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1. LOGGING INTO LCS AS APPLICANT (EXTERNAL USER) 

i. Open an internet browser of your choice (whichever is installed in your computer)  
 
Google Chrome  
Internet Explorer 
Mozilla Firefox 

ii. Enter the website “www.lcs.gov.bn” into the Address bar of the internet browser and 
press “Enter” on your keyboard. 

 

iii. Select “Log in As Applicant” 

 
 
 
iv. Enter your eDarussalam Credentials (IC Number and Password) 
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v. If you have entered the correct eDarussalam Credentials, you will be be redirected to the 
Labour Control System Login Page: 

 

vi. Enter the username and password provided to you by the Labour LCS IT HELPDESK. 
 

 

vii. if you see the menu as shown below, congratulations! You have succesfully logged into 
LCS with your account!  
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2. SELECTING THE TYPE OF APPLICATION 

Select “Domestic Helper License (DHL)” from the main menu 

 

3 HOW TO APPLY AND COMPLETE FORMS 

 

3.1 DOMESTIC HELPER’S LICENSE (AMAH) FORM 

An empty application form for Domestic Helper’s License will appear as below: 

If applicant is logged in as an individual applying, his/her name would appear in the 
“Applicant’s Name” field: 
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ALTERNATIVELY, FOR EMPLOYMENT AGENCIES, they must FIRST select their PJB LAP 
number and then they will be able to select from the list of Individual Applicant’s to apply 
on their behalf: 

 

The applicant will also be able to choose between “English” and “Malay” version of the 
form: 

 

 

The applicant may now begin entering information into the form. 
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A. APPLICANT’S INFORMAT ION TAB  

THIS TAB IS MANDATORY  FOR APPLICANTS OF ALL TYPES.  

 

MANDATORY FIELDS SAMPLE NOTES 
“IC Number” 01073358 Please enter the ic number 

without “dash” 

“IC Colour” Yellow Select from one of the options 

available. 

“Gender” Male Select from one of the options 

available. 

“Date of Birth” 02/09/1990 (DD/MM/YYYY) - 

“Citizenship” Bruneian - 

“Religion” Islam - 

“Status” Married - 

“Mailing Address” No. 2 Jalan Menteri Besar Please provide the full mailing 

address. 

“House Address” No. 2 Jalan Menteri Besar Please provide the full house 

address. 

“District”   Brunei Muara Please select from the 

Districts available where the 

Applicant is residing. 

“Telephone Number – Mobile” 2226111 Please provide a minimum 7 

digit mobile Phone number 

 

The Following Information are OPTIONAL to be completed in this tab: 

OPTIONAL FIELDS SAMPLE NOTES 
“Telephone Number – House” 2226111 - 

“Telephone Number – Office” 2226111 - 
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B. JOB DESCRIPTION TAB 

THIS TAB IS MANDATORY  FOR APPLICANTS OF ALL TYPE.  
 

MANDATORY FIELDS SAMPLE NOTES 
“Occupation/Position” Legislators and senior 

officials 

Please select from the options 

available, if NOT available, please 

select the occupation MOST similar. 

“Occupation Code” AUTOMATICALLY 

SELECTED 

Applicant cannot select this field. 

“Department / Employer” Department of Labour 

Law Firm 

You may write “Not Applicabe” 

where appropriate. 

“Employer Address” Jalan 2 Kiulap You may write “Not Applicabe” 

where appropriate otherwise, leave 

blank. 

“Salary (Excluding 

Allowance)” 

“4500” Please state Salary, if there is no 

income, please put “0” 

 

OPTIONAL FIELDS SAMPLE NOTES 
“Salary Scale” “None” Provide information if available. 

“Other Income” “0” Put “0”if no income, otherwise, 

please state amount in number. 
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B. APPLICANT’S JOB DESCRIPTION SAMPLE COMPLETED TAB  
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C.FOREIGN APPLICANT TAB 

THIS TAB IS ONLY APPLICABLE  TO APPLICANTS WHOM ARE FOREIGN CITIZENS ONLY .   

IF Applicant is a Brunei Citizen or Permanent Resident, Please select “Not Applicable” and 
click “NEXT”. 

OTHERWISE, please select “Complete this section” and provide the necessary information 
being requested. 

 

MANDATORY FIELDS SAMPLE NOTES 
“Start date of employment 

in Brunei Darussalam” 

01/09/2007 

 

Please provide the date whereby the 

applicant FIRST came to work in 

Brunei. 

Format: Day-Month-Year 

(DD/MM/YYYY) 

“Date of employment with 

current employer” 

25/05/2010 

 

Please provide the start date of 

employment of the applicant with the 

existing employer.  

“Expiry Date of Contract” 25/05/2017 

 

Please provide a valid expiry date of 

the applicant’s existing work contract 

with his/her current employer. 

 
 

OPTIONAL FIELDS SAMPLE NOTES 
There are no optional fields 

in this tab 

- - 



LCS – USER GUIDE V1 (030915) SRIMAYA TECHNOLOGIES AND COMMUNICATIONS  

Page 11 of 45 
 

C. FOR FOREIGN CITIZENS ONLY – COMPLETED SAMPLE TAB 
 

 

D.SPOUSE INFO TAB 

THIS TAB IS ONLY APPLICABLE  TO APPLICANTS WHOM ARE MARRIED/DIVORCE/WIDOWED  
ONLY. 

IF Applicant is NEITHER married, divorced nor widowed, Please select “Not Applicable” and 
click “NEXT”. 

OTHERWISE, please select “Complete this section” and provide the necessary information 
being requested. 
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MANDATORY FIELDS SAMPLE NOTES 
“Wife / Husband’s Name” Noraina Aaleesya binti 

Hafizuddin 

Please provide full name 

“IC Number” 01073358 Please enter the ic number without 

“dash” 

“IC Colour” Yellow Select from one of the options 

available. 

“Citizenship” Bruneian - 

“Religion” Islam - 

 

 

 

 

 

 

 

 

 

 

 

OPTIONAL FIELDS SAMPLE NOTES 
“Occupation / Designation “ Housewife Please describe occupation, even if 

person is not working, please enter 

“Unemployed”. 

“Department / Employer “ Not Applicable You may write “Not Applicabe” where 

appropriate. 

“Employer Address” Not Applicable You may write “Not Applicabe” where 

appropriate otherwise, leave blank. 

“Salary (Excluding 

Allowance)” 

“0” Please state Salary, if there is no 

income, please put “0” 

“Dependant Pass No. / 

Employment Pass No. “ 

E02332 Provide IF Available, otherwise , leave 

blank. 
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D. SPOUSE INFORMATION –  COMPLETED SAMPLE TAB  

 

 

 

 

E. CHILD DEPENDENT TAB 

THIS TAB IS ONLY APPLICABLE  TO APPLICANTS WHOM HAVE DEPENDENTS (CHILDREN ).  

IF Applicant DOES NOT HAVE ANY children or dependents living together, please select “Not 
Applicable” and click “NEXT”. 

OTHERWISE, please select “Complete this section” and provide the necessary information 
being requested. 
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To provide the details of each dependent, please complete the mandatory fields for each 
dependent and click “ADD” when ready. 

 

After clicking “ADD”, the information will show up in the table as shown below, you may 
choose to continue Adding more “Dependents” to the table or proceed to the NEXT “tab”. 
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IF you have made a mistake, you may remove it by clicking on the “X” button on the right. 

 

 

MANDATORY FIELDS SAMPLE NOTES 
“No of Children” “2” Please enter the total number of 

Children. 

“Name” Arif Nasiruddin Please enter the full name of the Child. 

“IC /Birth Cert Number” “0107335” , “E0232X” , 

etc (Varies on type of ID 

provided) 

Please provide the number of any 

identity cards or birth certificate 

number of this child. 

“Gender” Male Select from the Provided Options 

“Date of Birth” 09/01/2009 

 

Day-Month-Year (DD/MM/YYYY) 
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“Occupation” Student If children is not working, writing 

“Dependent” or “Not Applicable” is 

fine. 

 

 

E. DETAILS OF CHILDREN LIVING IN THE SAME HOUSEHOLD – COMPLETED SAMPLE TAB 

 

 

 

 

 

OPTIONAL FIELDS SAMPLE NOTES 
There are no optional fields 

in this tab 

- - 
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F. OTHER FAMILY TAB 

THIS TAB IS ONLY APPLICABLE  TO APPLICANTS WHOM HAVE FAMILY MEMBERS LIVING 
TOGETHER.   

IF Applicant DOES NOT live with his/her family members, please select “Not Applicable” and 
click “NEXT”. 

OTHERWISE, please select “Complete this section” and provide the necessary information 
being requested. 
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You may follow the SAME INSTRUCTIONS provided in completing this tab simiarly to 
“OTHER FAMILY” tab. 
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G. RESIDENCE DETAILS TAB 

THIS TAB IS MANDATORY FOR APPLICANTS OF ALL TYPES 

Complete the fields as requested and you may also use the “Mandatory” and “Optional” 
fields table as your guide to filling in the form: 
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MANDATORY FIELDS SAMPLE NOTES 
“House Address” No. 2, Jalan Ban 2 Please provide the full address. 

“Ownership Type” Example 1: Own House 

OR 

Example 2: Temporary 

Stay:  

Auntie’s House 

OR 

 

Rental – Government: 

Class  

OR 

Example 3: Company: 

B$200 per month 

OR 

Example 4: Private: B$300 

per month 

Select one of the “Three(3)” Options 

available and provide the required 

information relevant.  

“Number of bedrooms” “4” Please provide the total number of 

bedrooms AVAILABLE in the house 

EXCLUDING the ROOM to be occupied 

by the Amah(Domestic Helper). 

“No. of Bedrooms for 

Domestic helper” 

“1” Please provide the total number of 

bedrooms AVAILABLE in the house FOR 

the Amah (Domestic Helper). 

“Period of stay at the 

current Address” 

“2” Year ”1” Month Please provide the estimated period of 

stay at the current residence in 

number of “Years” and “Months” 

 

 

 

OPTIONAL FIELDS SAMPLE NOTES 
There are no optional fields 

in this tab 

- - 
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G. RESIDENCE DETAILS – COMPLETED SAMPLE TAB 
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H. FOREIGN EMPLOYEE TAB 

THIS TAB IS MANDATORY FOR APPLICANTS OF ALL TYPES 

Applicant MUST provide the information on the AMAH (Domestic Helper) QUOTA to be 
applied for this application:  
 
Complete the table in similar fashion as STATED in “DETAILS OF CHILDREN LIVING IN THE 
SAME HOUSEHOLD” and “DETAILS OF FAMILY MEMBERS LIVING IN THE SAME 
HOUSEHOLD”, which is to provide all of the requested information and click “ADD”.  
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MANDATORY FIELDS SAMPLE NOTES 
“Toal Number of 

Application” 

“1” Applicant must provide the Number of 

Amah to be applied. 

“Position” Domestic Helper Applicant must select the Type of 

Amah to be applied from the Options 

available. 

“Occupation Code” AUTOMATICALLY 

SELECTED. 

Applicant cannot select this field. 

“Job Tasks” Driving and light-

gardening Work. 

Applicant must DESCRIBE the job tasks 

of the Amah to be applied. 

“Country Region” Choose from Options 

Provided. 

Applicant must select the REGION of 

Country from which the Amah is 

expected to be hired from. 

“Country” Choose from Options 

Provided. 

Applicant must select the Country 

from which the Amah is expected to be 

hired from. 

“Offered Salary” “500” Applicant must provide the SALARY 

which the Amah is expected to be 

paid. 

When the aplicant has provided all of the information, the applicant may click “NEXT” to 
move onto the next tab. 

OPTIONAL FIELDS SAMPLE NOTES 
There are no optional fields 

in this tab 

- - 
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I.  DOCUMENT 

THIS TAB IS MANDATORY FOR APPLICANTS OF ALL TYPES 

Applicant MUST indicate their “Citizenship Status” before proceeding with the document 
attachments in this tab. 

 

 

IF “Brunei Citizens” or “Permanent Resident” is selected, they MUST provide the following: 

 

IF “Foreign Citizens” is selected, they MUST provide the following: 
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HOW TO ATTACH FILES: 

Example: To Attach a “Valid Copies of the applicant’s and his/her spouse’s identity cards” 

Click “Choose File” 

 

Locate the scanned copy of your “Valid Copies of applicant’s and his/her spouse’s identity 
cards”, SELECT it once and click “OPEN”. 
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Applicant may verify if they have attached the correct file by looking at the name of the file: 

 

 

REMINDERS FOR ATTACHMENTS: 

x Do not use the “SAME” FILE NAME for different attachments 
x PLEASE avoid using “Special Characters” or “Symbols” for your file names 

(!@#$%^&*), but you may use underscores “ _ “. 
x PLEASE PROVIDE the Mandatory ATTACHMENTS, and if AVAILABLE, provide the 

Optional ATTACHMENTS for a higher chance of success at applying. 
x An example format shown below for your file names: 

“IC_SCAN_COPY_APPLICANT_1” 
“BUR555_APPLICANT_SPOUSE” 
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J.  AGREEMENT TAB 

In this tab, Applicant MUST CAREFULLLY READ all the TERMS AND CONDITIONS set out by 
the Department of Labour for processing this application. 

 

By Clicking “SUBMIT”, Applicants AGREE to all of these TERMS AND CONDITIONS and the 
Application will be submitted for Processing. 
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4. FINAL REVIEW AND SUBMITTING THE COMPLETED APPLICATION FORM. 

 

APPLICANTS can also do a final review or checking of all the provided details in the previous 
tab by clicking on the “BACK” button. 

Whenever READY, the applicant may click “SUBMIT” and the application will be submitted: 

 

After clicking submit, a screen as shown below would appear with a text box stating: “Please 
wait while your form is being submitted…”, Depending on your internet connection speed 
and size of attachments, Please allow approximately 3 – 5 minutes for the submission to 
complete.  

IF your submission is taking too long (Please allow a maximum of 10 minutes), you may call 
the LCS IT HELPDESK team for assistance. 

 

 

IF your submission was successful, you will be shown a window in the screenshot below: 
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5. OTHERS 

5.1 LOGGING OUT 

Applicants can Log Out by clicking on your username on the top right corner of the screen 
and select “Sign Out”. 

 

5.2 CHANGING PASSWORD 

Applicants can change their password by clicking on the “Change Password” icon from the 
main menu. 

 

Applicant must enter their “current” password and “New” password and click “CHANGE 
PASSWORD”. 
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5.3 REVIEWING INFORMATION SUBMITTED APPLICATIONS 

An applicant is able to review all of the information including attachments that has been 
submitted in an application but WILL NOT BE ALLOWED to EDIT the information submitted.  

 
HOWEVER, IF an applicant has a VALID reason to change the information submitted, the 
applicant is advised to contact the LCS IT HELPDESK TEAM. 

 

(i) To view the applications that has been submitted, click on “View Application”. 

 

 

 

(ii) The applicant can view all of the applications that has been submitted previously: 

 

 

(iii) To view the form details, find the specific application and Click on “Click Here” 
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(iv) Applicant can now view the information that has been submitted with that particular 
application. Applicant may click “NEXT” and view the information In all the tabs. 

 

(v) you are also able to RE-DOWNLOAD your submitted ATTACHMENTS. Just Right Click and 
Select “Save Link As”: 
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5.4 NOMINATING/SELECTING/AUTHORIZING EMPLOYMENT AGENCIES TO APPLY ON BEHALF 

(i) An applicant may SELECT an Employment Agencies to apply on behalf for Applications 
such as Job Order, Contract and DHL/Amah Licenses. In order to do so, the Applicant MUST 
have their own LCS accounts and while logged in, select “DHL Agency Permission” from the 
main menu. 

 

 

(ii) Click on the small box next to the text “Fill This Section”: 
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(iii) Find the name of the Employment Agency to be Selected: 

 

(iv) Click on its name and click “ADD”: 
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(v) Applicant may add multiple Agencies by Selecting from “Select Agency” and Clicking 
“ADD” again. 

 

(vi) When the applicant is satisfied with the list of agencies that he/she has selected, the 
applicant may click “SUBMIT” and the Agencies is then nominated to apply on behalf. 



LCS – USER GUIDE V1 (030915) SRIMAYA TECHNOLOGIES AND COMMUNICATIONS  

Page 37 of 45 
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5.5 DE-AUTHORIZING/REMOVING EMPLOYMENT AGENCIES TO APPLY ON BEHALF 

In order to remove an employment agency from the applicant’s APPROVED list of agencies, 
the Applicant must report to the LCS IT HELPDESK and request to be removed and state the 
REASON for Removal.  

x PLEASE NOTE THAT ON-GOING APPLICATIONS MUST BE COMPLETED BEFORE THIS 
CAN HAPPEN.  

x ON-GOING APPLICATIONS CANNOT BE TRANSFERRED TO ANOTHER AGENCY. 
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5.6 HOW TO PRINT DHL LICENSE 

(i) Whilst logged in as the License Owner’s Account, Select “Print DHL License” from the 
main menu. 

(ii) An interface similar to the one shown below would appear: 

(iii)  If the License Application has been approved by the Department of Labour, a “PJB” 
Number would appear from the list of “Select” button. 

 

(iv) Select the License “PJB” Number to be printed and click “Find”. 
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(v) Click “Print License” 

 

(vi) A “PDF” document will be generated in the browser and you may “Save” or “Print” the 
PDF Document. 
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6. E-MAIL UPDATES AND NOTIFICATIONS 

During the Review Process of Applications, you may receive “Updates” or “Notifications” on 
the status of your applications. 

 

6.1 SUCESSFUL SUBMISSIONS E-MAIL NOTIFICATIONS 

You will a CONFIRMATION E-MAIL to indicate that your submission was successful. 
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6.2 OFFICER REVIEW E-MAIL SAMPLE 

If your application’s documentations and details has been successfully vetted by an officer, 
you will also receive an acknowledgement e-mail. 
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6.3 INSPECTION NOTIFICATION E-MAIL SAMPLE 

If your application requires an inspection, you will receive an e-mail notifying you of a 
possible scheduled inspection whereby an officer will contact you for the inspection. 
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6.4 UNSUCCESSFUL APPLICATIONS E-MAIL SAMPLE 

If your application was unsucessful, you will receive an e-mail with the explanation of the 
outcome from the officers: 
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6.5 SUCCESSFUL APPLICATIONS E-MAIL SAMPLE 

If your application was successful, you will also receive an e-mail notifying you of the 
outcome and with instructions on how to print the license should you require one. 

 

 

 

 

 


