Bureau of Internal Revenue

Job Aid for
Taxpayers

for the

Use of the
eBIRForms
Package

fa et

Contact Center: (02)981-8888
BIR Website: www.bir.gov.ph



GUIDE FOR eBIRFORMS PACKAGE

Job Aid for Taxpayers
TABLE OF CONTENTS
B T S o =T 2 Q0 1Y =T T 2
I I o 0] (=T = 2= Tod (o [ (0T o PSPPSR 2
1.2.What is the eBIRFOIrMS ProjeCt? ..o e e 2
2. Definition of Terms and ACFONYMS.......ccccuiimmiimiiiinmmimsin s sas s sssss s ssns sasanneas 2
P T = {11 o] o T} A =Y 041 OSSR 2
P2 o] 0] 0 1Y, 4 1= PSR 3
3. Summary of Tax Filing and Payment Scenarios ..........ccccovirmmminnscmnnnnssssnnsssessssssssssens 4
4. Features of eBIRFOIMS........ccccoiiiiimiiniie s s s e 5
4.1. What are the BIRFOIMS? ... .ottt saee e eneeea 5
4.2 What are the Features and Functionalities of the eBIRFOrms?........cooooiiiiiiiiiiiieieeeee 5
4.3.What are the Benefits of using the eBIRFOrmMS? ... 5
5. For Taxpayers: How to Use the eBIRForms Package .......c..ccccmminmmmnnnssmnnnnsscennnssanennns 6
5.1.Introduction to the eBIRFOrms Package..........cooocuiiiiiiiiieiiiiiic e 6
5.3.How to Download and Install the eBIRForms Package........cccccvvevieeeiiiiiiin e 8
5.4.How to Navigate Through the FOrm ........coceiiiiiiiie e 19
B.5.TYPES OF INPUL ...ttt r e s es 19
5.6.How to Use the eBIRForms Package Offline ...........ooiiiiiiiiiiiiee e 20
5.7.How to Print and Sign the FOrM .......cooiiiiiiiee e 40
5.8 HOW t0 File the FOIM .. ..oiieiiie et e 45
5.9.How to Uninstall the eBIRFOrms Package ..........ccovriiiiiiiiniiciieseeieesreeee e 49
6. Frequently Asked QUestions (FAQS).......cccurmrmmsmrmssssmssssmsssssmsssssssssssssssssssssssssssssssssssanes 50

March 2015 Page 1 of 51



GUIDE FOR eBIRFORMS PACKAGE
Job Aid for Taxpayers

1. Project Overview

1.1. Project Background

In support of the Bureau of Internal Revenue’s goal to achieve
electronic filing of all taxpayers to capture tax returns data, improve
efficiency and provide accurate statistical reports, the Indra and
Philcox Joint Venture (JV) is implementing the Solution for the Use
of eBIRForms for Filing Tax Returns.

BIR’s directions are to:
¢ 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 REACHEVEN THOSE WITH LIMITED INTERNET CAPABILITY

1.2. Whatis 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 the forms using the downloadable

reference to the use of eBIRForms (offline) package.

the eBIRForms)

Manual payment Taxpayer or tax agent physically hands over
payment to AAB or RCO
Electronic payment Taxpayer or tax agent enrolls in a payment system,

and directly uses the system for payment online
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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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3. Summary of Tax Filing and Payment Scenarios
Implementation Date: October 16, 2012

The eBIRForms project focuses on providing additional electronic filing channels for
taxpayers.

Below is a summary of all the tax filing and payment scenarios available to non-eFPS
filers beginning October 16, 2012:

Legend:

MF: Manual Filing

EF: Electronic Filing
MP: Manual Payment
EP: Electronic Payment

Filing
Scenario Payment
Preparation | Submission
1 Offline through: Manual
(MF, MP) 1. Pre-printed form 1. Offline to AABs 1. AABs
2. Printed downloadable 2. Offline to RDO/RCO 2. RDO/RCO
PDF/Excel
form/eBIRForms
2 Offline through: Manual
(EF, MP) 1. Downloadable 1. Offline to AABs 1. AABs
eBIRForms Package 2. Offline to RDO/RCO 2. RDO/RCO
3 Offline through: Electronic
(EF, EP) 1. Downloadable 1. Offline to RDO/RCO 1. G-Cash
eBIRForms Package
4 Offline through: Electronic
(MF, EP) 1. Pre-printed form 1. Offline to RDO/RCO 1. G-Cash
2. Printed downloadable
PDF/Excel
form/eBIRForms
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4. Features of eBIRForms

4.1. What are the eBIRForms?

¢ 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.

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

e VALIDITY. The eBIRForms will prompt the user for invalid inputs and for lack
of information. Validations include:
e 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

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

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

4.3. 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

¢ Available even to those without consistent internet connection

e Captures taxpayer data

Note: The BIR Forms in the eBIRForms Package are not
new forms. They are the existing BIR Forms in
electronic format.
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5. For Taxpayers: How to Use the eBIRForms Package
5.1. Introduction to the eBIRForms Package

5.1.1. System Overview

batiarm
=
> BiE
Download and Install
Offline eBIRForms Accomplish .
Package Tax Returns Fil-Up =
b Validate
— Save
Edit
) Affix signature File through
Taxpayer Print on g)rrn AABs ¢
= View ==
View -
Offline Forms File tE?llsugh
‘e Delete office/branch

System Requirements:
e Supported Operating System: Windows Vista or Windows 7;
e Hard disk drive space needed: at least 70 MB free space;
e RAM memory needed: Runs best on 2GB or higher ActiveX
components via Internet Explorer version 9 or 10;
e Java Run-time Environment version 1.7; and
e eBIRForms Package is best viewed in 1152 x 864 screen resolution.

5.1.2. System Modules

System Modules Description

This module allows users to accomplish form/s even
without internet connection. The forms validate user
inputs. Likewise, mathematical computations are
seamlessly provided to minimize time and erroneous

Accomplish Tax computations in filling out forms.

Returns Module Users can also ‘Validate’, 'Save' and 'Print' their

accomplished forms.

Upon validation of the form, users can ‘Edit’ or save a
‘Final Copy’ of the accomplished forms.

This module allows users to view all the existing offline

View Offline Forms forms that the user created/modified.

Module

Users can also ‘Validate’, 'Save' and 'Print' their
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accomplished forms.

Upon validation of the form, users can ‘Edit’ or save a
‘Final Copy’ of the accomplished forms.

5.2. Tax Filing and Payment Process

Below is an overview of the tax filing and payment process using the eBIRForms

Package:
PREPARATION
(Offline)
Fill up form using the
eBIRForms Package
RDO
TisuT
SUBMISSION T LEJ T
A,
Proceed to AAB and Proceed to RDO and submit the
present to teller the hard hard copies of the eBIRForms
copies of the eBIRForms. (with or without payment).
PAYMENT T

Fill up deposit/payment Pay through mobile phone  Proceed to RCO or AAB. RCO/

slip. via G-Cash AAB accepts payment and
AAB accepts payment (for returns not exceeding  stamps ‘received” the hard
and stamps “received” P10,000). copies of the eBIRForms.
the hard copies of the RCO issues Revenue Official
eBIRForms and validates ~NOTE: Receipt (ROR). (RMC 2-2012)
deposit/payment slip. No need to submit hard AAB validates deposit/payment

copy of eBIRForms. (RMO  slip.

20-2005)

NOTE:

Taxpayer/Tax agent can also
pay through mobile phone via
G-Cash.
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5.3. 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.

5.3.1. If you have internet access

1. Go to the BIR website at http://www.bir.gov.ph. Click on the eServices logo.

J.-';:;e}rome-sweau:ﬂmer-.— x\L_ \

= C i [1 wwwbirgov.ph

I Apps o testhris/HRIS/ i testhriz:BOBO/RTS2/ [ RMSilocal Login Page [ RMS:VM11LloginPa.. « HRISLOGIN 3% Apache Archiva\ Q.. @ hris:/ - Visuz
[ ]
Revenue Issuances Registration Requirements Tax Information Rulings and Legal Matters Intemational Tax Matters
News

RIGHT

Two (2) BIR Regional Offices conducted their 2015 Tax Campaign kick-off on March 13 and 16, 2015. more

o Commissioner Kim S. Jacinto-Henares led the launch of the BIR's 2015 tax campaign advocacy, *Angat
PORPOAMARCE GVERRANCE SYTeN r Pa, Pinas!" during the Bureau's 2015 National Tax Campaign Kick-off conducted on February 3, 2015 at the
REGISTER PAY

Luxent Hotel in Quezon City. maore

Popular Quezon City Multi-Level Marketing Club charged with tax evasion more

Open Data Philippines Delinguent Quezon City printer and importer charged with willful failure to pay tax more

« Data.Gov.PH
+ Customs ng Bayan
« Full Disclosure Policy Portal (LGUs)

Metal products and semi-conductor peripherals manufacturing company from Makati City charged with willful
failure to pay tax more

New Revenue Issuances

Revenue Regulations No. 5-2015 amends RR NO. 6-2014 and imposes penalties to taxpayers mandatorily
covered by eFPS or eBIRForms who failed to file tax returns under the electronic systems of the BIR. more

Revenue Regulations No. 4-2015 amends further Section 2 of RR No. 13-D8, as amended by RR No. 13-
m 2013, relative to the definition of raw sugar and raw cane sugar for Value-Added Tax purposes. more

Revenue Regulations No. 3-2015 implements the provision of RA No. 10653, more particularly on the
increase to P 82,000.00 of the total amourt of exclusion from gross income for 13th month pay and other

m benefits, effectively further amending the pertinent provisions of RR No. 2-98 . more

Revenue Memorandum Order No. 9-2015 prescribes the guidelines and procedures in the processing and

2. Inthe eServices page, click on the eBIRForms logo.
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3. Click the link on the Offline eBIRForms Package to download the zipped file.

Offline eBIRForms Package

The Offline eBIRForms Package is a tax
preparation software that allows taxpayers
and ATAs to accomplish or fill up tax forms
affline. Instead of the comventional manual
process of filing up tax returns on pre-
printed forms that is highly susceptible to
human error, taxpayers/ATAs can directly
encode data, validate, edt, save, delete,
view, print and submit their tax returns. The
package can do automatic computations and
has the capabilty to validate information
encoded by taxpayers/ATAs. After filling out
the forms in this package, taxpayers/ATAs
can submit it to the Online eBIRForms
System.

To download__ihe Offline eBIRForms
Packag ﬂm

4. lIf there is an old version of Offline eBIRForms package installed in the computer, rename
the existing eBIRForms folder.
Example:
BEFORE > C:\eBIRForms
AFTER: -2 C:\eBIRForms backup

£, Local Disk (C:) Jo ] 54
é(:)v E ~ Computer » Local Disk (C:) « - ml Search Local Disk (C:) @‘
File Edit View Tools Help
Organize v 5 Open  Includeinlibrary v  Sharewith ¥  Burn  New folder == ~ [ @
“|  MName Type = =)

. Favorites

i§ Downloads ' eBIRForms_backup File folder

Bl Desktop J

5l Recent Places
Iﬂ Cnelrive

44 Libraries
@ Documents
J‘ Music

[E5] Pictures

=l Subversion _ILI
B videos ;! | | »

eBIRFarms
) File folder
| Date modified: 3/24/2015 4:49 PM

|1 itemn selected |ﬁ Computer 4
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5. Unzip the contents of the zipped file.

6. The zipped file contains the following files:
a. Offline eBIRForms Package setup.exe
b. Job Aid for Taxpayers - How to Use the eBIRForms Package.pdf

7. Click on the Offline eBIRForms Package setup.exe icon to start
setup of the eBIRForms Package.

Al

1
I

Offline
eBIRForms
Package setup

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

9. Click ‘Next.’

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

15 Setup - eBIRForms EI - @

Select Destination Location
Where should eBIRForms be installed?

/,‘ Setup will install eBIRForms into the Following folder.

To continue, chick Next. If you would like to select a dfferent folder, chick Browse. :D

Al least 48.8 MB of free disk space is required. q

[ <Back J| met> | [ cancel |
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11. Click ‘Browse’ to select the location of the eBIRForms Package
shortcut (default is Start Menu folder). Then click ‘Next.’

; Setup - eBIRForms

Ak
o

Select Start Menu Folder
Where should Setup place the program's shortcuts?
Setup will create the program's shortcuts in the following Start Menu folder,

To continue, click Next. If you would lke to select a dfferent Folder, click Browse,

(ool P

[ < Back ][ Next > ][ Cancel J

12. Click ‘Install.’

o Setup - eBIRForms

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

Ciick Install to continue with the installation, or click Back if you want to review or
change any settings.

Destination location:
C:\eBIRForms

Start Menu folder:
eBIRForms

g

[ <Back | instal | [ cancel |
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13. The following dialog box is displayed after clicking the ‘Install’ button.

i, Setup - eBIRForms

Installing H )

Please wait while Setup installs eBIRFarms on wour computer, {

Extracting Files. ..
C:YeBIRForms\BIRFarms. exe

[IIIIIIIIIIIIIIIIIIIIIIIIIIIII

Cancel

14. Click ‘Finish’ to complete the installation.

15 Setup - eBIRForms Q mj| -

Completing the eBIRForms Setup
Wizard

Setup has finished instaling eBIRForms on your computer. The
application may be launched by selecting the installed icons.

Click Finish to exit Setup.

(
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15. 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).

v~

oy v esew

- )
) Mozila Frefox »

@) Yahoo! Messenger

) Yahoo! Search Protection
o) Avies

) QuickTime

(0) Apple Software Update
) AVGFree 9.0 »
) McAfee Securky Scan Phus ’
1) movePOF Professiondl Desktop 7 »
Ij Super Sound Recorder »
{0) Globe Broadband >

'J start ] @) Obmous Digtsl Wave Player

5.3.2. If you do not have internet access

eBIRForms

Microsoft Office Pow
123 2007

6 iTunes

JX S Microsoft Office Exc
=1

B Notepad

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

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

Al
ST

Offline
eBIRForms
Package setup
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3. A message window will appear. Click ‘Next.’

05 Setup - eBIRForms E] = @

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

It is recommended that you close all other applcations before
continuing.

Chck Next to continue, or Cancel to exit Setup.

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

75 Setup - eBIRForms E] = @

Select Destination Location
Where should eBIRForms be installed?

Setup will install eBIRForms into the Following folder.

To continue, dlick Next. If you would like to select a dfferent Folder, click Browse.

At least 48.8 MB of free disk space is required.

< Back J[ Next > J[ Cancel J
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5. Select the USB folder or drive from the list displayed.

Browse For Folder &l

Select a folder in the list below, then click OK.

C:\eBIRForms
D Local Disk (C:)
# <@ New Yolume (D:)
(F # <o TO USB (E:)
# g DVD-RAM Drive (F:)
# 2 12F _Temp on '192.168.41.41' (H:)
# % 11F_Temp on '192.168.41.41' (R:)
# 2% Meralco PMO on '172.21.2.10' (X:)
# % evn_hrdon '172.21.2.10'(Y:)
# 3 bir_cmp on'172.21.2.10' (Z:)

[ ok || cance |

6. After selecting the USB drive, click ‘OK.’

Browse For Folder

X

Select a folder in the list below, then click OK.

E:\eBIRForms
% < Local Disk (C:)
# < New VYolume (D:)
A TO USB (E:)
% . DVD-RAM Drive (F:)
# % 12F_Temp on'192.168.41.41' (H:)
# % 11F_Temp on '192.168.41.41' (R:)
# 2% Meralco PMO on '172.21.2.10' (X:)
# % evn_hrd on '172.21.2.10' (Y:)
# 2 bir_cmp on '172.21.2.10'(Z:)

3

Lok J[ concel |
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7. Click ‘Browse’ to select the location of the eBIRForms Package shortcut (default
is Start Menu folder). Then click ‘Next.’
%' Setup - eBIRForms

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

Setup will create the program’s shortcuts in the following Start Menu folder.

To continue, click Next. If you would like to select a diferent folder, click Browse.

8. Click ‘Install.’

15 Setup - eBIRForms

Ready to Install
Setup is now ready to begin instaling eBIRForms on your computer.

Click Install to continue with the installation, or click Back ¥ you want to review or
change any settings.
Destination location:

C:\eBIRForms

Start Menu folder:
eBIRForms

[ <Back || nstat | [ cancel |
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9. The following dialog box is displayed after clicking the ‘Install’ button.

o Setup - eBIRForms

Installing H 4
Please wait while Setup installs eBIRForms on yvour computer, /

Extracting Files. ..
E:leBIRForms\BIRForms, exe

[IIIIIIIIIIIIII

Cancel

10. Click ‘Finish’ to complete the installation.

/&' Setup - eBIRForms E:] mj| -

Completing the eBIRForms Setup
Wizard

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

Click Finish to exit Setup.
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11. Go to My Computer, then click on the USB drive.

T My Computer 4=]l3
Flo EOt Vew Favortes Toos Heb *

O O'x,/“’m"’w@'

Address 'jnycml- M “

Hard Disk Drives

System Tasks

a Viewy system ef ormation Q' 'mdm(c,) Q" New Yolume (D:)

35 Add or remove progams

B‘ Change a settrng
Devices with age
gvou&na-) @mmm
Network Drives

~ 12F _Yerrp on '192.168.41 41" ~ 11F_Temp on '192.168.41.41°
e 5
— — —

- . -
(N:)&nmm 1221200 V en_hed on'172.21.2.10 (¥)
—— ———

Vm_mm'nznzw(z)
—

9 cbjects 'J My Comguter

12. Double-click the eBIRForms folder to view the files located inside.

= TOUSB (I:)
Fle €Sk View Favortes Tods Heb >

Qe - © (¥ Psewch [ rddes [T
Address O E:\ v @

File and Folder Tasks 1/] eBIRForms

) Make a rew foder
' Publish thes fokder to the
Wed

42 Share the fokder

Obytes ' My Computer

March 2015 Page 18 of 51



GUIDE FOR eBIRFORMS PACKAGE

Job Aid for Taxpayers

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

™ cBRForms ‘.-E q
Fle ER Vew Fovorkes Tock Heb &
Qe = ) F s [ rosws [T0)-
fress | ) E-\eBIRForms v B
File and Folder Tasks 2 ] toked | 1¢ _pros_copy
J Make 3 new folder s .
9 e | 1 RoC_pechve | 1a¢_roc_copy
ot Share this fokder = <
,v' I _RDO_Archive | | 1A _ROO_Copy
Other Places L Lo
“ TOUSS (L)
&) My Documenes | oot [ | prctie
.i My Comguter o o
& My Network Paces V/, _— . 7, —
| temp G ERForms.exn
S ures000.det ithen
@) o=
7.9M8 o My Computer
5.4. How to Navigate Through the Form
e |f you are using a mouse, just click inside the box that you want to type in.
e |f you do not have a mouse:
o Pressthe 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
5.5. Types of Input
Type of . L.
Input How It Looks Like Description
ﬂEgn-;ﬂ;m ROO Code: These are the boxes
Blank Field | B B B | where you can enter/edit
Taxpayers Name (Last Home, Firsl Home Middie Home For bedh data.
These are the round
Radio -A'TC buttons that provide the
Button ~ user with options to
FPO10 choose from.
These are the drop
Drob Down down boxes that provide
P =4 the user with options to
choose from.
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| These are the boxes
= bimirdees that are automatically
C_omputed y S L computed based on the
Field o ASE | .

data entered by the
in e T hn user.

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).

5.6. How to Use the eBIRForms Package Offline

5.6.1. How to Open the eBIRForms Package

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

- -sseis ® .. - oy e @'
N S eBIRForms
Mozils »
Tec | Microsoft Office Pow O Frefo I 19 ninstal
2007 ) Yahoo! Messenger »
O _— ) Yahoo! Search Protection ’
1
Q) Awra 4
»

X2 Mcrosoft Office Excd @) QuckTme

{®) Appie Software Update
B Notepad ) AVGFree 9.0

) McAfes Security Scan Plus
) novaPOF Professional Desitop 7
) Super Sound Recorder

) Ghbe Broadband

il @) Otympus Digal Wave Player

All Programs D

v v v v v w

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

eBIRForms v1.0 EJ
9P You are using an older version of Ackiver components!
To Fully utilize this software, please install Ackivex components,

Click. 'Ok ko go directly ko the download site.

Click "Cancel' should wou want ko download later,

[ oK |[ Cancel ]

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

eBIRForms v1.0 g]

7 ': eBIRForms sofftware will now kerminate,
L]

)4
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5.6.2. How to Install ActiveX Component

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

eBIRForms v1.0 @

9 You are using an older version of ActiveX components!
\?/ 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,

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".

Download Center

e Windows Internet Explorer 8 for Windows XP ua

Qunck Inks Internet Dplorer 8 Faster. Lasier. More Prvate, and More Seaure.
* Cvmverm

* Spviem oo o

Py, Quick details

¢ Adtecd bderanston b “ Oute mbdad 3w

e sy [rs -

== -
— Q
locking for suppornt?

L) Vit B M
Sappent e rom

Overview

drwnt g § 4 B ladost vevims of ¥ el Lwdwtihle samy Doty pn g sty e

LA e 5 e G S, et

* Pavier Ieurnet Lapiuer § 4 rwoet sesparains wth v pages and tbe, epemmg up oot and sebubly Fos con o get 90 the

! This is just a sample browser that has the ActiveX Components.
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5. Click ‘No Thanks and Continue.’

May we also suggest
Here are some addtional downloads 1o enhance your expenence with Microroft prodhacty

File name Sire
0O , Cumulative Security Update for Internet Explorer 8 for wime [0)
< ) Windows XP (XB2618440)
T This update addrevies the a d = Microroht

Secunty Bufletn MS11-099

0 ’ Microsoft® M Sof R ol Tool 5. Me ®
j KB8908 301

Thes tool checks your computer for mfecton by specific,
peevalert mabcicun voftware (inchudng Blater, Savver, and
Mydoom) and helps to remove the infection  # is found
Mucroselt will release an updated veruon of tha tool on the
svecond Tuerday of each month

Iy  Miroseft Office Compatiblity Pack for Word. Excel and name @
Elll PowerPoint File Formats
Install ths compatibelity pack # you would ke 1o open, edt,
and save d * ks, and pe that were
created in the newer vervoon of Word, xcel and PowerPont.

? NO THANKS AND CONTINUE

6. Wait until the download is complete.

.

Download Center

Produts Categores Secwty “pgon

(e Thank you for downloading

Windows Internet Explorer 8 for Windows XP

W ponn dmvdand dors ost et i W soconnh, Ok heve Sant donined For you
Gt Windome 7 todey

© trrscrons Owniee the sdibien that's vight ee
o

L Chek the Downioad buttan cn this page te vt the dowrlosd o sbect » Sferrt
Tangasy lowns B Ohnge angampe @rup bows bt wad heh Go.

2 Do o of the fulowing.

Mcrana 1 S e iy Fonmerid
Prwtent youn PC fowm vinnes, spywase. ol ey

© Vo vant #oe enrteation mreduiely. chek fan e tawe
o To s Bor dhmvdosd te yoas congniios ba mslliatom o & lite tove hoh Sove /.» Wadnnrs btecnet Laphuo
o Tocancel the bntalitan, cheh Cancel \ Gt e Rtest wension of Windon

\ Fewrwt Lglesn

# Windows Intune

pcure and nage P!
:Mu.@
Tt
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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 Ei

Do you want to run this file?

Name -
c - Mi fC .

Type: Application

From: C:\Documents and Settings\INDRA\Desktop

g T

[] Aways ask before opening this file

Whie files from the Intemet can be useful, this file type can
L potentially harm your 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

Extracting File:  shdocww, dll
To Directony: d:h0FET 221 4a1 20cchd df
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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 X
f Welcome to Windows Internet Explorer 8

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

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

®1 do not want to participate right now

(1 want to help improve Internet Explorer
Leam more Q

[ net> || coxe |

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

~ Install Windows Internet Explorer 8

f Please read the license terms

MICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS

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

Microsoft Corporation (or based on where you live, one of s affliates) Icenses this supplement to
you. If you are Icensed to use Mcrosoft Windows XP, Windows Vista, Windows Server 2003, or
Windows Server 2008 software (for which this supplement is applicable) (the “software”), you
may use this supplement. You may not use & I you do not have a Icense for the software. You
may use this supplement with each validly Icensed copy of the software.

5 poatie versin (F laccept | [_1decire |
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11. Click ‘Next.’

/- Install Windows Internet Explorer 8 3

f Get the latest updates

Install updates

This will nstall 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.

12. Wait until installation is complete.

¢ Install Windows Internet Fxplorer B

(_ Installing Windows Internet Explorer 8...

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 b‘

' Internet Explorer has been uninstalled

A previous version of Internet Explorer was removed. After restarting your computer to
complete removal and logging in, rstallation will begin automatically and your computer
will restart again to finish nstallation,

Assistive technology software that runs on Windows, such as screen reading software, will
not be able t0 read the screens that appear while nstallation 18 being completed (after your
computer restarts) because those screens are displayed before the assistive technology
starts,

G[ Restart now (rec ged) | [ Restatinter |
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5.6.3. 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

bcuc:uz Sy
Reqgusmied bichoss
116 A2 Progact & Qumzon Cry

Dp Cote Teleptone Marder
) pees

T L - e

L a\\ - — AR JSali
Fibe Novw Return Pecied Dete Cranted
T W W T MR

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

Dew Gz Jean Saazy

[96 Abey2 Progact 6. Quezon Cry
Dip Cote: Telephons Nurder
e prrses -

List of BIR Forms:

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. 1700, 1701, 1701Q,
1702EX, 1702MX, 1702RT, 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. 2551M, 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

¢ 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.

i i

Taspaper's Nama (Last Nama . §irst Hame Wddle Name F or nabidanl)
Hegamesd Name I o Moo bndividund] -

- > A PSS . N
et Cruz s S

Hegwmeed Afcrem
e nwy2 Propect 6 Quadon Cty

2ip Cote
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e List of BIR Forms contains a dropdown list of the forms included in the
eBIRForms Package

BIR Form 1601F - Monthly Remittance Return of Final Income Tax Withheld -
BIR Form 1602 - Monthly Remittance Return 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 Return of Creditable Income Taxes Withheld

BIR Form 1606 - ONETT Withholding Tax Return

BIR Form 1700 - Annual Income Tax Return
BIR Form 1701Q - Quarterly Income Tax Return For Self-Employed Individuals, Estates and Trusts
BIR Form 1702EX - Annual Income Tax Return (EXEMPT)
BIR Form 1702MX - Annual Income Tax Return (MIXED)
BIR Form 1702RT - Annual Income Tax Return (REGULAR)
I@ BIR Form 1702Q - Quarterly income Tax Return
BIR Form 1704 - Improperly Accumulated Eamings Tax Return
BIR Form 1706 - ONETT Capital Gains Tax Return (Capital Asset)
“|BIR Form 1707 - ONETT Capital Gains Tax Return (Shares of Stock Mot Traded Through LSE)
Regis BIR Form 1500 - ONETT Donor's Tax Return
IE__ BIR Form 1801 - ONETT Estate Tax Return
BIR Form 2000 - Documentary Stamp Tax Declaration/Return

. |BIR Form 20000T - Documentary Stamp Tax Declaration/Return (one-time transactions)
RegisiBIR Form 22004 - Excise Tax Return for Alcohol Products

IU_ BIR Form 2200AMN - Excise Tax Return for Automobiles and Non-Essential Goods
BIR Form 2200M - Excise Tax Return for Mineral Products
BIR Form 2200P - Excise Tax Return for Petroleum Products
Zip C4BIR Form 2200T - Excise Tax Return for Tobacco Products

I_ BIR Form 2550M - Monthly Value-Added Tax Declaration —
BIR Form 2550Q - Quarterly Value-Added Tax Return
BIR Form 2551Q - Quarterly Percentage Tax Retumn

L-ﬂBIR Form 2551M - Monthly Percentage Tax Return

Taxpq

ALl

BIR Form 2552 - Percentage Tax Return on Stocks |
BIR Form 2553 - Percentage Tax Payable Under Special Laws hd

¢ 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

Deo Cnz Jvan Sazy

Regumad Litiess

96 Aey2 Progect & Quegon Cry

iy Cote Tewprons Nurber

[r1o0 proases

List of BIR Forms:
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¢ File Name is the file name of the saved ‘Savefile’ in the eBIRForms package that
is retrieved when taxpayer enters the Taxpayer’s Identification Number and
selects a form from the List of BIR Forms.

[96 Aey2 Proyct §. Quezzn Coy

Dip Cote: Tewphons Nurder
froo pases
List of BIR Forms:

¢ Return Period is the return period of the saved form

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

['G Aey2 Progct & Quezon Cry

Dip Cote: Telwphons Murter

oo pses
List of BIR Forms:
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e View allows user to view saved forms

e Delete allows user to delete saved forms

16 Aley2 Project 6. Quecon Cry o
2 AN B -2~ % ) AVAN
frro2 | =Trom
List of BIR Forms:

PR Foen 0606 - Pagvest Fary = rew

F e Nove Return Pevied Dass Creaeed

11111111000 0805 121 2201 2163610 1D2N215 %10 B00215% 10

14. Fill- up the input fields under the Profile section.
15. Taxpayer Identification 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.

Offline eBIRForms Package v4.4.11 x|

i Cannot save profile. Please provide a valid TIM.

|

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

e e O ot
— T ——

(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

5.6.4. How to Fill Up a Form

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

R Pam %00 - Vienwy Rerdance Retas of Ve Tax and O Pecartage Taoes Witwd
Rerwiarce Swnan

e o
btatn voorw Tases VWl

WA Ergiered rhedun Evanes ond Trmty

o Prdaty
Ao Tan Dec

2. You will be directed to the form screen.

S G Payment Form

et LIt

. £ B S AT
Com Coiam G Ol [ I |

& lmlem

Basbgienad lalarmaian

o1 Om

ot i ari (=
18 S s CrTr
s D T =
) P T
] Bt Lkt | T 1) i
[ — [ ) SN S —" ]
S 2 s B b el /-] it Pt
Rl N Py — oC1 Fu Py e
2 o T e Tt 1
i prestismci
Tl
Fanil Compatanian of Fan
AN v e e - a
e b
L] L e
F v sml o - e | wm o
[ Sy SR Y >
£ Ppganeima by wangg b 0 bt e g ey DA
wwm 1] Lo oy o] P (s

March 2015 Page 33 of 51



GUIDE FOR eBIRFORMS PACKAGE
Job Aid for Taxpayers

3. Fill-up all mandatory and necessary fields in the form.

4. Select an ATC and Tax Type by clicking the radio button.

ATC Description
O FRo10 FINES AND PEN - ON TAX ON INCOME
O FPo20 FINES AND PEN - ON TAX ON TRANSFERS OF PROPERTY
O FPO30 FINES AND PEN - ON VALUE-ADDED TAX
) FPO40 FINES AND PEN - ON OTHER PERCENTAGE TAXES
O rro42 FINES AND PEN - ON STOCK TRANS (IPO)
O FPoS0 FINES AND PEN - ON EXCISE TAXES
O FPo51 FINES AND PEN - ON EXCISE SPECIFIC
O FPOG0 FINES AND PEN - ON DOCUMENTARY STAMP TAXES
O FPoT0 FINES AND PEN - ON MISCELLANEOUS TAXES
O FPoT1 FINES AND PEN - ON ENERGY TAX
O rPogo OTHERS FINES AND PENALTIES
O erP100 FINES AND PEN - CAPITAL GAINS
O eP110 FINES AND PEN - ON COMPENSATION
O rrP120 FINES AND PEN - ON FINAL
O FP130 FINES AND PEN - ON EXPANDED
) FP140 FINES AND PEN - GOVERNMENT MONEY
O FP141 FINES AND PEN - WINNING AND PRIZES
O FP150 FINES AND PEN - BANKS AND FINANCIAL INSTITUTION
O rr160 FINES AND PEN - ESTATE TAX
O P70 FINES AND PEN - DONORS TAX

5. After filling up the form, the user may do any of the following:
e 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.

-

CAUsers\maasoria\AppData\Local\ Temp\[492F 7389-6913-4008-9B62- 2F6500... N

I Please enter a valid year on Itemn 2.

o Ifvalidation is successful a message box will be prompted by the
system. Click ‘OK’.
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CAUsers\maasoria\AppData\Local \Temp\(432F7389-613-4D08-9862-2F 65890.. e

|, Validation successiul. Click on Edit if you wish to modify your entries.

[

J
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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.
21 Yot Amount PaystiaiSum of hems 19 & 200 n
O Pre-approved by investoatng Ofice O Not approved by invesdgating Ofice
Vahdate | J J Save | Prnt
e  Submit

o Allows the user to submit the form to the eBIRForms Online

o For the enhanced forms 1700, 1701, 1702-EX, 1702-MX, 1702-RT version 2013
ENCS, this will allow the user to submit the form to or eFPS Online once
completed and validated

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

.
CAUsers\maasoria\AppData\Local\Temp\[492F7389-6913-4DDB-9B62- 2F65890... MESN |

[
|

| saved successfully as :

| A Govefile 967654321000-1702()-201@

|

\ |

.

e Print
o Upon clicking print button, user will be directed to the print
preview screen of the form to be printed.

21 Towsl Amesuest PayabialBon of hesa 18 & 200 il
) Pre-approved by immsbgabing Office ) Mot approved By inesbigating Office
Validate | i | Sam | Prnt |

o Go to the Menu Bar and Click on ‘File’
o To print the accomplished form click on ‘Print’, and then user will
be directed to the printer options.

March 2015 Page 36 of 51



GUIDE FOR eBIRFORMS PACKAGE
Job Aid for Taxpayers

e e T e e S

e Gow
Cancel Pt
T Pagaea rg Pioras g
‘% e e g Payment Form 0505‘,3_‘“_‘
o To cancel print click on ‘Cancel Print’, and then user will be
directed to the Form Screen.

§ ol TV 0405 A s T TR o . Y
e Gom
™

Rentas rg Pionx
@ T Payment Form 0605

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

is successful.
Part Il Computation of Tax
19 Bssic TexDeposit/Advance Fayment 19 0.00
20 Add: Penalties
Surcharge Interest Compromise

20 | 0.00 208 | 0.00 20C | 0.00 20D | 0.00

21  Total Amount Payable{Sum of ltems 19 & 20D) il 0.00
O Pre-approved by Investigating Office O Not approved by Investigating Office
Validate | Edit Submit | Sae | Pint_ || FinalCopy |

6. Upon clicking ‘Final Copy’ a message box will be prompted by the system
that the file is saved and encrypted.
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5.6.5. How to Return to Parent Screen

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

N e o Piciea
Sgrrrers g Pamemsdopi
it 1 o

1 v e W Cateitas () vt p fo——
2 S Ernn BT

R

Payment Form

4 Dn D AT

COm Om Om O [ | [ [ 0

B P

0805

S SRR
] AT

ppmrrm ————— " [} iy
Part | Backgraeund Information
O Ty b s L (10 _ Moo cos N Foppe Gt A2 Liw st BaremCon e
[ e e e ]ua " OF ON Torwarting
T8 Tzt Vst Fut R Fom M e M b el A Y o i
[romiveta, paric i o g santiag TTTFT ]

14 Fagamna s |18 am Com

[ina 120, 27 pooeiba Dowers. Skaling Slage, (RO Cily Fito
T [P — [T R T —

Walurtary Paymss Par kacdTisingaend Aocount 2 nnialment
[ P ——— [N P Pa— o —— He ofinrpdreni
1 paritan (71 dccourin BecsveblaiDainguent docoent | Partial Paymen
121 Tax Dapcwtiidenros Paarant o Full Pagmsnt
1) trwame Tae Sererd It vt Ind ivickssd |
) ctbmrsipunstyl
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19 B Tas gt s mim S el 19 i
o
Baraa e Corgeoman

F oEe 288 [ am e [ EE ] T

I o et FavsblafS of sems 195200 Fi| im
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| o || | Pt | Fedcom |

T

2. Click ‘File’ then select Main Screen.

Aaresian g P e
e
[ -

T v B Catnias () s 1 Searine
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Payment Form

4 S Y
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fromixsks, zence dormn o aentege e TiEETE
15 Fagrmere divaw 16 2 oan
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3. Upon clicking ‘Main Screen’, you will be directed to the Parent Screen of the

System.

March 2015

Page 38 of 51




GUIDE FOR eBIRFORMS PACKAGE
Job Aid for Taxpayers

5.6.6. 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.

[16 Avey2 Promct 6. Guessn ey

Zp Code Tebephone Mumter
[rvoa psszes
List of BIR Forms:

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

16 Abey2 Propect & Quedon Ciy

Z7AN N <V M PATAN

Tip Cede:
1100 | SN
List of BIR Forms:
BIR Fown 1605 . Payrrent Fom ) iy
Filo Nome Return Peciod Date Croans
? © 111111111000-0606-12122012153610 121220121536 90 08302012 153510
R

3. Upon clicking the ‘Delete’ button a confirmation message will‘@ppear 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 g\

\“.’) Are you sure you want to delete this file?

@ oK Cancel

5.7. 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.

Print... Ctri+P Print ’

Print preview... File =1

Page setup... Zoom (100%) »
Safety >
View downloads Ctri+)

Manage add-ons

SIGN IN - F12 developer tools
New here? Sign Up Go to pinned sites
rords &/ Search Internet options

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

Page Setup %]
Fl:‘:;:rsip::mns E:ﬁr?lns lﬁr;r.?:s} E‘g—::‘ff'i_ _
c A4 =
* Portrait " Landscape Top: W :?5:."5’-”..':'
[~ Print Background Colors and Images Bottom: W E‘%&?‘_‘"
¥ Enable Shrink+o-Fit

— Headers and Footers
Header: Footer:

|-Emety- =) |y ]
|-Empty- x| |-Emoty- ~
[Emety- x| | Emoty- =~

OK | Cancel |

5. Printer Setting:
e Page Size is A4

¢ Default Margin must be set to default (Left: 0.75 inch, Right: 0.75
Top: 0.75, Bottom: 0.75 inches).

e Check ‘Enable Shrink-to-fit.’

e All headers and footers must be empty.

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.

{&} C\Users\maasoria\AppData\local\Temp\(1F2786EF-AE3

File

Main Screen
Save
Print Preview

Exit

1 Forthe { Colends

2 Year Ended (MM/Y

T Retun Period (MM |
Part |l

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

§ e R ond PV 13- R PN o B it L R e [N

Fre v
Cancel Pt
e | @ e ERFamhe
Pap.ia g
s Powens 0605
frasensbee Payment Form _
e Septerte DENS
1 e coneen e I 10a0mMIoT)  Swebemieew b
Cw (o T Ca [ [ | 0 [
2 row e ey
| J
[T renreeemes [ [ | 8 3 ———
Pat| Background Information
| [ —— 0 2000 1 “scow Sentonter 12 i o BarenOmnpnen
[ f g f1 Fn ™)
13 e P Ve e W v wee
L e
15 2uguwns Asows 1620 Coe
Quean Coy m
| Vow ¢ oyt L Eor—
Vot Pavseet P AU Dwiguet Accont ¥ et
| et et 7 gy Foal havesn T "2 [ W o iiret
" swates 7 Aoy tacwata Tenvent Acavet " Parkel Paymant
| i et hance Swymene ’ Fll Pagment
;t—-hh—lw
L FPomavtatlon ol Taa
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9. Select a printer, then Click ‘Print.

Select Printer

% Add Printer %9 HP Laserjet P2050 SWD

& Fax - HP LaserJet P3010 Serie

[+, HP LaserJet P1006 %% Microsoft XPS Docume

< | m ] »

Sais O Pwstoi
Location:
Comment:

"

Page Range

oA Number of coples: 1 - |

Selection Cyment Page
) Pages: 1 Collate

Enter ether a single page number or a single lllJ lel 3}31
page range. For example, 5-12

Boply |

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

1. Click the ‘Schedule 1’ hyperlink.

T e e ik -
OEPNIE T MATYTF AEITR | A OTHE TAX T4 04 ISERE, PROTETE CHARGEAN | MWASET SATIRITE
A I . 1 o |
— P S — r————— | % Q———
g e L] P—— [——— i ——— [ —— " [ [ w— o
e = o a freEye n o
—— - . - s v .
et
S s
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2. After completing ‘Schedule 1’ click ‘File’, then ‘Print Preview — Schedule(S).’

CFle Help

OF REMOVALS AN

]
b _ Taxable(s
._I._

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

If printing schedules, please set page orientation to landscape.

4. Click ‘Preferences.’

% Add Printer & HP Laserjet P20S0 SWD
= Fax 5 HP LaserJet P3010 Serie
%9 HP Color LaserJet CP3525 on 192168414 e Microsoft XPS Docume

« | m J

- "@"

Numberof copies: 1 4
Cumert Page
1 Colate

Enter other 3 sngle page number or 3 sNgle 1l 212 33
page range. For example, 512

(P ][ Concet | ooy
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5. Click the ‘Printing Shortcuts’ tab. Set the ‘Orientation’ to ‘Landscape.’

Apdntng shotout is 3 collection of saved pant settings that you can select
weh a sngle chck

6. Click ‘OK’

5.8. How to File the Form

1. After filling up form, save the accomplished form.

2. Click “Final Copy” button.

Part Il Computation of Tax
19  Basic Tax/Deposit/Advance Payment 19 | 0.00
20 Add: Penalties
Surcharge Interest Compromise
204 | 0.00 208 | 0.00 20C | 0.00 200 | 0.00
21 Total Amount Payable{Sum of ltems 13 & 200} il 0.00
O Pre-approved by Investigating Office (O Mot approved by Investigating Office
Validate Edit || Submit Sae | Print || Final Copy |
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3. Upon clicking ‘Final Copy’ a message box will inform you that the file is
saved and encrypted.

a) With Manual Payment
i) Print three (3) hard copies to be distributed as follows: 1 for
BIR, 1 for AAB and 1 for taxpayer.
i) Receive checked two (2) hard copies of accomplished form from
the RDO.
iy Proceed to AAB or RCO and present one (1) hard copy of your
accomplished form and pay accordingly.

Download the
eBIRForms Package
and install in computer
OR
Save eBIRForms
Package installer in
USB flash drive and

Go to BIR website (if with
access to internet)
OR
Go to BIR e-lounge and bring
USB flash drive (if without
access to internet)

Open the eBIRForms Validate the BIR Form
Package, fill up profile
information and fill up
the selected BIR Form

install
— . L Update
—_ ] Final Copy | I
Print 3 copies of the BIR Click “Final Copy” button. Save the BIR Form Edit the BIR Form

Form (1 for BIR, 1 for
AAB and 1 for taxpayer)

¥
oy = it

) Y

Affix signature on the Submit the eBIRForm hard Receive your two (2) hard Go to AAB/RCO and
eBIRForm copies to RDO. copies of your submit one (1) hard
hardcopies accomplished form. copy of your

accomplished form and
then pay accordingly.
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b) With Electronic Payment
i) Print two (2) hard copies to be distributed as follows: 1 for BIR
and 1 for taxpayer.
i) Receive checked hard copy of accomplished form from the RDO.
iy Follow existing procedures (RMO 20-2005) for mobile payment
through G-Cash (for returns not exceeding P10,000).

P Download the
Go to BIR wel_asne (if with eBIRForms Package
access to internet) and install in computer
OR OR
Go to BIR e-lounge and bring Save eﬁ{Forms
USB flash drive (if without Package installer in

Open the eBIRForms Validate the BIR Form
Package, fill up profile
information and fill up

the selected BIR Form

access o intemnet) USB flash drive and
install
- : =
- Final Copy | Upda

Print 2 copies of the BIR Ll S " Save the BIR Form Edit the BIR Form
Form (1 for BIR and 1 Click “Final Copy” button.

for taxpayer)

RDO

“ama

’-i] [é Ll
. Pay through mobile
\ th .
Affx s;%?;;or?r: nie Submit the eBIRForm hard Receive your hard copy of via G-Cash (for
hardcopies copies to RDO. your accomplished form. returns not exceeding
P10,000). There is no

need to submit a hard
copy of your returns.
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c) Without Payment

i) Print two (2) hard copies to be distributed as follows: 1 for BIR
and 1 for taxpayer.

Receive checked hard copy of accomplished form from the RDO.

> OF »

i)

Validate the BIR Form

Go to BIR website (if with Download the Open the eBIRForms
to internet eBIRForms Package Package, fill up profile

access to intemet) and install in computer | acxage, 1l up pl
OR information and fill up
the selected BIR Form

OR
Go to BIR e-lounge and bring
USB flash drive (if without
access to internet)

Save eBIRForms
Package installer in
USB flash drive and

Final Copy I« 1r=__ « |U 3 g

Edit the BIR Form

i b,
Click “Final Copy” button. Save the BIR Form

Print 2 copies of the BIR
Form (1 for BIR and 1
for taxpayer)

RD

o7

&
#y = [ W

Affix signature on the Submit the eBIRForm hard Receive your hard copy of
eBIRForm copies to RDO. your accomplished form.
hardcopies
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5.9. How to Uninstall the eBIRForms Package

1.

Go to the Start Menu and click on ‘Uninstall’ under the ‘eBIRForms’ option.

-

Microsoft Office Pow
123 2007

6 Tunes

X2 mcrosoft Office Exce
-

B Notepad

S ——
) Mozils Firefox

) Yahoo! Messenger

) Yahoo! Search Protection

Q) Avra

) QuckTime

("_) Apple Software Update

) AVGFree 9.0

) McAfee Securty Scan Phus

) novaPOF Professional Desktop 7
) Super Sound Recorder

) Globe Broadband

@) Olympus Dightal Wave Player

v v v v -

v v w v v =

_@ﬁm

2. Follow message box instructions to uninstall eBIRForms Package.
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6.

Frequently Asked Questions (FAQSs)

Question

Answer

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 tax agents to
prepare their returns offline, validate, edit, save and print
their returns, and submit online.

The eBIRForms project will be fully implemented by
December 2012.

Temporarily, while the eBIRForms Filing Infrastructure is
under development, there will be manual (hard copy)
submission of accomplished forms.

Are the eBIRForms new forms?

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

What is the difference between
the PDF eBIRForms and the
eBIRForms package?

The PDF eBIRForms are the temporary solution for the
Annual ITR forms.

The eBIRForms package contains the remaining forms.
Eventually, the Annual ITR forms will become part of the
eBIRForms package.

How do | download the
eBIRForms?

If you have internet connection:
e Goto the BIR website at www.bir.gov.ph. Click
on eServices link, then select eBIRForms. Under
Offline eBIRFormsPackage, click the download
link at the bottom portion.
If you do not have internet connection:
¢ Goto aBIR e-lounge and bring your USB
flash drive.
e Save eBIRForms Package installer from the e-
lounge computer.

What are the system
requirements?

1. Supported Operating System:
Windows Vista or Windows 7;

2. Hard disk drive space needed: at least 70 MB free
space;

3. RAM memory needed: Runs best on 2GB or higher
ActiveX components via Internet Explorer version 9
or 10;

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

What program do | use to
open the eBIRForms?

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
eBIRForms package.
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Question

Answer

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

e Currently 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 eBIRForms:

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

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 eBIRForms (in
terms of target taxpayers)?

e Large taxpayers and selected taxpayers are the
primary users of the eFPS.

¢ Non-individual and individual taxpayers and
tax agents are the target users of the
eBIRForms.

e The eBIRForms will be available for large taxpayers
until the eFPS is ready for BIR Form Nos. 1700,
1701 and 1702.

What if | don’t have a mouse?
How do | fill up the form?

e Press the Tab key to move to the next box

e Press Shift + Tab key to move back to the previous
box

e Press the left arrow key (<) or the right arrow key (=)
to choose between radio buttons

e Press up arrow key or down arrow key to choose
options in the drop down box

Do | submit the form online?

Online submission to eBIRForms is available except
for the Annual Income Tax Return.

What is the page setup when |
print the forms?

A: Page Setup (Internet Explorer)

Margin

Left: 0.146 inches
Right: 0.148 inches
Top: 0.14 inches

Bottom: 0.14 inches
(Note: Or whatever minimum margin allowed by the IE)

Page Size: Folio or Legal

Header/Footer: All six (6) boxes should be set to “Empty”.
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Question

Answer

What is the page setup when |
print the forms Annual Income
Tax Return forms 1700, 1701,
1702-RT, 1702-EX and 1702-
MX version 2013 ENCS?

¢ Check the "Print Background Colors and Images"
option
¢ Uncheck the “Enable Shrink-to-fit” option
e Set the Margin settings
Left - 0.166
Right - 0.166
Top-0.166
Bottom - 0.166
¢ All Header and Footer measurements must be set to
'Empty’

What size of paper do | print the
form on?

A: A4 - for all Annual Income Tax Returns (1700, 1701,
1702RT, 1702EX and 1702MX)

Legal size or Folio size (8.5" x 13") — for the rest of the
forms.

How do | submit attachments?

Follow existing policies, guidelines and procedures on
submission of attachments:

Forms in
eBIRForm.s Attachment Issuances
Package with
attachments
1701Q, 1702Q, Summary Alpha List of Withholding RMC 3-2006
2550M, 2550Q, Taxes (SAWT)
2551M, 2553
1601E, 1601F, Monthly Alpha List of Payees RMC 3-2006
1600 (MAP)
2550Q (Relief) RMC 24-2002
. Summary List of Sales RMO 04-2003
RR 16-2005
e Summary List of Purchases RR 1-2012
. Summary List of Importations

What if a certain form doesn’t
load properly?

Check if you have Java Run-time Environment version 1.7
installed in your computer. If not, you may download the
latest version here: http://java.com/en/download/index.jsp
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