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1. Project Overview

1.1. Project Background

In support of the Bureau‘s goals of achieving electronic filing of all taxpayers to
capture tax returns data, improving efficiency and providing accurate statistical
reports, the Indra and Philcox Joint Venture (JV) is implementing the Solution for the
Use of Interactive Forms (IAF) for Filing Tax Returns.

BIR’s directions are to:

e Improve filing efficiency

e Increase channels to taxpayers

e Maximize the use of new technologies

e  Capture data from third party solutions

e  Capture more returns data online and offline

e Increase tax return data capture

e Improve accuracy in statistical reporting

e Reach even those with limited internet capability

Through the project, the Bureau of Internal Revenue (BIR) hopes to gain the
following benefits:

. Reach a wider range of taxpayers through additional filing channels that
complement the BIR Electronic Filing and Payment System (eFPS)

e Increase rate of proper, voluntary tax return filing through convenient filing
methods

e  Motivate taxpayers to use electronic channels to improve data capture of
tax return data

e Pioneer assimilation of data from third party applications

e  Build public trust and improve relationship between private sector and the
BIR

The project is divided into three (3) phases:

Phase 1 — Delivery of BIR Forms 1700, 1701, 1702 which can be downloaded from
the BIR portal in PDF format. Taxpayers and/or ATAs can input/edit data in the PDF
form. They can save/print the form and submit it to BIR offices manually.

Phase 2 — Delivery of the software package containing the thirty-one (31) BIR Forms
that can be used offline when preparing tax returns. Taxpayers and/or tax
agents/practitioners can input/edit data in the form. They can save/print the form and
submit it to BIR offices manually.

Phase 3 — Delivery of the filing infrastructure/online system that will accept, validate,
process and store the accomplished tax returns submitted online. This will provide
BIR with the ability to monitor and initially process the forms uploaded by the
taxpayers using the offline forms developed in phase 2. Data uploaded to the online
system will also be sent to the existing Systems of BIR such as ITS and RPS for
returns processing. The system will cater to the needs of taxpayers (non-eFPS
filers), authorized tax agents (ATAs), and Tax Software Providers (TSPs). Tax
agents/practitioners will be allowed to file on behalf of their clients. The System will
also have a facility for TSPs to test and certify the outputs of their tax preparation
software. It will also be capable of accepting returns data filed using system-certified
TSP tax preparation software.
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1.2. What is the eBIRForms Project?
The eBIRForms project aims to develop a filing infrastructure to provide electronic
submission channels to all taxpayers (non-eFPS users) that are accessible and
convenient. It will make tax preparation easier through automatic computations and

validation features, lessening human error.

The eBIRForms aims to increase the electronic capture of data, lessening manual
encoding for BIR, and increasing accuracy in statistical reporting.

2. Definition of Terms and Acronyms

2.1. Definition of Terms

Term Definition

Offline Activity is accomplished while individual is not
connected to the internet

Online Activity is accomplished while individual is
connected to the internet

Manual filing Taxpayer fills up form offline, prints it and submits
form to AAB, RDO/ RCO

Electronic filing (in Taxpayer fills up form using:

reference to the use of e eBIRForms package (offline)

the eBIRForms) e Downloadable Excel or PDF eBIRForms

(1700, 1701, 1702)

Manual payment Taxpayer or ATA physically hands over payment to
AAB or RCO

Electronic payment Taxpayer or ATA enrolls in a payment system, and
directly uses the system for payment online

2.2. Acronyms

Term Definition

AAB Accredited Agent Bank
ATM Automated Teller Machine
eBIRForms Electronic Bureau of Internal Revenue Forms
eFPS Electronic Filing and Payment System
ESM Efficient Service Machine
OoTC Over-the-Counter
PDF Portable Document Format
RCO Revenue Collection Officer
RDO Revenue District Office
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Features of eBIRForms
3.1. What is the Offline eBIRForms Package?

e Refers to the version of the BIR forms developed and maintained by the BIR
for offline preparation of tax returns that allows taxpayers to insert data edit,
save, and print. It responds to the inputs of the user and it has automatic
computation and validation features.

3.2. What is the Online eBIRForms System?

o Refers to the filing infrastructure that accepts, validates, processes and stores
tax returns submitted online. The System creates secure user accounts for
taxpayers, ATAs and Tax Software Providers (TSPs) for use of the Online
System and allows ATAs to file in behalf of their clients. The System also has
a facility for TSPs to test and certify the outputs of their tax preparation
software. It will also be capable of accepting returns data filed using system-
certified TSP tax preparation software.

3.3. What are the Features and Functionalities of the
eBIRForms?

COMPLIANCE. The eBIRForms will prompt the user for invalid inputs and for
lack of information. Validation features check if the TP conforms to business
rules:

Only one option should be selected

Date input should be in the MMDDYYYY format

Text field only accepts certain declared values

Input should have a specific data length

Required fields are filled up

CONSISTENCY. The eBIRForms have automatically generated fields with
computations based on the existing BIR forms.

CONVENIENCE. Because of the auto-populated fields in the eBIRForms, the
taxpayer needs to fill up fewer fields making tax filing easier and faster.

3.4. What are the Benefits of using the eBIRForms?

e Saves time because of automatic computations and auto-populated fields
e Easytouse

e Lessens human errors because of the validation feature

e Available even to those without consistent internet connection

e Captures taxpayer data

e Lessens manual encoding

Note: The BIR Forms in the Offline eBIRForms Package
are not new forms. They are the existing BIR Forms in
electronic format.
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4. Introduction to the eBIRForms

4.1. System Overview

Download and Install
Offline eBIRForms
Package

Taxpayer

Accomplish -
Tax Returns -FIII_Up

Validate

Login File through
Submit eBIRForms eBIRForms
Online System Online System

Save

Edit

Print Affix signature File through
on form AABs
File through

BIR
office/branch

*ii*i

View
Offline Forms

System Requirements:

Supported Operating System: Windows 2000/XP/Vista/7;

Pentium IV processor or higher;

Hard disk drive space needed: at least 50 MB free space;

RAM memory needed: Runs best on 2GB or higher ActiveX components via
Internet Explorer version 8 or higher;

At least 1Mbps internet connection;

Java Run-time Environment version 1.7; and

eBIRForms Package is best viewed in 1152 x 864 screen resolution.

Browser Requirements:

January 2013

Internet Explorer v9 or up for windows 7 with Active X
Mozilla Firefox v16 or up
Google Chrome v23 or up

Page 5 of 103



GUIDE FOR eBIRFORMS
Job Aid for Taxpayers and Accredited Tax Agents

How to Check Compatibility View Settings:

1. Before using the Online eBIRForms System, make sure that your version of IE9 has the correct
compatibility view settings. You will need to adjust your IE9 compatibility view settings if your
eBIRForms system log-in screen looks like this:

o 0 e S
GL : )| @ https://ebirforms.bir.gov.ph/prodl /portal/port: £ ~ @ G X || & eBRForms Registrtion Por... u 1
x Bl Truesuite ~
x Norton- (seacn || [ -
 Find: | | Previous Next | (7] Options ~ |
s, = g , ~— z

Home Login Sign-up Download farms Contact Us FAQs BIR Website

/’ ) Secured Government Login Portal
Y

sword? e

Download Forms | Contact Us | FAQs -

2. Tofix the view, go to Tools and click on F12 developer tools.

=)
e\ )| @ https://ebirforms.birgov.ph/prodl/portal/ports  ~ @ & X || & eBRForms ion Por. ot B
File Edit View Favorites JEEISS Help
x Delete browsing history.. Ctrl+ Shift+Del Bl rruesuite +
InPrivate B Ctrl+ Shift-P
» Norton- nPrivate Browsing Tl Shi
Tracking Protection...
5 Find: s -

ActiveX Filtering

Diagnose connection problems...
Reopen last browsing session

I Add site to Start menu

Downloat Farms Contact Us BIR Website

View downloads Ctrl+) M
Pop-up Blocker »

SmartScreen Filter »

Manage add-ons

Compatibility View
P ot Secur Compatibility View settings

Subscribe to this feed...

Feed discovery ’

Windows Update

F12 developer tools

Bleg This in Windows Live Writer

Intemet options

m

sword? e

9:54 AM r'

1277/2012 | |
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3. Inthe F12 developer window, click on Browser Mode IE9 Compatibility View.

=
a v @ nttps://cbirforms birgov.ph/prod./portal/port: © ~ & € X || & eBIRForms Registration Por... u {n} 2.7 623
x Bl Truesuite ~
x Norton- oise Jissarehil | [ & -]
X Find: | Previous Next | 7] Options ~

Sign-up DownloadForms Contact Us BIR Website

n

/J Secured Government Login Portal

File Find Disable View Images Cache Tools Validate | (IENETANEEER TNEAEE Document Mode: IE7 standards - X

| Css  Comsole Script Profiler Network Internet Explorer 7 Search HTML 2]
bRES B
<!-- DOCTYPE
@-<html sizset="1

2= intemet bplore? Style  TraceStyles Layout Attributes

= Internet Explorer 9
sizcache@5943904327682133="0" v Intemet Explorer9 Compatibility View

Blecl

Je=oly|e|e/@ |2

4. Setthe Browser Mode to Internet Explorer 9.

(| O )

G @ https://ebirforms.bir.gov.ph/prodl /portal/port O ~ @ & X |l O bicgovph x u Ti 27§03
x Bl Truesuite ~
x Nomton- (1o Lo | [ 7]
X Find: | | Previous Next |[7] Options +
\ Do B TN B

Sign-up Downloadforms Contact Us BIR Website

m

File Find Disable View Images Cache Tools ValidaleJ LSRRV EEER 8 Document Mode: 1E9 standards - F X

€SS Console Script Profiler Network Internet Explorer 7 Search HTML p]

= Internet Explorer 8
] Style  TraceStyles Layout Attributes
V| Intemet Explorer9

Internet Explorer 9 Compatibility View

Loading. ..

@]e|@| |

5 r = ~
l‘J!')) - < il @)
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5. Upon setting the browser mode to Internet Explorer 9, the eBIRForms log-in page should
automatically reload.

ion Por... X (o) 2 £
B Truesuite ~

x Nopton. |[noon o searn | saarch o

> Find: [ | Previous Next |[7] Options ~ |

Bureau of Internal Revenue
Republic of the Philippines

m

Home Login Sign-up Download Forms Contact Us FAQs BIR Website

/A/ Secured Government Login Portal

o ‘

[ 5
File Find Disable View Images Cache Tools Validate | [l il =l Document Mode: IE9 standards = x
CSS  Console Script Profiler Network Intemet Explorer 7 Search HTML »
KA DEHAE intemet taplorerd Style | TraceStyles Layout Attributes
V| Intemet Explorer9

Loading. ..
Internet Explorer 9 Compatibility View

Y B E A P [ AL AER E ST

6. Click on File > Exit. Refresh the page.

Q\ | @ https://ebirtorms bir.gov.ph/prodi/portal/port: © ~ @ & X |[ @) eBIRForms Registration Por... X u 39 i}
z Nomton- |[nowonsae seaen [isearen ]| [+ B
> Find: [ | Previous Next |[7] Options ~ |

Bureau of Internal Revenue
Republic of the Philippines

Home Login Sign-up Download-Forms Contact Us FAQs BIR Website

I

/A/ Secured Government Login Portal

o ‘
\ |
Password:

[Z] Remember user name Login
Sign Up | Forgot your password?

Bleclol=Zoulasle]el |&]
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5. How to Use the Offline eBIRForms Package

5.1. How to Download and Install the eBIRForms Package

Note: Screenshots are from Windows XP. The look of the screens may differ depending on
the version of Windows that you are using.

5.1.1. If you have internet access

1. Go to the BIR website at http://www.bir.gov.ph. Click on the eBIRForms icon/link on the left-

hand side of the website to download the package.

( 1: = m ) Bureau of Internal Revenue

\ lml / Republic of the Philippines

Home | About Us | Announcements | Directory | Issuances & Rulings | Tax Information | Registration Information

| FAQs | Updates | Legal Matters | Archive |

:. Special Sites ‘ l :. BIR Home Page

i1 Tax Code :
:: Tax Calendar WHAT'S NEW
:: BIR Forms

:: Zonal Values

i1 Taxpayer Bill of Rights
11 PSIC/PSOC

:: Anti-Corruption Law

Tax Reminders

October
16 Tuesday

SUBMISSION Consolidated
Return of all Transactions
based on the Reconciled
Data of Stockbrokers

‘- eBIRForms {

more

.. EFPS ‘

Tax ing operation in Mangaldan, Pangasinan by RD 4 -
Calasiao, Pangasinan on October 11, 2012

2. Download the zipped file. This will contain the following files:
a. eBIRForms Package installer (eBIRForms Package Setup.exe)
b. Job Aid with:

e Computer/system requirements
e How to Use the eBIRForms Package
e FAQs (Frequently Asked Questions)

eBIRForms
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3. Unzip the contents of the zipped file.

._ .+ eBIRForms ch eBIRForms

Organize + Include in library = Share with + Burn New folder

-

[ Favorites

= ootes _PDF [
& Downloads -
= Recent Places

o eBIRForms Job Aid for
il Libraries Package Setup Taxpayers - How

| Documents E to Use the
By = eBIRForms Pack...
rJ- Music

= Pictures

E Videos

1M Computer

G‘j Network

|

2 items

4. Click on the eBIRForms Package Setup.exe icon to start setup of the eBIRForms Package.

eBIRFarms
Package
Seftup.exe

5. Click ‘Yes’ in the User Account Control window that appears after clicking on the eBIRForms
Package setup.exe icon (applicable to operating system version higher that Windows XP).
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6. Click ‘Next.’

i Setup - eBIRForms Elil@

Welcome to the eBIRForms Setup
Wizard
This will install eBIRForms version 1.0 on your computer,

It is recammended that vou close all other applications before
conkinuing.

Click Mesxt to continue, or Cancel to exit Setup,

I Mext = ][ Cancel l

7. Click ‘Browse’ to select the location folder for the eBIRForms Package (default is drive C).
Then click ‘Next.’

o Setup - eBIRForms

Select Destination Location ~ )
Where should eBIRForms be installed? (
_“_‘l' Setup will install eBIRForms into the Following Folder,

To continue, click Mext. IF wou would like to select a different folder, click Browse. o~ :J

(e )

Ak least 45,8 ME of free disk space is required. -

= Back " Mext = l[ Cancel

January 2013 Page 11 of 103



GUIDE FOR eBIRFORMS
Job Aid for Taxpayers and Accredited Tax Agents

8. Click ‘Browse’ to select the location of the eBIRForms Package shortcut (default is
Start Menu folder). Then click ‘Next.’

e Setup - eBIRForms

Select Start Menu Folder "
Where should Setup place the program's shortcuks? =]
Setup will create the program's shortcuts in the Following Skart Meno Folder,

To conkinue, click Mext, IF vou would like to select a different Folder, click Browse,

EIRForms, | [ Erowse, ., ]éj

< Back ” Mext = l[ Cancel

9. Click ‘Install.’

= Setup - eBIRForms

Ready to Install "
Setup is now ready to begin installing eBIRForms on your computer,

Click Install ko continue with the installation, or click Back if wou want to review or
change any settings.

Destination location:
C:\eBIRForms

Start Menu Folder:
eBIRForms

Q)
!

< Back ” Install ][ Cancel
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10. The following dialog box is displayed after clicking the ‘Install’ button.

flo Setup - eBIRForms

Installing ~ J

Please wait while Setup installs eBIRForms on your compuker., (

Extracting files. ..
Ci\eBIRForms\BIRForms. exe

M

Cancel

11. Click ‘Finish’ to complete the installation.

st Setup - eBIRForms E]|E||X|

Completing the eBIRForms Setup
Wizard

Setup has finished instaling eBIRFarms on vaur computer, The
application may be launched by selecting the installed icans.

Click Finish to exit Setup.
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12. After successful installation, notice that the ‘eBIRForms’ as well as the ‘Uninstall’
icons are now displayed in Windows Start Menu (assuming that this is the location you
chose for the program shortcut).

[ L RS ]

@ Mogzilla Firefox 3
IF) vahoo! Messenger i
@ ‘fahoo! Search Protection 4
@ Avira L4
@ QuickTime 3
fl"ﬂ) Apple Software Update

IF) %G Fres 9.0 v
@ McAFes Security Scan Plus 3
@ novaPDF Professional Desktop 7 ¥

W= "7 "7

% eBIRForms

ﬁ Uninstall

fli =BIRForms 3

Lr_l Microsaft Cffice Pow
|23 2007

@ iTunes

FEE Microsaft Office Exce

@ Motepad

all Programs B

IF) Super Sound Recordsr i
@ Globe Broadband 3
1

iy Start (o IF) Ohvmpus Digital Wave Player 3
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5.1.2. If you do not have internet access

1. Goto a BIR e-lounge and bring a USB flash drive.

2. Insert your USB flash drive into e-lounge computer. Look for the eBIRForms Package
setup.exe file and double-click it.

&

eBIRForms
Package
Setup.exe

3. A message window will appear. Click ‘Next.’

s Setup - eBIRForms E|§|@

Welcome to the eBIRForms Setup
Wizard
This will install eBIRForms version 1.0 on wour compuker,

It is recommended that vou clase all ather applications before
conkinuing,

Click Mext to continue, or Cancel to exit Setup,

&
9

[ Mext = l[ Cancel
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4. Click on ‘Browse’ to look for the drive location of your USB flash drive (default is
drive C).

i Setup - eBIRForms E]|E|E]

Select Destination Location
where should eBIRForms be installed?

D Setup will install eBIRForms inko the Following Folder.

To continue, click Mext, IF wou would like to select a different Folder, click Browse,

|E:'|,eBIRFu:urms | [ Browse, .,

Ak lzast 45.8 ME af Free disk space is required.

[ < Back ][ Mexk = ][ Cancel

5. Select the USB folder or drive from the list displayed.

X

Browse For Folder

Select a folder in the list below, then click Qi

|C:'|,eEIRFu:urms |

=

(i? e TO USE (E:)

. L, DYD-RAM Drive (F:)

’ég 12F_Temp on '192.168.41.41' (H:)
;'g 11F_Temp on '192,163.41.41' (R
",;'g Meralco PMO on '172.21.2.10' (%)

= evn_hrd on'172,21.2.10' (¥}
= hir_cmp on '172,21.2,10°(Z:)

(6] 4 l [ Cancel
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6. After selecting the USB drive, click ‘OK.’

Browse For Folder

X

Select a Folder in the list below, then click Ok,

|E:'|,eEiIRFu:urms |

g Local Disk (C:)
g Mew Volume (D0
L= AT USE (E:)
_:L DVYD-RAM Drive (F:)

;'g 12F_Temp on ‘192, 168.41.41" (H:)
;'g 11F_Temp on ‘192, 168.41.41" (R
;'g Meralco PMO on '172,21,2.10 (%)
=¥ evn_hrd on '172.21.2.10' (Y]

=% bir_cmp on '172,21.2.10°(2)

(:U}

[ Ok H Cancel ]

7. Click ‘Browse’ to select the location of the eBIRForms Package shortcut (default is Start
Menu folder). Then click ‘Next.’

i Setup - eBIRForms |:||E|E|

Select Start Menu Folder
Where should Setup place the program's shorbcuts?

Setup will create the program's shorkcuts in the Following Start Menu Folder.

To continue, click Mext, IF vou would like to select a different Folder, click Browse,

BIRForms) | [ Browse. .,

< Back ” Mext = ][ Zancel
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8. Click ‘Install.’

! Setup - eBIRForms

Ready to Install ~ J
Setup is now ready bo beqin instaling eBIRForms on wour computer, ez
S
Click Install ko continue with the installation, or click Back if wou wank to review or
change any settings,
Destination location:
Z:\eBIRForms
Skart Menu Folder:
eBIRForms
[ < Back. ” Install ] [ Cancel

9. The following dialog box is displayed after clicking the ‘Install’ button.

st Setup - eBIRForms

Installing ~ ‘
Please wait while Setup installs eBIRFaorms on your computer, =N

Extracting Files. ..
E:'eBIRForms\BIRForms. exe

[IIIIIIIIIIIIII

Zancel
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10. Click ‘Finish’ to complete the installation.

i Setup - eBIRForms

Completing the eBIRForms Setup
Wizard

Setup has finished installing eBIRForms on vour computer, The
application may be launched by selecting the installed icons.

Click, Finish ko exit Setup.

11. Go to My Computer, then click on the USB drive.

4 My Computer Q@@
4:

File Edit ‘Wiew Favorites Tools  Help

) = ? -\ Search Folders -
D= - Q /

Address ‘ ,J My Computer v| e
Hard Disk Drives

System Tasks #®

View system information @ Local Disk (C:) @ New Yalume (D2

;j Add or remove programs
B- Change a setting

Devices with®emavable Storage

Other Places @
. g i ;} TOUSB (E:) DYD-RAM Drive (Fi)
& My Metwork Places ‘\@

5y My Documents
B Control Panel Network Drives

= ) 12F_Temp on'192.168.41.41' = 11F_Temp on '192.165.41.41'
Details HD [GD]
p=———]

My Computer

Sstian Fltilar w Meralco PMO on'172.21.2.10' W evn_frd an "172,21.2.10° (1)
- N 21.2.10'(r:
(i

—_—

w bir_cmp on '172.21,2.10' (23}
e

9 ohjects JJ Iy Camputer
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12. Double-click the eBIRForms folder to view the files located inside.

= TO USB (E:) EEX
File Edit View Favorites Tools Help #

eBack - '\_) L% pSearch H\Z‘ Folders v ﬁ
J
74

Address [See E1Y

File and Folder Tasks E’ Mew Folder Ei) eBIRForms

7 Make a new folder
€3 Publish this folder to the
Wieh

e Share this folder

Other Places

g My Computer
B My Docurnents
& My Network Places

Details

2 ohjects 0 bytes 9 MMy Computer

13. To use the eBIRForms Package, click on “BIRForms”.

& cBIRForms |:”E”z‘
File Edit View Favorites Tools Help ”

@Back v "\J @ pSearch [{2‘ Folders v

Address |25 EX\eBIRForms v| e

File and Folder Tasks == Failed E’ 14F_Proj_Copy

‘j Make a new Folder

@ FPublish this Folder ko the =
‘Web IAF_RDC_Archive

led Share this folder

IAF_RDC_Copy

IAF _RDO_frchive 1AF_RDO_Copy

Other Places
e TOUSE (E2) }
B My Documents logFile
9 My Computer

& My Metwark Places

profile

savefile SUCCESS

-
o

Details

BIRForms.exe

unins000, exe
Pt et Uninstal
w,

14 objects 47.9MB 9 Iy Computer
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5.2. How to Update the Offline eBIRForms Version

1. Open Offline eBIRForms Package

- KPS Viewer _

| Absolute Software
| Accessories Maria Angelica Soria
) AuthenTec Truesuite

, Corel Documents

. Corel DVD MovieFactery Lenowve Editior
| Dolby Pictures

; EASEUS Partition Master 6.5.2 Home Edi

=RIRFnrme Music

‘E\-Er:" eBIRForms

Computer

. Google Chrome e

| Google Talk
. HP
| Intel

J Intel Corporation

Devices and Printers

Default Programs

| Intel PROSet Wireless Help and Support
, Lenowvo Solutions for Small Business
. Maintenance

, Mchfee

. Microsoft Office

. Microsoft Silverlight

. MyFree Codec

. Samsung

. Snagit 10

, Startup

. TortoiseSVM

, TrueCrypt

, VideoLAM

, Windows Live

Back

Search prograrms and files
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2. Upon opening the application, a version tracker will appear if the user is using an
older version of the Offline eBIRForms Package.

|

F Offline eBIRForms Package ¥1.0 (Phase 3). @
0

2 Your current installation {0.9) is out of date. A newer version (1.0} is already available.

N /‘

- Click 'OK' to go directly to the download site. 2
[ OK 1 [ Cancel ]

e Name Return Period Date Created

3. Click the ‘Ok’ command button in the dialogue box.

Offline eBIRForms Package ¥1.0 (Phase 3). %]

:/ Your current installation (0.9) is out of date. A newer version (1.0} is already available,
-

Click "OK' to go directly to the download site.

,II Cancel ]

4. Upon clicking the ‘Ok’ command button user will be redirected to the BIR
Website (http://www.bir.gov.ph/ebirforms.htm) where he/she can download the
latest version in the system.

5 qm.p
\ Republic of the Philippines

Home | About Us | Announcements | Directory | Issuances & Rulings | Tax Information | Registration Information

| FAQs | Updates | Legal Matters | Archive |

l :. Special Sites I [ :. Electronic Bureau of Internal Revenue Forms

:: Tax Code

i1 Tax Calendar =
:: Zonal Values —_

i1 Taxpayer Bill of Rights
i1 PSIC/PSOC Electronic BIR Forms (eBIRForms)
1+ Anti-Corruption Law

Overview

:. BIR Portal The Electronic Bureau of Internal Revenue Forms (eBIRForms) Package is
developed primarily to provide taxpayers with accessible and convenient service
. through easy preparation. eBIRForms is an alternative mode of preparing tax returns
To access other BIR eServices which deviates from the conventional manual process of filling up tax returns on pre-
and internal applications, printed forms that are highly susceptible to human error. The package allows the
click here. taxpayers to accomplish or fill up the forms offline. Taxpayers can directly encode data,

validate, edit, save, delete, view and print their tax returns. The package has automatic
computations and has the capability to validate information inputted by the taxpayers.

:. Contact Us
Coverage

BIR wants to hear from you.
We welcome your queries, Form No. Latest Revision Date Form Name
comments and suggestions.
Feel free to call us at 981-

1 0605 Julv 1999 (ENCS) Pavment Form

5. Navigate through the page and click on the link to download the latest version.
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5.3. How to Navigate Through the Form

e If you are using a mouse, just click inside the box that you want to type in.
e If you do not have a mouse:
o Press the Tab key to move to the next box
o Press Shift + Tab key to move back to the previous box
o Press the left arrow key (€) or the right arrow key (=) to choose
between radio buttons

5.4. Types of Input

Type of

How It Looks Like Description
Input

“Taxpayer Identification Number: RDO Code: These are the boxes
Blank Field EEER where you can enter/edit
data.

Taxpayer's Name (Last Name, First Name Middle Name For Indiv

These are the round
Radio ATC buttons that provide the
Button . user with options to
FPO10 choose from.

These are the drop
down boxes that provide
the user with options to
choose from.

Drop Down =1

These are the boxes
TExDes that are automatically
computed based on the
data entered by the

n ASE ] user.

Computed T 14E
Field T 15E |

These are the blue
colored words or group
of words that a user can
Hyperlink Schedule 1 click on to be directed to
a new section in the
system (e.g. Schedules,
ATC, Tax Types).
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5.5. How to Use the eBIRForms Package Offline

5.5.1. How to Open the eBIRForms Package

1. Click ‘eBIRForms’ from shortcut location or destination folder.

M@ eEIRForms % eBIRForms

B e e e ) s .
Mogzilla Firefox ﬁ
FE Microsoft Cffice Pow @

Uninstall
2007 IF vahoo! Messenger » §5) Uninsta
@ ] @ Yshoo! Search Protection 3
iTunas
= @ Bvira 3
= Mi i ickTi 3
L.: Microsoft Office Exce @ QuickTime

(0) Apple Software Update

B Motepad 7 W& Free 9.0 »

@ Mcafes Security Scan Plus 3

all Programs B

@ novaPDF Professional Desktop 7 #
@ Super Sound Recorder 3
@ Globe Broadband »
‘Jl{ start - @ Olympus Digital Wave Plaver »

2. Upon clicking ‘eBIRForms,’ the parent screen of the eBIRForms package
will appear on your computer screen.

eBIRForms v0.0.1.5

Government Property Hot For Sale |

Taxpayer's Name (Last Name, First Name Middle Name For Individual)
Registered Name (For Non-Individual) :

Registered Address:
Zip Code: Telephone Number:
List of BIR Forms:

[Please Sslact). ~| Fill-up

File Name Return Period Date Created

Sl

™

In case that your Local PC is using an older version of the ActiveX
Components, an error message will appear, prompting you to download
Internet Explorer version 8 or higher. Click ‘OK’ to proceed to the download
site or ‘Cancel’ should you want to download later.
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eBIRForms v1.0 @

\c)/ You are using an older version of ActiveX components!
L

To Fully utilize this software, please install ActiveX components.
Click 'OK' to go directly to the download site.

Click 'Cancel’ should you want to download later.,

QK [ Cancel ]

However, clicking ‘Cancel’ will lead to this message:

eBIRForms v1.0 X

! § eBIRForms software will now terminate.,

QK
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5.5.2. How to Install ActiveX Component

3. Click ‘OK’ to proceed to the download site.

eBIRForms v1.0 @

\:)/ You are using an older version of ActiveX components!
L
To Fully utilize this software, please install ActiveX components.
Click 'OK' to go directly to the download site.

Click 'Cancel’ should you want to download later,

[:? OK [ Cancel ]

4. Upon clicking ‘OK;’ you will be directed to the download site. Note that the
interface of the site can change. Click the “Download” button for IE8™.

sgn s
Download Center
products. Categories Sequrity support
. .
e Windows Internet Explorer 8 for Windows XP o
Quick links Internet Explorer 8. Faster, Easier, More Private, and More Secure.
¥ Overview
4 System requirements . .
4 Tnstru Quick details
¥ Additional information Version: 80 Date published: 3/18/2009
Change language:
File name Size
IE8-WindowsXP-x86-ENU.exe 16.1MB é)
Looking for support?
Visit the Microsoft
Support site now >
Overview

Internet Explorer 8 is the latest v Iping you get everything y

want from the web fas

n of the famili You are m
ivately and securely than ever before.

« Faster Internet Explorer § is more responsive with new pages and tabs, opening up fast and reliably. You can now get to the g

! This is just a sample browser that has the ActiveX Components.

January 2013 Page 26 of 103



GUIDE FOR eBIRFORMS
Job Aid for Taxpayers and Accredited Tax Agents

5. Click ‘No Thanks and Continue.’

May we also suggest

Here are some additional downloads to enhance your experience with Microsoft products

File name Size

O
Windows XP (KB2618444)

This update addresses the vulnerability discussed in Microsoft
Security Bulletin MS11-099.

7 \‘ Cumulative Security Update for Internet Explorer 8 for 1.1 MB
T

O !' Microsoft® Windows® Malicious Software Removal Tool 15.7 MB
‘ ~— (KBB90830)

This tool checks your computer for infection by specific,

prevalent malicious software (including Blaster, Sasser, and

Mydoom) and helps to remove the infection if it is found.

Microsoft will release an updated version of this tool on the

second Tuesday of each month.

O Microsoft Office Compatibility Pack for Word, Excel, and 37.0 MB
PowerPoint File Formats

Install this compatibility pack if you would like to open, edit,

and save documents, workbooks, and presentations that were

created in the newer versions of Word, Excel, and PowerPoint.

(? NO THANKS AND CONTINUE

6. Wait until the download is complete.

Download Center

Produds Categories Security Support

[B] eroours srone

e Thank you for downloading

Windows Internet Explorer 8 for Windows XP

H your download does not start after 30 seconds, click here: Start download

G) Instructions

Click the Download button on this page to start the download, or select a different
language from the Change language drop-down st and click Go.

Do one of the following:
+ To start the installation immediately, click Run.
+ To save the download to your computer for installation at a later time, click Save.

* To cancel the installation, click Cancel.

DOWNLOADS  SUPPORT

IE8-WindowskP-x86-E....exe .
B sog.. @
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7. Once complete, click on the .exe file to run it. A message box will appear
asking if you want to run this file. Click ‘Run.’

Open File - Security Warning

Do you want to run this file?

Mame: [ES-WindowskP-x86-ENL, exe

Publizher: Microzoft Corporation
Type: Application
From:  C:\Documents and Settings)INDRADesktop

CF l Fun ] [ Cancel

[v] Abwaws ask before opening this file

While filez from the Intemet can be useful, this file type can
patentially harm vour computer. Only run software from publishers
you trust. What's the risk?

8. Upon clicking ‘Run’, a pop-up window will appear showing the status of the
files being extracted. Wait until extract is complete.

Extracting Files E|

E stracting File: shdocyw. dll
To Directony: d: 0961 2421 4a1 20cchddf
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9. Once complete, choose any of the two options by clicking on any of the
radio button, then click ‘Next.’

£ Install Windows Internet Explorer 8

(- Welcome to Windows Internet Explorer 8

Before you begin, we recommend that vou save your files and close all programs.

Because Internet Explorer 8 will be updating files that might be in use, vou must restart
your computer once setup is complete. This ensures that all files are properly updated and
installation is completed.

O 1 want to help improve Internet Explorer

(&1 do nat want to participate right now
Learn more

[ Mext = ] [ Cancel

10. Upon clicking ‘Next’, you will be presented with the License Terms of the
software. Click ‘| accept.’

£ Install Windows Internet Explorer B

(- Please read the license terms

MICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS

MICROSOFT WINDOWS INTERMNET EXPLORER. 8 FOR
MICROSOFT WINDOWS XP, WINDOWS VISTA, WINDOWS
SERVER 2003, AND WINDOWS SERVER 2008

Microsoft Corporation {or based on where vou live, one of its affiliates) licenses this supplement ta
wou, IF vou are licensed to use Microsoft Windows 5P, Windows Vista, Windows Server 2003, or
wWindows Server 2008 software (For which this supplement is applicable) (the “software™), vou
may use this supplement. You may not use it if vou do not have a license For the software, You
may use this supplement with each validly licensed copy of the software,

E Printable version (’?[ 1 accept ] [ I decline
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11. Click ‘Next.’

4 Install Windows Internet Explorer 8 @

/=

=3

Get the latest updates

(8

Install updates

This will install updates for Windows, Internet Explorer, and the Windows Malicious
Software Removal Tool to help protect your computer against security threats.

The Windows Malicious Software Removal Tool will run during installation to detect
and remove known malicious software.

Learn more about updates online q

[ <Back || met> ][ canca |

12. Wait until installation is complete.

4 Install Windows Internet Explorer 8

Installing Windows Internet Explorer 8...

[ LLLLL ]

Removing a previous version of Windows Internet Explorer...
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13. Make sure to save and close all other programs that are in use. Click
‘Restart now (recommended).” Your computer will automatically restart. After
reboot, the eBIRForms package should be ready to use.

£ Install Windows Internet Explorer B E|

) Internet Explorer has been uninstalled

A previous version of Internet Explorer was rermoved,  after restarting vour computer o
complete remaval and logging in, installation will begin automatically and your computer
will restart again to finish installation.

Agsistive technology software that runs on Windows, such as screen reading software, will
not be able to read the screens that appear while installation is being campleted {after your
computer restarts) because those screens are displayed before the assistive technology
starts.

(?[ Restart now {recommended} ] [ Restart later
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5.5.3. How to Fill up the Parent Screen

e File consists of “Save” and “Exit”

o File >> Save — allows the taxpayer to save his/her profile into the system
o File>> Exit — allows the taxpayer to exit from the system

eBIRForms v0.0.1.5

Government Property Not For Sale

Taxpayer's Name (Last Name, First Name
gi Name (For N i

me For Individual)

|peta cruz. suan salazar

Registered Address:

[16 Atley2 Project 5. Quezon city

Zip Code: Telephone Number:

[t100° 0284583
List of BIR Forms:

k4| Fill-up

b oalN o R -8 e Jre 8

File Name Return Period Date Created

S LT T A s v A

e Help contains the BIR guidelines and instructions for the different forms included
in the eBIRForms Package

eBIRForms v0.00 1 &

m Government Property Hot For Sale 2

ame For Individual)

Taxpayer's Name (Last Name, First Name Mi
Registered Name (For N idual) :

IDe\a Cruz, Juan Salazar

Registered Address:

IWG Alley2 Project . Quezon City

Zip Code: Telephone Number:

W Jo284563
List of BIR Forms:

BIR Form 0605 - Payment Form | - Fill-up

L s\ o A -48 TN /s ¥

File Name Return Period Date Created

T WS, ST T s A

o Help>> Documentary Stamp — consists of help file for BIR Form No. 2000

o Help>> Excise — consists of help file for BIR Form No. 2200A, 2200AN,
2200M, 2200P and 2200T
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o Help>>Income — consists of help file for BIR Form No. 1701Q, 1702Q
and 1704

o Help>> ONETT - consists of help file for BIR Form No. 1606, 1706,
1707, 1800, 1801, 20000T

o Help>> Payment — consists of help file for BIR Form No. 0605, 1600

o Help>> Excise — consists of help file for BIR Form No. 2200A, 2200AN,
2200M, 2200P and 2200 T

o Help>> Percentage — consists of help file for BIR Form No. 2551 M,
2551Q, 2552, 2553

o Help>> Value Added Tax — consists of help file for BIR Form No. 2550Q,
2550M

o Help>> Withholding — consists of help file for BIR Form No. 1600WP,
1601C, 1601E, 1601F, 1602, 1603, 1604CF, 1604E

e Profile contains the information that is usually found in Part | (Background
Information) of the forms. These input fields auto populate their corresponding
fields into the form.

eBIRForms v0.0.1.5

Govemment Propsrty Not For Sae

b B B oo EEl NZED

Taxpayer's Name (Last Name, First Name Middle Name For Individual)
Registered Name (For N ividual)

IDe\a Cruz, Juan Salazar

Registered Address:

[16 atley2 Project 5. Quezon city

Zip Code: Telephone Number:

W 9284563
List of BIR Forms:

| - Fill-up

File Name Return Period Date Created

T | s
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e List of BIR Forms contains a dropdown list of the forms included in the
eBIRForms Package

eBIRForms v0.0.1.5

Government Property ot For saie

Taxpayer's Name (Last Name,
gi Name (For N

ame For Individual)

First Name Middle

|peta cruz. suan salazar

Registered Address:
[16 Atley2 Project 5. Quezon city

Zip Code: Telephone Humber:
o2s4583

List of BIR Forms:

k4| Fill-up

= S /g ¥

File Name Return Period Date Created

T e, LT TN A W

e Fill-Up is also known as the ‘New File’ button, clicking this will direct the user to
the form screen to fill-up a new form

eBIRForms v0.0.1.5

Government Property Hot For Sale

Taxpayer's Name (Last Name, First Name Middle
i Name (For N vidual):

Rl o

[peta cruz. suan satazar

Registered Address:
|16 Alley2 Project 6. Quezon City

Zip Code: Telephone Number:

[t100° 0284583
List of BIR Forms:

v‘ Fill-up '

4N Ay //ad

Return Period Date Created
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e File Name is the file name of the saved ‘Savefile’ in the eBIRForms package that
is retrieved when taxpayer enters the Taxpayer’s ldentification Number and
selects a form from the List of BIR Forms.

eBIRForms v0.0.1.5

Government Property Not For Sale 2/

Taxpayer's Name (Last Name, First Name Middle
i Name (For N v W

ame For Individual)

IDe\a Cruz. Juan Salazar

Registered Address:
IWG Alley2 Project 6. Quezon City

Zip Code: Telephone Number:

W Jo284563
List of BIR Forms:

BIR Form 0605 - Payment Form | ~| Fill-up

Lo\ 48 o dEEN SJai
Return Period Date Created

. ¥ NS TER T s A

e Return Period is the return period of the saved form

e Date Created is the date when the file was created/saved

eBIRForms v0.0.1.5

Government Property Not For Sale |

Taxpayer's Name (Last Name, First Name
i Name (For N ivi

Middle Name For Individual)

|Dela Cruz. Juan Salazar

Registerad Address:
[16 Alley2 Project 6. Quezon City

Zip Code: Telephone Number:

[t100 |oz8ases
List of BIR Forms:

j Fill-up

L oa\\ o AR "= 4 S F/s

LN R R i I
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¢ View allows user to view saved forms

e Delete allows user to delete saved forms

eBIRForms v0.0.1.5

Al

Government Property Not For Sale

Dela Cruz. Juan Salazar

16 Alley2 Project 6, Quezon City

I/ \F B YN\ .

....... Zip Code:
1100 Joze4553
List of BIR Forms:
BIR Form 0605 - Payment Form - Fill-up
File Name Return Period Date Created
c 111111111000-0605-12122012153610 12/12/2012 15:36:10 08/30/2012 15:36:10

14. Fill- up the input fields under the Profile section.
15. Taxpayer ldentification Number is a mandatory field that will be used in

saving the taxpayer’s profile. If the Taxpayer Identification Number is
empty, an error message will appear.

eBIRForms v1.0

16. Select form to be filled up from the List of BIR Forms. Click ‘Fill-up.’

Taxpayer's Name (Last Name, First Name Middle
Registered Name (For Moo individual) :

[peia Cnz. Juan Saazar

[16 Asey2 Project & Quezon Cay
Zip Code: Telephone Number:

frioo fesisss U
List of BIR Forms:

s romosos Pamenian R

(TIN in sample is 111-111-111-000)
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17. Upon clicking the Fill-up button a message box will appear, saying that the
profile entered is successfully saved in the computer.

eBIRForms v1.0

' Background information savedfupdated successfully as ¢ profilef111111111000.xml

| .

ST ——

5.5.4. How to Fill Up a Form

1. Select a form from the list of BIR Forms. Click the Fill-up button.

BIR Form 0605 - Payment Form

BIR Form 1600 - Monthly Retum of Value-Added Tax and Other P ge Taxes Withheld
BIR Form 1600VP - Remittance Retum of Percentage Tax on Winnings and Prizes . Government Property Not For Sale
BIR Form 1601C - Monthly Remittance Retum of Income Taxes Withheld on Compensation
BIR Form 1601E - Monthly Remittance Retumn of Creditable Income Taxes Withheld (Expanded)
BIR Form 1601F - Monthly Remittance Return of Final Income Tax Withheld
BIR Form 1602 - Monthly Remittance Retum of Final Income Taxes Withheld
BIR Form 1603 - Quarterly Remittance Return of Final Income Taxes Withheld
....... BIR Form 1604CF - Annual Information Return of Income Taxes Withheld on Compensation -
BIR Form 1604E - Annual Information Retum of Creditable Income Taxes Withheld
BIR Form 1606 - ONETT Withholding Tax Retum
BIR Form 17010 - Quarterly Income Tax Retum For Seff-Employed Indhiduals, Estates and Trusts
_____ BIR Form 17020 - Quarterly income Tax Retum
BIR Form 1704 - Improperly Accumulated Earnings Tax Retum
BIR Form 1706 - ONETT Capital Gains Tax Return (Seller)
BIR Form 1707 - ONETT Capital Gains Tax Return (Buyer)
BIR Form 1800 - ONETT Donor's Tax Return
BIR Form 1801 - ONETT Estate Tax Return
BIR Form 2000 - Documentary Stamp Tax Declaration/Return
BIR Form 20000T - D Stamp Tax D (one-time
BIR Form 2200A - Excise Tax Retum for Alcohol Products
BIR Form 2200AN - Excise Tax Retum for Automobiles and Non-Essential Goods
BIR Form 22001 - Excise Tax Retum for Mineral Products
BIR Form 2200P - Excise Tax Retum for Petroleum Products
BIR Form 22007 - Excise Tax Retum for Tobacco Products
BIR Form 25500 - Monthly Valus-Added Tax Declaration
BIR Form 2550Q - Quarterly Value-Added Tax Retum
BIR Form 2551Q - Quarterly Percentage Tax Retum
BIR Form 25511 - Monthly Percentage Tax Retum
BIR Form 2552 - Percentage Tax Retum on Stocks

Fill-up

File Name Return Period Date Created

W 7T W B -~ e

_

2. You will be directed to the form screen.

Government Property Not For Sale

-
EIR Form No.

Republiss ng Filpinas
@ bl Payment Form 0605
Kawaninen g Rentas Intermas
Septamber 200%ENCS)
1 Forthe O Calendar O Fiscal 3 Cuarter 4 Due Date (MMDDYYYY) 5 MNo. of Sheets Attached B ATC
2 Yesr Endes ) Cot Coaa Coag Coam 0
03-Mach  ~|[ 2013
Retum Period (MM 0D /
T ‘ 8 TaxType
Part| Background Information
9 Taxpayer ldentification No. [10 r0o code [ 11 Taxpayer Clossiication [12 Line of Businessioocupation
fsg6 [ras 23 Jooo | [oos ~ | cr cw BUSINESS ANALYST
13 (Lost ame, First Nare, Hame for 14 Teiephens Number
JSORIA. LICA HERNANDEZ 9286769
15 Registered Address 16 Zip Code
[7-AROAD 6 PROJECT 6 QUEZON CITY 100
7 Msanner of Payment 18 Type of Payment L
Voluntary Payment Per AuditiDelinquent Account  Installment N
7 self-Assessment ' Preliminary/Final Assess/Deficiency Tax No. of Installment
© Penalties ' Accounts Receivable/Delinquent Acount | Partial Payment.
 Tax DepositfAdvance Payment © Full Payment
€ Income Tax Sacond Installment(individual)
' others(specify)
Partll Computation of Tax
19 Basic TawDepositiAdvance Payment 19 | 0.00
20 Add Peralties
Sumnang Interest Compromise
208 | 0.00 208 | 0.00 20C | 0.00 20D | 0.00
21 Totsl Amount Payable(Sum of tems 19 & 200) 27 000
© Pre-approved by " Not approved by Investigating Office
Validate Edit Sae | Pim | Final Copy
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3. Fill-up all mandatory and necessary fields in the form.

4. Selectan ATC and Tax Type by clicking the radio button.

ATC Description
" FPOL0 FINES AND PEN - ON TAX ON INCOME
I FP020 FINES AND PEN - ON TAX ON TRANSFERS OF PROPERTY
[ FPO30 FINES AND PEN - ON VALUE-ADDED TAX
I FP040 FINES AND PEN - ON OTHER PERCENTAGE TAXES
[ FPO42 FINES AND PEN - ON STOCK TRANS (IP0)
I FPO30 FINES AND PEN - ON EXCISE TAXES
" FpO31 FINES AND PEN - ON EXCISE SPECIFIC
I FPOO FINES AND PEN - ON DOCUMENTARY STAMP TAXES
" FROT0 FINES AND PEN - ON MISCELLANEOUS TAXES
" FRO7L FINES AND PEN - ON ENERGY TAX
I FPO%0 OTHERS FINES AND PENALTIES
C FP100 FINES AND PEN - CAPITAL GAINS
CFPILD FINES AND PEN - ON COMPENSATION
CFP120 FINES AND PEN - ONFINAL
CFP130 FINES AND PEN - ON EXPANDED
CFP14D FINES AND PEN - GOVERNMENT MONEY
P14l FINES AND PEN - WINNING AND PRIZES
CFP130 FINES AND PEN - BANKS AND FINANCIAL INSTITUTION
[ FP160 FINES AND PEN - ESTATE TAX
o Th FINFS ANTVPRN _ IONNARY TAY

5. After filling up the form, the user may do any of the following:
¢ Validate
o Upon clicking the ‘Validate’ button, the system will validate the
mandatory fields. A message box will appear, informing the user
of the input fields that need to be filled out before successful
validation. Click ‘OK’ then fill-out the field identified by the
system.

-

C\Users\maasona\AppDatat\Local\Temp\{492F7389-6913-4DDB-9662-2F65B90... lé]

l . Please enter a valid year on Item 2.

o If validation is successful a message box will be prompted by the
system. Click ‘OK’.

.

CA\Users\maasoria\AppData\Local\Temp\{492F 7389691 3-4DDB-0B62-2F65E50... (S

l . Validation successful. Click on Edit if you wish to modify your entries,
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e Edit
o This command button is only enabled upon successful validation.
o Allows the user to edit the information that has been validated by

the system.

5 | i i i i —

7 [ [ [ | | [

s | [ | [ | | [

o | [ [ [ | | [

10 | [ | [ | | [

Total ’7

Edit Submit Save Print Final Copy

e Save

o Allows the user to save the form in the ‘Savefile’ folder even
without validation occurred.

o Message box will prompt confirming that the form has been
saved with its corresponding filename. The filename is
automatically generated in this format: TIN-Form No.-Return
Period. Sample used below:

= TIN: 987-654-321-000
=  Form No: 1702Q
= Return Period: 2012Q3
rC:\Users\maasoﬁa\hppData\Local\Temp\{492FT389-5913-4DDB-QB-52-ZFESBQU... =)
Y saved successfully as:
P Y savefiIE}'QS?554321000-1?02Q-EUIE@
]
|
e Print
o Upon clicking print button, user will be directed to the print
preview screen of the form to be printed.
5 | | e | | | |
7 [ | [ [ |
s | | we [ [ [
o | | atc | [ [ |
10 | | arc | [ [ [ [
Total [ oo

Validate Save Print

o Go to the Menu Bar and Click on ‘File’

{3 Clsesmasora\AppDataloca Temp (F3TBGEF Ao 4700 B8 FRarob B orme B armdecai -
@ Vo v _ 1IN

oFile Govt

Print

Cancel Print

BIR Form No.

Republika ng Pilipinas 0 6 05
Kagawaran ng Pananalapi
Kawanihan ng Rentas Payment FOI'm

........ September 2003(ENCS)
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o To print the accomplished form click on ‘Print’, and then user will
be directed to the printer options.

{3} CAUsers\maasora AppDatallocalTemp1F27B6EF-AE36 4732-G062-F>28FG618A5C) forma BR Form0etsnea 0 . ... I
File Gove
k}sm
Cancel Print BR Form N
orm No.
Republika ng Pilipinas
Kagavaran ng Pananalapi Pavment Form 0605
.K.?Y'Tman nafinkgs y September 2003(ENCS)

o To cancel print click on ‘Cancel Print’, and then user will be
directed to the Form Screen.

{3} CAUsers\maasora AppDatallocalTemp1F27B6EF-AE36 4732-G062-F>28FG618A5C) forma BR Form0etsnea 0 . ... I
File| oo
Print
A
K}\\bCancel Print BRFom N
orm No.
Republika ng Pilipinas
Kagawaran ng Pananalapl 0605
Kawaninan ng Rentas Payment Form September 2003(ENCS)

e Final copy
o The ‘Final Copy’ command button is enabled only after validation
is successful.

]
7
8
9
1

Total

Edit Submit Save Print Final Copy

6. Upon clicking ‘Final Copy’ a message box will be prompted by the system
that the file is saved and encrypted.

e  Submit Button
o The submit command button is only enabled only after validation
is successful. Clicking this button will direct users to the Log-in
page of the Online eBIRForms System.

Edit Submit Save Print Final Copy
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5.5.5. How to Return to Parent Screen

1. From the form screen go to ‘File’ at the Menu Bar.

Government Property Not For Sale

BIR Form No.
@ o e Payment Form 0605
Kawaninn ng Rentas Intemas
September 200ENCS)
1 Forthe  Calendar © Fiscal 3 Quarter 4 Due Date (MMDD/YYYY) 5 No. of Sheets Attached 6 ATC
2 vesr Ended (UMY Cowm Coa Cow Cn [ | | [ © [
e | | ‘x P —
Part | Background Information
9 Toxpayer to. {10 roocose (11 Texpayer |12 Line of BusinessiOccupation
fis6 [res  [123 [ooo \ 005 ~ \ 1 Cn BUSINESS ANALYST
13 Taxpayers Name (Last Name, First Name, Middle Name for Individuals) /(Registered Name for Non-Individualsh 14 Teigphens Number
[SORIA. LICA HERNANDEZ 9286789
15 Registered Address 16 Zip Code.
[7-A ROAD 6 PROJECT 6 QUEZON CITY 1100
17 Manner of Payment 18  Type of Payment L
Voluntary Payment Per AuditDelinguent Account c F
 self-Assecsment ' Braliminary/Final Assess/Deficiency Tax No. of Instaliment
C penalties ' Accounts Receivable/Delinquent Account ' Partial Payment
" Tax Deposit/Advance Payment ' Full Payment
" Income Tax Second Installment(individual)
" Others(Specify)
Part Il Computation of Tax
19 Basic TawDeposit/Advance Payment 19 | 0.00
20 Add: Penstiies
Surcharge Interest Compromise
204 | 0.00 208 | 0.00 20C | 0.00 20D 0.00
21 Total Amount Payatle(Sum of Htems 19 & 200) n [ 0w
" Pre-approved by Investigating Office " Not approved by Investigating Office
Validate | Eit | s | Sae | Prnt | Final Copy

2. Click ‘File’ then select Main Screen.

© BIR Form No. 0605

~
Government Property Not For Sale —

BIR Form e

@ Copanaran 23 Fanaraast Payment Form 0605

Kawsninen ng Rentes Intemas
September 2002ENT:

1 Forthe  Calendar © Fiscal 3 Quaner 4 Due Date (MWDDAYYYY) 5 No. of Sheets Attached
D Gaa Can | 07| 30| 2012 C
2 vear Engea (MMYYYY) = = = " - — v d
7 Rsturn Pericd (MM / DD/ VYY) 07 | 30 2012 ‘a TaxTvpe RF
Part | Background Information
9 Taxoayer ldentificstion No. |m RDO Code |11 Taxpayer Classificstion 12  Line of Business'Occupstion
i i [ oo | Jose -] L JREAL ESTATE
13 Taxpayers Name (Last Name, First Nams, Middle Nams for Individuals) /(Registsrad Nams for Non-Individus!s) 14 Telepnane Number
|E‘EL- CRUZ, JUAN SALAZAR
15 Registereg Agaress 16 Zip Code b
[16 ALLEY 2 PROJECT 6. QUEZON CITY [1100
17 Manner of Payment 18  Type of Payment

3. Upon clicking ‘Main Screen’, you will be directed to the Parent Screen of the
System.
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5.5.6. How to View or Delete Saved Form

1. Fill-up the Taxpayer Identification Number to be able to retrieve previously
saved profile. Select the applicable form from the List of BIR Forms to be
able to retrieve previously saved files.

eBIRForms v0.0.1.5

Government Property Not For Sale

. . . HEE Exie e "

""""""""""""" Taxpayer's Name (Last Name, First Name Middle Name For Individual) .
i Name (For N B -

IDs\a Cruz. Juan Salazar

Registered Address:

|16 Alley2 Project 8, Quezon City

Zip Code: Telephone Number:
[1100 oz84583
List of BIR Forms:

BIR Form 0605 - Payment Form Fill-up

Lo\ o FFES 48 R Jra a

File Name Return Period Date Created

. T . L TR e s v A

2. Select the file to be viewed or deleted then click on ‘View’ to view saved file
or ‘Delete’ to delete saved file.

eBIRForms ¥0.0.1.5

Govemment Propeny Not For Saie

Dela Cruz, Juan Salazar

JEAVAN I TR MDAV

.......................... o B
[1100 Jo284583
List of BIR Forms:
BIR Form 0805 - Payment Form j Fill-up
File Name Return Period Date Created

G ¢! 111111111000-0605-12122012153610 12/12/2012 15:36:10 08/30/2012 15:36:10

3. Upon clicking the ‘Delete’ button a confirmation message willappear to
confirm the deletion of the selected file. Click ‘OK’ to delete file or ‘Cancel
to cancel file deletion.
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eBIRForms v1.0

\:.:) Are vou sure you want to delete this fle?

(?I ok || cancel

5.6. How to Print and Sign the Form

1. Click on the Internet Explorer Icon to adjust print settings.

2. Find and click the Settings button.

112181 bapfshyahoncomTgzus P BOX )| 0fYahoo Phiigpines

3. Choose print, then click on page setup. A default print setup will be shown.

Print... Ctrl+P Print »
- Print preview... File (2
Page setup. Zoom (100%) 4
‘ ’ , Safety »
! [ Search
View downloads Ctrl+)

Manage add-ons

SIGN IN B F12 developer tools
New here? SignUp | ™| Go to pinned sites
jords &/ Search Internet options

pore Hotel % 6. Cebu City Ho About Intemet Explorer
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4. Click ‘Page Setup’ to be directed to the default window of Page Setup.

~
(Page Setup i, u
[E— _i— i~ )

Paper Options Margins {inches)

Page Size: Left: 0.75

| Letter | Right: p7s

@) Portrait () Landscape Top: 0.75

[ Print Background Colors and Images Bottom: 075

Enable Shrink+o-Fit

Headers and Footers

Header: Footer:

[ Title -| [URL -|

| Empty- -] [Emety- -]

[F‘age # of total pages V] [Date in short format ']

Change font

5. Printer Setting:

o Default Margin must be the minimum settings possible (Left: 0.146
inch, Right: 0.148, Top: 0.14, Bottom: 0.14 inches).

e Check ‘Enable Shrink-to-fit.’

o All headers and footers must be empty.

-
Page Setup
Paper Options {% Margins {inches)
Page Size: Left:  0.146
85013 (Custom) *|  Ret g
@ Portrait (*) Landscape Top: 014

[ Print Background Colors and Images
[¥] Enable Shrink-to-Fit

Bottom: .14

Headers and Footers

Header: Footer:

ey 7] [erey S
[ Enety- 7] [y 7
e "] [Eroy S

6. Click ‘Ok’ after changes have been done.
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7. Go to the specific form to be printed from the eBIRForms Package then click
‘Print Preview’ from the menu bar.

+= CA\Users\maasonia\AppData\Local\Temp\{1F27B6EF-AE3
File

Main Screen

Save

Print Preview

=TT ™M

Exit

'
1 Forthe '  Calend:

2 Year Ended (MMM

s

T Return Period (MM,

Dart 1

8. From the menu bar of the Print Screen select ‘Print.’

{8) CA\Uses\maasori| AppDatalcaNTemp\ LF27B68F-AE36 4792 0062 PS8R 61845 orms B Formtetsrea. 10 . e

File Gon
l f;—' Print

Cancel Print

Renutlia o Fii BIR Farm No.

epublika ng Pilipinas

Kagawaran ng Pananalapi P 0605

Kawanihan ng Rentas d ment FOI'm

Intemnas ’ y Seplember 2003(ENCS)

1 Forne  caenter Fiscal 3 Quarter 4 Due Date (MWDDIYYYY) 5 Ho. of Sheets Afisched BATC

Cia Co Caa Cw [ [ | [ 0

2 ear Ended (MMYYYY)

T Retum Pesiod (MM DD/ YYYY) § TaxType

Partl Background Information
9 Taspayer dentfication No. 10 RDOCode 11 Tarpayer Classification 12 Line cf Business/Occupstion
111 i i i i3 C1 fn aaaa
13 Taxpayer's Name (Last Name, First Name, Middle Name for Individuals) /{Registered Name for Non-Individuals) L) Telephone Number
Lica IZZMEET
15 Repstred Adaress 16 20 Cace
|Quezon City 1100
1 Manner of Payment 18 Type of Payment
Voluntary Payment Per Audit/Delinquent Account € Instalment
© seff-Assessment " prefiminary/Fiel Assess/Defciency Tex No. of Installment
Penalties Accounts Receivable/Delinguent Account " Partal Payment
8 Tax Deposit/ Advance Payment r Full Payment

Income Tax Second Installment({Individual)

8 Others| Seecifz

Nanll A LS
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9. Select a printer, then Click ‘Print.’

- | e ] |
=t Print
| = — "
I General Options I
Select Printer
%Add Printer “/HP Laserjet P2050 SWD
= Fax " IHP Laserlet P3010 Serie
ETHP Taceriet P06 i Microsoft XPS Docume
1 | [0 3
Status: Offline [=] Prirt to file
Location:
o
'l
Page Fange
@ Al Mumber of copies: 1 =
Selection Cumrent Fage
) Pages: 1 Collate I I I
Enter either a single page number or a single _]Jﬂ _2’2 _3’3
page range. For example, 5-12
1
| [ cancel || oph

Note: When printing “Schedule 1” of Excise Tax Return Forms, set the
printing orientation to “landscape.”

1. Click the ‘Schedule 1’ hyperlink.

Flie Govermment Property Not For Saie
SCHEDULE1 __|SUMMARY OF REMOVALS AND EXCISE TAX DUE ON MINERAL PRODUCTS CHARGEABLE AGAINST PAYMENTS
Volume of | Provisional i Foal T
Mineral Removed ActualFair Market Value TaxRate  TaxDue ActualiFair Market Value T ToxDue  Adjusti
et Taxable(A) Exempi(®) Taxable(C) Exempt(0) €%) " Taxable(G) Exempi(H) %) () '
moval | | |
000 0.00) 0.0 0.00/10.00MT] 000 00010 00uT
000 000 000 000 200% 000 0.00] 200%
0.00) 000/ 000 000 200% 000 000/ 200%
000 000 000 000 200% 000 0.0/ 200%
0.00| 000 .00 000 300% 0.00) 0.00] 200%
000 0.00 0.00 000 900% 0.00) 0.00] 0.00%
locally
exvaces)
Others (Please Specify)
I I Volume of Provisional Final |
| Mineral Removed ActualFair Market Value | Taxbue ActuallFair Market Value - Taxbue
ATC Description | Place of Removal | Taxable(A) Exempt(B) Taxable(C) ExemptiD)  (E%) (G} Taxable(G) | Exempti)  (1%) [ |
| | 0.00) 0.00] 0.00 000 0.00| 0.00 000, _0.00)
TOTAL TAX DUE
4 i ’
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)

2. After completing ‘Schedule 1’, click ‘File’, then ‘Print Preview — Schedule(S).
Cp File Help

Maln:Screen OF REMOVALS AN
Save
Print Preview - Form N

Print Preview - Schedule(s)

3. Upon clicking ‘Print Preview — Schedule(s)’ a message box will inform you to
set page orientation to landscape. Click ‘OK.’

& NOTE:

If printing schedules, please set page orientation to landscape.

)

4. Click ‘Preferences.’

Select Printer
% Add Printer B9 HP Laserjet P2050 SWD
Fax 5 HP Laserlet P3010 Serie
8 HP Color LaserJet CP3525 0on192.168414 = Microsoft XPS Docume

< " ol

»
Location: 12 Floor BD Area m

Comment:

Page Range
@Al Number of copies: 1 [ +]
Selection Cument Page

() Pages: 1 [CIColiate

Enter either a single page number or a single _I}l) ‘2_}2] __3}51

page range. For example, 5-12

[ Pint ][ cencel || aoply
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5. Click the ‘Printing Shortcuts’ tab. Set the ‘Orientation’ to ‘Landscape.’

Advanced | Printing Shortcuts | Paper/Quality | Effects | Finishing | Job Storage | Color | Services |

A printing shortcut is a collection of saved print settings that you can select
with a single click.

E

Printing shortcuts:

Factory Defaults m
EcoSMART Settings Paper sizes:
ILetter

Paper source:
| Automatically Select

Pages per sheet:

I 1 page per sheet
Print on both sides:
INo

Paper type:

| Unspecied
Orientation:

| Portrait

Delete

6. Click ‘OK’
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6. How to Use the Online eBIRForms System
6.1. Enrollment

6.1.1. How to Enroll in the System

1. Go to the eBIRForms website (https://ebirforms.bir.gov.ph).

Bureau of Internal Revenue
Republic of the Philippines

Home Login Sign-up Downdond Forms Contact Us FAQs PR Vinbsan

Interactive Forms Announcements

Noms

Download Forms | Contact Us | FAQs

ber. gov.ph 5 under the sup

2. Click on the Sign-up tab.

Bureau of Internal Revenue
Republic of the Philippines

Maome Logm Swgn-up Dowrdoad forms Comact Us FaQs BR Websie

Interactive Forms Announcements

Download Forms | Contact Us | FAQs

2012 Copyrght © bir gov.ph Al fights resenved
ber gov.ph 15 under the supenision of the informabion Systems Group of the Bureau of Intemal Revenue
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3. Acknowledge and agree to the eBIRForms Terms of Service
Agreement (ToSA) by clicking on the check box at the bottom of the
screen. Click “Proceed to Registration”.

w.ph/prodl/portal/portal jsp?

ns Portal [ Update via Registrati... B https://www.google.. [ eFPSHome - eFiling... J JTrac

Bureau of Internal Revenue
Republic of the Philippines

Contact Us 4 BIR Website

eBIRForms Terms of Service Agreement
Thank you for visiting the =BIRForms webpage. By scoessing andior
). herein collectively
w the following terms carefully. |f you do not agree to these Ten .
ur” refer to the Buresu of Internal Revenue or BIR, the legal name of the owner ite. The term "ol = to the taxpayser, tax
agent, tax software provider or any user or v of our site. The Bureau reserves the right to modify these terms or pro: ional terms from
time to time. The continued use of the Service following the posting of amy changes to the Terms of Service constitutes your scoeptance of such

ny part of this website and eBIRForms System (inch the cnline an
cepted to be legally bound by these Terms of Service.
plea: o not use the Se he t2mms "Bursau”,

changes.
1. Deseription of Service

The Service provides you with the f:
returns generated by the third party s

ubmit returns snd pay tae:
filed by the taxpayer and tax

= thereon using the =BIRFoms offline package. It also recaives
ent.

The Service provides you with the following offline and online services:
= downlosd offline tax preparation softwsre packsge

= taxpayer, tax 3gent and tax softwars provider enroliment
* file/submit tax returns and sttachments

D | hereby zgree to be governed by the terms and conditions of the eBIRForms
Online Services Terms of Service Agreement. | hereby alsc acknowledge to have
read and fully understood the said terms and conditions.

Proceed to Registration | [Cai

Download Forms | Contact Us | FAGs

2012 Gopyright © bir.gov.ph All rights reserved.
bir.gowv .ph is under the supervision of the Information Systems Group of the Bureau of Intemal Revenue.
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4. Fill-up fields required® under enrollment.

Bureau of Internal Revenue
Republic of the Philippines

Home Login Signap Download Forms Contact Us FAQs HR Webste

Enroliment

Apphcation Informaton * « Reguired

Taspayer Mentificason Mumber *
.
Appscant Type * & inamoust O Noninanicual
Revenue Oistrict Office * | _ Ploass sect - .
Loe of Business | Occupaton

ticde Lie OF
Ev 1OMETA

Address informason
Vit | Room Rumber ( Floor
Lot # ( fock ¥ | Phase # / Budding
Busding Name
Streat Name
Barangay Hame
Subdrision [ Vitage
Prowinca
Manicipaiay iy
29 Codte
Contact méormation
Email Address Telephoae Mamber *
Format: oois S00-avve

Altermate Emall Addrexs

Caliphone Membar *

Logn Hame ¥

Login Name Bhcurd be s emr § chacsees

2 . ]
Chabenge Guesson Please seled -l

Anwonr *

Confirm Answer *

Proceed

Dowsload Forms | Contact Us | FAQs

2012 Copyight © bie gov ph Al Bighls resened

16 SUPEd3ion of e INTemaion Sestams Group of e Buredu of Itemal Raverss

5. Click “Proceed” button to go to the next screen.

6. A message box will appear asking if the user wants to proceed with
enrollment. System will validate information.

. T
5 The page at https://ebirforms.bir.gov.ph says: ﬁ

Are you sure you want to proceed to enrclment?

QK | Cancel |

2 Required fields are those with red asterisk
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7. Upon successful validation, user will be redirected to the User
Classification page. Put a check on the applicable check box. Click
“Submit”.

Bureau of Internal Revenue
Republic of the Philippines

Home {ogn Sagn-up Download Forms Comtact Us FAQs BIR Website

Apgication "APP-121227-0381" has been creatad.
Piease choose your User Classification if applicable.
TAX AGENT

GPP'Company (If appicable)

Accreditation Number

TAX SOFTWARE PROVIDER

Note: (F you are A0l & tax 0N! Or & tax SORMIWAe DIOVOSr DIease Cick on Suomi

Submit

Download Forms | Coatact Us | FAQs

Bir Qow.ph 5 under

*If validation is unsuccessful, an error message will appear informing
the user that the information he/she provided does not match his/her
information in the ITS Registration. The user will be allowed to
proceed with enroliment, however; he/she will be required to update
his/her information in the ITS-REG.

Your information does not match your information in the
ITS Registration system. You are allowed to proceed but you
are required to update your information in ITS-REG. Please
fill up form ne. 1905 then submit it to your respective RDO.
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8. After submission user will be directed to an instruction screen on what
to do next to be able to activate his/her account.

/\,‘/
Bureau of Internal Revenue zZ
Republic of the Philippines
/A

Home Login Sign.2p Downlost borms Contact Us FAGs IR Wetisne

Accoun Activation instruction

structions:

TaopayeoTax Sotware Provider Indwidus!
Prirt e e-mal enrcoilment noshcation
G0 1o your Revenus Distict Office (RDO)
Prosent 2 Vaka 5 and the primsa e-mak noascation

of your letier of mient

Subat s o

For authorized represertative
Mushonzation Laker

3 05 of principadl

03 0f 180083 eMative

Reminders:

1. In3aual 33 COPOrat 1oparers SNal De 3OWED 10 Sl up 10 3 MEIMUM o IWes (3) User JCCoUNES for B pamcutar TR

2 Fot undics enbes or afiaal person men shal b made oy e ocees requited By kaw 1o e the ratums. Thus lor Somesic conporations

# shall eifher be the Presicent Vice Prasisent ar ofber principal oficers: for artnerships. the managing parier. for jont ventures, the managing head
and foe resident foedign corporalion. the head country manager.

3 The pancipal oficer may 0essgate anrobmant 3na Ahng of relms, Rowsver, an authorzation must be ISsuse by the pAncipal oficers dslepating

encoimant and Ming 10 pAMCulari 0entife ¢ COMOENy Darsonnel

Go 10 Homepage

Dowsload Forms | Contact Us | FAQs

2012 Copyight © bir gov ph Al sights resewd
bir Gow £ &5 UNGW e SUPenEsion of he INfermaaon Systams Groue of Be Bursay of itamal Rivinus

Account Activation

I.  Go to your respective RDO Office and present account activation
requirements to the Taxpayer Service Section.

Account Activation Requirements:
If you are enrolling as a:

A. Taxpayer — Individual
1. Printed e-mail enroliment notification
2. 2Valid IDs
3. Letter of Intent

B. Taxpayer — Non-individual
1. Printed e-mail enrollment notification
2. 2 Valid IDs
3. Letter of Intent
4. Board Resolution authorizing any of the two (2) officers
designated to file the return under Section 52 (A) of the
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Tax Code (President of other principal officer and
Treasurer or Asst. Treasurer of the Corporation)

C. Taxpayer and Tax Agent — Individual
1. Printed e-mail enroliment notification
2. 2 Valid IDs
3. Letter of Intent
4. Tax Agent Authorization Letter signed by the client
taxpayer
5. Copy of Certificate of Accreditation

D. Taxpayer and Tax Agent — Non-individual

1. Printed e-mail enroliment notification

2. 2 Valid IDs

3. Letter of Intent

4. Tax Agent Authorization Letter signed by the client
taxpayer
Copy of Certificate of Accreditation
Board Resolution authorizing any of the two (2) officers
designated to file the return under Section 52 (A) of the
Tax Code (President of other principal officer and
Treasurer or Asst. Treasurer of the Corporation)

o a

E. Taxpayer and Tax Software Provider — Individual
Printed e-mail enroliment notification
2 Valid IDs
Letter of Intent
TSP Application Form
Copy of BIR Registration
Copy of Registration Fee Payment
Certification from System Documents
a. Application name and software use (development
and database)
b. Functional description (modules)
c. Back-up and archiving procedure

NogohsrwbdhE

F. Taxpayer and Tax Software Provider — Non-individual

Printed e-mail enrollment notification

2 Valid IDs

Letter of Intent

TSP Application Form

Copy of BIR Registration

Copy of Registration Fee Payment

Certification from System Documents
a. Application name and software use (development

and database)

b. Functional description (modules)
c. Back-up and archiving procedure

8. Board Resolution authorizing any of the two (2) officers
designated to file the return under Section 52 (A) of the
Tax Code (President of other principal officer and
Treasurer or Asst. Treasurer of the Corporation)

NookrwdE

G. Taxpayer, Tax Agent and Tax Software Provider — Individual
1. Printed e-mail enrollment notification
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January 2013

2 Valid IDs
Letter of Intent
Tax Agent Authorization Letter signed by the client
taxpayer
Copy of Certificate of Accreditation
TSP Application Form
Copy of BIR Registration
Copy of Registration Fee Payment
Certification from System Documents
a. Application name and software use (development
and database)
b. Functional description (modules)
c. Back-up and archiving procedure

Pwn

©CoNoO

H. Taxpayer, Tax Agent and Tax Software Provider — Non-
individual

Printed e-mail enrollment notification

2 Valid IDs

Letter of Intent

Tax Agent Authorization Letter signed by the client

taxpayer

Copy of Certificate of Accreditation

TSP Application Form

Copy of BIR Registration

Copy of Registration Fee Payment

Certification from System Documents
a. Application name and software use (development

and database)

b. Functional description (modules)
c. Back-up and archiving procedure

10. Board Resolution authorizing any of the two (2) officers
designated to file the return under Section 52 (A) of the
Tax Code (President of other principal officer and
Treasurer or Asst. Treasurer of the Corporation)

PwnE

©CoNoO

*If you have an authorized representative, representative should also
present the following:

a. Authorization Letter

b. 2 valid IDs of authorized representative

Reminders:

1. Individual and corporate taxpayers shall be allowed to enroll up to a
maximum of three (3) user accounts for a particular TIN.

2. For juridical entities or artificial persons, enroliment shall be made by
the officers required by law to file the returns. Thus, for domestic
corporations, it shall either be the President, Vice President or other
principal officers; for partnerships, the managing partner; for joint
ventures, the managing head; and for resident foreign corporation, the
head country manager.

3. The principal officer may delegate enroliment and filing of returns,
however, an authorization must be issued by the principal officers
delegating enrollment and filing to particular/identified company
personnel.
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Il. RDO Officer will activate account of the user.
1. Enrollee will receive an email from BIR containing his default account
username and password.
9. Upon receipt of the eBIRForms system-generated e-mail, log in to the

system using the account username and password provided in the e-
mail. Go to the eBIRForms home page and click on the Login tab.

/\‘/
Bureau of Internal Revenue 3
Republic of the Philippines s
/A

%
g
Home Logmn Swgm up Downioad forms Contact Us FAQs BR Webste

Secured Government Login Portal

Username

Remember user name Loghs

Sign Up | Forgat your password?

Download Forms | Contact Us | FAQs

opyTight & bir gov ph All Nghts resened
bir.gov.ph 15 under the supe! { the information Systems Group of the Bureau of Intemal Revenue

10. Upon initial log-in, user is required to change his/her password.
Ensure that password guidelines are followed.

Create New Password Submit

Fod securily reasons please chooss A new pasawornd Redl = Requered Information
Hew Password
Verify Hew Password
Fassword Reguirements Fazswords must be al lea=18 characiess long
Passwords mustinclude al least 1 nor-aiphabelical charace

Passwords are case-sensiive

Subimit

Password Guidelines:

e Passwords should be at least 8 characters long.

e Passwords should contain both upper and lower case alphabetic
characters (e.g., a-z, A-Z)

e Passwords should have numeric and special characters (e.g., 0-9,
l@#$%N&*()_+|~-=\"{}{]:";'<>7?,./))

o Passwords should not be a word in any language, slang, dialect,
jargon or commonly used words

o Passwords should not be based on personal information (birthday,
addresses, phone numbers, etc.), names of family members, friends,
relations, colleagues or any other information attributable to the user.
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e Passwords should not be computer terms and names, commands,
sites, companies, hardware, software.

o Passwords should not be a word or number patterns like aaabbb,
gwerty, zyxwvuts, 123321 and so on

e Passwords should not be a word spelled backwards.

6.1.2. How to Update User Profile

1. Go to the eBIRForms website (https://ebirforms.bir.gov.ph).

Bureau of Internal Revenue
Republic of the Philippines

Home Login Sign-up Dowrdond Farms Contact Us FAQs PR Vinbsan

Interactive Forms Announcements

Download Forms | Contact Us | FAQs

opyght © bir. gov.ph AR fig
br. gov.ph 15 under the supe  the informabion Systems of the Bureau of Intemal Revenue

2. Click on the Login tab. Input account username and password.

/\“/
Bureau of Internal Revenue —
Republic of the Philippines ~
/\

%
Home Logmn Swgm-up Download forms Contact Us FAQs BR Webste

Secured Government Login Portal

Username
LW
Rememoer user name Logn
Sign Up | Forgot your password?

Download Forms | Contact Us | FAQs

2012 Copyright & bir gov. ph All fights resened

b gov.ph 15 under the supenision of the information Systems Group of the Bureau of Intemal Revenue
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3. User will be redirected to the eBIRForms Home Page.

RERFOTY Wcalicalica (Lica Mernandez Sora) Tax Software Provider &t BR Onine Interactive Forme

Republic of the Phillppines

= User Information

i ame Lica

4. Click on “Update User Profile” under the Sidebar.

éBiRForms

Bureau of Internal Revenue
Republic of the Philippines

Sidebar
|E: Interactive Forms

= Main Menu
My Profile
Change Password
Update User Profile
Update User Role
Enroll More Users

# Taxpayer

[# Tax Software Provider

= User Information

First Name: Lics
Middle Name: Hernandez

https://ebirforms.bir.gov.ph/prodl/m/main.jsp?pageld=265979&tabld=20447 &app...

January 2013 Page 58 of 103

Bureau of Internal Revenue eMalnManu o Taxpayer s Tax Software Provider



GUIDE FOR eBIRFORMS
Job Aid for Taxpayers and Accredited Tax Agents

5. Update information that needs to be updated. Click “Save”.

s Lica Hermandez Soris | Us: %

L X fi B hitps//ebirforms.birgov.ph, 3 2 §=12 aQ =
1| Rollbase Philippines AlMresca ) eBRForms Portal Update via Registrati... htps: fwvrw.goegle. €FPS Home - efiling... J[ Mrac
et orms

@j Bureau of Internal Revenue
Republic of the Philippines

Atermate Email Address

() (el
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6.1.3. How to Change Password

1. Go to the eBIRForms website (https://ebirforms.bir.gov.ph).

Bureau of Internal Revenue
Republic of the Philippines

Maome Logm Swgn-up Dowrdoad forms Conlact Us faQs BR Websie

Interactive Forms Announcements

Download Forms | Contact Us | FAQs

yrght © Bir. gov.ph Al fig d
ber gov.ph 15 under the sup of the informab ms e Bureau of Intermal Revenue

2. Click on the Login tab. Input account username and password.

Bureau of Internal Revenue
Republic of the Philippines

Home Logmn Sign up Download forms Contact Us FAQs BR Webste

Secured Government Login Portal

&

Username
Passwore.

Remember user name Logm
Sign Up | Forget your password?

Download Forms | Contact Us | FAQs

yright & bir gov. ph Al rights resenved

bie. gov.ph 15 under the supems @ Information Systems Group of the Bureau of Internal Revenue
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3. User will be redirected to the eBIRForms Home Page.

« X A & hups//ebirformsbir.gov.ph 1 t =
@ || Rollbase Philippines || Alfresco (&) eBIRForms Portal Update via Registrati... [ https://www.google... €FPS Home - efiling... Ji ITrac

g Neakicalica (Lica Hemandez Sora) Tax Software Frovider st BR Onine iferaciie Forms

Bureau of Internal Revenue «Maln Menu o Taxpayer e Tax Software Provider
Republic of the Philippines

oy Protie
[ —
Update User protie
Updste User Roke
Envol Hore Users
® Taxpayer

# Tax Software Provider

S User Information

4. Click on “Change Password” under the Sidebar.

Qrzaas-

<« X ff |8 https://ebirforms.bir.gov.ph/prodl/m/mainjsplappld=15867&tab

() || Rollbase Philippines [ Alfresco  (g) eBIRForms Portal [ Update via Registrati... [} https://ww

eBIRForms

Bureau of Internal Revenue
Republic of the Philippines

Sidebar
|E Interactive Forms
= Main Menu
My Profile
| Change Password
Update User Profile
Update User Role
Enroll More Users
Taxpayer

Tax Software Provider

= User Information

First Hame: Lica
Middle Name: Hernandez

Last Name: Soris

https://ebirforms.bir.gov.ph/prodl/m/main.jsp?pageld=185381 &tabld=20447 &ap...
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5. Input current password and new password. Click “Save”.

Nealicalica (Lica Hemandez Sore) Ta:

Bureau of Internal Revenue
Republic of the Philippines

toractve Forma Change Password

Passwords must e atleast 8 characters long

Taxpay Password Requirements  Passw SLINCIUGe At least 1 NUMENC of SPecial Character
288 casi-sensitve
Tax Agent
Tax Sattware Provide
Notihcabons

This is @ sample nobfication!
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6.1.4. How to Update User Role

1. Go to the eBIRForms website (https://ebirforms.bir.gov.ph).

Bureau of Internal Revenue
Republic of the Philippines

Maome Logm Swgn-up Dowrdoad forms Conlact Us faQs BR Websie

Interactive Forms Announcements

Download Forms | Contact Us | FAQs

Copymght & bir.g
ber gov.ph 15 under the sup of the Information S

Bureau of Internal Revenue
Republic of the Philippines

Home Logmn Sign up Download forms Contact Us FAQs BR Webste

Secured Government Login Portal

Username

Passwore.

Remember user name Logm
Sign Up | Forget your password?

Download Forms | Contact Us | FAQs

yTight & bir gov. ph All Nghts resened

bie. gov.ph 15 under the supems @ Information Systems Group of the Bureau of Internal Revenue

3. User will be redirected to the eBIRForms Home Page.
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« TaxAgent e Tax Software Provider

Bureau of Internal Revenue oManMeny  » Taxpayer
Republic of the Philippines

= Notifications

This i 3 sample notincasen!

4. Click on “Update User Role” under the Sidebar.

Bureau of Internal Revenue
Republic of the Philippines

= Inmteractive forms
= Man Menu

My Profile
Change Password
Updale User Profie
Update User Role
Enrofl More Users

& Taapayer

# Tax Agent

# Tax Software Provider

= Notifications

This 5 3 sample notificaion!
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5. Click on the applicable check box. If user if registering as a Tax Agent,
user must have the correct Tax Agent Accreditation Number. Click

“Save”.

Bureau of Internal Revenue eMANMSNY o Taxpsyer eTaxAgent e Tax Software Provider
Republic of the Philippines

it User: Lica Hernandez Soria LM
top
Y] TAX AGENT
GPPCompany (f apphcable) |
1234
U] TAX SOFTWARE PROVIOER
save | [ Cancel

Notificabons

This Is @ sample natihcation
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6.1.5. How to Enroll More Users

1. Go to the eBIRForms website (https://ebirforms.bir.gov.ph).

Bureau of Internal Revenue
Republic of the Philippines

Maome Logm Swgn-up Dowrdoad forms Conlact Us faQs BR Websie

Interactive Forms Announcements

Download Forms | Contact Us | FAQs

yrght © Bir. gov.ph Al fig d
ber gov.ph 15 under the sup of the informab ms e Bureau of Intermal Revenue

2. Click on the Login tab. Input account username and password.

Bureau of Internal Revenue
Republic of the Philippines

Home Logmn Sign up Download forms Contact Us FAQs BR Webste

Secured Government Login Portal

&

Username
Passwore.

Remember user name Logm
Sign Up | Forget your password?

Download Forms | Contact Us | FAQs

yright & bir gov. ph Al rights resenved

bie. gov.ph 15 under the supems @ Information Systems Group of the Bureau of Internal Revenue
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3. User will be redirected to the eBIRForms Home Page.

@ 1| BRForms

g C fi £ https//ebirforms.bir.gov.ph, =
@1 PP Alfresco @ Ip B httpss/wy i €FPS Home - efiling... Ji /Trac
eBIRForms

licalicalica (Lica Hernandez Sors) Tax Software Provider at BR Onine Interactive Forms

Bureau of Internal Revenue eMainMenu e Taxpayer e Tax Software Provider
Republic of the Philippines

Sidebar

Enroll More Users
 Taxpayer

% Tax Software Provider

= User Information
First Hame: Lics

Middle Name: Hacnarsez

4. Click on “Enroll More Users” under the Sidebar.

V@ o Aw S

&« C A 8 https://ebirforms.bir.gov.ph/prodl/m/mainjsp?appld=15867&t:

{%} | | Rollbase Philippines [ Alfresco {%} eBIRForms Portal | Update via Registrati... E hittps:/fw
eBIRForms

Bureau of Internal Revenue
Republic of the Philippines

Sidebar
= Interactive Forms
= Main Menu
My Profile
Change Password
Update User Profile
Update User Role
Enroll More Users
[# Taxpayer

Tax Software Provider

= User Information

First Name: Lica
Middle Hame: Hernandsz

Last Name: Soriz

https://ebirforms.bir.gov.ph/prodl/m/main.jsp?pageld=358687 &itabld=20447 &lap...
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5. Input required information. Click “Save”.

y JL rec %Y @ | User | Rollbase Philippin: %
« (- ebirforms.bir.gov.ph o =
|| Rollbase Philippines Affresce @) eSIRForms Portal | See All
Mcalicalica (Lica Hemandez Sora) Tax Agert & Tax Software Provder at SR Ooime interactive forms.
Bureau of Internal Revenue eMUNMONU eTaxpaer STAKAGNt @ Tax Software Provider
Republic of the Philippines
Sidobar Enroll More Users fovn

Enroliment Detaits * - Roquired

Notfications

This is 3 sample notacation!

6. After submission user will be directed to an instruction screen on what
to do next to be able to activate his/her account.

7. Go to RDO Office and present all needed documents to Responsible
Person.

8. Once approved, a notification e-mail will be sent to the enrolled user.
The e-mail will contain the account username and password.

January 2013 Page 68 of 103




GUIDE FOR eBIRFORMS
Job Aid for Taxpayers and Accredited Tax Agents

6.1.6. How to Deactivate Enrolled Users

1. Go to the eBIRForms website (https://ebirforms.bir.gov.ph).

Bureau of Internal Revenue
Republic of the Philippines

Maome Logm Swgn-up Dowrdoad forms Conlact Us faQs BR Websie

Interactive Forms Announcements

Download Forms | Contact Us | FAQs

yrght © Bir. gov.ph Al fig d
ber gov.ph 15 under the sup of the informab ms e Bureau of Intermal Revenue

2. Click on the Login tab. Input account username and password.

Bureau of Internal Revenue
Republic of the Philippines

Home Logmn Sign up Download forms Contact Us FAQs BR Webste

Secured Government Login Portal

&

Username
Passwore.

Remember user name Logm
Sign Up | Forget your password?

Download Forms | Contact Us | FAQs

yright & bir gov. ph Al rights resenved

bie. gov.ph 15 under the supems @ Information Systems Group of the Bureau of Internal Revenue
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3. User will be redirected to the eBIRForms Home Page.

@ || eBRForms. x

€ C & & nhitps//ebirforms.ir.gov.ph/prodl/m/mainjsp?appld=15867&tabld=2044
Al pines [ Alfresco & ) Update via Registrati.. [5] hitps://wwnw.google.. | eFPS Home- efiling... JL Trac
g licslicaica (Lca Hemandez Sors) Tax Software Srovier at SR Onine nteractie Forms

Bureau of Internal Revenue «Main Menu e Taxpayer e Tax Software Provider
Republic of the Philippines

Sidebar

|5 oteractve Forms.

= s tena
| oeone
Change Passwora
Updste User Profiie
updste user Roie
Enroll Hore Users
& Taspayer

 Tax Software Provider

= User Information
First Mame: Lics
Middle Mame: Hermsndez

LastNiame: S

4. Click on “My Profile” under the Sidebar.

&« C A O htips:;//ebirforms.bir.gov.ph/prodl/m/mainjsp?appld=15867&

@-} | | Rellbase Philippines | Alfresco @-} eBIRForms Portal | Update via Registrati... E https:/,

eBIRForms

Bureau of Internal Revenue
Republic of the Philippines

Sidebar
|EI Interactive Forms
= Main Menu
| My Profile
Change Password
Update User Profile
Update User Role
Enroll More Users
Taxpayer

Tax Software Provider

= User Information

First Name: Lica
Middle Hame: Hernandez

Last Hame: Scriz

https://ebirforms.bir.gov.ph/prodl/m/main.jsp?pageld=34704 Sitabld=20447 &appl...
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5. Click on the “Users Enrolled” tab.

icalicalica (Lica Hemandez Soris] Tax Agent & Tax Seflwae Provider st BR Onine hiaractie Forme

Bureau of Internal Revenue eMalnMenu o Taxpayer s TaxAgent e Tax Software Provider
Republic of the Philippines

Sevw User: Lica Hernandez Soria
S interactive Forms
ERTT Useriafo  Users Enrolled My Valid Form Types
Wy Profie All Active Users
Active Users 12012
Change Password
User Name Last Login Time Updated At
Update User Profile
Tag as mactive maysoria 1200372012 1129 A 0110222013 06:03 P
Updata esr Role Tag as Inactive user101 01022013 06:03 P

Enroll More Users
All Inactive Users.

® Taxpayer Inachive Users None
® Tax Agent No records o displa

# Tax Sottware Provider
= Notifications

This is 2 sample nofificasion!

6. Click the “Tag as Inactive” link opposite the user name of the user you
wish to deactivate.
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6.1.7. How to View Page of Valid Form Types

1. Go to the eBIRForms website (https://ebirforms.bir.gov.ph).

Bureau of Internal Revenue
Republic of the Philippines

Home Login Sign-up Dowrdond Farms Contact Us FAQs PR Vinbsan

Interactive Forms Announcements

Download Forms | Contact Us | FAQs

2012 Copynght & bir gov.ph Al ights resenved
br. gov.ph 15 under the supenision of the informabion Systems Group of the Bureau of Intemal Revenue

2. Click on the Login tab. Input account username and password.

Bureau of Internal Revenue
Republic of the Philippines

Secured Government Login Portal

.

Username

Remember user name Logm
Sign Up | Forgot your password?

Download Forms | Coatact Us | FAQs

TIght & bir. ge nigh wna

bir.gov.ph 15 under the sup! @ Information Syste! p of the Bureau of Intemal Revenue
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3. User will be redirected to the eBIRForms Home Page.

@& || eBRForms x

€ > C f Gnips

Alfresco @) eBIRForms Portal

ebirforms.bir.gov.ph 2 2ppld= d=204%
8 jiToRemc ptyencs [ [} Update via Registrat.. [EJ hitps://www.google-.. [ eFPSHome - efiling... Ji JTrac

eBIRForms.

Main Menu e Taxpayer

Bureau of Internal Revenue
Republic of the Philippines

Sidebar

 Tax Software Provider

= User Information

First lame: Lics
Middie Name: “ersnze:

LastName: Scris

hitps://ebirforms bir.gov.ph/prodl/m/mainjsp?p

4. Click on “My Profile” under the Sidebar.

r@ | | eEIRForms
&« C A |G httpsy

licalicalica (Lics Hemandez Soris) Tax Software Provider at R Onine Interacte Forms.

@ Tax Software Provider

Awm__ e

/ebirforms.bir.gov.ph/prodl/m/main,)sp?appld=15867&

@-} | | Rellbase Philippines | Alfresco @-} eBIRForms Pertal |7 Update via Registrati... E https:/,

eBIRForms

Bureau of Internal Revenue
Republic of the Philippines

Sidebar
|E| Interactive Forms
= Main Menu
| My Profile
Change Password
Update User Profile
Update User Role
Enroll More Users
Taxpayer

Tax Software Provider

= User Information

First Name: Lica
Middle Hame: Hernandez

Last Hame: Scriz

https://ebirforms.bir.gov.ph/prodl/m/main.jsp?pageld=34704 Sitabld=20447 &appl...
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5. Click on the “My Valid Form Types” tab.

Sidebar
= Interactive Forms
 Main Meny
My Profile
Change Password
Update User Profile
Update User Role
Enroll More Users
W Taxpayor
® Tax Agent

W Tax Software Provider
= Notifications

This Is a sample notification!

January 2013

Bureau of Internal Revenue

Republic of the Philippines

User: Lica Hernandez Soria

User Info  Users Enrolled My Valid Form Types

My Valid Form Types
Form No.
0805-Sep2003
1800-S0p2005
1600WP-Jan2010
1801C-Jul2008
1601E-Sep2007
1601F-Sep2005
1802-Aug2001
1603-Nov2004
1604CF-Jui2008
1804E-Jul1099
1606-Jul1999
1701Q-Jui2008
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6.2. Filing
6.2.1. How to Assign Tax Agent

1. Click TAXPAYER Main Menu Link to show sub-modules under it.

2. Click on ASSIGN TAX AGENT link to access Assign Tax Agent Main
Screen.

Rollbase Philippines

licalicalica (Lisa Hemandez Soris) Tax Agent & Tax Software Provider at IAF_DEV

Bureau of Internal Revenue

@ Main Menu @ Taxpayer @ TaxAgent @ Tax Software Provider
Republic of the Philippines

& Main Menu
Hy Profile
Change Password

Update User Role

Party Application

3. Enter TIN of Tax Agent you want to assign.

4. Click on SEARCH button, system should return Tax Agent with TIN
associated to the one entered.

golese Pilopincs alvinkenong_test (Alin Kenneth Tan Ong) Tax Agent & Tax Software Provider at IAF_DEV

Bureau of Internal Revenue

@ Main Menu e Taxpayer e TaxAgent e Tax Software Provider
Republic of the Philippines

= Sidebar Assign Tax Agent Search

& Interactive Forms.

Search Tax Agents

@ Main Menu
500-718-158-000]
& Taxpayer Taxpayer Identification Number

Format: ##k-#kb-skb-sk4
Assign Tax Agent

EDes
List of Tax Agents

Remove Tax Agents

@ File Tax Returns
® Tax Agent

@ Tax Software Provider
= Notifications.

This is a sample notification!
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5.
Tax Agent. System should
clicked.

Rollbase Phiippines

Bureau of Internal Revenue
Republic of the Philippines

Search

Search Tax Agents

Taxpayer identification Number

Assign Tax Agent
Listof Tax Agents.

Search Results

Search Results

jser Hame
= Notifications

This is a sample notiication!

Rex Paul TA1 Recoter

Click on the ASSIGN TAX AGENT button to assign record as your

show confirmation page once button is

alvinkenong_test (Ahn Kenneth Tan Ong) Tax Agent

ntification Number equals 500-718-158-000

6. Click on the SAVE button to confirm action.

Rofibase Phiippines.

eMainMenu e Taxpayer e TaxAgent e Tax Software Provider
Search | [[Clear |
first Hame Middie Name ast lame Taxpaver identification Humber
Rex Paul a1 Recoter 500718-158.000
' 8T €
fain Menu o Taxpayer e TaxAgent e Tax Software Provider

Bureau of Internal Revenue
Republic of the Philippines

New Request

Assignment information * -

Tax Agent

Notifications

This is 2 sample notification!

.....

Rex Paul TA1 Recoter

7. Once SAVE button is clicked, system will go back to Results page and
display a message saying that request has been created. System will
also send an email to the chosen Tax Agent to inform them of
taxpayer’s request for association.

Note: If Tax Agent does not confirm association within 10 days,
system will cancel request and deny the association.

= Sidebar

Search

ive Forms.
Search Tax Agents

 Main Menu

S Taxpayer Taxpayer Identification Number

[N —

Assign Tax Agent
List of Tax Agents

Remove Tax Agents Search Results

@ File TaxReturns T T

® Tax Agent All Available Tax Agents 1-1 of 1

& Tax Software Provider

o

User Name

= Notifications Rex Paul TA1 Recoter

This is a sample notification!

Search for. Taxpayer |dentification Number equals 500-718-158-000

Search
First Name Middle Name Last Name Taxpayer Identification Number
Rex Paul TA1 Recoter 500-718-158-000

I Request “[12/15/2012 03:00 PM] - Alvin Kenneth Tan Ong" has been created. I

January 2013
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6.2.2. How to Remove Tax Agent

1. Click TAXPAYER Main Menu Link to show sub-modules under it.

2. Click on REMOVE TAX AGENT link to access sub-modules Main
Screen.

Rollbase Philippines

licalcalica (i Hermandez Sara) Tax Agent & Tax Software Provider at IAF_DEV.

Bureau of Internal Revenue oMainMenu ® Taxpayer @ TaxAgent e Tax Software Provider
Republic of the Philippines

Fill Using 3rd

Party Application

3. Click on REMOVE TAX AGENT button to start process of
disassociation.

4. When REMOVE TAX AGENT button is clicked, system will display
confirmation page.

Rollbase Philippines.

licalicalica (Lica Hemandez Soria) Tax Agent 8 Tax Software Provider at IAF_DEV 1
Bureau of Internal Revenue o MainMenu o Taxpayer o TaxAgent @ Tax Software Provider
Republic of the Philippines
Sidebar Remove Tax Agent
& Interactive Forms
s
Tespayers Asocisons 12612
@ T Assosiaton G Tax Agent sttis
i Tox gent
e — ELAIE GAZMEN TALOSIG prone o ELAIE GAZMEN TALOSIG Asigned
it ot Tax gents
T Avin Kemneth Tan Ong prese— Avin Kemneth Tan Ong e

@ File Tax Returns
# Tax Agent

 Tax Software Provider
= Noifications

This is & sample notficaticn!

5. Click on SAVE button to confirm disassociation to chosen Tax Agent.
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6. System should open a new dialogue asking if user is sure of chosen
action, if user clicks the OK button system will go back to REMOVE
TAX AGENT main screen and display a message. (See next slide for
message).

TaxAgent | Alvin Kenneth Tan Ong

Message from webpage =)

|o| Are you sure you want to delsts the sslected Tax Agent from your list?

7. Message: Action “Remove Tax Agent” has been performed on “Name
of Tax Agent”

Remove Tax Agent

Associated Tax Agents

Taspayars Awsiaions: 11 of
S Assoctaton tazoarer Tax Agens siast
g Assosistion o Tas Agent
ELAIE GAZMEN TALOSIG Lica Hamandaz soria ELAINE GAZNEN TALOSIG resignas
Toxtgent
Tax Sofars Provid
Notica
Thisis s sampla rcfcaion!
I Action "Remove Tax Agent” has been performed on "Alvin Kenneth Tan Ong", I
| i —

8. Email will be sent to Tax Agent informing them that taxpayer has
chosen to severe their association to each other.
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6.2.3. How to Allow Tax Agent Permission on BIR Forms
1. Click TAXPAYER Main Menu Link to show sub-modules under it.

2. Click on LIST OF TAX AGENTS link to access sub-modules Main
Screen.

Roilbase Philippines ealicaiea (Lsa Hemsndz Sor) Tax Agent & Tax Softure Srovicer 3 (47 D5V

Bureau of Internal Revenue

eMainMenu o Taxpayer o TaxAgent Tax Software Provider
Republic of the Philippines

Farty Aoolication

3. System will show all Tax Agents associated to taxpayer on main page
along with the status of the association.

4. To assign a particular form to a Tax Agent, click on the name of the

Tax Agent to display screen allowing Tax Agent access to BIR Forms
the taxpayer is registered to in ITS.

Bureau of Internal Revenue

© MainMenu o Taxpayer e TaxAgent e Tax Software Provider
Republic of the Philippines.

Tax Agents

Associated Tax Agents

Wain b
Taxpayers Associstions 1-5.0f 5
oo Association Status 4
A 0 Tax Ag
ELAINE GAZNEN TALOSIG Assigned
Aoprone Sessassan For Delstion Approval
Alvin Kenneth Tan Ong Removed
Angelica Hernandez Soria Removed
Repr of a Taxpayer
ELAINE GAZNEN TALOSIG Removed
Pending Requests
Notifications
Taxpayer's Pending Requests
This s 3 sample notfication!
Tax Agent Date sent” Days Before Request will Lapse Status Actions

Assooistion to Tax Agent

[12/11/2012 02:08 PM] - Lica Hernandez Soria Alvin Kenneth Tan Ong 12112012 & For Gonfirmation

5. Click on the EDIT icon to enable assigning of BIR Forms to the
chosen Tax Agent.
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6. Choose forms you wish to allow Tax Agent to file for you.

Rollbase Philippines

licalialica Tax Agent & Tax atla_DEV

Logout

Bureau of Internal Revenue

MainMenu e Taxpayer  TaxAgent e Tax Software Provider
Republic of the Philippines

Association: ELAINE GAZMEN TALOSIG

Status  Assigned

F
Oate of Represenaion 127112012 (EditForms

Assignment nformation

® Tax Software Provider
S Notfications TaxAgentInquiry  ELAINE GAZVEN TALOSIG TaxAgentTIN 208875758000

List Of Assigned Forms.
This is a sample noification!

08055292003

16005602005

1800WP-Jan2010

1601C-1u12008

7. Click on SAVE button to confirm choices.

[0 20000T-Junz008

[F] 2z004-May2008

[ 2300AN-Cot2002

[0 2200M-Cet2002

[ 2200P-sep2005.

[F] 2z00T-May2008

2550M-Fe82007

[[] 25500 Feb2007

2851M-52p2005

2551Q-F2b2002

FEELTITEES

[ 2853-Jur1399
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6.2.4. How to File Offline to Online

1. Select and fill up offline form.

2. Click VALIDATE button.

Goverment Property Not For Sale.

Repubiia ng Pilipinas
Kagswaran ng Pansnalzgi
Kewanihan ng Rentas Internas

0605

Payment Form

3 Quarter
Cuwm Com C

1 Forthe = Calendar ' Fiscal

2 Year Endea (v rY)

12 - December ~. 2012

641C

w O [Froio

1 0 5 o
04 04] 2012 ‘ 0

7 Retum Pesiod (MM /DD /
Yo

[ wul  w] =m

‘3 TaxTipe

Part]

Background Information

'9 Taxpayer Idenification No.

[ 11 Taxpayer Classification [12 _Line of BusinessiOcupation

10 RDO Code
fise [rs9  [123 [ooo 005

‘ 1 CnN INFORMATION TECHNOL

Name for 1°

13 Texpayers Name (Last Neme, First Name, Middle Name

JDELA CRUZ, JUAN 6785432
15 Registered Address 16 zip Goce.

[67 PUROK § BRANGAY MASLANG, QUEZON CITY i1
17 Manne of Payment 18 Typs.of Payment

Voluntary Payment Per AuditDelinquent Account © Instaliment

@ Self-Assessment ' Preliminary/Final Assess/Deficiency Tax No. of Installment
© panalties ' Accounts Receivable/Dalinquant Account  { Partial Payment
€ Tax Daposit/Advance Payment & Full Payment
' Income Tax Second Installment(Individual)
©others(speciy)
Part i Computation of Tax

19 Basic TaxDepositAdvance Psyment
20 Add: Penshies
Surcharge

19 [ 100.000.00

Compromise:

20 | 000 208 |

21 Total Amount Payable(Sum of tems 19 & 200)

000 20C | 0.00 20D |

2 100,000.00

0.00

 Pre-approved by Investigating Offce

" Not approved by Investigating Offce

Validate Edit

Submit Save Print Final Copy

I

3. An alert message will be prompted saying that validation is successful.

4. Click OK button.

Repubiica ng Pilipinas
Kagawaran ng Panansiapi
Kewanihan ng Rentss Inemas

0605

Payment Form

Septemes: 2003(ENCS)

1Forne © colendar © Fiscal 3 Quarier 4 Due Date (MVDDYYYY) | 5 No. of Sheets Atiaches 6ATC

2 Vear Ended (MM/YYYY) T Cozs Coam Coan o] od][ 2012 0 [Froto
12 Decer 2012

7 Retum Period (MM 0D/
vy

‘8 Tax Type CG

Part|

Background Information

9 Taxpayer entification o

11 Toxpayer Classiication 12 Line of Business/Occupation

© Income Tax Second Installm

56 JNFORMATION TECHNOL
PR e e i e e
[DELA CRUZ, JUAN fpr85432
3 Qevisorod Adieos 8IR Form No. 0605 ==) .
7 Uannes of Fayment Fayment
Voluntary Payt [\, Validation successful. lick on Edit f you wish to madify your entries. nt
@ salf-Assassmant of Installment
C Penalties ment
' Tax Deposit/Advance Paymei ment.

i

e — ‘
Partll Computation of Tax
19 Basic TaxDepositiAdvance Payment 19 100,000 00
20 Ade: Penaliies
Surcharge Iierest Compromise
20A [ 000 208 [ 000 20¢ | 000 20D [ 0.00

21 Totsl Amount Payable(Sum of liems 19 & 20D)

2 100,000.00

" Pre-approved by Investigating Office

" Notapproved by Investigating Office

Validate Edit

5. Click SUBMIT button.

Submit Save Print Final Copy

6. You will be directed to the Log-in page of the system.
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-
(2 BIR Registration Partal - Internet Explorer, optimized for Bing and MSN

@ https://ebirforms.bir.gov.ph/prodl/portal/portal jsp?c=7727 81p=426028g=37242

/ o/ Secured Government Login Portal

Usemame:

Password:

[7] Remember user name

Login
Sign Up | Forgot your password?

7. Enter username and password.

8. Click LOG-IN button.

9. System will validate form being submitted to the system.

(& 12/14/2012 06:13 PM - Lica Hernandez Soria | Form | Rollbase Philippines - Internet Explorer, optimized for Bing and MSN ol 5 S
[ nispsy/ebirforms.b h/prodl/m/maingsp? 176052

CIA Al R Y =R E A

10. System will direct you to form screen upon successful validation.

11. Click CONTINUE button to go the FRN page.
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Rollbase Philippines B

licalicalica (Lica Hernandez Soria) Tax Agent & Tax Software Provider at IAF_DEV

Logout

Bureau of Internal Revenue

¢MainMenu Taxpayer «TaxAgent e Tax Software Provider
Republic of the Philippines

© Sidebar Form: 12/14/2012 06:13 PM - Lica Hernandez Soria

= Interactive Forms
Return Form Information

 Main M 5
‘ain Menu Form Type  0605-Sep2003 Print Preview  [g] Print Preview
wy profile Taxpayer  Lica Hernandez Soria Filing Date 121472012 06:13 P
Change Password FRN (Filing Reference Number)  12-12.01-01-001174-006-1

Update User Role
This form has been successfully filed.
Enroll More Users
® Taxpayer Preview
= Tax Agent validation successfu

 Tax Software Provider

= Notifications

IR Form e

This is a sample notifcation! @ b ot Payment Form 0605

Kawarinan ng Rentas Intemas
September 2002(ENCS)
1 Fortne © Gatenser © Fiscal 3 Cusrter 4 Due Date (MWDDVYYY) 5 No. of Sheets Attsohed 6
2 Vst Enced (MUvY) Cast Ca2a Caa Coam 04 04 2012 0 FPO10
12 - December |[ 2012

12. System will display FRN page.

13. Click PRINT button to print FRN page. Click CANCEL button to go
back to the form screen.

Rollbase Philippines licalicalica (Lica Hernandez Soria) Tax Agent & Tax Software Provider at IAF_DEV

Bureau of Internal Revenue MainMenu  Taxpayer  TaxAgent  Tax Software Provider
Republic of the Philippines
e Republic of the Philippines
Department of Finance
& Interactive Forms BUREAU OF INTERNAL REVENUE
= Main Meru
My Profile FILING REFERENCE NO. Form No. [0605-5ep2003

Change Password

Update User Role Filing Reference Humber 12-12-01-01-001174-006-1
Enroll More Users ™ 454-789-123-000
® Texpayer ROO 005
@ Tax Agent Return Period
& Tax Software Provider Tax Due 100,000
Penalty 0
© Notifications Total Amount Payable 100,000

This is a sample notificationt

Cancel
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6.2.5. How to File BIR form using 3rd Party Application as
Taxpayer

1. Click TAXPAYER Main Menu Link to show sub-modules under it.

2. Click on FILE TAX RETURNS link to access sub-modules under it.

Bureau of Internal Revenue «MainMenu & Taxpayer @ Tax Agen
Republic of the Philippines

Party Application

3. Click on FILE USING 3%° PARTY APPLICATION link to access its
screen. System should screen for uploading XML file.

4. Click BROWSE to choose XML file to upload into system.
5. Click SAVE button to begin uploading process.

Note: When XML file is valid, system should display preview of form
that was successfully filed (penalties will be incurred if filing was late).

Healcalica (Lcs Hermsndes Sors) 3x Agent & |ax Software Frovider t k_Uev

) Bureau of Internal Revenue e MainMenu o Taxpayer o TaxAgent e Tax Software Provider

Republic of the Philippines

File BIR Forms using 3rd Party Application (Lupioad [ Cancel ] |

Please select xmi file to be uploaded from your computer

Upload ][ Cancel
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6.2.6. How to View Taxpayer History
1. Click TAXPAYER Main Menu Link to show sub-modules under it.

2. Click on FILE TAX RETURNS link to access sub-modules.

Rollbase Philippine
ollbase Philippines Vicalcalica (Lca Hemandez Sora) Tax Agent & Tax Software Provider at IAF_DEV.

Bureau of Internal Revenue «MainMeny o Taxpayer

@ Tax Agent @ Tax Software Provider
Republic of the Philippines

File Using 3rd

Party Application

3. Click on SUBMITTED TAX RETURNS link to access its screen.
System should show all forms filed by the taxpayer or the taxpayer’s
Tax Agent for the particular TIN associated with the account.

Rollbase Philippines licalicalica (Lica Hemandez Soria) Tax Agent & Tax Software Provider at IAF_DEV/ -

Logout

Bureau of Internal Revenue « MainMenu o Taxpayer

@ TaxAgent @ Tax Software Provider
Republic of the Philippines

S Sidebar ‘Submitted Tax Returns

nractive P Submitied Tax Returns - Al My Forms 1-41 of 41

Attach Attachments Form  Browse.. Upload.. Upload Emor Form Error Connection Error Is Duplicale Form Tii MotFound  Taxpaver Iax Software Frovider Updated At FRM [Filing Refer
# lein Henw 2563.Ju538
& Taxpayer NOTICE OF TERMINATION jpg. 051212012 | submt 12132012 121231010007
1210612012 04:39 P 16:57 - 1A
Assign Ta Agent Lica o
Hemandez “‘)‘”‘“
Listof Tax Agents soria

285101 5ep2005

A e 12042012 supmit ¥ Lica 121182012 12.12.28-01:0011
V2P g Hemander Py
Hernan ez TR
Soria )
12042012 | gupmit v Lica 12162012
File Using 1rd HAGPN Retum Hemanez 0142Pm
¢ Heman dez TR
Party Application sori; )
5 Tax hoen Aiaon e 1242012 supmit v Liva 12182012
Tan gent oA Homandez 1001 A
ASU—— b e s
Sor )
il A e 242012 gupmit v 12182012
os:sgAM - oy 05:59 AM
Vioa et _
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TAX AGENT
6.2.7. How to Represent a Taxpayer

1. Click TAX AGENT Main Menu Link to show sub-modules under it.

2. Click on REPRESENT TAXPAYER link to access its screen.

Rollbase Philippines

Tax Agent & Tax stroey

Bureau of Internal Revenue

@Main Menu @ Taxpayer @ TaxAgent @ Tax Software Provider
Republic of the Philippines

S Motifications

This s & samle notificstion!

3. Enter TIN of taxpayer you want to represent.

4. Click on SEARCH button, system should return taxpayer with TIN
associated to the one entered.

Rollbase Philippines alvinkenong_test (Al Kenneth Tan 0ng) Tax Agent & Tax Software Provider at IAF_DEV

Bureau of Internal Revenue

e Main Menu e Taxpayer e TaxAgent e Tax Software Provider
Republic of the Philippines

= sidebar Represent Taxpayer Search

& Interactive Forms
Search Taxpayers

@ Main Menu
777-262-675-000

@ Taxpayer Taxpayer dentification llumber
© Tax Agent
| search |
Represent Taxpayer .

List of Taxpayers
Remove Taxpayers
@ File Tax Returns.

@ Tax Software Provider
= Notifications

This is a sample notification!
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5. Click on the REPRESENT TAXPAYER button to request record to be
your taxpayer. System should show confirmation page once button is
clicked.

follbase Phillppines licalicaliea (Liea Hemandsz Soriz} Tax Agent & Tax Software Frovider at IAF_DEV
Logout
Bureau of Internal Revenue eMainBlens o Taxpayer o TaxAgent Tax Software Provider
Republic of the Philippines
= Sidebar Search
& s Forms
searon Taxpayers
e e
# Tarpayer Taxpayer Identificstion Number
© Tachgent [ES—
G
Search Results
Searon Resuts
AP —————
e Search for. Taxpayer ldentification Number equals 777-262-675-000
B User tam Fisttame it tame. Lasttlame axgaver ent
= MNotifications
Rosanna TA1 San Vicente Rosanna TA1 San Vicente T77-262-675-000
PR ——
Rollase Phippines . o —
Bureau of Internal Revenue eMainMeny o Taxpayer o TaxAgent e Tax Software Provider
Republic of the Philippines
S sidebar New Request (eve) [Commes])
& aracive Forms
& Main Menu gRpues kocmation * = Required
Toxpayer | Rosamna TA San Vierte
P—
& Taxsgent =

Represent Taxpayer

List of Taxpayers
Remove Taxpayers
# File Tax Returns

 Tax Softvare Provider

= Nofifications

“This is 8 sample nofification!

(e T Takicbmrone Wie mone b I e am Aok 100t b

7. Once SAVE button is clicked, system will go back to Results page and
display message saying that request has been created. System will
also send an email to the chosen taxpayer to inform them of Tax
Agent’s request to represent them.

Note: If taxpayer does not confirm association within 10 days, system
will cancel request and deny the association.

l Request "[12/15/2012 03:09 PM] - Lica Hernandez Soria™ has been created. I
| .

January 2013 Page 87 of 103



GUIDE FOR eBIRFORMS
Job Aid for Taxpayers and Accredited Tax Agents

6.2.8. How to Remove Taxpayer

1. Click TAX AGENT Main Menu Link to show sub-modules under it.

2. Click on REMOVE TAXPAYERS link to access its screen.

Rollbase Philippines

licalialica (Lies Hemndez Saria) Tax Agent & Tax Saftuare Froviderat I4F_DEV

) Bureau of Internal Revenue

@Main Menu @ Taxpayer @ TaxAgent @ Tax Software Provider
Republic of the Philippines

 Interactive Forms
# Main Menu

# Taxpayer

!

 Tax Softvare Provider
& Notifications

This is & samle notification!

3. Click on REMOVE TAXPAYER button to start process of
disassociation.

4. When REMOVE TAXPAYER button is clicked, system will display
new screen for uploading Notice of Termination.

Rollbase Philippines liealicalica (Lisa Hemandez Sers) Tax Agent & Tax Softuare Provider 3t IAF_DEV  ©
Logout

2) Bureau of Internal Revenue

o MainMenu o Taxpayer  TaxAgent o Tax Software Provider
Republic of the Philippines

Remove Taxpayer

Assosiated Taxpayers

Tax Agents Associstions: 11 of 1

e 232 2zaaas Asignsd

= Mofifications

This is s ssmple nofification!

5. Click BROWSE to choose for Notice of Termination file to upload into
system upload facility.
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6. Click YES button to confirm file to be uploaded.

Rollbase Philippines

Logout

2) Bureau of Internal Revenue « ain Menu
v, Republic of the Philippines

«Taxpayer e TaxAgent e Tax Software Provider

Lica Hernandez Soria: Remove Taxpayer

‘Confirm Deletion

Taxpayer | Gas aaa aas

Notice of Termination # 0na e Browse... Y
(oo ey

List of Taxpayers

= Tax Agent

Remove Taxpayers
# Fils Tax Returns

% Tax Software Provider
& Mofifications

This is a sample nofification!

7. When YES button is clicked, system will display new dialogue box
asking if you are sure of action.

8. Click OK button to confirm. System will go back to REMOVE
TAXPAYER main screen and display a message saying that request
was created. (Message on next slide.)

9. System will send email to taxpayer notifying them that Tax Agent
wishes to severe their association.

Lica Hernandez Soria: Remove Taxpayer

| Message from webpage lﬂhj '

Confirm Deletion

1 I:e] Are you sure you want to delete the selected Taxpayer from your list?
Hotice of Termination % | C'd &
(1024

Taxpayer 388

Note:

Attached in the email is the Notice of Termination that was uploaded
by the Tax Agent in the system.

If taxpayer does not confirm by the 10" day of the request, system will
not remove association with the Tax Agent.
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6.2.9. How to View List of Taxpayers

1. Click TAX AGENT Main Menu Link to show sub-modules under it.

2. Click on LIST OF TAXPAYERS link to access sub-modules.

Rollbase Philippines

licalicalica (Liss Hemandez Sor) Tax Agent & Tax Software Frovider at IAF DEV

Bureau of Internal Revenue

@Main Menu @ Taxpayer & TaxAgent @ Tax Software Provider
Republic of the Philippines

This is 8 sample notification!

3. System will show all Taxpayers associated to the Tax Agent’s account
on the main page along with the status of the association.

Tioalicaliea (L3 Hemandaz Sor) Tax Agerl & Tax Softaare Provider 31 AF_DEV
Logout

Bureau of Internal Revenue

#MainMenu Taxpayer «TaxAgent & Tax Software Provider
Republic of the Philippines.

Taxpayers

Associated Taxpayers

Status*

Asigned

For Deletion Approval

Remoued
Remoued
Pending Requests
Tax Agents Pending Requests
Notificati
Tase Agants Pending Requests 11 of 1
Reauest Tazpayer Tax Agent Date Sent” Days Before Request will Lapse Status Actions
e Association to Tax Agent
[12/11/2012 03:20 PM] - Blvin Kenneth Tan Ong AlvinKenneth Tan Ong  Lica Hemandez Soria 121172012 e | Reject A
Grand Total 1
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6.2.10. How to File Offline to Online for a Taxpayer
1. Select and fill up offline form.

2. Click VALIDATE button.

(Sovermment Froperty Not For Sale:

Kawaninan ng Rentss Internas

@ e P Payment Form 0605

1 Forthe @ Calendar O Fiscal 3 Qusrer 4 ) 5o 6 ATC
2 Year Ended (MMAYYY) Coia ®oms Cag Coan [ 04 0a] 202 [ 0 JFPoTo

[12-Decemver <] 2012
e o[ o[ 2012 ‘s TaxTie [ce

Partl Background Information
9 Taxpayer Identification No. [10 0o coae [ 11 Toxpayer Classification [12 Line o Businessioccupation

fse [res  [1zs oo | [oos < | e cn INFORMATION TECHNOL
13 Taxpayers Name (Last Name, First Name, Middle Name for Individusls) /[Registered Nam for Norindividuals) 14 Tetephons Number

JDELA CRUZ, JUAN fpresazz
15 Regstered Address 16 zip Coce.
[67 PUROK 6 BRANGAY MASLANG, QUEZON CITY i1
17 NManner of Payment 18 Type of Payment
Voluntary Payment Per AuditDelinguent Account " Installment

@ Self-aAssessment © preliminary/Final Assess/Deficiency Tax No. of Installment 3
C panalties © Accounts Recaivable/Dalinquant Account  ( Partial Payment
© Tax Deposit/Advance Paymant © Full Payment
" Income Tax Second Installment(Individual)
C others(specify)

Part Il Computation of Tax
19 Basic Tax/DeposivAdvance Psyment 19 | 100.000.00
20 Ade: Pensties

Surcharge Intarest Comprormise
208 | 000 208 | 0.00 20C | 0.00 20D | 0.00
21 Total Amount Payabla(Sum of e 19 & 200) 2 [ 700,00000
" Pre-approved by Investigating Office " Notapproved by Investigating Office
Validate Edit Submit Save Print Final Copy

3. An alert message will be prompted saying that validation is successful.

4. Click OK button.

@ e P Payment Form 0605

Kawaninan ng Rentas Intemas
Septembar 2003(ENCE)

1 Fartne © calendar © Fiscal 3 Quarter 4 Due Date pMDDAYYY) 5 No. of Sheets Attached

2 vear Ended MMAYYY) Chaa Foza Cam Coam ‘ 04 o4 2012 ‘ 0

12 - D 2012
7 T Patea /00— 01 3075 ‘x E— .
Part| Background Information

9 Texpayer Idenification No. [10_roocose [ 11 Taxpayer Classiication [12 _ Line of BusinessiOccupation
F% s _es_poo | | [oos5 = | e en | [RFORMATION TECHNOL

13 Taspayers Name (Last Name. Firt Name, Middle Name for 14 Telephons Number
[pELA CRUZ, JUAN Jp785432

fageou=e i BIR Form No. 0605 =) -

17 iner of Payment ipayment
voluntary Payl | Velidotion successful. Cick on Edit i you wish to modify your entrics. nt

© self-Assessment o ofInstallment b

© penalties ment

" Incoma Tax Second Installm

C Tax Daposit/Advanca Payma ment
B

m— ‘
Partll Computation of Tax
19 Basic TaDepositiadvance Payment 19 |
20 Adé: Panalties
Sucharge Interest Compromise
20n | 000 208 | 000 20c | 000 200 | 0.00
21 Total Amount Payabla(Sum of iams 19 & 20D) 2 700,000.00

" Pre-approved by Investigating Office " Notapproved by Investigating Office

Validate Edit Submit Save Print Final Copy

5. Click SUBMIT button.

6. You will be directed to the Log-in page of the system.
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-
(2 BIR Registration Partal - Internet Explorer, optimized for Bing and MSN

@ https://ebirforms.bir.gov.ph/prodl/portal/portal jsp?c=7727 81p=426028g=37242

/ o/ Secured Government Login Portal

Usemame:

Password:

[7] Remember user name

Login
Sign Up | Forgot your password?

7. Enter username and password.

8. Click LOG-IN button.

9. System will validate form being submitted to the system.

(& 12/14/2012 06:13 PM - Lica Hernandez Soria | Form | Rollbase Philippines - Internet Explorer, optimized for Bing and MSN ol 5 S
[ nispsy/ebirforms.b h/prodl/m/maingsp? 176052

CIA Al R Y =R E A

10. System will direct you to form screen upon successful validation.

11. Click CONTINUE button to go the FRN page.
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Rollbase Philippines B

licalicalica (Lica Hernandez Soria) Tax Agent & Tax Software Provider at IAF_DEV

Logout

Bureau of Internal Revenue

¢MainMenu Taxpayer «TaxAgent e Tax Software Provider
Republic of the Philippines

© Sidebar Form: 12/14/2012 06:13 PM - Lica Hernandez Soria

= Interactive Forms
Return Form Information

 Main M 5
‘ain Menu Form Type  0605-Sep2003 Print Preview  [g] Print Preview
wy profile Taxpayer  Lica Hernandez Soria Filing Date 121472012 06:13 P
Change Password FRN (Filing Reference Number)  12-12.01-01-001174-006-1

Update User Role
This form has been successfully filed.
Enroll More Users
® Taxpayer Preview
= Tax Agent validation successfu

 Tax Software Provider

= Notifications

IR Form e

This is a sample notifcation! @ b ot Payment Form 0605

Kawarinan ng Rentas Intemas
September 2002(ENCS)
1 Fortne © Gatenser © Fiscal 3 Cusrter 4 Due Date (MWDDVYYY) 5 No. of Sheets Attsohed 6
2 Vst Enced (MUvY) Cast Ca2a Caa Coam 04 04 2012 0 FPO10
12 - December |[ 2012

12. System will display FRN page.

13. Click PRINT button to print FRN page. Click CANCEL button to go
back to the form screen.

Rollbase Philippines licalicalica (Lica Hernandez Soria) Tax Agent & Tax Software Provider at IAF_DEV

Bureau of Internal Revenue MainMenu  Taxpayer  TaxAgent  Tax Software Provider
Republic of the Philippines
e Republic of the Philippines
Department of Finance
& Interactive Forms BUREAU OF INTERNAL REVENUE
= Main Meru
My Profile FILING REFERENCE NO. Form No. [0605-5ep2003

Change Password

Update User Role Filing Reference Humber 12-12-01-01-001174-006-1
Enroll More Users ™ 454-789-123-000
® Texpayer ROO 005
@ Tax Agent Return Period
& Tax Software Provider Tax Due 100,000
Penalty 0
© Notifications Total Amount Payable 100,000

This is a sample notificationt

Cancel
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6.2.11. How to File BIR form using 3rd Party Application as
Tax Agent

1. Click TAX AGENT Main Menu Link to show sub-modules under it.

2. Click on FILE TAX RETURNS link to access sub-modules under it.

) Bureau of Internal Revenue
y, Republic of the Philippines

3. Click on FILE USING 3%° PARTY APPLICATION link to access its
screen. System should screen for uploading XML file.

4. Click BROWSE to choose XML file to upload into system.
5. Click SAVE button to begin uploading process.

Note: When XML file is valid, system should display preview of form
that was successfully filed (penalties will be incurred if filing was late).

goltiase Phillppioes licalicalca (L Hemandez Sor) Tax Agent & Tax Software Froviderat I4F_DEV.

?) Bureau of Internal Revenue eMainMenu o Taxpayer & TaxAgent Tax Software Provider
v Republic of the Philippines

File BIR Forms using 3rd Party Application Cancel

elect xmi file to be uploaded from your computer

Uplosd... # CiUsersAvinOng\Des (Browse.
4B mag

Upload ([Cance |
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6.2.12. How to View Tax Agent History
1. Click TAX AGENT Main Menu Link to show sub-modules under it.

2. Click on FILE TAX RETURNS link to access sub-modules.

Rollbase Philippines

Bureau of Internal Revenue oMainMeny o Taxpayer o TaxAgent e Tax Software Provider
Republic of the Philippines

S sidebar
= Interactive Forms
& Main lienu
® Taxpayer
= Tax Agent

Represent Taxpayer

List of Taxpayers

Party Application
Submitted Tax
Returns

 Tax Software Provider

= Notifications

licalicalica (Lisa Hermandez Sora) Tax Agent & Tax Software Provider at IAF_DEV

3. Click on SUBMITTED TAX RETURNS link to access its screen.
System should show all forms filed by the Tax Agent.

Rollbaze Philippines licalicalica (Los Hemandez Sors) Tax Agent & Tax Software Froviser 3t 14F_ DY

Looot
Bureau of Internal Revenue «Mainllenu  Taxpayer o TaxAgent Tax Software Provider
Republic of the Philippines
5 sidebar Submited Tax Retuns
S Tex Retums - Ferms File B M 14051 40
A Adachments Fom  Browse.. Upioad. Uplaad Emor FormEror Connection Eror Is Duplisate Form TUMNotFound  Taxpaver Iax Somware Provider Undate At FRIN(Filing Refer
2053 sur1s9s
NOTICE OF TERMINATON 5 05122012 sybumit Lica rarma0r2 121221910007
1210672012 0498 P 157 Hermandez oxtian
Lica Return Soria
e DT
Sora ' Ky
25811 5052005
22 gupmit v Lica 124412012 12-12.28-010011
T Hemandez oresem
Ty v Lica T2tz
Hemandez oreze
pod
s 2182012 | supmit v r2nazot2
1001am- > 1001 A
BT . e
k)
. farv=y-mw] P . v r2r142012
Tt £ i st v i e i AR AHA— TR TR059 M- ot aze Ant
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7. Frequently Asked Questions (FAQSs)
What is the eBIRForms Project?

The eBIRForms project is in line with BIR’s efforts to provide more convenient
and accessible filing channels to improve efficiency. It will develop the
eBIRForms Filing Infrastructure that will allow taxpayers and ATAS to prepare
their returns offline, validate, edit, save and print their returns, and submit
online.

How do you make use of the eBIRForms?
There is an offline eBIRForms Package and the online eBIRForms System.

Users must first download the offline eBIRForms Package from the BIR
website and install it in his/her computer. The package contains the thirty-one
(31) BIR Forms comprised of Income Tax Returns; Excise Tax Forms; VAT
Forms; Withholding Tax Forms; Documentary Stamp Tax Forms; Percentage
Tax Forms; ONETT Forms and Payment Form. At the bottom of each form
page, there is a “Submit” button. To submit the tax return to the online
eBIRForms System, users must click on the “Submit” button after successful
form validation.

Users must also first be enrolled into the online eBIRForms System when
submitting tax returns online. To enroll in the system, go to
https://ebirforms.bir.gov.ph and click on the “Sign Up” tab.

What is the offline eBIRForms Package?

The use of offline eBIRForms Package is an alternative mode of preparing tax
returns that allows taxpayers and Authorized Tax Agents (ATAs) to
accomplish or fill up tax forms offline. Instead of the conventional manual
process of filling up tax returns on pre-printed forms that is highly susceptible
to human error, taxpayers/ATAs can directly encode data, validate, edit, save,
delete, view, print and submit their tax returns. The package can do automatic
computations and has the capability to validate information encoded by
taxpayers/ATAs.

To download the Offline eBIRForms Package v2.0, go to
https://ebirforms.bir.gov.ph.

What is the online eBIRForms System?

The online eBIRForms System is a filing infrastructure that accepts and
validates tax returns submitted online. The System creates secure user
accounts for taxpayers, ATAs and Tax Software Providers (TSPs) for use of
the online System, and allows ATAs to file on behalf of their clients. The
System also has a facility for TSPs to test and certify the data generated by
their tax preparation software (certification is by form). It is capable of
accepting returns data filed using certified TSP tax preparation software.
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Who can avail of the eBIRForms?

Non-eFPS users or all taxpayers who do not file their taxes through eFPS.
Those enrolled in eFPS cannot enroll in eBIRForms and vice versa.

What are the system requirements for both offline eBIRForms Package and
online eBIRForms System?

1. Supported Operating System: Windows XP (Service Pack 3), Windows Vista,
Windows 7;

2. Hard disk drive space needed: at least 50 MB free space;

3. RAM memory needed: Runs best on 2GB or higher ActiveX components via
Internet Explorer version 8 or higher;

4, Java Run-time Environment version 1.7; and

5. eBIRForms Package is best viewed in 1152 x 864 screen resolution.

What are the browser requirements?d
1. Internet Explorer v9 or up

2. Mozilla Firefox v16 or up
3. Google Chrome v23 or up

Offline eBIRForms Package

Are the offline eBIRForms Package new forms?

No, it is just an electronic format of the existing BIR forms.

What are the available forms in the BIR website?

In PDF:
Annual Income Tax Return forms (BIR Form Nos. 1700, 1701 and 1702)

In the offline eBIRForms Package:
Thirty-one (31) BIR Forms comprised of Income Tax Returns; Excise Tax
Forms; VAT Forms; Withholding Tax Forms; Documentary Stamp Tax Forms;
Percentage Tax Forms; ONETT Forms and Payment Form.

When will the offline eBIRForms Package be available in the BIR website?
The offline eBIRForms Package Version 2.0 is already available for download
in the BIR website.

How do | download the offline eBIRForms Package?

If you have internet connection:
e (o to https://ebirforms.bir.gov.ph
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e Go to the BIR website at www.bir.gov.ph. Click on the link to the BIR
Forms on the left-hand side of the website. To access the eBIRForms
package, click on the eBIRForms icon.

If you do not have internet connection:
e Goto a BIR e-lounge and bring your USB flash drive.
e Save eBIRForms Package installer from the e-lounge computer.

The offline eBIRForms Package I’'m using doesn’t have a “Submit” button on
the Forms Page. How do | submit the forms online?

You need to download and use the latest version of the offline eBIRForms
Package. The “Submit” button is available in offline eBIRForms Package v2.0.
To download the latest version, click here: <download link>.

What program do | use to open the offline eBIRForms Package?

For the Annual ITR Forms, use PDF-Xchange Viewer. A link to this free
software will also be available in the Instructional Guide.

For the remaining forms, just download and install the offline eBIRForms
package.

What is the difference between the current downloadable forms and the offline
eBIRForms Package?

e Currently there are 2 available types of forms in the BIR website:

o PDF Format: the form cannot be edited, and can only be printed.
Taxpayers need to fill out the form handwritten or use the
typewriter.

o Excel Format: the form can be typed over in a text box, but does
not have automatic computations

e Offline eBIRForms Package:
o The form can be edited and automatic computations are done
even if the form is offline
o Automatic computations in the forms avoid errors in manual
computation\

Note: The Annual ITR Forms are not available in the offline eBIRForms
Package, however it is available in interactive PDF format. These can also be
downloaded from the BIR website.

Will the current downloadable forms still be available at the BIR website?
Yes. The current downloadable forms will still be available. There will be a

new link for the forms.

What is the difference between eFPS and the offline eBIRForms Package (in
terms of target taxpayers)?
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e Large taxpayers and selected taxpayers are the primary users of the eFPS.
e Non-individual and individual taxpayers and ATAs are the target users of the
eBIRForms.

What is the page setup when | print the forms?

Page setup margins:
Left: 0.146 inches

e Right: 0.148 inches
e Top: 0.14 inches

e Bottom: 0.14 inches

What size of paper do | print the form on?

Legal size or Folio size (8.5” x 13”)

How do | submit the offline eBIRForms online?
Click on the “Submit” button on the bottom part of the form screen of the
offline eBIRForms Package. Upon clicking on the “Submit” button, you will be
redirected to the online eBIRForms System.
Online eBIRForms System
How do | enroll into the online eBIRForms System?
Click on the “Sign Up” tab and follow the enroliment instructions.
For you to start using the online eBIRForms System, your account must first
be activated by your RDO. Account activation requirements and instructions
will be sent to the e-mail account you used to enroll into the system.
What are the procedures and requirements for account activation?
Procedure:
1. Print the e-mail enrollment notification.
2. Go to your Revenue District Office (RDO).
3. Present account activation requirements.
Account Activation Requirements:
If you are enrolling as a:
A. Taxpayer — Individual
1. Printed e-mail enrollment notification
2. 2 Valid IDs

3. Letter of Intent

B. Taxpayer — Non-individual
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Printed e-mail enrollment notification

2 Valid IDs

Letter of Intent

Board Resolution authorizing any of the two (2) officers
designated to file the return under Section 52 (A) of the Tax
Code (President of other principal officer and Treasurer or
Asst. Treasurer of the Corporation)

e NS

C. Taxpayer and Tax Agent — Individual

Printed e-mail enrollment notification

2 Valid IDs

Letter of Intent

Tax Agent Authorization Letter signed by the client taxpayer
Copy of Certificate of Accreditation

arDdOE

D. Taxpayer and Tax Agent — Non-individual

Printed e-mail enrollment notification

2 Valid IDs

Letter of Intent

Tax Agent Authorization Letter signed by the client taxpayer
Copy of Certificate of Accreditation

Board Resolution authorizing any of the two (2) officers
designated to file the return under Section 52 (A) of the Tax
Code (President of other principal officer and Treasurer or
Asst. Treasurer of the Corporation)

ourwWNE

E. Taxpayer and Tax Software Provider — Individual
Printed e-mail enrollment notification
2 Valid IDs
Letter of Intent
TSP Application Form
Copy of BIR Registration
Copy of Registration Fee Payment
Certification from System Documents
a. Application name and software use (development
and database)
b. Functional description (modules)
c. Back-up and archiving procedure

NogosrwdhE

F. Taxpayer and Tax Software Provider — Non-individual
Printed e-mail enrollment notification
2 Valid IDs
Letter of Intent
TSP Application Form
Copy of BIR Registration
Copy of Registration Fee Payment
Certification from System Documents
a. Application name and software use (development
and database)
b. Functional description (modules)
c. Back-up and archiving procedure
8. Board Resolution authorizing any of the two (2) officers
designated to file the return under Section 52 (A) of the Tax
Code (President of other principal officer and Treasurer or
Asst. Treasurer of the Corporation)

NouorwNE

January 2013 Page 100 of 103



GUIDE FOR eBIRFORMS
Job Aid for Taxpayers and Accredited Tax Agents

G. Taxpayer, Tax Agent and Tax Software Provider — Individual
Printed e-mail enrollment notification
2 Valid IDs
Letter of Intent
Tax Agent Authorization Letter signed by the client taxpayer
Copy of Certificate of Accreditation
TSP Application Form
Copy of BIR Registration
Copy of Registration Fee Payment
Certification from System Documents
d. Application name and software use (development and
database)
e. Functional description (modules)
f. Back-up and archiving procedure

©CoNor®WNE

H. Taxpayer, Tax Agent and Tax Software Provider — Non-individual

Printed e-mail enrollment notification

2 Valid IDs

Letter of Intent

Tax Agent Authorization Letter signed by the client taxpayer

Copy of Certificate of Accreditation

TSP Application Form

Copy of BIR Registration

Copy of Registration Fee Payment

Certification from System Documents
d. Application name and software use (development and

database)

e. Functional description (modules)
f. Back-up and archiving procedure

10. Board Resolution authorizing any of the two (2) officers
designated to file the return under Section 52 (A) of the Tax
Code (President of other principal officer and Treasurer or
Asst. Treasurer of the Corporation)

©CoNorwWNE

*If you have an authorized representative, representative should also present
the following:

c. Authorization Letter

d. 2 valid IDs of authorized representative

Reminders:

1. Individual and corporate taxpayers shall be allowed to enroll up to a
maximum of three (3) user accounts for a particular TIN.

2. For juridical entities or artificial persons, enrollment shall be made by the
officers required by law to file the returns. Thus, for domestic corporations, it
shall either be the President, Vice President or other principal officers; for
partnerships, the managing partner; for joint ventures, the managing head;
and for resident foreign corporation, the head country manager.

3. The principal officer may delegate enroliment and filing of returns, however,
an authorization must be issued by the principal officers delegating enroliment
and filing to particular/identified company personnel.

Account activation will be done by your respective RDO.
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How do | know if the form has already been submitted to the online eBIRForms
System?

The eBIRForm has been successfully filed if the system displays the Filing
Reference Number (FRN) field along with the continue button to go to the
FRN page. The page should also display the message “The form has been
successfully filed”.

Users can also view their submitted forms by clicking on the “Submitted Tax
Returns” link.

How do | file an amended return?
Click on “Yes” under the “Amended Return?” part of the form when using the

offline eBIRForms Package. The online eBIRForms System will be able to
identify if the form filed is amended or not.
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