
Manage TRP Team

(for BTP Administrator and 

Team Lead)



Platform for eTax

This document will guide you through the process of 

managing TRP Team for BTP Administrator and TRP 

Team Lead. 
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Click “Manage TRP Teams” to get start.

Getting Started
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BTP Administrator

If you are a BTP Administrator of a registered TRP

Business, you can create or edit or remove TRP Team(s)

details. You can also add or remove the team

member(s) of the TRP Team(s).
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Click the “I read & accept” to proceed.

Terms and Conditions
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1

The Terms and Conditions for use of the Tax 

Representative Portal will be displayed for agreement.

BTP Administrator

Tax Representative Portal
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Click the “Continue” to proceed.

Reminder: Authentication of Your Identity 
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After clicking “Continue”, you will be redirected to 

Business Tax Portal (BTP) to authenticate your identity. 

BTP Administrator

1

Tax Representative Portal
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For authentication, please login to your BTP User 

Account with iAM Smart or enter your BTP Username 

and Password.

Please note that your TRP User Account is also your 

BTP User Account. If you have registered as a TRP 

User Account holder, you can enter your TRP Username 

and Password for authentication.

Enter your “BTP Username” and “Password”.

BTP Administrator

1

2

Click the “Login” button to proceed.

1

2

Tax Representative Portal
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To create TRP Team, you can click “Create New Team”.

Please note that before your can engage client(s) and 

perform TRP services for your client(s), you are required 

to create at least one TRP Team.

Click the “Create New Team” to proceed.1
1

BTP Administrator

Tax Representative Portal
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Enter Team Name and TRP Username of Team Lead, then 

click “Check”.  Full Name and Other Name corresponding to 

the entered Username will then be shown.  If the Team 

Lead's name is incorrect, check whether the entered 

Username is correct or not.  To enable the appointment, the 

TRP Team Lead must first possess the TRP User Account 

and provide the serving Business under his/her TRP User 

Account Profile.

You are also required to select the scope of service(s) to be 

performed by the team by clicking the corresponding 

checkbox(es).

Enter Team Name and TRP Username of 

Team Lead, then click “Check”.
1

Click the “Confirm” to proceed.2

1

2

BTP Administrator

Manage TRP Teams
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Congratulations, you have successfully created a TRP 

Team and is ready for performing services for your 

client(s).   You can choose to “Print” or “Save” a copy of 

this acknowledgement. 

Click “Continue” to view the latest Team 

Details.
1

1

BTP Administrator

Tax Representative Portal
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After clicking “Continue”, Team Details of the newly 

created team will be displayed.

You can now “Manage Team Members” “Manage 

Clients”, “Edit Team Details” and/or “Remove Team” 

here.

To add Team Member to the newly created TRP Team, 

click “Manage Team Members”.

Click “Manage Team Members” to proceed.1

1

BTP Administrator

Tax Representative Portal
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Click “Add New Team Member” to proceed.1

1

BTP Administrator

Tax Representative Portal
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Enter the new Team Member's TRP Username and click 

“Check”.  Full Name and Other Name corresponding to 

the entered Username will then be shown.  If the Team 

Member's name shown is incorrect, check whether the 

entered Username is correct or not.  To enable the 

appointment, the TRP Team Member must first possess 

the TRP User Account and provide the serving Business 

under his/her TRP User Account Profile.

Enter the new Team Member's TRP 

Username and click “Check”.
1

1

2

Click “Confirm” to proceed.2

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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You have successfully added the Team Member to the 

TRP Team.  Now, your Team Member can perform TRP 

services.  You can choose to 'Print' or 'Save' a copy of 

this acknowledgement. 

Click “Continue” to view the latest Team 

Details.
1

1

BTP Administrator

Tax Representative Portal



Platform for eTax

13

Guide to Manage TRP Team (for BTP Administrator and Team Lead)

The TRP Team Details have been updated. 

If you need to remove the TRP Team 

Member from TRP Team, click “Manage 

Team Members” to proceed.

1

1

BTP Administrator

Manage TRP Teams
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Click “Remove” to remove the Team 

Member from the TRP Team.
1

1

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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Click “Remove” to remove the Team 

Member from the TRP Team.
1

BTP Administrator

Manage TRP Teams

Tax Representative Portal

1
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You have successfully removed the Team Member from 

the TRP Team. You can choose to “Print” or “Save” a 

copy of this acknowledgement. 

Click “Continue” to view the latest Team 

Details.
1

1

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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The TRP Team Details has been updated. 

If you need to edit the TRP Team Details, 

click “Edit Team Details” to proceed.
1

1

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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You can “Replace Team Lead” or “Edit Team Name 

and/or Scope of Services”. 

Click the radio button and enter the required 

information. 
11

2

After entering the information, click “Confirm”

to proceed.
2

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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You have successfully updated the TRP Team details. 

You can choose to “Print” or “Save” a copy of this 

acknowledgement.

Click “Continue” to view the latest Team 

Details.
1

1

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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The TRP Team Details has been updated. 

If you need to remove the TRP Team that is no longer in 

service, click “Remove Team” to proceed. 

Please note that the TRP Team could only be removed 

when the team has no client engagement.

Click “Remove Team” to proceed.1

1

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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After clicking “Remove Team”, a pop up confirmation 

box will be prompted.

Click “Confirm” to proceed.1

BTP Administrator

Manage TRP Teams

1

Tax Representative Portal
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You have successfully removed the TRP Team. You can 

choose to “Print” or “Save” a copy of this 

acknowledgement. 

Click “Continue” to view the latest Team 

Details.
1

1

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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You can view all TRP Team(s) of a TRP business.

To view all TRP Team(s), click “Select TRP 

Team”. 
1

1

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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You can continue “Create New Team” or “Engage 

Client”.  You can also click a particular TRP Team record 

to view the TRP Team details and manage the TRP 

Team.

BTP Administrator

Manage TRP Teams

Tax Representative Portal
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If you are a TRP Team Lead, you can 'Add' or 'Remove' 

the TRP Team Member(s) of your TRP Team(s). 

To start, please login to your TRP User Account with iAM

Smart or enter TRP Username and Password.

Please note that your TRP User Account is also your BTP 

User Account. If you have registered as a BTP User 

Account holder, you can enter your BTP Username and 

Password for authentication. 

TRP Team Lead

Manage Team Members

Enter your “TRP Username” and “Password”.

Click the “Login” button to proceed.

1

2

1

2

Tax Representative Portal
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After login to your TRP User Account.

Click “Manage Team Members”.1

1

TRP Team Lead

Manage Team Members

Tax Representative Portal
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All the TRP Teams you lead will be listed out in this 

page. Please noted that if you are the Team Lead of one 

TRP Team only, you will not see this page and will be 

redirected to Team Members Details direct. 

Click a particular TRP Team record from the list to enter 

into the Team Members Details.

TRP Team Lead

Manage Team Members

Tax Representative Portal
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To add new TRP Team Member.

Click “Add New Team Member” to proceed.1

1

TRP Team Lead

Manage Team Members

Tax Representative Portal
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Enter the new Team Member's TRP Username and click 

“Check”. Full Name and Other Name corresponding to 

the entered Username will then be shown. If the Team 

Member's name shown is incorrect, check whether the 

entered Username is correct or not. To enable the 

appointment, the TRP Team Member must first possess 

the TRP User Account and provide the serving Business 

under his/her TRP User Account Profile. 

Enter the new Team Member's TRP 

Username and click “Check”.
1

1

2

Click “Confirm” to proceed.2

TRP Team Lead

Manage Team Members

Tax Representative Portal
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You have successfully added the team member to the 

TRP team. You can choose to “Print” or 'Save' a copy of 

this acknowledgement.

Click “Continue” to view the latest Team 

Details.
1

1

TRP Team Lead

Manage Team Members

Tax Representative Portal
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Your New Team Member had been added to the TRP 

Team. The 'No. of Team Members' has been updated.

If you want to remove any team members, click a 

particular “TRP Team” from the list to enter into the 

Team Members Details.

TRP Team Lead

Manage Team Members

Tax Representative Portal
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1

Click “Remove” to remove a team member 

from the TRP Team.
1

TRP Team Lead

Manage Team Members

You can remove the Team Member from the TRP Team.

Tax Representative Portal



Platform for eTax

33

Guide to Manage TRP Team (for BTP Administrator and Team Lead)

A pop up confirmation box will be prompted.

Click “Confirm” to proceed.1

TRP Team Lead

Manage Team Members

Tax Representative Portal

1
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You have successfully removed the TRP Team. You can 

choose to “Print” or “Save” a copy this 

acknowledgement.

Click “Continue” to view the latest Team 

Details.
1

1

TRP Team Lead

Manage Team Members

Tax Representative Portal




