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This document will guide you through the steps of 

completing Profits Tax Return.

Completion of Profits Tax Return service (“Completion 

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”.
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Select “Completion of Profits Tax Return” to 

begin.
3

Getting Started (Continued)
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1 A BTP Administrator or BTP Authorized 

User assigned to handle “Profits Tax 

Matters” for the business.

3 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

3 Means to Enter the Service

2
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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.

3

3 Means to Enter the Service (Continued)

6

Guide to Completion of Profits Tax Return (BIR52)

(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
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iv
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Select one outstanding Profits Tax Return.1

1
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Upon entering the service, if there are more than one 

outstanding Profits Tax Return, select one for completion.

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 completion.

Click “Continue” to proceed.1

4 Steps to Proceed
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Read the Important Notes carefully.

Click “Continue” to proceed.1

Step 1: Read Important Notes
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Details displayed on the screen are extracted from the “Uploading 

of Data Files for Supplementary Forms and Supporting Documents 

to Profits Tax Return” service (the Uploading Service).  

Step 2: Complete Return
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No amendment of the details is allowed on this screen.  

Amendment of file(s) uploaded should be conducted through the 

Uploading Service.

Check Sums of the files uploaded and Transaction Reference 

Number for uploading such files are displayed for verification.



Business Tax Portal

11

Check all the information carefully.1

Step 2: Complete Return (Continued)
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2

If you need to add / remove / replace the uploaded file(s), 

click “Upload File” button to go to the Uploading Service 

for amendment.

2

If the uploaded file is not consistent with the one stated in 

the draft return file, click “Refresh” for displaying the up-

to-date details of file uploaded.

3

If all the details are in order, click “Continue” to proceed.4

3
4

1
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If you wish to save the partially 

completed return for further completion, 

Click “Save”.  The input details will be 

saved in the system.

5

Step 2: Complete Return (Continued)
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Click “Continue” to proceed.7

Fill in the information required for the 

Profits Tax Return.
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Fill in information. 

Step 3: Add Notes to Filer
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Click “Continue” to proceed.2

The preparer may notify the return filer of the last 

date for submission of the tax return.  In addition, the 

preparer can provide email address(es) for copying 

the acknowledgement of submission.  These notes 

do not form part of the return.
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Click “Amend” to go to the navigation bar on the top of the 

screen, then click on the relevant part shown on the 

navigation bar for amendment.

1

Step 4: Save Draft Return for Submission
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Check all the data in the draft return carefully.

2

Click “Back” to return to the previous screen for amendment.

Click “Print” to print this page for record purpose.3

If the return information is in order, click “Save for Submission 

and Quit” to save the draft return for submission later.
4

5 Click “Save and Proceed to Submission” to save the draft 

return and proceed to submit the tax return immediately.  You 

will be directed to the “Submission of Profits Tax return” 

service. 

1
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