
Manage Service Agent



Business Tax Portal

Background

(i) Who is Service Agent?

“Service Agent” means a Tax Representative, Company Secretary, Service Provider and/or Person managing the non-

corporate Part 4AA Entity (for handling Pillar Two Matters only) appointed under the BTP.

(ii) Who can appoint Service Agent?

Only BTP Administrator of the Business can appoint the Service Agents to act for or on the Business’ behalf using the Tax

Representative Portal (TRP) services.
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Background

(iii) What kind of services can the Business assign to its Service Agent(s)?

Type of Service Agent Services can be assigned

Tax Representative Profits Tax Matters

Property Tax Matters

Employer's Matters

Certificate of Resident Matters

Pillar Two Matters

Service Provider Filing of Profits Tax Return

Filing of Top-up Tax Notification / Return

Company Secretary Business Registration Matters

Certificate of Resident Status

Person managing the non-corporate Part 4AA Entity 

(for handling Pillar Two Matters only)

Pillar Two Matters
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Getting Started

Guide to Manage Service Agent

This document will guide you through the process of 

managing service agent such as how to view, add and 

remove the Service Agent(s), and to update Service 

Agent's details and the appointed services. 

Login via iAM Smart.

This guide will demonstrate the Login via iAM Smart.

1

Enter your username and password.2

2

1

There are two methods to log in:
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Use the iAM Smart App in your mobile to 

scan the QR Code to log in with iAM Smart.

Login via iAM Smart

Guide to Manage Service Agent

1

1

Login Success.2

2
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Guide to Manage Service Agent

After Login BTP, you will see a list of the BTP 

Businesses which have appointed you as their BTP 

Administrator or BTP Authorized User. 

If you serve one BTP Business only, you will not see 

this page and will enter the “Online Service” Menu 

directly. 

Please select the “BTP Business” to be processed from 

the list. You can also search the BTP Business by its 

Business Registration Number or Business Name. 

Only BTP Administrator is given right to use the 

“Manage Service Agent” function.

1

Select a “BTP Business” with BTP 

Administrator Role
1
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Guide to Manage Service Agent

1

After that, select “Manage BTP Business 

Account” on the online service menu.
1
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Guide to Manage Service Agent

1
Then select “Manage Service Agent” from 

the sub-menu. 
1
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Guide to Manage Service Agent

After that, you will see the list of service agents of the 

BTP Business.

1 To switch to a different Business for 

managing its Service Agent(s), click “Select 

BTP Business”.

1

2

3

To add new service agents, click “Add 

Service Agent”.
2

To view the details of the assigned agent, 

click a particular Service Agent record on 

the page.

3
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Guide to Manage Service Agent

After clicking a particular record, you will see the BTP 

Business Details, Service Agent Details and Appointed 

Role(s) & Service(s). 

1

You can click “Edit” to change the Service 

Agent and the Appointed Role(s) & 

Service(s), if necessary. 

1

2

You can also click “Remove” to delete this 

Service Agent record. 
2
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Guide to Manage Service Agent

In the “Appointed Role(s) & Service(s)” section, if the relevant box is checked, 

the right of access to that online service(s) is assigned to that Service Agent, who 

is authorized to act on behalf of the BTP Business in relation to that service 

matter. You may uncheck the box to remove the assigned service(s). Enter the 

reference number for the service matter (if available now). 

3

1

1

Click “Confirm” to proceed.

2

Please note that the “Company Secretary” part will appear in the case of 

“Corporation” only. For Unincorporated BTP businesses, you will NOT see 

“Company Secretary” part in this section. 

To change to another service agent, enter new Business Registration Number 

(BRN) and Branch Number. Input of Branch Number is optional. Then click 

“Search”, the business name corresponding to the entered BRN and Branch 

Number will then be extracted from IRD's records. If the name show is incorrect, 

check whether the entered BRN and Branch Number are correct or not. Any 

update made to the Service Agent will replace the existing record. 

3

2
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Guide to Manage Service Agent

In the “Appointed Role(s) & Service(s)” section, the following service agents

related to Pillar Two Matters are available for selection:

Please note that the “Person managing the non-corporate Part 4AA Entity (for

handling Pillar Two Matters only)” part will only appear in the case if the BTP

business is not a corporation. For Corporation, you will NOT see “Person

managing the non-corporate Part 4AA Entity (for handling Pillar Two Matters

only)” part in this section.
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Type of Service Agent Services can be assigned

Tax Representative Pillar Two Matters

Service Provider Filing of Top-up Tax Notification /

Return

Person managing the non-corporate 

Part 4AA Entity (for handling Pillar 

Two Matters only)

Pillar Two Matters
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Guide to Manage Service Agent

The Service Agent Details has been updated.

1

Click “Continue” to view the latest record.1
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Guide to Manage Service Agent

Now, we demonstrate how to remove a Service Agent.

1

Click “Remove”.1
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Guide to Manage Service Agent

To remove service agent

1
Click “Yes” to proceed to the next step. 

Otherwise, click “No”.
1

If the service agent is removed, all related services 

matters will be deleted. 

In this case, both Tax Representative - Profits Tax 

Matters and Service Provider - Filing of Profits Tax 

Return will be removed. 

If you only want to remove one service matter, 

please use the “Edit” function.
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Guide to Manage Service Agent

The Service Agent has been removed.

1

Click “Continue” to view the latest record.1
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Guide to Manage Service Agent

Now, we demonstrate how to add a Service Agent.

1

Click “Add Service Agent”.1
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Guide to Manage Service Agent

To add a service agent, the process is basically the 

same as the previously mentioned process of editing the 

details of a service agent, which includes entering the 

Business Registration Number and Branch Number, and 

checking the box(es) for Appointed Role(s) & Service(s).

Please note that this appointment will supersede any 

existing appointments for the services selected.

3

Enter BRN & Branch Number, then click 

“Search”.
1

1

2

Check the box(es).2

Click “Confirm” to proceed.3

18



Business Tax Portal

Guide to Manage Service Agent

Upon completion of the updating process, 

acknowledgement will be displayed. 

3

Click “Print” if you wish to print the 

acknowledgement.
1

2
1

Click “Save” if you wish to save the 

acknowledgement.
2

Click “Continue” to view the latest Service 

Agent records. 
3
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Guide to Manage Service Agent

1

After clicking the “Select BTP Business”, 

you will be redirect to the BTP Business List 

to select another BTP Business. 

1
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Guide to Manage Service Agent

1

Click “Continue” to switch to that business.1
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