
User Guide

Filing Income Tax



2

OCP – Filing Income Tax

This user guide acts as a reference for steps to navigate through the One Common Portal 

for the filing of Income Tax returns.

Income tax form guides are also available under 'Resources and Guides' on the OCP 

website. The tax form provides detailed information on each section of the Income tax form.

For any inquiries, please contact +673-2383933 or email revenue@mofe.gov.bn

Operating Hours:

Mondays to Thursdays: 8.30am – 12.30pm and 1.30pm - 3.30pm

Saturdays: 8.30am – 12.30pm and 1.30pm - 3.30pm

Closed on Fridays, Sundays, and Public Holidays

PURPOSE

FURTHER ASSISTANCE

mailto:revenue@mofe.gov.bn
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FILING INCOME TAX 
Online User

Director / Employee / Tax Agent

Login to your OCP account. Once logged in, the OCP dashboard will be shown.

List of registered entities will be displayed under the My Entities section or by clicking 

on the                   icon.

1. Click on the Company Name for which Income Tax is to be filed for.

1
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2. Navigate to

3. Click on the                           tab.   

2

The General Details page will be displayed.

3
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Forms and Returns

File Tax Return

Search Tax Return
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The Select Form section will be displayed.

3

3. For new submission of tax returns, click on the                                 checkbox. 

4. Enter the details for Select Form as per the example below.

Note: The Saved Draft section will display the work items that are unfinished.

5. Click on the                        button.

Field Example

Tax Type Income Tax

Form Type Income Tax Form

NOTE

4

To remove the selected saved draft from the list. 

5

To cancel submission of form
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6.  Click on the                           button.

To go back to the previous section.

To save application as draft and exit the filing page.

To save application as draft and exit the filing page.

7

The Fill in Tax Form section will be displayed.

6
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Field Example

Name of Company (Business Name) FARMFELLAS SDN BHD

Company Registered Address No. 14 Spg 54-11 RPN Tanah Jambu, Kampong 

Tanah Jambu, Mentiri

Postal Code BU1129

District/State Brunei Muara

Country Brunei Darussalam

Residential Status Resident

Business sector
Crop and Animal Production and other related 

services

Business Sub Sector Animal Production

Business Sub Sector Detail Production of livestock products

Place where control and management 

is exercised
Brunei Darussalam

8

7. Enter the details for Registration Details as per the example below.

7
Section A – Registration Details
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Section B- Shareholder Details

8. Enter the details for Shareholder Details as per the example below.

9. Click on the           icon to add shareholders.

Field Example

IC Number or Company Number of 

Shareholder

00125678

Name of Shareholder Muhammad Daniel

Director Yes

% of Shares 50

Capital 100000

8

9

To remove the shareholders.
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Section C – Balance Sheet

This section is contains Balance Sheet information that is included in the signed 

audited financial statement of your company. Only enter amounts in fields that are 

relevant to your company.

10
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Section D – Manufacturing / Trading Account

This section captures all the income of the company, subtracting any expense directly

incurred while obtaining this income. The result of this section is the gross profit of the

company for the year, including other source of revenue.

If the company did not have any income during the basis period, you may leave this 

section blank.
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Section E: Profit & Loss Account 

Use this section to record any other expenses that the company has incurred that are

not directly related to sales. Do not re-enter expenses which have already been

included in Cost of Sales in Section D. This section is similar to the expenses part of

the Profit and Loss Account. It includes the most common categories of expenses that

are typically listed in the Profit and Loss account.

Complete any fields that are relevant to the company. If a field is not relevant, you

may leave it blank.
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Section F - income Assessment

This section assesses the income of the company for tax computation.
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Section G – Tax Payable

This section is split into two parts. If your company is newly incorporated (in its first 3 

years of assessment), the tax will be calculated in fields G1 – G4; otherwise, the tax 

will be calculated in fields G5 to G8. [Income Tax Act Section 35(5)]
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Section H- Withholding Tax

This section is used to capture statistics on the Withholding Tax payments made by 

your company during the year – it does not replace the Withholding Tax form. If you 

are required to withhold tax on payments made to non-residents by your company, 

you are required to submit a Withholding Tax Form. [Income Tax Act Sections 37, 37A 

and 37B]
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Section I – Declaration

Section I contains the Declaration, this should be reviewed and completed 

accordingly.

This section captures information about you as the person who is completing the form 

on behalf of the company. It will be used by Revenue Division in the event of a query 

about the return or if enforcement / audit reasons are required.

NOTE
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The Submission section will be displayed.

18

18. Click on the                         button and select Audited Financial Statement document.
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19. Click on the                       button to upload the file.

The file will be uploaded.

20. Enter the for Auditor as per the example below.

Note: 

Repeat steps 16 – 17 to upload other supporting documents if required.

18

19

20

Field Example

Auditor Ernst & Young

NOTE
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21. Click on the                                               checkbox after user have read through the 

Disclaimer. 

22. Click on the                       button.

To go back to the previous section.

To save application as draft and exit the filing page.

21

22
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The Payment page will appear.

Note:

• The page will display the application request that user have made, and the 

payment required for the application request.

• There are two forms of payment method.

NOTE
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Payment Method – Internet Banking

Note:

• For payment via Internet Banking, follow the step-by-step instructions.

21
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Payment Method – Offline Payment

Note:

• For offline payment, take note of the total payment and Return ID and visit the RD 

counter to make the payment.

OCP – Filing Income Tax

NOTE
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SEARCH AND VIEW 

INCOME TAX

Online User

Director / Employee / Tax Agent

Navigate to the OCP dashboard.

Registered company will be displayed under the My Entities section or by clicking on 

the                   icon.

1. Click on a registered Company Name.

1
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2. Navigate to

3. Click on the                          tab.

The General Details page will be displayed.

Note: Users will be able to view the following details:

o General Details

o Addresses

o Directors

o Shareholders

o Register of Controllers

o Other Information

o Filings

2

3
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The Tax Form Search page will be displayed.

4. Enter the details for Return ID as per the example below.

5. Click on the                      button. 

Field Example

Form Type Income Tax

Year of Assessment 2020

Return ID 600000130

4

5
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The Search Results section will be displayed below the Tax Form Search section.

Note:

The Search Results displays the following information:

• Return ID

• Form Type

• Year of Assessment

• Tax Liability

• Capital Allowance

• Loss

• Application Status

• Date Created

• Date Modified

6. Click on the Return ID.

NOTE

6

The View Return Details will be displayed.

7. Click on the Return ID.

7
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The View Tax Form Details will be displayed.

8

To go back to the view return details.

8. Users will be available to click on different sections to view all sections of tax forms. 
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