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HOW TO SUBMIT LINK UP AUTHORISATION (FOR BODY CORPORATE / 

PARTNERSHIP) 

(Note : Only Authorised Person (AP) is eligible for submission of Link Up Authorisation.)   

1. Go to the FTP homepage (https://www.ftp.cfs.gov.hk) and click Login to Food Trader 

Portal (FTP) Account. 

 

2. Input your Trader Registration Number / Exemption Number, password and registered 

mobile phone number, then press Next.  

A one-time password will be sent to your mobile phone via an SMS.  You can also click 

the highlighted option to have the one-time password sent to your registered email 

address as well. 

 

To login FTP with iAM Smart, you may refer to section HOW TO LOGIN TO FOOD TRADER 

PORTAL (FTP) WITH iAM SMART of the training manual on General Operations for details. 

https://www.ftp.cfs.gov.hk/
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3. Input the one-time password sent to your mobile phone or email address, and then press 

Confirm. 

 

 

4. You have logged in to FTP successfully!  Your name and Trader Registration Number / 

Exemption Number are shown at the top left corner. 
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5. Click on Trader Registration Maintenance. 

 

 
6. Choose Authorisation for Trade Single Window Link Up under My Trader Registration 

Maintenance. 
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7. Press Submission of Link Up authorisation under Trader Account Authorisation with TSW 

Link Up. 

  

 

8. Read the Important Notes, tick the checkbox I agree the above important notes.  Then 

press Next.  
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9. You are required to upload a Letter of Consent for the Link Up.  Simply click Choose file 

button to select file. You may download the related Terms and Conditions and Sample 

Letter of Consent for reference.  

Note : Only Body Corporate and Partnership businesses are required to upload the letter 

of consent.  

 

(Note : File should be in JPEG or PDF format, of resolution at 600dpi or above.  File size should 

be 2MB or below.) 

 

10. Click Upload file to complete the uploading process. 
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11. You can preview the file you just uploaded.  Click the Submit button to proceed. 

Note : You may choose to upload another file by deleting the file you just uploaded. 

Simply click the Delete button, then click YES to confirm.  Repeat Step 9. 

 

 

12. Read the declaration and tick all checkboxes.  Then click Confirm and Submit.  
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13. Upon successful submission, you will receive an application number, which you may jot 

down for enquiries and follow-up with our staff. 

 

 

14. System will automatically send an acknowledgement email to the applicant for record.   
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15. You may also find the acknowledgement under Notification. 

 

16. Once the application is approved, you will receive an email notification.  

 

17. The notification will also be available under Notification. 
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18. Upon approval, authorisation for Trade Single Window Link Up are granted to all 

Authorised Person (AP) and Nominated Person (NP) of the company.  To maintain user 

account, please refer to the part on HOW TO MAINTAIN USER ACCOUNT WITH TRADE 

SINGLE WINDOW LINK UP. 
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HOW TO SUBMIT LINK UP AUTHORISATION (FOR INDIVIDUAL) 

(Note : Only Authorised Person (AP) is eligible for submission of Link Up Authorisation.) 

1. Go to the FTP homepage (https://www.ftp.cfs.gov.hk) and click Login to Food Trader 

Portal (FTP) Account. 

 

2. Input your Trader Registration Number / Exemption Number, password and registered 

mobile phone number, then press Next.  

A one-time password will be sent to your mobile phone via an SMS.  You can also click 

the highlighted option to have the one-time password sent to your registered email 

address as well. 

 

To login FTP with iAM Smart, you may refer to section HOW TO LOGIN TO FOOD TRADER 

PORTAL (FTP) WITH iAM SMART of the training manual on General Operations for details. 

https://www.ftp.cfs.gov.hk/
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3. Input the one-time password sent to your mobile phone or email address, and then press 

Confirm. 

 

4. You have logged in to FTP successfully!  Your name and Trader Registration Number / 

Exemption Number are shown at the top left corner. 
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5. Click on Trader Registration Maintenance. 

 

 
6. Choose Authorisation for Trade Single Window Link Up under My Trader Registration 

Maintenance. 
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7. Click on Submission of Link Up Authorisation under Trader Account Authorisation with 

TSW Link Up. 

 

 

8. Read the Important Notes, tick the checkbox I agree the above important notes.  Then    

press Submit. 
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9. Read the declaration and tick all checkboxes.  Then click Confirm and Submit. 

Note : For Individual business , submission of the letter of consent is not required. 

 

 

10. The authorisation with Trade Single Window Link Up has been completed.  Click Close 

to return My Trader Registration Maintenance.  

 

 

11. Upon approval, authorisation for Trade Single Window Link Up are granted to the 

Authorised Person (AP) and all Nominated Person (NP).  To maintain user account, 

please refer to the part on HOW TO MAINTAIN USER ACCOUNT WITH TRADE SINGLE 

WINDOW LINK UP. 
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HOW TO WITHDRAW A LINK UP AUTHORISATION 

(Note : Only Authorised Person (AP) is eligible for withdrawal of Link Up Authorisation.)  

1. Login to Food Trader Portal (FTP) and click on Trader Registration Maintenance. 

 

 

2. Click on Authorisation for Trade Single Window Link Up under My Trader Registration 

Maintenance. 
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3. Choose Withdrawal of Link Up Authorisation under Trader Account Authorisation with 

TSW Link Up. 

Note: Once the authorisation to Link Up with Trade Single Window is withdrawn, all 

records of application and trade document(s) issued by Food and Environmental 

Hygiene Department in Trade Single Window accounts of all linked users will be 

removed. Such records will not be shown in these accounts even if they have been 

Linked Up again.  You may visit Food Trader Portal for the full records. 

 

4. Read the declaration and tick all checkboxes.  Then click Confirm and Submit. 

 

 

5. The authorisation with Trade Single Window Link Up has been withdrawn.  
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6. At the same time, you will receive an email notification.   

 

 

7. The notification will also be available under Notification. 
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HOW TO MAINTAIN USER ACCOUNT WITH TRADE SINGLE WINDOW LINK UP 

(Note : Only Authorised Person (AP) is eligible to maintain user account with Trade Single 

Window Link Up. This maintenance function will be available after the Authorisation for 

Trade Single Window Link Up is completed. )   

1. Login to Food Trader Portal (FTP) and click on Trader Registration Maintenance. 

 

 

2. Click on Authorisation for Trade Single Window Link Up under My Trader Registration 

Maintenance. 
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3. Click on User Account Maintenance with TSW Link Up, a list of Authorised Person (AP) and 

Nominated Person (NP) within the company will be shown. 

 

 

4. You can grant the authorisation to individual user to Link Up with TSW: 

Note :  

 indicates the user is authorised to Link Up with TSW. 

 indicates the user is not authorised to Link Up with TSW. 
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Grant a Link Up Authorisation 

(i). To grant a Link Up Authorisation to user, click Grant button followed by Confirm and 

Submit button.  

 

(ii). Press YES to complete the process. 

 

(iii). The setting of account authorisation with TSW Link Up is updated with immediate effect. 
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Withhold a Link Up Authorisation 

(i). To withhold a Link Up Authorisation of user, click Withhold button followed by Confirm 

and Submit button.  

 

 

(ii). Press YES to complete the withhold process. 
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Note : If the authorisation of a linked user is withheld, the user accounts will be delinked 

immediately.  All record of application and trade document(s) issued by Food and 

Environmental Hygiene Department will be removed in the user’s Trade Single Window 

account.  Such records will not be shown in the account even if it has been Linked Up again. 

The user may visit Food Trader Portal for the full records. 

 

 

(iii). The authorisation of user account to Link Up with TSW is updated with immediate effect. 
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HOW TO DELINK WITH TRADE SINGLE WINDOW 

Food Trader Portal user may choose to delink with Trade Single Window in the Portal, yet 

once the accounts are delinked, all record of application and trade document(s) issued by 

Food and Environmental Hygiene Department will be removed in your Trade Single Window 

account once your account is delinked.  Such records will not be showed in your account 

even if your account has been Link Up again.  You may visit Food Trader Portal for the full 

records. 

1. Login to Food Trader Portal.  Upon successful login, click the down arrow shown next to 

your name and Trader Registration Number / Exemption Number at the top left corner. 

 

2. Select the Delink with Trade Single Window option.  

 



Training Manual – Authorisation for  
Trade Single Window Link Up 

25 

Version 1.1  (8 March 2024) 

 

3. Read the confirmation message carefully.  

Note : Once you have pressed the Confirm button, the action cannot be revoked.  

i.e.  All record of application and trade document(s) issued by Food and Environmental 

Hygiene Department will be removed in your Trade Single Window account once your 

account is delinked. 

4. Click Confirm.  

 

 

5. The Trade Single Window Link Up has been delinked.  

 

 

6. At the same time, you will receive an email notification.  
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7. The notification will also be available under Notification. 
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