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» 7 Getting Started

Welcome to

s oy o1 This document will guide you through the process
— of managing BTP administrator or authorized
user such as how to view, add and remove the
BTP Administrator(s) and BTP Authorized User(s)
and to update user details and appointed
mmem——v g - services for existing BTP Administrator(s) and/or
—— N BTP Authorized User(s).

There are two methods to log in:

Business Tax Portal provides you with

® >
@@  mproved workefficiency 7

Login via IAM Smatrt.

Enter your username and password.

This guide will demonstrate the Login via
IAM Smart.
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n IAM Smart @ english

Log in with iAM Smart :
1. Please open iAM Smart App in your mobile

2. Tap the scan button in iAM Smart App

Login via iIAM Smart

3. Scan the QR Code

Use the IAM Smart App in your mobile to
scan the QR Code to log in with iAM Smart.

B3 av smart @ enaion

Login Success.

Log in with iAM Smart :

1. Please open iAM Smart App in your mobile

2. Tap the scan button in iAM Smart App
£ Scan OR Code 2
3. Scan the QR Code
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Hello TAXPAYER A

© SC-869-0301

Number or Business Name

“\ 1
E = Select BTP Business
\

N

\ Search Business Registrat

: I Business Registration Number 1|

TAXPAYERA & Eng|% TextSize [+ Logout

Business Name 1} Your Role 1}

99999995

N\

TAXPAYER A COMPANY LIMITED BTP Administrator

\ 99999997

99999996

TAXPAYER A COMPANY BTP Administrator

. \ 99999994 (Pending)

TAXPAYER C COMPANY LIMITED BTP Authorized User
99999998 TAXPAYER B COMPANY LIMITED BTP Administrator
TAXPAYER A COMPANY LIMITED BTP Administrator

S

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 BTP Administrator / Authorized User” function.

Select a “BTP Business” with BTP
Administrator Role
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s—m‘-‘"

- S i e i TAXPAYER A
GOVHK &&E BUF—ihiE &m & Eng|% TextSize & Logout

TAXPAYER A COMPANY LIMITED

User Profile | Select BTP Business /

Hello TAXPAYER A
© SC-869-0001
BTP Business Name: TAXPAYER A COMPANY LIMITED (BRN:99999995)

Role: BTP Administrator

= Online Services

A% Manage BTP Business Account ‘ #® Pprofits Tax Matters

B ) Property Tax Matters ‘ ‘ d'.' Business Registration Matters

=0 Employer's Matters ‘

7 Stamp Duty

L-‘ Certificate of Resident Status ‘ ‘ s ) Purchase of Tax Reserve Certificate

& AEOI Portal ‘

™~ Message Box

?  Make a Request / Reply ‘

Select “Manage BTP Business Account”.

'+

Inland Revenue Department

_ A
The Government of the Hong Kong Special Administrative Region | £, 77)
of the People's Republic of China G

 eTAX



. Business Tax Portal

Guide to Manage BTP Administrator / Authorized User

m TAXPAYER A
TAXPAYER A COMPANY LIMITED

GOVHK & # B AT — &1l & Eng|% TextSize (+ Logout

A8 p Ll
Hello TAXPAYER A

Q sc

Manage BTP Business Account L

‘ Manage BTP Administrator / Authorized User

‘ Manage Service Agent

Select “Manage BTP

| s Administrator/Authorized User” from the
AT N . menu.

‘ Request for Cancellation of BTP Business Account
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e — o conn PR & ol Toasize € Lo After that, you will see the list of BTP Administrators and BTP
Authorized Users of the BTP Business.

Manage BTP Administrator / Authorized User ® Quit
o BTP Administrator is given right to access all online services while
BTP Authorized Users can access the online services assigned
= BTP Business by the BTP Administrators.
NGO You can select a specific BTP Administrator or BTP
qﬁ Authorized User record to view his/her details.
= BTP Administrator(s) (2) @
Click “Add BTP Administrator” or “Add BTP
|BTPU5ERNAME01 TAXPAYER A USER A OTHER NAME Company Secret - Authorized User” to add user(s) to the business
BTPUSERNAMEO2 TAXPAYER B USER B OTHER NAME Director Remove aCCO u nt'

(Each BTP Business can appoint no more than five BTP
Administrators while the number of BTP authorized users is unlimited.)

= BTP Authorized User(s) (2)

Q Search Username, Full Name, Other Name or Designation
Username T Full Name T} Other Name 1 Designation 1}

BTPUSERNAMEQS TAXPAYER D USER D OTHER NAME Manager

Click “Remove” to delete any existing BTP
Administrator or BTP Authorized User.

By clicking “Select BTP Business”, you can
switch to another Business to manage its BTP
Administrator(s) and Authorized User(s).

BTPUSERNAMEO3 TAXPAYER C USER C OTHER NAME Manager Profits Tax Matters Remove

Displaying 2 out of a total of 2 records
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GoVHKBEREA—i4E @

TAXPAYER A COMPANY LIMITED

Manage BTP Administrator / Authorized User

D SC-869-0503

= BTP Business

Business Registration Number:

= User Details

Username:

Full Name:

Other Name:

99999995

TAXPAYER A COMPANY LIMITED

BTPUSERNAMEO2

TAXPAYER B

USER B OTHER NAME

Director

BTP Administrator

& Logout

After clicking a particular BTP Administrator record, you
will see the BTP Business Details and User Details of
the BTP Administrator.

Click “Remove” to delete the user if
necessary.

Click “Edit” to change the “Designation” if
necessary.
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GovHKEBEF—1 @ TAXPAYER A COMPANY LIWITED 2 E191 % Ten S - Logu Now, we demonstrate how to edit.

Manage BTP Administrator / Authorized User ® Quit After C”Cking “Edit” yOU can Change the User'S
designation.

= BTP Business

Business Registration Number. 99999995 Se I ect th e new i D es I g n atl on ”» .

Business Name: TAXPAYER A COMPANY LIMITED

Click “Confirm”.

= User Details

Full Name: TAXPAYER B

Other Name: USER B OTHER NAME

Designation: Company Secrelary ~
Role: BTP Administrator
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TAXPAYER A

B BT P B Eng|® TexiSize [ Logout
SRR & TAXPAYER A COMPANY LIMITED 9| Ted Siz he

Manage BTP Administrator / Authorized User & ouit Upon C0mp|eti0n Of the updating prOCeSS,
acknowledgement will be displayed.

Acknowledgement
Click “Print” if you wish to print the
Transaction DabeTime: 17 Apr 2025 10:33.28 aC kn OWIedgement-

Business Name: TAXPAYER A COMPANY LIMITED

R Click “Save” if you wish to save the
UserDetis acknowledgement.

Usemame: BTPUSERNAMEDZ

Ful Hame: TAXPAYER B

Click “Continue” to view the latest BTP
S Administrator / Authorized User record.
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GoVHK&E#BF—E @

TAXPAYER A

TAXPAYER A COMPANY LIMITED

Manage BTP Administrator / Authorized User

O SC-869-0503

= BTP Business

Business Registration Number:

Business Name:

= User Details

Username:

Full Name:

Other Name:

Designation:

Role:

99999995

TAXPAYER A COMPANY LIMITED

BTPUSERNAMEO2

TAXPAYER B

USER B OTHER NAME

Company Secretary

BTP Administrator

2 Eng| % TextSize [ Logout

® Quit

=

Now, we demonstrate how to remove a BTP
Administrator.

You can click “Remove”.
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Otherwise, click “Back”.

Are you sure to remove this user?

To remove BTP Administrator, click
“Confirm” to proceed to the next step.

o Inland Revenue Department
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TAXPAYER A

> CEHBT—051E
GOVHKEEBBFA—i5E ¢ TAXPAYER A COMPANY LIMITED

B Eng| % TextSize [+ Logout

The BTP Administrator has been removed.
Manage BTP Administrator / Authorized User ® Quit

D SC-869-0506

Acknowledgement

BTPUSERNAMEOQ2 has been removed from the User List of TAXPAYER A COMPANY LIMITED. C | i Ck “ C O n ti n u e” to Vi eW th e I atest re CO rd Ll

Transaction Reference Number (TRN): 9999 9999 9999 9999

Transaction Date/Time: 1 Apr 2025 15:35:07

BTP Business Details

Business Name: TAXPAYER A COMPANY LIMITED

Business Registration Number: 99999995

User Details

Username: BTPUSERNAMEQ2
Full Name: TAXPAYER B

Other Name: USER B OTHER NAME
Role: BTP Administrator
Designation: Company Secretary

Print Save
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GoVHK BH#B—1i5il @

TAXPAYER A
TAXPAYER A COMPANY LIMITED

Manage BTP Administrator / Authorized User

D SC-869-0502

= BTP Business
Business Registration Number:

Business Name:

= BTP Administrator(s) (1) @

Username Full Name

BTPUSERNAMEQ1 TAXPAYER A

= BTP Authorized User(s) (2)

Q Search Username, Full Name, Other Name or Designation | Filter Appainted Service(s)

Username T} Full Name 1, Other Name Tl

& Eng|% Text Size

+ Logout

@ Quit

Select BTP Business

99999995

TAXPAYER A COMPANY LIMITED

Add BTP Administrator

Other Name Designation

USER A OTHER NAME Director

Add BTP Authorized User

Designation 11 Appointed Services

Maters )

of Resident Stalus )

BTPUSERNAMEOS TAXPAYER D USER D OTHER NAME Manager

egistration Matters )

amp DUty )

(Property Tax Matiers )

BTPUSERNAMEO3 TAXPAYER C USER C OTHER NAME Manager (_Profits Tax Matters

Displaying 2 out of a fotal of 2 records

Remove

Remove

Now, we demonstrate how to add a BTP Administrator.

You can click “Add BTP Administrator”.
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TAXPAYER A

oo TAXPAYER A COMPANY LIMiTED = ENg 1% TextSize [ Logout
To add BTP Administrator,
Manage BTP Administrator / Authorized User ® Quit
= BTP Business .
(" Enter the BTP Username and click

S h”
Business Name: TAXPAYER A COMPANY LIMITED ea rC .

= Enter Particulars of BTP Administrator

Username Search

Full Name and Other Name corresponding to the

entered BTP Username will then be extracted from
Sl IRD's records.

(' ] Inland Revenue Department /
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3 TAXPAYER A @ E . Toxt S & L "
” i 4 ext Size » Logol
fars TAXPAYER A COMPANY LIMITED 9l gou

If the Full Name and Other Name shown is incorrect,
check whether the entered Username is correct or not.

Manage BTP Administrator / Authorized User ® Quit

(=] €

To enable the appointment, the BTP Administrator must
TR first possess the BTP User Account and add your
business to the serving business list.

Business Name: TAXPAYER A COMPANY LIMITED

= Enter Particulars of BTP Administrator

G You can select the BTP Administrator's
designation in the Business from the drop-
Other Name: USER B OTHER NAME down IiSt.

Click “Confirm” to proceed to the next step.
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GOVHK EBEM—iiE @ TAxPAvFRA(:DMD.JS?TI:;EiQ © Eng|% TextSize (> Logout
The BTP Administrator has been added.
Manage BTP Administrator / Authorized User ® Quit
) SC-B69-0506
Acknowledgement . “ . ” .
BTPUSERNAMEO2 has been appointed as the BTP Administrator of TAXPAYER A COMPANY LIMITED. 1 C | I Ck C O n tl n u e to VI eW th e I atest re CO rd [l
Transaction Reference Number (TRN): 9999 9999 9009 9999
Transaction Date/Time: 27 Mar 2025 14:11:25

BTP Business Details

Business Name: TAXPAYER A COMPANY LIMITED

Business Registration Number: 99999995

User Details

Username: BTPUSERNAMEQ2
Full Name: TAXPAYER B

Other Name: USER B OTHER NAME
Role: BTP Administrator
Designation: Director

Print Save
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GOVHK & BB i

TAXPAYER A COMPANY LIMITED

Manage BTP Administrator / Authorized User

© 5C-868-0502

= BTP Business
Business Registration Number:

Business Name:

= BTP Administrator(s) (2) @

Username Full Name
BTPUSERNAMEOD1 TAXPAYER A
BTPUSERNAMEQ2 TAXPAYER B

= BTP Authorized User(s) (2)

Username 1| Full Name 1| Other Name 1]

99999995

TAXPAYER A

@ Quit

Select BTP Business

TAXPAYER A COMPANY LIMITED

Other Name

USER A OTHER NAME

USER B OTHER NAME

Designation 1

Add BTP Administrator

Designation

Director

Director Remove

Add BTP Authorized User

Appointed Services

Eng| % Text Size [+ Logout

BTPUSERNAMEOS TAXPAYER D USER D OTHER NAME Manager Remove
BTPUSERNAMEOD3 TAXPAYER C USER C OTHER NAME Manag fit T Rem
Displaying 2 out of a total of 2 record: G -

strator / Authorized User

Now, we demonstrate how to edit a BTP Authorized
User. The process is similar to that of editing a BTP
Administrator. For BTP Authorized User, you need to
specify the scope of appointed services.

Click a particular BTP Authorized User
record to start.

The Government of the Hong Kong Special Administrative Region

a Inland Revenue Department
of the People's Republic of China

7.
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TAXPAYER A

GoOVHK B BRAF—ikiE @ = % Text Size (& Logout
GOVHK&EBAF—1 (o) TAXPAYER A COMPANY LiMiTED = EM9! it Sizp 6 Logou

In this page, you will see the BTP Business Details,
User Details and Scope of Appointed Services of the
BTP Authorized User.

Manage BTP Administrator / Authorized User ® Quit
D SC-869-0503

= BTP Business

Business Registration Number: 99999995 Cl iCk 1 Ed it” to Change if necessary.

Business Name: TAXPAYER A COMPANY LIMITED

= User Details

Username: BTPUSERNAMEO3
Full Name: TAXPAYER C

Other Name: USER C OTHER NAME
Designation: Manager

Role: BTP Authorized User

= Appointed Services

Profits Tax Matters

Back

(' ] Inland Revenue Department /
The Government of the Hong Kong Special Administrative Region | £, 77)
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. N TAXPAYER A .
GovHK & & B fF—ikil {'@ TAXPAYER A COMPANY LiMiTep @ ENOIBE Text Size & Logout

Manage BTP Administrator / Authorized User ® Quit

© SC-869-0504

= BTP Business

Business Registration Number: 99999995

Select the new “Designation”.

Business Name: TAXPAYER A COMPANY LIMITED

S Check the box(es) to specify the new scope
I of services.

~ -

Other Name: USER C OTHER NAME
Designation: Manager
Role: BTP Authorized User

Click “Confirm”.

B

. = Appointed Services
‘ B Frofits Tax Matters

B Employer's Matter:

Certificate of Resident Status

‘.E ‘

Stamp Duty

(' ] Inland Revenue Department 2
The Government of the Hong Kong Special Administrative Region / it7)
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v 3% . TAXPAYER
GOVHK & # ] K |
OVHK & i BT 1 fi ol TAXPAYER A COMPANY LIMITED

Manage BTP Administrator / Authorized User

O SC-869-0506

Acknowledgement

User details of BTPUSERNAMEO03 has been updated.

Transaction Reference Number (TRN): 9999 9999 9999 9999

Transaction Date/Time: 27 Mar 2025 14:21:28

BTP Business Details

Business Name: TAXPAYER A COMPANY LIMITED
Business Registration Number: 99999995
User Details
Username: BTPUSERNAMEO3
Full Name: TAXPAYER C
Other Name: USER C OTHER NAME
Role. BTP Authorized User
Designation: Manager
Appointed Services: Employer's Matters

Business Registration Matters
Profits Tax Matters

A
© Eng|% TextSize

[+ Logout

® Quit

User details of BTP Authorized User has been updated.

Click “Continue” to view the latest record.
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o TAXPAYER A
&B IR
B "@ TAXPAYER A COMPANY LIMITED

Manage BTP Administrator / Authorized User

© SC-B69-0502

= BTP Business
Business Registration Number: 99999995

Business Name: TAXPAYER A COMPANY LIMITED

= BTP Administrator(s) (2) @

Usemame Full Name Other Name Designation
BTPUSERNAMED1 TAXPAYER A USER A OTHER NAME Director
BTPUSERNAMEOZ TAXPAYER B USER B OTHER NAME Director

= BTP Authorized User(s) (2)

Username 1] Full Name 1} Other Name 1] Daesi

BTPUSERNAMEOS TAXPAYER D USER D OTHER NAME Manager

BTPUSERNAME03 TAXPAYER C USER C OTHER NAME Manager

& Eng|% TextSize [ Logout

Select BTP Business

Add BTP Administrator

Remove |

Add BTP Authorized User

If you want to add a BTP Authorized User,
you can click “Add BTP Authorized User”.

If you want to remove a BTP Authorized
User, you can click “Remove”.

The processes of Add or Remove a BTP Authorized User
are similar to those of BTP Administrator. You can make
reference to previous pages.
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