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View Member Balance (Employer Portion)

Employers require access to members' balance (employer portion) if members
terminate their employment and the employers need to arrange offsetting Long
Service Payment and Severance Payment (LSP/SP). With the launch of our new
functions, employers can now instantly retrieve the necessary information online. This
guide will walk you through the steps to help you make the most of these functions.

1 Loginto Online Pension Services Centre > Tips
Click "Manage Members" from the top menu.
New to our
] Onllr?e Pension
Services Centre?
Click here to
learn more!

2 Onthe “Manage Members" page, search for
relevant member(s) in the search bar or
click "View All Members".

3 Click v under “All Member Result” to view
particular member information.


https://online.cspension.com.hk/hkpensionweb/#/login?source=corporateHK&vgnLocale=en_CA
https://online.cspension.com.hk/hkpensionweb/api/downloadContent/formsAndPublicationContent/Finalized_ER_Guide.pdf?locale=en

4 fyouwould also like to view particular Member Balance (Employer Portion) as
of the latest update date for handling LSP/SP offsetting arrangement, please
read the Important Notes carefully and click “Confirm”. Details of Member
Balance (Employer Portion) include:

(1) Employer Mandatory Contribution +
(2) Vested Amount of Employer Voluntary Contribution +
(3) Vested Amount of Employer Voluntary Contribution 2 (if any) +
(4) Vested Amount of Employer's Ex-ORSO
= Total Vested Amount (1+2+3+4)

Tips

Member Balance
(Employer Portion)
is only available
for members with
more than 2 years
of service.




5 Toretrieve alist of member information, select member(s) by checking
corresponding checkbox(es) under the member result.

6 Choose whether you would like to a) Download member information only, or
b) Download member information with Member Balance (Employer Portion).

a) Download member information only:

Click "Download with selected Member detail” at the bottom of
the page > Click “Confirm" > All information will be downloaded and
saved ina CSV file.

b) Download member information with Member Balance
(Employer Portion):
Please read the Important Notes at the bottom of the page carefully and
click "Download with selected Member balance (Employer Portion)”
> Click "Confirm" > All information will be downloaded and saved in a
CSV file.




You will see a progress bar indicating the status as “Download in progress” on
the page. The file download might require some time. Please wait patiently for
a moment.

Once the progress bar changes to “Download is completed"”, simply click on
the & button to get the file.
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Download Settled Contribution Records for Multiple Months

At the same time, we have enhanced the function of downloading “Settled
Contributions" records. Employers can download contribution records for up
to 24 months, making it easier to review a longer period in one go.

Log in to Online Pension Services Centre > Click “Contribution” >
"Settled Contributions" from the top menu.
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https://online.cspension.com.hk/hkpensionweb/#/login?source=corporateHK&vgnLocale=en_CA

On the "Settled Contributions” page, records of fully settled
contribution period in the past 24 months are available.



You can specify the period you would like to view here > Click "Go".

8 Toretrieve a full record of settled contribution period within the selected
period, click "Download All” to get the CSV file.

]

For enquiries, please contact our Sun Life Pension Services Hotline at

3183 1888
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