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1. Relevant Regulations and Provisions  

 The use of "Electronic Filing Service" is subject to the relevant laws and regulations: 

• Law No. 4/2010 (Social Security System) 

• Law No. 21/2009 (Law on Employment of Non-Resident Workers) 

• By-law No. 8/2010 (Regulation of the Law for the Employment of Non-Resident 

Workers) 

• Law No. 8/2005 (Personal Data Protection Act) 

• Law No. 5/2005 (Electronic Documents and Electronic Signature) 

• By-law No. 35/2018 (Electronic Services) 

• Law No. 2/2020 (Electronic Governance) 

• By-law No. 24/2020 (Implementation Rules for E-Governance) 

 

 

 

 

 

 

 

 

 

  



3 
 

2. Computer Equipment Requirements 
 

 Software Support 

Adobe Acrobat 

Reader 
Above Version 10  

Browser Internet Explorer 11 or above, Microsoft Edge, Chrome, Firefox, Safari 

Entity user account 

of “My Government 

Account of Macao 

SAR”  

or 

Individual user 

account of “My 

Government 

Account of Macao 

SAR” 

To complete the reporting procedures, holders of “master account” and 

“sub-account” are required to log in to the Social Security Fund’s Electronic 

Filing System platform, using the entity user account's Staff Login Number, 

or the individual user account for the Public Administration and Civil Service 

Bureau’s “My Government Account of Macao SAR".  The locations and 

required documents for application can be found on the relevant webpage 

of the Public Administration and Civil Service Bureau. 

Hardware Support 

Scanner 

Submit the electronic files of the following scanned documents to the Social 

Security Fund: 

⚫ Scan the front and back of the beneficiary’s Macao SAR Resident ID 

Card   

⚫ Scan the completed and signed Declaration of Junket Promoter 

⚫ Scan the completed and signed Declaration of Individual Insurance 

Agent 

⚫ Scan the completed and signed Declaration of Employee of Individual 

Insurance Agent 

⚫ Scan the submitted Financial Services Bureau’s Salaries Tax Group I, 

Registration Form (M/2) 

⚫ Scan the completed and signed Declaration of Domestic Work 

Printer 
⚫ Print the Electronic Contribution Payment Advice and pay at a 

designated location 

Monitor It is recommended that resolution of the browser is 1024 x 768 
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3. Flowchart 
3.1 Regarding the local long-term employees who have “no change” during the quarter, you may 

download the Contribution Payment Advice directly on the first day of the contribution month 

and use the electronic payment channels provided by the banks to make your payment. 

3.2 General reporting, download and payment procedures for local long-term employees who 

have changes during the quarter 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Log in with the username and password of Staff Login Number of entity 

user account of "My Government Account of Macao SAR” 1 

To access the System, select the Employer Registration 
Number that you are going to e-file 

Report the employee contribution data during the 
reporting period 

"Submit" the employee contribution 
data during the work quarter2 

Yes 

No 

View/download the submitted employee 
contribution data 

"Submit" the employee contribution data, 
during the period from the first day of the 
contribution month to the last day of the 

month3 

View/download the submitted employee 
contribution data 

Download the Contribution Payment Advice and the Local 
Employee List from the 1st day of the contribution month 

In the contribution month, payment can be made by 
all payment channels 

 View and download the Record of Payment and the 
Payment List of Local Employees from the 10th day 

of the month that immediately follows the 
contribution month  

Done 

“Save” the employee contribution data that has 
been entered into the System 

View/download the saved employee 
contribution data 

The Contribution Payment Advice and the 
Local Employee List can be downloaded 
from the day that immediately follows the 
"submission" of contribution data 

In the contribution month, payment can 
only be made at a service point of the 

Social Security Fund or by Autopay 
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NOTE: 
 

1. Employers who are individual business owners may choose to log in to the System with the individual 
user account of “My Government Account of Macao SAR”; 

 

2. The reporting period for a fixed-term labour contract employee is from the first day of the work 
month to the last day of the month that immediately follows.  If you "submit" the contribution data 
during the period from the first day of the work month of a fixed-term labour contract employee to 
the 3rd day of the month that immediately follows, the payment can be made through all payment 
channels; 

 

3. If you "submit" the contribution data during the period from the 4th day of the month that 
immediately follows the work month of a fixed-term labour contract employee to the last day of the 
month, the payment can only be made either at a service point of the Social Security Fund or by 
AutoPay. 
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4. How to log in to the Electronic Filing System and set up 

a master account and a sub-account 
How to log in to the Electronic Filing System 

 

 
Or 

 

Figure 1 

The ways to log in to the 

Electronic Filing System: 

1. Enter the following URL: 

https://eservice.fss.gov.mo/e

mployer 

2. On the Social Security Fund’s 

website, click on the link of 

the Electronic Filing Service 

(Contributions of the 

Obligatory System) under 

[Online Services]  

3. Click on the quick link of [Log 

in to Electronic Filing Service] 

on the home page of the 

Social Security Fund’s 

website 
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Figure 2  

Click [Entity] or [Individual] 

 

NOTE: 

1. When logging in for the first 

time, it must be operated by 

the holder of “Staff Login 

Number (Administrator)” or 

“Service Administrator”, and 

a master account must be set 

up in the Electronic Filing 

System. 

2. If you are an employer with 

the identity of an individual 

business owner, you may 

click [Individual] and log in 

with the individual user 

account of “My Government 

Account of Macao SAR” 

 
 

 

Figure 3  

[Entity]  

Enter the username, password 

and entity number of the Staff 

Login Number, and then click 

[Login] 

 

 

[Individual] 

Enter the username and 

password of the individual user 

account of “My Government 

Account of Macao SAR”, and 

then click [Login] 

 

Entity 

Individual 
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Figure 4 

Click on the position of the 
arrow in the left picture, select 
the Employer Registration 
Number and then click [OK]. 
 

 

Figure 5 
The page will display the 

employer’s information. Then 
you need to click [OK] to log in 
to the Electronic Filing System 
to report the employee data. 

To add a master account   

 

Figure 6 

After entering the Electronic 

Filing System with the Staff 

Login Number (Administrator), 

click [Add a Master Account] 

among the account 

management functions. 

NOTE: 

Employers who use the 

individual user account of “My 

Government Account of Macao 

SAR”: 

- To apply for the Electronic 

Filing Service, the employer 

is required to fill in the 

master account information 

on a special form; 

- To add a master account, the 

employer is required to 

complete and submit a 

special form for application. 
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Figure 7 

Simply enter the username of 

the Staff Login Number in the 

[Username*] field, and then 

click [OK]. 

 

 

Figure 8 

After adding a master account, 

the account management 

function will display information 

about the relevant account. 

 

To cancel a master account  

 

Figure 9 

To cancel a master account, 

among the account 

management functions, the 

holder of Staff Login Number 

(Administrator) is required to 

click the [Cancel] button in the 

Edit column of the relevant 

master account. 

 

NOTE: 

Employers who use the 

individual user account of “My 

Government Account of Macao 

SAR”: 

- To cancel a master account, 

the employer is required to 

complete and submit a 

special form for application. 
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Figure 10 

Then check the information 

about the master account, click 

[Confirm to cancel] after 

confirming that the information 

is correct. 

 

To add a sub-account 

 

Figure 11 

To add a sub-account, the 

master account is required to 

click [Add a sub-account] 

among the account 

management functions. 

 

NOTE: 

Employers who use an entity 

user account or an individual 

user account of “My 

Government Account of Macao 

SAR” may add sub-account(s) in 

the System by the master 

account. 
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Figure 12 

【Entity】 

Log in with the entity user 

account of “My Government 

Account of Macao SAR”: 

Simply enter the username of 

the Staff Login Number in the 

[Username*] field, select the 

available function(s), and then 

click [OK]. 

 

 

【Individual】 

Log in with the individual user 

account of “My Government 

Account of Macao SAR”: 

Enter the sub-account’s 

identification document type, 

identification document 

number and full name, and 

select the available function(s), 

and then click [OK]. 

 

 

*The filled in information must 

be consistent with the 

information for applying for the 

individual user account of “My 

Government Account of Macao 

SAR” 

 

 

Figure 13 

After adding a sub-account, the 

account management function 

will display information about 

the relevant account. 

 

Entity 

Individual 
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To modify a sub-account 

 

Figure 14 

To modify the available 

function(s) of the sub-account 

or change the status of the 

sub-account, among the 

account management functions, 

the master account is required 

to click the [Modify] button in 

the Edit column of the relevant 

sub-account (Figure 13).  After 

editing, click [OK] to finish. 

To cancel a sub-account 

 

Figure 15 

To cancel a sub - account, 

among the account 

management functions, the 

holder of Staff Login Number 

(Administrator), or the master 

account is required to click the 

[Cancel] button in the Edit 

column of the relevant 

sub-account. 

 

 

Figure 16 

Then check the information 

about the relevant sub-account.  

After confirming that the 

information is correct, click 

[Confirm to cancel]. 
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5. Electronic Filing - Contributions of the Obligatory System 

To submit contribution data (long-term employee) 

 

Figure 17 
Click [Report the 
entry/departure of local 
long-term employee] among 
the [Report Functions]. 

 

Figure 18 

Click [Report the 

entry/departure of local 

long-term employee (Reporting 

period)] 

 

 

Figure 19 
Input the employment 
information of long-term 
employees in any of the 

following ways: 
[Basic Input], [Batch Input] or 
[Import Data from Excel]. 
 
*You only need to enter the 
employment information of the 
staff who has started 
employment or left in the 
selected quarter. 
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To submit contribution data about the fixed-term labour contract  

employee 

 

Figure 20 

Click [Report the number of 
work days of the local employee 
with fixed-term labour 
contract ] on the [Report 
Functions] page. 

 

Figure 21 

Click [Report the number of 

work days of the local employee 

with fixed-term labour 

contract]. 

 
 

 

Figure 22 
Input the employment 

information of workers 
(fixed-term labour contract ) in 
any of the following ways: 
[Basic Input], [Batch Input] or 

[Import Data from Excel]. 
 

Note: If contribution 
information for fixed-term 
labour contract employees was 
submitted electronically in the 
previous month, you may 
download the relevant 
employee list file below, amend 
the data as necessary, and 
confirm submission. 
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Reporting method – Basic Input 
 

 Long-term employee:  

 

 Fixed-term labour contract employee： 

 

Figure 23 

Click [Basic Input] to input the 
staff’s employment information 
one by one.  

Reporting method – Batch Input 
 

 Long-term employee:  

 
 

 Fixed-term labour contract employee:  

 

Figure 24 
Click [Batch Input], then you can 

either input data cell by cell or 
copy and paste the data to 
input the staff's employment 
information, up to 50 
employees' data at a time. 
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Reporting method - Import Data from Excel 
 

 Long-term employee:  

 
 Fixed-term labour contract employee:  

 

Figure 25 

Click [Import Data from Excel] 
and then [Select File] to select 
the Excel spreadsheet that has 
been created to keep the staff’s 
employment information.  
After clicking [Upload File], the 
data in the spreadsheet will be 
imported to the Electronic Filing 
System.  
 
NOTE:  

You can click [Excel Template] to 
view the format of the 
spreadsheet. 

 

To complete the “Form for Enrollment of Beneficiary (Local 
Employee)” 

 

 

Figure 26 
If you have entered the 
employment information of a 
local employee who has never 
enrolled as a beneficiary of the 

Social Security Fund, the System 
will display a prompt message. 
Click [OK] and then the [Fill in] 
button to enter the data entry 
page of the electronic version of 
“Form for Enrollment of 
Beneficiary (Local Employee)”.  
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Figure 27 

After inputting the employee 
data, click [OK] to complete the 
procedure for filling out the 
electronic version of the “Form 
for Enrollment of Beneficiary 
(Local Employee)”, and upload a 
photocopy of the Macao SAR 
Resident ID Card that contains 
the employee’s employment 
declaration. 
 

* To download a sample of 
photocopy of the ID card, you 
may click [Photocopy of the 
Macao SAR Resident ID Card 
that contains the employee’s 
employment declaration 
(Sample)] in the user guide. 
 

 To “save” the reported contribution data 
 

 Long-term employee:  

 

 Fixed-term labour contract employee:  
 

 

 

Figure 28 
The master 
account/sub-account can input 

the staff’s employment 
information in either of the 
following ways: [Basic Input], 
[Batch Input] or [Import Data 
from Excel] and then clicks the 
“Save” button. 
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 Long-term employee:  

 
 Fixed-term labour contract employee:  

 

 

Figure 29 

 
After checking that the 
Employer Registration Number 
that you need to e-file is correct 
and clicking the “Confirm to 
save” button, the relevant 
information will be temporarily 
stored in the System. 
 
 
 

To “submit” the reported contribution data 
 Long-term employee: 

 

 Fixed-term labour contract employee:  

 

 

Figure 30 

After reporting the staff’s 
employment information for 
the quarter/month, the master 
account is required to click the 
[Submit] button to submit the 
information to the Social 
Security Fund. 
 
*If there is no change in the 
employment situation of 
employees, you need to click 

[Submit] button to confirm the 
staff’s employment information. 
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 Long-term employee:  

 
 Fixed-term labour contract employee:  

 
 
 

 

 

Figure 31 

Check that the Employer 

Registration Number that you 

need to e-file is correct and tick 

the declaration “Having 

established a labour 

relationship with the 

employee”, and then click 

“Confirm to submit” to 

complete the data submission 

procedures. 

 

 

 Long-term employee: 

 

 Fixed-term labour contract employee:  
 
 

 

 

 

 

 

 

 

  

Figure 32 
If the staff’s employment 
information for the quarter/ 
month has been submitted to 
the Social Security Fund, the 
System will display a message 
saying that the employee data 
has already been submitted.  



20 
 

Data Sheet for Previewing all Employee Data 

 

Figure 33 

After "saving" or "submitting" 
the employee contribution data, 
the System will generate the 
“Data Sheet for Previewing all 
Employee Data" based on the 
information reported by the 
user, who can click [Data Sheet 
for Previewing all Employee 
Data (Data as of: 
DD/MM/YYYY)] among the 
Enquiry Functions. 

 

 

Figure 34 
Download the Excel file of the 
“Data Sheet for Previewing all 
Employee Data”, which will 
display the reported employee 
data, the number and amount 
of contributions. 

To download a Contribution Payment Advice 
 

 

Figure 35 
Click [Download Functions] to 
select the file type that you 
want to download. 
 
NOTE:  

The Electronic Filing Return 
must be printed on both sides 
of an A4 white paper.  
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 Long-term employee:  

 

 Fixed-term labour contract employee:   

 

Figure 36 

When you download the 
Contribution Payment Advice 
for the first time in each 
quarter/month, you need to 
select "I hereby declare that the 
information is correct" and click 
[OK] to download the 
Contribution Payment Advice. 
  

Contribution Payment Advice       Contribution Payment Advice  
of Long-Term Employee            of Fixed-Term Labour Contract                     
                               (Casual Worker) 

      

Figure 37 
Samples of the Contribution 

Payment Advice of Long-Term 
Employee and the Contribution 
Payment Advice of Fixed-Term 
Labour Contract (Casual 
Worker). 
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Local Employee List              Local Employee List 

(Long-Term Employee)            (Fixed-Term Labour Contract  

                              (Casual Worker)) 

      

 

Figure 38 

Samples of the Local Employee 
List (Long-Term Employee) and 
the Local Employee List 
(Fixed-Term Labour Contract 
(Casual Worker)). 

To view the filing record 

 

Figure 39 
Click [Enquiry Functions] and 

select the enquiry type.  
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To view the filing record 
 

 Long-term employee: 

 
 

 Fixed-term labour contract employee:  

 

Figure 40 

Select the relevant quarter.  

 Long-term employee: 

 

 
 Fixed-term labour contract employee:  

 
 

 

 

Figure 41 
The account can download the 

Filing Record, the Record of 
Payment and the Payment List 
of Local Employees as needed. 

To view the employer’s registration information  

 

Figure 42 
Click [View employer’s 
registration information] to 

view the employer’s registration 
information. 
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To send an attachment 

 

Figure 43 

If you need to provide 
additional documents, click 
[Function for receiving 
messages and sending 
attachments], and then click 
[Send attachments to Social 
Security Fund]. 

 

Figure 44 
Click the [Browse] button to 

select the type of file that you 
need to transfer and upload the 
file.  Then click [Confirm to 
send] to send the file to Social 
Security Fund. 

 

To receive contribution-related messages 

 

Figure 45 
When you receive a message 
from the sender named FSS, 

click on the subject line to view 
the message. 
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To withdraw the submitted long-term employee data 

 

Figure 46 

After submitting the 
contribution data about the 
long-term employees to the 
Social Security Fund, you can 
click [Withdraw the submitted 
long-term employee data] if you 
find that you need to modify 
the submitted contribution 
data. 
 
NOTE: 

1. After paying the 
contributions of the relevant 
quarter, the “submitted” 
data cannot be withdrawn 
again. 

2. After withdrawing the 
submitted data, you need to 
click [Submit] to confirm the 
employment situation of the 
employees if there is no staff 
change during the quarter.  

To withdraw the submitted long-term employee data 

 

Figure 47 
Enter the year, quarter and 
reporting period that you need 
to withdraw the submitted data 
and then click [OK]. 
 

*The employee contribution data 

"Submit" through "Business & 

Associations Platform" cannot be 

modified. 
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To withdraw the submitted data about the fixed-term labour 

contract employee  

 

 

Figure 48 

After submitting the 
contribution data about the 
fixed-term labour contract 
employee to the Social Security 
Fund, you can click [Withdraw 
the submitted data about the 
fixed-term labour contract 
employee] if you find that you 
need to modify the submitted 
contribution data. 
 

NOTE: 
After paying the contributions 
of the relevant month, the 
“submitted” data cannot be 
withdrawn again. 
 

 

 

 

Figure 49 
Enter the year and month that 
you need to withdraw the 
submitted data and then click 
[OK]. 
*The employee contribution data 

"Submit" through "Business & 

Associations Platform" cannot be 

modified. 

To view account information 

 

Figure 50 
Click [View account 
information] to view the user’s 
information registered in the 
Electronic Filing System. 
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6. Electronic Filing－Employment Fee for Non-Resident Workers  

Employment fee for non-resident workers 

 

Figure 51 

The account can click [Download 

Functions] and select [Electronic 

Filing － Employment Fee for 

Non-Resident Workers] to 

download the Payment Advice of 

Employment Fee for Non-Resident 

Workers and the List of 

Non-Resident Workers Required to 

Pay Employment Fee. 

 

NOTE:  

The Electronic Filing Return must 

be printed on both sides of an A4 

white paper.  

Payment Advice of Employment Fee for 

Non-Resident Workers  

List of Non-Resident Workers 

Required to Pay Employment Fee 

Figure 52 

Samples of the Payment Advice of 

Employment Fee for Non-Resident 

Workers and the List of 

Non-Resident Workers Required to 

Pay Employment Fee. 

 

   

 

Figure 53 

The account can use the [Enquiry 

Functions] to view the Record of 

Payment and the List of 

Non-Resident Workers Required to 

Pay Employment Fee 
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8. How to receive SMS notifications  
Sign up the phone number to receive SMS 

 

Figure 54 

To sign up for the SMS notification 

service, click Receive SMS 

Notification on the function 

column, enter the Macao mobile 

phone number, and click [OK]. 

 

 

 

Modify the phone number that receives SMS 

 

Figure 55 

To modify the Macao mobile 

phone number, click Receive SMS 

notification on the function 

column, then click [Edit], enter the 

new phone number, and click [OK] 

to complete the modification. 

 


