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Getting Started

Whenever and Wherever, Always Be There for You

Online Pension Services Centre

Welcome to Online Pension Services Centre! We understand the challenges
associated with managing an organization. To help you out, we partner with
you to make your MPF experience carefree at the online portal Online Pension

Services Centre. Follow this step-by step guide to see just how simple it is.
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1 Visit Online Pension Services Centre

1. Visit Sun Life Hong Kong's homepage www.sunlife.com.hk.

2. Select in the navigation bar = select “Sun Life Rainbow MPF Scheme login”.

)

3. Then you have landed to the Online Pension Services Centre!



http://www.sunlife.com.hk
https://online.cspension.com.hk/hkpensionweb/#/login?source=corporateHK&vgnLocale=en_CA

2 One-Time Verification

For first time users or existing users who have not completed the one-time verification, please follow the
steps below to complete it. If you have already completed the verification, please log in directly.

1. Select "Employer” at the login page = 2. Input your login ID with your registered e-mail
Select “One-Time Verification". for receiving One-time password (OTP) =

Select m :

)

@ Tips: Please use your eMPF Employer Account No. + “00000" as your login ID to complete the
= one-time verification. We will deliver your new login ID via e-mail after you've successfully completed
eMPF registration.

3. You will receive your One-time password (OTP) via 4. Create your username and password =
e-mail. Enter the 6-digit OTP = Select ([N EXID- Confirm password = Select (IR

)

)

=% Remarks: Your registered email must be the same as your company's primary contact person email.
If you have recently updated your registered email address on the eMPF Platform, please allow
at least 48 hours for system data synchronization to ensure that your latest information is reflected
in the Sun Life system. Afterwards, you can proceed with the one-time verification.

Tips: You need to create your own username. It only takes you a few minutes!



3 Login and Logout
Almost there! Once you have finished the one-time verification, you'll be on the way to enjoy our online services.
Login

1. Go to Online Pension Services Centre =
Select “Employer”.

2. Select "Log in" = Input your username
and password.

3. Check the “Remember me" box if you want to
keep your login details in your device for simpler [ ]
and faster future login.

4. Select Signln |, that'sit!

' Tips: We care about data privacy. Your password is hidden by default, but you can view it by selecting

the icon.

= Remarks: If you have forgotten your username or password, you can select “Forgot Username/
Password", then receive a one-time password to retrieve your username or reset your password.

D) Logout

Please log out after visiting the Online Pension

Services Centre.

1. Select “Logout” in the navigation bar.

Tips: Log out when you've finished -

especially in case of a shared device!

2. Select Confirm if you are sure to log out.

= Remarks: To protect your account
information, you will be automatically signed
[:] out after being idled for 15 minutes.


https://online.cspension.com.hk/hkpensionweb/#/login?source=corporateHK&vgnLocale=en_CA
https://online.cspension.com.hk/hkpensionweb/#/login?source=corporateHK&vgnLocale=en_CA&WT.ac=en-hk:web:slf_internal:hp_signin_modal:rainbowmpf
https://online.cspension.com.hk/hkpensionweb/#/login?source=corporateHK&vgnLocale=en_CA

4 Home - Employer Account Dashboard

After logging in, you will be directly landed to the Employer Account Dashboard page. Here you can check a

comprehensive summary on your payroll groups, enrolled members and asset allocation by funds.

Employer Account Dashboard

) P

MPF Fund Prices & Performance

Remarks: You can always go back to
this page by selecting “Home" in the
navigation bar.

Tips: You can mouse-over on the
Account Overview pie chart to view
fund balance. Click on “Website"
to be redirected to the MPF fund
prices & performance page on
Sun Life Hong Kong Limited's
website.

Important: All fund data are
provided by the eMPF Platform and
may not reflect real-time data.

1. Select “Sun Life Rainbow MPF Scheme”.

2. Then select "Show Funds" to see fund

details.



5 My Account

5.1 My Account - My Information

You can view your existing business information including contact person and details of payroll group(s) in the
My Information page.

:] In the navigation bar, select

"My Account” = “My Information".

1. Your latest business information is shown in the Employer Information.

@ Tips: You can switch to view

= information between your company
and its payroll group(s) by selecting
“"Employer Information” or

[ ] “Payroll Group”.

2. For details of payroll group(s), select “Payroll Group” s Choose the particular payroll group you would like to
view by selecting ">".

@ Tips: Here you can view all of your
— payroll group(s) at a glance, sorted
by “Payroll Group ID".



3. You will see details of the payroll group.

4. Scroll down to view details of contact person.

L)

5. Select to go back to the payroll group list page.



5.2 My Account - Change Password

1. Input your existing and new password.

2. Confirm new password = Select

Submit

In the navigation bar, select
"My Account” = “Change Password".

Tips: You can click “Hint" for
= the requirements of setting a
new password.

Password Requirements:

- 8 to 20 characters (with no space)
- At least 1 upper case alphabet

- At least 1lower case alphabet

- Not accept Chinese character

- At least 1 number

- At least 1 of the following special
symbols from |@#$% &)+ -

- Password cannot be too similar to
username

- Password cannot contain repeating
characters



5.3 My Account - Change Username

In the navigation bar, select

[:] "My Account” = “Change Username".

1. Input your existing and new username.

@ Tips: You can click “Hint" for
= therequirements of setting a
new username.

2. Select Submit

Username Requirements:

- 6 to 20 characters (with no space)
- Not accept Chinese character

- At least 1alphabet

- At least 1 number

- No special symbols



6 Manage Members

Want to view the details of a particular member? The Manage Members page can help you out to keep your
member management streamlined by putting together their personal information.

)

In the navigation bar, select
“Manage Members".

Tips: Do you know what kind of

member information you can use
for searching?
+ HKID / Passport No.
[:] - Member Account No.
+ Name in English
(Surname Given Name)

1. You can search for a member by entering the following
member information in the search bar then select
the (L) button.

2. You can also select “View All Members" to show all
member result.

3. Click 7 under “All Member Result" to view particular member information.
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4. If you would also like to view particular Member Balance (Employer Portion) as of the latest update date for
handling Long Service Payment/Severance Payment offsetting arrangement, please read the Important Notes
carefully and click|  Confirm  to view the Member Balance (Employer Portion).

@ Tips: Here you can view members'
= information including:
« Member Name (Chinese & English)
+ Member Account Number
+ HKID / Passport No.
- Date of Birth
+ Date of Inception

- Date of Employment

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




5. To retrieve a list 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” = Click “Confirm"” = All information will be downloaded
and saved in a 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.

)

7. 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.

8. Once the progress bar changes to “Download is completed"”, simply click on the -‘a button to get the file.

L]
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7 e-Statement

In the e-Statement page, you can now view and download your digital statements in the most eco-friendly and
convenient way.

In the navigation bar, select
“e-Statement”.

1. Choose the payroll group.

2. Choose the type and period of the statement.

=2 Remarks: Do you know what kind of

statement you can view here?

+ Contribution

+ Enrolment
[ ] - Asset Transfer-In/Out
+ Miscellaneous

[:] 3. Select View Statement
4

. You can now download to view your

e-statement and letters sorted by
statement type.

@ Tips: Here you can view your e-Statements for the previous 24 months issued by the former
= administrator BestServe Financial Limited. For statements issued by eMPF Platform Company, please
refer to the eMPF Platform for details.
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8 Forgot Username/Password

If you have forgotten your username or password, now you can easily retrieve your username or reset a new

password by using the One-time password - as simple as the account registration!

Forgot Username

3. Input your login ID with your registered e-mail
for receiving One-time password (OTP)

+ Select (TSN,

1. Select "Employer” on the login page
= Select “Forgot Username or password?".

2. Select "l forgot my username” on the next page.

4. Your OTP will be sent to your e-mail. Enter the 5. Your username will appear on the page

6-digit OTP = Select (I = Select i

L] —
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Forgot Password

1. Select "Employer” on the login page
= Select “Forgot Username or password?".

2. Select "l forgot my password"” on the next page.

4. Your OTP will be sent to your e-mail. Enter the

6-digit OTP = Select ([N

L]

3. Input your login ID/username with your registered
e-mail for receiving One-time password (OTP)

+ Select (D,

5. Create your new password = Confirm password

= Select tologin.

15



9 More Functions

Can't wait to explore the Online Pension Services Centre? In the footer navigation, we have integrated more

functions to fit your needs.

Scroll down to the bottom of any web page to view the navigation footer.

Long Service Payment/Severance Payment Calculator
With this, you can estimate the Long Service Payment/Severance Payment costs for departing employees.

@ Tips: Using our calculators
= can help you save a lot of
time!

First Contribution Calculator
Simply input basic information to calculate the first contribution amount for employees (for reference only).

16


https://online.cspension.com.hk/hkpensionweb/#/login?source=corporateHK&vgnLocale=en_CA

In addition to the calculation tools, you will find other useful information in the footer navigation.

What's New
Here we will keep you posted on news and any amendments. Keep an eye on our updates!

Glossary
Check out the glossary for the Sun Life Rainbow MPF Scheme and their explanations here.

Log in the Online Pension Services Centre now to experience more!


https://online.cspension.com.hk/hkpensionweb/#/login?source=corporateHK&vgnLocale=en_CA
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