How to create or amend a tax P T P
office.

SOFTWARE & SERVICES PART OF IRIS

On PTP Tax Platform, the list of tax offices is the latest available from the HMRC. If you
are seeking a tax office which isn’t on that list, you can create or amend the tax office
database accordingly.

e LogontoPTP Tax Platform
e Click the Spanner icon located on the tool bar to access the tax office screen.
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e For amendments, select a tax office from the list displayed to make the relevant changes.

® Click in the boxes to make the necessary amendments to the details, and then click the
Update button. The amended tax office will now appear in the tax office database.

® To create a new tax office on the database, click on the Add button and enter the details in

the relevant boxes on the window, then click the Save button. The new tax district office will
now appear in the tax office database.
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