Preview | | pimt | | Exit

{This repont being printed is for the current contribution period.;

When you click the “MPF Pay Slip” button, please select the Contribution Paid Date.

Also, you can select to show the accumulated of Mandatory Contribution and
Voluntary Contribution on the report.

MPF Pay Slip can be sorted by Staff Name, HKID/Passport No. or Staff No.

You can click “Preview” to preview the report or click “Print” to print out the report.
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MPF Pay Slip Sample

Pay Slip of MPF Contribution

Euployes: LEE TAl hi&H HEID fPazsport # - EB1234561(6)
Staff no: Date printed: 28/08/2017
Srehenme no. EOCO0003037 356 Contrilnmion paid dace: 29/05/2017
Eunployer: Test Coup

Contribution period

0L 05/2017 - 31/05/2017

Gross Salary Z0,000_00
Leszz: Euployee's Contriluation 1,000.00
et Pay 15, 000_00
Plan Schenms Salary Mandatory Contrilation Toluntary Contrilbation
Belevant Income Eupy]l oyrer Eupal oyes Eupl oyer Enployee
(MCM)  HED 20,000, 00 1,000.00 1,000.00 o.oo o.oo
Total HED 1,000, 00 1,000.00 o.oo o.oo
Boowmil ated Total : (v plan) o.oo o.o0 0.oo0 o.oo o.o0
Fram 01§04 2007 (m plan) 20,000, 00 1,000.00 1,000.00 o.oo o.oo0
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7.7 Contribution Enquiry

To access the function, you can click the button “Contribution Enquiry” under the
menu of MPF. The function allows user to enquiry the detail contribution record by
1) Contribution covering period,

2)Contribution covering period + (Staff Name or Staff HKID or Staff ID) for the selected
company

Please select the Company Name in the drop down list and input the covering period
that you want to enquire and then click the “Search” button. The result will be shown
on the screen. You can click the First Contribution Only checkbox to show the first

contribution records only and select the display order by Staff Name, Staff HKID or
Staff ID.

Contribution Enquiry Screen
Contribution Enquiry [ (1

Contribution Enquiry

Conmpany 1D & Name 1 Test Camp -

Covering Period From 22 [~ [*2016 [« To |22 ] w2018 [+]
Staff Name KA HENRY -

Staff No.

HKID f Passport No.

Sort By Staff Mame -

[C] First Contribution Only

search | | Report of Contribution Enquiry | | Report of Contribution History | | Export File
Generate File DatefTime 142 [ | (ddimnvyyyy hh:mniss)
Seq. Mo Staff Mame Flan Mo. | Covering Period Covering Period Rel. Income | ER Cont EE Cont First Cont
From To
1 |KWARN HEMRY | |01-May-2017 |31-May-2017 |60000.0 11500.0 1500.0

Exit

Export function is provided to export the search result to EXCEL format, please click
the “Export File” button. A dialog box will prompt up to ask for the file destination.
Click “OK” to process the export function.

You can click the “Report of Contribution Enquiry” button to print out the search
results that are shown on the screen.
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Report of Contribution Enquiry Screen
Report of Contribution Enquiry [l

Company Nanme Test Comp

Sort by

@ Staff Name

7 Staff No.

i HKID § Passport No_

P review Print Exit

Sample of Contribution Enquiry Report
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Also, you can click the “Report of Contribution History” button to print out the

contribution history of all staff.

Report of Contribution History screen

Report of Contribution History

Company Hame Test Comp

Sort by
0 [Staff Name

1 Chinese Staff Name
1 Staff Mo.

1 HKID § Passport No.

Preview Pnnt Exit
Sample of Contribution History Report
Test Camp DATE: 29/05/2017
BEPORT OF COMTRIEUTION HISTORY PAGE: 1

Staff Mame CHAT PETER

Staff Mo,

HEID /Paszsport Mo, P120314

Period 0Ll/08/200L7 - 21/05/2017
Plann Mo Relevart Incons

Euployes Contrilamion

Eup loyer Corntribumion

MCH 0.00 0.00 000
0.00 0.00

Staff ame AT HEWEY

Staff Mo

HZID /Passport Mo, A123458 (3)

Period 01l/08/200L7 - 21/05/2017

Plan Moo Relevant Incoms Euployes Contrilamion Eup loyrer Contrilaion

000

0.o0

Staff ame LEE JOEY

Staff Mo,

HEID /Passport oo Cl23458

Period 01/05/20L7 - 21/05/2017
Plan Mo Relevart Incons

0.o0

Euployes Contrilamion

Eupy loyrer Contrilaion

Plan o

Relevant Incous

Euployes Contrilation

MCH o.oo0 0.0o 0.oo0
0.0o 0.00

Scaff Mame LEE TAI IMAIT

Scaff Mo

HIZID/Passport Mo, BL1I24E5E ()

Period 0L/05/20L7 - 31705/2017

Ewpx loyer Countrilaation

20,000, 00

1,000.00

1,000. 00

FINA YUILN UULDLE V144V

1,000. 00

1,000.00

~
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7.8 Scheme Detail Enquiry

You can enquire the Scheme Details of a company by clicking the “Enquire Scheme
Details” button in the screen of “Company Information”.

| Exit

Payment Type vl

Company Information Screen
Bene. Adv ¥
Verification Code ch422c9632609267
Staff Record
Import Staff Export Staff

Enquire Scheme Details
e ——————————————————

Import Scheme Details

Autopay Setup

MPF Member List

Prev. Employment Txn. Enq.

Termination Report

Change Company Logo

Remove Company Logo

| Company Information Listing |

Staff Information Listing

Payroll Slip

MPF Pay Slip

The (“ |<”), (“<”), (“>") and (“ >| ”) buttons on the right upper side is used for
navigating between different plans of the scheme. User can view the plan details such
as contribution rate, contribution amount and sliding scale on this screen.

Enquiry Scheme Detail Screen

Enquiry Scheme
r&chemes Information
Company Code 1 Scheme No. 00003037356
Company Name Test Comp Scheme Mature b
Effective Date 01-12-2000
rPlan Information | -
|f. = :=|
Plan Number [BCM Plan Name |Bi-manthly Mandatol
Effective Date [01-12-2000 | v.Cont.Calculation Method |
FPlan Mature 1 Fortnightly or Weekly | |
—————————— 1st Payroll End Date R —
Payroll Frequency |2 |
1st Cover Period End Day 15
(Monthly/Bi ithiy)
2nd Cover Period End Day |
{Bi-monthly)
Enmwployer Employee
Contribution Rate (%) Contribution Rate {%) | |
Fixed Contribution Amount | | Fited Contribution Amount |
rSliding Secal
(@ By Date Join Scheme ) By Date of Employ ment
SeniceYear | ERCont$ | ERCont% | EECont$ | EECont% |
|5.0 5.0
Exit
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7.9 Relevant Income Calculations Rules

To access the function, you can click the button “Relevant Income Calculation Rules”
under the menu of MPF.

You are required to define which payment type (e.g. Salary, Leave Pay) that should be
included in the relevant income for each voluntary plan. This setting is automatically
applied to all staff whose have selected this voluntary plan.

Select the Scheme No and V.Plan No in the drop down list, and click “OK” button to
edit or view the plan detail.

Relevant Income Selection Screen

Relevant Income Calculation Rules *

Scheme NHo.

00004224959

V.Plan Ho.

101

Cancel

Please select the Operator and Payment type number in the drop down list. Click “Add”
and “Save” to add description or click “Cancel” button to cancel all the added rules
that are not yet been saved. “Delete All” button is used for deleting all the rules of the
Plan. You can click “exit” to return to the main menu.
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Relevant Income for Non-Mandatory Contribution Detail Screen

Relevant Income Calculation Rules

Relevant Incame for Yoluntary Contribution

Seq.ho | Operator [ Payment Type Humber | Description e
1 | |1 I(a) Balary [ wages Y
2 [+ 1 [(a.) Salary S wages
Delete Al
Save
Carncel
Operator Fayment Type Mo, Exit
| ¥ - || 1 bodd ||l3 Y
Fayment Ty..| Description
1 |(a.) Salary/ wages
i |(h.) Leave pay
3 |(c1) Directar's fee - under employment contract
15 |(d.) Commission § fees
3] |(ed Bonus
T |(f.) Back pay, t_g_rminal awards, and gratuities, etc.
g |(0.) Certain payments from occupational retirement scheme...
g |(h.y Salaries tax paid by employer
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7.10 Generate MPF Member List

This function allows you to preview and print the entire members joined MPF scheme
in the selected company in current batch. To access the function, you can click the
button “MPF Member List” on the screen of Company Information.

Company Information Screen

| Exit |
Bene. Adv [l Payment Type [
Verification Code ch422c9632609261 |
Staff ng_l_:r_q; Enguire Scheme Details | Company Information Listing |
Import Staff || Export Staff Import Scheme Details | Staff Information Listing |
Autopay Setup MPF Member List Payroll Slip
FPrev. Employment Txn. Enqg. et e MPF Pay Slip
Change Company Logo Remove Company Logo

Member List Screen
MPF Member List (2]

Company Mame Test Conp
Sort By
@ [Staff Name|
i) Staff No.
i1 HKIDJP assport Mo_

Preyiew Print Exit
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Total rmmber of employees

PNA QUICK GUIDE V1220

Schemwe no. BOCOODO3037358
Euployer code: ooo

Euprloyer riame: Test Coms

HEID/ Meuber Hawe 5
Pazsport oo Staff Moo

P1Z0314 CHAIT PETER u
ALZ345E(3) FWAN HENEY u
Cloz458 LEE JOEY F
BLIZ456(6) LEE TAI IANM u
2342342 TEST MPF 1 i

Test Comp

Menber Listing (MPF Scheme) Dace: I29/05/2017
Page: 1
D.O.B
D.0O.E Lacest DPelevant Income/ Last Paid
ex D.J.3 Gchene Salary (HED) Plan no. ER Cont Date From
D.J.W Plan EE Conk Date To
257068715981 (o last paicd MO o.oo0 0L/05/2017
ZE/DE/ 2013 relevant income) 0.00 3L/05/2017
Z5/D6/2013
25/0E8/15981 (o last padid MCIT 0.o0 0L/05/20L17
ZE/DE/ 2013 relevant income) 0.00 3L/05/2017
Z5/D6/2013
25/0E8/15981 (o last padid MCIT 0.o0 0L/05/20L17
ZE/D0E/2014 relevant income) 0.00 3L/05/2017
ZE/OESZ0LG
25708715280 Z0,000.00 MCIT l,000.00 0L/05/20L17
Z5/DE/2012 1,000.00 3L/05/2017
Z5/06/2012
2E/03/1581 40,000 00 MM o.0o 01/05/20L7
25/04/2017 o.oo 2L/05/2017
25/04/2017

**% END OF BEPORT **%
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8. Prepare Tax Return

8.1 InputIR56B

This function is used for editing the IR56B record which is under the individual Staff
Information screen.

Staff Information Screen

FEIIEIL AU (DEIYIVE RY YL WG REYOW ) [Eeeesss)

Email Address 1
Mobile Number 1
Effective Date
Plan No. (WM-Plan) > | [ Epoo=Te L T | Input | R 56F |
Plan Ho. (V-Plan) e =i = Rt L1 I
- >~} = ~| P 1 2 | Input | R 56 |
- =l =] x| 4 | Print MPF Pay Slip |
- =l e - P 1
Input IR56B Screen
Input - 1.R 568 [E3] |
IR5EB
Staff Name lkevian HENRY | Company Name Test Comp |
Particulars of Place of Residence prwided| Yes - |
Address Mature Period provided (dd-mm-yyyy Rent(HK$) paid during the year
Paid to Landlord Refunded to Paid to Employer
From To Employee Employer Employee by Employee
| Copy address from staff maintena_.. |
r - [ [ ]
[
[ Copy address from staff maintena.___ |
[] | | | | |
Remarks | |
| Add || Modify || Delete | | Remove Record | | Find | | Save || Cancel | | Print Screen || Exit |
II
63
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You can input the IR56B record by clicking the “Add” button. By default, the Particular
of Place of Residence is “Yes”. If place of residence is provided, please input the detail
information for the place of residence. If place of residence is not provided, please
change it to “No”. Click “save” button to save the record or click “cancel” to return to
previous page.

You can click “Modify” button to modify the existing record that is highlighted in green.
You can click “delete” button to delete the record that is highlighted in green.
Confirmation message will be asked to confirm the action. Please click “OK” to proceed
or “Cancel” to cancel the delete.

You can click “Remove Record” button to remove the staff record from IR56B.
Confirmation message will be asked to confirm the action. Please click “OK” to proceed

or “Cancel” to cancel the delete.

Find function is provided for you to find the record of Place of Residence. Please input
the entry number and system will find it for you.

You can click “Print Screen” button to print the current screen.

You can click the “Exit” button to return to the Staff Information screen.

________________________________________________________________________________________________|
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8.2 Input IR56F

To access the function, you can click the button “Input I.R.56F” in the screen of “Staff
Information”.

Staff Information screen

FHYINEIL AUYILE DBV S I RS Uy ) s
Email Address ]
Mobile Number 1
Efiective Date
Plan No. (M-Plan) >l [ Fle FpocETe [ | Inpul | R 568 | TIanis
Plan No. (V-Plan) = B - S I Iﬁ
- | [ |}- w| P 1 Input | R_36E | np! 5
= = - BB . | Print MPF Pay Slip ‘
- i A - P I
Input IR56F Screen
Input I.R.56F 3]

Mote: If there is place of residence provided to the staff,

I.R. 56F
please input the information in 1.R.56B form
Staff Name LEE TAl MAMN
Company Name TestComp
Reason for cessation Termination
Name & Address of New Employer Flat s, 11/F, Mew Company Building,
Kowloon
Future Correspondence Address of Employee
‘ @ H M odify ‘ Remove Record ‘ Save H Cancel ‘ ‘ Print Screen Exit ‘

You can click “Add” button to add the staff record in IR56F.

After filling up the information, you can click “Save” button to save the record or click
“cancel” to return to previous page.

You can click “Modify” button to modify the existing record shown on the screen.

________________________________________________________________________________________________|
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You can click “Remove Record” button to remove the staff record from IR56F.
Confirmation message will be asked to confirm the action.

You can click “Print Screen” button to print the current screen.

You can click the “Exit” button to return to the Staff Information screen.

________________________________________________________________________________________________|
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8.3 Generate IR56B

To access the screen, you can click the button “I.R.56B” under the menu of Tax Return.
To preview and print the IR56B report, please select the company and staff name and
then click the “Preview” and “Print” button. To generate an IP56B report in XML format,
click the “Export” button.

IR56B generation screen

Print LR.56B [ [l
Year End 2017 Form Type |0 -
Company ID & Name 1iGTE Limited -

Staff Hame [l CHAM CHUMG MAN .
Sheet No.

[] Previous employment transaction included

Preview Print Exzport Ezit

________________________________________________________________________________________________|
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Sample of IR56B

INLAND REVENUE DEFARTMENT
EMPLOYER'S RETURN OF REMUNERATION AND PENSIONS
FOR THE YEAR FROM | APRIL 2017 T 31 MARCH 2018
Sheet No 000001 ==

. Employer's file no: 13123
Mame of employer:  Test Comp
Surmname of Employee or Pensioner: LEE ###=
Civen name in full: TAI MAN
Full name in Chinese: o
ia) H.E. Identity Card mumber: B123456(6) *++=
i} Passport Mumber and country of issue:
Sex (M=Malk, F=Femal M ##+=
Marital statas ( I=Single/Widowed/Divorced/Living Apart, 3=Married): ] #Es
fal If married, full nzme of spouse:
ib) Spouse’s H.K. Identity Card mumber:
Spouse’s passport number and coumtry of issue (if knowng:
. Residential address:  FLT 4, TESTING BUILDING, NEW TERRITORIES
Puostal address (if different from 7 ohove 32 Same as above
ia) Capacity in which employed:
{h} If part time, the name of hissher principat employer (if known)y:
111, Period of employment for the year from | Aprl 2017 to 31 March 2018: 01/04/2017 o AL/ 2018 #==+=
11. Particulars of income accruing for the year from | April 2007 do 31 March 2008
Particulars Period Amount |HK_$J

=

~ e

=

ia) Salary/Wages 01042017 - 31032018 20,000
ih) Leave Pay

i) Dimector's Fee

(i) Commission/Fees

ie) Bonos

i Back Pay, Payment in Lizu of Motioe, Terminal A wards or Gratuitss
i@} Certain Payments from Retirment Schames

h) Salaries Tax Paid by Employer

Education Banefits

ij} Gain realized under share oplion scheme

ki Any Other Rewards, Allowances or Perquisies

Nature:
Nature:
Nature:
(1) Pensions
Totak 20,000 ==
12, Particalars of Place of Residence provided: (T=Nol provided. |=Provided) | EEE
{a) Address 11 Aoom 1102 Tai Ming House Tai Ming E&t.
Natore: Room Period provided: 29052047 - 29032018
Eent paid (o Landiord by Employer: HK3 20.000
Rent paid to Landiord by Empleyes: HKS 10,000
Rent refunded to Employee by Employer; HK3 5,000
Rent paid to Employer by Employes: HKS 4,000
i) Address 2
MNature: Perind provided:
Reni paid to Landlord by Employer: HHg
Hent paid to Landiord by Employea: HKs
Renl refunded to Employee by Employer: HK3
Rent paid to Employer by Employee: HKE

13 Whether the employee was wholly or partly paid either in Hong Kong or overseas
by an overseas company (f=No, 1=Yes) [IE===
If yes, please state:
Mume of overseas company:

Addme s
Aot {if know n) { This amount must also be incloded in item 11}
14, Remarks:
Signatume :
Designation: GEQ
Employer's official chop Date: 062015
IRS68 FOR OFFICIAL USE
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8.4 Generate IR56F

To access the screen, you can click the button “I.R.56F” under the menu of Tax Return.
To preview and print the IR56F report, please select the company and Staff Name and
then click the “Preview” and “Print” button. Togenerate an IP56F report in XML format,
click the “Export” button.

IR56F generation screen

Print LR.56F [ [l
Year End 2017 |
Company ID & Name 1 iTE Lirmited -
Staff Name CHAMN CHUMNG MAR -

Payments that have not heen inputted into the system but
which will be made AFTER the employee has left employment are :

Preview Print Export Exit
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Sample of IR56F
NOTIFICATION
Select & Zoom {Under Section 52(5) of the Inland Revenue Ordinance, Chapter 112) 56F
BY AN EMPLOYER OF AN EMPLOYEE WHO 1S AROUT TO CEASE TO BRE EMPLOYED
Employer's File No.:  131-23 2y wmn
MName of employer Test Comp
Addibress of employer:
Particulars of the Employee ;
1. Mame of Employee @ LEE TAI MAN LEE #5#%
2. Empleyee’s Tax Fike Mo, with this Department :
3. (aj HK ldentity Card Mumber : Bl:}456(ﬁ}* B
{h} Passport number and country of issee {if Employee has no H. K Identity Card:
4 Sex (M=Male, F=Femak): L
5. Moarital status (| =SingleWidowed/Divomed'Living Apart, 2=Mamied) : ] wE ok
6. (a) If marmed, full name of spoise :

(b Spowse’s H.K. 1dentity Cand Number/ Passport Number and couniry of issee {if known)
7. () Residential address : FLT 1, TESTING BUILDING, NEW TERRITORIES
b} Tel Mo :
. Postal address [if different from (7 ghove|:  Same &s above
. (&) Capacity in which employed :
(b If pant time, the name of the principal employer (it known):
1. Expected date of cessation of employment : 3171272017
11. Perind of employment from the | Apnl last to the |ast date of employment 01/0420017 to 3112720017 wwsw
12, Heason of cessotion (e.g. resignation, eliremenl, dismissal etc. ;. Terminztion
13 Details of income from the § April last to the Last date of employment
Particulars Period Amonmt (HES)
EXCLUDE CENTS
() Satary / Wages/ Director's Fee / Pensions 0vopd2MT - 31R22007 20,000
by Leave Pay
() Commission / Fees
idy Payment in Lien of MNotice, Back Pay, Terminal Awards or Gratuities
1) Certain Poyments from Retinement Schemes
if} Salares Tax Peid by Empleyer
121 Gain realized under share option scheme
hy Oither Rew ards. Allowanices or Perquisites

o pe

e.g Bonus, Education Benefits, Shures (MNabure . .00
|1} Paymenis that hove not been declaned above but which will be made
AFTER the employee has kefi employment are ;

Towt 20,000 %%+
14. Particulars: of Place of Residence provided:
(=Nt provided, 1=Provided) 1 #=ww
Address : HAoom 1102 Tai Ming Housa Tai Ming E=t.
INatume RAoom
Period provided: 200572017 - 2070372018
Rent paid to landiord by employer: 20,000
Remt paid to landlord by employee: 10,000
Rent mhmded o employee: E.000
Rent paid to employer by employee: 4,000
15, Whether the employee was wholly or partly paid by an overseas company either in Hong Koag or overseas:
(=N, 1=Yes) [ Rt
If yes, please stale:
Mame of overseas COMpPAy:
Mddress:
Amoant (if known) (This omoant must alse be incloded initem 137 o
16, MName and Address of New Emplover (if knownj Fat5, 11/F, Mew Compary Buslding,
Kowicon
I7. Future Postal Address of Employes
18, To the best of my knowledype, this employee will SO0 be leaving Hong Kong
after cessation of employ ment.
Signature : Designation @ CEQ
Name: Hensy Date : 200672017
IR56F FOR OFFICIAL USE
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8.5 Total Remuneration Summary

To access the function, you can click the button “Total Remuneration Summary” under
the menu of Tax Return. This report shows the summary of total remuneration of the
staff of the selected company within a specified financial year. Please input the “Year
End”, select the Company ID & Name and sorting order.

You can preview and print the Total Remuneration Summary report.

Total Remuneration Summary screen

Total Renuneration Summary =4 [
Year End 207
Company 10 & MName 1 Test Camp hd

[] Select one more company

201287512345676 b

[] Previous employment transaction included
Sort By

m Staff Mame

i1 Chinese Staff Name

i) Staff Mo.

i HKIDfPassport No.

‘ Freview ‘ Print Exit
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Sample of Total Remuneration Summary

Test Comp DATE: 22/05/2017
TOTAL PEMIMERATICN SUMMARY TAGE: 1
FOR THE YEAR  C0l7 - Zola
STAFF MAME

HKID /PASSPORT 110 APE a1 e oeT DEC
STAFF MO T aun SEP mow R

Ed

TOTAL

AT BENRY
A1z3ace (2)

TOTAL -

MO. OF STAFF LISTED: 1
% % END OF BEPORT * * *
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9.1 Update Min/Max Relevant Income patch for MPF contribution

If user want to generate previous payroll transaction where the min/max relevant
income for MPF contribution is different from existing value (e.g. the max. relevant
income is 25,000 between 1t Nov 2013 and 31t May 2014). User must apply min/max
relevant Income patch before generation.

1. Under the installation folder (i.e. C:\Program Files(x86)\PNA), execute the patch

“PNA_RI_PATCH.exe”.

2. Below screen will be shown after login. User can choose the period by pressing
different button or enter the new value to update the min/max relevant income.

& PNA RI patching program

_él |

Chirrent Seitings fsuitable for conitribution periad o or after st Fun 201 4)

Employer Employee
Il orithiy Mazimam Relevant Income 30000 30000
Il onithiy IMinimum Relevant Incone $i0 $7100
Draily M aximum Relevant Income $230 $230
Draily Mininaam Relevant [ncome $i0 $280

Set mitv'max relevant income for conttibution period on or after 15t Jun 2014

Set mitv'max relevant income for contribution period between 1 st Now 2013 and 31 st IWay 2014

Set mitvmax relevant income for contribution period between 1ot Jun 2012 and 31t Oct 2013

et mitv'max relevant income for contribution period between 15t Mow 2011 and 31 st Ilay 2012

Set mitv'max televant income for conttibution period before 15t Mow 2011

Set minmax relevant income for contribution period before 15t Feb 2003

- Cuztomized Value

b conthiy Maximum Belevant Income
b anthiy Minimum Releyvant Income
Daily b agimum R elevant [ncome

Daily Minimum Relevant Income

E mployer Employes

et customized

il |
mitinay relevant

0 | income

*Rlease resartthe latest min/max relevant income value after generation. 73
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9.2 Bank code checking

There will be some validation on the account no. applied in PNA, if the account no.
inputted is not belonged BOCHK, the prefix of the account no. should be one of the
valid bank code in Hong Kong. If a new code is added, you can also update the
bankcode.txt to add the new bank code.

9.3 Chinese Character Display

1. If the Chinese Character cannot be displayed properly, please go to Control Panel -
>Setting -> Clock, Language, and Region ->Region ->Administrative ->Change
System locale

«— v P :1 > Control Panel * Clock Language, and Region ~ |0 | Search Contr.. 2

Control Panel Home :
Date and Time

System and Security Set the time and date = Change the time zone | Add clocks for different time zones

Network and Internet w’-'?—- Language

Add a language

Hardware and Sound
Programs &i Region

& y g
User Accounts Change location = Change date, time, or number formats

Appearance and
Personalization

* Clock, Language, and Region

Ease of Access

________________________________________________________________________________________________|
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Formats Location Adminisirative

Welcome screen and new user accounts

View and copy your international settings to the welcome screen,
systemn accounts and new user accounts.

GCopy settings... I
n
Language for non-Unicode programs [(
This setting (system locale) controls the language used when h
displaying text in programs that do not support Unicode.
IC
Current language for non-Unicode programs: 3
Chinese (Traditional, Hong Kong SAR) a|
[ S
GChange system locale... 1
‘¥ Region Settings X
Select which language (system locale) to use when displaying text in
programs that do not support Unicode. This setting affects all user
accounts on the computer.
Current system locale:
|Chinese (Traditional, Hong Kong SAR) |
i
2. Chinese character should be normally displayed
Staff Information Bl
[ Payroll MPF Tax Return |
Surname* HO Sex* [Male hd|
AR Title [ —
Chinese Hame Staff Ho. hip0123456783 [ Modity
Company ID & Hame* 1 Wk non-payment-tr.. ¥ | Teleph M) ! Teleph H) | Copy
Payroll Account Ho.* HKID/Passport Ho.*
Payroll Account Hames LD.Typer I
Address*FLT[I  |FLR |1 | BLK i Passport Issue Country Find
HSE/BIdg [123 bidy Marital Status* <|| <|[> || >
______ I T = "¢
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9.4 Import Transaction as a batch

1. Recommend to “Export Transaction” at the Transaction History Maintenance

Transaction History Maintenance

(E=ES]

Transaction History

Batch No. | Entry No. [e1 |

Company ID & Name [2 | [meronatd co | value Date 14-Fah-2034
| [HkD | Last Moriified Date [ Modify

Transaction Type |suToRay
Remarks [ | Total Amount 345,92
Delete
Payment Type ooz |
el | Entry | Staff Staff HHID/ Transaction Deitor Destination | Destination | Partic! Find
Il | No. No. Name Passport No. Reference Reference | AIC Hame | AiC No
trent iHUI TRENT |25l]389362...| =]

1 | | |
= | | | ftrent [SOWING H...012873101... [l =]=]

Save
Cancel
[T Print List
Filter the above records by | ALL - X | ‘ ‘ | &
Exit

| Re-Generate File | | Remaove Batch H Remittance Statement | | Transaction Report ‘ I Export Transaction I

2. Use the exported excel file as a template to input relevant staff /Autopay details

@9~ = testingexportaposds [ESE] - Microsoft Excel = @ =
a @@ =
-6l
=
i A ] B C D E F G H ] R s =
1 [Staf AN TRANREF TRANREF DEBTOR_ AC_Name AC_No  Amount  Particular WORK_D WORK_H UNTAKE_DEDUCTI REMARK REMARK REMARK EMAIL_AI SMS_ADVICE =
21 trent HUITREN 25038986 213.46 "0 "0 i " Y Y
32 trent SO WING"012873107132.46 "o "o i i Y Y
4
5

3. Import the filled excel file back to PNA software at Transaction ->File Processing -
>Import File

PNA QUICK GUIDE V1220 76



File Processing

File Processing

@

¥ &) 46 £7 (5 %) WA T

BANK OF CHINA (HONG KONG) LIMITED

Batch No.

[z3

Company ID & Name

| 2 Autopay In (Collection) - abce limited

Account No, [p1267508048015 | ‘ Delete |
Account Name |abc limited |

Transaction Type [coLLECTION | [uso | w
Contact Person [trent |

Telephone No. [1z345878 |

Total No. of Transaction |D |

Total Amount [ooo |

Payment Type ooz |

[[] Show Lump Sum in Transaction File

[ Edit Transaction Record ]

Transaction Checklist |

[ Use Template |

Import
Tips: 1. &ll generated transaction batch can be viewed / modified in Tr.

Generate File ]

History

Tips: 2. After using "Import File" or "Use Template” function, please go to "Edit Transaction Record” to check the details,

9.5

Import Staff as a batch

1.

" Staff Information E=]E]
I [s#] Payrall [l MPF ] Tax Return ] Select All ] Remove All |
Sumame* s | sext [IET ¥
Gthername* TSZ FUNG Title [——a
Chinese Name |7‘ Staff No_ (] ]
Company ID & Hame* [EEER S — | W) 7 Telephone(H) [
Payroll Account No.* [5071 012345675301 25456 7% HKID P asspart No * frolilbz |
Payroll Account Mame* 1D Type* [T —
Accourt No. Type* Pasaport lssue CountryR egion |7‘
Payroll Account Bank | marital Status® : hd
Address*FLT|  |FLR | | BLK | | Spouses Hame [ | =
HSE/Bldg| | Spouse's HKID/Passport Ma: gy ik
ESTIST | | District | | Arear ¥ | spouse's | .0 . Type EETT Cancel |
D ate of Birth(dd-mm-yyyy)* Spousze's Passport ssue Countryf_ | Re-emplay |
Dale of Employment* B BF FPo: B capacty [ | -
End of Probation [ FEE Fl- ©con
Date Join Intra-group . ®- 1
D e Join M_Plan® 2013
D ae Join ¥ Plan m Paid by Oversess Company :l
Long Service Pay Amount |:| Mame of Oversess Company
Severance Pay Amount |7‘ Address of Overseas Company |7‘
Temination D ate F - F- = 7
Temmination Reazon [ E—| 7]
Principal EmployerGf part time) Amount
Employee's Tax File Ko |7 Payment Advice (Service ee will be charged) El
MPF Scheme? [EEmmEMEE ] Email Address T
Mobile Number [
E tiective [ ate
Plan No. (-Plan)* Milmrhirravissss ] [ &= Flkoo EEE : | Ingit (R 568 | | Inpiat | R S6F |
Plan Mo. (V-Plan) x> b - S !
= = =l =l e 1 | Ingiut | R_SBE | | Input | R S5 |
X ] - S : | Print MPF Pay Slip |
- - I =R I

Input a few staff record at Company Setup ->Company Information ->Staff Record

]
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2. “Export Staff” at the Company Setup -> Company Information

Company Infarmation [ 2]
Paytoll Autopay In (Collection) Autopay Out (Payment) MPF
Compary 1D =) L.R.File Mo.* iui-12347396 ﬁe_wi
Company Name* meronald co ltd Section jui e
Modify
Account No.* 01267600013348 Employer Refer... 12347896
Account Name* mecronald co ltd vear End of 2016 LEltle
Contact Person®  [irent ERTEs Hatara Find
Currency™* | HkD b || Submission Date* 18 \;"4 El201 7 \; E BBI;]
Telephone No.* 123456789 | Title of Signature* manager
MPF Scheme No.* | BOC MPF - || Name of Signature® |iopt o
Registered Address Rl
Exit
Bene. Adv [¥ Payment Type [
Verification Code
Staff Record Enquire Scheme Details | Company Information Listing |
Import Staff I Export Staff Impaort Scheme Details | Staff Information Listing |
Autopay Setup MPF Member List Payroll Slip
Prev. Employment Txn. Eng. Termination Report MPF Pay Slip
Change Company Logo Remove Company Logo

3. Use the excel exported as the template to bulk input staff information

[] Staff Maintenance I
Company: ”3mcmnald co ltd - ||
Search: ” vm ” OK |
sumarne Cthemame | chinsss Nams | HKDRasspotte | 1D ser | samh | payataccourtiis. | we | Tax
HO KVWONG PUI MATTHEW o]kt P12345679 |Passport Male | 00432896532
HUI TRENT | P12345678 |Passport Male ht0123456... 2503895323
L FUNG ETY 0286719(3) {HKID Female  f23137902... 01287505896794
LO VWING LOK e Z161855(6) HKID Male IwiD12345... 1287505805212
exportstaffsamplexls [BZEE] - Microsoft Excel
BA FEEE 4% B 8@ B8
— X s - -
o Ay | ==Be T B >
N el
u- H-A- (4| = B oo o~ HEE
.00 *.0
49 - 5| v
A 8 [ e | & [ & | & [ & [ w | & | a | % [ L [ M | 8 [ @k
1 | Surname Other ManStaff ac NStaff ac nC name HKid numid type  Issue Cou Sex Title DOB R flat R floor R block R _buildii—
2 HO KWONG F ho kwong |'0043289551E]E}Tﬁ P1234567¢ Passport  uk Male Mr. 27/03/19871 B 3 abc bld
3 |HUI TREWT  huitrent 250389532 P1234567¢ Passport  uk Male Mr. 08/04/1982 % B 312 bld
4 U FUNG li fung 012875058 =g 0286719(ZHKID Female Ms. 16/03/1988 (] (] abc bld
5 |LO WING LOKlo wing lok'01287505€ g 28 7161855(6 HKID Male Mr. 12/04/198€73 G il def bldg
B
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4. Import the filled excel file back to PNA software at Company Setup ->Company
Information ->Import Staff

Company Information ]
[ Payroll [¥] Autopay In {Collection) [7] Autopay Out {Payment) [l MPF

Company 10 2 ILR.File No.* hhh-1 o
iNe“‘.

Company Name™® Section hhh —
M odify

Account No * Enployer Refe. .. 123

Year End of Snan Delete

2024

Account Name™

Employer's Retum™

Submission Date® |25 E]l EJl_“ 16 t E‘ E| B E

Account Mo. Type*

Contact Person™

Cumrency™ [Hio = | Titte of Signature* |23
. ™ Save
Telephone No.* B1616161 | Name of Signature® |37
P D Cancel
MPF Scheme No.* " Ciurry MET - || Proxy ID
Registered Address Exit
Bene. Adv | Payment Type ¥
Verification Code |
Staff Record Enquire Scheme Details Company Information Listing
Import Staff " Export Staff Import Scheme Details Staff Information Listing
‘Autopay Setup MPF Member List Payroll Slip
Prev. Employment Txn. Enq. Termination Report MPF Pay Slip
Change Company Logo Remove Company Logo

________________________________________________________________________________________________|
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9.6 “Find” Function

If you need to search a particular name that is not at the starting position, % needed

to be added as the prefix.
e.g. To search a template name with string “owl”, click “Find” and input “%owl”

@) BANK OF CHINA (HONG KONG) LIMITED - PNA (Payroll and Autopay System] (UAT 1.0.26)

Hew
Template ID F -
Maoclify
Template Name  Bocon |
- T __ Delete
Company 1D & Name I 1 idopay I (GoBpehnm  mEmnatd to fd - |
Find
Transaction Reference
e ) | (=
Descr — | e
@ Find Template I B |
| Caniel
Search Hame iTamplsT&t Marme v|
Print Screen
mmmm | Exit
. FndNext | Cancel |
Lun " 1 gy Tre 1 Import File

________________________________________________________________________________________________|
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10. Migration from old system

You can migrate the staff data and transaction data from old payroll/autopay
software to PNA Software. Firstly, you will need to follow steps 1 to 7 below to

export database from old payroll/autopay software. Secondly, you will need to
follow steps 8 to 13 to import the database to PNA database.

1. Among the extracted files from the PNA_Software.zip, which you have
downloaded from iGTB NET, copy the "PRSExport.exe / APSExport.exe”.

"PRSExport.exe” is for exporting database from old payroll software,

while ”APSExport.exe” is for extracting database from old autopay software.
oo

il

B APSExport

|E| PMA Quick Guide CHI_ 202012
@ PMA Quick Guide EMNG_202012
@ PMA User Guide CHI_202012
@ PMA User Guide EMG_202012

(@ PNA_Setup
B3 PRSExport
2. Place the copy of "APSExport.exe / PRSExport.exe” under the installation
directory of the old payroll/autopay software.
3.

Double click to open the ”"APSExport.exe/ PRSExport.exe” placed under the
installation directory of the old payroll/autopay software.

ESBIRORIC <]
.'A"v ; « DataDisk (D7) » a » Autopay (| nput System » - F= Autopay (PC) Input System
R DataDisk (D2) ppl » Autopay (PC) Input Sys 4y £
HazE BB FuEH® =~ O @
= =3z ° =A 3
r EmEE e i
g TEE J jrel 6.0 E
| =L | B3 APSExport.exe EH 40 KB |
= =RMUE || APWDL.rpt RPT : 38 KB
|| APWO2.rpt 16/4 .. RPTEE 46 KB
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4. Click on “Export Autopay Information” or “Export Payroll information”
3 Export Autopay Information(2017.05.29) 3|

Export Autopay information of Autopay (PC) System

Exit
5. Input Password
B3 Export Autopay Information(2017.05.29) 3]
KB Login 5|
Password: |mw
OK Cancel
6. The following dialogue box will prompt. -
APSExport .

Table ACITEM( 15 records) has been exported to Dh\apphAutopay (PC) Input
Systemyouth ACITEM.csv

APSExport |3

Table BATCHCOMTROL{ 9 records) has been exported to DhapphAutopay
(PC) Input Systemhouth\ BATCHCOMNTROL. csv

i
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Table BATCHDATA( 29 records) has been exported to D:\app/\Autopay (PC)

Input System\out\BATCHDATA.csv

7. Database records will be automatically generated and saved in ‘out’ folder.

. . e
@Uv| TRy DataDisk () » appl » Autopay (PC) Input System » out - |4’v, || FSout
HEEE - MAZESBE - HEZZ ~ omEERE == [ @
Jr BHEE = =g =h] EH F
8 T L] ACITEM.csv 2019/5/16 TS0 Microsoft Excel C... 1KB
HEE [EL] BATCHCONTROL csv 2019/5/16 T 0.. Microsoft Excel C... 1KB
= EEMUE [E) BATCHDATA csv 2019/5/16 T 0. Microsoft Excel C_. 2KB

8. Go to PNA Software file folder and double click MigrateData.exe

@ MigrateData.exe

&y Data Migration - O >

Compamy “1 company vi|

i@ Payroll 7 Autopay

PREMPLOY.csv ‘ ‘ ‘ Browse |

PRINDEX.csv ‘ ‘ ‘ Browse |

PRLDATA.csv ‘ ‘ ‘ Browse |
Migrate Close
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¥ Data Migration = O %

Company,  |1compamy -

@ Payroll 1 Autopay

PREMPLOY.csv

PRINDEX.c5v

PRLDATA.cov | || orowse
& EE P
j M P o

Wi [PRLDATAcov |

m& [PruDATACSY

9. In Data Migration screen, select relevant company
10. Select the types of records (Payroll or Autopay) to migrate.
11. Browse the exported files stored under the directory in step 7.

12. Click ‘Migrate’ to move the database records (.csv) under the company being
selected.

13. After finished, the following dialogue box will prompt.

@ Migration Completed, 29 transaction record(s) imported.

ol
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Appendix 1 — Transaction Reference available in PNA

English

Traditional Chinese

Simplified Chinese

(a.) Salary / wages

() &/ T &

(a) ¥ &/ T 9%

(b.) Leave pay

(b) B TE

(b.) FEHTHT

(c1) Director's fee - under

(cl) HFEHE: - R

(cl) HFEME: - IRIEE

employment contract =) HEY

(c2) Director's fee - no (c2) HEAE - f(E(E (c2) HHEAE - LM
employment contract =) =5

(d.) Commission / fees A&/ EH d)H &/ H

(e.) Bonus (e.) fE 4L (e.) fE 41

(f) Back pay, terminal | (f) fHZ5ETE - BIKEEE | (F) FhEHE » BIKEEE
awards, and gratuities, etc. | [EIRBIFHUBEE A G | (EARSS AR EIAIRH S
(g.) Certain payments from | (g.) BERIRETE] /5818 | (g.) BRLIZRIRITRI / 58
occupational retirement | SEa T &1 HYFKIH S dliNE e

scheme / MPF scheme

(h.) Salaries tax paid by

(h) {EELHRTER

(h) JEEARITHYRT R

employer

(i) Education benefits (i) ZEEEL () BETAEF]

(j.) Gain realized under () EREraRisEt &R | () FER AR R AT
share option scheme L ENERL e I ER IS 7t

(k1) 1st other rewards, | (k1) SE—HAtM > JRAL | (k1) FE—HATREN - 20G
allowances or perquisites BERINERG ERIENG

(k2) Housing allowance,

(k2) (EFEA - (EE1EF]

(k2) 5N - (EE1EA]

housing benefits

(k3) 3rd other rewards, (k3) BE=FLAMEREN - SRS | (k3) FE=HAMREN - R0
allowances or perquisites BEEINETG BN

(1) Pensions (1) BRE (1) Bk

(1.) Severance payments, | (1.) BEE - REARE S | (1) BEEL - KBRS S

long service payments

(21) Loan or advance of

money from the employer

1) & AV E R

(21) Je& LAY TTREEK
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(22) Loan or advance of
money releases n
consideration of the

employee's employment

(22) BRI R4 0B R
HY AR SR E K

(22) RFRE e %)
HV AT DU EER K

(3.) Non-monetary benefits
(meals, uniforms,
travelling, medical service,
life insurance, furniture or

education)

(3.) FEREflmEe - &l
A o hiRAE - SRR 0 A
Shrbz o FMEEE)

() FEEAlmEe - &l
A > hih > BTSN
FFORRG - R

(4.) Payments after the

cessation of employment

(4.) T2 (e IR IE 551
TOH

&) T2
o

Income in a

)

contribution period

(5.) BERIHAY AR

(5.) BERIHAY AR

(6.) An outsider is an agent
of the employer and paysat
the direction and on behalf

of the employer

(6.) B =F e LA
A AEHE(RE EHHFE R RAR
R S TR0H

(6.) B=FHEETAIRHE
A FERE EHHFE R RAR
EEE AN e

(7.) Reward not for services
(marriage,
personal reasons (reward

for passing examination))

(7.) AEHHRAS AR (5
% - (B JRACGT A EEED))

(7.) AT ISR
NN Ca= e 47)))

(8.) Payment to employee
of

employment, medical

(termination an

claims reimbursements)

(8.) 246 e B (% L0
H > BFERE)

(8.) SZT2RRE T (X 1
H o BT &RE)

Reimbursement

9.

allowance (professional
organisation membership,
education, travel, medical
treatment, meal allowance,

subsistence allowence)

(9.) SFERMG(FEERAE S
o AE o RE > BT
# o RERAER > VG
HE)

(9.) KRG =
& 2 K BT
o BB RN > TR
iy

(t1) Cash realized from

selling the marketable

goods

(t1) tHEMEH B AT
B

(t1) tHEEH BT AT
Pii=

K
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(t2) Cash realized from
selling the
marketable

goods to employer

(12) HEEHE R L
FTHYER 5

(2) HEEHITmAET
AT PA

(11) Share Option (11) ey a0t (1) AP AIAY

(wl) Direct paid by | (Wl) BAR EFL TEVN | (wl) & BB T 50

customer or distributed ERET AT TE HERET A ZEE T
Py Y o

from the tips box without
any intervention by the

employer

(w2) Tips or service charge

(w2) e EUE AR

w2) g EWEAETE

collected by employer and | EEBI 53 ECHY/NE B fiw 5 | BRI 53 Bic B9 /N B
distributing to employee in = %0
prorate
(14) Payment for the| (14) ZTHESEBTE | (14) ZEEEETIRS
expenses included in the | 75 " HYBE SZ (BHEEAERS - | o BT SZ(BHEREDS -
performance R EBERES o REESE | BIEREEIS - ahd

o | IR A 25T | TEARSS U RG] 22
] ) S HEI)
employment

duty
(entertainment allowance,
uniform
laundr
y allowance, mobile phone
services charges allowance
and mileage duty
allowance)
(15) Payment in lieu of | (15) [ XA | (15) [FE A&
notice made by a relevant 2ife FHIRCIEZM4GEH | BEETMNZMEH
employee to employer or a | 7 18 S AV A S HHIRG | SRJE SHTAJE TG
H il

deduction may be made
from the income payable to

a relevant employee
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(16) Expenses which have
been borne by the employer
on a relevant employee's
behalf (e.g. personal long
distance calls telephone

charges)

(16) {& L R AR E 2 RIE
Ay S (BIATRAN R R B
=)

(16) B ENHERIE &HE
HYSZHL( BlanfL A i
HIE DY)

(10a)
compensations/damages

Employee

(payment of compensation
under Employees
Compensation Ordinance,
damages or compensations
received as determined by

courts or other tribunals)

(10a) fe SfHME / BHEGR
B S E RIS T HIH
{8 > HABE SR E S,
TE R S E)

(10a) Jg& M= / ISR
J e PAME SR B (T HY
*ME > HVABEECEAMLE
FESEHIFMEBUEE)

(10b) Payment in lieu of
notice (made by employers

to employees)

(10b) (RABHIE( S T44
EE)

(10b) BG4
=)
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Appendix 2 — Staff Information File Import Format

File Name : User defined + (“xIs’, “.dbf’,".txt’) e.g. import.xls
File Type : .Xls (Excel 97-2003), .dbf (DBaselV), txt (csv)
Character Set : ASCII

Date field format : MM-DD-YYYY

The interface file can be one of the three formats: xls, dbf and txt. The first line of the
file contains field names.

For Excel files:
It should be Excel 97-2003 format, with the first row containing field names.

For txt file:

It should be a comma-delimited text file, with the first row containing field names. For
numeric fields, please make sure every row’s value has the same number of decimal
places. For character fields, please make sure every row’s value has a prefix (‘),e.g.
‘01501234567890

Format 1:
# | Field Name Format |Max Size Remark
(Byte)
1 | Surname Character(20
2 | Other_Name Character|55
3 | Staff ac_Name | Character|20
4 | Staff_ac_number| Character|18
5 | C_name Character|50
6 | HKid_number Character|20
7 | Id_type Character|8
8 | Sex Character|6
9 | Title Character(30
10| DOB Date 10 Date of
birth
11| R_flat Character|10 The combined text:
R_flat & R_floor & R_block will
also be inserted into addrl
12| R_floor Character{10 The combined text:
R_flat & R_floor & R_block will
also be inserted into addrl
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13R_block Character [30 The combined text:

R_flat & R_floor & R_block will
also be inserted into addrl

14 | R_building Character |30 R_building will also be inserted
into addr2

15| R_street Character |30 The combined text:
R_street & R_district will also be
inserted into addr3

16 | R_district Character |50 The combined text:
R_street & R_district will also be
inserted into addr3

17 | M_status Character |12 Marital Status

18| DOE Date 10 Date of Employment

19 | Staff_id Character |20

20 | DIMP Date 10 Date join M-Plan

Format 2 (This is mainly for customer used BOCHK Payroll (PC) System previously.
BOCHK Payroll (PC) System exports the data in below format and it can be uploaded to

PNA directly.)

# |Field Name Format Max Size |Mandatory|Corresponding
(Byte) P
RS
(client) information
1 |[EMPL_ID Character Y & 2 4R5E
2 |[EM_STATUS |Character Y RE B T/ E T
3 |SURNAME Character 20 Y 7 £
4 |O_NAME Character 55 Y A=A
5 |BANK_ACC Character 15 Y SRITRESE
6 |IN_GP_FLAG |Character 1 Y LEENHE F/EENE
=
ID_NO Character ¢l EHAAES DB IR
PASSPORT Character 40 SENHAGRAE 7 2556 52
SEX Character lesyatl]
10 |[MARITAL Character SRR
11 |ADDRESS Character 90 (Eiin
12 |CO_ADDRESS [Character 60 s ENS
13 |POSIT Character 40 Sl A
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#  |Field Name Format Max Size  [Mandatory |Corresponding PRS
(Byte) (client) information

14 |PRIN_EMPL Character 30 T g T 4

15 |START DATE |Date =k

16 |[END_DATE Date sk ]

17 |Q_FLAG Character A e B AT B R

18 |OVER_FLAG Character 1 EREFEINAE T A

19 |REMARK Character 60 sy

20 |CHINAME Character 50 i 48

21 [TAXFILE Character 13 (e SRR R AL 5 A
KRS

22 |AREA Character 1 Hh &

23 |SPOUSE Character 50 R EER > B
Y4

24 S ID Character 9 B EAER > Boi
TGS IR

25 |S_PASSPORT  [Character 40 B2 ECEER > B (S
G NSRS K35 R

26 |Q1_ADDRESS [Character 110 WX EATER > AR
FeftfERTHERH1)
Mk

27 |Q1_NATURE [Character 19 WX EATER > AR
FeftfERTHYERH1)
A

28 |Q1_PERIOD |Character 26 WX EER > G
PRt EATHYERHD)
o5 Fra AR

29 |Q1_RENT1 Character 7 WX EATER > AR
PRt EATHYERHD)
FH B (FH e £ 45 2% THYAE
&)
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Field Name

Format

Max Size
(Byte)

Mandatory

Corresponding PRS

(client) information

30

Q1 _RENT2

Character

7

X EATER > AR
FEfLEATHYERHI)
H B (F e B %55 EAH

)

31

Q1 _RENT3

Character

T EER > R
FEdt BT E R L)

FHE (KR TR BLGIEE
HYtH)

32

Q1_RENT4

Character

X EAER > A
FEHLEFTHYERHD)

tH (e BT fE T
H )

33

Q2_ADDRESS

Character

110

X EATER > AR
FE(LEATHYERH2)
Hh bk

34

Q2_NATURE

Character

19

X EATER > AR
FEftEATHYERH2)

DKE

35

Q2_PERIOD

Character

26

EEZEER > AR
HEftEATHYERH2)

e P L

36

Q2_RENT1

Character

X EAER > A
FE(LEATHYERH2)
H (R 452 I

%)

37

Q2_RENT2

Character

X EATER > A
FEHLEATHYERH?2)

TH B (F e B %55 EAH
&)
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Field Name

Format

Max Size
(Byte)

Mandatory

Corresponding PRS

(client) information

38

Q2_RENT3

Character

7

X EATER > AR
HEftEATHYERH2)
THE(F e 38 (E SR
A S)

39

Q2_RENT4

Character

X EATER > A
FEHLEATHYERH?2)

tH (e B T4
FH)

40

O_CONCERN

Character

60

ST A R >
A EIAA

41

O_ADDRESS

Character

60

2 BINAEER >
S ZAN AR

42

O_AMOUNT

Character

20

2 BINAEER >

CRH (UIR17E)
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Appendix 3 — Scheme Information File Import Format

The file created is a plain text file, with a header record, surcharge percentage records,
public holiday records, and scheme detail records. Each file contains one scheme
information for the company.

Filename: SSSSSSSSSSSEEE.dat
where  SSSSSSSSSSS is the scheme number
EEE is the employer code
Character Set: ASCII
Field delimiter: Tab (Hex 09)
Record format: Variable
Record terminator: Carriage return + Line feed (Hex OD + 0A)

Header Record:

Field Name Format Remarks

Magic Word (Identifier) Character (Fixed) Default value = ‘New
Scheme’

Version No. Character

Download Date MM-DD-YYYY

No of Scheme Headers Integer Always 1

No of Public Holiday Records| Integer Always 0

No of Surcharge % Records | Integer Always 0

Scheme Details consists of Scheme Header and Plan Details.

Scheme Header: [only one scheme header record in a file]

Field Name Format Max  Size|Remarks
(Byte)

Scheme No Character 11

Service Provider Code Character 10

BR No. Character 30 Always “

Scheme Effective Date MM-DD-YYYY 10

Company Name Character 100

Employer Code Character 3

Scheme Type Character 1 ‘M’ - MPF, ‘O’ -0RSO

Trustee Name Character 100 Always “

Trustee Bank Code Character 3 Always “

Trustee Branch Code Character 3 Always “

Trustee Bank A/C No Character 30 Always “
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Broker Code Character 30 Always “
No of Plans Integer 4 Without decimal point

Plan Details: [can be more than one plan record]

Field Name Format Max  Size|Remarks
(Byte)
Plan No Character 5
Mandatory Integer 1 (1-yes, 0-no)
Effective Date MM-DD-YYYY 10
Irregular Voluntary| Integer 1 (1-yes, 0-no)
Contribution
Voluntary Contribution| Integer 1 1- Income x Cont%,
Calculate Method 2-Income x Cont% - Mandatory
Cont,

3- Fixed Cont Amount
4- (Income — Max) x Cont%
5- Irregular Amount specified at

EE level in PNA
(Irregular Voluntary
contribution = ‘1’)
6- Fixed Cont Amount x
Cont% - MC

7- Lower (Income x Cont%, Fixed
Cont Amount) - MC

Max Income Decimal 12 Always ‘0’

Min Income Decimal 12 Always ‘0’

Cont Terms Integer 1 1 - Date Join Scheme
2 — Date Employed

Months of Service(1) Integer 3 Default value =0,

e.g., 119 means 0-119 months use
this sliding entry

EE Cont % (1) Decimal 6 Default value = 0.00
ER Cont % (1) Decimal 6 Default value = 0.00
EE Cont Amt (1) Decimal 12 Default value = 0.00
ER Cont Amt (1) Decimal 12 Default value = 0.00
Months of Service(2) Integer 3 Default value=0

e.g., 179 means 120-179 months
use this sliding entry
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EE Cont % (2) Decimal 6 Default value = 0.00
ER Cont % (2) Decimal 6 Default value = 0.00
EE Cont Amt (2) Decimal 12 Default value = 0.00
ER Cont Amt (2) Decimal 12 Default value = 0.00
Months of Service(3) Integer 3 Default value=0
e.g., 999 means 180-999 months
use this sliding entry
EE Cont % (3) Decimal 6 Default value = 0.00
ER Cont % (3) Decimal 6 Default value = 0.00
EE Cont Amt (3) Decimal 12 Default value = 0.00
ER Cont Amt (3) Decimal 12 Default value = 0.00
Months of Service(4) Integer 3 Default value=0
EE Cont % (4) Decimal 6 Default value = 0.00
ER Cont % (4) Decimal 6 Default value = 0.00
EE Cont Amt (4) Decimal 12 Default value = 0.00
ER Cont Amt (4) Decimal 12 Default value = 0.00
Months of Service(5) Integer 3 Default value=0
EE Cont % (5) Decimal 6 Default value = 0.00
ER Cont % (5) Decimal 6 Default value = 0.00
EE Cont Amt (5) Decimal 12 Default value = 0.00
ER Cont Amt (5) Decimal 12 Default value = 0.00
Months of Service(6) Integer 3 Default value=0
EE Cont % (6) Decimal 6 Default value = 0.00
ER Cont % (6) Decimal 6 Default value = 0.00
EE Cont Amt (6) Decimal 12 Default value = 0.00
ER Cont Amt (6) Decimal 12 Default value = 0.00
Months of Service(7) Integer 3 Default value=0
EE Cont % (7) Decimal 6 Default value = 0.00
ER Cont % (7) Decimal 6 Default value = 0.00
EE Cont Amt (7) Decimal 12 Default value = 0.00
ER Cont Amt (7) Decimal 12 Default value = 0.00
Months of Service(8) Integer 3 Default value=0
EE Cont % (8) Decimal 6 Default value = 0.00
ER Cont % (8) Decimal 6 Default value = 0.00
EE Cont Amt (8) Decimal 12 Default value = 0.00
ER Cont Amt (8) Decimal 12 Default value = 0.00
Months of Service(9) Integer 3 Default value=0
EE Cont % (9) Decimal 6 Default value = 0.00
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Day

ER Cont % (9) Decimal 6 Default value = 0.00
EE Cont Amt (9) Decimal 12 Default value = 0.00
ER Cont Amt (9) Decimal 12 Default value = 0.00
Months of Service(10) Integer 3 Default value=0
EE Cont % (10) Decimal 6 Default value = 0.00
ER Cont % (10) Decimal 6 Default value = 0.00
EE Cont Amt (10) Decimal 12 Default value = 0.00
ER Cont Amt (10) Decimal 12 Default value = 0.00
Reserved Number Field 1 Integer 3 Always ‘0’
Reserved Number Field 2 Integer 3 Always ‘0’
Reserved Number Field 3 Integer 3 Always ‘0’
Reserved Number Field 4 Integer 3 Always ‘0’
Salary Calculation Integer 1 For M-Plan, always ‘0’
For V-Plan, always ‘1’
Start Working Age Integer 3 Always ‘18’
(For mandatory only)
Retirement Age Integer 3 Always ‘65’
Reserved Number Field 5 Decimal 6 Always ‘0’
Reserved Number Field 6 Decimal 12 Always ‘0’
Reserved String Field 1 Character 4 Always 4 spaces
Plan Name Character 100
Pay Cycle Integer 1 1- Monthly
2 - Bi-monthly
3 —Fortnightly
4 — Weekly
Fortnightly or Weekly First | MM-DD-YYYY |10 Default value = 10 spaces
Payroll End Date
Monthly or Bi-monthly First| Integer 2 0 : Month end
Cover End Day 1-30 : Specific Day
Bi-monthly 2nd Cover End | Integer 2 1-30
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Appendix 4 — MPF Contribution File Output Format

File Name

Character

Record format : Variable length

: <<Scheme no.>> + “BOCIP” + <<9999>>.uue
- Scheme no. is a unique identification assigned by the Trustee to

each customer.

- 9999 = unique sequence no. that starts with 1 for the first upload

and increased by one for each upload

Set : ASCII

Record terminator: Carriage return + Line feed (Hex OD + 0A)

Field format
Field terminator
Date field format

: Variable length
: Tab (Hex 09)
: YYYYMMDD

The interface file consists of a header record, followed by employee information
record(s), and then contribution batch(es). All fields are terminated by tab, except the
last field of a record which is terminated by carriage return + line feed. The last record
of the file should also be terminated by carriage return + line feed. All fields are
compulsory.

Contribution Header Record

# | Field Name Format |Length |Remark
1 | Record Type Character 1 Always ‘X’ — Control record
2 | ASLClient ID Character (10
3 | Version Character 15 Always ‘ASLV01.0
4 | Transaction Character (16 This reference will be used by trustee
Reference to refer to the original MPF file when
answering customer enquiries.
5 | Create Date Character 8 Format YYYYMMDD
6 | Create Time Character 6 Format HHMMSS
7 | Employer ID Character (11
8 | MPF Scheme Code | Character |7
9 | Payroll Start Date Character 8 Format YYYYMMDD
10 | Payroll End Date Character 8 Format YYYYMMDD
11 | Payment Method Character {4 AP — Autopay /
CAQ - Cheque /
CASH - Cash
12 | Unused field Character 13 Space
13 | Carriage return + Character 2
Line feed
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# | Field Name Format Length |Remark

1 | Record Type Character |1 Always ‘D’ — MPF Contribution Detail

2 | HKID / Passport|Character |40
Number

3 | Plan Number Character |4

4 | Contribution Period|Character |8 Format YYYYMMDD
Start Date

5 | Contribution Period|Character |8 Format YYYYMMDD
End Date

6 | RelevantIncome |Character (12 Format 9(9).99

7 | Employer Character |8 Format 9(5).99
Mandatory
Contribution

8 | Employee Character |8 Format 9(5).99
Mandatory
Contribution

9 | Employer Voluntary|Character |9 Format 9(6).99
Contribution

10 | Employee Character |9 Format 9(6).99
Voluntary
Contribution

11 | Carriage return + |Character |2
Line feed

Contribution Control Record

# | Field Name Format Length Remark

1 | Record Type Character | 1 Always ‘X’ — Control record

2 | Total Member Count{Character | 5 Format 9(5)

3 | Record Count Character | 7 Format 9(7)

4 | Control MC Total Character | 15 Format 9(12).99

5 | Control VC Total Character | 15 Format 9(12).99

6 | Unused field Character | 64 Space

7 | Carriage return +|Character | 2
Line feed
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Appendix 5 — Transaction File Output Format

File Name:
Payroll Autopay
For branch channel submission Salary.pna Autopay.pna
For e-channel submission Salary.dat Autopay.dat
Record Format: ASCII
For branch channel submission Format:
Field | Rel Pos. | Fie | Type Description
No. Id
Le
n.
Header Record
1 1 14 | Number Company A/C No. /N &] RSk
2 3 50 | String Company A/C Name .\ 5] FiESE
3 53 8 Number Effective Date &2 455 H HA
4 61 5 Number Total Quantity 44737 525 8]
5 66 11 | Number | Total Amount 4872 5, 4 %8
6 75 3 String Currency i 5 &4
7 78 Number | Payment Type {555
8 81 String Transaction Type A2 584
‘PRPT’ — #5¥75C 5
‘AIPT’ — HEJERR G 5
‘AOPT' — HENEIE( 5
Data Record
1 1 14 | String ORIG-ACNO Z£8#f] RS
2 15 20 | String ORIG-NAME Z58f ~iiESE
3 35 2 | String TX-TYPEXZ Z 35|
(Option:
CR - CREDIT
DR — DEBIT)
37 15 | String DEST-ACNO #7&) =il 5k
52 20 | String DEST-NAME #5&fj = 44
72 11 | Number | PAY-AMT {sf 2048
FORMAT: 99999999999
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7 83 18 | String DEBTOR REFERENCE & 5%

8 101 6 String PARTICULARS f#:F

9 107 50 | String Email Address & B 1tk

10 157 50 | String Mobile Number F-#2 &% 555

For E-channel Submission

Format:

Field
No.

Rel

Pos.

Field

Len.

Type

Description

Data Record

3% & (Detail Record)

1

1

1

Character

Control value
- Default value “1”.

15

Character

Destination Account No. has to be digit
- Length 7-15 digit

17

20

Character

Destination Account Name
- Mandatory
- Onlyaccept0-9 A-Z &'()*+,-./$=Space

37

12

Character

Amount
- Mandatory
- right justify if less than 12 digits
- Less than 999999999.99

49

18

Character

DEBTOR REFERENCE
- Optional
- Onlyaccept0-9 A-Z &'()*+,-./$=Space

67

Character

PARTICULARS
- Optional
- Only accept 0-9 A-Z &'()*+,-./$=Space

ff BRI E R} — Max 2
Only for Payro

records allowed
Il and Autopay

1 1 1 Character | Control value
- Default value “2”
- If PAYMENT TYPE =000, no need to input If
PAYMENT TYPE = non-000, optional to input
2 2 1 Character | Notification

- Mandatory

- Only accept “M”, “S” (M- Email address, S-SMS)
- If PAYMENT TYPE =000, no need to input

- If PAYMENT TYPE = non-000, optional to input
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50

Character

Notification address/ number
- Only accept 0-9 A-Z &'()*+,-./S=Space
- If PAYMENT TYPE =000, no need to input
- If PAYMENT TYPE = non-000, optional to input

FEHI4C#k (Control

Record)

1 1

4

Character

Control value
- Payroll - ‘PRPT’
- Autopay-In - ‘PTAD’
- Autopay-Out - ‘PTAC

14

Character

Originating Account No.

Account has to be one of the following types:
HKD Saving

HKD Current

MTC Saving

MTC Current

USD Current

Must be one of the account number retrieved
during login

GoA W N

50

Character

Originating Account Name.
- Mandatory
- Only accept 0-9 A-Z &'()*+,-./S=Space

Character

Currency
- Mandatory
- Must be same as the payment type currency

Character

Effective Date
- Mandatory
- Format: YYYYMMDD

Character

Total Transaction No.
- Must be digit
- Right justify with 0
- Max 20,000 Txn

15

Character

Total Transaction Amount
- Must be digit
- Format: 12(9).99 and right justify
- Right justify with space. Less than
999999999999.99

8 101

Character

Payment Type
- Must be digit
- right justify if with 0 in front (Only accept 000-
100. If blank, default as 000).
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9 104 | 30

Character

CFI C/S Particular
- Mandatory
- Enter Space

10 134 | 10

Character

Software version
- Mandatory
- Enter Space

11 144 | 7

Character

Reserve

- Enter Space no matter Payment Type =000 non-
000
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Appendix 6 — Transaction File Format (Import in File Processing)

For the steps of batch importing transaction, please refer to point 9.4 “Import
Transaction as a batch” for details.

File Name : User defined + (“xIs’) e.g. import.xls
File Type . .XIs (Excel 97-2003)
Character Set : ASCII

Record format : Variable length

For Excel files:
It should be Excel 97-2003 format, with the first row containing field names.

#| Field Name Format Max Remark
Size
(Byte)
1| Staff HKID Character 20
Transaction  Ref.|Character 20
(e.g. (a.), (b.))
3| Transaction Character 200
Reference
Description
4| Account Name Character 20
5| Account Number |Character 15
6| Amount Number
7| Particular Character 6
8| Send email advice|Character 1 Y/N
9| Send SMS advice |Character 1 Y/N
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Appendix 7 — Transaction File Format (Import in Convert Payroll File)

“Convert Payroll File” function helps converting payroll file into PKI encrypted (.pna)
file and with consignment letter printed.

File Name
File Type :.txt or .dat
Character Set : ASCII

Record format: Variable length

For txt/dat files:
It should be text format.

: User defined + (“.txt’) or (‘.dat’) e.g. import.xls or import.dat

Field Name |[Format |[Mandatory | Max Remark
(M)/ Size
Optional (O) | (Byte)
1 | Account No. | Number M 15 Numeric only, if BOCHK
account, account no.
should be 14
characters, otherwise
allow account no. from
7 to 15 characters.
Left alignment, if not
enough 15 characters,
remain character leave
space.
2 Account String In-group 20 Left alignment, if not
Name account - enough 20 characters,
O; remain character leave
Out-group space.
account -
M
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3 Amount

Number

12

Value from 0.0lto
999999999.99

Right alignment, with 2
decimal places (e.g.
1000 should input

1000.00). If not enough

12 characters, remain
character leave space

4 Reference

String

18

Left alignment, if not
enough 18 characters,
remain character leave

space.

5 Part.

String

Left alignment, if not
enough 6 characters,
remain character leave
space.

6 Status

String

NA

Leave space

7 Carriage
Return
/Line Feed

String

ASll codes 13 and 10
(HEX 0D, 0A)
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BANK OF CHINA (HONG KONG) LIMITED

Disclaimer

1. Bank of China (Hong Kong) Limited (“BOCHK"”) makes no representation
or warranty that the Payroll and Autopay Software (“PNA”) is free from
programming errors. The PNA is provided “as is” and “as available”. The
use of the PNA is at the user’s own risk.

2. The user is granted a limited, non-transferable and non-exclusive license
to install and use the PNA and the user shall use the PNA in compliance
with all applicable laws and regulations.

3. BOCHK expressly disclaims all warranties of any kind, whether express or
implied, relating to the PNA including, but not limited to, non-
infringement of third-party rights, satisfactory quality, merchantability
and fitness for any particular purpose of use.

4. Inno circumstances shall BOCHK be liable for any direct, indirect, incidental,
special, exemplary or consequential loss or damages (including, but not
limited to procurement of substitute goods or services; loss of use, data or
profits; or business interruption) however caused arising in any way out of
or in connection with the use of PNA, even if advised of the possibility of
such loss or damage.

5. Your direct or indirect application of the PNA constitutes your
acknowledgement and agreement to this disclaimer.

6. In the case of discrepancies between the English and Chinese versions of
this disclaimer, the English version shall prevail.
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