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Report New Hires and Employment Termination e QO
= Report New Hires

03 ; ~ O Select "Services" and "Report new hires
g @ «Z % and employment termination", then click

Service items Actions

*- ‘ |".g Report new hires and employment terminution,

Report new hires

Report employment termination

ot elopment @ —

Select the establishment to report, then click "Next step"

I Select the establishment to report

i N

Q@ A COMPANY LTD V]

Financial Services Bureau's Business Tax Number or  Social Security Fund's Employer Registration Number :
Employer Number : @ 8XXXXXXX 1088888888

Close

Select "+ Add employee"

Atotal of 0 record(s), has/have incomplete data 0 record(s) ( The number of employees submitted at a time cannot exceed 50 )

All O Batch dzlete Select all Select the first 50 employees

[ + Add employee ]
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o Add employee
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+ The way(s) fo enter information

® Single entry Batch entry

Fill in the information of each employee one by
one, and click on the employee's " Type of hiring".
If the Contributions of the Obligatory System apply
to the relevant employee, you need to dick "Yes"
to "Report the employment relationship to the
Social Security Fund", and then click "Save"

Or you can select the "Baich entry"
method. You need to download the
"Batch entry template (Report new hires)"
and enter the employee information into
the template. Then click "Save" after
uploading the template

+ The way(s) to enter information

@ Add employee

The way(s) to enter employee data
Last name(chinese) First name(chinese)

Please enter,you may enter text Please enter,you may enter text ” .
* The way(s) to enter information

+ Last name (foreign language) + First name (foreign language) .
) Single entry | @ Batch entry *
CHAN KUUN

+ Identity document type + Identity document number

Macao SAR Resident ID Card Ploase enter Enter employee information

+ Date of birth + Gender

Please select date of biff 1,10 of hiring Male  Female * Employee data upload

Employment start date
« Employ (" 4, Upload *
Please select employment start date

Only documents uploaded with a size of SMB and in xls/xlsx format are supported

+ Address @® Long-term employee

Please enter

Batch entry template

cury e

* o) onoo & Batch entry template (Report new hil - @ &
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- After "Saving", the saved employee information will be listed
on the page. Select the employee who needs to report as
new hires, then click "Next step" to confirm the data

Atotal of 1 record(s), has/have incomplete data 0 record(s) ( The number of employees

All v O Batchdelete ~ Selectall Select the first 50 employees

+ Add employee

s »©

Macao SAR Resident ID Card :123... 4 0




* Select any of the following addresses to receive
documents mailed by the Social Security Fund
If the establishment for which you report new hires

Q Taxpayer's address is not registered with the Social Security Fund, the
system will prompt the user to complete the
submission and then the registration will be
automatically completed

~If the employer has not activated the Social Security
Fund’ s Electronic Filing Service, the system will
activate it for the employer at the same time

~ If you need to select the address to receive

© Mailing address . . : :

* ® documents mailed by the Social Security Fund, click

"OK" after selecting the address

© Address of the establishment

Employer information

Click " > " to expand and view the
employee  information. Then click

Name of firm or employer Business Tax Number or Employer Number

ACOMPANY LTD 800X "Submit" after confirming the information
Social Security Fund’s Employer Registration Number Contact phone number is correct (G maximum O'F 50 records can
1088888888 66666666 be submitted at a time)

Employee information

* @HAN -— Close ‘ Back

After the information is successfully submitted, click
"Complete" to view the relevant reported record(s)

‘ 0 submitted successfully
° Successfully submitted application

Service name: Report new hires Application number:

You may log in to “Staff * / “e-Affair” to check the reported record.

Complete
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Or you can view the Social Security
~mum 5 2 @ % 0° Fund’s contribution information that you
Seas B have reported from the "e-Affairs"

XXX

000K

Number of business registration
axxx044 nt
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Number of business tax payer One-sto One issue
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Dedicated zone for O Renewal of
associations ) licenses

Frequently used services See more =
Staff >
@ ACOMPANY LDA — Keport new ies and cenuticate of
Q ﬂ employment g Association and
= termination Foundation
Customise
PN employed staff 2 Resignedstaff

Q View information about pavment ad... Srasiop Sarios ot Report monthly

“Ta License for Food and % contribution
Beverage... information of casual...
e - Affairs >
2
£2
5]
In progress Completed

@;

e-Affa ’
e Click "Social Security Fund s Report of

New Hires Form" to view the relevant
reported record(s). Users can also quickly

Status Al Tobepaid  Filesupplement  Inprogress  Pause  Cancelled [ Finish

Application date

search for information using the
@ Report new hires and employment termination-Report employment termination applicction dcte a nd cppl icction number

Application number 2000K-XK=XX-XO000K-XK-X0000X Application time 2024-03-05 17:04:17

Department in charge Financial Services Bureau,Social Security Fund ~ Business Tax Number or BXXXXXXX

Employer Number

Employer Registration 1088888888 Remarks A total of 1 employees are reported

Number of FSS

( Social Security Fund’s Report of New Hires Form ) * Detetel )\ e
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{  Pltotoma pora Empresas o

Business & Associations Piatfo

of intents

View the "Social Security Fund’ s Report of New
Py Hires Form" reported, and log in to "Staff"

Dedicated zone for O Renewal of
associations ) licenses

XXX
D 0,0,0,0.0.0.¢
Number of business registration
e
Number of business tax payer One-stop B One issue
..... 000 =
1 ]
[2]a] =

Frequently used services

A COMPANY LDA. Report new hires and Certificate of

|-‘:! employment @ Assaciation and

Home / Staff

Staff Employee data statistics onfon'nation about payment advice of social security contributions) *

a A COMPANY LDA.

( Contributions of obligatory system (long-term employee) )

© A COMPANY LDA.

Business tax or employer
number at Financial Services  8X00X
Bureau:

Registration number of
employer:

Contributions of obligatory system (fixed-term labour contract (casual worker)) |

Employment fee for non-local employees |

& 2853 2850

during the contribution month to view the
Contribution Payment Advice

= www.fss.gov.mo




