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How to register as a tax agent

If you would like to register as a tax agent for the first time, refer to

If you would like to change your tax agent registration, refer to

If you would like to renew your tax agent status, refer to

If you would like to authorise staff for client, refer to

If you would like to view company authorisation, refer to

If you would like to view tax agent authorisation, refer to

If you need help, refer to   

A. Register as a Tax Agent

G. Help options

C. Renew Tax Agent status

A. Register as a Tax Agent

NOTE:  Only registered taxpayers may register as a Tax Agent. If you are not yet registered, please refer to the quick 

guide “How to register as a taxpayer”

1 Access www.ird.gov.lk and login to e-services. (Refer to the quick guide “How to login” for more details)

2 Select Tax Agent Registration ���� Tax Agent Registration Request from the top menu

2

3

4

Page 1

Page 6

Page 12

B. Change Tax Agent Registration Page 3

NOTE: Taxpayers currently not registered as Tax Agent can request with IRD to be an authorized Tax Agent. Only 

your authorised Staffs (Approver) can put up a request to IRD to register as a Tax Agent on your behalf.

D. Authorise Staff for Client Page 8

E. View Company Authorisation Page 10

F. View Tax Agent Authorisation Page 11
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Select the Type of tax agent from the list of values. This is mandatory field and type must be selected. 3

Select the Date qualification / certification obtained. This is mandatory when the Type of tax agent is one of 

the following values. It is not mandatory if the Type of tax agent is different from these values. Note that the 

date should not be a future date.

• Attorney-at-Law

• Chartered Accountant

• Member of the Sri Lanka Institute of Taxation

• Registered Auditor

4

Select the Country where qualification / certification obtained. This is mandatory field and country must be 

selected. 

5

6

Select the Sub Document Type and upload the document. This is mandatory field and all the supporting 

documents must be uploaded into the system by selecting the appropriate document type. IRD may 

reject the registration if the required documents not uploaded. 

6

7

Click on the Proceed button to review the registration details before submitting to IRD. 7

8

9

Taxpayer details.8

Tax agent registration request details.9

10

Supporting documents uploaded.10

4

5
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12

13

Click on the Submit button to submit the new tax agent registration request to IRD. 12

Click on the Amend button to go back to the previous page to change tax agent registration details. 13

Enter the Name of declarant. This is a mandatory input. 

Enter the Designation of the declarant.

Enter the Contact Number of declarant. This is a mandatory input. This will be used by IRD to contact 

should further information/details required.

11

14

15

You will receive an acknowledgement of your submission. Take note of the acknowledgement number in 
case you need to follow up with IRD on your registration .

14

Click Print to print a copy of this acknowledgement.15

B. Change Tax Agent Registration

NOTE: 
Only Taxpayers currently registered as Tax Agent can request with IRD to change the existing details. Otherwise, 

the system will show an appropriate message. 

1 Access www.ird.gov.lk and login to e-services. 

2

11
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2 Select Tax Agent Registration ���� Change Tax Agent Detail Request from the top menu.

3

4

The current Taxpayer details.3

The current authorized Tax agent’s registration details.4

5

6

7

8

Select the Type of tax agent from the list of values. This is mandatory field and type must be selected. 5

Select the Date qualification / certification obtained. This is mandatory when the Type of tax agent is one of 

the following values. It is not mandatory if the Type of tax agent is different from these values. Note that the 

date should not be a future date.

• Attorney-at-Law

• Chartered Accountant

• Member of the Sri Lanka Institute of Taxation

• Registered Auditor

6

Select the Country where qualification / certification obtained. This is mandatory field and country must be 

selected. 

7
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Select the Sub Document Type and upload the document. This is mandatory field and all the supporting 

documents must be uploaded into the system by selecting the appropriate document type. IRD may 

reject the registration if the required documents not uploaded. 

8

Click on the Proceed button to review the change tax agent registration details before submitting to IRD. 9

10

11

8

9

Taxpayer details.10

Current details of the authorized tax agent registration details.11

Supporting documents uploaded.13

12

The amended details of tax agent registration detail request.12

13
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14

15

Click on the Submit button to submit the change tax agent registration details request to IRD. 15

Enter the Name of declarant. This is a mandatory input. 

Enter the Designation of the declarant.

Enter the Contact Number of declarant. This is a mandatory input. This will be used by IRD to contact should 

further information/details required.

14

You will receive an acknowledgement of your submission. Take note of the acknowledgement number in 
case you need to follow up with IRD on your registration .

16

17

16

Click Print to print a copy of this acknowledgement.17

C. Renew Tax Agent Registration

NOTE: 
� Only Taxpayers currently registered as Tax Agent can request with IRD to change the existing details. 

Otherwise, the system will show an appropriate message. 

� IRD will send a reminder letter to the authorized Tax Agents to renew their registration once it is expired. Then 

the Tax Agents go online to submit a request to IRD to renew it.

1 Access www.ird.gov.lk and login to e-services. 

2
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2 Select Tax Agent Registration ���� Renew Tax Agent Registration Request from the top menu.

3

4

The current Taxpayer details.3

The current validity period of authorized Tax agent registration.4

5

6

Select the Sub Document Type and upload the document. This is mandatory field and all the supporting 

documents must be uploaded into the system by selecting the appropriate document type. IRD may 

reject the registration if the required documents not uploaded. 

5

Click on the Proceed button to review the renew registration details before submitting to IRD. 6

7

8

Click on the Submit button to submit the renew tax agent registration details request to IRD. 8

Enter the Name of declarant. This is a mandatory input. 

Enter the Designation of the declarant.

Enter the Contact Number of declarant. This is a mandatory input. This will be used by IRD to contact should 

further information/details required.

7

You will receive an acknowledgement of your submission. Take note of the acknowledgement number in 
case you need to follow up with IRD on your registration .

9

Click Print to print a copy of this acknowledgement.10
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D. Authorize Staff for Client

NOTE: 
� Only Taxpayers currently registered as Tax Agent can authorize their Staffs to deal with Client’s Tax matters. 

Otherwise, the system will show an appropriate message. 

� If you do not have Staff IDs (SSIDs) to transact on your behalf, you can apply at IRD Portal.

� The Client should have already appointed you as a Tax Agent to deal with their Tax matters.

1 Access www.ird.gov.lk and login to e-services. Click on Authorisation of Staff/Tax Agent: To authorise 

staff/Tax agent to act on your behalf for tax matters.

2

2 Select Authorisation ���� Authorize Staff for Client from the top menu.

3

4

5

3 Enter the Client reference No. This is the Taxpayer Identification No (TIN) of your Client. As a pre-condition to 

this, your Client should have already appointed you as a Tax Agent and might have selected Tax type(s) for 

you to deal with. If the Client did not appoint you as a Tax Agent, you may not able to perform this step and 

system will show an appropriate message. 

4 Enter Staff reference No. This is your staff’s ID going to handle your Client’s Tax matters. If do not have Staff 

IDs (SSIDs), apply at IRD Portal.

5 Click on the Search button. The system will show the Tax Type(s) selected by your Client.

6 7 8

9
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You will receive an acknowledgement of your submission. Take note of the acknowledgement number in 
case you need to follow up with IRD on your registration .

10

Click Print to print a copy of this acknowledgement.11

6 For each Tax Type selected by your Client, you should be able to see the Tax types listed here as shown in 

the previous image. You may choose all Tax type(s) selected by Client and assign it to your Staff (OR) 

choose select one/two Tax Types and assign it to your Staff and the remaining Tax Types can be assigned to 

another Staff. 

Select the Date effective from. This shall not be earlier than today. From this date onwards, the Staff can 

deal with your Client’s Tax matters.

7 Select the Date effective to. This shall not be earlier than today. Until this date, the Staff can deal with your 

Client’s Tax matters.

9 Client on the Save button.

8 Select the Role. This can only Preparer role. This means that the Staff is able to prepare the tax submission 

and to save it as draft. However, the staff is not authorized to submit to IRD on your Client.

10

11

Once the above step is completed, your Staff is ready to submit your Client’s tax matters on your behalf. 

They can access the IRD Portal in order to perform this. (Refer to the quick guide How to login and choose 

option C. Login as a tax agent).

12
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E. View Company Authorisation

Select Authorisation ���� View Company Authorisation from the top menu13

13

14

Enter the Staff ID/NIC/TIN of the Staff to search and click on the Search button to see the details of 

authorised staff to transact on your behalf.  This includes Tax Agent that you have appointed/authorised on 

your behalf.

14

15

Click on the View All button to view all Company Staffs authorised to transact on your behalf. This includes 

Tax Agent that you have appointed/authorised on your behalf.

15

17

16

Click on the Staff ID Reference No hyperlink to view and modify the details authorised for the Staff to 

transact on your behalf. This includes Tax Agent that you have appointed/authorised on your behalf.

16

Select the checkbox beside the Staff ID Reference No and click on the Terminate button to stop an 

authorised staff can no longer transact on your behalf. This includes Tax Agent that you have 

appointed/authorised on your behalf and you can terminate them if no longer act on your behalf.

17
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F. View Tax Agent Authorisation

NOTE: 
� Only Taxpayers currently registered as Tax Agent can authorize their Staffs to deal with your Client’s Tax 

matters. Otherwise, the system will show an appropriate message. 

� You should have already authorized your Staffs to deal with Client tax matters. Refer to 

1 Access www.ird.gov.lk and login to e-services. Click on Authorisation of Staff/Tax Agent: To authorise 

staff/Tax agent to act on your behalf for tax matters.

D. Authorise Staff for 

Client

2

2 Select Authorisation ���� View Tax Agent Authorisation from the top menu.

Enter the Staff ID/NIC/TIN of the Staff to search and click on the Search button to see the details of 

authorised staff to deal with for your Client tax matters.
3

Click on the View All button to view all Company Staffs authorised to deal with for your Client tax matters.4

3 4

Click on the Staff ID Reference No hyperlink to view and modify the details authorised for the Staff to deal 

with your Client tax matters.

5

Select the checkbox beside the Staff ID Reference No and click on the Terminate button to stop an 

authorised staff can no longer deal with your Client tax matters.

6

5

6



The TPS unit can help you with:

• Registration as a Taxpayer and issuing of Taxpayer Identification Number (TIN)

• Registration for tax types

• Updating of Taxpayer profile

• Issuing of Personal Identification Number (PIN) to use e-Services

• Issuing of Clearance certificate

• Advice on tax responsibilities and obligations

• Collection of returns and supporting documents

• Generation of new and replacement paying-in slip

• Obtaining the payment voucher number for blank paying-in slip

12

G. Help options

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

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

Taxpayer Services Unit
INLAND REVENUE DEPARTMENT

SIR CHITTAMPALAM A GARDINER 

MAWATHA,

COLOMBO 02

Call Center 

1944
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