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Introduction

B Year-end adjustment

The year-end adjustment is the process of adjusting the excess or insufficient income tax by re-calculating
the salary, bonuses, benefits, etc. that a company, etc. paid to a salaried employee in one year (January to
December) and the withholding for income tax on the last payment day of December in principle. The salary
calculation system enables you to calculate the year-end adjustment and refund amounts, create withholding
slips, register the payroll and perform other year-end adjustment tasks.

B eNEN

eNEN is an information collection system that enables you to collect information online to perform year-end
adjustments, to link the collected information to the salary calculation system and to calculate the income tax
using the salary calculation system.

Use the salary calculation system to calculate the withholding and refund amounts of income tax at the year-
end adjustment.

B Process Your Year-End Adjustment

Enables you to file your declaration as if you were writing on the Application for (Change in) Exemption for
Dependents of Employment Income Earner; Application for Basic Exemption of Employment Income Earner,
Exemption for Spouse of Employment Income Earner and Exemption of Amount of Income Adjustment;
Application for Deduction for Insurance Premiums for Employment Income Earner; and Application for
Special Credit for Loans, etc. related to a dwelling (specific additions or improvement, etc.) forms necessary
for year-end adjustment.

B Usable terminals

Computer]
(O] Windows 10 or above

* Until the end of support by Microsoft
Browser Edge, Chrome
Smartphones/Tablets]
(O] iOS 15 or above, Android 10 or above
Browser Safari, Chrome
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Logging In (When using eNEN for the first time)

B Logging In(When using eNEN for the first time)

®©

Start the specified browser, enter the URL
provided by your company and then start the
system.

If you do not know the URL, contact your
management division.

Enter the URL in the search box at the top of the
browser.

Enter the Login ID and Password notified by
your company, and then click the Login button.

Confirm that the entered password is correct.

You can check the entered password by

checking Display Password under the password

entry box.

Example: Switch display from “eeeeee” t0
“Abcdef123.”

The password provided by the company is
temporary. Change it to one you can remember.
It will be required when you log in to eNEN from
the next time.

Set your password to be at least ten characters and
a combination of three types: uppercase letters,
lowercase letters, numbers, and symbols.

Example: 1273TN2a
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B If an email address is registered (No password guidance is provided)

@ Start the specified browser, enter the URL
provided by your company and then start eNEN.
¢ If you do not know the URL, contact your
management division.
[E# Enter the URL in the search box at the top of the
browser.
@ Click “If you set, reset or forget the password” on
the Login screen.
® Send an email to the registered email address to

set a password. Enter the email address in the
Email Address box; then click the Send Email
button.

@ The Password Set/Reset email is sent to the
registered email address.
Click the Password Set/Reset or the URL below
it.

G Please set your password within ten minutes after

receiving the email. If more than ten minutes have
elapsed, the received e-mail will become invalid.
Please start the process again.
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® Change it to one you can remember on the K

Password Change screen. It will be required £ /D — RIHEES E/BNTT ool
when you log in to eNEN from the next time. —_—

A HLLWIRD—E

[E¢ Set your password to be at least ten characters and
a combination of three types: uppercase letters,
lowercase letters, numbers, and symbols. il

G HLWIRAT—E (FEA)

Example: 1273TN2a

B If you forget the password
1. If no email address is registered

@ Ask your management department to initialize
the password.

@ When you log in with the initialized password,
you will always be asked to change your
password.

=# For how to change the password, see (3) in “Logging

In (When you use eNEN for the first time).”

Change it to one you can remember.

Set your password to be at least ten characters and
a combination of three types: uppercase letters,
lowercase letters, numbers, and symbols.

Example: 1273TN2a

2. If an email address is registered

@ See “If an email address is registered (The
password is not notified).”



B In case you cannot log in
1. In case of a locked password

@ If the password is incorrectly entered five times,
it will be locked.

@ If your password is locked, please wait thirty
minutes before logging in again.

® If your account is locked, even if you initialize
your password, please wait thirty minutes
before logging in.

2. If an email address is registered

@® See “If an email address is registered (The
password is not notified)” and send an email to
reset your password.

[Z¢ Use the Send Email button. If the account has been
locked, you will need to wait thirty minutes to login
again.

3. If amessage is displayed after logging in

@ If you are using a computer or smartphone
other than those listed in Usable Terminals on
page 2, the message “Your ...” will be
displayed.

Please make sure that your terminal is a
recommended version.

@ www.cube-cloudapp.net
. . : Use of your environment is not recommended.
A If you register the report for the declaration forms in THS Seieas Gl Ty Be cortad o he S/tem oy Aot oneraie
eNEN after the message has been displayed, the normally.

entered information may not be updated. Be sure to
check that you are using the recommended
environment.




Process Operation Manual

Preparation and authentication settings

B Preparation for Authenticator authentication
E How to install the Authenticator App (for iPhone)
|

@ Start “App Store”.

(Screens may vary depending on the model and
settings.)

If you do not see “App Store” in the menu, select
"Settings" on the screen and look for "App Store"
in the list of programs.

il SoftBank B 1341 @ 50% .
e
&) Podcast
al Tunesu

W Game Center

* Scroll the screen and look for "App Store".
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I & Apple Store I
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+  Authenticator
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m GarageBand
iMovie

u Keynote

kintone

W LINE WORKS



il SoftBank & 17:30 @ 74% -

@ Enter "google authenticator" in the search bar

for search. If "Google Authenticator" appears in

the search results, select "Get it". 7(_ Google Authenticator
+* ox

2 & & & Q

® Select "Install".

App Store X
* Google Authenticator
@ When installation is complete, "Open" will be S 8 erxm
1 google authenticator @

displayed. Please select it.
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® When the "Further enhance security with
Google Authentication System" screen A Sow
appears, the installation is complete.

13112 @ 92% =-

€x ' E5

Google FBEEV AT A
TtEFaUTsESS
Ik
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Y hOERI-REAFTEEXT

® When the installation ® is completed, the e e e
"Authenticator" icon will appear on the home N o
screen. 7740 g ...:
(Screens may vary depending on the model and : * U m

unes Store Watch A=F1YF+1 Apple Store

settings.) ' i —_—

GarageBand  Key

10



E How to install the Authenticator App (for Android)

@ Start “Play Store”.

7A8AGR)

(Screens may vary depending on the model and
settings.) '
Play A b7
Ml
(o] @ <
D
If you do not see "Play Store" in the menu, place
your finger on the bottom of the screen and
move the screen up to find "Play Store" in the list '
of programs. Find "Play Store" in the list of e
programs. Play A 77

(Screens may vary depending on the model.)

Program list

@ Enter "google authenticator" in the search bar
for search.

1"
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® Select "Install".

& google authenticator Q ¢ & google authenticator a ¢
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— Google Auhenscator
AR # anone

' - Safeuth BT ) - Safeduth

@ When installation is complete, "Open" will be
displayed. Please select it. :
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® When the "Further enhance security with Tree
Google Authentication System" screen appears,
the installation is complete.

G )
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® When the installation ® is completed, the
"Authenticator" icon will appear on the home

screen. 7B18EF)

@3¢

(Screens may vary depending on the model and

settings.) &

171
+#* L= : Authenticat...
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B Authenticator authentication settings
Authenticator authentication How to log in for the first time

@ Enter your “Login ID” and “Password” to login. /e
oJ-1> . .
1 P 1

=7,
IS 021227 () T ES THEE S TIART T,
SoRCEEC T,

W1 —0— P 27 F A ATOENGE ouvim
znavtace

@ The authentication setting screen appears. A
QR code or secret key for setting up
authentication for app authentication will
appear on the screen.

Authentication Settings

(® Start the authentication app "Authenticator"
installed on your smartphone.

XY
il SoftBank = 13:23 @

(Screens may vary depending on the model and a a g' Lot ABE)
settings.) | Srn s mer m ® e
O
9] °
lunes Store Watch A-F4YF4 Apple Store
LS
.1-1.’\1
thenticat. fl ¥ v b
M B R
Gmail Play A 7 e
@
G UNNO
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@ Select either "Scan the QR code" or "Enter
setup key" displayed in "Authenticator" to use
"Authenticator authentication".

Select the "+" button in the lower right corner to
display.

+ Scan the QR code

- Enter the setup key (secret key)

0 When selecting "Scan the QR code”

Read the QR code displayed on the screen with
the camera.

(Place the camera on the QR code to read it.)

[1 When selecting "Enter the setup key"

Enter the secret key shown on the screen in the
"Key" field.

Account name: eNEN
Key: Secret Key
Key type: Time-based

Enter the above, and then select "Add" button.

15
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®

A 6-digit authentication code will be generated
in the "Authenticator" of your smart phone.
Enter the generated authentication code into
the authentication settings screen and click the
"Register" button.

A backup code will be issued and displayed.
After keeping the backup code, click the "Next
Page" button.

If you do not have the smart phone with the
authentication app set up at hand, you can use the
backup code to log in.

Click on the "Printer" button to output the backup
code to a PDF file.

Print the PDF file

@

You can print out the contents displayed in ®
in PDF format. Please keep it in a safe place.

The home screen for filling an income tax
return is displayed when the authentication
code is matched.

16

o SoltBank F 552

I = oo uthentcator

Authentication Settings o

X \ 4

I zmvns«mmwnxmmmwm<mm'ml
button.

Authenticator Backup Code

I

iackup code below to log in.

7134-9662-4499-6342

8653-1842-5415-6081
2214-5761-6258-2516
9203-3601-1366-7320

8000-0800-6389-8210
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Performing Authenticator authentication

E Authenticator authentication How to log in
@ Enter your “Login ID” and “Password” to login. [

01> @,

2o44v10
-k

SAT-FERETS

L AHFREITEOET,
L, FEE RN {41 DM 2008 2RTE (4] e TR B TRS ST,
P

W X0 —O— B 5 A RTOSNSE aeveoy
ianaveace

@ The Authenticator authentication screen I

appears.
Authentication page

Enter the authentication code displayed in the authentication pplication

1f you make a mistake in the authentication code five he following actions will be

will be locked and you will not be able ta log in temporarily
cally.

een will be displayed automatic

Authentication code

=

If you do not have the device for authentication at hand, please follow one of the following steps.
Authenticate using the backup code.
Contact your administrator to have the Authenticator authentication settings reset

® Start "Authenticator”. ‘ _

7AWEGR)
@ src

(Screens may vary depending on the model and
settings.)

[ Whenever you authenticate with Authenticator, you
will need the "Authentication code generated by

>
the Authenticator on your smart phone in 3". o X%
Please do not forget to activate it. @
@ Enter the authentication code generated by the P .
“Authenticator” and click the "Certification” I - ... = ol

button. Authentication page

Enter the authentication code displayed g the 2utt

mistake in the authentflatior

A If you make a mistake in entering the
authentication code five times, you will not be able ekl ol

to log in. Please wait 30 minutes and try it again, e em— -
starting from the input of "Login ID" and |
“Password". T

IF you do net have the device for authentication at hand, ple:
Authenticate using the backup code.
Contact your administrator to have the Authenticator authen

17
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® The home screen for filling an income tax
return is displayed when the authentication

code is matched.
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Registering an email address and a contact phone number

B Registering an email address

1. If you need to change your registered
¥ Change Email address and Contact

email address, or if no email address is information
registered, register your email address.
If you register your email address, you will
not need to contact the administrator if you
forget your password; you will be able to
change your password by yourself.

& If you have registered an email address for an
old style Japanese cell phone, you will not be
able to display the password setting screen even
if you receive the email. Please register your
email address for your computer or a
smartphone.

& If your e-mail address is registered, you can set
your password and receive information in case
you forget your password. We recommend that
you register your email address.

@ If no email address is registered, the “Please
register your email address” message is
displayed after you log in.

The message is not displayed if an email is
registered.

I you da not want ta m: “Yest,
IF you submit the year-e . 1, housing deduction) at

52 You cannot register an email address until you
log in. You need to obtain a temporary password

beforehand. &)

Application for (Change in) Exemption Application for Deduction for
c e Insurance Premiums for Employment
Income Earner

@ The login user’s name is displayed on the
upper right of the menu screen. Click ¥ next
to the name, and then click Change Email
address.

B Change Email address and Contact information
P Change pa: d
DLogin history

Buser guide

@ About Year-end adjustment by National Tax Agency
o © Notice from the system

® Release information

? FAQ(Frequently Asked Questions

(Specific Additions or Improvements,
elc.

Insurance Premiums for Employment

19
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® The Change Email Address/Contacts screen
appears. Enter an email address, and then igg:far:%i Email address and Contact

click Change. By clicking Change, the email
address is changed and an email is sent to
the changed email address for confirmation.

bty of unegeterea emad aogress,

[Ecumen ot saarens

(2 When you register an email address for the first
time, also use the Change Email Address screen. T
, Nange , -
E If an email address is registered, the email e
address is displayed. Check it.
|§‘ If the email address is incorrect, the email will not
be sent. Check the email address again. T
& Registration of email address is optional. BN cnen-noreply@enen.services
§ eNENX-APFLARE-RTOIRA
¥ roEaN T
- .
@ To prevent the Register Email Address :
] . £ Change Email address and Contact
message from appearing, uncheck Unregister information
notification. ==
The message will not appear when Unregister
notification is unchecked even if your email [ ———————
address is not registered. o

‘O Authentication settings

—
oI TN

20



B Registering a contact phone nhumber

1.

Register a contact phone number that you can
be contacted at during the day. Registration
allows you to respond smoothly to inquiries
from the management department.

By registering your phone number, you can prevent
situations such as late notifications or responses
that would have resulted in some deductions being
excluded from the year-end adjustment.
When registering a phone number, the "-"
is not needed.

Be sure to register a contact phone number that
you can be contacted at during the day (cell phone
number, etc.).

hyphen

B Registering a phone number for SMS

verification

A login using “Verification code” which
enhances the security is available. There are
three types of verification methods: sending an
SMS verification code to your cell phone,
sending a verification code to your email
address, and using a verification code
generated by a verification application. When
sending a "Verification code" via SMS, your cell
phone number is required. Please register your
cell phone number exclusively for SMS.

When using a "Verification code" for enhanced
security, "Two-step verification", "SMS verification",
or "Authenticator verification" will be listed in the
"Verification method" field at the bottom of the
"Change e-mail address/contact information"
screen. If this is not applicable, the "Verification
method" field will be hidden.

For “Send a verification code to an SMS” or “Send
a verification code to an email address”,
registration of contact information for receiving
verification codes is a “requisite”.

If you use the same phone number for both the
contact phone number and the cell phone number
for SMS verification, register the same phone
number in both.

Only when "SMS verification" is used, the "SMS
verification phone number" registration field will
appear on the screen. If this is not applicable, the
field will be hidden.

21
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Authenticate with backupcode

Even if you do not have the smart phone with the authentication app set up at hand, you can use the
backup code to log in.

Login procedure with backup code

@ Enter your “Login ID” and “Password” to login. = 1
Od+> By

FAD—ERET

Lam =HTEDET,
HEEGAENT Al DA 225 2F2TE (7] & 5o TR SN TS T,
RN

WP 1 — i T LA R TORNGE auvam

cznavsae

@ The Authenticator authentication screen ]

appears. Click on "Authenticate with the
backup code" at the bottom of the screen. Authentication page

in the authentication application

Enter the authentication code d

e Authenticator

® Adialog box for entering a backup code will
appear. Enter the kept backup code and click
the "Certification" button.

Authenticate with backup code

& The same backup code cannot be used twice.

B, CHROPNTY PO UATREY.
D527y TROI- FEAME SPRIHLT, FRUTHIT

BTy TI-KR-BOBATLST.

BEI-EHADST, K9P TI- KEENSTUINAD, DF1ST

3355 0000 3151 0000 |

2
3 ADKEeee- 1135 meee
L eaae 1015 eene 10Tt
5 S205eeek15i5aeee

@ The home screen for filling an income tax eNEN e e s e

return is displayed when the backup code is
matched.

22



Authentication settings by changing email address and contact information

B Reset authentication setting for the Authenticator authentication app

If you renew a smart phone that has been used for Authenticator authentication, the authentication
settings must be reset and reconfigured again.

@ After logging in, display the "Change Email
address and Contact information" screen.

@ Click the "Reset app authentication" button.

® A"Confirm" dialog box will appear. Click "OK"
to reset the authentication setting.

@ After logout, please login again to display the
authentication setting screen appears.

5 Refer to “Authentication settings of the
Authenticator How to log in for the first time” to
perform the authentication settings of the
“Authenticator” again.

23

TNCEWENT | + el - D 17 0

I & Change Email address and Contact information I

06 to 2 # Change password

< Login history

g User guide

@ About Year-end adjustment by National Tax Agency
@ Notice from the system

@ Release information
ustmer

2 FAQ(Frequently Asked Quastions)

@ Logout

£ Change Email address and Contact
information

e,

BCument amad serans

B oo 306wt An emad wil e sant Wom @ enen sarvieer

Reset app authentication A

© T factor suthenticaton settings

Confirmation

Reset app authentication.

Is it OK?

*The authentication settings screen will be
displayed the next time you login.

OChange Email address and Contact
information
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B Check the backup code of the Authenticator authentication
You can check the usage status of the backup code.

. . . . ' - -
@ After logging in, display the "Change Email
. . & Change Email address and Contact information
address and Contact information" screen. ! J
06 to 2 B Change password
= Login history
B User guide
B About Year-end adjustment by National Tax Agency
@ Notice from the system
@ Release information
ustmer
9 FAQ(Frequently Asked Questions)
@ Logout
@ Click the "Check backup code" button. I
£ Change Email address and Contact
information

® The currently issued backup code will be
displayed.

Backup code
Backup codes allow you o access your account even if you lose your
phone or are unable fo generate a verification code at hand

Used backup codes are marked with a Prease prin or e outhe codes for tese backup codes and save hem
Each backup code can only be used once.
cancellation line and the date and time of use.

If you do not know your verification code and do not have a backup code.
you will not be able to log in.

¢ Use the backup code you are keeping. :::;:::
¢ The used backup code cannot be used again. (MRS : 2026-08.07 08:59:45)
[E¢# Backup codes shall be used in cases where an Swsscizianensois

authentication code cannot be generated, such as it

when the user forgets to have his/her smart [ & |

phone.

24




@ To keep the up-to-date backup code, click on Backup code
the "Prlnter" button to save the f||e |n PDF Backup codes allow you o access your account even if you lose your

phone or are unable fo generate a verification code at hand.

fo rm at . Please print or write out the codes for these backup codes and save them
Each backup code can only be used once

1f you do not know your venification code and do not have a backup code.
you will not be able to log in.

27028049-6415-0008

AO9R-0030-4088-1912

(MEE : 2024-08-07 08:59:45)

908.5424-0809-5035

329340095247 4000

Close

B Reset the backup code of the Authenticator authentication
In the event that "you have used up your backup code" or "lost the PDF document containing your

backup code", you can reset a backup code.

'WEMEW_“_WWNW"_W[
@ After logging in, display the "Change Email =

address and Contact information" screen.

I = Change Email address and Contact information I

06102 g Change password

= Login history

8 User quide

| About Year-end adjustment by National Tax Agency
@ Notice from the system

@ Release information
ustmer

2 FAQ(Frequently Asked Questions)

@ Logout

@ Click the "Reset backup code" button. ]

£ Change Email address and Contact
information

oy of unvegrsiered emat oaress

BCurrent emad 30dress

New emai adress  An emadl will be sent from *@ enen services”.

s Reset backup code  HENE—.
cocimats (e

0 Two-factor authentication settings.

e

® By clicking "OK" in the confirmation dialog, the
backup code will be reset.

25
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@ Anew backup code will be issued.

A\ f a new backup code is issued, the former backup
code cannot be used.

26

It has been reissued.

It the auihentication code is not avaiiable, use the backup code below 10
log in.

Please prnt o write it out and save It

(Each backup code can only be used once )

4022-8028-9304-9428

3246.6744-2003-8368

6678-3447-2862-8296

2740-8950-7836-7110

7696-4128.7456-3853




B Menu screen

@

If there is a "Notification from the management
department” or "Notification from a system
administrator”, or "Notification of release
information updates", the notification screen is
displayed after you log in.

There may be some cases where "Notifications
from the system administrator" or "Notifications of
release information updates" are not displayed.
(They may not be displayed due to the settings
made by the management department.)

Click the notification link from the administrator
to display the notification screen from the
administrator.

Click the notification link from the system
administrator to display the notification screen
from the system administrator.

Click the update notification link of release
information to display the release information
screen.

If you click Close without referring to the notification
from the administrator/system administrator or the
notification of release information update, the
notifications will be displayed during future logins.
Check it. (By checking it, (1) will be hidden on the
display)
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®

After referring to the notification, click the close
button on the notification screen to display the
declaration home for starting the year-end tax
adjustment.

If there is no notification, the home screen is
displayed.

To import electronic data for your premium
deduction or special credit for loans, prepare
the XML file or use API link from Mynaportal.

Confirm that the pencil buttons are displayed.
You cannot start the declaration unless pencil
buttons are displayed.

If you do not handle the year-end adjustment at
your company, see "If you do not want to make
your the year-end adjustment at your
company....." and select YES to submit the
Application for (Change in) Exemption for
Dependents only.

If YES is selected, you do not need to submit the
Application for Deduction for Insurance Premiums
and Special Credit for Loans. If you accidentally
clicked YES, contact the management department.
You need to select YES if:

- Your salary income is 20,000,000 yen or more

- Your situation falls under the Disaster Exemption
Act

If you have nothing to declare for the Deduction
for Insurance Premiums and Special Credit for
Loans, click the Declare without deduction
button under each declaration menu to
complete each declaration.

To take a deduction for insurance premiums or
special credit for loans, etc. related to a
dwelling, click the pencil button and then enter
the information.
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|1-1 Electronic deduction certificate

v

1-2 File deductions for Dependents,
Basic, Spouse and Income
Adjustment

v

1-3 Declare dependents for the next
year

v

1-4 File Deduction for
Premiums

Insurance

\ 4

1-5 File Special Credit for Loans, etc.
related to a dwelling

v

1-6 Print Out/Submit the Mount for
Attachments

v

1-7 Complete year-end adjustment

B Flow from Start Year-end adjustment

Certificates are imported into eNEN through linkage from Mynaportal or
XML data from insurance companies and financial institutions. In order to
import the data, you need to submit applications to the insurance
company, financial institution and tax office. If not completed, you need to
submit the certificates.

* Import XML data files for the certificates for premium deduction, special
credit for loans, etc. related to a dwelling and balance statements from
financial institutions.

Submit the Application for (Change in) Exemption for Dependents and
Application for Basic Exemption of Employment Income Earner and
Application for Exemption for Spouse of Employment Income Earner and
Application for Exemption of Amount of Income Adjustment. The
deductions for spouse or income adjustment are determined in the
system based on the entered information.

Submit the Application for (Change in) Exemption for Dependents for the
next year. If your dependents change, declare the changes.
If there is no change, you are required to declare No Change.

Apply for deductions for the premiums you are paying for (Group
insurance deducted by the company has already been imported in
advance.).

File the special credit for loans, etc. related to a dwelling.

Print out the mount for attachments for submitting certificates. Attach the
certificates to the mount for attachments; then submit it.

After the printing of the declaration form and mount for attachments is
completed, the declaration is completed (be sure to submit any certified
documents you have on hand).
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Prepare Year-End Adjustment Documents

Some documents are required for year-end adjustment. Check and prepare them.

1. Who needs withholding slips?

@® Anew employee who received income from other sources
by working part-time or in other ways before joining the

GSmE D ERMITE

company

@ A mid-career recruited employee who received a salary
from their previous company

&\ Make sure that the year of issuance of the withholding slip is : = T
the one when the year-end adjustment is done. The old ! B 4
withholding slips that are of years before the year when year- ';—:
end adjustment is done are not applicable. U e &

& If you do not have your withholding slip on hand, please Y T
contact your former employer to obtain it. If you do not have =T
your withholding slip, you cannot calculate the year-end
adjustment including the previous job salary, etc. In such
cases, you will need to file a tax return.

2. Who needs a disability certificate? PR
@ Aperson who has a disability certificate 0 Eizﬁsg:f.:
@ Aperson whose spouse or dependents have a disability ‘"’"“,‘,@
certificate N
T k‘&
&\ Prepare disability certificates for your spouse who receive an e ‘cb'b
exemption for spouse and tax dependent relatives. Disability Pa— -
certificate is not needed for dependent relatives who are "not
dependent" subject to Exemption of Amount of Income
Adjustment.
3. Who needs Student IDs?
. 1-2-3%%M
@® Aperson who is a student FERE O —
[Requirement to be recognized as a working student] — —
You must be enrolled at one of the following institutions: . X8 mMS

» High schools, colleges/universities, technical schools, etc.
stipulated by the School Education Act
» Specialized training colleges and other schools

COmeaemT

19An NEWOSIIAMNN

a s OORDOAsARTEY
QOv Ly

U FRismam

army sR1NIN

o
n

CRRY )
established by the country, local governments, private OCOO0OIREwN "”"

schools, etc. where students need to take a specified
curriculum

» Vocational training corporations giving certified vocational
training stipulated by the Human Resources Development
Promotion Act where students need to take a specified
curriculum including skills required for jobs

&\ 1f you are unsure if your school meets the requirement, check
with the school.
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4. Who needs a relative certificate?

®©

A person whose dependent relatives live abroad

If you have multiple dependent relatives (including your
spouse) living abroad, you need a relative certificate for
each of them.

7!\

Clarify the relationship on the relative certificate by circling the
relationship description. If you can translate the relationship
description, it would be appreciated. However, this is not
required.

Relative certificates vary by country. Obtain the certificate(s) in
your own country.

5. Who needs a remittance certificate?

@® Aperson whose dependent relatives live abroad
* You need a certificate showing that you sent money to
each of them (including your spouse) living abroad
(remittance certificate by money order or by credit card).
A\ No problem to submit copies of the remittance certificate.

6. Who needs a certificate of remittance of

380,000 yen?

A person who sent more than 380,000 yen for coverage of
“living expenses” or “educational expenses” to a dependent
relative living abroad who is not less than 30 years old and
not more than 70 years old and also does not have a
disability and is not an international student.

@

Attach a copy of the detailed statement issued by the
financial institution used for remittance to the target
person.

Attach a copy of the detailed statement issued by the
credit card company who issued the credit card to the
target person.

If the remittance certificate is not in Japanese, a Japanese
translation must be added.

When there are multiple remittance transactions in the year,
the remittance certificates of these multiple remittance
transactions proving that the remittance of more than 380,000
yen was made are required.

If the total amount proved by the submitted certificates is less
than 380,000 yen, you will not be eligible for deduction.

Add up the amount of remittance in Japanese yen with the
exchange rate of that time.
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7. Who needs a certificate of study abroad
program?

A person whose dependent relative does not have an address
or residence in Japan due to participation in study abroad
programs.

@ Attach a copy of the visa for a foreign country or any
similar document.

(@ Attach a copy of the target person’s foreigner registration
card for a foreign country or any similar document.

* A certificate of eligibility for studying abroad issued by a

foreign government or foreign municipality must be submitted.

8. Who needs an insurance premium payment
certificate?

A person who pays premiums in person

@
@ Aperson who pays premiums for dependent relatives
(including spouse)

sam
ey
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A\ You need to submit the original certificates. The copies of the
deduction certificates or premium payment notices are not

available. Remember to submit the original deduction
certificates.

A Confirm that these are the deduction certificates for the year.

A f Mynaportal or the electronic data (XML) was imported, no
premium deduction certificates need to be submitted.
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9. Who needs an Application for Special Credit
for Loans, etc. related to a dwelling? } B

A person who starts living in a purchased house or on
purchased land

@ Aperson who filed a tax return and has kept the
declaration form after purchasing a house

» After filing a tax return, you will receive the Application for
Special Credit for Loans, etc. related to a dwelling
(specific additions or improvement, etc.) of Employment
Income Earner forms from the tax office.

+ The forms are prepared for the necessary years
(excluding the first year). Be sure to keep them safe. (If
you have lost them, contact the relevant tax office.)

» Any joint obligor will also receive the declaration form.
Prepare your own declaration form.

——

A\ To receive the special credit for loans, etc. related to a
dwelling, you need to file a tax return after purchasing your
house.

A\ Submit the original Application for Special Credit for Loans, etc.
related to a dwelling (specific additions or improvement, etc.)
of the Employment Income Earner. (Copies are not
acceptable.)

&\ 1f Mynaportal or the electronic data (XML) was imported, no
Special Credit for Loans, etc. related to a dwelling (specific
additions or improvement, etc.) need to be submitted.

10.Who needs a balance statement?

@® Aperson who receives the special credit for loans, etc.
related to a dwelling o
* You will receive the balance statement around every e 7
October from the financial institution that you borrowed AU — TIETC]
from. If you are borrowing from several financial O o B — !
institutions, you need a balance statement from each Lo 2Rl N2
financial institution. £ L @Q

+  Any joint obligor will also receive the balance statement. e o
Prepare your own balance statement. !

10,000,000

|

| [ 15,000,000%
[ &

|

35% 0AN

A\ You need a balance statement for the year.

A Submit the original balance statement; copies are not . - T
acceptable. ’ RUOHEA L EENE,

A\ 1f Mynaportal or the electronic data (XML) was imported, no
balance statements from financial institutions need to be
submitted.
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1-1 Electronic Deduction Certificate

To take the deductions using the premium deduction certificate, special credit for loans or balance
statements from financial institutions, you can download the certificate from the portal site of your
insurance company, local tax office or financial institution and import it to eNEN. The file is
downloaded in XML format. So upload it as is. The uploaded file is displayed on the Application for
Deduction for Insurance Premiums screen and Application for Special Credit for Loans, etc. related

to a dwelling screen respectively. The displayed file cannot be corrected. If an incorrect file was
uploaded, delete it.

Using the My-Number card, you can link to the Mynaportal to obtain data for premium deduction
certificate, special credit for loans, or balance statements from financial institutions, and link them to
eNEN. The linked data are displayed on the Application for Deduction for Insurance Premiums
screen and Application for Special Credit for Loans etc. related to a dwelling screen respectively. The
displayed file cannot be corrected. If an incorrect file was uploaded, delete it.

2

To link data using your My-Number card or import XML data, you need to go to each insurance company, financial
institution or local tax office to handle the link procedures yourself. No company is allowed to carry out procedures
on your behalf. Please be understanding of this.

If you linked to Mynaportal and imported XML data, no deduction certificate needs to be submitted.
The linked or imported data of premium deduction can only be deleted.

For certificate of deduction on housing loan and balance certificate of the financial institution, update them by
importing their data again to the latest. If the deduction is not necessary, change to NO and apply.

E Step 1: Upload the certificate

@ After logging in, click the Upload Electronic Deduction oo |

Certificate (XML) icon (O) on the upper part of the - E————

declaration page.

@ The options Import Electronic Certificate and Link to

e year-end adjustments ot our company (i another Company & your main offce), select "Yes”,
‘adustment(spouse deduction, spouse specal deduction, insurance premium deduction, housing deduction) at
ed.

Myna po rta | W| I I be d |S played . Import e.l.eclrw‘nlc dcdu.clmn.crrlin(ate:

When importing an "XML" file, use Import Electronic
Certificate.

Use Link to Mynaportal to link data using your My-Number
card.
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®

If Import Electronic Certificate is selected, click Browse;
then specify the insurance company XML file stored in
your computer and click the Open.

The specified "XML" file name is displayed. Confirm that
the XML file name is correct; then click Import to start
importing the file.

The import of the XML file is completed; the completion
message and the results of the import are displayed.

To import multiple files, repeat the procedure as necessary.

Process Operation Manual

Import electronic deduction certificates

_-
D @

Impart electronic deduction certificates

For the premium deduction certificate, follow the
procedures to obtain electronic data (XML file) at your
insurance company.

For the Application for Special Credit for Loans, follow
the procedures to obtain electronic data (XML file) at
your local tax office.

However, the declaration form before the tax increase in
October 2019 cannot be processed electronically.
Contact your local tax office to check if your declaration
is handled as electronic data.

For the balance statements, follow the procedures to
obtain electronic data (XML file) at the financial institution
that you have borrowed from.

If there are any errors in importing XML data, an error log
will be downloaded along with an error message.

Display the downloaded file to confirm the error contents.
Check with your insurance company or financial
institution; then import it again.

A When multiple premium deduction certificates are imported,

perform the error checking to prevent the same certificates
from being imported multiple times.

& When the data to be imported is changed, perform the error

checking to prevent the data to be imported from being
falsified.

A When importing data, be sure to check if the same data is not

imported multiple times.
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@

If Link to Mynaportal is selected, click Go to the Digital
Agency Mynaportal site.

The confirmation screen to go to the Digital Agency
Mynaportal will be displayed.

Click Go to the Digital Agency Mynaportal site again in
the confirmation screen. The Digital Agency Mynaportal
screen will be displayed.

If there is duplicate data in the insurance premium deduction
certificate for insurance deduction when linking with
Mynaportal, an error message will be displayed and import
will not be possible.

If there is duplicate data in the deduction certificate for
housing deduction when linking with Mynaportal, an error
message will be displayed and import will not be possible.

If there is duplicate data in the housing deduction balance
certificate when linking with Mynaportal, the imported
information will be overwritten.

Import electronic deduction certificates

Mynaportal linkage
T

©)

Follow the instructions on the Digital Agency Mynaportal
screen to link the deduction certificate data.

For the premium deduction certificate, contact your
insurance company and follow the procedure to be able to
link using Mynaportal.

For the application for special credit for loans, etc. related
to a dwelling, contact your local tax office and follow the
procedure to be able to link using Mynaportal.

For the balance certificate of the financial institution,
contact the financial institution that you are borrowing
from and follow the procedure to be able to link using
Mynaportal.
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E Step 2: Check the import results

@® When the import is completed, the declaration
home reappears.

A Check the import results after importing all XML
files or after importing them one by one. The
checking method is the same.

Click the pencil button under the declaration
menu, Application for Deduction for Insurance
Premiums or Application for Special Credit for
Loans, etc. related to a dwelling.

The statements imported from the electronic
deduction certificate are displayed as
Category: Electronic/Mynapo.

If you have duplicated the import of electronic
data, click Delete to delete the details.

Details that have been imported cannot be

corrected. If an incorrect file has been imported,
delete it.

Check the content to make sure that no duplicate is
imported and delete unnecessary statements.
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The report period for each application is from 2024/02/01 to 2024/12/31. Please complete the declaration within
the period

*Please dedlare all 3 forms within the period.

o Click here to import or acquire electronic data
*The certificates cannot be uploaded after applications are completed.

Application for Deduction for
Insurance Premiums for
Employment Income Eamer

4

Undeclared

4
Undeclared

Undeclared

s & =

et for the first year of application

106 10 e cartificate of the special

Land, ate.
2022/08/01 (Rewns)
12,456,789 yen 123,455,789 yen
100% m%
100% 0%
42.Doyou ot debeord{Afar the tax incresss, it i o necessary to register the details of the jeint debtor) =

4:3. Please enfer the year-end balance of your borrowing

EWERRE 4L

d bslance of the person relsted to the losn

12,345,678 yen

e amont anly # it i diffrent from the result you exlcuated. (1 the resubts are the same, n eorrech

12,345,638 yen
24, Piaasa fillaut the year-and balence for new canséruction or purchase.

Applicable categary Lo

10.7%) General heusing Existing heusing festersianr
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1-2 File Deductions for Dependents, Basic, Spouse and Income

Adjustment

Submit the Application for (Change in) Exemption for Dependents and Application for Basic Exemption of
Employment Income Earner and Application for Exemption for Spouse of Employment Income Earner and
Application for Exemption of Amount of Income Adjustment. Check your address, dependent relatives,
spouse deduction and income adjustment deduction. All applicants must submit this form.

A\ Be sure to submit this form even if there are no changes in dependents, no dependents or any other issues.

E Step 1: Dependent/Basic/Spouse/Income menu

@® Confirm that the pencil button is displayed under

Dependent/Basic/Spouse/Income. The pencil
button indicates that you can submit the
declaration form.

|_-T:_|

When the (Z) mark or Browse is displayed, entry is
unavailable. Be sure that the pencil button is
displayed.

If you click the printer button under the pencil
button, you can print out the declaration form.
Before declaration, the address and family
information notified to the company is printed as
the initial value.

e v

Application for Deduction for
Insurance Premiums for Employment
Income Ears

%)

E Step 2: Apply for Dependent/Basic/Spouse/lncome

@

@

Confirm that the displayed basic information
such as address and spouse notified to the
company is correct.

If the information is fine, select Confirmed for 1.
Confirm that the information notified to the
company is correct.

After referring to @ through ® below, change
personal information first and then select
Confirmed.

If your information is not set to Spouse: Yes, your
spouse's name will not be displayed even if your
spouse's information is registered in (7. Confirm
that Spouse: Yes is set.

To change the information such as address and
head of household, click Change Info.
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@ Confirm that the displayed basic information

and address notified to the company are
correct.

To change the information, click Edit for the
corresponding category.

When changing information such as the
address, add the reason and date of change.

Select when the change takes effect. For the
dependents for this year, select a date before or on
December 31st this year. For the dependents for the
next year, select a date between January 1st and
December 31st next year.

If you are unsure of the change date, select the filing
date.

The information on your dependent relatives
that you submitted to the company is listed.

If you would like to add a dependent relative or
no longer support a dependent relative, click
Family information change and change the
information.

If you take the spouse deduction, make sure that
the Spousal status box in your own @ is Yes.

If not, your spouse will not appear in the Spouse
deduction box even if your spouse is a Dependent
in the Family Information.

Your registered dependents are listed. Click a
dependent whose information is to be changed
to go to the Basic information display (For how
to change information, see Step 5: Change the
information of your dependent relatives).

Even if you have dependent relatives who are not
regarded as dependent for your taxes, you may be
eligible for Exemption of Amount of Income
Adjustment if any of them are under 23 years old
with income of 480,000 yen or less or specially
disabled with income of 480,000 yen or less.
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When you have a withholding slip from your
previous company to be reported, select Yes.

Yes and No are available only for employees who
is reportable.

When you have a withholding slip to be
reported, click [Upload Withholding slip(s) from
previous companyl].

Check "whether or not" you have the
withholding slip on hand. Basically the answer
is "Yes, | have the withholding slip on hand". If
you have not received the withholding slip yet,
change the answer to "No".

If the answer “Yes, | have the withholding slip on
hand” is changed to “No”, enter only the “(2)
Company name of previous employer”.

When you have the withholding slip, enter the
address and other required information of your
previous company.

Report that you do not have the withholding slip on
hand.

Ask the management department to check the
submission method and other details once you
have received the withholding slip.

To enter the income, click the pencil button in
yellow under 3. Report your expected income
for this year.

There may be a case where your expected salary
income is registered by the company in advance.
To correct the information, click the pencil button in
yellow and change the estimated amount of salary
income.
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The income entry screen appears. Click the
pencil button for the corresponding income and
then enter the estimated income amount. Enter
the monthly amounts of salary and pension
income; the annual income is automatically
calculated.

Enter your pension income after confirming
whether you are Over 65 or Under 65. If income is
entered for an age that does not apply, an error
message will be displayed.

If you have business income other than salary or
real estate income, you need to file a tax return.
After your year-end adjustment is completed,
please file your final tax return at your local tax
office.

After entering the estimated income amounts, e i i '
click Save. The total amount of your income is ™" ™™
displayed.

Income amount:

Amount of salary of the previous job, etc.". Information on previous job's withholding tax slip (column A) @

[ Income will be calculated as "Amount of income + —
Salary income from a side business + Withholding
slip from previous job". crt the amount for wich you v the bl tp

Required Expenses

If you have income from a side business, etc., 6

enter the amount of income in "Salary income from frcome srecvek:

a side business (not including the portion of salary

. . . " Salary income from a side job (excluding salary income frem previous job and salary income
income from a previous job or from our company)". from our company)

If you have entered withholding slip from a Inconne snount:

previous job, the amount will be displayed in "(3)

year

cé@
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®

If you take the spouse deduction, your
spouse’s name is displayed. Enter your
spouse’s expected annual income amount.
Click the pencil button for the corresponding
income, and the income entry box appears. Be
sure to enter even if your spouse's estimated
income is "0 yen".

To receive the exemption for spouse or special
exemption for spouse, select YES (including
exemption for spouse) for Tax dependent from
Change Family Information.

If your income is over 10,000,000 yen, you cannot
receive the exemption for spouse or the special
exemption for spouse.

If your spouse's expected salary income is between
"0 yen and 2,015,999 yen or less", you cannot
receive the exemption for spouse or special
exemption for spouse.

Exemption for your spouse may not be available
depending on their income. Click "Family
information change" and then change "Tax
dependent: Not dependent".

Your income and your spouse’s income will
determine if you are eligible for exemption for
spouse and special exemption for spouse.

The income entry screen appears. Click the
pencil button for the corresponding income and
then enter the estimated income amount. Enter
the monthly amounts of salary and pension
income; the annual income is automatically
calculated.

Be sure to click Save after entering the
amount.

If your spouse is living abroad, enter the
amount of money you sent to your spouse
living in the same household.

If you have not sent money or sent by credit card,
you will not be eligible for spouse deduction. Click
“Family information change” and then change “Tax
dependent: Not dependent”.

When multiple remittances were carried out within
a year, enter the total amount of the remittances.
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@ Confirm that your displayed dependent
relatives are correct. Click the pencil button for
the corresponding income and then enter the
estimated income amount. After entering the
amount, click Save.

@ If the dependent relative is living abroad, enter
the amount of money you sent to the
dependent relative living in the same
household.

A f you have not sent money or sent by credit card,
you will not be eligible for spouse deduction. Click
Family information change and then change Tax
dependent to No.

A When multiple remittances were carried out within
a year, enter the total amount of the remittances.

[Requirements for dependent relatives live abroad]
When a dependent relative living abroad who is not
less than 30 years old and not more than 70 years old
and also eligible for deduction, it is necessary to
satisfy any of the following requirements.

1) A person who is an international student

* Submit the international student visa or the foreigner
registration card.

2) A person who has a disability

* Submit documents identifying as a person with
disability.

3) A person who sent more than 380,000 yen

*When multiple remittances were carried out within a
year, submit all the remittance certificates proving that the
total amount of the remittance is more than 380,000 yen.
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@) Register for Exemption of Amount of Income
Adjustment.

Among the dependent relatives who are Tax
dependents or Not tax dependents, persons
eligible for the income adjustment deduction
will be displayed. Applicable or Not applicable
will be displayed as the result based on the
estimate income amount of the displayed
dependent relatives.

Enter the expected income amounts relatives
who are not tax dependents. Depending on the
amount of income, it may be excluded from the
Exemption of Amount of Income Adjustment.

If the total amount of income is 480,000 yen or
less, it is eligible for the Income adjustment
deduction. If the total amount of income is 480,001
yen or more, it is not eligible. For not eligible
persons, check if there is anything wrong with the
registration information on the income amount.

If you have a "spouse" or "dependents” with
retirement income, you can receive a local tax
deduction if the total amount of your income,
not including retirement income, is 480,000
yen or less.

If your total income, not including retirement
income, is "480,000 yen or less," click the
"Enter" button and enter your income.

If you clicked the "Enter" button when you did not
enter retirement income, you can undo the change.

If no retirement income is entered, an error will
occur.

@ Complete the entry of your estimated income
and the dependent relatives’ estimated
incomes (including your spouse) on the
Application for (Change in) Exemption for
Dependents and Application for Basic
Exemption of Employment Income Earner and
Application for Exemption for Spouse of
Employment Income Earner and Application for
Exemption of Amount of Income Adjustment
screen.
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7. Are dependents with retirement income reported?

3 If any of the following apply, please report "Change Family Information" first.
#Due to the revised law, if you have dependents who received retirement benefits, you may be able to receive a deduction from resident
tax,
1f you have a dependent family member who is not tax dependent who receives retirement benefits, you can receive a residence tax
deduction If your income excluding retirement income s 480,000 yen o less.
Please enter the income amount of the person who received retirement allowance. (Please enter all income amounts including retirement
income)

*Total income must be 480,000 yen of less, not including retirement income.
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@ After entering the expected income amounts,
Your Income, Income adjustment deduction,
Your Income after Exemption, Spouse’s
Income, Spouse’s Exemption and Spouse’s @
Special exemption, the Basic Exemption will be
displayed.

avmz=arL-

[E# The displayed income amount and deduction
amount are for reference values. Please be
understanding that amount of deduction such as —_—
for dependent relatives cannot be checked.

Parsonal PR tncoma ammount adjustmant deduction Tncoma after deduction ECTTEY
inceme amount
soousa income [EECB soousal decustion EEDINY spocial spouse
doduction
Basic deduction smount
S

40,0000

@ Check the information to complete the
registration; then click Start declaration.

A\ Be sure to click Start declaration. The declaration
will not be completed unless Start is clicked.

A\ I your spousal status is set to No, your spouse will
not appear in the “Is there any exemption or
special exemption for your spouse to be reported?”
box even if your spouse is a Dependent in the
Family Information.

However, the spouse will appear in the “Is there
any report of dependent relatives subject to
Exemption of Amount of Income Adjustment?” box.
Since you cannot file a tax return like this, please
make sure to set Spouse: No for your information
or Not tax dependent for your spouse in Family
Information before filing your tax return.
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E Step 3: Change your information

To change your information such as your address or
head of household, click Information to display the
Information screen.

®

Click Edit for Basic Info, Address, Disability,
Widow/Single Parent and Working Student; then
change the information.

To change your information, select Reason for
change. If there are no suitable options, select
Others and enter your reason in the Other
Reason box.

For Date, select when the change took effect or
will take effect.

A

When changing the target year of year-end
adjustment, enter a date before or on December 31
this year to Date.

Any changes for the next year, including plans to
move, should be submitted at the time of the next
year's declaration.

A\ 1t you are unsure of the date of change, enter the

date of filing.

@

After changing the information, click Save.
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Name of your apartment and room number
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Mame of your apartment in kana and room number

Head of household

Head of household / Relationship with you
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® After completing the changes, click Register
With The Displayed Information.

A\ To change for the next year, display the next year's
declaration form and submit it with a date between
January 1 and December 31 next year.

A\ f you forget to click Register With The Displayed
Information button, the changes do not apply to
Application for (Change in) Exemption for
Dependents.

A f you have finished submitting Application for
(Change in) Exemption for Dependents, you
cannot change your information. Confirm that the
pencil button Undeclared is displayed under the gﬁf:::lﬂ;j‘:tjf;;‘:we‘ e et g
declaration home. If the pencil button Undeclared
is not displayed, ask the management division to [ e JEE
have it restored to be ready for entry.

Confirmed

A To take the exemption for spouse, make sure that
Spousal: Yes is set in your information. If your
dependent spouse is registered, they will not
appear in the Application for (Change in)
Exemption for Dependents.

A\ f you display another screen without clicking Start
declaration, the confirmation message appears as
shown on the right. If you have not registered the
changes, click No to close the message and click
Start registration to register the changes.

Requirements for widow/single-parent deduction

1) The total amount of your annual income must be 5
million yen or less

2) To file as a widow, you must meet one of the
following requirements:
+ You have not married after your husband’s death
(including a missing husband)
- You have not married after your divorce, and you
have a dependent relative (total annual income is
480,000 yen or less)

3) To file as a single parent, you must meet all of the

following requirements:

+ You are single (including divorce, death, missing
spouse)

+ You have a dependent child who earns 480,000 yen
or less annually

+ You have not been in a de facto marital relationship
with anyone
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E Step 4: Change the information of your spouse

To change your spouse’s address or dependent
status, click your spouse’s name in the list of

dependent relatives to go to the basic information

on your spouse.

@ To change your spouse’s dependent status,
click Edit in Basic Information.

@ Select YES (including special exemption for
spouse) or NO in Tax dependent.

A\ To take the exemption for spouse, select YES
(including special exemption for spouse).

(3 After changing the information, click Save.

A\ 1f your spouse’s salary income is between 0 and

2,015,999 yen, you are eligible for an exemption or

special exemption for your spouse. (The income
amount is between 0 and 1,330,000 yen.)

A Inthe above case, select YES (including special
exemption for spouse) for Tax dependent.

@ After completing all the changes, click Register

With The Displayed Information.

A\ If you forget to click the button, your spouse’s
information does not apply to the Application for
(Change in) Exemption for Dependents.

& To take the exemption for spouse, make sure that
Spousal: Yes is set in your information. See Figure

(@ in Step 3: Change your information.

A\ If you display another screen without clicking Start
declaration, the confirmation message appears as
shown on the right. If you have not registered the

changes, click No to close the message and click
Start registration to register the changes.
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List of Amounts of Exemptions and Special Exemptions for Spouses

Net Income Amount

(Salary income amount of earner of only salary income)

9 million yen or less
(10,950,000 yen or

Over 9 million yen to
9.5 million yen or less

Over 9.5 million yen to
10 million yen or less

[Reference]
(Salary income
amount of spouse
earning only salary

less) (Over 10,950,000 | (Over 11,450,000 income)
yen to 11,450,000 | yen to 11,950,000
yen or less) yen or less)
° Spouse’s total income
a amount
3 380,000 260,000 130,000
g.) 480,000 yen or less oou yen oo yen oovyen
S
= Qualified spouse 1,030,000 yen or less
= for tax deduction
GE) over 70 years of age 480,000 yen 320,000 yen 160,000 yen
0
Spouse’s total income Over 1,030,000 yen
amount 1,500,000 yen or less
Over 480,000 yen - 950,000 380,000 yen 260,000 yen 130,000 yen
yen or less
Over 950,000 yen Over 1,500,000 yen
- 1 million yen or less 360,000 yen 240,000 yen 120,000 yen 1,550,000 yen or less
@ | Over 1 million yen Over 1,550,000 yen
()
§ - 1.05 million yen or less 310,000 yen 210,000 yen 110,000 yen 1,600,000 yen or less
w oy
< | Over 1.05 million yen Over 1,600,000 yen
“g - 1.1 million yen or less 260,000 yen 180,000 yen 90,000 yen 1,667,999 yen or less
(o]
= | Over 1.1 million yen Over 1,667,999 yen
Q.
qu - 1.15 million yen or less 210,000 yen 140,000 yen 70,000 yen 1,751,999 yen or less
x
© | Over 1.15 million yen Over 1,751,999 yen
'g - 1.2 million yen or less 160,000 yen 110,000 yen 60,000 yen 1,831,999 yen or less
o oy
o | Over 1.2 million yen Over 1,831,999 yen
- 1.25 million yen or less 110,000 yen 80,000 yen 40,000 yen 1,903,999 yen or less
Over 1.25 million yen Over 1,903,999 yen
- 1.3 million yen or less 60,000 yen 40,000 yen 20,000 yen 1,971,999 yen or less
Over 1.3 million yen Over 1,971,999 yen
- 1.33 million yen or less 30,000 yen 20,000 yen 10,000 yen 2,015,999 yen or less
Over 1.33 million yen 0vyen 0 yen 0yen Over 2,015,999 yen
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E Step 5: Change the information of dependent relatives

To change a dependent relative’s address or
dependent status, click the dependent relative’s
name in the list of dependent relatives to go to the
basic information on the dependent relative.

A To change the dependent status, do not delete it by
using the Delete button, but change it by selecting
Yes or No in Tax dependent as follows. The Trash
icon should only be used if you made a mistake,
such as registering a dependent relative who is not
supposed to be registered.

@® To change a dependent relative’s dependent
status, click Edit in Basic Information.

@ Select YES or NO in Tax dependent.

3 After changing the information, click Save.

A\ 'f the dependent relative’s income is 480,000 yen or
less (salary income is 1,030,000 yen or less), you
are eligible for dependent deduction.

A f the dependent relative is no longer a tax
dependent due to getting a job or other reasons,
change Tax dependent to No.

A\ f you have dependent relatives who are not tax
dependents, register them as they may be eligible
for Exemption of Amount of Income Adjustment.

[Requirements for Exemption of Amount of Income

Adjustment]

Regardless of Tax dependents or Not tax dependents,
it is necessary to satisfy any of the following
requirements

1) A dependent relative who is not more than 23
years old

2) A dependent relative who is specially disabled
3) The net income amount is 480,000 yen or less

If you are the filer and your income is less than
8,500,000 yen, you will not be eligible for deduction.

NEN dov

24mIOra.
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@ When your dependent relative is living abroad
(Residence Category: Separated (Abroad)),
check and register if he/she is living abroad for
participation in study abroad programs.

A Select "No”, when your dependent relative is living
abroad for the purpose other than participating in
study abroad programs.

A\ Select "No", when your dependent relative is living
in Japan.

® To change a dependent relative’s address,
click Edit in Address. Correct the registered
address; then click Save. After correcting the
information, click Save.

A\ f Residence Category is Separated (Abroad), enter
the country name in Prefecture and the address
(city or state) other than the country name in Town.

[Requirements for dependent relatives live abroad]
When a dependent relative living abroad who is not
less than 30 years old and not more than 70 years old
and also eligible for deduction, it is necessary to
satisfy any of the following requirements.

1) A person who is an international student

* Submit the international student visa or the foreigner
registration card.

2) A person who has a disability

* Submit documents identifying as a person with
disability.

3) A person who sent more than 380,000 yen

* Submit all the remittance certificates proving that the
total amount of the remittance is more than 380,000 yen.

Example: In the following case, submit the certificates
of the total remittance of more than 380.000 yen.

2/1: 100,000 yen
4/1: 140,000 yen
6/30: 320,000 yen

® To change a dependent relative’s disability,
click Edit in Disability.

& If the dependent relative has multiple disabilities,
register the most severe one. To register the
details of multiple disabilities, enter them in
Remarks and then click Save.

A Registration of detailed Disability is optional.
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@ To add a dependent relative, click Add Family

to display the basic information screen.

Enter the name, relationship and date of

addition; then click Save.

® The added dependent relatives are listed. Click

a name to go to the dependent relative’s
information display.

Click Edit in Address and Disability of the
registered dependent relative; then enter the
address and disability.

If the Residence Category is Separated (Abroad),
enter the country name in Prefecture and the

address (city or state) other than the country name
in Town.

After entering the information, click Register
With The Displayed Information.

If you display another screen without clicking Start
registration, the confirmation message appears as
shown on the right. If you have not registered the
changes, click No to close the message and click
Start registration to register the changes.
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E Step 6: Apply for Dependent/Basic/Spouse/lncome for this year

Confirm that the Dependent/Basic/Spouse/Income
information is correct. If the information is correct,
click Start declaration.

¢ Yourincome and deductions, as well as your
spouse's income and deductions, will be displayed
to allow you to verify the income amounts.

A\ 1t you display another screen without clicking Start
declaration, the confirmation message appears as
shown on the right. If you have not registered the
changes, click No to close the message and click ‘ B -
Start declaration to register the changes.

Confirmed

Declare button not pressed.
Do you want to return to another screen without declaring?

@® The confirmation message appears. Confirm
the message and then start declaration. We il make a decaration with the entered contents It cannot be

corrected after the declaration.

A\ After you declare, you cannot declare again by
yourself. To declare again, ask the management
department to return the declaration form.

Check the content from the top.

> b

To check the list, print out and review the
declaration forms from the Home screen.

@ When Declare is clicked, the confirmation
screen that asks if there is any change on the
declaration for the next year will be displayed.
When there is no change from the declaration
for this year, click No change for the next year
and complete the declaration.

® When there is any change for the next year
such as change in the dependents or address
change, click Changes for the Next year and
make changes.

& When there is any change for the next year such as
change in the dependents or address change, click
Changes for the Next year and make changes.

E# For how to change your information or family
information, refer to the following. «,s T ———
Step 3: Change your information B —
Step 4: Change the information of your spouse
Step 5: Change the information of dependent
relatives

from *Chang Personal informence”. [

TrL21s EEA PIUESNZA @8 vooalA

stenal 7,050,0007en
Dectare with the contents of the display
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@ The details entered in Application for (Change
in) Exemption for Dependents are displayed on

the attachment mount. Check the details, @ =
attach necessary documents and then submit @I
it. Follow the instructions from the

management division for the attachment e
method I“m =L ) ORHPE

= = [ o |
A If there are multiple spouses and dependent == ,:- |||III~!-|I-H"|II
relatives living abroad, confirm that you attached _?- — !
the relative and remittance certificates for each . SeRE
target. . ancemsecasen
A When multiple remittances were carried out within 4 __
a year, submit the first and the last remittance 5 =B
certificates. i :
A\ Be sure to check the requirements since the 3
certificate of the remittance of 380,000 yen must § S S = B = =T R S
be submitted in case of a dependent relative who W
is 30 years old and not more than 70 years old o |T—
unless he/she has a disability or is an international EH——1——=
student. =T imi
Example: In the following case, submit the "lE A 7 e
certificates of the total remittance of more than emsslans mn o e
380.000 yen.
2/1: 100,000 yen
4/1: 140,000 yen
6/30: 320,000 yen
® Click Return on the completion screen to go to ==

the declaration home.

[E¢  When submission of the dependent deduction for
this year is needed again, contact and ask the
administrator to return the previously submitted
ones and then submit the application for this year
and the next year.

¢ When submission of only the dependent deduction
for next year is needed again, contact and ask the
administrator to return the previously submitted
one for the next year. Then, change the year on
the declaration home and make the declaration.

[Z When the mount for attachments is needed, click
Mount for attachments to print out the attachment
mount for certificates. Then, attach the certificates
to it and submit it.
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®

The v mark, Declared and the date are

displayed for the already submitted declaration

forms. They indicate that the
Dependent/Basic/Spouse/Income declaration
has been completed.

If you forgot to print out the mount for
attachments, click the clip mark (!ﬂ) next to

the printer button.

Print the mount for attachments for the withholding
slip from previous company.

Print the mount for attachments for disability
information, certificates for foreign resident
relatives, certificates of remittance to foreign
resident relatives and working student information.

To print out the declaration form, click the
printer button B

You can print out the declaration forms before
declaration.

The declaration form for Special Credit for Loans,
etc. related to a dwelling is distributed by your local
tax office. Printing from eNEN is not available.
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eNEN dev  [JEEEEEN 220248 PEANOL ~|

Nat all daclarations have been comploted.

20208

The report period for each application is from 2024/06/01 to 2024/10/31. Please complete the declaration within the period.

“Please declare all 3 forms within the period.

million yen in total annually
or refund of withholding tax on their salary for the yesr pursuant to the provisions of the Disaster

e T aceeds
+ Persons who have received a deferment
Exemption Law

Undeclared

Dectaration without housing deduction

220245 MAANOL ~

Not all declarations have been completed.

2024/10/31. Pleass complete the declarstion within the period.

hose whose salary income exceeds 20 million yen in total annually

Persons who have received a deferment or refund of withholding tax on their salary for the year pursuant to the provisions of the Disaster
Exemption Law

Declared
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1-3 Declare Dependents for the Next Year

E Step 1: Apply for dependent deductions for the next year

@ After the Dependent/Basic/Spouse/Income
declaration for this year is completed, the
Changes/No Changes for the Next year button
appears.

[E¢ If the submission of the Application for (Change in)
Exemption for Dependents for the next year is
needed, the Changes/No Changes for the Next
year button appears. Be sure to select Changes for
the Next year or No Changes for the Next year and
click the button.

@ After the Dependent/Basic/Spouse/lncome
declaration for this year is completed, if No
Changes for the Next year is selected, your
filing for the current and next year is finished.

® If Changes for the Next year is clicked, the
screen of the Dependent/Basic/Spouse/Income
declaration for the next year is displayed.

@ To change your information such as your
address or head of household, click Information
to change it.

A\ If your information changes next year, select when
the change will take effect. (For the change date,
select a date between January 1 and December 31
for the following year.)
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® To change the dependent status of your
spouse or dependent relatives, click Family
information change to display the family list.

® Click a name to go to the spouse or dependent
relative’s information display.

-

@ Click Edit in the category to change the details.
Correct the information; then click Save.

A\ f the dependent status changes, make a change to
Tax dependent in Basic Information.

A\ Do not make deletion by clicking in the family list.

To add a dependent relative, click Add Family.

©® Save Basic Information; then enter Address and
Disability. After entering the information, click
Save.

A\ f Residence Category is Separated (Abroad), enter
the country name in Prefecture and the address
(city or state) other than the country name in Town.

@ After adding to or correcting the information,
click Register With The Displayed Information.

Register Wah The Displayed Information
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@ The added or corrected information is
displayed on the dependent deduction screen.
Check the information; then click Register With
The Displayed Information to submit the
Application for (Change in) Exemption for
Dependents for the next year.

A\ f you display another screen without clicking Start
declaration, the confirmation message appears as
shown on the right. If you have not registered the
changes, click No to close the message and click
Start declaration to register the changes.

@ The v mark, Declared and the date are
displayed for the declaration forms for the next
year.

&22024% HEATOL v

A You do not need to submit the Application for
Deduction for Insurance Premiums and Special
Credit for Loans for the next year. The Prohibited
mark is displayed for them.

A To return to the home screen for the year, change
years.

A\ The declared content can be browsed by clicking
the [¢/] mark.

@ Print out the Application for (Change in)
Exemption for Dependents and Application for
Basic Exemption of Employment Income
Earner, Exemption for Spouse of Employment
Income Earner and Exemption of Amount of
Income Adjustment form, as needed.

A Depending on the entered content, the system
automatically prints out the persons subject to
spouse qualified for withholding deduction,
exemption and special exemption for spouse,
exemption of amount of income adjustment, etc. If
the declaration is not completed, the system prints
out the declaration form temporarily stored.

A tis unnecessary to submit the printed declaration
form.
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® If you forgot to print out the mount for
attachments, click the clip mark (%) next to the
printer button on the home screen.

A\ Print out the mount for attachments for the
Application for (Change in) Exemption for
Dependents and withholding slip (salary from
previous job) from the home screen.

& The mount for attachments to be submitted can be
printed only for the current year. (For the next year,
you will not need to submit the documents.)

[ rsmmnrsstiizanaisanenanlfli e

A\ For a dependent relative who is living and studying S -
abroad, the certificate of study abroad program

must be submitted.
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1-4 File Deduction for Insurance Premiums

File the life insurance, long-term medical care insurance, individual annuity insurance, social insurance
premiums and small business mutual aid contributions you are paying for. Refer to the premium deduction
certificate(s) sent by your insurance company or companies. The premium deduction notice is not accepted.
If you have an electronic certificate(s), refer to 1-1 Electronic Deduction Certificate(s).

E Step 1: Check the initial display of the life insurance

@ If you have joined the payroll deduction group ey

insurance at your company, the details are
displayed for each type of insurance. w @

A Group insurance cannot be corrected or deleted. : =
A Group is displayed for the declaration category. ml
©* To be imported as group insurance = o
+ General life insurance @ EQQQ n—
* Long-term medical care insurance et o

* Individual annuity insurance

+ Earthquake insurance

» Former long-term casualty insurance

» Corporate pension defined in the Defined
Contribution Pension Act

@ The premium information imported as electronic
deduction certificates are displayed for each
type of insurance.

A The premium details imported as an electronic
deduction certificate cannot be corrected. To correct
the information, delete it and then import it again.

A\ Electronic/Mynapo is displayed for the declaration
category.

3 If the total deduction for each statement
exceeds the limit, Excess may appear at the
lower row of the statement's declaration
category. The statement marked Excess is not
deductible, so it can be deleted.

[Category]

Group: Imported as group insurance

Electronic: Imported as an electronic certificate

Mynapo: Imported through Mynaportal

Continuation: Premiums registered in the
previous year

Last: Registered last year

New: Registered this year

Excess: Registered for deduction, but
exceeding the deductible amount

* Excess is displayed at the lower row of the
declaration category.
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E Step 2: Add a life insurance policy

@ See the premium deduction certificate at hand
to check the type of insurance. Check if it is life
insurance, long-term medical care insurance,
individual annuity insurance, earthquake
insurance deduction, former long-term casualty
insurance, social insurance premiums or small
business mutual aid contributions.

. BT

G iF_&
12345-678 [wim @8 CEima
Fr10FAA1E T T )

G anRERRHZEIRETAE]] (%)
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kK

A\ Confirm that the year is the one when year-end
adjustment is done.

& The premium deduction notice is not accepted.
Confirm that it is marked “premium deduction
certificate.”

@ The type of insurance subject to deduction is arnv=aras |
described on the upper part of each premium
deduction certificate. Check it.

Life insurance, long-term medical care
insurance, individual annuity insurance,
earthquake insurance deduction, former long-
term casualty insurance, social insurance
premiums or small business mutual aid
contributions

® Check the premium category, and then select
YES for the corresponding premium.

@ The Add button is displayed. Click Add to
display the premium entry screen.

® The sample of a premium deduction certificate
is displayed on the right. Compare it to your
certificate and then enter the details.

A\ Certificates can be uploaded. Refer to 1-8 How to
upload certificates for the procedure.

Narme of potcyhoider

Navme of recipient of nswance 7

® Click Save.

A To add another premium deduction certificate,
repeat the above steps @ to ©.

A The deductible amount is calculated by the system,
so you do not need to calculate it.
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E Step 3: Correct the details of insurance premium deductions for the last year

@ The details whose category is described as
Continuation are for the premiums deducted
last year.

@ To change the premium deduction amount,
click Edit and enter the amount. After entering
the premium deduction amount, click Save.

A 0 yenis displayed as the statement of the
insurance premium deduction entered the last
year. Be sure to enter the paid insurance
premiums of this year.

® If premium deduction was canceled, click
Delete to delete it.

A The deleted details cannot be restored. If you
deleted them incorrectly, enter them again.

E Step 4: Correct the added insurance premiums

@® The category of the added insurance
premiums is displayed as New.

@ To correct the information, click Edit to display
the entry screen.
Correct the corresponding item.

(® After correcting the information, click Save.

@ To make additional corrections, repeat steps @
to @ above.

ance premiums you paid this
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E Step 5: Upload premium deduction certificate

@

Photograph and save the premium deduction
certificate before uploading the certificate.

Save it in any location.

Enter the statements for the premium deduction
certificate.

Click Upload Certificate after entering the
statements.

Then, confirm where the premium deduction
certificate is photographed and saved, and
select the photo to be uploaded.

After selecting the photo, select Open.

The selected photo is displayed. Confirm that it
is the certificate for the entered statements.

If an incorrect photo was uploaded, please delete
the photo using the Delete button and upload the
photo again.

If the uploaded photo is correct, click Save.

If a certificate has been uploaded, [a] will be
displayed. If not, [aa] will be displayed.
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E Step 6: File deduction for insurance premiums

@ After entering all the information, click Start — T
declaration. '

A\ Check the displayed information, and then click
Start declaration.

A\ The deductible amount is displayed. You cannot
take deduction for the amount exceeding the upper
limit.

A\ f you display another screen without clicking Start
declaration, the confirmation message appears as
shown on the right. If you have not registered the
changes, click No to close the message and click
Start declaration to register the changes.

Confirmed

Declare button not pressed.
|DO you want to return to another screen without declaring?

| = -

@ After the electronic certificate is imported, if the
same applicable premium, name of insurance
company, etc. are imported, the alert message
appears.

Confirm that the imported data is correct; then
start your declaration.

A\ The duplicate types of insurance are displayed.
Confirm the content. If incorrect data has been
imported, delete it.

® If the information is correct, click YES. To start
your declaration, click YES in the confirmation
dialog box to complete filing your premium
deductions.

Confirmation

We will make a declaration with the entered contents.It cannot be
corrected after the declaration.

A\ To correct the information after completing
declaration, ask the management division to return
the form. If the form is returned, you can correct
the information.
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E Step 7: If you have no deductions to declare

@

If you have no certificates to take deductions

for life insurance, earthquake insurance, former

long-term casualty insurance, etc., click
Declare without deductions under the
Application for Insurance Premium Deductions
menu.

If you have purchased group insurance, the
Declare without deduction button is not available. If
you have not joined insurance subject to premium
deduction, click this button.

Click Yes on the declaration confirmation
screen to complete your premium deduction
declaration. After completing your declaration,
you cannot fill in the Application for Deduction
for Insurance Premiums any longer.

To enter the premium deduction information after
filing with Declare without deductions, ask your
system administrator to return the form.

Not all dectarations have been completed.

L SN W T=a P

s g

2024/06/01 to 2024/10/31. Please complete the ded

g

Undeclared

Dectaraton wihout housng deducon

[ e T=a~

Not al dedlarations have been completed.

20208 - [

from 2024/06/01 to 2024/10/31. Please complete the declaration vathin the period.

Dedaraton wihout housing deducion
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E Step 8: Complete your declaration

@

Enter the content of the certificates; then click
Start declaration to complete declaration.

If information other than group insurance was
entered, the Mount for attachments and Return

buttons are displayed on the completion screen.

Click Mount for attachments to print out the
attachment mount for certificates.

Click Return to return to the declaration menu.

To print out the mount for attachments later,
click 4 to download it. Print out the
downloaded mount for attachments, attach the
certificates to it and then submit it.
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E Step 9: Mount for attachments

®©

@

*

For the highlighted sections on the mount for
attachments, it is not necessary to submit the
premium deduction certificate such as for the
group insurance.

You need to submit certificates for the
categories Continuation and New. Check the
certificates and then submit them.

If the total deduction for each statement
exceeds the limit, Excess may appear at the
lower row of the statement's declaration
category.

[Category]
Group: Imported as group insurance
Electronic: Imported as an electronic certificate
Mynapo: Imported through Mynaportal
New: Registered this year
Continuation: Premiums registered in the
previous year
Last: Registered last year
Excess: Registered for deduction, but
exceeding the deductible amount
Excess is displayed at the lower row of the
declaration category.

& To submit

Use the mount for attachments as a check
sheet. Confirm the content, and then place a v
in Check: You.

Use it as a check sheet when submitting it.

E Step 10: Make corrections after filing

For example, if you found a certificate after completing your declaration or if some information is incorrect,
contact your management division.
The system administrator will return your form; then the pencil button will appear on the menu screen and
you will be able to correct the information.
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1-5 About Filing Special Credit for Loans, etc. related to a dwelling

To take special credit for loans, you need to file a tax return in the year you purchase your home. Confirm
that you have the Application for Special Credit for Loans, etc. related to a dwelling (specific additions or
improvement, etc.) sent from the tax office in the jurisdiction where you reside. After filing your tax return,

submit the declaration form to the tax office.

E Step 1: Take special credit for loans, etc. related to a dwelling

@ To take the special credit for loans, click the
pencil button to display the entry screen for
special credit for loans, etc. related to a

dwelling.

To take the special credit for loans, etc. related
to a dwelling, select YES to display the entry
screen.

The address confirmation screen appears.

If you filed for the housing loan tax deduction
the previous year, but purchased a new home
this year and are taking the deduction, you may
want to check the "Did you replace your
home?”. Click [¥] on the right.

The "Replace" button will appear for the
deduction item for which you are currently
taking a deduction.

Click the "Replace" button for the deduction that

you have replaced housing.

A "Confirm" dialog box will appear. Check the
displayed information and click the "Initialize"
button.

If you click the "Initialize" button after clicking the
"Replace" button, the deduction items will be
cleared. It is not possible to restore the status
before initialization.

If you initialized by mistake, re-enter the appropriate
deduction item(s).

2eMI=aTR

ONEN nerytst207 ik [RCSCREE

@ FMITIAPIL oweorbin: 20000202
-

Fiscal year 2024

eNEN nzytst207 it [RRCERRE

@ SFMITIAPN oute ot bewn: 200402702
-

Fiscal year 2024

aEMT=aTI

Do you file a special deduction for housing loans, etc.? If you do not file a new deduction report, please file with "No' as It is
#1f you wish to implement i, please prepare the ‘Special Deduction Report for (Specific Additions or Improvements, etc.) Housing Loans,
etc.' within the deduction period received from the tax office.

#1f you have the declaration data of last year and the deduction period has expired, it will be automatically set to 'No'.
*1f you have paid in ful, please declare 'No'.

Have you replaced your home? If you have replaced your home and are now claiming the housing deduction, please select the category

for which you are reclaiming the deduction from the options below. @ E

Do you file a special deduction for housing loans, etc.? If you do not file a new deduction report, please file with 'No' as it is.

#1f you wish to implement t, please prepare the "Special Deduction Report for (Specific Additions or Improvements, etc.) Housing Loans,
etc.! within the deduction period received from the tax office.

#1f you have the declaration data of last year and the deduction period has expired, it will be automatically set to 'No

*If you have paid in full, please declare ‘No.

Have you replaced your home? If you have replaced your home and are now claiming the housing deduction, please select the category
for which you are reclaiming the deduction from the options below.

4. Do you receive the deduction for "the details regarding newly built o purchased houses™?
5. Did you extend or renovate your house?

6. Are you receiving duplicate housing deductions due to the earthquake?

Confirmed

[4. Do you receive the deduction for "the details regarding newly built or purchased houses"?)
Did you replace it?
Have you received a new tax return form from the tax office?
When you buy a new home, you will need to enter new deduction details.Initializes the input contents.
After checking, if you have replaced your home, please click “Initialize.”

*The initialized contents cannot be restored.
ol —
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4. Do you receive the deduction for "the details regarding newly built or purchased houses"?




®

If the address on the residence certificate and
the address for the housing deduction are
different, enter the latter.

Register the maximum amount of the special
credit for loans, etc. related to a dwelling
(specific additions or improvement, etc.).

Note that the format of the certificate differs
depending on before or after the tax increase.
Enter the maximum amount, referring to the
sample screen.

If you have two certificates of the same type, enter
the total value for both.

Check the type of special credit for loans, etc.
related to a dwelling; then select YES for the
corresponding item.

Matters relating to newly built or purchased
houses

Extension and renovation

Duplicate application for disaster

Select from the above.

Process Operation Manual

1. Please make sure that the persanal information you have notified the company is cormect

 Check the persanal information, if there is a change, please enter it first from “Change Personal Information”.

Vour dormicile or T
residence

Head of househald /
Relationship with you

2. 1f the address on your certificate is different from the address you receive special deductions for housing-related loans, please enter it

69

/ renovation, etc.)
+ If you have two "Certificate of Special Deduction for Housing Borrowings for Year-end Adjustment
ific Extension / Renovatic ", please enter each amount according to the name given.
f the "Certificate of special deduction for housing loans for year-end adjustment (specific extension /
renovation, etc.)" is the same, enter the total amount.

Example: If there are two sheets of paper @, enter *@D + @* in the field §
If you have paper @ and paper @, enter them in the fields @ and @, respectively.

1st to the 10th yeer, @ “Reference) Deduction amount for the first year of application”, if it is the 11th
limit (*) for XX years to XX years".

+ In the case of the certificate from the 2nd year of Reiwa on the night, if the applicable years are from the i

Click to move the image and refer to it

=
@ o yen
g

* Enter @ when the year is stated (Exemple: If it is 12 years of Reiwa, enter it from 12 years of Reiwa)

ol deduction for housing laans (deduction | £3

™ o i 8 te) (Deduction limit
123,764,789 )
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©)

Check if the declaration form you have is the
one before or after the tax increase in October
2019.

Please select the format of your certificate by
referring to the image and comparing it to your own
certificate.

If (7) Amount of the special credit for loans,

etc. related to a dwelling (specific additions or
improvement, etc.) is selected, the before tax
increase screen appears.

Enter the information described on the lower
line of the Special Credit for Loans.

Certificates can be uploaded. Refer to 1-8 How to
upload certificates for the procedure.

razset FEREOL OO SHRASEY BRI RE
FEFHIEEE

QO N % —xx—x

Emon
Eanim
meay

g

If there is a joint obligor for housing, enter the
information about the obligor. If there are
multiple joint obligors, register all of them.

A

If there are multiple joint obligors, enter the name
and apportionment rate of each joint obligor.
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4. Pl i ot colums of “th et regarding reudy bt or
oduction for housig loan.

Mtters concerning newly built or purchased houses
Start dote of residence *

Amount of cansideration for acquisition of
[house) *

Total floor area o totsl aren of [house] *

Floor area or ares of residential part of (/1)

Amount of consideration for acquisition of “Land
e

Total loar ares o total area of "Land ete.” *

Floor area or ares of residential part of (~) .*

asars- i

Lot opertnn

K 88 10 S e




@ Enter the loan balance. If you are borrowing

from multiple financial institutions, enter the
balance for each financial institution.

If there is a joint obligor, select Category: Joint
Loan Balance to calculate your ratio balance.

If there is no joint obligor, select Category: Single
Balance. The entered balance will be your year-
end balance.

Certificates can be uploaded. Refer to 1-8 How to
upload certificates for the procedure.

If you have refinanced, change Refinancing to
YES.

Enter the initial loan amount, year-end balance
before refinancing, loan amount at the time of

refinancing and year-end balance for the year.

Remember to enter the year-end balance before
refinancing and loan amount at the time of
refinancing. The information is required to calculate
the deductible amount.

If unknown, check with the financial institution you
borrowed from.

If there is a joint obligor, the loan amount for
their apportionment rate will be calculated from
the year-end balance entered.

From @@), the year-end balance based on your

ownership percentage will be calculated and
displayed.
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Cartificats of year-end balance of barrowing

Categary *

‘Breakdiom of housing Inan *

Amount at the time of
mortgage loan,

enen s ks [RETINE anazas-

4-3. Please enter the year-end balance of yeus borromem)
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® Select a category to take special credit for
loans, etc. related to a dwelling. - = P
A\ Select the start date of residence and the category Crer e —me———y

to calculate the deductible amount. e = e ]

@ Click the category to list the categories. Select
the correct category.

If you do not know which category to select,
select the content described in | of the certificate
of Special Credit for Loans from Select the
content described in | of the certificate.

@ Confirm that Exception [$¥5l], Special specified
[4FBI4FTE] and Special exception [4F54F5!] are
described after the start date of residence.

A\ If you select the content of @®@), the category is
automatically selected.

@ Select the start date of residence and the
category to calculate the deductible amount.

& You cannot take deduction for the amount
exceeding the upper limit.

A If the maximum amount is less than the amount
applicable to the residence start date and the
category, you cannot take a deduction for the
amount exceeding the upper limit entered in ®.
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E Step 2: Take no housing deduction

@ Click Declare without deduction under Housing
loans on the declaration home. O T

@ Click Yes on the declaration confirmation
screen to complete the declaration with the
application for special credit for loans, etc.
related to a dwelling. Once it is completed,
entry to the application for special credit for
loans, etc. related to a dwelling is no longer
available.

A\ To enter to the application for special credit for
loans, etc. related to a dwelling after filing with
Declare without deductions, contact and ask the
management department to return the form to
enter.

E Step 3: Take no housing deduction

® To declare, display the special credit for loans,
etc. related to a dwelling screen. Click the
pencil button for the Housing deduction to
display the special credit for loans, etc. related
to a dwelling screen.

@ Do you file a special credit for loans, etc.
related to a dwelling? Answer them.
If the special credit for loans is not necessary,
click Start declaration without changing NO.

& File with NO to complete declaration without
deduction.

Doclare with the contents of the display
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E Step 4: File housing deductions

@ Follow Take special credit for loans, etc. related
to a dwelling to enter the information for
housing deductions. Click Start declaration to
complete filing for the housing deductions.

The special deduction for housing laan this year {Upper limit : 200,000 yen / 1%] 108,200 yen

orrection Is:

Flaasa corroct the amoustt anky if 1 &5 diffarent fram tha rosul you calcuted. (1 the results aro the same, no.

To take multiple deductions, select YES for the
target items to enter the details.

There are the following types: Newly built or
purchased, Extension and renovation, and
Duplicate application for disaster. Check your
certificates to enter the information.

To correct the information after completing
declaration, contact the management division. The
system administrator returns your form, and then
you will be able to correct the information.

If you display another screen without clicking Start
declaration, the confirmation message appears as
shown on the right. If you have not registered the

changes, click No to close the message and click

Start declaration to register the changes.

o ranovation, etc.) 108,900 yen

nd renowation, etc ) (Beduetion limit : 126,000
108,500 yen

Declare: wilh the contents of the display

&

Confirmed

Do you want to return to another screen without declaring?

I[)r: lare button not pressed.

| = -

The Mount for attachments button is displayed
on the completion screen. Click the button to
display the mount for attachments. Attach the
certificates to the mount for attachments; then
submit it.

If you forgot to print out the mount for
attachments, click the clip mark of the
declaration menu.

enENzyoa  man-s [REESERRE

Print out the mount for attachments from the
declaration completion screen or home screen.

enenzyos [EEEEIN
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1-6 Print Out/Submit the Mount for Attachments

E Step 1: Print out the mount for attachments from the declaration completion screen

@® The Mount for attachments button is displayed s | =
on the completion screen. Click the button to T e S s e
print out the mount for attachments; then
attach the certificates.

©* Conditions where the Mount for attachments  premy - TE
button is displayed R ST
[Application for (Change in) Exemption for O =
Dependents] Cj@,
* Your spouse or dependents live abroad
* You, your spouse or dependents have a
disability
* You are a student
[Application for Deduction for Insurance Premiums]
* You are paying for the premiums
(Life insurance, casualty insurance, social S o — ” ——
insurance premiums, small business mutual =% e L e T E T e

aid contributions) ®3 P =
If all of your insurance is group life insurance,

the attached form is not applicable.
[Application for Special Credit for Loans, etc. related
to a dwelling]
* You took special credit for loans, etc. related to
a dwelling
[Withholding slip]
*  You entered the information in the withholding T s+
slip from your previous company
You cannot print out from the declaration
completion screen.
You can print out from the home screen.

II’
LY
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E Step 2: Print out the mount for attachments from the home screen

@ If you did not print out the mount for
attachments from the completion screen, click
j on the menu on the home screen.

enn zpn (IR avarm-

A\ You can print out the mount for attachments
repeatedly.

A\ f you corrected the declaration form and also need
to change the certificate, print out another mount
for attachments, attach the certificate, and then
submit it.
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1-7 Complete Year-End Adjustment

When all your declarations are completed, the year-end adjustment is completed. After submitting the
declaration forms, if you attach the certificates on the mount for attachments and then submit it, all year-end
adjustment declarations are completed.

E Step 1: Complete declarations

@® The « mark indicates that the declaration is
completed.

@ If you do not see the message "Your declaration
is not complete.” at the top of the declaration
home, the declaration is complete.

A if % is displayed, you can use the mount for
attachments (check sheet) for the declaration.

A If Q is displayed, you can print out the declaration

form.

AR WGFRRORSIES (AR PRA

EanwEns

®
L]
i
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E Step 2: Attach the certificates to the mount for attachments

Print out the mount for attachments; then attach the certificates to it. Confirm that you can see your name
and the information described on the mount for attachments after attaching the certificates.

[Application for (Change in) Exemption for Dependents]

@ If you have a spouse and/or dependent relatives
living abroad, attach the relative and remittance
certificates for each of them.

[Application for (Change in)
1| Exemption for Dependents]

RERET (KR SNE BAO

. - . . - ‘- ig ¢K:\H‘Iﬂq -‘-..I;- .tl"[ _‘—]
A Clarify the relationship on the relative certificate. B l:""‘ pe - (i
(For example, put a circle on the relationship o p—
description) »

@ Attach a copy of each disability certificate.

® If you are a working student, attach a copy of
your student ID.

[Application for Deduction for Insurance Premiums]

@ Attach the premium deduction certificate paid by

you and entered into eNEN. [Application for Deduction

for Insurance Premiums]

& Confirm that you can see your name, employee o =yrererer - L =1
number and the information described on the mount |
for attachments after attaching the certificates.

siemaeam ey v oo ~,¢v.;w-ys;. o § 4 §EE Yes e

"

. 3—

$
$
'
{
1
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[Special Credit for Loans, etc. related to a dwelling]

@® Attach the balance statement on the Application
for Special Credit for Loans, etc. related to a
dwelling form sent from the tax office.

[Application for Special Credit for
Loans, etc. related to a dwelling]

Confirm that the form and balance statements are ”5'2
for the year when year-end adjustment is done. L

- & SWA

If the form and balance statements are the copies,
you cannot take deduction.

= [ATEWRELRAN | WA [SSET R i-i-1-10063
L) tvnen [TERAtRX W |
AT N R

If you lost the form, ask the nearest tax office to
send the form again.

wamn sm 0000 M
araNoem | A —
swan| LS

W TS
Ot L e S g oy o ne one

HENE 10AET
il iniieiinsnsiiipeniionll |

If there is a joint obligor, confirm that the form is for
you.

If there is a joint obligor, confirm that the balance
statement is for you.

> > b > b b

If there is a joint obligor, confirm that you entered the
information in Remarks.

PRSP B P T VAT S R 20

[
I A0ORALEON AR LB
¥

[Withholding slip(s) from previous company]

@ If you entered the information in the withholding

slip, attach the withholding slip. [Withholding slip(s) from

1 previous company]

A Attach the withholding slip. = ,.,'""'.'.“"f S
A Confirm that the year of issuance of the withholding - :lu e — |||l||||||
slip is the one when the year-end adjustment is — _#_
done. «l ‘onu:_&ﬁ :I
|: |
e = = =
I =]
& e
= 0o || Jlll-_!_l_!lll
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1-8 [How to upload certificates]

E Step 1: Upload the Application for (Change in) Exemption for Dependents

@ If you have the following declaration
information when filing the Application for
(Change in) Exemption for Dependents, you
can upload the certificate.

I q lUpload disability information]

[ .
ol year 2022

You, your spouse or dependents have a disability = —
You are a working student

Your spouse or dependents live abroad

You have withholding slip(s) due to having
changed your job once or more during the year.

) R R)RD

@ Click Upload Certificate ([aal).

® Click Upload Certificate (/) to upload the ,
selected certificate. L S e
The certificate to be uploaded will be
displayed; If there is no problem with the
certificate, click the Save button to upload the
certificate.

@ After uploading the certificate, the color of the
Upload Certificate button changes to [aa) .
Clicking the changed button will display the
uploaded image.

[Upload disability information]

[Upload living abroad information]

Separated (2 (@) (@)
(Abroad)  Not entered
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E Step 2: Upload the Application for Deduction for Insurance Premiums

@

Click Add in the Application for Deduction for
Insurance Premiums to display the premium
entry screen.

The Upload Certificate button is displayed in the

premium entry screen.

Select an image from the saved location. The
selected image is uploaded.

Confirm the uploaded image and click the Save
button to save the image.

After uploading the certificate, the color of the
Upload Certificate button changes to [aa) .
Clicking the changed button will display the
uploaded image.

For the premium deduction certificate, you need to
submit it only if you have manually entered the
premium deduction yourself. In such cases, upload
the certificates as well.

For the categories Group, Electronic, and Mynapo
on the screen, no certificates are needed; so,
uploading the certificates is also not needed.

If the category is Continuation, you need to submit
certificates to take deductions. In such cases,
upload the certificates as well.

81
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Typeof  Periodof Nemeof  Relationship | premiums you
insurance insurance  policyholder with you  poid this yoor  Category

Name of recipiont of insurance § 7'

Relationship with you 7
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E Step 3: Upload the Application for Special Credit for Loans, etc. related to a dwelling
@ Click the “4-1. Enter the Matters relating to

newly built or purchased houses box of the
special deduction certificate for housing loans”
button on the Application for Special Credit for
Loans, etc. related to a dwelling to display the
entry screen for the special deduction
certificate for housing loans.

The Upload Certificate button is displayed in the
entry screen for the special deduction certificate
for housing loans.

Select an image from the saved location. The
selected image is uploaded.

Confirm the uploaded image and click the Save
button to save the image.

After uploading the certificate, the color of the
Upload Certificate button changes to [aa) .

Clicking the changed button will display the
uploaded image.

82

Matters concerning newly built or purchased houses

Start date of residence *

Amount of consideration for acquisition of
[house] *

- Total floor ares or total area of (house) *

Floor area or area of residential part of (J\) .* *

TR T
| et o
Amount of consideration for acquisition of Land |4 0 aYs s H pe=
ote” h i\

Total floor area or total area of “Land ete.” *

Floor orea or area of residential part of (A) .* *
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Enter the loan balance for the year from “4-3. .
Enter the year-end balance of loans”. Click the
Add Balance statement button.

end batance of your barroming,

e balance of the person the losn

The Upload Certificate button is displayed in the
entry screen for the balance statements from
financial institutions.

he emph of year-end e carshcaes

CEMRARCASUABOERNBINE

Reterence e g, Slac the gama teminthe
(LML e
2z Ve [EE EEEAE on
a0 © awo
o B B
R o= e i
E8c8 s anca

Select an image from the saved location. The
selected image is uploaded.

Confirm the uploaded image and click the Save —
button to save the image. e

After uploading the certificate, the color of the
Upload Certificate button changes to [aa) .
Clicking the changed button will display the
uploaded image.

For the declaration of special credit for loans, etc.
related to a dwelling, you can upload the Special
deduction certificate for housing loans and the
Balance statements from financial institutions for
the year.

For the Electronic and Mynapo categories on the
screen, no certificates are needed; so, uploading
the certificates is also not needed.
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E Step 4: Notes on uploading declaration forms/balance statements

ACEAALEI- K SMAROFINABENN

“EmIeN
THimiey

A\ Photograph, save and upload them one by one.

A\ Confirm the following notes when photographing.

aH Image and PDF files can be uploaded.
The maximum acceptable size is 5 MB.

T YEW T -
Vi 30e MrTe: 3s* onm

o . wyow

e NUGES C A0S INMR

@® Confirm that you can read the details about the
housing loans, the year-end balance and the
details of the special deduction certificate for
housing loans on the photo. If they cannot be
read, photograph it again.

@ The photo is displayed on the upload screen.

Cannot read

Only part of
certificate _text/Shadow
is seen

can be seen
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E Step 5: Delete the uploaded certificate

@ Select the certificate uploaded using [« . The
uploaded certificate is displayed.

n
a L St J A pp——

wwwww
Fiscal year 2022

Click the Delete button under the displayed
image screen to delete the image.

After the deletion, click Save. The image is
completely deleted.

Clicking the Delete button will delete the uploaded
image. If no certificate has been uploaded, [aa) will
be displayed.

If you deleted them incorrectly, click [aa) to upload
the image of the certificate again.
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E Step 6: Upload the certificate from your smartphone

@ Tap Upload Certificate.

wll SoftBank =
ale

Others(notap Oyen Qvyen Oyen
plicable incom
e to the above

) @
@ To select a certificate saved as a photo, select 2. The fact that makes a living
H H Enter the amount of remittance only if
Photo Library, select a certificate and then save -
It lives abroad.
’ 1,230,000 | yen
. Relatives documen ’
® To take a photo right then, select Take Photo to D)L st s |
start the camera. vlggg’”’” @
Japanyed’ BEERD B
Remitth 37 7 T LEEIR B

[Ea] Certificate upload

m S

# cube-cloudapp.net

@ Photograph the certificate.

@ L UL L LU

® Select Use Photo to upload the photo. If you __ssanmmnmmune un
think it was photographed badly, select Retake
to photograph it again.

& Confirm that you can read the figures, text, name of
insurance company, etc. before uploading the
photo.

AR | BB ‘

wll SoftBank = @ 38% (% )

2. The fact that makes a living
Enter the amount of remittance only if
your dependent "spouse" or "relative"
lives abroad.

1,230,000 | yen
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® If you have a photo taken in advance, select
Photo Library and choose the photo to be
uploaded.

@ 37% %%

all SoftBank =
e

Others(not ap
plicable incom
e to the above

) @

Oyen Oyen Oyen

@ Select the photo you have taken and tap Done
to upload the selected photo.

2. The fact that makes a living
Enter the amount of remittance only if
your dependent "spouse” or "relative"

lives abroad.

1,230,000 @ yen

Relatives documents

BES177

* If thi
Japanesp FHZ®RD Q

Remittade, 27 TIVERR

F2) Cactifinata unla.

act
ol SoftBank = 16:13

@ N%T)

vyl BR  7PLISA

A7 IINL FTARTERR

Check the selected photo, and if there is all SoftBank @ ® 2% B8}
something wrong with it, tap the Delete button E
to delete the photo.

After deleting, tap the Upload Certificate

mentioned in @ above to select the photo

again and upload it. * If the kinship certificate is not in
Japanese, a Japanese translation must

be added.
Remittance documents

I @ Delete I

Cancel

& cube-cloudapp.net
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E Step 7: Notes on uploading certificates

A\ Photograph, save and upload them one by one. (Do 2. The fact that makes a living
t ltipl rtificat Enter the amount of remittance only if
no group mu Ip € certitica es.) your dependent "spouse” or "relative"
A Confirm the following notes when photographing. liveszabroad.

1,230,000 | yen

A Image and PDF files can be uploaded.

. . . Relatives docume
The maximum acceptable size is 5 MB.
[sa] Certificate upload
‘ ERS175Y

*If the
Japanese BHZ%Z®RZ
Remittance 771 EER 5]

[2a] Certificate upload

Save Cancel

& cube-cloudapp.net

@® Confirm that you can read the categories of
insurance, applicable premium, paid insurance
premium, and name of insurance company on
the photo. If they cannot be read, photograph it
again.

@ The photo is displayed on the upload screen. If
it is the same certificate or the photo is not clear,
delete it.

Showing
the entire Text clear?
certificate?

The entire
fit into the Can read

?
frame? the text? Smoothed out

the perforation
or bent
portion?

88



Process Operation Manual

Revision History

Date Revised |Content
by
August 25, 2020 First version (Tentative)

September 29, 2020 |Nishimoto | Version 1 (Tentative)

June 02, 2021 Nishimoto | Version 1.1 (Tentative)

June 30, 2021 Nishimoto | Version 1.2 (Tentative)

September 27, 2021 |Kubota | Version 1.3 (Correction on p.18)

October 08, 2021 Suemitsu | Version 1.4 (Typo correction on p.19)

October 13, 2021 Nishimoto | Version 1.5 (Correct the password contents)

October 20, 2021 Suemitsu | Version 1.6 (Typo correction on p.18, 35)

September 05, 2022 | Yamasaki | Version 1.7 (FY2022 version upgrade)

October 27, 2022 Yamasaki | Version 1.8 (Typo correction)

September 4, 2023 | Nishimoto | Version 1.9 (FY2023 version upgrade)

September 22, 2023 | Nishimoto | Version 2.0 (Corrections due to password policy changes)

September 2, 2024 | Yamasaki | Version 2.1 (FY2024 version upgrade)

October 18, 2024 Yamasaki | Version 2.2 (corrected output conditions for attached paper on p.66, 75)

89



