ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

FORM/MENU

PROCEDURES

User Login Form
4 This is where taxpayer enters his/her user-
defined login name and password which will be
used every time he/she enters the Alphalist Data
Entry module

User Login - Alphalist Data Entry Ver. 7.0

Type a User Mame and Password
to log on to data entry

User Name ||

Password |

On your desktop, double-click the Alphalist
Data Entry Module 7.0 shortcut button and the
User Login Form will appear.

1. Enter <User Name>

2. Enter <Password>

3. Click OK button or ALT+0

Note: Underfined letter/number is a shortcut
key which can be pressed together with ALT
key (e.g, ALT+0)

Alphalist Data Entry Main Menu
4+ This menu contains all the functionalities of the
Alphalist Data Entry module
Note: The BIR System Message pop-up will appear
only on the initial installation of this program to capture
information of the Withholding Agent.

Main Menu

BUREAU OF INTERNAL REVENUE

MAP QAP SAWT

J5 BIR System Message

(—Z==1
‘ @) Youmust enterfirst your Company Taxpayer info to access the Forms
Menu.

 You must enter your TIN Information Accurately.
Do you want te do it now?

& | ©| w| ©

Withholding Agent TIN Library Utilities Exit

GOVERNMENT PROPERTY NOT FOR SALE

Withhalding Agent Information

Withholding Agent Information

Category of ,7 -
RDO Code: ~| TN: - - 0000 Withholding Agent
Line of Business / Taxpayer Classification: -

Occupation

Registered Name ‘

Taxpayer Name:
Last Name First Name. Middle Name: Telephone Number.

Registered/Business Address:
Substreet Strast Barangay

District/Municipaity City/Province Zip Code

Authorized Representative | [
signatory :

Close

Save

Fill in all mandatory fields, then click Save
button. The <Revert> button is used to
undo encoding or when the user does not want
to save the encoded data of the withholding
agent. Once the Withholding Agent
Information screen is filled up, the next time
you view the same screen to update
information, Edit & Close buttons are
activated.

Note: If field validation rule is violated, an
Error Message pop up will appear.
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

TIN Library Menu 1. Enter the Taxpayer Identification
4+ This is where the taxpayer’s information is Number
recorded. 2. Enter the Registered Name if the
e taxpayer’s classification is Non-
Taxpayer Listings/Library Individual
el 3. Enter the Last Name, First Name and
regseratane: D [ Middle Name if the taxpayer’s
\ s l - classification is Individual
i : 4. Enter the taxpayer’s address
Substreet, Street, Barangay District, City, Zip Code 5_ C“Ck Save button to save the record
6. Click Add button to add new record
‘ ‘B‘“" 7. Click Edit button to update the encoded
\ \ record
\ ! 8. Click Delete button to delete a record
| 9. Click Exit button to go back to Main
Menu
Top \ Prev \ Newt \ Bottom \ Find \ {“Add | Edt \ Delete | Esit \
Utilities Menu
Utilities Menu
Utility Setups
Brinter Setup ‘ Change User ‘
Delete User ‘ Change Password ‘
Add New User ‘ Import Records ‘
Purge and Archive ‘ ReindexAll ‘
Update Database
Re-index All 1. Click the Reindex All button
4 A functionality under the Utilities Menu which 2. The message saying “All Transaction
will re-build all transaction tables Tables Rebuilt” will pop-up when the
procedure is done.
3. Click OK
Update Database 1. Click the Update Database button
4+ A functionality under the Utilities Menu which 2. An information message saying
will update the existing database “Successfully Done” will pop-up when
the procedure is done.
3. Click OK
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

MAP Menu 1. To access 1600VT, click 1600VT button
#+ This is where the data entry for 1600VT and or ALT + V
1600PT Forms are located 2. 1600VT Form will appear
M AP 1. To access 1600PT, click 1600PT button
. or ALT + P
MONTHLY ALPHALIST OF PAYEES 2. 1600VT Form will appear
FORMS
g &
Generate Semestral List of Regular Supplier ‘ T
GOVERNMENT PROPERTY NOT FOR SALE
1600-VT Form Menu 1. Click Add/Update button or ALT+A
T600-VT e 2. An information message saying “You
Monthly Remittance Return of Value-Added Tax Withheld are working for the month of <month,
year>" will appear, click OK
Srhede ! 3. 1600-VT Schedule I Data Entry Menu
“Addj Update | Ermmnqu\re‘ ‘ W|” appear
p— IQI You are working for the month of December, 2020, -
Any Taxes Wit == ;!der [n =]
BIR System Message X
lol You are working for the month of December, 2020
1600-VT Data Entry Menu 1. Click Add button to add new record
+ This is the data entry form for Monthly 2. Fill'in all mandatory fields, then click
Remittance Return of Value-Added Tax Withheld Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.
3. Click Exit and Back to MAP Sub Menu
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1600-VT Schedule | Data Entry
Schedule |
Monthly Remittance Retumn of Value-Added Tax Withheld
Forthe month of . [pecember 2020
Sequence Number: Taxpayer Identification Number (TIN).| - -

Registered Name © ‘

LastName First Name

1600-VT

Middle Name

Alphanumeric Tax
Code (ATC) ‘ E |

Amount of Income Payment: :
Tax Rate %

—

Amount of Tax Withheld

Top Next | Prev Ectlc‘1| Add Edit | Delete | Inquiry | Eorm 2307 FormBUE‘

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1600-PT Form Menu

1600-PT Menu

Monthly Remittance Returns of Other Percentage Taxes Withheld

Schedule |

Add/ Update §

BIR System Message X

Enmﬂnquire| ‘

\0\ You are working for the month of December, 2020, -
Amende -

Any Taxes Wit tt.;gder N -

Generate File
This button generates a DAT file for
validation and submission to BIR

Backto MAP Sub Menu

EIR Systern Message >

':0] You are working for the month of December, 2020,

3. Click Add/Update button or ALT+A

4. An information message saying “You
are working for the month of <month,
year>" will appear, click OK

5. 1600-PT Schedule I Data Entry Menu
will appear

1600-PT Data Entry Menu
4 This is the data entry form for Monthly
Remittance Returns of Other Percentage Taxes
Withheld

[y

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and Back to MAP Sub Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1600-PT Schedule | Data Entry

Schedule | 1600-PT

Monthly Alphalist of Payees from Whom Taxes were Withheld

Forthe month of . [December, 2020
Sequence Number: Taxpayer ldentification Number (TIN):| - -

Registered Name |

LastName First Name Middle Name
Alphanumeric Tax
Code (ATC) | = |
Amount of Income Payment:
Tax Rate %

Amount of Tax Withheld -

Mext | Prev 5-3«-3-1|

Top

QAP Menu

and 1621 Forms are located

QAP Menu
QUARTE LPHALIST OF PAYEES
FORMS
& & &
1601E 1601F 1621

Generate Semestral List of Regular Supplier ‘

Backto Main Menu

GOVERNMENT PROPERTY NOT FOR SALE

4+ This is where the data entry for 1601E, 1601F,

. To access 1601E, click 1601E button or
ALT + E
. 1601E Form will appear

. To access 1601F, click 1601F button or
ALT + F
. 1601F Form will appear

. To access, 1621, click 1621 button or
ALT + 1

. 1621 Form will appear

Creditable Income Taxes Withheld (Expanded)

1601E Form Menu 1. 1601E Form Menu with 2 schedules
1601E Menu that will appear.
Monthly Remittance Return of Creditable Income Taxes Withheld
(Expanded)
Schedule | Schedule 2
Add / Update | Erlmtmqu\re| Add/ Update ‘ Erimflnquire|
Forthe month of. |12 2020
Amended Return N - Mo of Sheets Attached 0
o [W] AR e oot (5
For the quarter of: -
Generate File
This button generates a DAT file for
validation and submission to BIR
Generate 1604E File Back to QAP Sub Menu
1601E Data Entry Menu — Schedule 1 1. Click Add button to add new record
4+ This is the data entry for Monthly Remittance of 2. Fill'in all mandatory fields, then click

Save button. The <Revert> button
is used to undo encoding or when the
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1601E Data Entry

Schedule | 1 601 E

Monthly Remittance Return of Creditable Income Taxes Withheld (Expanded)

Forthe month of - | December, 2020
Sequence Number: Taxpayer |dentification Mumber (TIN):[ - -

Registered Name ‘

Last Name First Name Widdle Name

Alphanumeric Tax |
Code (ATC):

Amount of Income Payment: :

Tax Rate %

Amount of Tax Withheld :

Edit | Delete | Inquiry ‘ Eorm 2307| Exit

user does not want to save the
encoded data.

3. Click Exit and you will be redirected to
1601E Form Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1601E Data Entry Menu — Schedule 2
4+ This is the data entry for Alphalist of other
Payees whose Income Payments are exempt

from Withholding Tax but Subject to Income Tax

1601E Data Entry Schedule 2

Schedule 2 1 601 E

Alphalict of other payees whose income payments are exempt fom withholding tx but subject o income tax (Reported Under Form 2304)
Note: For Schedule 2 prepare a separaie schedule for forexgn nafionals/payees indicaling herr foreign address.

Forthe month of . |December, 2020
Sequence Number. Taxpayer ldentification Mumber (TIN): [ - -

Registersd Name : |

Last Name First Name Widdle Name

Alphanumeric Tax
Code (ATC): | J ‘

Amount of Income Payment: :

Edit | Delete Lﬂ-:;wr‘ Exit ‘

—

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

1601E Form Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1601F Form Menu

1601F Menu
Monthly Remittance Return of Final Income Taxes Withheld
Schedule | Schedule 2 Schedule 3
Add/Update Ermt!lnqu\rs‘ Add/Update | Erimanuire| Add / Update ‘ Print/ Inquire
For the month of: “‘IT W
AmendedRetum | N <] NoofSheetsAfiached | 0
syTaes wmei? [N <] Gheqall o mematonal Tacrieay | M <]

Forthe quarter of: -

Generate File
This button generates a DAT file for
validation and submission to BIR

Generate 1604F File Backto QAP Sub Menu

1. 1601F Form Menu with 3 schedules will
appear.
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1601F Data Entry Menu — Schedule I
4 This is the data entry for Monthly Remittance
Return of Final Income Taxes Withheld

1607F Data Entry

Schedule | 1601 F

Monthly Remittance Return of Final Income Taxes Withheld

Forthe month of . | December, 2020
Sequence Number: Taxpayer ldentification Number (TIN): | - -

Registered Name ‘

Last Name First Name Middle Name

Alphanumeric Tax
Code (ATC) | =] ‘
Amount of Income Payment: :
Tax Rale %

Amount of Tax Withheld :

Top ‘ Jext ‘ Prev ‘Ecttc‘w| Add || Edit | Delete ‘ Inguiry ‘ Eorm 2305| Exit

[y

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

1601F Form Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1601F Data Entry Menu — Schedule 11
4 This is the data entry for Alphalist of Employees
Other Than Rank and File who were given
Fringe Benefits

1601F Data Entry

Schedule Il 1601F

Alphatist of Employees Other Than Rank and File who were given Fringe Benefits
(Declared and Certified using Form No 2306)

Forthe month of . |December, 2020
Sequence Number: Taxpayer Identification Number (TIM):| - -

LastMame First Name Middle Mame

Alphanumeric Tax
Code (ATC) | J |

Amount of Fringe Benefit
Gross Up Monetary Value:

Amount of Tax Withheld

o | nex | prev |8

_"" Edit | Delete ‘ 1ﬂ-:;u|r_| Exit ‘

[y

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

1601F Form Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1601F Data Entry Menu — Schedule II1
4 This is the data entry for Alphabetical List of
Other Payees Whose Income Payments Are
Exempt from Withholding Tax but Subject to
Income Tax

—

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

1601F Form Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.
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ANNEX “C”

ALPHALIST DATA ENTRY MODULE VERSION 7.0 Job — Aid
1601F Data Entry
Schedule Il
Alphabetical List of Other Payees Whose Income Payments are Exempt from Withholding Tax 1 601 F
but Subject to Income Tax (Declared and certified using BIR Form No. 2304)
For the month of - W
Sequence Number: Taxpayer ldentification Number (TIN):| - -
Registered Name : |
| |
Last Name First Name Middle Name
Status Code: | J |
Alcénuadneuzz_?g)c.hx | J |
Amount of Income Payment: -
Top | Mext | Prev | Edit | Delete 1n-1wr.'| Exit |
SAWT Menu 4. Select a form from the SAWT Form
4 This is the Summary Alphalist of Withholding lists
Taxes (SAWT) menu where attachment to BIR 5. Click Add/Update button
Form Nos. 1700, 1701Q, 1701, 1702Q, 1702, 6. An information message saying
2550M, 2551M and 2553 can be encoded “You are working for the
Sl Attachment of <selected form> for
SUMMARY ALPHALIST OF WITHHOLDING TAXES (SAWT) the month of <month, year> will
Attachment to BIR Form Nos. 1700, 1701Q, 1701, a ear
1702Q, 1702, 2550M, 2550Q, 2551M, 2553 p_p
P — 7. Click OK
B
17020
i 2500 ] Note: Do above procedures (1-4) for all forms
2551 under SAWT
For the mnmn% 2018
Amended Return N~ No of Sheets Attached [ ]
Taes vy [ ] Aemerepesasingctiiender [
Generate File
This button generates a .DAT file for
validation and submission to BIR
Print Form Backto Main Menu
BIR System Message X
' 0 | Vou areworking for the Attachment of 1702 for the month of May,
W 201
1700 Data Entry (SAWT) Menu 1. Click Add button to add new record
4+ This is the data entry for Annual Income Tax 2. Fill'in all mandatory fields, then click
Return for Individuals Earning Purely Save button. The <Revert> button
Compensation Income is used to undo encoding or when the
user does not want to save the
encoded data.
3. Click Exit and you will be redirected to
SAWT Menu
BUREAU OF INTERNAL REVENUE Version 7.0 January 2020
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1700 Data Entry (SAWT)

Annual Income Tax Retumn for

1700

Income

Eaming Purely Comp

Forthe month of - [hjay 2048
Sequence Number:

Registered Name ‘

Taxpayer Identification Number (TIN):| - -

Code (ATC) :

TaxRate

LastName

Alphanumeric Tax ‘

Amount of Income Payment:

Amount of Tax Withheld

FirstName Middle Name

Exit

ev |g-3||a‘w‘ "Add || Edit | Delete ‘ Inquin ‘

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

+

1701 Data Entry (SAWT) Menu

This is the data entry for Annual Income Tax
Return for Self-employed, Professionals, Estates,
and Trusts

1701 Data Entry (SAWT)

Annual Income Tax Retum for Self-Employed. P:

1701

s, Estates, and Trusts

Forthe month of - [yay 2018
Sequence Numner,i

Registered Name ‘

Taxpayer Identification Number (TIN): | - -

Last Name

FirstName Middle Name

Alphanumeric Tax
Code (ATC): | =l
Amount of Income Payment:
TaxRate %
Amount of Tax Withheld :
Top | Next ‘ Prev |Ecttc‘1| '5dd J Edit QE\-:-t-:-|1n-:iuir'| Ezxit

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

SAWT Menu

—

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

+

1702 Data Entry (SAWT) Menu
This is the data entry for Annual Income Tax
Return for Corporations and Partnerships

1702 Data Entry (SAWT)

Annual Income Tax Retum for Corporations and Partnerships

1702

Forthe month of - [yay 2048
Sequence Number:

Registered Name |

Taxpayer Identification Number (TIN): -

Code (ATC)

TaxRate

LastName

Alphanumeric Tax |

Amount of Income Payment: ©

Amount of Tax Withheld :

FirstName Middle Name

Exit

ic Edit | Delete | Inquiry |

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

SAWT Menu

—

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1701Q Data Entry (SAWT) Menu
4+ This is the data entry for Quarterly Income Tax

Return for Self-employed, Professionals, Estates,
and Trusts

Click Add button to add new record

2. Fill'in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

[y
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ANNEX “C”

Job — Aid

1701Q Data Entry (SAWT)

Quarterty Income Tax Return for Self-Employed, Professionals, Estates, and Trusts

1701Q

Forthe month of - iz 2048
Sequence Number:

Registered Name : ‘

Taxpayer Identification Number (TIN): | - -

LastName

First Name Middle Name

Alphanumeric Tax
Code (ATC) ‘ El|
Amount of Income Payment
Tax Rate %
Amount of Tax Withheld
Top ‘ Next ‘ Erev ‘g-:nc‘w‘ i Add || Edit | Delete | Inquiry | Exit

3. Click Exit and you will be redirected to
SAWT Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

+

1701Q Data Entry (SAWT)

This is the data entry for Quarterly Income Tax
Return for Self-employed, Professionals, Estates,
and Trust

1701Q Data Entry (SAWT)

Quartery Income Tax Return for Self-Employed, Professionals, Estates, and Trusts

1701Q

Forthe month of - iz 2048
Sequence Number:

Registered Name : ‘

Taxpayer Identification Number (TIN): | - -

LastName

First Name Middle Name

Alphanumeric Tax
Code (ATC) ‘ El|
Amount of Income Payment
Tax Rate %
Amount of Tax Withheld
Top ‘ Next ‘ Erev ‘g-:nc‘w‘ i Add || Edit | Delete | Inquiry | Exit

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

SAWT Menu

[y

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

+

2550M Data Entry (SAWT) Menu

This is the data entry for Monthly VAT
declaration

Monthly Value-Added Tax Declaration

2550M

Forthe month of - |jjay 2012
Sequence Number:

Registered Name : |

Taxpayer Identification Number (TIN): [ - -

LastName

First Name Middle Name

Alphanumeric Tax
Code (ATC) ‘ J ‘

Amount of Income Payment: :

TaxRate %

Amaount of Tax Withheld
Top | Next | Prev ‘53({-}‘1‘ {Add Y| Edit Qé\été‘\_nqmr \ Exit

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

SAWT Menu

[y

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

"

2550Q Data Entry (SAWT) Menu

This is the data entry for Quarterly VAT return

[y

Click Add button to add new record

2. Fill'in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.
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25500 Data Entry (SAWT)

2550Q

Quarterly Value-Added Tax Retum

For the month of May, 2018
Sequence Number: Taxpayer dentification Number (TIN): | - -

Registered Name : ‘

LastName First Name Middle Name

Alphanumeric Tax ‘
Code (ATC)

Amount of Income Payment

Tax Rate %

Amount of Tax Withheld

d Edit | Delete | Inquiry | Exit

3. Click Exit and you will be redirected to
SAWT Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

2551M Data Entry (SAWT) Menu

4 This is the data entry for Monthly Percentage

Tax return

2551M

Monthly Percentage Tax Retum

Forthe month of * [fiay 2018
Sequence Number. Taxpayer |dentification Number (TIN):| - -

Registered Name : ‘

LastName First Name Middle Name

Alphanumeric Tax
Code (ATC) ‘ El|
Amount of Income Payment
Tax Rate %

Amount of Tax Withheld

| Edit | Delete ‘ Inquiry ‘ Exit

1op | mex | prev |

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

SAWT Menu

—

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

2553 Data Entry (SAWT) Menu

4 This is the data entry for Percentage Tax

Payable under Special Laws return

2553 Data Entry (SAWT)

2553

Retum of Percentage Tax Payable under Special Laws

Forthe month of:  [jay 2018
Sequence Number. Taxpayer Identification Mumber (TIN):| - -

Registered Name ‘

LastName First Name Middle Name

Alphanumeric Tax
Code (ATC) | I |
Amount of Income Payment:
Tax Rate %
Amount of Tax Withheld
Top \ Next \ Prev |5-:ttc‘1| {Add Y Edit Q-‘:\Eti‘imiu\r_| Exit

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

SAWT Menu

—

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.
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1604C Menu

1604C Menu

Annual Information Return of Income Taxes
Withheld on Compensation and Final Withholding Taxes

Schedule 1 Schedule 2

Add/Update | Print/Inquire Add/Update | Print/Inquire

For the Year In case of overwithholding / - Total Amount of 0.00

overremittance after the year-end Overremittance
adjustment on compensation, have on Tax Withheld
T AT m you released the refunds to your

employee? Month of First Crediting -
of Overremittance 0

No of Shests
Aftached [d] Date of Refund YT

Generate File | Back to Main Menu‘

1BIR System Message

x|k

':0:' You are working for the year 2020,

c o |

{ . B

1. 1604C Form Menu with 2 schedules will
appear.

Click <Schedule 1>

An information message saying “You
are working for the year <year>"

4. Click OK

2.
3.

Note: Do above procedures (1-4) for Schedules
1and?2.

1604C Data Entry Menu — Schedule 1
4+ This is the data entry for Alphabetical List of

Schedule 1
Alghalst of Employess (Daslsred snd Cartifisd wing BIR Foem No. 2316) . 1604C
Sequence Number Tarpayer Identfication Number (TN):[ - - Region [ ]
LastName FirstName Viddle Name Raticeeliy
Conent Employment [ =
Status From I T I
Reason of Separation
NON-TAXABLE 1 TAXABLE OTHER ITEMS
Payment from Present Employer
Gross Comp. Income Basic Salary 13th Month & Other Benefts De Minimis Benefts
(P250,000 and below)
555, GSIS. PAGBIG Salaries & Other Total Nontaxable/Exemot
&Union Dues Forms of Gomp Gompensation Income

Payment from Previous Employer

Gross Gomp. Income Basic Salary 13th Month & Other Benefits

De Hinimis Benefits
(P250,000 and below)

588, GSIS, PAG-BIG Salaries & Other Total Nontaxable/Exempt
& Union Dues Forms of Comp. Compensation Income

Top | Mext | Prev |Botom| aoa | Edt | petete | inquiry [formzte| Est

[y

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

1604C Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1604C Data Entry Menu — Schedule 2
4+ This is the data entry for Alphalist of Minimum
Wage Earners

[y

Click Add button to add new record

2. Fill'in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1604 Schedule 2 Data Entry.

Holiday Pa Overtime Pay Night Shift Differential Hazard Paj
y Pay VT e T Y 13th Month & Other Benefits
De Minimis Benefits 888, GSIS, PAGHBIG Salaries & Other Total Nontaxable/Exempt
& Union Dues FSEET Compensation Income
Payment from Previous Employer
Gross Comp. Income  Basic Statutory Min. Wage Holiday Pay Overtime Pay Night Shif Diferential
Hazard Pay 13th Month & Other Benefits De Minimis Benefits SS8S, GSIS, PAGBIG Salaries & Other
&Union Dues Forms of Comp.

Total Nontaxable/Exempt

Schedule 2
Aiphalist of Miniemien Wage Eamers (Dectzred 20 Cstifid sing BTR Form No. 2316) . 1604C
Sequence Number. Taxpayer Identifcation Number (TINy| Rogon [ ]

LastName First Name Niddle Name TETELY
GurentEmployment [ I ‘
Status From To
Reason of Separation Factor Used (No. of Days /Year)

NON.TAXABLE | Tw0BLE | OTHER TEMS
Paymentfrom Present Empioyer
Basic Statutory Basic Statutory BasicStatulory  Basic Statutory Win. Wage
e Minimum Wage /Day  Minimum Wage /Month  Minimum Wage | Year (Netof SSS/GSIS PHIC HOMF Ui Dies)

Top | med | Prev [motom| ada | Edit | Detete | inquiy [Fom2zte| Ext

3. Click Exit and you will be redirected to
1604C Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1604E Menu

1604E Menu

Annual Information Return of Creditable Income Taxes Withheld (Expanded)/
Income Payments Exempt From Withholding Tax

Schedule 3 Schedule 4

Add / Update | Print/ Inquire | Add / Update ‘ Print/Ingquire |

Year of Return Period

AmendedReturn | N = Mo of Sheets Aftached 0

Generate File ‘ Back to Main Menu ‘

1. 1604E Form Menu with 2 schedules will
appear.

2. Click <Schedule 1>

3. An information message saying “You
are working for the year <year>"

4. Click OK

Note: Do above procedures (1-4) for Schedules
3Jand 4.

1604E Data Entry Menu — Schedule 3
4 This is the data entry for Alphalist of Payees
Subject to Expanded Withholding Tax

1604E Schedule 3 Data Entry

Schedule 3 1604E

Alphalist of Payees Subject to Espanded Withholding Tax (Reported under Form 2307)

Sequence Number: Taxpayer dentification Mumber (TIN):| - -

Registered Mame : ‘

LastName First Name Middle Mame
Alphanumeric Tax
Code (ATC) | J ‘
Amount of Income Payment:
Rate of Tax

Amaount of Tax Withheld :

Top | Next | Prev | Bt Edit | Delete

Inquiry | Exit ‘

[y

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

1604E Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved

BUREAU OF INTERNAL REVENUE
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1604E Data Entry Menu — Schedule 4
4 This is the data entry for Alphalist of Other

(Reported Under Form 2304)

Payees Whose Income Payments Are Exempt
from Withholding Tax but Subject to Income Tax

1604E Schedule 4 Data Entry

Schedule 4 1604E
Alphalis her payess whos yments ars exempt holding tax but subject to income tax (Reported Under Form 2304)
Nots: For Schedule 4 prepars 2 separate schadule fr freign nationals/payess indicating heir frsign address

Sequence Number.
|

Taxpayer Identification Number (TIN): [ - -

Registered Name (For Non-Individuals)

Last name First name Middle name

Alphanumeric Tax
Code (ATC): | J |

Amount of Income Payment

id ] Edt | etete | mquin Exit

1. Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to
1604E Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved

1604F Menu

1604F Menu

Annual Information Return of Income Taxes
Withheld on Compensation and Final Withholding Taxes

Schedule 4 Schedule 5 Schedule 6

Add ! Update Emmﬂnqulre| Add / Update Ermtilnqu\re‘ Add/Update Ermt/lnquire‘

For the Year [FTF In case of overwithholding / -] TotalAmount of 0.00
overremittance after the year-end Overremitance
adjustment on compensation, have on Tax Withheld
P R <] youreleased the refunds to your
N employse? Month of First Crediting ,i‘
of Overremittance
No of Sheets
Attached E Date of Refund i
Generate File ‘ Back to Main Menu|
S
| BIR. Systern Message Xt

'0' You are working for the year 2020,

|

1. 1604F Form Menu with 3 schedules will
appear.

2. Click <Schedule 1>

3. An information message saying “You
are working for the year <year>"

4. Click OK

Note: Do above procedures (1-4) for Schedules
4, 5, and 6.

1604F Data Entry Menu — Schedule 4
4+ This is the data entry for Alphabetical List of
Payees subject to Final Withholding Tax
(Declared and Certified using BIR Form No.
2306)

—

Click Add button to add new record
2. Fill'in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1604F Schedule 4 Data Entry

Schedule 4 1 604F

Alphabetical List of Payees subject to Final Withholding Tax (Declared and Certified using BIR Form No 2306)

Sequence Number: Taxpayer Identification Number (TIN) - -

Registered Name (For Non-Individuals)

Last Name First Name

Middle Name

Substreet, Street, Barangay District, City, Zip Code

Status Code |
Alphanumeric Tax
Code (ATC): | J |
Amount of Income Payment
Rate of Tax %
Actual Amount Withheld

Top Mext | Prev |g-:n-:-w| i Add ] Edit ‘Qe\ete | Inquiry | Exit

3. Click Exit and you will be redirected to
1604F Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1604F Data Entry Menu — Schedule 5
4 This is the data entry for Alphalist of Employees
other that Rank and File who were given Fringe
Benefits During the Year (Reported under Form

2306)

1604F Schedule 5 Data Entry

Schedule 5 1604F

Afphatist of Employess Other Than Rank and File who were given Frings Benefits During the ¥ear (Declared and Cartifisd using Forn No 2306)
Sequence Number Taxpayer |dentification Number (TIN) - -

LastName

First Name Middle Name

Alphanumeric Tax
Code (ATC) | Jl

Amount of Fringe Benefit
Gross-up Monetary Value
Actual Amount Withheld

Top_| wext | prev | Botom|

] Edit | Delete | Inquiry ‘ Exit

—

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

1604F Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.

1604F Data Entry Menu — Schedule 6
4 This is the data entry for Alphabetical List of
Other Payees Whose Income Payments Are
Exempt from Withholding Tax but Subject to
Income Tax (Declared and certified using BIR
Form No. 2304)

—

Click Add button to add new record

2. Fill in all mandatory fields, then click
Save button. The <Revert> button
is used to undo encoding or when the
user does not want to save the
encoded data.

3. Click Exit and you will be redirected to

1604F Menu

Note: If the taxpayer’s information was
encoded from the Taxpayer Listing Menu, just
enter the Taxpayer Identification Number and
his/her information will be automatically
retrieved.
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

1604F Schedule b Data Entry

Schedule 6

Sequence Number

Alphabetical List of Other Payees Whose Income Payments are Exempt from Withholding Tax
but Subject to Income Tax (Declared and certified using BIR Form No. 2304)

Taxpayer ldentification Number (TIN) - -

1604F

Registered Name (For Non-Individuals)

Last Name

First Name

Widdle Name

Substreet, Street, Barangay

District, City, Zip Code

Status Code |

Alph T
T -

Top Next | Brev ‘E-JTIG‘W‘

Amount of Income Payment

j| Edit ‘Qelete ‘ Inquiry | Exit

1604F)

Generate File Functionality
4+ This is a generic functionality that is available to
all forms (MAP, QAP, SAWT, 1604C, 1604E, and

4+ File will be saved to its root directory or where
the application is installed (default is drive C)

2} Save As

X

Save in: BIRALPHATD

~
MName

Archive

BITMAPS

DATA

ehlpha

EncryptedFile
£

S STV 0031226000001 220201 600wt

=l e B
Date modified
12/11,/2020 2:40 pm
12/11/2020 2:40 pm
12/16/2020 3:42 pm
12/11,/2020 2:40 pm
12/11,/2020 2:40 pm

Save

>

<

Save as type: |DAT

ﬂ Cancel

Help

A

BIR System Message

‘:el Do you want to view the file created?

Microsoft Visual FoxPro X

[ A | File Successfully created in
W' CBIRALPHAT0\20031226000001220201600VT DAT

For MAP/SAWT/1604C/1604E/1604F
1. In the selected form, validate that the

month to be generated is specified in

the fields “For the Month of”

Click <Generate File>

The Save As dialogue box will appear,

click <Save>

4. A BIR System Message saying “Do you
want to view the file created?” will
appear

5. Click either <Yes> or <No> depending
on your preference

wn

For QAP — 3 files will be generated
1. In the selected form, select a quarter
to be generated on the field “For the
Quarter of”
Click <Generate File>
The Save As dialogue box will appear,
click <Save> (do it three (3) times)
4. An information message saying “File
Successfully created in <directory> will
appear
5. Click <OK>

wnN
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ALPHALIST

DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

Genera
+

te File Functionality — QAP

This is a new functionality under QAP that is
available to the annual alphalists for 1604E and
1604F may now be generated without re-
encoding the information.

1601E Menu

Monthly Remittance Return of Creditable Income Taxes Withheld

(Expanded)
Schedule | Schedule 2
Add / Update ‘ Ermti\nqu\re‘ Add / Update ‘ EFIHIHHQUI[E‘
For the month of. [H2 2020
Amended Return N - No of Sheets Attached 0

Any Taxes Withheld? N -

Generate 1604E File

Are there payees availing of tax relief under
Special Law or International Tax Treaty? N -

For the quarter of: ~

Generate File
This button generates a .DAT file for
validation and submission to BIR

Back to QAP Sub Menu

BIF. System Message

x

<

() Save As X

Savein: BIRALPHA70 | & Ef~

Name . Date modified 2
Archive 12/11/2020 2:40 pm
BITMAPS 12/11/2020 2:40 pm [
DATA 12/16/2020 3:42 pm
ellpha 12/11/2020 2:40 pm
EncryptedFile 12/11/2020 240 pm

BT - W (00031 226000001221 202016042

Save as type: |DAT ﬂ

Save

Cancel

Help

adif

BIR System Message

"9] Do you want to view the file created?
L

Microsoft Visual FoxPro X

I | File Successfully created in
W' CABIRALPHAT0\2003122600000123120201604E.DAT

For Annual Alphalists

1. Click <Generate 1604E File>

6. The Save As dialogue box will appear,
click <Save>

7. A BIR System Message saying “Do you
want to view the file created?” will
appear

8. Click either <Yes> or <No> depending
on your preference
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ALPHALIST DATA ENTRY MODULE VERSION 7.0

ANNEX “C”

Job — Aid

Print/Inquire Functionality
4 This is a generic functionality that is available to
all forms (MAP, QAP, SAWT, 1604C, 1604E and
1604F)

1600-VT Schedule | Inquiry Screen

Schedule | 1600-VT

Monthly Remittance Retumn of Value-Added Tax Withheld

Sequence No TIN Branch Code MNON-INDIVIDUAL (Registered Name)
1[006-546-854 0000

y (]

-Grand Total

Income Payment ‘

Tax Withheld ‘

Search View Back

For MAP/SAWT/1604C/1604E/1604F
1. In the selected form, validate that the
month to be generated is specified in
the field “For the Month of *
2. Click <Print/Inquire>

For QAP
1. In the selected form, select a quarter
to be generated in the field “For the
Quarter of”
2. Click <Print/Inquire>
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