
THE GOVERNMENT OF THE BAHAMAS 

 

 

 

ONLINE TAX ADMINISTRATION SYSTEM 

 

Welcome 
 

 

Substance Reporting on OTAS Overview 

Welcome to The Government of The Bahamas Online Tax Administration System (OTAS).  OTAS handles registrations, filing, notifications and 

correspondence in one place, stored by your unique identification number or EIN. 

The online user interface is designed with the user in mind. You can easily navigate through guided pathways, ensuring that you provide only 

the information that is required, for ease of use.   
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1. OTAS Portal Registration 

Landing page on the OTAS Portal 

 

Users who already have access to OTAS can register 

an Entity directly on the Portal. They must first log into 

their account using the “Log in” button. 

 

 

If you do not have access to the Portal, you can register 

online using the “Sign up for free” button.  
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You will be prompted to enter credentials, and click the 

 button.  

 

 

If this is your first time accessing the Portal, you will be 

taken through an account setup wizard, which includes 

changing password and adding registration security 

questions. 
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Once correctly set up, you will be able to register an 

Entity. 

For assistance, you can use the “How Do I…” function, 

and will be directed to a web page containing further 

assistance. 
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To register a subsequent Entity, this is done through the 

“My Settings” tab. 
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Entity Registration wizard 

You will be prompted to click the  button. 
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Follow the wizard steps by clicking the  to 

navigate through. 

Step One: Entity Details   

 

At any time, you are able to navigate to a previous step 

by using the  button. 

 

Through all the steps, a progress bar shows you where 

you are in the registration process. 

 

 



   
THE GOVERNMENT OF THE BAHAMAS – ONLINE TAX ADMINISTRATION SYSTEM – SUBSTANCE REPORTING GUIDE 

The fields marked with a star , are mandatory to 

proceed. 

The organisation type is selected via dropdown, and the 

commencement date by a calendar pop up. 
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Step Two: Contact Details 

You are prompted to enter your email address, address, 

island and settlement, and then click the  button. 
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Step Three: Financial Filing Period 

You are prompted to select the Financial Filing Period 

for Substance Reporting and then click the  

button. 

 

 

Step Four: Declaration and Submission 

You must agree to the Terms and Conditions before 

submitting your application.   

You may view a summary of the application, by clicking 

the  button, which opens a 

registration application summary section beneath the 

tab. 
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After clicking the  button, you are redirected 

to a confirmation page which displays your assigned 

case number. 

 

Click  to return to your home page. 
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The confirmation notification displays on the home page 

and you can view the progress of the registration case, 

and track/send correspondence. 
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1.1. Tracker Functionality  

At any stage, you can check the progress of any open 

cases (including enquiries) through the Tracker tab on 

the OTAS homepage. 

 

You can view all inbound and outbound 

correspondence, and send a new message to the 

Ministry of Finance by clicking the  button.  

Any new correspondence is marked with a red 

notification icon . 

To view the correspondence, you click the hyperlinked 

case title. 
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Here you are able to view the full message history. 
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The certificate of Entity Registration is able to be 

downloaded from within the approved registration case 

correspondence, by clicking download. 
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1.2. Substance Reporting Filing  

Adding a Filing for Substance Reporting on OTAS 

When logged in, you select the Substance Filing tab, 

then select Add Filing. 

This will open the File Form screen. 

The year is set to the current year as default, however 

you may select another year from the drop-down list. 

To begin, click the  button 
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You will be asked a series of questions which governs 

which Filing Form is applicable.  This Form will be made 

available to you at the end of the wizard.   

You can step through the return wizard by clicking the 

navigation buttons: 

  

  

 

 

Your correct Form – either A, B, C, D or E, will be 

displayed under the return heading banner.  
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Once the correct form has been selected, you will be 

prompted to upload supporting documentation by 

clicking the  button. 

 

Uploaded documentation displays next to the “Add file” 

button.  The document is correctly uploaded when 

displayed like this: 

 

 

If you answered ‘yes’ to the “Low or High risk Intellectual 

Property Activities?” question, extra supporting 

documentation is required.   

You will be prompted to upload this documentation in 

addition to the regular Supporting Document.  
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At the submission screen, you are able to view a 

summary of your Filing. 

 

Before submitting, you must declare that the information 

submitted is true and correct before clicking . 

 

A pop up window displays, and you must confirm that 

you wish to submit the Substance Reporting Filing. 
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After selecting ‘Yes’ to submit, you are redirected to a 

confirmation screen. 

Here, you can click  which opens a pop 

up window with the Filing Summary.  
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You are able to Print a copy for your records by clicking 

. 
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At any time, you can return to the Substance Filing tab 

to view any forms submitted, and check whether any 

liabilities are owing.   
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1.3. Entity not incorporated, registered or continued under any of the Acts 

If ‘no’ is selected as the response to the first question in 

the wizard, when clicking  , you will be taken 

directly to the documents step in the wizard, bypassing 

Substance Reporting forms as they are not applicable to 

you. 

 

 

 

At the Filing Summary screen, you will see ‘not 

applicable (N/A)’ to any further questions. 

You are still required to submit the Filing by making the 

standard declaration (as per any other Substance 

Reporting), and click  as the final step. 

 

 

 


