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OCP – Granting Authority to Employees / Tax Agents

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

(OCP) to grant authority to an employee(s) of a company and/or a tax agent in OCP.

PURPOSE

FURTHER ASSISTANCE

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

mailto:revenue@mofe.gov.bn
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GRANTING AUTHORITY 
Online User

Director

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 you intend to grant authority under.

Note:

To grant authority, the Director must have an OCP Account. Once logged in, the Director will 

be able to view the company in their dashboard under the My Entities section. Select the 

Company under which authority is to be granted, click on the Admin button (as per next page 

of this guide), followed by Grant Authority, fill in the relevant details and click Submit. 

Authority granted to an employee or tax agent will be set to expire on 30th September 

annually.

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

1
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The General Details page will be displayed.

2

2. Navigate to

3. Click on 

3
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The View Authority page will be displayed.

4

4. Click on 

The Add Authority page will be displayed when you scroll down.

5

6
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5. Enter the details for Authority page as per the example below.

Note:

• If the employee / agent that is to be granted authority has not registered for an OCP 

account, a message will appear, indicating that the employee / agent will be notified to 

register.

• If the employee / agent that is to be granted authority already has an OCP account, the 

Email field will be auto populated.
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Field Example

Account Type Individual

Type Brunei IC

Identification Document Number 01-179479

Date of Birth 14-May-1994

Full Name

Muhammad Daniel

For Brunei IC, system will auto populate the name 

by extracting data from Immigration database 

using the Identification Document  Number and 

Date of Birth information

Position Employee

Email ocpuser05@gmail.com

Security Roles Tax Services

Start Date 11-Oct-2021

End Date 12-Nov-2021
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• For Security Role: CRS Agent, End Date is not required.

• For Security Role: Tax Agent:-

• End Date is Mandatory, 30th September annually.

6. Click on the button, or to discard / cancel the details

7. Click on the button.

8. Click on the button.

Authority will be granted to the employee/agent.

8
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The employee / agent that was granted authority will receive an email.
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EDIT AUTHORITY
Online User

Director

Registered business name / company will be displayed under the My Entities section.

1. Click on a registered Company Name.

Navigate to the OCP dashboard.

1

The General Details page will be displayed.

2

2. Navigate to

3. Click on 

3
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The View Authority page will be displayed.

4

4. Click on the            icon.

The Maintain Authority page will be displayed.

5

6
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Field Example

Position Employee

Email ocpuser06@gmail.com

Security Roles Tax Services

Start Date 11-Oct-2021

End Date 12-Nov-2021
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5. Edit the details for Maintain Authority Details page as per the example below.

6. Click on the                       button. 

The edited details will be displayed below the page.

7. Click on the                     button.

8. Click on the                         button. 

To discard the added details.
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