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How to authorize your staff and external tax agents to act on your behalf

Authorise staff to tax
types using their TIN

Loginto e- Request Activate Authorise staff fo tax
services staff IDs staff IDs types using staff IDs

Online

Authorise tax agent
to tax types

Two types of users can transact on behalf of your company: staff in your company, or registered tax agents

To authorise your staff to fransact on behalf of the company, refer A. Authorize vour staff [ Page 1 |

tfo

To authorise a tax agent to transact on behalf of the company, B. Authorize a tax agent

refer to

To request for staff IDs (SSIDs) which can be used by your staff to C. Request for staff IDs

fransact on your behalf, refer to

To activate the staff IDs (SSIDs), refer to D. Activate staff IDs
If you need help, refer to | E.Help options |

A. Authorize your staff

0 Access www.ird.gov.lk/ and select e-Services = Access fo e-Services from the top menu

About Us Type of Taxes Units & Services Useful Information Publications Downloads Repoft Tax Evasion

Home :: e-Services :: Access to e-Services

Access to e-Services ® Overview and Quick
Guides
# Registration

# Filing of return

You, or people you authorize, can log in and use different e-Services for registering, filing your returns, checking your tax
balance and transaction history, paying taxes, requesting a refund, lodging an appeal or an objection, or requesting for a
clearance certificate.

To be able to use the e-Services, you will need to be a registered Taxpayer with a Taxpayer Identification Number (TIN), @ Access to e-Services

and register for e-Services to request for a Personal Identification Number (PIN). You can do these below.

¢ Forms

4 Help options
& Taxpayer Services
Unit
¢ Call Centre

3 < & Track Call Centre
Click on PIN Reguest : To request a PIN to be able to use the e-Services Query

e ¢ Enhanced Tax Portal
1

Click on[Aughorisatian of Staff/Tax Agent] To authorise staff/Tax agent to act on your behalf for tax matters

Click on Taxpayer Registration : To register as a Taxpayer and obtain your TIN

e Click Authorisation of Staff/Tax Agent



http://www.ird.gov.lk/

Sri Lanka Inland Revenue

-Companies - How to authorize staff and
external tax agents to act on your behalf-

1 am logging in to authorise staff/tax agent

O—% My Company Tax Reference Number <Selectaval. » ]
074 IRD PIN ]

e : o ‘_',5';. o - “ Enter the text shown left
2 ,J . ! :: : .‘5:._3_‘_
Hefresh o

o | Legin Reset Cancel

0 Enter your company's Tax Reference Number. This will be your company TIN number
° Enter your PIN. If you do not have a PIN, refer to the quick guide “"How to obtain a PIN to use IRD e-services”
o Enter the text on the image shown on the left

@ Ciick Login

< Objection Payment Refund Taxpayer Registration Authorisation Correspondence Tax Agent Registration

o l # Create Staff Authorisation
@ Request SSID

‘ ¢ Change Staff Password

1
# Create Tax Agent Authorisation

# Authorize Staff for Client

4 View Authorisation

o Select Authorization 2 Create Staff Authorization from the top menu

To authorise staff

Please enter the detail of the staff who you intend to authorise then click <Search>
Main Menu Search I Cancel

eiH* Staff reference no. «Select a values v ]
o If your staff is a registered individual taxpayer, choose TIN and enter his/her TIN number

If your staff do not have a TIN, you may request for a staff ID (SSID) that he/she can use o fransact on your behalf.

Refer to C. Request for staff IDs to request for a SSID. If you have received the SSID, choose SSID and
enter the SSID number here

o Click Search
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Authorise Staff

List of services to authorise

ﬂ Income fax

G Date effective from ‘ Date effective to Role

@7 © (2015-11-06 &) (20151128 @) (eerover ']iG

B value added tax

Date effective from Date effective to Role

LH—©) APPROVER v

Main Menu Save Cancel

@ For each tax type that you will like the staff to act on your behalf, tick on the corresponding checkbox

@ sclect the start date (Date effective from)
Select the end date (Date effective to) when the staff will no longer be able to transact on behalf of the company
for this tax type. Leave the end date blank if there is no intention to set a date when the staff can no longer
fransact on behalf of the company for this tax type

® select the role

- Preparer: the staff is able to prepare the tax submission and to save as draft. However, the staff is not authorized
to submit to IRD. Another staff with the “Approver” role must login to submit to IRD
- Approver: the staff is able to prepare the tax submission and to submit to IRD

m Click Save

Taxpayer reference no. TIN 608178783

Name of taxpayer Acme Pte Ltd

TRANSACTION DETAIL

Staff reference no. Tax type Date effective from Date effective to
TIN 227012510 Income tax 2015-11-09 2015-11-28
TIN 227012510 Value added tax 2015-11-09 2015-11-28

@—[ Acknowledgement no. 278]

Transaction  Authorise staff

Date/Time 2015-11-0502:14:43 PM
Your updates to authorisation record(s) has been processed successfully
Main Menu

You will receive a summary of the activations and a confirmation of your authorization request. Take note of the
Acknowledgement number in case you need to follow up with IRD on your request
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B. Authorize a tax agent

< Objection Payment Refund Taxpayer Registration Authorisation Correspondence Tax Agent Registration

+ Create Staff Authorisation
# Request SSID
+ Change Staff Password

@ L 4 Create Tax Agent Authorisation J
4 Authorize Staff for Client

+ View Authorisation

@ Select Authorization 2 Create Tax Agent Authorization from the top menu

To authorise tax agent

Please enter the detail of the tax agent whom you intend to authorise then click <Search>. To view the list of authorised tax agents. Please dlick here.

07{ * Tax agent reference No. TIN v ]

Search Clear Go to Main Menu

Q Enter the Tax agent reference no. (Tax agent’s TIN number)

@ Click Search

Authorise tax agent

List of services to authorise
B nNation building tax

0
@ * Date effective from ‘ Date effective to * Role

O @ (2016-06-12 @) (20161231 @) [ PREPARER v

=

— @

Save Cancel Go to Main Menu
| 123

m For each tax type that you will like the tax agent to act on your behalf, tick on the corresponding checkbox

@ Select the start date (Date effective from)

Select the end date (Dafe effective to) when the tax agent will no longer be able to transact on behalf of the
company for this tax type. Leave the end date blank if there is no intention to set a date when the tax agent can
no longer transact on behalf of the company for this tax type

@ For fax agents, they can only be assigned the Preparer Role. This means that the tax agent is able to prepare the
tax submission and to save as draft. However, the tax agent is not authorized to submit fo IRD on your behalf

€D Click save
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Taxpayer reference no. TIN 608178783

Name of taxpayer ACME Pte Ltd

TRANSACTION DETAIL

Tax agent reference no. Tax type Date effective from Date effective to

646871271 Income tax 2015-11-09 2015-11-28
Pay-as-you-earn 2015-11-09 2015-11-28
Value added tax 2015-11-09 2015-11-28

@7% Acknowledgement no. 279]

Transaction Authorise Tax Agent

Date/Time 2015-11-05 02:45:55 PM

Your updates to authorisation record(s) has been processed successfully

Main Menu

You will receive a summary of the activations and a confirmation of your authorization request. Take note of the
Acknowledgement number in case you need to follow up with IRD on your request
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C. Request for staff IDs

Companies may request up to a maximum of 20 staff IDs (SSIDs)

< Objection Payment Refund Taxpayer Registration Authorisation Correspondence Tax Agent Registration

+ Create Staff Authorisation

@ + R SSID

# Change Staff Password

+ Create Tax Agent Authorisation ‘

+ Authorize Staff for Client

+ View Authorisation

@ Select Authorisation 2 Request SSID from the top menu

Request for Staff Authorisaation ID{S5ID)

Please note that the authority will issue up to 20 SSIDs to each organisation, you will enly be able to make a new request after the authority had

proceessed all outstanding requests which you had made earlier.
Main Menu Submit Cancel

Qi{lﬁlease select the number of SSID required (max 20) ‘]

@ Enter the number of staff IDs (SSIDs) that you need (maximum 20)

€D Click submit

Name of taxpayer TIN608178783

TRANSACTION DETAIL

®7ﬁ.ﬂcknowledgement no. 277 ]

Transaction Request for SSID

Date/Time 2015-11-05 09:56:09 AM

our request for SSID has been successfully submitted. The SSID notice will be mailed to the address registered with the authority within 7 - 14 working days.

Main Menu

You will receive a confirmation of your request. Take note of the acknowledgement number in case you need
to follow-up with IRD on your request

@ Within 7 to 14 working days, you will receive a letter notice from IRD containing the staff IDs.
Take note that these staff IDs can only be used after you activate them. Refer to D. Activate staff IDs
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D. Activate staff IDs

< Objection Payment Refund Taxpayer Registration Authorisation Correspondence Tax Agent Registration

# Create Staff Authorisation
# Request SSID
@ # Change Staff Password

& Create Tax Agent Authorisation

# Authorize Staff for Client

# View Authorisation

@ Select Authorisation 2 Change Staff Password from the top menu

Change of SSID password

Please utilise this service to change the password for the SSID

674 * please enter SSID | SSID - ]
@7 * NIC of Employee who ]
has been assigned SSID @

Main Menu Issue Cancel

@ Enter the SSID number
@ Enter the NIC of the employee who will be assigned the SSID number

@ Click Issue

e 7

Taxpayer reference No. TIN 480591100
Name of taxpayer MENDISW ML
TRANSACTION DETAIL
Acknowledgement No. 5496
Transaction  SSID password administration

Date/Time 2016-06-12 11:46:55 AM

New password below has been issued. Please log in with new password before the password expires in 45 days time.

1D . 103948
@7 ew password : 55312644382545] @

Print Go to Main Menu

@ The password for the SSID will be displayed and the SSID activated

€D Click Print to print a copy for your reference. To activate other SSIDs, repeat steps 31 - 34

@ After activation, you will need to authorize this staff ID to act on behalf of your company. Refer to [ N0 17

your staff

If you forgot the password for a SSID, you can repeat steps 30 to 34 to reissue a new password
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E. Help options

placed on them

=3 Qualifying conditions for filling VAT Return

1. I=s output tax schedule applicable @

@ Online help prompts: The blue icons next to some fields show additional information when the mouse is

2. Is input tax applicable &

3. Are imports applicable @

4, Are credit/ debit notes applicable @

5. Is unabsorbed input tax as at 31.12.2010 available @&

Walk in to the Taxpayer Services Unit- Monday to Friday 8:30 am to 4:00 pm (except public holidays)

The TPS unit can help you with:
* Registration as a Taxpayer and issuing of Taxpayer Identification Number (TIN)
* Registration for tax types

. Upc;lo’ring of Taxpayer p(gfile' . Taxpayer Services Unit

+ Issuing of Personal Identification Number (PIN) to use e-Services INLAND REVENUE DEPARTMENT
» Issuing of Clearance certificate 9 SIR CHITTAMPALAM A GARDINER
» Advice on tax responsibilities and obligations MAWATHA,

« Collection of returns and supporting documents COLOMBO 02

Call Center- Monday to Friday 9:00 am to 7:00 pm, Saturday 9:00 am to 1:00 pm

Select language:

@ sinhala @ Tamil © English
[ 1 = ] Call Center
(1] Unregistered (2] Registered © Other Registered ] 944
Persons Individual Taxpayer Taxpayer
Unregistered Registered v
Enter TIN
Sele:ﬁ oplion
® General Information @ Tax Matters © suggestions &
Complains

General Tax Complaints

Information Related
Select question type Select function Select option
Select FAQ or @ Registration 0 Collections (1] Repor‘r_TGx Avoidance
speak to the Call @ Returns @ Refunds & EVGS_'C’”
Center agent © Tax Payments © Issuing Directions @ Technicallssues

O Assessments © Others © Others

O Appedls & Objections

}

Select tax type
® IncomeTax © NBT on Financial Services
@ VAT & SVAT ® PAYE & Withholding Tax
© VAT on FinancialServices @ Stamp Duty
@ NBT & ESC ©® Other Taxes

!

Vo 11



