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1 LOGIN AND LOGOUT 

 

BAP is available at https://bap.lrmuitine.lt  

 

1.1 Login 

Choose "Login" to start log in to the system: 

 

Picture 1. Login 

 

When logging in, there are two ways to verify your identity with BAP: 

• Connecting via the E-Government Gateway. 

• Using a certificate issued by the customs of the Republic of Lithuania. If you use several certificates, clicking the "Certificate" 

button will display all the certificates you have, from which you will have to select one. 

 

Picture 2. Verify your identity 

Note: Using Chrome next time you connect, the list of certificates will only be displayed if you have previously closed all windows in 

that browser. 

https://bap.lrmuitine.lt/
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1. Connecting via Electronic Government Gateway 

Click the "E-Government Gateway" button: 

 

Picture 3. "E-Government Gateway" button 

 

You will be directed to a page where you can choose the authentication service method and provider: 

 

Picture 4. The authentication service methods and providers 

 

Note: Authentication methods and providers may change. 
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Perform the authentication step. Some service providers may not direct you to the BAP service, in which case you may select the E-

Government Gateway service: 

 

Picture 5.  E-Government Gateway service 

 

Depending on the authentication service provider, you will be directed to a page where you will need to confirm your consent to 

the transfer of personal data. 

Check the box as shown in the image below and click "Confirm" ("Patvirtinti"): 

 

Picture 6. Confirm your consent 
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After confirmation, you will be redirected to the BAP service page. 

 

2. Logging in with a certificate issued by the Customs of the Republic of Lithuania 

• To connect using a certificate, you must first verify your identity by connecting via Electronic Government Gateway and 

generate the certificate. 

How to generate a certificate is described in the section "Generating a certificate". 

• If you are not able to confirm your identity by connecting through the Electronic Government Gateway, submit an application 

to the Customs of the Republic of Lithuania to register as a service recipient. 

How to submit a request is described in the section "User registration and data change". 

Click the "Certificate" button: 

 

Picture 7. "Certificate" button 

You will be redirected to a page where you can select the certificate you want to sign in with: 

 

Picture 8. Select the certificate 

Note. If you use multiple certificates, we suggest using the Chrome browser. 
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1.2 Choice of the represented service recipient 

If you are a registered BAP user and represent only one services recipient, only that recipient's account will be logged in. If you 

represent multiple recipients of the service, a table of recipients will be provided for selection: 

 

Picture 1. Select services recipient 

1.3 Logout 

To log out of the BAP, click the "Logout" button: 

 

Picture1. Logout 

 

Note: If you work with several Customs systems, disconnecting from one system will automatically disconnect you from all the 

systems you have worked with. 
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2 USER REGISTRATION AND DATA CHANGE 

 

Users of the Customs systems of the Republic of Lithuania can join the BAP. There are two ways to register: 

• after confirming the identity by logging in via the Electronic Government Gateway, fill in the authenticated user form 

“Request to a services recipient”; 

• if it is not possible to confirm the identity via the Electronic Government Gateway, the Customs of the Republic of Lithuania 

shall submit a request to register as a services recipient by filling in the form “Request to register a services recipient ” using 

the link in the login window. 

2.1 Authenticated user registration 

To register, follow these steps: 

1. Confirm your identity by connecting via the E-Government Gateway (see Login and logout ). 

2. When the Common User Management Portal (BAP) page opens, click "Confirm": 

Picture 1. Confirm your identity 

 

Note. When connecting via the Electronic Government Gateway as a natural person, a natural person registration form will be 

provided. 

When connecting via the Electronic Government Gateway as a representative of a legal entity, a registration form for an individual 

and a legal entity will be provided. 

Below are both examples (natural person / natural and legal person). 

 

Registration of a natural person as a recipient of services 

 

1. In the form of Application for registration of services recipient (step 1 of the wizard "Natural person person"), fill in the fields 

and click "Continue filling": 
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Picture 2. Registration of a natural person Step 1 

 

2. In the review form of the request to register a recipient of services (step 3 of the wizard "Review and submission"), check the 

entered data, mark that you are familiar with the rules for the provision of electronic services and click "Submit": 
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Picture 3. Registration of a natural person Step 3 and submitting 

 

2.2 Unauthenticated user registration 

If you are not able to confirm your identity by connecting through the Electronic Government Gateway, submit an application to 

the Customs of the Republic of Lithuania to register as a services recipient. After examining the application, you will be given a 

certificate with which you will be able to confirm your identity by connecting to the Customs Systems of the Republic of Lithuania. 
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To apply for registration of services recipient, follow these steps: 

1. In the Login window, open the "Registration" ink: 

 

Picture 1. Registration 

 

2. At Registration window choose a link "Submit a request to register as a recipient of services": 

 

  Picture 2. Submit a request to register as a recipient of services 

 

3. Fill in the application form provided. Below is the registration form for a natural person. 

4. Save the data by clicking the "Submit" button: 
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Picture 3. Submitting 
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After submitting the data, it will be transferred to the Customs of the Republic of Lithuania and the Customs officials will contact 

you by your e-mail address for clarification of information (if required) and issuance of a certificate of access. 

 

2.3 Changing profile data 

The user is allowed to change the e-mail, postal address, and method of obtaining a reply (for legal persons only) and provide 

additional data such as EORI, VAT identification number, number of the certificate of professional qualification of customs 

representation. To change or profile data, follow these steps: 

1. Select "Profile" from the top menu. The opened window shows the data of the connected user (representative) and the selected 

services recipient: 

Picture 1. Menu Profile 

 

2. Click the "Edit" button at the bottom of the window: 

Picture  2. Edit profile information 

 

3. Modify or complete the form with the desired data. If certain data cannot be changed, the fields are inactive. 

4. Save your changes by clicking the "Save" button: 
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Picture 3. Save changes 
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3 VIEW THE DETAILS OF THE RECIPIENT AND THE RECIPIENT'S 

REPRESENTATIVE 

 

To view the details of the services recipient and/or the recipient's representative, select the "Profile" section in the top menu. 

There are two possible cases: 

• The services recipient and the representative of the services recipient are different persons. 

• The recipient's representative is the same person as the recipient. 

 

3.1 View of the data when the services recipient and the representative of the services 

recipient are different persons 

 

1. When the "Profile" section is opened, the profile information is displayed at the top - the service provider's account registration 

identification number and the service user's representative data - "Certificate information", "Representative of services recipient", 

 

Picture 1. Profile information. Part 1 

 

below - "Address", "Contact details", the rights granted, and the business profiles assigned to services recipient and its 

representative: 
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Picture 2. Profile information. Part 2 

 

2. When you scroll down the page, information about the service recipient is displayed - "Services recipient's data", "Address", 

"Contact details". Below is the edit button: 

 

Picture 3. Profile information. Services recipient's data 
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3.2 View data when the recipient and the recipient's representative match 

 

1. At the top of the "Profile" page, the profile information - the registration identification number of the service recipient's account 

and the data of the service provider's representative, which is also the service recipient - "Certificate information", "Representative 

of services recipient", the rights granted, and the business profiles assigned to services recipient and its representative is displayed: 

 

Picture 1. Profile information 

 

2.  When you scroll down the page, the information about the service recipient is displayed - "Services recipient's data", "Address", 

"Contact details". Below is the edit button: 
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Picture 2. Profile information: address, contact details 
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4 CERTIFICATE GENERATION 

 

In order to receive a Lithuanian customs certificate, you must first confirm your identity by connecting through the Electronic 

Government Gateway. 

If you cannot confirm your identity by connecting via the Electronic Government Gateway, submit an application to the Customs of 

the Republic of Lithuania to register as a recipient of services. 

See section "User registration and data modification", section "Unauthenticated user registration". 

 

4.1 Generate certificate 

To generate a certificate, follow these steps: 

1. Select "Profile" from the top menu: 

 

Picture 1. Menu Profile 

 

2. In the window that opens, click the "Generate new certificate" button: 

 

Picture 2. Generate certificate 

 

Note: You can have one valid certificate at a time. 

3. If you have a valid certificate and you will generate a new one, the old one will automatically expire, so you must approve that 

you want to generate new certificate: 



BAP USER GUIDE  

 

 20 

 

Picture 3. Approve you want to generate new certificate 

 

4. Detailed instructions for generating a certificate are provided in the certificate generation window: 

 

Picture 4. Detailed instructions for generating a certificate 

 

5. After successfully adding the certificate, its data will be presented in the table. 

 

4.2 Certificate removal 

To remove a certificate, follow these steps: 

1. Select "Profile" in the top menu (see step 1 in the "Certificate Generation" section). 

2. Click the "Remove" button in the certificate data row. 

 

Picture 1. Remove 
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3. Click the "Remove" button in the pop-up window. 

 

Picture 2. Approve the remove 



BAP USER GUIDE  

 

 22 

5 SERVICE RECIPIENT REGISTRATION 

 

Only a registered user can register a new service recipient. To do this, log in to your registered user account and follow these steps: 

1. In the top menu, select "Choose services recipient": 

 

Picture 1. Choose services recipient 

 

2. If you don't find recipient, register by choosing "Register new": 

 

Picture 2. Register new service recipient 

 

3. Choose the type of registration: 

 

Picture 3. Choose the type of registration 

 

• If you choose "Login with E-Government gateway", you will be directed to a page where you can choose the authentication 

service method and provider: 
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Picture 4. Choose the authentication service method and provider 

 

After you choose the authentication service method and provider, you will be redirected to application form, see No 4. 

• If you choose "Submit a request", you can fill the application form with 5 steps, see No 4. 

4. Fill out the form provided. This form has 5 steps: 

1) Company data 

2) Address 

3) Contact details 

4) Notification reception type 

5) Review and submission 

Save the request by clicking the "Submit" button on Review and submission step: 
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Picture 5. Application for registration of services recipient 

 

Note. The data will be transmitted to customs. 

The customs officers will contact you via e-mail address or telephone number specified in your registration request after examining 

your application or after examining and activating the account of the registered service recipient. 
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6 ADDITION OF A REPRESENTATIVE OF THE RECIPIENT OF SERVICES AND 

MANAGEMENT OF REPRESENTATION RIGHTS 

 

Recipient rights management functionality is available to users with administrator privileges. 

Managing agent rights includes adding representatives, terminating representation, assigning administrator rights, assigning 

activity profiles. 

 

6.1 Review of the list of representatives 

 

The list of representatives of the services recipient shall include all the representatives assigned to the services recipient. To view a 

list of agents or the details of a specific agent, follow these steps: 

1. Select "Representatives" from the top menu: 

 

Picture 1. Representatives 

 

2. The opened window shows the list of representatives assigned to the service recipient. Click the "View" button to view the details 

of a specific agent: 

 

Picture 2. View representative 
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6.2 Addition of a representative 

You can only add a person already registered in the Customs Information System to the services recipient you represent. 

The person who will be assigned as the services recipient must self-register with the BAP (the registration process is described in 

the section “User registration and data change”) and pass on the user identification number (RIN) assigned to the user by the user 

of the user. 

1. It is displayed in the top bar below the Representatives's name as shown in the image below: 

 

Picture 1. Representative's name 

 

To add a recipient representative, follow these steps: 

2. In the top menu, select "Representatives" (see step 1 in the "Review of the list of representatives" section). 

In the window that opens, click the "Add Representative" button: 

 

Picture 2. Add representative 

 

3. In the window that opens, enter the user identification number (RIN) you want to add in the field "User ID number" and click the 

"Add" button: 

 

Picture 3. User identification number 

 

4. Make sure you really add the person you want. The user name found is displayed below the user identification number (RIN). 
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Picture 4. Check added person 

 

5. By default, the added user assigns all activity profiles available to the service user. 

You can change the assigned activity profiles by unchecking or re-checking the check-boxes, as shown in the figure below: 

 

Picture 5.  Change the assigned activity profiles 
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6. If necessary, assign administrator rights to the user: 

 

Picture 6.  Assign administrator rights 

 

Note. The administrator's right provides for the management of the rights of the recipient's representatives and delegation 

agreements. 
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7. Save the data by clicking the "Save" button: 

 

Picture 7.  Save data 

 

6.3 Management of representation rights 

You can grant or revoke administrator rights and grant or revoke activity profiles to the recipient's representative. To manage 

representation rights, follow these steps: 

1. In the top menu, select "Representatives" (see step 1 in the "Review of the list of representatives" section). 

2. In the list of service representative's representatives, click the "Edit" button in the line of a specific 

representative: 
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Picture 1. Edit representative 

 

3. In the window that opens, select the desired activity profiles and (or) administrator rights. To do this, see steps 5 and 6 in Adding 

a Representative. 

4. Save your changes by clicking the "Save" button. 

 

6.4 Removal of a representative 

To remove a representative from the list of recipients, follow these steps: 

1. In the top menu, select "Representatives" (see step 1 in the "Review of the list of representatives" section). 

2. In the list of service representative's representatives, click the "Remove" button in the line of a specific representative: 

 

Picture 1. Remove representative 
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In the dialog that opens, click the "Remove" button. Once a representative is removed, he will no longer be able to represent the 

recipient: 

 

Picture 2. Confirmation of removal 
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7 DEVELOPMENT AND MANAGEMENT OF DELEGATION AGREEMENTS 

 

Delegation contract management functionality is available to users with administrator rights. 

The representative of the service recipient (delegator) may delegate the activity profiles assigned to the service recipient to 

another service recipient - the delegate, by creating a delegation agreement between these service recipients. The initiator of the 

delegation agreement is always the delegate. The delegation agreement enters into force when it is approved by the authorized 

recipient of services (delegate) and the date corresponds to the date of commencement of the agreement specified in the 

agreement. After the conclusion of the delegation agreement, the users representing the delegate may act as the delegate's 

representatives within the activity profiles provided for in the delegation agreement. The delegation agreement shall expire when 

it expires or is terminated by either party. 

 

7.1 Revision of the list of delegation agreements 

The list of delegation agreements shall include all agreements created by the recipient and (or) assigned to the recipient. 

To view a list of delegation agreements or the details of a specific agreement, follow these steps: 

1. Select "Delegation agreements" in the top menu: 

 

Picture 1. Delegation agreements 

 

2. The window that opens lists the delegation agreements created and/or received by the service recipient. Click the "View" button 

to view the details of a specific delegation agreement. 

 

Picture 2. View the details of a specific delegation agreement 
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7.2 Creating a delegation agreement 

To create a delegation agreement, follow these steps: 

1. Select "Delegation agreements" in the top menu (see step 1 in the "Revision of the list of delegation agreements" section). 

2. In the window that opens, click the "Register New" button: 

 

Picture 1. Register new delegation agreement 

 

3. Provide details of the authorized recipient (delegate). If you want to delegate activity profiles to a legal entity, select in the 

window for creating a delegation agreement that the authorized service recipient will be a legal entity. 

Choose which legal entity identification code to use and enter it: 

 

Picture 2. Legal entity identification code 

If you want to delegate activity profiles to a natural person, in the window for creating a delegation agreement, check that the 

authorized service recipient will be a natural person. 

Select an available identification code and provide the person's name, selected code and TCA number ( Trader Customs Agreement ) 

Services recipient's account identification number, which you will find in the "Profile" window, as shown in the figure below: 

 

Picture 3. Services recipient's account identification number 

https://docs.insoft.lt/display/BAP/Revision+of+the+list+of+delegation+agreements?src=sidebar
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Note: You may enter into a delegation agreement only with a natural or legal person who is already registered in the Customs 

Information System. 

 

How to register a natural or legal person is described in the section "User registration and data change" and click "Add" button: 

 

Picture 4. Authorised services recipient's data 

 

4. Make sure that the delegation agreement contains the correct details of the authorized services recipient. 

The data of the authorized services recipient shall be provided after the data of the services recipient creating the agreement. 

 

Picture 5. Authorised services recipient 

 

5. Enter the details of the delegation agreement and specify the activity profiles you want to delegate. 

https://docs.insoft.lt/display/BAP/User+registration+and+data+change?src=sidebar


BAP USER GUIDE  

 

 35 

 

Picture 6. Agreement data 

 

6. Save the data by clicking the "Save" button: 

 

Picture 7. Save data 

 

Note. Once saved, the agreement will be routed to the Authorized services recipient, who will be seen by the Authorized services 

recipient's representative who has logged in to the Authorized services recipient's account. 

 

7.3 Approval of the delegation agreement 

Once the delegation agreement has been drawn up by the Services recipient, it must be approved by the Authorized services 

recipient. An unapproved contract will be invalid. 

To approve a contract delegated to an Authorized services recipient, the administrator must perform the following steps: 

1. Select "Delegation agreements" in the top menu (see step 1 in the "Revision of the list of delegation agreements" section). 

https://docs.insoft.lt/display/BAP/Revision+of+the+list+of+delegation+agreements?src=sidebar
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2. The window that opens lists the delegation agreements created and/or received by the service recipient. 

Agreements with a status of "Prepared" pending approval. Click the "View" button to confirm the specific agreement: 

 

Picture 1.  Delegation agreements 

 

3. In the window that opens, click the "ACCEPT" button: 

 

Picture 2.  Accept delegation agreement 

 

7.4 Editing a delegation agreement 

The delegation agreement may be edited by the person who created it. Only the completed agreement(when the contract status is 

"Prepared") is allowed to edit all fields. 

Once the contract has been approved by the Authorized services recipient (contract status "Confirmed by delegator"), editing the 

contract allows you to change the assigned activity profiles and the agreement validity date. 
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The result of editing an "Confirmed by delegator" delegation agreement does not need to be confirmed by the Authorized services 

recipient. 

To edit a delegation agreement, follow these steps: 

1. Select "Delegation agreements" in the top menu (see No1 in the "Revision of the list of delegation agreements" section). 

2. In the list row, expand the additional steps and select "Edit": 

 

Picture 1. Edit delegation agreement 

 

3. Change the desired information in the agreement data. Fields whose data is not allowed to be modified are inactive. 

4. Save your changes by clicking the "Save" button: 

 

Picture 2. Save edited delegation agreement 

 

7.5 Termination of the delegation agreement 

An existing delegation agreement may be terminated by either party. To terminate the contract, follow these steps: 

1. Select "Delegation agreements" in the top menu (see No 1 in the "Revision of the list of delegation agreements" section). 

2. In the list row, expand the additional steps and select "Revoke": 

https://docs.insoft.lt/display/BAP/Revision+of+the+list+of+delegation+agreements?src=sidebar
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Picture 1. Revoke delegation agreement 

 

3. In the dialog that opens, confirm that you want to revoke the contract. Upon revocation, the status of the contract will be 

changed to "Revoked": 

 

Picture 2. Confirmation 


