Offline eBIRForms Package Job Aid
BIR Form No. 1700 (Annual Income Tax Return)

Before an Offline eBIR Form can be filled up, User has to create a User Profile.

1) User can proceed to the Offline eBIRForms Profile Page.

Profile

“Tangapei khsifioaton Rumsi: TR i Liven of Eranivann:
|__|__ Zade o1 A [t

Taxpapei's Hasw |Larit Hasw. Fiew) Hasss Midohs Narvar For bl aiaal)

R Maw [Fos B I §

Reginbared Bdobri
Dip Dol Takphons Fumbar

List of BIR Ferms:

Flaaae Sl i Fil-up

Bursaa ol Isbaisal Rivvsr e
Copreight g

2) Type in the three-digit series Tax Identification Number (TIN) on the boxes
provided.
‘Taxpayer Identification Number:

11 @11 Bh11 B4

3) Find the appropriate RDO Code from the RDO Code dropdown list.

RO Code:
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Offline eBIRForms Package Job Aid
BIR Form No. 1700 (Annual Income Tax Return)

5) Type in the specific Line of Business based on Certificate of Registration
(BIR Form No. 2303)
Line of Business:
[FREIGHT FORWARDING

6) Enter details about Taxpayer Name. Type in Last Name, First Name and

Middle Name format.

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

IHDMBREFIA, PATRICIA DOMINIQUE SANTIAGD

7) Type in the Registered Address, Zip Code and Contact Number.

[y W E—

[ it 2.4 33F Poorriiie Tower, Sikatenn iliags, Sueron City

Tip Cotha: Tighsphvcras Mimibas:
[1100 LALTTMETE

8) On the eBIRForms screen, proceed to List of BIR Forms row.
9) From the List of BIR Forms row, find the appropriate form to use

List of BIR Forms:
BIR Form 1701 - Annual Income Tax Return - Fillup
BIR Form 1802 - Monthly Remittance Return of Final Income Taxes Withheld s

BIR Form 18032 - Quarterly Remittance Return of Final Income Taxes Withheld

BIR Form 1804CF - Annual Informaticn Return of Income Taxes Withheld on Compensation
BIR Form 1804E - Annual Information Return of Creditable Income Taxes Withheld

BIR Form 1806 - ONETT Withholding Tax Return

BIR Form 1701 - 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)

BIR Form 1702Q - Quarterly income Tax Return

BIR Form 1704 - Improperly Accumulated Earnings Tax Return

BIR Form 1708 - OMETT Capital Gains Tax Return {Capital Asset)

BIR Form 1707 - OMETT Capital Gains Tax Return {Shares of Stock Not Traded Through LSE)
BIR Form 1800 - ONETT Donor's Tax Return

BIR Form 1801 - OMETT Estate Tax Return

BIR Form 2000 - Documentary Stamp Tax Declaraticn/Return

BIR Form 20000T - Decumentary Stamp Tax Declaration/Return {ocne-time fransactions)
BIR Form 2200A - Excise Tax Return for Alcohel Products

BIR Form 2200AM - Excise Tax Return for Automebiles and Mon-Essential Goods

BIR Form 2200M - Excise Tax Return for Mineral Products

BIR Form 2200F - Excise Tax Return for Petroleumn Products

BIR Form 2200T - Excise Tax Return for Tobacco Products

V| BIR Form 2850M - Manthly Value-Added Tax Declaraticn
- BIR Form 25500 - Quarterly Value-Added Tax Return e

10) Click on the appropriate form to use

List of BIR Forms:
R e T T -
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Offline eBIRForms Package Job Aid
BIR Form No. 1700 (Annual Income Tax Return)

11) When the chosen form appears on the list box, click the Fill-up button to
enable full-image display of the form.

List of B Foemis

Fll-up

12)System will save any data that has been entered. A message stating
successful saving/updating of background information will appear onscreen.

Jofine carvror x

Background information saved updated successfully as :
l\ profile/111111111111.xml

OK |

13) System will now display full image of the chosen BIR form.

W s st TR

Only ltem
170006/13ENCSP1

Republika ng Pilipinas Annual IncomeTax Return BIR Form o,

i Kagawaran ng Pananalapi For Individuals Earning Purely Compensation Income 1700

¥/ Kawanihan ng Rentas (Including Non-Business/Non-Profession Income)
Enter all reguired information in CAPITAL LETTERS using BLACK ink. Mark applicable
boxes with an "X™. Two copies MUST be filed with the EIR and one held by the Tax Filer

1 For the P 2 Amended Retum? 3 Joint Filing? 4  Source of Income

June 2012{ENCS)

Internas Fage 1

Year =
] ||:|v Own | Compensation Other |
| NesIENe =5 M fncome 11 001 Income II 041
Part | - Background Information on Tax Filer and Spouse

R Taxpayer Indetification |1 T |1 T |1 11 I':":":":' 6 RDO ﬁ 7 F'EDCI—
Mumber (TIN} Code - Code
8 Tax Filers Name (Last Name, First Name, Middie initisl. Enfer only 1 letter per box using CAPITAL LETTERS)
|NBVEREFIA |PATRICIA DOMINIGUE | |5

9  Address (indicate complete registered sddress; if address hss changed, mark here [ and enter new address in tsble 1)

IUHIT 32A, 32/F POORVILLE TOWERS CATUNA VILLAGE, QUEZON CITY

g 2ade: gt Dicls 11 Email Addrass
{(MM/DDIYYYY ) I

12 contact Number 13 civil Status
44112345678 [ single [] Memied [] Legally Separated [] Widowier

14 Clsiming Additional 15 If YES, enter number of Qualified Dependent Children {Enter l_
Exemptiocns? information about the Children on Table 2)

] Yes ] Mo
16 Spouse’s Name(Last Mame,First Mame and Middle Initisl)
" 00 Contact
17 Spouse’s TIN | | | |IJUIJ 18 Coniest I

Date of Birth Email Address
19

[MMDDAYYYY § I
21 Claiming Additicnal Exempticns? 22 If YES, enter number of Qualified Dependent Children I—

Entes information abeut Children on Table 2|
By M
es o
Part Il Total Tax Payable {Do NOT enter Centavos)

1 23 TexFilers Tax Due (From Fart I\ tem 14 Column A) I 0

24 Spouse’s Tax Due (From Fart [V ffem 14 Column 5] I 0

25 Total Income Tax Due (Sum of tems 23 & 24) | 0
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Offline eBIRForms Package

Job Aid

BIR Form No. 1700 (Annual Income Tax Return)

TO FILL-UP THE 1700 FORM

1)

For Field No. 1 “For the Year”, the specific year that appears is already
set to default based on pre-requisite entry asked by system from User.

1 o

Go to Field No. 2 to determine if Tax Return is “Amended Return” or not

2 Amended Return?

Clves Bno

If User clicks YES button, “Return Period” of Field No. 1 will no longer be
defaulted and box will become editable.

1 For the 20|13_ 2 Amended Return?

Year
Byes [Ne

If User clicks NO button, “Return Period” of Field No. 1 will remain at
default

)
Go to Field No. 3 to determine if Tax Return is for “Jdoint Filing” or not

3 Jcint Filing?

D ‘f’esD No

If User clicks YES button, Field Nos. 16 to 21 for “Spouse Information’
will become editable and require User to fill in details

} Joint Filing?

E ‘r’esD No
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BIR Form No. 1700 (Annual Income Tax Return)

7) If User clicks NO button, “Spouse Information” from Field Nos. 16 to 21
will remain at default

8) Go to Field No. 4 and select the appropriate “Source of Income”

# Source of Income

5 Compensation ] Other
= Income II 001 Income II 041

9) For Part I, “Background Information on Tax Filer and Spouse” Field
Nos. 5, 8 & 9, all data that appears is already set to default based on pre-
requisite typing of entries asked by system from User.

Pan | - Aackground nlommation on Tan Filer and 5po s

B TauFbers Hevd L hies Cow bisi BAIOW Eoll Sri DRy T e ple S o BR g SARTAL LETTERS

0 Adzam (Fonan comIiE R BI0RHE T RORELN AR UMD BB ag i na didrean in ki 1)

10) Only data typed in for Field Nos. 6 & 7 remain editable

RDO — FSOC
6 e II_I-t-;n W T S |1UI2

11)Go to Field No. 9 for “Address” if the original address stated is no longer
valid. When the box provided has been checked, system will display a
table onscreen.

Table 1 - Curment Address [(Lecompdah, B comedm sfines is Gt fom ragiaansd aderesi)

[T P ————— Busiing Hama
Lot Msrvbar Bz hiumbsar Phiscea Husmibair Hosise Biammbat Etreat Marrva
Sabedisiarilage B o iy
Muricpakty Ty Pardace Tis Cude
[ [
o | cawcsl |
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Offline eBIRForms Package Job Aid
BIR Form No. 1700 (Annual Income Tax Return)

12)Go to Field No. 10 and type in “Date of Birth”

10 Date of Birth
(MMIDDNYYY )

IUEFUSHEEU

13) Go to Field No. 11 and type in current “Email Address”

11 Email Address
|myescape@hntmail.cnm

14) For Field No. 12 “Contact Number”, data that appears is already set to
default based on pre-requisite typing of entry asked by system from User.

12 Contact Mumber

[4412345678

15) Go to Field No. 13 and check current “Civil Status” in boxes provided

13 cCivil Status

L] single [1 Mamied [] Legally Separsted [ | Widowier

16)For Part I, Field No. 23 titled “Tax Filer’'s Tax Due”, click the (From Part
IV Item 14 Column A) link, and provide the information needed, if
applicable

17)For Field No. 24 titled “Spouse’s Tax Due”, click the (From Part 1V Item
14 Column B) link, and provide the information needed, if applicable

18)For Field No. 26 titled “Less: Tax Filer’'s Tax Credits/Payments”, click
the (From Part IV Item 19 Column A) link, and provide the information
needed, if applicable
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Offline eBIRForms Package

Job Aid

BIR Form No. 1700 (Annual Income Tax Return)

19)For Field No. 27 titled “Spouse’s Tax Credits/Payments”, click the (From
Part 1V Item 19 Column B) link, and provide the information needed, if
applicable

20)For Field No. 29 titled “Less: Portion of Tax Payable Allowed for 2"
Instalilment to be Paid on or before July 15", click the (From Part IV
Item 22) link, and provide the information needed, if applicable

21)For Field No. 30 titled “Add: Total Penalties”, click the (From Part IV
Item 27) link, and provide the information needed, if applicable

22)Go to Field No. 32 and specify government-issued ID to use for validation
by checking the box provided for it.

[] GovilssuedID
. [] Community Tax Certificate (CTC)

23)If the Community Tax Certificate (CTC) box is checked, type in the CTC
Number on the space provided for it.

32 [] Community Tax Certificate (CTC)

24)Go to Field No. 33 and type in the “Date of Issue” for the government-
issued ID

33 Date of Issue (MM/DDMYYY)

—

25)Go to Field No. 34 and type in the “Amount, if CTC” for the government-
issued

26)Go to Field No. 35 and type in the “Place of Issue” for the government-
issued ID
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Job Aid

BIR Form No. 1700 (Annual Income Tax Return)

27)Go to Part Ill, “Details of Payment” Field No. 36 titled and specify mode
of payment to be followed by checking the box provided.

36 Details of Payment
[1 cash [1 Check

28)If the Check box is clicked as chosen mode of Payment, type in the
important details on the space provided for it to supplement claim for type
of payment.

Drawse Bank/
Agency | Amount | 0

Date — |
(MDD YY) um

Msachine Validation / Revenue Official Receipt Details (if not filed with an Authorized Agent Bank)

29)Go to Part IV — Computation of Tax, Field Nos. 5 titled “Non-
taxable/Exempt Income” & 7 titled “Premium in Health and/or
Hospitalization Insurance” and specify details, if applicable

Computstion of Gross Taxabls Companastion 4 T Fite

5 Mor-TamstleExwrpi boors I—l'

& Oue Temth Corpsrsmter Inxew e 440 or 400 Les e 2 I

T Pt 4 e s uiaaionet it iy ]

30)Go to Part IV — Computation of Tax Credits/Payments, Field Nos. 17 titled
“Foreign Tax Credits” & 18 titled “Other Payments/Credits” and specify
details, if applicable

FT Foabgr T Comdan H g gli ot 0
18 Strar PapmanaTred i (Speaty ]

31)Go to Part IV — Add Penalties, Field No. 24 titled “Surcharge” and specify
details, if applicable

Add Penalties
el Sarchigs 0 25 en li,]

32)For Field No. 27 titled “Total Penalties (Sum of ltems 24 to 26)", click the
(To Part Il Item 30) link, and provide the information needed, if applicable

33)For Field No. 28 titled “Total Amount Payable Upon Filing
(Overpayment)’, click the (To Part Il Item 31) link, and provide the
information needed, if applicable
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34)Go to Part V — Supplemental Information, Section A, Field Group No. |,
Field Nos. 1 to 6 and specify details, if applicable

i Groas Incoms! Receiphy Subjecied o Finsl Wisoldin

ij Daigtion Eoermar
1 irseen | [1]

L TR T
¥
]

¥ ]

3 L}

E

35)Go to Part V — Supplemental Information, Section A, Field Group No. Il,
Field Nos. 7 to 11 on Sale/Exchange of Real Property and specify
detalils, if applicable

36)Go to Part V — Supplemental Information, Section A, on Sale/Exchange
of Shares of Stocks, Field Group No. Ill, Field Nos. 12 to 17 and specify
details, if applicable

| SakeLuchange ol Shares ol 5wk 5 Ra i g 81 B bl Baiasgn 8

U W PECE Bk Carvbomi Bermy Ho EEEE CEIEN
Eagawmicr Az [
|
[
[
[

LT
W v
15 Gl

TVhe A0t A e P ke T C0e 0 G

AT Mol Tam Wiesnadi Paic

37)Go to Part V — Supplemental Information, Section A, on Other Income
(Specify), Field Group No. IV, Field Nos. 18 to 19 and specify details, if
applicable

TV)thar Incoms e &) Do mcores o B O rcores 2
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Job Aid

BIR Form No. 1700 (Annual Income Tax Return)

38)For Field No. 21 “Total Final Tax Withheld”, the details that appear is
already set to default based on pre-requisite entry asked by system from
User.

! Total Final Tax Withheld/Paid fsumofens 18018 1, 65, 174, 8.4 & 2 |

39)Go to Part V — Supplemental Information, Section B, on Gross
Income/Receipts Exempt from Income Tax, Field Group No. |, Field Nos. 4
to 7 and specify detalils, if applicable.

B - Gaoss IncomwAaceipts Exempt Iom Income Tax sl s bsde Viiss)

PRI —— 1]
7 Pt ol Pramisn o
Y mawracr Gerain Fesiss Gralabad @i [1]

40)Go to Part V — Supplemental Information, Section B, on Gross
Income/Receipts Exempt from Income Tax, Field Group No. I, Field Nos. 4 to
7 and specify details, if applicable.

1| PemonaliRes] Properties Beceived thru Gifts, Baquests, and Devises ) P P Ceyd B S Aes P w2

4 Dsaiptor of Fugsry G, 1S5S, MepaiveTant &

41)Go to Part V — Supplemental Information, Section B, on Gross
Income/Receipts Exempt from Income Tax, Field Group No. Il, Field Nos. 4 to
7 and specify detalils, if applicable.

Il) Other Exempt Income/Receipts A PersonallResl Froperies €1 B) Personal/Resl Froperies

8 Cther Exempt Income/Recsipts Under Sec. 32 (B) of the Tax Code, 25 amended (Specify) I I

9 Actusl Amount/Fair Merket ValuziNet Capital Gains | Ul 0
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42)For Field No. 10 “Total Income/Receipts Exempt from Income Tax”,
the details that appear is already set to default based on pre-requisite entry
asked by system from User.

10} Total Income/Receipts Exempt from Income Tax (Sum of fems 1 fo 3, 7A, 7B, 3A & 58)

43) For Table 1 - “Current Address”, the details that appear is already set to
default based on pre-requisite entry asked by system from User.

Table 1 - Current Address {Accomplish, if current address is different from registered address)

Unit/Room Mumber/Floor Building Name
I Lot Number Block Number Phase Mumber House Number I Street Name
I Subdivision/Village I Barangay
I Municipality/City I Province Zip Code
I

44) For Table 2 - “Qualified Dependent Children”, the details that appear is
already set to default based on pre-requisite entry asked by system from User.

Tabie 2 - Qualified Dependent Children
O wite i chavmsing for acdifional acempbon, phase attach werver of B husband)

Mari if Wenialy ar
Pramicaly
TR R

Dl of Sth
(MWDOTYY]

LastHa=s Firsl Kame and Migdbs Inebal

45) When finished typing in the necessary details, click the VALIDATE button
to allow system to check all the fields.
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46) Once the VALIDATE button has been clicked and system detects and
unfilled box or incorrect detail, system will require User to make the necessary
action.

BIR Form No. |

Itis a mandatory field, Please select either "Yes or Mo; Claiming
! % Additional Exemptions' on Page 1 Item 14

OK |

47) The message shown onscreen will remain visible until User makes the
necessary action.

48) If User has made the necessary action, system will show message stating
successful validation.

BIR Form No. 1700 =

Validation successful, Click on Edit if you wish to modify your
! % entries.

49) The VALIDATE button will become deactivated after successful validation.

Prev |E ,fl 4 Mext

Validate Edit | Submit Save | Print | Final Copy |
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50) User can click the EDIT button if details need to be changed or added for
a certain field.

Pram E ! Mt |

Eit |  Submit | Saw P Final Cogy |

{t

51) After clicking the EDIT button, User must navigate to where details need
to be changed or added for a certain field.

A) Sale/Exchange #1 B) Sale/Exchange #2

[} ]

52) The EDIT button will become deactivated after it has been clicked and
editing is in progress.

Prev I E ,!I 4 Mext

Validate Edit | Submit Save Print Fnal Copy

53) However, the VALIDATE button will become active again during the
editing process.

Prev IE fl 4 Next

Validate Edit | Submit Save Print Final Copy

i)
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54) When finished in editing, click the VALIDATE button again to allow system
to check changes in all the fields.

Prev IE jl 4 Next

Validate Edit | Submit Save Print Final Copy

i)

55) System will show message stating successful validation if newly added
data has been checked by system and found to be appropriate

BIR Form No. 1700 =

Validation successful, Click on Edit if you wish to modify your
! % entries.

56) User can save the changes or additions placed on the document

Prev [4 1[4 ] Mext

Validate Edit | submit | Sae | Print | Final Copy |

57) Click the SAVE button to save changes or additions

Prev [4 4 4 ] Mext G

Validate Edit | submit | Save | Print Final Copy
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58) System will then show message stating successful saving, together with a
system-generated file name

BIR Form No. 1700 x|

BIR. Form saved successfully as
! o savefilef111111111111-1700-13. xml

59) Click the OK button to acknowledge successful saving of file
X

BIR. Form saved successfully as :
l % savefilef111111111111-1700-13.xml

oo ]

60) System will show another message stating that background information
was successfully saved/updated, together with a system-generated file name.

BIR Form No. 1700 x|

Background information saved/updated successfully as :
l"\ profile/111111111111, xml

61) Click the OK button to acknowledge successful saving of file
x|

Background information savedfupdated successfully as :
! % profilef11111111111 1. xml

=
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62) Click the PRINT button if a single page or all document pages need to be
printed

Prev |4 [l 4 Next &

Walidate Edit | Submit Save | Print | Final Copy

63) Once the PRINT button has been clicked, a full image of the particular
page to be printed will appear onscreen

BIR Form No.
Other informatior e ]t Lt
Other Information June 2013(ENCS) i
Page 4 170006/13ENCSP4
TIN Tax Filer's Last Name
111 111 111 0000 |NOMBREFIA
Table 1 - Current Address (Accomplish, if current address is different from registered address)
Unit/Room Number/Floor Building Name
I
Lot Number Block Number Phase Number House Number Street Name
I
Subdivision/Village Barangay
I I
Municipality/City Pravince Zip Code

Table 2 - Qualified Dependent Children

(i wife is claiming for additional exemption, please attach waiver of the husband)

Date of Birth Mark if Mentally or

Last Name First Name and Middle Initial e Physically
LB ) Incapacitated

[ [=]
[ =]
[ =]
[ [=]

Table 3 - Tax Table

If Taxable Income ls: Tax Due is: If Taxable Income is: Tax Due is:
Mot over P10,000 5%

P 22,500 + 25% of the excess
over P140,000

P 50,000 + 30% ofthe excess
over P 250,000

P 125,000 + 32% ofthe excess
over 500,000

Over P10,000 P 500 + 10% ofthe
but not over P30,000 excess over P10,000

| Over P140,000
Over P20,000 | P 2,500 + 15% of the

but not over P250,000
Over P250,000

but not over P 70,000 excess over P 30,000 but not over P 500,000
Qver P70,000 P 8,500 + 20% ofthe

but not over P140,000 excess over P70,000

e

Over P500,000
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64) Alongside the full image of page to be printed, the various Print

Commands will appear onscreen after clicking the FILE tab

el
.Flﬂ'

Cancel Prinl

65) To initialize printing, click the FILE tab to enable display of Print

Anrual ncomi T Retum
Orher Information

T

e s B

s |
Tax Flier's Last Name

ManopaidaC iy

TIN
TEm o T [IET =0
Tabie 1 - Curresd Addrass o AT T 8 e b e e
Ut Fiza FursseF ioe: Busicing Farss
[
Lt Hambat Bicck Rambsr Prass Hambs: Houss Humbar Svest Flarss
il s Vilkage: Bacrgay
[
Prnincs BpCoda

Tabis 2 - Quaiified Dependant Chidren

¥ iy i Clpring fov bl penhon it ST s of i

o e )

fam Hara

Frmbiars are e ras

[unes of Farthy

Murcr Uszaka
s uy

TEETEEE 1]

Commands, then click the PRINT activity

File <::|
Print <:|
Cancel Print

66) The printer dropdown list will appear

General I Options I

~ Select Printer

g HP Laserjet 2430M PCLG on corp-msc-07|
=+ 'HP LaserJet M1522MF on corp-msc-07
PE9IHP LaserJet P3005 PCL 6 on CORP-MSC-07

A=A Microsoft XPS Document Writ
=% Send To OneMote 2013

Kl L] I
Status: Offline I™ Pirttofile Preferences
Location: CAIMSC Tracer-ComApps Area (220.5.13.23)
Comment:  CAIMSC Tracer-CorpApps Area (220.5.13.23) Find Priter...
Page Range

& Al MNumber of copies: |1 3:
€ Selection ) Curert Page
" Pages |1 ¥ | Collate

2|31 42|3
Enter either a single page number or a single 1 1
page range. For example, 5-1

Cancel | Apply |

Bureau of Internal Revenue

Version 2 -
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BIR Form No. 1700 (Annual Income Tax Return)

67) Click on the chosen printer to use
Prit B x|

General I Cptions I

r~ Select Printer
“z- HP Laserjet 2430M PCLE on corp-msc-07 = Microsoft XPS Document Wit
“"'HP LaserJet M1522MF on corp-msc-07 == Send To OneMote 2013

HP Laser Jet P3005 PCL 6 on CORP-MSC-07

Kl [ 0|
Status: Ready I™ Printtofile  Preferences

Location: CAIMSC Citizens-Tyco Area (220.5.13.147)
Commert:  CAIMSC Giizens-Tyco Area (220.5.13.147) Find Prnter...

 Page Range
= Al Mumber of copies: |1 3:

™ Selection ) Current Fage

" Pages: I'I ¥ Collate Y %
12 420

Enter either & single page number or a single
page range. For example, 5-12

Print Cancel | ooy |

68) Specify page range to cover. Click the ALL box if all pages have to be
printed.

— Page Range
= Al
" Selection ) Curent Fage

™ Pages: I

Erter either a single page number ar a single
page range. For example, 512

69) Or specify the exact page number to be printed by clicking the PAGES
button. Type in the beginning page number and the ending page number.

— Page Range
Ly |
™ Selection = Curent Fage

{* Pages: |'|3|—

Enter either a single page number or a single
page range. For example, 5-12
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70) Specify total number of copies to print. User can type in the exact number
of copies on the box provided.

Mumber of copies: I'I 3:

¥ | Collate
3 3
428 28

71) Or click the arrow pointer downwards and upwards to enter the number of
copies.

Mumber of copies: IE 3:

v Caliate
3 3
ﬁ ﬁ

72) Click the PRINT button to initialize printing of document.

General | Cptions I

[ Select Printer

HP Laserjet 2430N PCLS on corp-msc-07 = Microsoft ¥PS Document Writ
HP LaserJet M1522MF on corp-msc-07 == Send To OneNote 2013
B¥IHP Laser Jet P3005 PCL 6 on CORPMSC-07

Kl 1 I
Status: Ready [ Printtofile Preferences

Location: CAIMSC Citizens-Tyco Area (220.5.13.147)
Comment:  CAIMSC Gitizens-Tyco Area (2205.13.147) ol B

i Page Range
Al MNumber of copies: IH 3:
" Selection ) Current Page
% Pages: |1-3 W Collate
2|3l )3
Enter either a single page number or a single 1 1
page range. For example, 512

> i | caced | mepy |

Bureau of Internal Revenue Version 2 - March 2014



Offline eBIRForms Package Job Aid
BIR Form No. 1700 (Annual Income Tax Return)

73) System will then process the request. A message will appear onscreen
indicating the printing task is in progress.

@ This document was sent to the printer x|
! Document: file://fc: Users/melanie_cons...
— Printer: HP LaserJet P3005 PCL & on CORP-MS5C-07
Time: 4:20:02 PM 3/24/2014
Total pages: 1

\

74) When finished in saving, click the SUBMIT button to allow system to
forward to BIR the completed Tax Return form.

Prey [ 1] 2 Hext

| Edit | Submit | Save Prin Final Copy

)

75) After clicking the SUBMIT button, User must choose which particular
electronic BIR site to submit the completed Tax Return forms.

76) User can either choose to navigate to the eBIRForms Online site

Bureau of Internal Revenue Version 2 - March 2014
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77) Or proceed to the Electronic Filing and Payment System (eFPS) site

e
\— [ L]

:

78) If User clicks the eBIRForms Online site, system will display a message
onscreen which User must respond to.

BIR Form Ro. 1700 x|

g Are youl SUNe you want to aubmit shis form o eBTRFonms Online?

aK J cancel

79) If User clicks the OK button
x|

' Are you sure you want to submit this form to eBIRForms Online?

E> OK Cancel

80) System will display this message
x|

l i eBIRForms Offiine to eBIRForms Online is under construction
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81) If User clicks the eFPS site, system will display a message onscreen
which User must respond to.

BIR Form M. 1500 e
6 Are iy Sure vau vwanl 1 submil Bee ferm b eFPS?
QK I Cancel

82) If User clicks the OK button
x|

l Are you sure you want to submit this form to eFPS?

¢ OK I Cancel

83) System will display this message
feRFormno. 700 x|

l i eBIRForms Offfine to eFP5 is under construction

84) User may want to have a Final Copy of the completed Tax Return form for
reference purposes

Prev | 4 /| 4 MNext
Validate Edt | submt | Sae |  Prnt Final Copy
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85) Click the FINAL COPY button

Prev | 4 [f | 4 Mext G
Validate Edit | submit | Save Print | Final Copy |

86) System will show a message onscreen which User must respond to

BIR Form No. 1700 x|

3 "-I File saved and encrypted.
¥’ Do you want to save this in USB flash drive or CO-RW?

oK I Cancel

87) If User wishes to save another copy of the document using a USB flash
drive or CR-RW, just click the OK button

BIR Form No. 1700 |

% File saved and encrypted.
' Do you want to save this in USB flash drive or CD-RW?

E> oK I Cancel
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88) System will display another message
Have Disk
Make sure that a recordable media [diskette/universal serial bus
(USB) flash drive, compact disc (cd), digital video disc (dvd)] is
already inserted.
Dri'.re:
OK | CANCEL
89) Click the arrow pointer downwards to specify which drive to save the file.
Drive:
P-
90) Click the OK button
Have Disk
Make sure that a recordable media [diskette/universal serial bus
{USB) flazsh drive, compact disc (cd), digital video disc (dvd]] is
already ingerted.
Drive:
Ok ‘ CAMNCEL
Bureau of Internal Revenue Version 2 - March 2014
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91) System will display message of successful saving of file to selected
path/folder

BIR Form No. 1700 x|

l L Successfully copied files to Pi/IAF_RDO_Copy

92) Click the OK button to confirm successful file saving

BIR Form No. 1700 |

! b Successfully copied files to P:/IAF_RDO_Copy

o> o]

93) System will navigate screen back to Main Page, and FINAL COPY button
will become deactivated

Prey I Iext

Validate Edit | Submit | Save Print Final Copy
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Job Aid

TO SET-UP AND PERFORM PRINTING TASKS FOR 1700 FORM

_{1
1) Go to the Windows Main Page and click the START ﬂl button.

2) Proceed to the programs and files list. Select Devices and Printers.

2% /) Paint

@ Word 2013
Barracuda IM Client
Adobe Reader 9
Excel 2013

@ PowerPoint 2013

L 2 \
1:'%.)) BIRForms - Shortcut

@ Publisher 2013

Adrian Rei Paguntalan
Documents

Fictures

Music

Computer

MNetwork

Control Panel

Microsoft Visio { Devices and Printers )

y J Motepad Default Programs
‘_‘F‘-\I Remote Desktop Connection FrrETiEiEey
Run...

4 All Programs

@J Shut down >|

I Search programs and files
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3) System will display onscreen all the Devices and Printers available.

#ix: Control Panel\Hardware and Sound\Devices and Printers

g P [=] s
C)C) [~ Control Panel ~ Hardware and Sound ~ Devices and Priters ~ ~ [ [ Search Devess ani prvers @.—‘
File Edit View Took Help
Adda device  Add a printer = @
= Devices (4)

o7

CONSTAM Dell USE Quietitey  UISB Optical Mouse

DELLP1305

* Printers and Faxes (7)

-

=re . 7 7
‘?L “tmuw ‘;\:: g‘{’ 3%!"’"’

CutePDF Writer

HP LaserJet HP LaserJet P300S Microsoft XPS Send To Onehote
M1522NF on on Document Writer 2013
corp-msc-07 corp-msc-07 CORP-MSC-07
/ 11 items
e
=l'e )

4) From the selection of Devices and Printers, click the Microsoft XPS
Document Writer

4% Control Panel\Hardware and Sound\Devices and Printers

= =

- T i
\_)\_,} F@ ~ Control Panel ~ Hardware and Sound ~ Devices and Printers ~ - l@l Search Devices and Printers \!_ﬂj
File Edit View Tools Help

Add adevice Add aprinter  Seewhat's printing  Print server properties  Remove device

= - @
= Devices (4)

v

Dell USB Quietikey USB Optical Mouse
Keyboard

CONSTAM DELL P1905

“ Printers and Faxes (7)

v *
—_—— P | — W
CutePDF Writer HP Laserjet 2430N HP LaserJet HP LaserJet P3005 Send To OneMote

PCLE on M1522NF on PCL6 on 2013
corp-msc-07 corp-msc-07 CORP-MSC-07
Microsoft XPS Document Writer  Model: Microsoft XPS Document Writer
7
{

Category: Printer
v/

Status: 0 document(s) in queue

Bureau of Internal Revenue
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5) Set the Microsoft XPS Document Writer as the default printer

s Control Panel\Hardware and Sound\Devices and Printers - 1ol x|
‘( )( ) P‘E - Control Panel = Hardware and Sound ~ Devices and Printers ~ * & | Search Devices and Printers @l
File Edit View Tools Help
Add a device  Add aprinter  See what's printing  Print server properties  Remove device = - .'@

= Devices (4)

y ")

CONSTAM

o7

DELL P1905 Dell USB Quietkey USE Optical Mouse

Keyboard
* Printers and Faxes (7)
—
s L Fooopd p
CutePDF Writer Fax HP Laserjet 2430N HP LaserJet HP LaserJet P3005
'CLE on M1522MF on PCL6Eon
corp-msc-07 corp-msc-07 CORP-MSC-07

Microsoft XPS Docurment Writer  Model: Microsoft XPS Document Writer
j
i Category: Printer
Status: 0 document(s) in queue

Printer properties

Create shortaut

Troubleshoot
Remove device

Properties

Internet

6) After setting up the default printer, proceed to Internet Explorer e

7) Upon reaching Internet Explorer, proceed to the Google window

| Google - Microsoft Internet Explorer provided by CAI-STA

& = B rews o sooge.comeh D[ ][%] B coogle x|l

Google

Philippines

Google Search I Fesling Lucky

Google.com.ph offered in: Filipino Cebuano

Bureau of Internal Revenue
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8) From the Google window, click the Tools icon.

,é Google - Microsoft Internet Explorer provided by CAI-STA

@: - IE https: /frww, google, com.ph/ leﬁl *3 m Google

Print... Ctrl+P
Print preview. .. File
——— a1y [ B V[V k5 3
Safety [3

Add site to Start menu

View downloads Ctrl+]
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View settings
O ( Internet options
About Internet Explarer

Philippines

Google Search I'm Feeling Lucky

Google.com.ph offered in: Filipino Cebuano

9) Click the Page Setup and Print tabs.

10)When the Page Setup window opens, set the parameters to be followed
for printing tasks

Page Setup 5'

r Paper Options 4ﬁ Margins (inches)
ED’ Page Size: Left: ID 166
[ | rgre [oes
% Portrait " Landscape Top:  [0166

E:)W Print Background Colors and Images Bottom: [0 378
I™ Enable Shrink-to-Fi

E:i Headers and Footers

Header: Footer:

|-Empry- =l [-Emery- =
| Empty- =l [emey =
[Empy- =]/ -Emety- =l
Change fort |

E> Cancel |
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11)User must take note of the following details:
a. Margins
Left—0.166
Right — 0.166
Top —0.166
Bottom — 0.166
Check Print background and images
Uncheck the “Enable Shrink to Fit” option
All Header and Footer measurements must be blank
Paper size is set to default A4 size

~ooo0o

by User

Prior to any printing task, Validation must be performed and completed

12) Click the PRINT button if a single page or all document pages need to be

printed

Prev |4 /I 4 Next &

Walidate Edit | Submit Save | Print |

Final Copy

13) Once the PRINT button has been clicked, a full image of the particular

page to be printed will appear onscreen

BIR Form Mo.
Annual Income Tax Return 1700 =
Other Information e [ [[J-058=12 gt ]
Fage 4 1T0006/13ENCSP4
TIN Tax Filer's Last Name
111 111 111 o000 |NOME|REF\A

Table 1 - Current Address (Accomplish, if current address is different from registered address)

Unit/Room Mumber/Floor Building Name

Lot Number Block Number Phase Number House Number

Street Name

Subdivision/Village Barangay
[ [
Municipality/City Praovince Zip Code
[
ITable 2 - Qualified Dependent Children
\(If wife is claiming for additional exemption, please aftach waiver of the husband)
. Mark if Mentally or
lLast Mame FirstName and Middle Initial Eﬁﬁ;;m Physically
( ) Incapacitated
r— I
— [ il
| [ il
I e
[Table 3 - Tax Table
If Taxable Income Is: Tax Due is: If Taxable Income is: Tax Due is:

5%
P 500 + 10% of the
excess over P10,000
P 2,500 + 15% of the

Mot over P10,000 |
excess over P 30,000 ‘

Over P10,000 P 22500 + 25% of the excess
over P140,000

P 50,000 + 30% of the excess
over P 250,000

P 125,000 + 32% of the excess
over 500,000

Over P140,000
but not over P250,000
Over P250,000
but not over P 500,000

|

\

but not over P30,000 ‘

Over P30,000 ‘
but not over P 70,000

Over P70,000 ‘
but not over P140,000

P 8,500 + 20% of the

excess over P70,000 st io 0no

e
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14) Alongside the full image of page to be printed, the various
Commands will appear onscreen after clicking the FILE tab

Fie <

Print
Cancet Print Annual Income Tax Retumn E;E;SE =
Other Information June 201ENCS) .”l Iﬁmm‘rm" "I
Page 4700063ENCSPA
TIN Tax Filer's Last Name
[ [111 fi11 Jooon fNOMBREFIA

[Table 1 - Current Address (Accomplish, if current address is different from registered address)

Municipality/City

Unit/Room Number/Floor Building Name
I
Lot Number Block Number Phase Number House Number Street Name
[
g Barangay
[ [
Province Zip Code

[Table 2 - Qualified Dependent Children

\if wife is laiming for additional exemption, please attach waiver of the husband)

lLast Name First Name and Middle

Wark if Mentally or
Physically
Incapacitated

Date of Birth

i (MWDDAYYY)

ojojojo

15) To initialize printing, click the FILE tab to enable display of Print

Commands, then click the PRINT activity

File

P

Print

&

Cancel Print

16) The printer dropdown list will appear

General I Options I

~ Select Printer

HP Laserjet 2430M PCLG on corp-msc-07|
HP LaserJet M1522MF on corp-msc-07
PE9IHP LaserJet P3005 PCL 6 on CORP-MSC-07

K|

]

A=A Microsoft XPS Document Writ
= Send To OneMote 2013

]

Status: Offline I™ Pirttofile Preferences
Location: CAIMSC Tracer-ComApps Area (220.5.13.23)
Comment:  CAIMSC Tracer-CorpApps Area (220.5.13.23) Find Priter...
Page Range

& Al MNumber of copies: |1 3:
€ Selection ) Curert Page
" Pages |1 ¥ | Collate

2|31 42|3
Enter either a single page number or a single 1 1
page range. For example, 5-12

Cancel | Apply |

Print
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17) Click on the chosen printer to use
Prit B x|

General I Cptions I

r~ Select Printer
“z- HP Laserjet 2430M PCLE on corp-msc-07 = Microsoft XPS Document Wit
“"'HP LaserJet M1522MF on corp-msc-07 == Send To OneMote 2013

HP Laser Jet P3005 PCL 6 on CORP-MSC-07

Kl [ 0|
Status: Ready I™ Printtofile  Preferences

Location: CAIMSC Citizens-Tyco Area (220.5.13.147)
Commert:  CAIMSC Giizens-Tyco Area (220.5.13.147) Find Prnter...

 Page Range
= Al Mumber of copies: |1 3:

™ Selection ) Current Fage

" Pages: I'I ¥ Collate Y %
12 420

Enter either & single page number or a single
page range. For example, 5-12

Print Cancel | ooy |

18) Specify page range to cover. Click the ALL box if all pages have to be
printed.

— Page Range
= Al
" Selection ) Curent Fage

™ Pages: I

Erter either a single page number ar a single
page range. For example, 512

19) Or specify the exact page number to be printed by clicking the PAGES
button. Type in the beginning page number and the ending page number.

— Page Range
Ly |
™ Selection = Curent Fage

{* Pages: |'|3|—

Enter either a single page number or a single
page range. For example, 5-12
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20) Specify total number of copies to print. User can type in the exact number
of copies on the box provided.

Mumber of copies: I'I 3:

¥ | Collate
3 3
428 28

21) Or click the arrow pointer downwards and upwards to enter the number of
copies.

Mumber of copies: IE 3:

v Caliate
3 3
ﬁ ﬁ

22) Click the PRINT button to initialize printing of document.

General | Cptions I

[ Select Printer

HP Laserjet 2430N PCLS on corp-msc-07 = Microsoft ¥PS Document Writ
HP LaserJet M1522MF on corp-msc-07 == Send To OneNote 2013
B¥IHP Laser Jet P3005 PCL 6 on CORPMSC-07

Kl 1 I
Status: Ready [ Printtofile Preferences

Location: CAIMSC Citizens-Tyco Area (220.5.13.147)
Comment:  CAIMSC Gitizens-Tyco Area (2205.13.147) ol B

i Page Range
Al MNumber of copies: IH 3:
" Selection ) Current Page
% Pages: |1-3 W Collate
2|3l )3
Enter either a single page number or a single 1 1
page range. For example, 512

> i | caced | mepy |
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23) System will then process the request. A message will appear onscreen
indicating the printing task is in progress.

@ This document was sent to the printer x|
| ! Document: file://fc: Users/melanie_cons...
— Printer: HP LaserJet P3005 PCL & on CORP-MS5C-07
Time: 4:20:02 PM 3/24/2014
Total pages: 1

\
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