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This document will guide you through the steps of 

uploading data files for supplementary forms and 

supporting documents to Profits Tax Return. 

Uploading of data files for supplementary forms and 

supporting documents to Profits Tax Return service 

(“Uploading Service”) is provided under the Business 

Tax Portal (BTP) and Tax Representative Portal (TRP).

Select “Profits Tax Matters” from the online 

services menu.
1

Getting Started
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Select “Filing of Profits Tax Return”.

Select “Uploading of Data Files for 

Supplementary Forms and Supporting 

Documents to Profits Tax Return” to begin.

3

Getting Started (Continued)

3
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1 A BTP Administrator or BTP Authorized 

User assigned to handle “Profits Tax 

Matters” for the business.

4 Means to Enter the Service

2
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A TRP Team Lead or Team Member whose 

relevant TRP business has been appointed 

by the client as the tax representative, or 

engaged as the service provider, through 

the BTP Business Account.

2

4 Means to Enter the Service

2
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If the business has not registered a BTP 

Business Account, the authorized person of the 

business can access the service for uploading 

supplementary forms and printing control list 

through Return Identification Number (RIN).

3

4 Means to Enter the Service (Continued)
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(i) Select “View All Services”.

(ii) Select the service from the menu:

Profits Tax Matters >> Filing of Profits Tax Return >>

Uploading of Data Files for Supplementary Forms  

and Supporting Documents to Profits Tax Return

i

ii
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4 Means to Enter the Service (Continued)
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(iii) Click “Proceed With RIN”.

(iv) Input “Profits Tax File Number” and “Return 

Identification Number (RIN)”.

(v) Provide “captcha” on screen.

iii

iv
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If the client has not registered a BTP Business 

Account but engaged a service provider, the TRP 

Team Lead of the service provider or BTP 

Administrator can use RIN to link up the client in 

the TRP Business Account through the “Engaged 

as Service Provider in furnishing return” function 

under “Manage Clients” for the TRP Team Lead 

or Team Member to enter the service.

4

4 Means to Enter the Service (Continued)

8

(i) In TRP, select “Manage Clients”.

(ii) Select “Engaged as Service Provider in furnishing 

return”.

(iii) Input “Business Registration Number” and click 

“Check”.

(iv) Input “Return Identification Number (RIN)”.

i

ii

iii

iv
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Select one outstanding Profits Tax Return.1

1

9

Upon entering the service, if there are more than one 

outstanding Profits Tax Return, select one to proceed.

2 Click “Continue” to proceed.

2

Select Tax Return
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Upon entering the selected service, you will see the step 

page of the service.

Click “Continue” to proceed.1

5 Steps to Proceed

10

1
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Read the Important Notes carefully.

Click “Continue” to proceed.1

Step 1: Read Important Notes

1
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In the selection menu, you can find the services “Upload 

files for supplementary form”, “Upload files for Supporting 

Documents to Profits Tax Return”, “Delete file uploaded” 

and “Print Control List for electronic files for 

supplementary form uploaded”.

Step 2: Select Action
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You can upload or replace supplementary forms uploaded.

Step 2: Select Action

Option 1: Upload Files for Supplementary Form
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Select “Upload files for supplementary 

form”.

1

Click “Continue” to proceed.2

2

1
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Step 3: Upload Supplementary Form

Option 1: Upload Files for Supplementary Form
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Click “Add File” to browse and select the 

supplementary forms to Profits Tax Return in 

XML format saved in your computer. 

1

Input the name of the contact person.2

Input the telephone number of the contact 

person.
3

2

3

1
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Step 3: Upload Supplementary Form (Continued)

Option 1: Upload Files for Supplementary Form
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If you wish to delete the uploaded document, click icon 

to remove a particular supplementary form or click 

“Remove All” to remove all supplementary forms 

uploaded. 

If all files are in order, click “Confirm to Zip 

and Upload” to proceed.
4

4
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Step 4: Acknowledgement

Option 1: Upload Files for Supplementary Form

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
Tax Return (BIR52)

The file uploaded will be compressed into a Zip file for 

transmission and downloaded to your computer 

automatically for your record. 

If the automatic download has not started, you may 

download it manually.

5

Click “Download Zip File” in the 

“Acknowledgement” page to download.
5
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Step 4: Acknowledgement (Continued)

Option 1: Upload Files for Supplementary Form

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
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An acknowledgement will be provided immediately after 

successful uploading.

Click “Process Another Return” to process another 

return.

1

2 Click “Select Another Business” to process another 

business.

Click “Completion of Profits Tax Return” to go to the 

“Completion of Profits Tax Return” service.
3

4 Click “Print” to print the acknowledgement.1 2 3 4
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Step 4: Acknowledgement (Continued)

Option 1: Upload Files for Supplementary Form

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
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Click “Save” to save the acknowledgement.5

6 If the tax return is submitted under the electronic 

filing mode or semi-electronic filing mode, you may 

click “Upload Files for Supporting Documents” to 

proceed to upload financial statements and tax 

computation.

If your tax return and supporting documents will be 

submitted in paper form, you may click “Proceed to 

Print Control List” to proceed to print the Control List 

for signing and submission together with the return.

7

5

6 7
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You can upload or replace data files of financial statements 

and tax computation uploaded.

Step 2: Select Action

Option 2: Upload Files for Supporting 

Documents to Profits Tax Return

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
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Select “Upload files for Supporting Documents 

to Profits Tax Return”.

1

Click “Continue” to proceed.2

2

1
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1

Only one iXBRL data file can be added under each section.  

Step 3: Upload Supporting Documents 

Option 2: Upload Files for Supporting 

Documents to Profits Tax Return
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Click “Add File” to browse and select the data 

file saved in your computer.
1

Select “Yes / No” to declare whether the 

corporation / business adopts full Hong Kong 

Financial Reporting Standards (HKFRS) / 

HKFRS for Private Entities / Small and 

Medium-sized Entity Financial Reporting 

Framework and Financial Reporting Standard 

(SME-FRF & SME-FRS) in preparing financial 

statements.  Financial statements in PDF 

format will be accepted if not adopting the 

aforesaid accounting standards.

2

1

2
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Step 3: Upload Supporting Documents 

(Continued)

Option 2: Upload Files for Supporting 

Documents to Profits Tax Return
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Input the name of the contact person.3

Input the telephone number of the contact 

person.
4

Input and confirm the e-mail address of the 

contact person.
5

Click “Confirm to Zip and Upload” to confirm.6

3

4

5
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Step 3: Upload Supporting Documents 

(Continued)

Option 2: Upload Files for Supporting 

Documents to Profits Tax Return
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The file uploaded will be compressed into a Zip file for 

transmission and downloaded to your computer 

automatically for your record. 

If the automatic download has not started, you may 

download it manually.7

7
Click “Download Financial Statements Zip 

File” and / or “Download Tax Computation Zip 

File” in the “Acknowledgement” page to 

download the zip file for transmission.

7
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Step 4: Acknowledgement

Option 2: Upload Files for Supporting 

Documents to Profits Tax Return

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
Tax Return (BIR52)

An acknowledgement will be provided immediately after successful 

upload.

2

Click “Print” to print the acknowledgement.1

Click ”Save” to save the acknowledgement.

1

2
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Validation Result

Option 2: Upload Files for Supporting 

Documents to Profits Tax Return

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
Tax Return (BIR52)

The supporting documents uploaded will be validated.  

The validation result will be provided within one working day.  

An alert email about the release of result will be sent to the contact 

person's email address.  

Upon receipt of the alert email, you may access the screen for 

uploading files to check the validation result.
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Validation Result (Continued)

Option 2: Upload Files for Supporting 

Documents to Profits Tax Return

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
Tax Return (BIR52)

There are three types of validation result:

a) Pending Validation

b) Validation Passed

c) Validation Failed

If “Pending Validation” is shown, iXBRL data file 

validation is still in progress and you cannot proceed to 

complete and submit the Profits Tax return.

If “Validation Passed” is shown, the iXBRL data files 

uploaded have passed the validation.
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Validation Result (Continued)

Option 2: Upload Files for Supporting Documents 

to Profits Tax Return
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If “Validation Failed” is shown, the iXBRL data files uploaded 

cannot pass the validation. 

There are two stages of validation: schema and business 

validations. 

The schema validation ensures that the data files are 

prepared on the basis of taxonomies published on the IRD's 

website, while the business validation ensures that the data 

files conform with the business logic. 

The uploaded data files must pass through the schema 

validation before proceeding to business validation.
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Validation Result (Continued)

Option 2: Upload Files for Supporting 

Documents to Profits Tax Return

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
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“Validation Failed”

You may download the error list with the error messages by 

clicking “Download Error List” and rectify the data file(s) 

accordingly.

After rectifying the error for “Validation Failed” data file(s), you 

may repeat the steps to re-upload the supporting documents 

and check the validation result.



Business Tax Portal

28

If necessary, select “Delete file uploaded” to remove the 

data files uploaded.

Step 2: Select Action

Option 3: Delete File Uploaded

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
Tax Return (BIR52)

Select “Delete file uploaded”.1

Click “Continue” to proceed.2

2

1
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Step 3: Upload / Delete Data File

Option 3: Delete File Uploaded

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
Tax Return (BIR52)

Select the type of document to be deleted.1

Click “Continue” to proceed.2

A pop-up window will be displayed.  Click 

“Confirm” to confirm the deletion.
3

1

2

3
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Step 4: Acknowledgement

Option 3: Delete File Uploaded

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
Tax Return (BIR52)

An acknowledgement will be provided immediately after 

successful deletion.

2

Click “Print” to print the acknowledgement.1

Click ”Save” to save the acknowledgement.

1

2
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2

1

Print the Control List for signing and submission together 

with the tax return and supporting documents in paper 

form.

Guide to Uploading of Data Files for Supplementary Forms and Supporting Documents to Profits 
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Select “Print Control List for electronic files for 

supplementary form uploaded”.

Click “Continue” to proceed.

2

1

Option 4: Print Control List for Electronic Files 

for Supplementary Form Uploaded
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Input details for pre-filling the relevant data in 

Section 2 – Declaration and Signature of the 

Control List. The capacity, name and 

designation must be provided collectively.  

You may also choose to skip this screen and 

complete Section 2 of the Control List by 

handwriting after printing out.

1

Click “Continue” to proceed.
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1

2

Option 4: Print Control List for Electronic Files 

for Supplementary Form Uploaded
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Check all information carefully.  If the information is in order, 

click “Print Control List for Signing” to print the Control List 

for signing and submission in paper form.
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1

Option 4: Print Control List for Electronic Files 

for Supplementary Form Uploaded




