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What is SBP? 
 

The Single Business Portal (“SBP”) offers individuals and businesses a single platform where 
they can request a variety of government products such as permits and incentives. The platform 
also manages transactions that contribute to the economic development of Puerto Rico. SBP is 
100% paperless, saving the customer time and money.  

 

What is Unique Profile?  
 

The Unique Profile is a digital tool that, through your Social Security Number, National 
Identification Number and/or Employer Identification Number (“EIN”), will allow you to create an 
exclusive profile to perform paperwork in Puerto Rico. Under this profile, it will allow the user to 
file applications as an individual or company; and all the data of the applicant (“Applicant”) will 
be captured, whether as an individual, corporation and/or representative. Another benefit of the 
Unique Profile is the integration of procedures in the Department of Economic Development and 
Commerce (also known as “DDEC,” Spanish acronym) and the Permit Management Office (also 
known as “OGPe,” Spanish acronym). This integration allows you to monitor the procedures that 
have been requested by an entity and/or individual. 

How to access the System? 
 

Use Google Chrome to access the portal via the following link: 
https://www.businessinpuertorico.com/sbp/ 

Other Internet browsers like: Mozilla Firefox, Safari and Internet Explorer does not work properly 
with the SBP interface. The link above will direct the user directly to the SBP Homepage. 
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The user must press “Log in”, placed in the left center or top right corner of the Homepage to 
access an existing account or create a new one.  

Log in: If the user already has an existing SBP account, then he/she must enter the username 
and password and click “Log in”. 

 

 

Forgot password? If the user already has an account created but forgot their password, then 
he/she must click on the hyperlink titled “Forgot your password?” and provide the email address 
used to create the account. The user will find the hyperlink at the bottom of the window, just 
below the “Create Account” button. Once the user submits the request for a password reset, 
he/she will receive an email asking to click a link to set a new password. After the user clicks the 
provided link, he/she will be able to enter their email and new password. 

Forgot username? If the user already has an account created but forgot their username, then 
he/she must click on the hyperlink titled “Forgot your username?” and provide the email address 
used to create the account. The user will find the hyperlink at the bottom of the window, below 
the “Create Account” button. Once the user submits the request for a username reset, he/she 
will receive an email asking to click a link to set a new password. After the user clicks the 
provided link, he/she will be able to enter their email and new username. 

Still haven’t received a confirmation email? Once the user has registered as a new user, 
he/she will receive an automatic communication asking to confirm the user account. The user 
must click on the link provided in the communication, so he/she can complete the creation of the 
user account. After the user confirms the account, he/she can login into the platform to start the 
process of filling out a tax incentive application or submitting an annual report. If the user has 
not received a confirmation email, he/she must click “Still haven’t received a confirmation 
email?” and provide the email address used to create the account. The user will find the 
hyperlink at the bottom of the window, below the “Create Account” button. It is important that the 
user add us to their address book, so he/she can receive the platform’s message notifications.  
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Create Account: If the user does not have an existing SBP account, then he/she should create 
one by clicking “Create Account”. The following window will appear, and the user must fill all the 
required information (*). Once completed, the user may click “Create”. 
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NOTE: Password must contain at least 8 characters, including, at least, one of each of the 
following characters: a letter, a digit and a special character (!@#$%^&).  

Once the unique profile is created, the following screens will appear.  

 

If the user is the owner or a representative of a company, he/she must click “Yes” and provide the 
Employer Identification Number and click the search button. The following screen will appear in 
which the user will submit all the information required about the company and click “Create”. 
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The user can also associate any person he wishes by clicking “Add Specialist”, submitting his 
information and clicking “Create”. Once the user is done filling all the information, he/she must 
click “Homepage” to go back to the Homepage. 

 

 
How to edit the Unique Profile?  
 

Once the user is logged in and wishes to make changes to his profile, it may go to the home 
screen and click on the settings icon on the top left corner of the unique profile information box: 
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On this page, the user will be able to make changes to his profile. The user will be able to 
modify personal or company related information such as adding specialist. Click “Edit” to 
makethe changes; upon completion press “Update”.  

 

How does the Dashboard work? 
 

The My Dashboard screen allows users to apply for permits, incentives, among other 
applications. My Dashboard will also include a summary of its activities.   

 

 

Further down, use these 3 boxes function as filters to access the different applications that the 
user has applied for or have been applied for. In the filters, the applications are separated for 
the user with the personal information, an identified company (the user’s or as a representative), 
or on behalf of another person. 

Krishnett Crespo
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Legend: 
 

1. Incomplete: An application was created in the system, but has not been submitted 
2. Manager: Waiting action of a superior. Does not apply to incentives.  
3. Initiated: An application was started in the system, but has not been completed.  
4. Legal Review: Application is in the legal division’s dashboard. Does not apply to 

incentives.  
5. Pending Payment: Payment pending in application.  
6. Secretary: In the Secretary’s dashboard. Does not apply to incentives.  
7. Inspection: The application is in currently under a revision process by the government or 

corresponding agency.  
8. Archived: The application will pass to this status when the Applicant does not realize a 

rectification within the established period the application is archived. 
9. Rectification: The government personnel found an error or needs more information to 

evaluate, for which a rectification is deemed.  
10. Denied: The application is rejected. 
11. Waiting: The application is waiting for more information.  
12. Approved: The application is approved. 
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What is Act 20 Annual Report? 
Every decree holder (“Grantee”) under the Act No. 20-2012, as amended (“Act 20”),  must file 
annually with the Department of Economic Development and Commerce a sworn report, which 
shall include an account of data ascertaining Grantee’s compliance with the conditions 
established in the decree (“Decree”) and the Act 20, for the taxable year immediately preceding 
the filing date thereof. The Act 20 annual report (“Annual Report”) must be filed not later than 
thirty (30) days after filing Grantee’s corresponding income tax return, including any extensions 
for said purposes. In the event of the granting of an extension, the mentioned thirty (30) days 
will begin to elapse at the expiration date of the alluded extension. The Annual Report carries a 
filing fee of three hundred dollars ($300.00). 
 

The following documents must be uploaded to the platform as part of the submittal process of 
an Act 20 Annual Report: 

• Financial Statements for the reporting taxable year (audited, as applicable) 
• Puerto Rico Income Tax Returns submitted at the Department of Treasury for the 

reporting taxable year 
• Real and Personal Property Tax Returns (CRIM, by its Spanish acronym) for the 

reporting taxable year 
• Business Volume Declaration for the reporting taxable year 
• Any other document(s) requested by the concerned agency  

How to start an Act 20 Annual Report? 
 

To apply for the Annual Report, select the “Incentive Applications” tab and then click on the 
“Annual Report for” option. 
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Once the user selects the “Act 20 Annual Report” option, the subsequent page will display two 
drop-down lists and a brief description of Act 20 Annual Report.  

 

The user must make sure all the information is correct and then click “Create” to continue. 
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How to complete an Act 20 Annual Report? 
 

In the Act 20 Annual Report, the user will find a navigation bar that consists of the following 
steps: 

 

 

General Information 
 

On the “General Information” section, the user will find the majority of the annual report 
divided into sections. The user will be asked if he or she filed the Act 20 Application through 
the Single Business Portal and if the Annual Report is for one of the companies associated 
to his/her profile. The user will have the option of submitting the Annual Report for a 
company that is already associated to his/her Unique Profile. The other option is to create a 
new company.  

 

If the user’s company is associated with his/her profile, he/she must answer “Yes” to the 
second toggle question “Are you applying for this incentive for one of the companies 
associated to your profile?” A dropdown will appear, and user must select the desired 
company.   
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If the user is creating a new company, he/she must click “Create Company”, enter the Employer 
Identification Number and click the search button. The following fields will appear; the user must 
fill the required information and click “Done”. 

 

After user finishes either associating a company or creating a new company, the user must 
enter a Decree Number and validate it.  

 

The first section of the Annual Report contains company information already provided in the 
screens above. This information will be auto filled in the fields below. However, there will be 
remaining fields the user must complete.  
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[Please continue to the next page] 
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For this section, the user must select the company’s eligible service(s). If user chooses for 
example, Consulting Services,  there will be a dropdown next to it, where the user must select 
the specific consulting service Grantee is providing in accordance to the Grant. Distribution of 
percentages cannot be greater than 100%.  

 

 

Under this section, the user must provide information regarding Grantee’s employment. All filed 
must be filled out accurately. If user answers “Yes” to the question “Are any of these employees 
also shareholders of the Act 20 Company?” user must answer the two questions it follows.  
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For the Financial Information section, user must enter numeric values regarding the applicable 
taxable year of the Annual Report for both eligible and non-eligible activities. Additionally, user 
must enter values regarding income taxes, municipal taxes and property taxes. 
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For “Exports and Other Information”, user must fill out the information for all the companies it 
exports it services to. Once the first company is filled, user can click on “Add” button to add 
additional companies.   
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If user selects “Yes” to question “Has the Grantee transferred or sold the decree, the stocks or 
the propriety interest during the taxable year?” user must indicate who the recipient of such is. 
Depending on who the recipient is, an individual or a company, a pop up with the corresponding 
information will surface. Pictures below show option 1, for an individual, and option 2, for 
acompany. 

Option 1: Individual 

 

 

Option 2: Company 
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Attachments 
 

The user must attach the files required in the table below by clicking “Upload”. The user 
must upload all the required document to be able to continue with the Annual Report filing 
process. Once this is done, the user shall click on the “Next” button located on the lower 
right corner of the page to continue. To return to the previous section click the “Back” button.  

 

 
 

If the user wants to delete an attached file, it may do so by clicking on the trash icon, located 
on the right side of the page. 

 

 

 

 

 

 



 

   

Applicant Manual 

Version 1.0 – January 2019 
21 

 

Summary  
 

The Annual Report summary is a general overview of all the information provided by the 
user. The user must verify that the information is correct. If an error is detected, the user 
may go back and change it.  Once information is verified, scroll down to view the 
Acknowledgement. 
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Acknowledgement 
 

The Annual Report acknowledgement is an acceptance the user must agree to in order 
to proceed. After agreeing, user must click the “Next” button.  
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Payments 
 

The user must select a payment method, either credit card or ACH, and fill out the required 
information. 

 

 

 

NOTE: The Annual Report carries a $300.00 fee. 
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Payment Summary 
 

Applicant must verify payment summary and click “Complete” to file the Annual Report.  

 

 

 

  


