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1. Project Overview
1.1 Background

The Electronic Bureau of Internal Revenue Forms (eBIRForms) is an e-service of the
Bureau of Internal Revenue (BIR) that provides taxpayers with an alternative mode of
preparing and filing tax returns that is easier and more convenient.

Instead of the conventional manual process of filling up tax returns on pre-printed
forms, taxpayers can download the Offline eBIRForms package from BIR eServices
website. Using the Offline eBIRForms package, taxpayers and Accredited Tax Agents
(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 encoded information. After filling out the forms, taxpayers/ATAs can submit
it through the Online eBIRForms System.

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 and submits tax return to AAB,
RDO/ RCOg
Electronic filing (in Taxpayer use electronic form of filing tax return.
reference to the use of
the eBIRForms)
2.2. Acronyms
Term ‘ Definition
AAB Accredited Agent Bank
eBIRForms Electronic Bureau of Internal Revenue Forms
eFPS Electronic Filing and Payment System
oTC Over-the-Counter
PDF Portable Document Format
RCO Revenue Collection Officer
RDO Revenue District Office
TP Taxpayer
ATA Accredited Tax Agent
TSP Tax Software Provider
Extensible Markup Language. Output file generated
XML .
by the Offline eBIRForms package
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3. Features of eBIRForms

3.1. System Overview

— Validate
Download and install —1 Save
Offline eBIRForms Package
Accomplish Tax ' B
Returns Fillup Edit

— Print

@ To Online eBIRForms
T
To eFPS

Final Copy To FTP

View —

View Offline
Forms

Delete

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’, ‘Submit,
or save a ‘Final Copy’ of the accomplished forms.
This module allows users to view or delete all the
existing offline forms that the user created/modified.

View Offline Forms

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

accomplished forms.

Upon validation of the form, users can ‘Edit’, ‘Submit’ or
save a ‘Final Copy’ of the accomplished forms.
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3.2. What is Offline eBIRForms Package?

o 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.

3.3. What is Online eBIRForms System?

e 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.

3.4. 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.

3.5. 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
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4. How to Use the Offline eBIRForms Package

4.1. How to Download and Install the eBIRForms
Package

4.1.1.1f you have internet access

1. Download the Offline eBIRForms package from any of the following website:
a. www.hir.gov.ph

www.bir.gov.ph/index.php/eservices/ebirforms.html
www.knowyourtaxes.ph

www.dof.gov.ph

Dropbox

PoooT

2. Save the zipped file in your computer.

3. Unzip the contents of the zipped file. This will contain the following files:
a. eBIRForms Package installer (eBIRForms Package Setup.exe)
b. Job Aids on How to Use the eBIRForms Package

.. | » eBIRForms

Organize = Include in library = Share with = Burn MNew folder

-

. Favorites
-

Bl Desktop -
& Downloads T
£ Recent Places

o eBIRForms Job Aid for
7l Libraries Package Setup Taxpayers - How

5| Documents £ to Use the
= eBIRForms Pack...
rJ”- Music
le=| Pictures
E Videos

M Computer

G'i,-l Metwork

2 items

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

eBIRFarms
Package
Setup.exe

PAGE 6 OF 36




GUIDE FOR eBIRFORMS

5. Click ‘Next.’

i Setup - eBIRForms E|§|@

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

It is recommended that vou close all other applications before
cantinuing.

Click Mesxt to continue, or Cancel to exit Setup,

I Mext = ][ Cancel l

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

o Setup - eBIRForms

Select Destination Location H 4
Where should eBIRForms be installed? ('.-""3
‘,__)I Setup will install eBIRForms into the Fallowing Folder.
To continue, click Mext, IF vou would like ko select a different Folder, click Browse, =
<P

Al least 45,5 MB of Free disk space is required.

< Back ” Mext = ][ Cancel
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7. 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 " J
‘Where should Setup place the program's shortcuts? I:’I:’: /
2

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

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

-
BIRForms, | [ Browse, .. ]é/j

< Back ” Mexk = l[ Cancel

8. Click ‘Install.’

= Setup - eBIRForms

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

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

Destination location:
C:\eBIRForms

Stark Menu Folder:
eBIRFarms

Q)
!

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

fia! Setup - eBIRForms

Installing H J

Please wait while Setup installs eBIRForms on vour computer, (

Exctracting files. ..
Ci\eBIRForms\BIRForms. exe

O

Zancel

10. Click ‘Finish’ to complete the installation.

st Setup - eBIRForms E]|E”X|

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. 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).

B e e e g v e
e ) Mosils Fircfox R f@i eBIRForms v | R eBTRForms
Em 2007 I/ vahoo! Messenger g §5) Uninstal
@ Tunes @ ¥ahoo! Search Protection 3
= @ Avira 4
E.E_‘E Micrasoft Office Exce @ QuickTime r
(@) Apple software Update
@ Motepad I AWG Free 9.0 ’
@ McAfee Security Scan Flus 3
All Programs B @ nowaPDF Professional Deskkop 7
@ Super Sound Recorder 3
I slobe Broadband r
"Ii' start @ g @ Olympus Digital Wave Player 3
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4.1.2.1f 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.’

fis! Setup - eBIRForms E|§|@

Welcome to the eBIRForms Setup
Wizard

This will install eBIRForms version 1.0 on your compuker,

1t is recommended that wou close all other applications before
cankinuing.

Click Mext ko continue, or Cancel bo exik Setup,

Q)
bl

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

flo! 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:'|,eBIRFOrms | I Browse, ,,

&k lzast 45,8 MEB af free disk space is required,

l « Back ” Mext = ][ Cancel

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

X

Browse For Folder

Select a folder in the lisk below, then click Ok,

|C:'|,eEiIRFu:urms |

= ncal Disk (C:)
e Mew Yolume (D)
(T}:’ e TOLSE (E2)

. -4, DYD-RAM Drive (F:)
;'g 1ZF_Tempon '192,163.41.41' (H:)
’ég L11F_Tempon '192,163.41.41' (R
;'g Meralco PMO on "172,21.2.10' (%)

=# evn_hrd on'172.21.2.10° (¥)
=% bir_cmp on '172,21.2,10° (Z1)

il l [ Cancel
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6. After selecting the USB drive, click ‘OK.’

X

Browse For Folder

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

|E:'|,eEiIRFu:urms |

wge Local Disk (C:)

gl Mew Wolume (D)

=270 ISE (E:)

oL DYD-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_hrdon'172,.21.2,10' (v!)

=¥ bir_cmpon 172,212,100 (21)

C\}
| ok || cancel |

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 H
Where should Setup place the program's shorbcuks?

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

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

BIRForms | [ Browse. .

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

! Setup - eBIRForms

Ready to Install *
Setup is now ready ko begin installing eBIRForms on wour computer, o]

Click. Inskall bo continue with the installation, or click Back if vou wank to review or
change any settings.

Destination location:
ZiheBIRForms

Start Menu Faolder:
eBIRForms

R

< Back ” Inskall ][ Cancel

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

15 Setup - eBIRForms

Installing H J
Please wait while Setup installs eBIRForms on your computer, I

Extracting files. ..
E:\eBIRForms\BIRForms, exe

[IIIIIIIIIIIIII

Zancel
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10. Click ‘Finish’ to complete the installation.
fis’ Setup - eBIRForms E]|E|X

Completing the eBIRForms Setup
Wizard

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

lick. Finish ko exit Setup.

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

4 My Computer g@@
4:

File Edt Wiew Favorites Tools  Help

) = ? ) Search Folders -
D= Q /

Address | ,J My Computer v| e

Hard Disk Drives

System Tasks kS

Wiew system information @ Local Disk (22} &@ e Yalume (D2

;j Add or remave programs
[@ Change a setting

Devices with Removable Storage

@ TO USE (E:) . @ DVD-RAM Drive (F1)

Other Places

& ry Metwork Places
D My Documents

[ control Panel Network Drives
_ L—@ 12F_Temp on '192.165.41.41' L\.@ 11F_Temp on '192.166.41.41'
Details (H: (R
[ [="=]
My Computer
System Folder = i | —
E;I:T;alco PMO on '172.21.2.10 b ﬁ avn_hrd on '172.21.2.10° ()

e

w bir_cmp on '172.21.2.10' (21

[

9 objects JJ My Computer
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12. Double-click the eBIRForms folder to view the files located inside.

= T LISB (E:)

File Edt View Favorites Tools  Help ;#'

Qe - O - ¥ pSearch [ Folders | [737]- m
)Y

Address | £\

File and Folder Tasks D Hew Folder | caIRForms

ﬁ Make a new folder
e Fublish this folder to the
‘Wb

l=? Share this Folder

Other Places

5§ My Computer
B My Documents
g Iy Metwork Places

Details

2 ohjects 0 bytes 9 Iy Camputer

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

& eBIRForms |:| |§” |

File Edit ‘“iew Favortes  Tools  Help #

eBack @ I\) L% pSearch f{:‘ Falders v

&ddress |25 E:\eBIRForms v| e

File and Folder Tasks ' Failed r 1AF_Proi_Copy

ﬁ Make a new Folder

€ Fublish this Folder to the = =
Wweh i IAF_RDC_Archive B 18F_RDC_Copy

l? Share this folder

8 IAF_RDC_Archive B T8F_RDO_Copy
Other Places

e TOUSE (E2)
B My Dacuments [ lagfile i prafile

g My Computer
&) My Metwork Places

8 savefile f success

Details

ternp BIRForms. exe

unins000.dat unins000, exe

DAT File !
L v
GEE I PP Setup Uninstal

14 cbiscts 47,9 MB o My Computer
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4.1.3. How to configure Proxy setting

1. Goto C:\eBIRForms folder

-
k )v I N j m‘ I Search eBIRForms
File Edit View Tools Help
Organize * Indudeinlbrary *+  Sharewith +  Burn
, UNILAE d MName “ Date modified | Type | Size
J Cy's Unilab Shared Folder
| failed 5/28/2015 9:57 AM File folder
. DotMet Trainee
B Desktop | IAF_Proj_Copy 5/28/2015 9:57 AM File folder
- | IAF_RDC_Archive 5/28/2015 9:57 AM File folder
i£] Recent Places
| BIR eBIRForms Timesheet | IAF_RDC_Copy 5/28/20159:57 AM  File folder
. BIR eBIRForms | IAF_RDO_Archive 5/28/2015 9:57 AM File folder
| FINAL SRS 0404 2014 | IAF_RDO_Copy 7/7/2015 7:53 AM File folder
| For QA . logfile 5/28/20159:57 AM  File folder
, profile 7/3/2015 2:21PM File folder
79 Libraries | savefile 7/7/2015 7:53 AM File folder
=&| D ts
£ Doamen | success 5/28/2015 %:57TAM  File folder
,J'. Music
| temp 5/28/2015 9:57 AM File folder
=] Pictures L
E Videos % BIRForms 722015 8:11 AM Application 70,005 KB
¥ | proxy 7(7/2015 &:02 AM Configuration settings 1KB
/M| Computer || Release Motes 7/2/20158:12 AM Text Document 2KB
Q_-_"' Local Disk (C:) 12| unins000 7/2/2015 8:26 AM DAT File 20 KB
LI ﬁ?_;’ﬂ unins000 7/2/2015 8:25 AM Application JO2KB
- .

2. Find the "proxy" Configuration settings file.

Local Disk {C:) ~ eBIRForms -

- m I Search eBIRForms

2

Print  Burn  Mew folder
il Name ~ Date modified Type | Size

| failed 5/28/2015 9:57 AM File folder
J IAF_Proj_Copy 5/28/2015 9:57 AM File folder
| IAF_RDC_Archive 5/23/20159:57 AM  File folder

t | IAF_RDC_Copy 5/23/20159:57AM  File folder
) IAF_RDO_Archive 5/28/2015 9:57 AM File folder
| IAF_RDO_Copy 7/7/2015 7:53 AM File falder
J logfile 5/28/20159:57 AM File folder
| profile 7/3/2015 2:21 FM File folder
J savefile 7(7{2015 7:53 AM File folder
| SUCCESS 5/28/2015 9:57 AM File folder
J temp 5/28/2015 9:57 AM File folder

.-.-, BIRForms 7/2/20158:11 AM application 70,005 KB

| Release Motes

1 unins000

LI ﬁ! unins0o0

7/2/2015 8:12 AM
7/2/2015 8:26 AM
7/2/2015 8:25 AM

figuration settings

Text Document

DAT File

Application

2KB
20 KB
T02KB
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3. Double click the "proxy" Configuration settings file, proxy notepad will display

=

File Edit Format Wiew Help

[ProxySettings] ]
Proxyaddress=
ProxyPort=8080
ProxyUser=
FProxyPassword=
proxyMode=9
ControlPortProxy=yes
DataPortProxy=yYes
UsedldPort=No
UseDefaultPort=No
UsePassive=yes

4. Type in the proxy IP address in “ProxyAddress.= “

5. Save the file then close.

_loix

File Edit Format Wiew Help

Mew Ctrl+M ﬂ
Open... Ol +0 b.1.4

Save As...

Page Setup... =5

Print.... Ctrl+P

Exit
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4.2. 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 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

Types of Input

Type of

How It Looks Like Description
Input

“Taxpayer Identification Number: RDO Code: These are the boxes

Blank Field | B N N where you can
enter/edit data.

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

ATC These are the round
Radio buttons that provide

Button . the user with options
®_ to choose from.

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

Drop
Down =1

These are the boxes
Tax Due that are automatically
computed based on
the data entered by
5 16E | the user.

Computed | 7 14E |
Field o 15E |

These are the blue
colored words or group
of words that a user
can click on to be
directed to a new
section in the system
(e.g. Schedules, ATC,
and Tax Types).

Hyperlink Schedule 1
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4.2.1. How to Fill Up the Profile 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

Govemment Property Not For Sale -

Registered Address:

Zip Code: Telephone Number:

r |

Email Address:

[
List of BIR Forms:

{Please Select}... ' - ~ Ak

Return Period Date Created

File Name

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

Govemment Property Not For Sale -

Zip Code: Telephone Number:
l_ I

Email Address:

[
List of BIR Forms:

{Please Select}... Fill-up

=
File Name Return Period Date Created
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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, 2200P,
2200T, 2200AN and 2200M

o Help>>Income — consists of help file for BIR Form No. 1700, 1701,
1701Q, 1704, 1702Q, 1702EX, 1702MX and 1702RT

o Help>> ONETT - consists of help file for BIR Form No. 1606, 1706,
1707, 1707A, 1800, 1801 and 2000-OT

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

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

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

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

Offline eBIRForms Package v6.3
File Help Government Property Not For Sale -

Taxpayer's Name (Last Name, First
Registered Name (For Non-Indivi

I

Registered Address:

Zip Code: Telephone Number:
| I
Email Address:
I
- —
List of BIR Forms:

{Please Select}... Fill-up

Name, Middle

Return Period
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e List of BIR Forms contains a dropdown list of the forms included in the
eBIRForms Package

Offline cBIRForms Package v6.3
File Help ‘Government Property Not For Sale

EEEoT |

Zip Code: Telephone Number:

r |

[v] Fillup

| N, e Sy

Return Period Date Created

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

Offline eBIRForms Package v6.3
File Help Government Property Not For Sale -

(Select RDO)
e Name Fo

Zip Code: Telephone Number:

r [

List of BIR Forms:

{Please Select}... < Fill-up ’
! NN - 11 7 |
| NG Ny R |

Return Period
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o 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.

Offline eBIRForms Package v6.3

File Help Government Property Not For Sale -

Registered Address:
[
Zip Code: Telephone Number:
I
Email Address:
List of BIR Forms:
{Please Select}... Fill-up

= A

Return Period Date Created

| N =

e Return Period is the return period of the saved form

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

Gfine eBiRForms Package e

File Help ‘Government Property Not For Sale

Registered Address: :

f
Zip Code: Telephone Number:

] [
Email Address:

f
List of BIR Forms:

{Please Select}... . ™| Ak

| SO S =7
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View allows user to view saved forms

Delete allows user to delete saved forms

Government Property Not For Sale ﬂ

File Help

DELA CRUZ, JUAN

oo~ a\alh
2%

T :
[

7

IANILA, PHILIPPINES

y—
= 7

Email Address:

iuandelacmz@gmail. com

List of BIR Forms:

BIR Form 1702RT - Annual Income Tax Return (REGULAR) Fill-up
File Name Return Period Date Created
' =
®  111111111111-1702RT-1214 1214 04/16/2015 12:06:34

1. Fill- up the input fields under the Profile section.

2. 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 wi.3 EI

i Please enterwalid TIMN

9]4 |
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3. Select form to be filled up from the List of BIR Forms. Click ‘Fill-up.’

DELA CRUZ, JUAN

"7 . -
| M/ AR\ |
€ S

21 o B e

1111 {ERRRRR
Email Address:

iuandelacruz@gmail.com
List of BIR Forms:

BIR Form 1701 - Annual Income Tax Return Fill-up
File Name Return Period Date Created

\
(TIN in sample is 111-111-111-000)

4. Upon clicking the Fill-up button a message box will appear, saying that the
profile entered is successfully saved in the computer.

Offline eBIRFarms Packiags

_ Background information savedfupdated successfully as:
i profilef111111111113 xml

Ok |
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4.2.2 How to Return to Parent Screen

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

Rssusiie ns Figine:
@ Kagenaran ng Pananalsp Payment Form
Kavarihan g Rentesnines

BIR Form No.

0605

September 2003(ENCS)

1 Farthe C Calender O Fiscal 3 Quarter 4 Due Date (MM/DDIYYYY)

2 Year Ended MMAYYYY) Coast Coomd O O oam

03 - March = 2013

5 No. of Sheets Attached 6 ATC

0 [

imwmwwuu/ T T ‘3 TaxTuoe

—

Part | Background Information

9 Taxpayer Identification No. |10 RoOCose [11 Texpayer Clasification

[12 Line of Business/Occupation

ESE 789 123 000 | 005 ~ i N

BUSINESS ANALYST

13 Taxpayer's Name [Last Name, First Name. Middle Name for Individuals) /(Registered Name for
[SORIA, LICA HERNANDEZ

14 Telephone Number

9286789

15 Registered Address 16 2ip Code
|7—A ROAD 6 PROJECT 6 QUEZON CITY 1100
17 Manner of Payment 18  Type of Payment
Voluntary Payment Per AuditDelinquent Account C

' Preliminary/Final Assess/Deficiency Tax

" Accounts Receivable/Delinquent Account

© Self-Assessment

© panalties

No. of Installment
© Partial Payment

21 Total Amount Fayable(Sum of tems 18 & 200}

' Tax Deposit/Advance Payment © Full Payment
' Income Tax Second Installment(Individual)
' others(specify)
Partll Computation of Tax
19 Basic TaxDeposiviAdvance Fayment 19 0.00
20 add: Penaltiss
Surcharge Interest Compromise
20 | 0.00 208 | 0.00 20C | 0.00 20D 0.00

2 0:00

© Pre-approved by Investigating Office

© Notapproved by Investigating Office

Validate Edit Save Print.

2. Click ‘File’ then select Main Screen.

Payment Form

Repuslics ng Filiginss
Kegawaren ng Fanznslagi
Kewsnihsn ng Rentas Intemss

Final Cop

BIR Ferm No.

0605

Septemoer 2002EN:

1 Fertne © Colenza © Fiscal 3 Quarier
8 " zng

4 Dus Date (MM/DD/TYYY)

Fa T

st
2 Yaar Ended (MMAYYYY) =

5 No. of Shests Attached

0

7 Return Perica (MM /DD /YY)

07 [ 2002 |8 TaxTue JrF

Part | Background Information

9 Taxpayer la=ntification Ne. |1o RDO Code \11 e

12 Line of BusinessiOccupation

i [ar [ oo | Jose Sl

‘f‘\ [

[REAL ESTATE

13 Taxpayers Name (Last Name. First Name, Midle Name for Individuals) /(Registered Name for Nom-Individuals]

[DELA AN SALAZAR

14 Telzphons Humesr
92645

15 Registersd Address
[16 ALLEY 2 PROJECT 6, QUEZON CITY

16 2o Cose

17 Manner of Payment

18  Tyee of Payment

Government Property Not For Sale

~
Government Property Not For Sale

3. Upon clicking ‘Main Screen’, you will be directed to the Parent Screen of the

System.
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4.2.3.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.

Offline eBIRForms Package v6.3
File Help Government Property Not For Sale -

S

Registered Address:

[
Zip Code: Telephone Number:
I_ I
Email Address:

[
List of BIR Forms:

{Please Select}... Fill-up

WS = A

Return Period Date Created

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

File Help Government Property Not For Sale ﬂ

IDELA CRUZ, JUAN

7

l 1

IANILA, PHILIPPINES

= /7

Email Address:

X

iuandelacruz@gmail. com

List of BIR Forms:

BIR Form 1702RT - Annual Income Tax Return (REGULAR Fill-up

File Name Return Period Date Created

(f O 111111111111-1702RT-1214 1214 04/16/2015 12:06:34
J

=]
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3. Upon clicking the ‘Delete’ button a confirmation message will appear to
confirm the deletion of the selected file. Click ‘OK’ to delete file or ‘Cancel’
to cancel file deletion.

Offline eEIRForns Package w6.3 ﬂ

:] e you sure you want to delete this file?

? ] Cancel

PAGE 28 OF 36



GUIDE FOR eBIRFORMS

4.2.4. How to Submit using FINAL COPY button

1. Once the final version of the form is completed for submission to the BIR, Click
SUBMIT / FINAL COPY button found at the bottom page of eBIRForms.

‘We declare, under the penalties of perjury. that this return has made in.good faith, verified by us, and to the best of our knowledge and belief, is true
and comect, pursuant to the provisions of Maticnal,Internal Revenue Code, as and the i issued under,authority thereof.

29 30
PresidentVice-F i i i T . T
{Signature over printed Name) [Signature over printed Name)
- Tax Agent Acoeditation No.
Tax Agent
Community Tax Certificate Number Place of Issue Date Issued{DDYMMYY YY) Amount
a1 21321312 a2 [MANILA ] 1]01-Januan MG __as 222200

Validate Save Print Submit / Final Copy

2. The following message window will be displayed. Click Ok.

EIR Form No. x|

I.-"'_"\-.I Please ensure that you have INTERNET access and a VALID emnail
'Y address is indicated in your tax return.

FOR RETURMS WITH PAYMENTS, print the tax return and proceed to
pay through the Authorized Agent Bank / Collection Agent under the
RDO where you are registered or through GCASH.

Are you sure you want to submit?

oK | Cancel

3. The eBIRForms Terms of Service Agreement (TOSA) page will be displayed. Click
the “here” link.

eBIRForms Terms of Service Agreement (TOSA)
Thank you for using eBIRForms. By clicking Agree, you confirm that you have read, understood and agreed to the TOSA.

The full eBIRForms TOSA can be accessed here.

Ok |

4. Read and understand the TOSA. Scroll down up to the bottom part and click
Agree.
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Terms of Service Agreement
Thank you for visiing the eBIRForms webpage. By accessing and/or using any part of this website and eBIRForms System (including the online and offline senaces), herein collec tively called the "Service”, you shall be deemed to have accepted to
be legally bound by these Terms of Senvice.

Please review the following terms carefully. The terms "Bureau®, "we”, "us" and "our" refer to the Bureau of Infemal Revenue or BIR, the legal name of the owner of the website. The term “you" refers to the taxpayer, tax agent, tax software provider
or any user or viewer of our site. The Bureau reserves the right to modify these terms or provide additional terms from time to time. The continued use of the Senvice following the posting of any changes to the Terms of Senvice constitutes your
acceptance of such changes.

Description of Service

The Senvice provides you with the facility to file/submit retuns and pay taxes due thereon using the eBIRForms System. £ also receives refums generated by the third party software and filed by the taxpayer or tax agent.
The Senvice provides you with the following senices:

. fax i

« taxpayer, tax agent and tax software provider enrolliment

« filefsubmit tax retuns, and attachments (upon system's update)

« access to payment facility to make payments

« access tothe taxpayer's record

« access to tax records of tax agent including client/s who authorized such tax agent for electronic filing and/or payment

« update user record

« assign tax agent by taxpayer and ¢omrespondingly, tax agent fo represent a taxpayer

« third party data lay-out requirements public ation

« third party software compliance testing

General User's Obligations
Filing/Submitting Tax Returns

In filing or submitting tax returns, you may either use the eBIRForms software pac kage or the system's upload facility for the returns generated by an accredited third party software.
It is your responsibility to file your retumn and pay the comect taxes on time, failure fo do y to the imposition of penalties (e.g., surcharge and interest) and to civil and criminal liability as provided by law and regulations.

Use of eBIRForms Software Package

The eBIRForms software pac kage i for your personal, use only. software pac kage is used for filing up of tax refums, and there is a facility for its electronic submission. | is designed with automatic population of
selected taxpayer information and automatic hion of tax due based 3

It may be used by accredited tax enrolied in the system in providing senvices for their clients who have authorized them to file tax retumns on said taxpayers’ behalf.

The 5 the pr ion of data against efforts f tamper with, manipulate, alter, or subvert the data. Tampering or any attempt to tamper the eBIRForms application software package or data wil
be dealt with in accordance with the applicable laws.

You are responsible for using the eBIRForms software pac kage only on computers and telephone or other lines that you have permission to use, and you are responsible for all related charges, if applicable, such as cabie, ISP, and telephane
charges.

You are strictty prohibited from modifying, copying, i itting, displaying, i , publishing, licensing, creating derivative works, fransferming or selling any information contained in the pac kage, for a fee or otherwise.

Updates of eBIRForms software package

ou jired o orms software pac kage when notified of new versions of the said package.
Use of third party software for filing

You are only allowed to use the ird party tax returns for filing.

Inactive Accounts
To i in the Senvice, dormant. or those with prols d period of inactivity shall be suspended and shall be archived and cleaned-up from the system. The system shall nolify you through email in case of any account
suspension.

Session Log-out

Your eBIRForms session shall automatic ally log-out after a predefined duration of no keyboard activity.

Taxpayer's Obligations
Enroliment Obligation

In consideration of your use of the Senvice, you undertake to provide frue, accurate, current and complste information about yourself o your organization as required by the eBIRForms enroliment process. You shall maintain and update the data to
keepit true, accurate, current and complete.

BIR reserves the right to terminate or suspend your account and to refuse current or future use of the eBIRForms in case any information you provided is found to be untrue, inaccurate, obsolete or incomplete.
Security Obligation

‘You undertake to use the Service in a manner that protects your privacy and the data/information you provide.
As part of the enroliment process, you will be provided with an ace ount username and password. You agree not to disclose your account password to anyone and you are fully responsible for all activilies that occur under your account usemame.

You ised o use a strong fing of at least eight (3) characters, with numeric as well as alphabetic characters, and with a mix of upper and lower case alphabefic characters and at least one special character (for
example, | @#).

YYou agree to log-out or lock your computer if unattended to ensure that unauthorized users do not gain access to your account and the data you provided and were provided to you through the Service. You should ensure that you exit from your
account at the end of every session.

To ensure adequate security in the system, note that the maximum Bmit set for unsuc cessful leg-on attempts is three (3) within a skdy-minute period. In the event of account lock, you should reguest your Revenue District Office (RDQ) in writing to
unlock your ace ount S0 you may resume access thereto.

‘You are responsible for the protection of your computer where eBIRForms system is installed against viruses, worms or malwares.
‘You shall immediately nofify the BIR: Helpdesk at telephone number (02) 981-7050 or (02) 981-7051 of any unauthorized use of your password or account, or any other breach of security.
Legal Obligation
The Senvice prowides you various email nofifications that may reguire response or confirmation relative to your use of the system. You must promptly respond to or confirm the email nofific afions when required.

In filing tax refums using the eBIRForms software pac kage or third party software generated return, you may only file your own or your organization's tax retums. You are not allowed to file tax retumns of other personsfparties, unless you are a tax
agent duly authorized by your client fo file such tax retums.

Payment Obligation
It is your obligation to ensure that payment shall be received by the BIR and be cleared on the BIR account on or before the due dates.

Accredited Tax Agent's Obligations

Enroliment Obligation
In consideration of your use of the Service, you undertake to provide frue, accurate, current and complete information about yourself and the fsxpayer you are duly authorized to represent as required by the eBIRForms enroliment process. You shall
maintain and update the data fo keep it true, accurate, curment and complede.
BIR resenves the right to terminate or suspend your account and to refuse current or future use of the eBIRForms in ¢ase any information you provided is found to be untrue, inaccurate, obsolete or incomplete.

Security Obligation

‘You undertake to use the Service in a manner that protects your privacy and the: privacy of the taxpayer you are duly authorized fo represent and the datainformation you provide.
As part of the enroliment process, you will be provided with an aceount usename and password. You agree not to disc lose your account password to anyone and you are fully responsible for all activiies that occur under your account usemame.

You ised to use a strong ting of at least eight (3) characters, with numeric as well as alphabetic characters, and with a mix of upper and lower case alphabefic characters and at least one special character (for
example, | @#).

You are advised o change your password penadically (Le., monthly or as may be deemed necessary).

You agree to log-out or lock your computer if unattended to ensure that unauthorized users do not gain access to your account and the data you provided and were provided to you through the Senvice. You should ensure that you ext from your
account at the end of every session.

To ensure adequate security in the system, note that the maximum mit set for unsuccessful log-on attempts is three (3) within a sidy-minute period. In the event of account lock, you should request your RDO inwriting fo unlock your account so
yoU may resume access thereto.

You are responsible for the protection of your computer where eBIRForms system is installed against viruses, worms or malwares
You shall immediately nofify the BIR Helpdesk at telephone number (02) 981-7050 or (02) 981-7051 of any unauthorized use of your password or account, or any other breach of security
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Legal Obligation
To be able use this website to access data or perform activities as agent of another personfaxpayer, you should have been duly authorized/appointedidesignated as the taxpayer's agent, which authority continues to be effective or must not have
been revoked.

For purposes of using the Senvice as @ tax agent of another personftaxpayer, you should be an accredited tax agent/prac itioner before the BIR pursuant to Revenue Regulations No. 11-2006, as amended by Revenue Regulations No. 4-2010.
“You may only act &5 an agent and represent another personaxpayer after receiving an emall confirmation from the BIR allowing you to do so.
The S provides y email notifications that may requi P or confirmation relative to your use of the system. You must promptly respond to or confirm the email notific afions when required.

“You shall not upload files other than the tax retums of taxpayers you are duly authorized to represent i Any viokation of this condition shall constitute a ground for the Bureau fo ferminate or suspend your account
and refuse current or future use of the Senvice.

Payment Obligation

Itz your obligation to ensure that payment shall be received by the BIR and be cleared on the BIR account on or before the due dates.

Tax Software Provider's Obligations
Enrcliment Obligation

In consideration of your use of the Senvice, you undertake to provide frue, accurate, curent and complste i yourself or your i i IRForme enrollment process. You shall maintain and update the data to
keep it frue, accurate, current and complete.

BIR reserves the right to terminate or suspend your account and to refuse cument or future use of the eBIRForms in case any information you provided is found to be untrug, inaccurate, obsolete or incomplete.

Security Obligation
‘You undertake to use the Senvice in a manner that protects your privacy and the privacy of any other person/taxpayer and the datafinformation you provide
As part of the enrollment process, you will be provided with an account usemame and password. “You agres nat to disclose your account password to anyone and you are fully responsible for all activities that oo cur under your account usemame.
You are advised to use a strong password consisting of at least eight (8) characters, with numeric as well as alphabetic characters, and with a mix of upper and lower case alphabefic characters and at least one special character (for

exampe, | @#.

YYou are advised to ¢hange your password periodically (Le., monthly or as may be deemed necessary).

‘You agree to log-out or lock your computer if to ensure that do not gain aceess to your account and the data you provided and were provided to you through the Service: You should ensure that you ext from your
account at the end of every session.

To ensure adequate security in the system, note that the masdmum Emit set for unsuc cessful leg-on attempts is three (3) within a sbdy-minute period. In the event of account lock, you should request your RDO in writing to unlock your account so
YU may resume access thersto.

“You are responsible for the protection of your computer where eBIRForms system is installed against viruses, worms or mahwares
YYou shall immediately nofify the BIR Hedpdesk at telephane number (02) 931-7050 or (02) 981-7051 of any unauthorized use of your password or account, or any other breach of security.

Legal Obligation
The Senvice provides you various email nofffications that may require response or confirmation relafive to your use of the system. You must promptfy respond to or confirm the email notifications when required.
YYou are strictly prohibited from sharing your e ertific ation number and access eredentials to a third party software provider not y the eBIRForms system
You underiake fo sirictly follow the ir ions and gui for fax iders as issued by BIR.
‘You agree to provide software with an electronic export facility that will generate the tax returns.
It must be understood that the E y the: BIR to the tax softy ader does not constifute approval of the software used to generate the tax retums.
Disclaimer

The BIR is providing the eBIRForms website as an afternative mode of filing fax refums. The content of the website is provided in an "as is basis" and without any express or implied warranties.
The BIR does not warrant that the Senvice will be unintermupted; be free from inaccuracies, erors, vinuses or other harmiful companents; operate in the configuration or with the hardware or software you Use

The BIR is not liable or responsible for any damages, expenses, costs or loss of any kind (including, but not limited to, any direct, indirect, special, incidental, or consequential damages, financial losses, loss of profits, loss of any data or loss of any
opportunity) caused as a result (directly or indirectly) of, or in connection with, your use of the Senvce (including the downloads andior use of the services) or reiance on any information, materials, tools, provided in or avadable from this site.

Last update: June 1. 2015
G - |

5. The page will redirect back to eBIRForms TOSA page. Click OK.

6. The system will submit the accomplished tax return form to BIR through
COMPUTER GENERATED EMAIL. AN EMAIL WILL ALSO BE SENT TO THE
TAXPAYER.
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4.2.5. How to Submit to eFPS

1. Accomplish the form using eBIRForms offline package

2. Click the SUBMIT / FINAL COPY button to allow system to forward to BIR the

completed Tax Return form.

Machine Validation / Revenue Official Receipt Details (if not filed with an Authonized Agent Bank)
3. The following screen will be displayed. Click the OK button.

Pray [ 1 7] & MNext
Edit Save Print

BIR Form No. 1700 x|

4. You will now be redirected to the eFPS LOG-IN screen. Type your USERNAME,
PASSWORD and ANSWER to the Challenge Question.

eFPs Login

TIN 1222 - 222 - 222 - ooo

Username: myusernams

Password : sesssssena |
Mote: Username and Password are case-sensitive.

LOGIN

Forgot password | Enroll to eFPSl BIR Main | Help

5. Once logged in eFPS, the screen will display all the information encoded in the
Offline eBIRForm Package.

NOTE: You may read the detailed procedures specified in the respective
JOB AIDS found in the eFPS Home Page and you may click
“Guidelines and Instructions” found in the upper right portion of
the form.

6. In case of Amended Return, enter the Amount Paid in Return Previously filed, if

any.
1702-RT : Page 6, Schedule 7, Item No. 8
1702-MX : Page 7, Schedule 8, Item No. 8
1700 : Page 2, Item No. 16
1701 : Page 9, Schedule 9, Item No. 6

7. Click on the VALIDATE button, then SUBMIT the Form. A Filing Reference
Number (FRN) will be generated as proof that the return has been received by the
Bureau. You may print the FRN for future use. When the system displays a
message prompt for late filing, disregard the message if the return has been
previously filed. The previous FRN will be tagged as the original return and the
subsequent FRN issued will be tagged as an amended return in eFPS.
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8. Click the PROCEED TO PAYMENT button, if there is any tax to be paid, and follow
the existing procedures for ePAYMENT.

5. 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:
¢ Gotothe BIR website at www.bir.gov.ph. Click
on eServices link, then select eBIRForms. Under
Offline eBIRForms Package, click the download
link at the bottom portion.
If you do not have internet connection:
e GotoaBIR e-lounge and bring your USB
flash drive.
¢ 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.
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Question

Answer

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.

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 I fill up the form?

e 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

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.
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Question

Answer

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”.

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
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
eBIRForms
Package with
attachments

Attachment Issuances

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
RR 1-2012

. Summary List of Purchases

. Summary List of Importations
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Question Answer

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

What if a certain form doesn’t
load properly?

If you have proxy settings or network restrictions, get the

What if the following message proxy IP address and follow the steps in section 4.1.3.

is displayed?

“The system detected that
you have no internet
connection. Please contact
your internet service
provider.”
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