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Getting Started

This document will guide you through the process of 

managing TRP Client for BTP Administrator and TRP 

Team Lead. 

Click “Manage TRP Teams” to get start.

BTP Administrator

If you are a BTP Administrator of a registered TRP 

business, you can manage the client(s) for the TRP 

business. 
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BTP Administrator

Terms and Conditions

The Terms and Conditions for use of the Tax 

Representative Portal will be displayed for agreement.

Click the “I read & accept” to proceed.1
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Reminder: Authentication of Your Identity 

After clicking “Continue”, you will be redirected to 

Business Tax Portal (BTP) to authenticate your identity. 

BTP Administrator

Click the “Continue” to proceed.1
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Authentication of Your Identity with BTP

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. 

BTP Administrator

Enter your “BTP Username” and 

“Password”.

1

Click the “Login” button to proceed.2
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BTP Administrator

Click the “Engage Client” to proceed.

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

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

to create at least one TRP Team.

1
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TRP Team Lead

If you are a TRP Team Lead, you can manage the 

client(s) engagement to the TRP Team(s) under your 

purview.

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. 

Enter your “TRP Username” and 

“Password”.

1

Click the “Login” button to proceed.2
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1 TRP Team Lead

After login to your TRP User Account,

Click the “Manage Clients” to proceed.1
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TRP Team Lead

1
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Your client(s) can appoint you as “Service Agent” for the 

relevant tax matters in your client’s Individual Tax Portal 

(ITP) or Business Tax Portal (BTP); or inform IRD of 

your appointment as tax representative.

You can engage your client(s) 

Engage Client

By Bulk Upload Function

By Online Input

1

2
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1

2

For Bulk Upload Function, you have to prepare a valid 

file in “.csv” (common separated value) format with the 

information of:

• Client Identification Number – such as your client’s 

Business Registration Number or Hong Kong Identity 

Card Number.

• Team Name – the designated TRP Team.

Turn on the radio button of “Bulk Upload 
Function”.

Click “Browse” to upload the CSV file. A file 
dialog box will then be prompted. Select the 
“.csv” file for upload and click ‘Open’ to 
proceed.

Engage Client – Bulk Upload Function

Click “Continue” to proceed.3

2
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1

Click “Continue” to view the latest Client List.

1

Engage Client – Bulk Upload Function

Details of the successful engaged client(s) and the 

details of the client(s) that cannot be engaged will be 

shown in the acknowledgement page. You can “Print” or 

“Save” a copy of this acknowledgement page.

If client(s) cannot be engaged, you can download the 

reject report, which is in ‘csv’ file format.

2

Click “Download Rejection Report” to view 

the details.
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1

2

3

1
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Engage Client – Online Input

For Online Input, you have to 

• Enter Client Identification Number – such as your 

client’s Business Registration Number or Hong Kong 

Identity Card Number.

• Select Team Name – the designated TRP Team.

Please note that, if you are the Team Lead of one TRP 

Team only, you are not required to select the Team 

Name.

Turn on the radio button of “Bulk Upload 
Function”.

Enter “Client Identification Number” and 
click “Check”.

Click “Continue” to proceed.
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Engage Client – Online Input

Details of the successful engaged client(s) and the 

details of the client(s) that cannot be engaged will be 

shown in the acknowledgement page. You can ‘Print’ or 

‘Save’ a copy of this acknowledgement page.

If client(s) cannot be engaged, you can download the 

reject report, which is in ‘csv’ file format.

Click “Download Rejection Report” to view 

the details.

Click “Continue” to view the latest Client List.
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Engage Client

The Client List in the TRP Team has been updated. 

The “Appointed Services” shows the scope of service(s) 

assigned to the TRP Team within the service(s) 

appointed by the designated client.

1

1 Click the record of a particular client, and 

you will be redirected to another page to 

see the Client Details.
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Client Details

For the same client, it can be engaged by only one TRP 

Team of the TRP business for an appointed service.

If you need to remove the client from current assigned 

TRP Team, click “Remove Client from the Team”.

Click “Remove Client from the Team” to 

remove client from current TRP Team.
1
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Remove Client from TRP Team

A confirmation pop up box will be prompted, you can 

click “Yes” to proceed.

1
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Remove Client from TRP Team

You have successfully removed the client from the TRP 

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

acknowledgement.

1
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Remove Client from TRP Team

The Client List of the TRP Team has been updated.
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Disengagement of Clients

You are reminded that once the disengagement has 

been updated, you cannot engage this client again, 

unless the client has re-appointed you as the service 

agent.

1
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Click “Confirm”.

1

2

Disengagement of Clients

A pop up “Select the terminated service(s) with this 

client” will be prompted.

1

2
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Disengagement of Clients

A confirmation pop up box will be prompted, you can 

click “Yes” to proceed.

1
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Disengagement of Clients

You have successfully terminated the service(s) 

provided to the client. You can choose to “Print” to 

“Save” this acknowledgement. 

1
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Disengagement of Clients

The Client List in the TRP Team has been updated. You 

can continue to manage the client(s) for the TRP 

business.
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