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SURAT PEKELILING KEWANGAN BIL. 10/2024

PEMAKLUMAN PENGEMASKINIAN NOMBOR PENGENALAN CUKAI INDIVIDU

DALAM SISTEM MAKLUMAT SUMBER MANUSIA (SMSM) BAGI KEPERLUAN

PENGHANTARAN MAKLUMAT PENDAPATAN PENGGAJIAN STAF KEPADA
LEMBAGA HASIL DALAM NEGARA MALAYSIA (LHDNM)

Dengan segala hormatnya perkara di atas adalah dirujuk.

2. Surat Pekeliling Kewangan ini dikeluarkan bertujuan untuk memaklumkan kepada
semua staf Universiti Teknikal Malaysia Melaka berkenaan pengemaskinian Nombor
Pengenalan Cukai (TIN) individu dalam Sistem Maklumat Sumber Manusia (SMSM) bagi
keperluan penghantaran maklumat pendapatan penggajian staf kepada pihak Lembaga Hasil
Dalam Negara Malaysia (LHDNM) secara atas talian melalui portal MyTax (Majikan).

3 Sehubungan dengan itu, semua staf dikehendaki mengemaskini maklumat Nombor
Pengenalan Cukai (TIN) masing-masing selewat-lewatnya 31 Mei 2024 melalui pautan
seperti berikut:

https://forms.office.com/r/9G9XyiGDCQ?origin=lprLink.

4, Sekiranya staf tidak mempunyai Nombor Pengenalan Cukai (TIN), permohonan
pendaftaran fail cukai pendapatan perlu dibuat di portal MyTax (e-Daftar) LHDNM melalui
pautan https://mytax.hasil.gov.my/. Bersama-sama ini turut disertakan Manual Pengguna

Sistem e-Daftar sebagai rujukan. Pejabat Bendahari juga akan mengadakan sesi bersama
dengan staf yang memerlukan bantuan bagi pendaftaran fail cukai pendapatan pada 23 Mei
2024 dan 28 Mei 2024 bertempat di Bilik Bincang, Aras 1, Pejabat Bendahari.

B, Sebarang pertanyaan berkaitan perkara ini  boleh e-mail kepada
emolumen_bendahari@utem.edu.my atau berhubung terus dengan pegawai kami di talian
06-270 2080/ 8094/ 1535/ 2106/ 2586/ 4610/ 2796 atau boleh terus hadir ke Unit Emolumen
dan Pembiayaan, Pejabat Bendahari untuk pihak kami bantu bagi urusan pendaftaran

Nombor Pengenalan Cukai (TIN).



Segala kerjasama dan perhatian yang diberikan berhubung perkara ini adalah dihargai dan

didahului dengan ucapan terima kasih.
Sekian, wassalam.
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1.0 INTRODUCTION

1.1. E-DAFTAR

e-Daftar module is one of the modules in e-Apps. This module is about taxpayers who want to
register as taxpayers online. There are several types of taxpayers that can be registered in this
module. File type is the code used to distinguish the types of taxpayers when generating income
tax file number. Below are the types of taxpayers who are allowed to register on the e-Daftar
module:

e Individual

e Company

e Employer

e Association

e Partnership

e Limited Liability Partnership

e Co-operative Society

e Trust Body

e Unit Trust/ Property Trust

e Real Estate Investment Trust/ Property Trust Fund

e Business Trust

This document is one of the guideline documentation on how to operate this e-Daftar module.
There are twenty-five (25) series of documentation that users need to read:

e UM/SA01-01-00 — Access to MyTax

o UM/SA02-00-00/ED — Navigate e-Daftar

This is a document for 'UM/SA02-00-00/ED — Navigate e-Daftar.

1.2. OBJECTIVES

This user manual will enable the user to:
a. Register

b. Search Taxpayer

c. View Application Status

HITS_APP_UM/SA02-00-00/ED v1.0 Restricted Page 6 of 232
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2.0 STEPS
2.1. SEARCH TAXPAYER

i.  Navigate to e-Daftar Landing Page.
MyT\gXJ il i i Customer Feedback (n

\

e-Daftar

Registration of Income Tax Number of Inland Revenue Board of Malaysia

Type of Taxpayer

Please enter email and phone number or mobile phene number registered with IREM to display your
income tax number.

Emall L
Phane Number o T
Mobile Phone Number L] 2
MALAYSIA(60) v
Security Phrase o r—"?ﬁ

m

In these steps, the user will be able to search for taxpayer-individual (local) record.

ii. Registration of Income Tax Number page . Select Type of Taxpayer.

y’'N§ Welcome to e-Daftar

Registration of Income Tax Number of Inland Revenue Board of Malaysia

Type of Taxpayer o
| Piease Select -
Type of Refarence Numbar | Company
Partnership
Empleryer
Please enter email and phone number or mobile phone  Asscciation
incame tax number Co-operative Society
Trust Body
Business Trust
Email a | Limmited Liabiity Partnership
Unit Trust / Property Trust
| Real Estate iInvestment Trust / Progerty Trust Fund
Phone Mumber 1] REALAIELA (60D T
Mobile Phone Number Li]

MALAYSLA (80) kv
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No. Field Name/ Menu Action Remarks
1. | Type of Taxpayer. a. Click on this Selection of Reference Number radio
dropdown list. button will be displayed.
b. Select ‘Individual’.
iii. Reference Number field will be displayed as follows:
Registration of Income Tax Number of Inland Revenue Board of Malaysia
Type of Taxpayer -
Type of Reference Humbe I'!.l ,:,1,IN,,|I Huimbr .
Reference Humber I
Please enter email and phone namber of mobile phone number registensd with IREM 1 di splay your
Erraail L ]
Phore Nusmbeer L& ]
Miobike Phoese Mumber -]
Securily Phaasc L]
) - q3c
"ed 1
[d [d )
No. Field Name/ Menu Action Remarks
1. |Type of Reference |Select ‘Identification Card | Reference No. field will be displayed.
Number Number’.
2. | Reference Number Insert valid identification | This field is mandatory to be inserted.
number.
3. Email Insert data accordingly. These fields are optional to be inserted.
Phone Number
c. Mobile Phone
Number
d. Security Phrase Insert security phrase This fields are required
4. |Search Button Click on this button. System will verify inserted Reference

Number through Myldentity.

HITS_APP_UM/SA02-00-00/ED v1.0
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No. Field Name/ Menu

Action

Remarks

If inserted reference number is valid and
has not yet registered with LHDN then,
System will display the following
message:

1

| No Income Tax Number Record for

| Identification Card Number 600101015333

Click @-Daftar for Income Tax File Registration

o r———

Proceed to Section 2.3.

If the inserted reference number is
pending for the submission/ registration
then,

System will display the following
message:

x

F
Identification Card Number 600101015884 not

yet register in the Inland Revenue Board Of
b Malaysia but the data already save as draft.

Ciick Update Details for Incame Tax File Registration

Proceed to Section 2.3.

If the inserted reference number has
been registered with LHDN then,
System will display the following

message:

| *

Income Tax Number for Identification Card
Number 600101015884 has been registered in
| the Inland Revenue Board Of Malaysia. 3

For security purposes, The Income Tax Number is not displayed
If there is no email or phone number registered with the IRBM, please

come to the nearest IRBM branch for assistance. For inquiries, contact
HASIL Care Line at 03-89111000 (LHDN)

Or

HITS_APP_UM/SA02-00-00/ED v1.0
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No.

Field Name/ Menu

Action

Remarks

Income Tax Number for Identification Card
Number 600101015884 has been registered in
the Inland Revenue Board Of Malaysia.

Else,

System will display the following alert:

© Information does not exist in myldentity.

Reset Button

Click on this button.

System will reset the inserted. All the

contents will be cleared.
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2.2. SEARCH RESULT

From search screen above, the following screen will be displayed if inserted reference

number is valid and not yet been registered with LHDN or the registration process is ongoing.

2.21. No Income Tax Number Record Registered

No Income Tax Number Record for
Identification Card Number 600101015333

Click @Iﬁr Income Tax File Registration

1. e-Daftar link. Click on this link. System will display ‘PART A: BASIC
PARTICULARS'.
2. Close button [X] Click on this button. The popup window will close.
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2.2.2. Not Yet Registered With LHDN But Registration Process Is On-Going

=1

Identification Card Number 600101015884 not
yet register in the Inland Revenue Board Of
Malaysia but the data already save as draft.

B v R

1. |Update Details link. Click on this link. System will display ‘PART A: BASIC
PARTICULARS'. All inserted

information previously will be populated.

Please refer to Section 2.4.

2. | Close button [X] Click on this button. The popup window will close.
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2.3. INDIVIDUAL (CITIZEN) REGISTRATION FORM

In this screen, the user will be able to input particulars related to the Individual.

2.3.1. Part A: Basic Particulars

By clicking on ‘e-Daftar’/ ‘Update Details’ link above, Part A: Basic Particulars section

will be displayed as follows:

Back to Manu
o =

Reglstration Information Upload Document Checking & Submit

w

Particulars of Emplo;

Honorific Title
Particulars of Business
b 4 ~
3 Particulars of Spouse Name

ISZAIDA ISMAIL
Registration of Employer's
Eila Citizen Country of Residence
i

w w
Particulars of Legal Type of Reference Number Passport Number
Representative (Mother]
Father / Guardian) e prosss
Gender Taxpayer Categories * a
Particulars of
v ~
Administrater of The
Estate or Legal Status *
Representative of The
)
Date of Birth
4, TaxAgent
22/08/1989 o

Upload Document

RESIDENTIAL ADDRESS

o Declaration

Correspondence Address

Oversea

NU 13,

JALAN LEP 7/3

TAMAN LESTARI PUTRA

Postcode City State Country

43300 e SERI KEMBANGAN SELANGOR e
Phone Number (1] Maobile Phone Number €

MALAYSIA (B0} 0122876005 MALAYSIA (B0)
Email * LiJ
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No. Field Name/ Menu Action Remarks
1. |Basic Particulars Insert data into the fields |Fields indicated with * symbol is
or select data from the | mandatory to be inserted.
dropdown list.
Citizen is default to Malaysia since this
form is for Malaysian citizen.
Type of Reference Number and
Identification Card Number will be
populated based on inserted data
previously.
City and State will be populated once
Postcode is selected.
Residential Address is mandatory to be
inserted.
2. |Particulars of Employer| Click this section. System will display PART B:
PARTICULARS OF EMPLOYER.
Please see section 2.4.2
3. | Particulars of Business | Click this section. System will display PART C:
PARTICULARS OF BUSINESS. Please
see section 2.4.3
4. |Particulars of Spouse |Click this section. System  will display PART D:
PARTICULARS OF SPOUSE.
Please see section 2.4.4
5. |Registration of Click this section. System will display PART E:
Employer’s File REGISTRATION OF EMPLOYER’S
FILE. Please see section 2.4.5
6. |Legal Representative |Click this section. System will display PART F: LEGAL
(Mother/ Father) REPRESENTATIVE (MOTHER/
FATHER). Please see section 2.4.6
7. | Administrator of The Click this section. System will display PART G:

Estate or Legal
Representative of The

Deceased Person

ADMINISTRATOR OF THE ESTATE
OR LEGAL REPRESENTATIVE OF
THE DECEASED PERSON. Please

see section 2.4.7
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No. Field Name/ Menu Action Remarks
8. |Tax Agent Click this section. System will display PART H: TAX
AGENT. Please see section 2.4.8
9. | Upload Document Click this section. System will display UPLOAD
DOCUMENT. Please see section 2.4.9
10. |Declaration Click this section. System will display DECLARATION BY
APPLICANT / LEGAL
REPRESENTATIVE /
ADMINISTRATOR / TAX AGENT.
Please see section 2.4.10
11. |Next Button Click this button. System will redirect taxpayer to ‘PART
B: PARTICULARS OF EMPLOYER’
section. Please see section 2.4.2
12. |Save Button Click this button. Data will be saved and system will

display the following alert.

& Part A Saved

Otherwise, System will display a field

alert at the respective mandatory field.

HITS_APP_UM/SA02-00-00/ED v1.0
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2.3.2. Part B: Particulars of Employer
By clicking on ‘Next’ button in Part A: Basic Particulars section or by clicking on Part B:
Particulars of Employers section itself , Part B: Particulars of Employment section will

be displayed as follows:

Employment ' Commencement Date DfEmpiDyme—nl.

w dd / mm Syyyy o

Staff Mumber / Payraoll Numha'

Employer's Number

9001594310 . C.

Employer’s Name *

Employer's Telephone Number

Employer's Address *

Oversaa

Postcode City State Country

CiTY STATE b

0 Back B Save

No. Field Name/ Menu Action Remarks

1. |Employment Select employment Compulsory to select

2. |Commencement Date |Choose date -

of Employment
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No.

Field Name/ Menu

Action

Remarks

Staff Number / Payroll
Number

Insert staff number

Employer's Number

Insder employers number

Must enter a valid number of employer

number - 90001594310

Check Button

Click on this button.

System will validate inserted

Employer’s Number.

System will retrieve Employer's Name,
Employer’'s Telephone Number and
Employer’s Address from the respective

table and populate the data accordingly.

Otherwise,

System will display the following alert if
Employer’s Address is not registered in
LHDN:

A Address is incomplete. Please fill in employer's address.

Save button

Click on this button.

Data will be saved and system will

display the following alert.

System will display the following alert if
previous inserted Part is not being

saved.

© Fillin and save Part A first.

Otherwise,
System will display required field alert at

the respective mandatory field.

Next button

Click on this button.

System will redirect taxpayer to ‘PART
C: PARTICULARS OF BUSINESS’

section. Please see section 2.4.3.
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No.

Field Name/ Menu

Action

Remarks

Back button

Click on this button.

System will redirect taxpayer to ‘PART
A: BASIC PARTICULARS’ section.

Please see section 2.4.1.
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2.3.3. Part C: Particulars of Business (jika ada/if any)
By clicking on ‘Next’ button in Part B: Particulars of Employers section or by clicking

on Part C: Particulars of Business section itself , Part C: Particulars of Business section

will be displayed as follows:

Mame of Business .

LUQISHA ENTEPRISE

Business Registration hu—n::lE'. Commeancemeant Date of Operations .

090890 30M12/2021
Main Business Code

56107 - FOOD OR BEVERAGE, FOOD AND BEVERAGE PREPARATION IN MARK_. .

Address of Business Premise * l

Owversea

334

LOT G5

AMERIN MALL

Postcode * City State Country
43200 R CHERAS SELANGOR “
@ Back B save
No. Field Name/ Menu Action Remarks
1. | Name of Business Fill in the details -
2. |Business Registration -
Number
3. |Commencement Date -
of Operations
4. |Main Business Code Select business code -
5. |Address of Business |Insert address -
Premise
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No.

Field Name/ Menu

Action

Remarks

Save button

Click on this button.

Fields indicated with * symbol is

mandatory to be inserted.

Data will be saved and system will

display the following alert.

@ PartCSaved

System will display the following alert if
previous inserted Part is not being

saved.

© Fillin and save Part A first.

Otherwise,
System will display required field alert at

the respective mandatory field.

Next button

Click on this button.

System will redirect taxpayer to ‘PART
D: PARTICULARS OF SPOUSE’
section. Please see section 2.4.4.

Back button

Click on this button.

System will redirect taxpayer to ‘PART
B : PARTICULARS OF EMPLOYMENT’

section. Please see section 2.4.2.
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2.3.4. Part D: Particulars of Spouse

i. View Particulars of Spouse

By clicking on ‘Next’ button in Part C: Particulars of Business section or by

clicking on Part D: Particulars of Spouse section itself , Part D: Particulars of

Spouse section will be displayed as follows:

ncome Tax Number .
. .

Type of Referance Number * .

Marriage Status *

Spouss Name

Passport Number

Date of Divorce

Reference Numbar

dd/mmyyyy 2

o Reset [ © Add Spouse

Number

No. Field Name/ Menu Action Remarks
1. |Income Tax Number |Insert tax number Enter a valid tax number
2. |Name Fill in name -

3. |Type of Reference |Selectfrom dropdown list |-

4. |Passport Number

Insert passport number

5. |Marriage Status

Status = ‘Married’.

Status in Part A: Basic Particulars

section must be ‘Married’.

6. |Date of Divorce

Select date

7. |Reset button

Click on this button.

System will reset the inserted. All the

contents will be cleared.

8. | Add Spouse button

Click on this button.

*

Fields indicated with

mandatory to be inserted.

symbol is
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No.

Field Name/ Menu

Action

Remarks

Data will be saved and system will

display the following alert.

@ Part D Saved

System will display the following alert if
previous inserted Part is not being

saved.

O Fillin and save Part A first.

Otherwise,
System will display required field alert at

the respective mandatory field.

Next button

Click on this button.

System will redirect taxpayer to ‘PART
E: REGISTRATION OF EMPLOYER’S

FILE’ section. Please see section 2.4.5.

10.

Back button

Click on this button.

System will redirect taxpayer to ‘PART
C : PARTICULARS OF BUSINESS’

section. Please see section 2.4.3.
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ii. Add spouse information
By clicking on ‘Add’ button, system will save the inserted spouse data and
display the data in the table as follows:

ncome Tax Number

Hame *

Type of Reference Number * Passport Numbear

Marriage Status * Date of Divorce

dd /mm/yyyy a2

l =~ Resat

l © Add Spouse

Reference Number

Spouse Name
SHAH ARIZAL
) . '

No. Field Name/ Menu Action Remarks

1. |List of Spouse Click on Add button. System will save and display the
inserted spouse information in the List
of Spouse.

2. |Editicon Click on this icon. System will re-populate the spouse
information in the particular of spouse
section in editable mode.

3. |Delete icon Click on this icon. Sytem will display confirmation of

deletion. System will remove the

information once OK button is clicked.

Otherwise,

System will remain with the information.
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2.3.5. Part E: Registration of Employer’s File (jika ada/if any)
By clicking on ‘Next’ button in Part D: Particulars of Spouse section or by clicking on
Part E: Registration of Employer’s File section itself , Part E: Registration of Employer’s

File section will be displayed as follows:

L Please tick th

Employer's Status *

i gister amployer's file. .
i Mumbear of Employees *

LY 50

No. Field Name/ Menu Action Remarks
1. | Checkbox Tick on this checkbox. All mandatory fields must be inserted
2. |Employer’s status Select from dropdown list and saved.
3. |Numbers of | Insert number of
employees employees
4. |Save button Click on this button. Fields indicated with * symbol is

mandatory to be inserted.

Data will be saved and system will
display the following alert.

© Part E Saved

System will display the following alert if
previous inserted Part is not being

saved.

© Fillin and save Part A first.

Otherwise,
System will display required field alert at

the respective mandatory field.

5. |Next button Click on this button. System will redirect taxpayer to ‘PART
F: PARTICULARS OF LEGAL
REPRESENTATIVE (FATHER/
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No. Field Name/ Menu Action Remarks
MOTHER/ GUARDIANY section.

Please see section 2.4.6.
6. |Back button Click on this button. System will redirect taxpayer to ‘PART

D : PARTICULARS OF SPOUSFE’

section. Please see section 2.4.4.
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2.3.6. Part F: Particulars of Legal Representative (Father/ Mother/ Guardian)
By clicking on ‘Next’ button in Part E: Registration of Employer’s File section or by
clicking on Part F: Particulars of Legal Representative (Father/ Mother/ Guardian)
section itself , Part F: Particulars of Legal Representative (Father/ Mother/ Guardian)

section will be displayed as follows:

PART F : PARTICULARS OF LEGAL REPRESENTATIVE (MOTHER / FATHER / GUARDIAN)

Income Tax Number .
Mame * .

Type of Reference Number * . Relationship * l

o EY
Correspondence Address * .
COvarsea
Postcode * City State Country
W CITY STATE b

Phone Li] Mobile Phone 1]
Number Number

MALAYSIA (G0) W eg : 033456789

= MALAYSIA (B0} S ed : 0123456789

Email *

eg - abc@gmail.com

m
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No. Field Name/ Menu Action Remarks
1. |Income Tax Number Insert tax number Enter a valid tax number
2. |Name Fill in name -
3. |Type of Reference |Selectfrom dropdown list |-
Number
4. |Relationship Select from dropdown list |-
5. |Legal Fill in address including |-
Representative's poscode, phone number
Address and emem
6. |Save button Click on this button. Fields indicated with * symbol is
mandatory to be inserted.
Data will be saved and system will
display the following alert.
System will display the following alert if
previous inserted Part is not being
saved.
Otherwise,
System will display required field alert at
the respective mandatory field.
7. | Next button Click on this button. System will redirect taxpayer to ‘PART
G : PARTICULARS OF
ADMINISTRATOR OF THE ESTATE
OR LEGAL REPRESENTATIVE OF
THE DECEASED PERSON’ section.
Please see section 2.4.7.
8. |Back button Click on this button. System will redirect taxpayer to ‘PART

C : PARTICULARS OF BUSINESS’

section. Please see section 2.4.3.
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2.3.7. Part G: Particulars of Administrator of The Estate or Legal Representative
of The Deceased Person

By clicking on ‘Next’ button in Part F: Particulars of Legal Representative (Father/

Mother/ Guardian) section or by clicking on Part G: Particulars Of Administrator Of The

Estate Or Legal Representative Of The Deceased Person section itself , Part G:

Particulars Of Administrator Of The Estate Or Legal Representative Of The Deceased

Person section will be displayed as follows:

Income Tax Numbaer .
MName * .

Type of Refarence Mumbear * '

Legal Representative’s Address '
Ovarsea
Postcode * City State Country
W CITY STATE )

Phone L1} Maobile Phone [i]
Numbar Mumbar

MALAYSIA (80) eg : 033456783 MALAYSIA (B0} eg : 0123456789
Email *

eg : abc@gmail.com

=, 3. 0,

HITS_APP_UM/SA02-00-00/ED v1.0 Restricted Page 28 of 232



HITS User Manual

No. Field Name/ Menu Action Remarks
1. |Income Tax Number Insert tax number Enter a valid tax number
2. |Name Fill in name -
3. |Type of Reference |Selectfrom dropdown list |-
Number
4. |Legal Fill in address including |-
Representative's poscode, phone number
Address and emem
5. |Save button Click on this button. Fields indicated with * symbol is
mandatory to be inserted.
Data will be saved and system will
display the following alert.
System will display the following alert if
previous inserted Part is not being
saved.
Otherwise,
System will display required field alert at
the respective mandatory field.
6. |Next button Click on this button. System will redirect taxpayer to ‘PART
H : PARTICULARS OF TAX AGENT
section. Please see section 2.4.8
7. |Back button Click on this button. System will redirect taxpayer to ‘PART

F: PARTICULARS OF LEGAL
REPRESENTATIVE (FATHER/
MOTHER/  GUARDIAN)  section.

Please see section 2.4.6.
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2.3.8. Part H: Particulars of Tax Agent
By clicking on ‘Next’ button in Part G: Particulars Of Administrator Of The Estate Or
Legal Representative Of The Deceased Person section or by clicking on Part H:
Particulars of Tax Agent section itself , Part H: Particulars of Tax Agent section will be

displayed as follows:

:i- ~a
Tax Agent's Approval Number L
Tax Agent 's Name
Mame af Firm
Addrezs of Firm
Postecode
I:F
State
Fhone Number
Efmial
No. Field Name/ Menu Action Remarks

1. |Tax Agent's Approval |Insert data into the field. |Upon inserting Tax Agent's Approval
Number Number, system will check the validity

of the number.
If valid:
System will retrieve and display tax

agent information.

Otherwise,
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No. Field Name/ Menu

Action

Remarks

The following alert will be displayed.

€© |Invalid Tax Agent Number

2. | Save button

Click on this button.

Fields indicated with * symbol is

mandatory to be inserted.

Data will be saved and system will

display the following alert.

© PartHSaved

System will display the following alert if
previous inserted Part is not being

saved.

© Fillin and save Part A first.

Otherwise,
System will display required field alert at

the respective mandatory field.

3. | Next button

Click on this button.

System will redirect taxpayer to
UPLOAD DOCUMENT section.

4. |Back button

Click on this button.

System will redirect taxpayer to ‘PART
G: PARTICULARS OF
ADMINISTRATOR OF THE ESTATE
OR LEGAL REPRESENTATIVE OF
THE DECEASED PERSON’ section.

Please see section 2.4.7.
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2.3.9. Upload Document
By clicking on ‘Next’ button in Part H: Particulars of Tax Agent section or by clicking on
Upload Document section itself , Upload Document section will be displayed as follows:

i Document to be uploaded page.

DOCUMENT TO BE UFLOADED
a) Copy of grant probate; OR

Copy of letter of admimiatration and copy of death cartilicate

DOCUMEMNT UPLDAD REQUIREMENT

al only "pdf , "jpg , " jpeg OR “gif file format i1s allowad and the file size must be above 40k and not moarne than 300k
B) File narme must use Alphanumerns and allowable characters (-, — ,{),.)
) The uplaaded image must be clearad.
Select File & Upload

d
1

No. Field Name/ Menu

Action

Remarks

1. | Upload button

Click on the ‘Select file’ in
Upload Document box
and select document to
attach.

Popup window to upload document is
displayed.

Document is mandatory to be attached

prior submission.

System will only allow documents with
.gif format and the file size must be from
40K and not more than 300K.

File
Alphanumeric Characters (a-z, A-Z and
0-9).

name must only contain

System will display the following alert:
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No. Field Name/ Menu Action Remarks
Otherwise,
System will display the alert as follows.
© Fail to process

2. | Next button Click on this button. System will redirect taxpayer to
DECLARATION section. Please see
section 2.4.10.

3. |Back button Click on this button. System will redirect taxpayer to ‘PART

H: PARTICULARS OF TAX AGENT
section. Please see section 2.4.8.

ii. Delete attached document.

By clicking on ‘Upload’ button, system will save the attached dcoument

and display the attachment in the table as follows:

Select Fila

Board ing Pass pdf

X upload

No.

Field Name/ Menu

Action

Remarks

Dustbin Icon

Click on this icon.

Sytem will display the following alert:

©® Deleted
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2.3.10. Declaration
i. Declaration by Applicant/ Legal Representative/ Administrator/ Tax Agent

By clicking on ‘Next’ button in Upload Document section or by clicking on

Declaration section itself , Declaration section will be displayed as follows:

| ey Geciais That thd InTorrmathon Qv m in TR Torm IS Thad, Cormest and comiplets,

uy

No.

Field Name/ Menu

Action

Remarks

Declarer radio button

Click on this button.

System will display declarer’'s name and
identification number based on inserted

input the respective section.

System will display Submit button once

declarer is selected.

For declarer option, refer to the

following section.

Save button

Click on this button.

Data will be saved and system will

display the following alert:

Back button

Click on this button.

System will redirect taxpayer to ‘Upload
Document’ section.
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ii. Declarer Option

Declarer options will be displayed based on the following condition:

| hereby declare that the information glven in this form |4 Urue, cormect and complete
4 -l £l
pplicant
Particulars of Légal Représéntative (Mother / Father /
suanrdian
o Particulars of Adminlstrator of The Estate or Léegal Representative of The Deceased Persor
Tax Agent
Mame ldentification Card Number
= B
No. Field Name/ Condition Remarks
Menu
1. Declarer radio | Taxpayer category is ‘Normal’ | System will display the following declarer
button & options:
Taxpayer status is not
‘Deceased’. a. Applicant

Taxpayer category is ‘Normal’
&
Taxpayer status is not
‘Deceased’

&

Taxpayer has a registered

Tax Agent.

System will display the following declarer

options:
a. Applicant
b. Tax Agent

Taxpayer category is ‘Normal’

System will display the following declarer

& options:
Taxpayer status is
‘Deceased’. a. Particulars of Administrator of
The Estate or Legal
Representative of The
Deceased Person
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No. Field Name/

Menu

Condition

Remarks

Taxpayer category is ‘Normal’
&
Taxpayer status is
‘Deceased’

&

Taxpayer has registered Tax

Agent.

System will display the following declarer

options:

a. Particulars of Administrator of
The

Representative of

Estate or Legal
The
Deceased Person

b. Tax Agent

Taxpayer category is ‘Under
the Age of 18 Years’

&
Taxpayer

status is not

‘Deceased’.

System will display the following declarer

options:

Applicant
Particulars of Legal
Representative (Mother / Father

/ Guardian)

Taxpayer category is ‘Under
the Age of 18 Years’

&
Taxpayer status is not
‘Deceased’

&

Taxpayer has a registered

Tax Agent.

System will display the following declarer

options:
Applicant
Particulars of Legal
Representative (Mother / Father
/ Guardian)
c. Tax Agent

Taxpayer category is ‘Under
the Age of 18 Years’

&
Taxpayer status is

‘Deceased’

System will display the following declarer
options:
a. Particulars of Legal

Representative (Mother / Father

/ Guardian)
b. Particulars of Administrator of
The Estate or Legal

Representative of The Deceased

Person

Taxpayer category is ‘Under
the Age of 18 Years’
&

System will display the following declarer

options:
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No. Field Name/ Condition Remarks
Menu
Taxpayer status is a. Particulars of Legal
‘Deceased’ Representative (Mother / Father
& / Guardian)
Taxpayer has a registered b. Particulars of Administrator of
Tax Agent. The Estate or Legal
Representative of The Deceased
Person
c. Tax Agent
Taxpayer category is | System will display the following declarer
‘Unsound Mind’ options:
&
Taxpayer status is not Applicant
‘Deceased’. Particulars of Legal
Representative (Mother / Father
/ Guardian)
Taxpayer category is | System will display the following declarer
‘Unsound Mind’ options:
&
Taxpayer status is not Applicant
‘Deceased’ Particulars of Legal
& Representative (Mother/ Father/
Taxpayer has a registered Guardian)
Tax Agent. c. Tax Agent
Taxpayer category is | System will display the following declarer
‘Unsound Mind’ options:
&
Taxpayer status is a. Particulars of Legal
‘Deceased’ Representative (Mother/ Father/
Guardian)
b. Particulars of Administrator of
The Estate or Legal
Representative of The Deceased
Person
Taxpayer category is | System will display the following declarer
‘Unsound Mind’ options:
&
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No. Field Name/ Condition Remarks
Menu
Taxpayer status is a. Particulars of Legal
‘Deceased’ Representative (Mother/ Father/
& Guardian)
Taxpayer has a registered b. Particulars of Administrator of
Tax Agent. The Estate or Legal
Representative of The Deceased
Person
c. Tax Agent
2 Submitt button | Click on this button. Sytem will display the following alert.
© Applcation Approvedt
Proceed to section 2.4.11.
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2.3.11. Application Status
By clicking on the ‘Submit’ button, Application Status screen will be displayed as

follows.

Searth Mo .

No. Field Name/ Menu Action Remarks

1. | Print Preview button Click on this button. System will redirect taxpayer to

Acknowledgement Receipt.

2. | Search Menu button Click on this button. System will redirect taxpayer to Search

Taxpayer screen.
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2.3.12. Acknowledgement Receipt
By clicking on ‘Print Preview’ button in section 2.4.11, the following screen will be

displayed.

AL AT B &

Sir f Mrs,

AFPPLICATION FOR INCOME TAX REGISTRATION NUMBER ACKNCWLEDGEMENT SLIP

TAXPAYER MNAME
IDENTIFICATION CARD NUMBER
APPLICATION NUMBER

DATE AND TIME

EMAIL

ik o

PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-15
BERKHIDMAT UNTUK NEGARA™
BERSAMA MEMBANGUN NEGARA™

i |
m i
L —

No. Field Name/ Menu Action Remarks
1. | Print button Click on this button. System will display print dialog box.
2. |Back button Click on this button. System will return to section 2.4.11.
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2.4. INDIVIDUAL (FOREIGNER) REGISTRATION FORM

In these steps, the user will be able to input particulars related to the Individual (Foreigner).

2.4.1. Part A: Basic Particulars

By clicking on ‘e-Daftar’/ ‘Update Details’ link above, Part A: Basic Particulars section

will be displayed as follows:

Back to Manu
o =

Reglstration Information Upload Document Checking & Submit

w

Particulars of Emplo;

Honorific Title
Particulars of Business
b 4 ~
3 Particulars of Spouse Name

ISZAIDA ISMAIL
Registration of Employer's
Eila Citizen Country of Residence
i

w w
Particulars of Legal Type of Reference Number Passport Number
Representative (Mother]
Father / Guardian) e prosss
Gender Taxpayer Categories * a
Particulars of
v ~
Administrater of The
Estate or Legal Status *
Representative of The
)
Date of Birth
4, TaxAgent
22/08/1989 o

Upload Document

RESIDENTIAL ADDRESS

o Declaration

Correspondence Address

Oversea

NU 13,

JALAN LEP 7/3

TAMAN LESTARI PUTRA

Postcode City State Country

43300 e SERI KEMBANGAN SELANGOR e
Phone Number (1] Maobile Phone Number €

MALAYSIA (B0} 0122876005 MALAYSIA (B0)
Email * LiJ
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No. Field Name/ Menu Action Remarks
1. |Basic Particulars Insert data into the fields |Fields indicated with * symbol is
or select data from the | mandatory to be inserted.
dropdown list.
Type of Reference Number and
Passport Number will be populated
based on previously inserted data.
City and State will be populated once
Postcode is selected.
Residential Address is mandatory to be
inserted.
2. |Particulars of Employer| Click this section. System will display PART B:
PARTICULARS OF EMPLOYER.
Please see section 2.4.2.

3. |Particulars of Business | Click this section. System will display PART C:
PARTICULARS OF BUSINESS. Please
see section 2.4.3.

4. |Particulars of Spouse |Click this section. System will display PART D:
PARTICULARS OF SPOUSE. Please
see section 2.4 4.

5. |Registration of Click this section. System will display PART E:
Employer’s File REGISTRATION OF EMPLOYER’S

FILE. Please see section 2.4.5.

6. |Legal Representative |Click this section. System will display PART F: LEGAL

(Mother/ Father) REPRESENTATIVE (MOTHER/
FATHER). Please see section 2.4.6.

7. | Administrator of The Click this section. System will display PART G:
Estate or Legal ADMINISTRATOR OF THE ESTATE
Representative of The OR LEGAL REPRESENTATIVE OF
Deceased Person THE DECEASED PERSON. Please

see section 2.4.7.
8. |Tax Agent Click this section. System will display PART H: TAX

AGENT. Please see section 2.4.8
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No. Field Name/ Menu Action Remarks
9. | Upload Document Click this section. System will display UPLOAD

DOCUMENT. Please see section 2.4.9

10. |Declaration Click this section. System will display DECLARATION BY
APPLICANT/ LEGAL
REPRESENTATIVE/
ADMINISTRATOR/ TAX AGENT.
Please see section 2.4.10

11. | Next Button Click this button. System will redirect taxpayer to ‘PART
B: PARTICULARS OF EMPLOYER’
section. Please see section 2.4.11

12. |Save Button Click this button. Data will be saved and system will

display the following alert.

@ Part ASaved

Otherwise, System will display a field

alert at the respective mandatory field.
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2.4.3. Part B: Particulars of Employer
By clicking on ‘Next’ button in Part A: Basic Particulars section or by clicking on Part B:
Particulars of Employers section itself , Part B: Particulars of Employment section will

be displayed as follows:

Employment ' Commencement Date nfEmpin-:,-meni.

v dd/ rl'rTL-"_',')'”' a

staff Numbar / Payrall Numha'

Employer's Number

9001594310 . '-2"

Employer's Name *

Employer's Telephone Number

Employer's Address *

Oversaa

Postcode City State Country

CITY STATE L*s

0 Back B Save

No. Field Name/ Menu Action Remarks

1. |Employment Select employment Compulsory to select

2. |Commencement Date |Choose date -

of Employment
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No.

Field Name/ Menu

Action

Remarks

Staff Number/ Payroll
Number

Insert staff number

Employer's Number

Insder employers number

Must enter a valid number of employer

number

Check Button

Click on this button.

System will validate inserted

Employer’s Number.

System will retrieve Employer's Name,
Employer’'s Telephone Number and
Employer’s Address from the respective

table and populate the data accordingly.

Otherwise, System will display the
following alert if Employer’s Address is

not registered in LHDN:

A Address is incomplete. Please fill in employer’s address.

Save button

Click on this button.

Data will be saved and system will
display the following alert.

@ Part BSaved

System will display the following alert if
previous inserted Part is not being

saved.

© Fillin and save Part A first.

Otherwise, System will display a field

alert at the respective mandatory field.

Next button

Click on this button.

System will redirect taxpayer to ‘PART
C: PARTICULARS OF BUSINESS’

section. Please see section 2.4.3.

Back button

Click on this button.

System will redirect taxpayer to ‘PART
A: BASIC PARTICULARS’ section.

Please see section 2.4.1.
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2.4.4. Part C: Particulars of Business
By clicking on ‘Next’ button in Part B: Particulars of Employers section or by clicking on
Part C: Particulars of Business section itself , Part C: Particulars of Business section

will be displayed as follows:

Mame of Business .

LUGISHMA ENTEFRISE

Business Registration hu—n:JE'. Commeancemeant Date of Operations .
090890 30M2/z2021 B

Main Business Code

56107 - FOOD OR BEVERAGE, FOOD AND BEVERAGE PREPARATION IN MARK.. .

Address of Business Premise * .

Owversea

334
LOT G5

AMERIN MALL

Postcode * City State Country
43200 R CHERAS SELANGOR o
O Back B save
No. Field Name/ Menu Action Remarks
1. | Name of Business Fill in the details -
2. |Business Registration -
Number
3. |Commencement Date -
of Operations
4. |Main Business Code Select business code -
5. |Address of Business |Insert address -
Premise
6. |Save button Click on this button. Fields indicated with * symbol is
mandatory to be inserted.
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No. Field Name/ Menu

Action

Remarks

Data will be saved and system will

display the following alert.

© PartCSaved

System will display the following alert if
previous inserted Part is not being

saved.

O Fillin and save Part A first.

Otherwise,
System will display a field alert at the

respective mandatory field.

7. | Next button

Click on this button.

System will redirect taxpayer to ‘PART
D: PARTICULARS OF SPOUSFE’

section. Please see section 2.4.4.

8. |Back button

Click on this button.

System will redirect taxpayer to ‘PART
B : PARTICULARS OF EMPLOYMENT’

section. Please see section 2.4.2.
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2.4.5. Part D: Particulars of Spouse

i. Input details in Particulars of Spouse page.
By clicking on ‘Next’ button in Part C: Particulars of Business section or by

clicking on Part D: Particulars of Spouse section itself , Part D: Particulars of

Spouse section will be displayed as follows:

ncome Tax Number .

o .
Type of Referance Number * . Passport Numbaer

Marriage Status * . Date of Divorce

Spouss Name Reference Numbar

dd / mm S yyyy ]

E 5 B

s Reset [ Q Add Spouse

No. Field Name/ Menu Action Remarks
1. |Income Tax Number Insert tax number Enter a valid tax number
2. |Name Fill in name -

3. |Type of Reference |Selectfrom dropdown list

Number
4. |Passport Number Insert passport number -
5. |Marriage Status Status = ‘Married’. Status in Part A: Basic Particulars
section must be ‘Married'.
6. |Date of Divorce Select date -
7. |Reset button Click on this button. System will reset the inserted. All the

contents will be cleared.

8. | Add Spouse button Click on this button.

Fields indicated with * symbol is

mandatory to be inserted.
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No.

Field Name/ Menu

Action

Remarks

Data will be saved and system will

display the following alert.

@ Part D Saved

System will display the following alert if
previous inserted Part is not being

saved.

O Fillin and save Part A first.

Otherwise,
System will display a field alert at the

respective mandatory field.

Next button

Click on this button.

System will redirect taxpayer to ‘PART
E: REGISTRATION OF EMPLOYER’S

FILE’ section. Please see section 2.4.5.

10.

Back button

Click on this button.

System will redirect taxpayer to ‘PART
C: PARTICULARS OF BUSINESS’

section. Please see section 2.4.3.
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ii. Add spouse information
By clicking on ‘Add’ button, system will save the inserted spouse data and
display the data in the table as follows:
ncome Tax Number

Hame *

Type of Reference Number * Passport Numbear

Marriage Status * Date of Divorce

dd { mm Syyyy a2

l = Resat

l © Add Spouse

Reference Number

Spouse Name
SHAH ARIZAL
) . '

No. Field Name/ Menu Action Remarks

1. |List of Spouse Click on Add button. System will save and display the
inserted spouse information in the List
of Spouse.

2. |Editicon Click on this icon. System will re-populate the spouse
information in the particular of spouse
section in editable mode.

3. |Delete icon Click on this icon. Sytem will display confirmation of

deletion. System will remove the

information once OK button is clicked.
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2.4.6. Part E: Registration of Employer’s File
By clicking on ‘Next’ button in Part D: Particulars of Spouse section or by clicking on
Part E: Registration of Employer’s File section itself , Part E: Registration of Employer’s

File section will be displayed as follows:

L Please tick th

Employer's Status *

i gister amployer's file. .
i Mumbear of Employees *

LY 50

No. Field Name/ Menu Action Remarks
1. | Checkbox Tick on this checkbox. All mandatory fields must be inserted
2. |Employer’s status Select from dropdown list and saved.
3. |Numbers of | Insert number of
employees employees
4. |Save button Click on this button. Fields indicated with * symbol is

mandatory to be inserted.

Data will be saved and system will

display the following alert.

© Part E Saved

System will display the following alert if
previous inserted Part is not being

saved.

© Fillin and save Part A first.

Otherwise, System will display a field

alert at the respective mandatory field.

5. |Next button Click on this button. System will redirect taxpayer to ‘PART
F: PARTICULARS OF LEGAL
REPRESENTATIVE (FATHER/

MOTHER/  GUARDIAN)  section.

Please see section 2.4.6.
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No.

Field Name/ Menu

Action

Remarks

Back button

Click on this button.

System will redirect taxpayer to ‘PART
PARTICULARS OF SPOUSFE’

section. Please see section 2.4.4.

D
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2.4.7. PartF: Particulars of Legal Representative (Father/ Mother/ Guardian)
By clicking on ‘Next’ button in Part E: Registration of Employer’s File section or by
clicking on Part F: Particulars of Legal Representative (Father/ Mother/ Guardian)
section itself , Part F: Particulars of Legal Representative (Father/ Mother/ Guardian)

section will be displayed as follows:

PART F : PARTICULARS OF LEGAL REPRESENTATIVE (MOTHER / FATHER / GUARDIAN)

Income Tax Number .
Mame * .

Type of Reference Number * . Relationship * l

o EY
Correspondence Address * .
COvarsea
Postcode * City State Country
W CITY STATE b

Phone Li] Mobile Phone 1]
Number Number

MALAYSIA (G0) W eg : 033456789

= MALAYSIA (B0} S ed : 0123456789

Email *

eg - abc@gmail.com

m
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No. Field Name/ Menu Action Remarks
1. |Income Tax Number Insert tax number Enter a valid tax number
2. |Name Fill in name -
3. |Type of Reference |Selectfrom dropdown list |-
Number
4. |Relationship Select from dropdown list |-
5. |Legal Fill in address including |-
Representative's poscode, phone number
Address and emem
6. |Save button Click on this button. Fields indicated with * symbol is
mandatory to be inserted.
Data will be saved and system will
display the following alert.
System will display the following alert if
previous inserted Part is not being
saved.
Otherwise, System will display a field
alert at the respective mandatory field.
7. | Next button Click on this button. System will redirect taxpayer to ‘PART
G : PARTICULARS OF
ADMINISTRATOR OF THE ESTATE
OR LEGAL REPRESENTATIVE OF
THE DECEASED PERSON’ section.
Please see section 2.4.7.
8. |Back button Click on this button. System will redirect taxpayer to ‘PART

C : PARTICULARS OF BUSINESS’
section. Please see section 2.4.3.
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2.4.8. Part G : Particulars of Administrator of The Estate or Legal Representative
of The Deceased Person

By clicking on ‘Next’ button in Part F: Particulars of Legal Representative (Father/

Mother/ Guardian) section or by clicking on Part G : Particulars Of Administrator Of

The Estate Or Legal Representative Of The Deceased Person section itself , Part G :

Particulars Of Administrator Of The Estate Or Legal Representative Of The Deceased

Person section will be displayed as follows:

Income Tax Numbaer .
MName * .

Type of Refarence Mumbear * '

Legal Representative’s Address '
Ovarsea
Postcode * City State Country
W CITY STATE )

Phone L1} Maobile Phone [i]
Numbar Mumbar

MALAYSIA (80) eg : 033456783 MALAYSIA (B0} eg : 0123456789
Email *

eg : abc@gmail.com

=, 3. 0,
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No. Field Name/ Menu Action Remarks
1. |Income Tax Number Insert tax number Enter a valid tax number
2. |Name Fill in name -
3. |Type of Reference |Selectfrom dropdown list |-
Number
4. |Legal Fill in address including |-
Representative's poscode, phone number
Address and emem
5. |Save button Click on this button. Fields indicated with * symbol is
mandatory to be inserted.
Data will be saved and system will
display the following alert.
System will display the following alert if
previous inserted Part is not being
saved.
Otherwise, System will display a field
alert at the respective mandatory field.
6. |Next button Click on this button. System will redirect taxpayer to ‘PART
H : PARTICULARS OF TAX AGENT’
section. Please see section 2.4.8
7. |Back button Click on this button. System will redirect taxpayer to ‘PART

F: PARTICULARS OF LEGAL
REPRESENTATIVE (FATHER/
MOTHER/  GUARDIAN)  section.

Please see section 2.4.6.
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2.49. PartH: Particulars of Tax Agent
By clicking on ‘Next’ button in Part G: Particulars Of Administrator Of The Estate Or
Legal Representative Of The Deceased Person section or by clicking on Part H:
Particulars of Tax Agent section itself , Part H: Particulars of Tax Agent section will be

displayed as follows:

:i- ~
Tax Agent's Approval Number L=
Tax Agent 's Name
Mame af Firm
Address of Flrm
Postoode
City
State
Phone Number
Ema
= o=
No. Field Name/ Menu Action Remarks

1. |Tax Agent's Approval |Insert data into the field. |Upon inserting Tax Agent's Approval
Number Number, system will check the validity

of the number.

If valid:
System will retrieve and display tax

agent information.

Otherwise,

The following alert will be displayed.
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No.

Field Name/ Menu

Action

Remarks

€© |Invalid Tax Agent Number

Save button

Click on this button.

Fields indicated with * symbol is

mandatory to be inserted.

Data will be saved and system will

display the following alert.

© PartHSaved

System will display the following alert if
previous inserted Part is not being

saved.

O Fillin and save Part A first.

Otherwise,
System will display a field alert at the

respective mandatory field.

Next button

Click on this button.

System will redirect taxpayer to
UPLOAD DOCUMENT section.

Back button

Click on this button.

System will redirect taxpayer to ‘PART
G: PARTICULARS OF
ADMINISTRATOR OF THE ESTATE
OR LEGAL REPRESENTATIVE OF
THE DECEASED PERSON’ section.
Please see section 2.4.7.
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2.4.10. Upload Document
i. Document to be uploaded page.
By clicking on ‘Next’ button in Part H: Particulars of Tax Agent section or by
clicking on Upload Document section itself , Upload Document section will be
displayed as follows:

DOCUMEMT TO BE UPLOADED

a) Copy of grant probate; OR

Copy of letter of administration and copy of death cartificate

DOCUMEMNT UPLDAD REQUIREMENT

a) only “pdf , "jp@ , " jpeg OR “qif file format 1= allowad and the file gize must be above 40k and not moarne than 300k
o) File name must use Alphanumens and allowable characters (-.—.().2

) The uplaaded image must ba clearad.

Select File & Upload

d
1

No. Field Name/ Menu Action Remarks

1. | Upload button Click on the ‘Select file’ in | Popup window to upload document is
Upload Document box |displayed.

and select document to
attach. Document is mandatory to be attached

prior submission.

System will only allow documents with
.gif format and the file size must be from
40K and not more than 300K.

File . name must only contain
Alphanumeric Characters (a-z, A-Z and

0-9).

System will display the following alert:

Otherwise,
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No. Field Name/ Menu Action Remarks
System will display the alert as follows.
© Fail to process
2. | Next button Click on this button. System will redirect taxpayer to
DECLARATION section. Please see
section 2.4.10.
3. |Back button Click on this button. System will redirect taxpayer to ‘PART

H: PARTICULARS OF TAX AGENT

section. Please see section 2.4.8.

ii. Delete attached document.

By clicking on ‘Upload’ button, system will save the attached dcoument and

display the attachment in the table as follows:

Select Fila

Board ing Pass pdf

X upload

No.

Field Name/ Menu

Action

Remarks

Dustbin Icon

Click on this icon.

Sytem will display the following alert:

©® Deleted
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2.4.11. Declaration

View Declaration by Applicant/ Legal Representative/ Administrator/ Tax

Agent

By clicking on ‘Next’ button in Upload Document section or by clicking on

Declaration section itself , Declaration section will be displayed as follows:

| ey Geciars That thd infor

w ERo Qi M i TR Tormn S Thag, CorreCt and completo,

uy

No.

Field Name/ Menu Action

Remarks

Declarer radio button | Click on this button.

System will display declarer’'s name and
identification number based on inserted

input the respective section.

System will display Submit button once

declarer is selected.

For declarer option, refer to the

following section.

Save button

Click on this button.

Data will be saved and system will

display the following alert:

Back button

Click on this button.

System will redirect taxpayer to ‘Upload

Document’ section.
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ii. Declarer Option

Declarer options will be displayed based on the following condition:

| hereby declare that the information glven in this form |4 Urue, cormect and complete
4 -l £l
pplicant
Particulars of Légal Représéntative (Mother / Father /
suanrdian
o Particulars of Adminlstrator of The Estate or Léegal Representative of The Deceased Persor
Tax Agent
Mame ldentification Card Number
= B
No. Field Name/ Condition Remarks
Menu
1. Declarer radio | Taxpayer category is ‘Normal’ | System will display the following declarer
button & options:
Taxpayer status is not
‘Deceased’. a. Applicant

Taxpayer category is ‘Normal’
&
Taxpayer status is not
‘Deceased’

&

Taxpayer has a registered

Tax Agent.

System will display the following declarer

options:
a. Applicant
b. Tax Agent

Taxpayer category is ‘Normal’

System will display the following declarer

& options:
Taxpayer status is
‘Deceased’. a. Particulars of Administrator of
The Estate or Legal
Representative of The
Deceased Person
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No.

Field Name/

Menu

Condition

Remarks

Taxpayer category is ‘Normal’
&
Taxpayer status is
‘Deceased’

&

Taxpayer has registered Tax

Agent.

System will display the following declarer
options:
a. Particulars of Administrator of
The Estate or Legal
Representative of The
Deceased Person

b. Tax Agent

Taxpayer category is ‘Under
the Age of 18 Years’

&
Taxpayer status is not

‘Deceased’.

System will display the following declarer

options:

Applicant
Particulars of Legal
Representative (Mother / Father

/ Guardian)

Taxpayer category is ‘Under
the Age of 18 Years’

&
Taxpayer status is not
‘Deceased’

&

Taxpayer has a registered

Tax Agent.

System will display the following declarer

options:
a. Applicant
b. Particulars of Legal
Representative (Mother / Father
/ Guardian)
c. Tax Agent

Taxpayer category is ‘Under
the Age of 18 Years’

&
Taxpayer status is

‘Deceased’

System will display the following declarer
options:
a. Particulars of Legal
Representative (Mother / Father
/ Guardian)
b. Particulars of Administrator of
The Estate or Legal
Representative of The Deceased

Person

Taxpayer category is ‘Under
the Age of 18 Years’
&

System will display the following declarer

options:
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No. Field Name/ Condition Remarks
Menu
Taxpayer status is a. Particulars of Legal
‘Deceased’ Representative (Mother/ Father/
& Guardian)
Taxpayer has a registered b. Particulars of Administrator of
Tax Agent. The Estate or Legal
Representative of The Deceased
Person
c. Tax Agent
Taxpayer category is | System will display the following declarer
‘Unsound Mind’ options:
&
Taxpayer status is not Applicant
‘Deceased’. Particulars of Legal
Representative (Mother/ Father/
Guardian)
Taxpayer category is | System will display the following declarer
‘Unsound Mind’ options:
&
Taxpayer status is not Applicant
‘Deceased’ Particulars of Legal
& Representative (Mother/ Father/
Taxpayer has a registered Guardian)
Tax Agent. c. Tax Agent
Taxpayer category is | System will display the following declarer
‘Unsound Mind’ options:
&
Taxpayer status is a. Particulars of Legal
‘Deceased’ Representative (Mother/ Father/
Guardian)
b. Particulars of Administrator of
The Estate or Legal
Representative of The Deceased
Person
Taxpayer category is | System will display the following declarer
‘Unsound Mind’ options:
&
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No. Field Name/ Condition Remarks
Menu
Taxpayer status is a. Particulars of Legal
‘Deceased’ Representative (Mother/ Father/
& Guardian)
Taxpayer has a registered b. Particulars of Administrator of
Tax Agent. The Estate or Legal
Representative of The Deceased
Person
c. Tax Agent
2. Submit button Click on this button. Sytem will display the following alert.
@ Application Approved
Proceed to section 2.4.11.
Else,
System will display the following alert:
2.4.12. Application Status
By clicking on the ‘Submit’ button, Application Status screen will be displayed as
follows.
B | Bm
Application s baing Processed
Yoru il b modified wia emad within 3 working days
i Soarch Momu -
No. Field Name/ Menu Action Remarks

Print Preview button

Click on this button.

System will redirect taxpayer to

Acknowledgement Receipt.
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No. Field Name/ Menu Action

Remarks

2. |Search Menu button Click on this button.

System will redirect taxpayer to Search

Taxpayer screen.

2.4.13. Acknowledgement Slip

By clicking on ‘Print Preview’ button in section 2.4.11, the following screen will be

displayed.

MOALATEIA

APPLICATION FOR INCOME TAX REGISTRATION NUMBER ACKNOWLEDGEMENT SLIP

TAXPAYER NAME EmirAA ZIE
PASSPORT NUMBER

AFPLICATION NUMBER

DATE AMND TIME CoaOC 2027 e
EMAIL

PRIHATIN RAKYAT : DARURAT MEMERANG| COVID-19
BERKHIDMAT UNTUK NEGARA™
BERSAMA MEMBANGUN NEGARA™

No. Field Name/ Menu Action Remarks
1. | Print button Click on this button. System will display print dialog box.
2. | Back button Click on this button. System will return to section 2.4.11.
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2.5. COMPANY REGISTRATION FORM

2.51.

Part A: Particulars of Company

Company registration form.

Particulars of Directors

B Particulars of Employer

“ Tax Agent

o Upload Document

Declaration
]

PART A : PARTICULARS OF COMPANY

Name of Company *

Country of Residence
W
Date of Incorporation of Company
ddfmm/yyyy [m]
Opening Date of Account
dd fmmi yyyy [m]

Main Business Code

01115555298

Oversea
Postcode * City
W CITY
Phone Number (1]
MALAYSIA (E0) w
Email (1]

Company Registration Number
24680H

Commencemeant Date of Operations

dd/ mm/ yyyy m]
Closing Date of Account i}
dd/ mmi yyyy ]

A

ADDRESS OF BUSINESS PREMISE

State

STATE

Mohile Phone Number €%

MALAYSIA (80) W

Country

Part A Form
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Registration

Number

ADDRESS OF BUSINESS PREMISE
Jwerses
arT G
ERIN MAL
Posboode City State Country
43300 " Bl KEMBANGA E R W
Correspondence Address
CORRESPONDEMCE ADDRESS
Owerzea
.C_ =1
AMERIN MALL
Postcode City State Country
43300 L 2l KEMB AL E [= N
Address of Business Premise
No. Field Name/ Menu Action Remarks
1. |a. Name of company |Insert name of company. |This is mandatory.
a. Country of Insert or select any fields | These fields are optional to be inserted.
Residence if necessary.
b. Company If the Account Opening and Closing

Date fields are entered then the range
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No. Field Name/ Menu Action Remarks
c. Date of between those dates should be less
Incorporation of than 23 months and 29 days.
Company
d. Commencement
Date of Operations
e. Opening Date of
Account
f. Closing Date of
Account
g. Main Business
Code
h. Phone Number
i. Mobile Phone
Number
a. Email Insert email address to This is mandatory.
contact
2. |Correspondence Click on the tab. The address fields will be displayed to fill
Address Tab in.
a. Oversea Insert address line 1
b. Address line 1 because it is mandatory | If the Oversea checkbox is checked then
c. Address line 2 fields. Others depend on |the country field needs to be selected.
d. Address line 3 the selection. The state field will be hidden.
e. Address line 4
f. Address line 5 If the Oversea checkbox is unchecked
g. Postcode the city, state, and country fields will be
h. City disabled and the postcode field is
i. State mandatory. The country field will be set
j-  Country to Malaysia. Once the postcode is
inserted, the system will populate the
value of city and state.
3. |Address of Business | Click on the tab. The address fields will be displayed to fill

Premise Tab

a. Same as
correspondence
address

b. Oversea

c. Address line 1

Insert address line 1
because it is mandatory
fields. Others depend on
the selection.

in.

If the Oversea checkbox is checked then
the country field needs to be selected.
The state field will be hidden.
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No. Field Name/ Menu

Action

Remarks

d. Address line 2

e. Address line 3
f. Address line 4
g. Addressline 5
h. Postcode

i. City

j. State

k. Country

If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is
mandatory. The country field will be set
to Malaysia. Once the postcode is
inserted, the system will populate the

value of city and state.

If the ‘Same as correspondence
address’ checkbox is checked then all
the address fields will be disabled and
the address will be the same as the
correspondence address. Otherwise, all

address fields will be opened for filling.

4. |Save Button

Click on this button. This

is mandatory action.

All fields in part A will be temporarily
stored in the database. The application
number will be generated automatically
if it does not already exist. The following

message will be displayed.

& PartASaved

5. Next Button

Click on this button.

PART B: PARTICULARS OF
DIRECTORS of the form will be
displayed.

HITS_APP_UM/SA02-00-00/ED v1.0

Restricted

Page 70 of 232




HITS User Manual

2.5.2. Part B: Particulars of Directors

i Particulars of directors page.

Once the Next button is clicked on part A, part B will be displayed as follows:

& Particulars of Company
- Particulars of Directors
Mame ‘
B Particulars of Employer
* Tax Agent Type of Reference Number *
& Upload Document l = ncs!\ [ © Add D'rcc!
- Declaration
Name Referance Number Action
Part B Form
No. | Field Name/ Menu Action Remarks
1.|a. Name Insert director name. This is mandatory.
a. Type of Select type of reference | This is mandatory.

reference number.

Number If the New Identity Card type is selected then
Identification Card Number field will be
displayed..

If the Passport type is selected then Passport
Number field will be displayed.
a. ldentification Insert identification card | This is mandatory.
Card Number number
a. Passport Number| Insert passport number | This is mandatory.
2.|Reset Button Click on this button. System will reset the inserted or selected
criteria in the record panel. All the contents will
be cleared.
3.| Add Director Button | Click on this button. Insert new director into the list.
The following message will be displayed if
successful inserted.
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No. | Field Name/ Menu Action Remarks

& AddDirector successfully

4. | Next Button Click on this button. PART C: PARTICULARS OF EMPLOYERS of

the form will be displayed.

5. |Back Button Click on this button. PART A: PARTICULARS OF COMPANY of
the form will be displayed.

ii. Update a director's record.

Name
SHAH
Type of Reference Mumber * Passport Number *
387829
| = Resat | [# Update Director
Mame Referance Number Action
SHAH IB7829

‘®

No. Field Name/ Menu Action Remarks
1. f Click on this icon. By clicking this icon, the record on that
E‘ row will be displayed above. The Add

Director button will change to Update

Director button.

2. | Update Director Button | Click on this button. System will update the selected director
and reset the inserted or selected

criteria in the input boxes.

The Update Director button will change
back to Add Director button.
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No. Field Name/ Menu Action Remarks

The following message will be displayed

& Update Successfully

3. |Reset Button Click on this button. System will reset the inserted or
selected criteria in the input boxes. All

the contents will be cleared.

2.5.3. Part C: Particulars of Employers

i Particulars of employers page

Once the Next button is clicked on part B, part C will be displayed as follows:

& Particulars of Company

Particulars of Directors

. T O T A Emneye Please tick this to register employer's file.

Employer's Status * Mumber of Employees *

+ Tax Agent

O Back B save
a Upload Document ‘ q q

Declaration
]

No. | Field Name/ Menu Action Remarks
1. |a. Please tick this to| Click on this checkbox if If want to register the employer file
register necessary. only. Skip this part if it is not required.

employer's file.

a. Employer's Insert or select all fields These are mandatory field if above
Status checkbox is ticked.

b. Number of
Employees 'Employer's Status' field has been set

to ‘Private Sector — Company’ and

cannot be changed.

2. |Back Button Click on this button. PART B: PARTICULARS OF
DIRECTORS of the form will be
displayed.
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No. Field Name/ Menu

Action

Remarks

3. |Save Button

Click on this button. This is

mandatory action.

All fields in part C will be temporarily
stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.

® Part C Saved

4. | Next Button

Click on this button.

Tax Agent part of the form will be
displayed.

HITS_APP_UM/SA02-00-00/ED v1.0

Restricted

Page 74 of 232




HITS User Manual

2.54. Tax Agent

i. Tax Agent page

Once the Next button is clicked on part C,Tax Agent part will be displayed as

follows:

& Particulars of Company

Particulars of Directors

B Particulars of Employer

#,  TexAgent

e Upload Document

™ Declaration

Tax Agent’s Approval Number *

Tax Agent's Name

Mame of Firm

Address of Firm

Postcode

Ccity

State

Phona Number

Email

~
& Refresh

necessary.

No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is
Number Approval Number if filled in by a tax agent, this field must

be entered.

a. Refresh button Click this button

System will search for the agent

information after clicking the button

a. Tax Agent's Read-only fields Taxpayer information
Name
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No. Field Name/ Menu Action Remarks
b. Name of Firm
c. Address of Firm
d. Postcode
e. City
f. State
g. Phone Number
h. Email
2. Next Button Click on this button. Upload Document part of the form will
be displayed.
3. Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
&® Record Save
4. Back Button Click on this button. PART C: PARTICULARS OF

EMPLOYERS of the form will be
displayed.
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2.5.5. Upload Document

i Document Upload page

Once the Next button is clicked on Tax Agent part, Upload Document part will

be displayed as follows:

DOCUMENT TO BE UPLOADED

B Particulars of Employer

' Tax Agent

o Upload Document

™ Declaration

= Particulars of Directors 1. Local Company:

= Private Limited Company

= Limited Company

= GCompany Limited by
Guarantes

(55M)

i a. Copy of notice of registration of Company under section 15 Companies Act

2016 or

b. Copy of certificate of incorporation of company under section 17 Companies

Act 2018

i. Copy of certificate of incorporation of change of name of company under section

28 Companies Act 2018 (if relevant)
i. Copy of current Company Profil

v. Copy of constitution (if relevant) issued by the Suruhanjaya Syarikat Malaysia

2. Foreign Company

i. Copy of notice of registration of foreign company under section 562 Companies

i. Copy of document of particulars of change or alteration relating to foreign
company under subsaection SE7(1} Companies Act 2018

DOCUMENT UPLOAD REQUIREMENT

a) Only *pdf ., “jpg . *jpeg OR * gif file format is allowed and the file size must be above 40k and not more than 300k

<) The uploaded image must be cleared.

b) File name must use Alphanumeric and allowable characters (-, -, ()..)

Select File

X Upload

=, K

No. Field Name/ Menu

Action

Remarks

1. Select File

Click on this box.

Select the appropriate document from
computer and click Ok. The document

name will display in the box.

Be sure your file names do not include
any special characters and the file size
does not exceed 300kb and must be in
pdf, jpr, jpeg or gif format only

2. Upload

Click on this button.

The documents will be temporarily
stored in the database and listed at
uploaded documents below. The

following message will be displayed.

& Upload Successfully
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No. Field Name/ Menu Action Remarks
3. Next Button Click on this button. Declaration part of the form will be
displayed.
4. Back Button Click on this button. Tax Agent part of the form will be
displayed.

ii. Remove uploaded document from the list,

resit ogos.jpg m .

No. Field Name/ Menu Action Remarks

1. .m. Click on this icon. By clicking this icon, the selected
uploaded document will be removed
from the list. The following message will

be displayed

& Deleted

2.5.6. Declaration

i. Declaration Page
Once the Next button is clicked on Upload Document part, Declaration part will

be displayed as follows:

& Particulars of Company

Particulars of Directors

]

| hereby declare that the Information glven In this ferm |s true, correct and complete.

E Particulars of Employer
Director Company Secretary

«, TaxAgent
o Upload Document
- Declaration
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No. Field Name/ Menu Action Remarks

1. |Director Click on this radio button if| If this radio button is selected then the
the person registering is a | name and identification card number
director. fields are displayed and pre-filled with

inserted value before this.
This option will not be displayed if
director is not inserted.

2. |Company Secretary Click on this radio button if{ If this radio button is selected then the
the person registering is a | name, identification card number and
company secretary. passport number fields are displayed.

3. | Save Button Click on this button. This |All fields in Declaration part will be
is mandatory action. temporarily stored in the database. The

application number will be generated

automatically if it does not already exist.

The following message will be displayed.
& Record Save

4. |Back Button Click on this button. Upload Document part of the form will

be displayed.

5. | Submit Button Click on this button.

ii. Declaration by director.

If the declaration is made by the director then the following inputs will be

displayed:

Reference Number .

B7829

=

Company Secretary

| hereby declare that the information given in this form is true, correct and complete.
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Y

Identification Card Mumber %

or Passport Number %

No. Field Name/ Menu Action Remarks
1. |Name Insert the director’s name. | By default, it is pre-filled with inserted
value before this.
2. |Reference Number Insert the director’'s By default, it is pre-filled with inserted
reference number value before this.
iii. Declaration by secretary
If the declaration is made by the company secretary then the following inputs
will be displayed:
| hereby declare that the Infarmation given in this farm is true, correct and complate.
Director o Company Secratary
Har

No. Field Name/ Menu Action Remarks
1. |Name Insert the company
secretary name.
2. |ldentification Card Insert the company
Number identification card number.
3. |Passport Number Insert the company
passport number.
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Applica!ion Status

2.5.7. Submission Status

i Application status page
Once the Submit button is clicked on Declaration part, application status page

will be displayed as follows:

Applicationis being Processed

You will be notified via email within 3working days

Search Menu

No. Field Name/ Menu Action Remarks
1. | Print Preview Click on this button. The system will display acknowledge
slip.
2. | Search Menu Click on this button. Back to e-Daftar landing page
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ii. Acknowledgement slip page.

Acknoledgement slip will be displayed after the Print Preview button clicked.

MALAYSIA

Sird Mrs,

APPLICATION FOR INCOMETAX REGISTRATION NUMBER ACKNOWLEDGEMENT SLIP

COMPANY NAME :DDSE (W} SDM BHD
COMPANY REGISTRATION :DDSE (M} SDMN EHD
NHUMBER

APPLICATION NUMBER cFotAxtSMhuL3
DATE ANDTIME (05/03/202114:03
EMAIL srazman@ddsbh.com
Thank You.

"PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-1%"

"BER3AMA MEMEBANGUN NEGARA"

Chief Executive Cfficer,
Inland Revenue Board Malayzia.

No. Field Name/ Menu Action Remarks
1. | Acknowledgement Info | Read-only An application number is a number
a. Company Name automatically generated by the system
b. Company for reference.

Registration
Number

c. Application Number
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No. Field Name/ Menu Action Remarks

d. Date and Time

e. Email

2. |Print Click on this button. To print acknowledgement slip
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2.6. EMPLOYER REGISTRATION FORM
2.6.1. Part A: Basic Particulars
i Company registration form.

By default, when the employer registration form is displayed, part A of the form
will be displayed.

Name of Employer ©
Highest Position

Income Tax Number

850150050

Commencament Date of Operations Number of Employeas ~
DD/ MM/ YYYY [m]

Ernmployer's Status Status of Business

Correspondence Address * .

Oversea

Posteoda * City State Country

v CiTY STATE W

Phone Murmber Li ] Mebile Phone Number @

MALAYSIA (60) W MALAYSIA (60) '

Fax Number (i ]

MALAYSIA (80} L

Email 1]

a@gmailcom

W

Part A Form
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No. Field Name/ Menu Action Remarks
1. |a. Name of employer |Insert name of employer. |This is mandatory.
b. Highest Position Insert or select any fields | These fields are optional to be inserted.
c. Income Tax if necessary.
Number
d. Commencement
Date of Operations
e. Status of Business
f.  Phone Number
g. Mobile Phone
Number
h. Fax Number
i. Email Insert email address to This is mandatory.
contact
2. |Correspondence Insert address line 1 If the Oversea checkbox is checked then
Address because it is mandatory |the country field needs to be selected.
a. Oversea fields. Others depend on | The state field will be hidden.
b. Address line 1 the selection.
c. Address line 2 If the Oversea checkbox is unchecked
d. Addressline 3 the city, state, and country fields will be
e. Address line 4 disabled and the postcode field is
f. Addressline 5 mandatory to insert. The country field
g. Postcode will be set to Malaysia. Once the
h. City postcode is inserted, the system will
i. State populate the value of city and state.
j.  Country
3. |Save Button Click on this button. This | All fields in part A will be temporarily
is mandatory action. stored in the database. The application
number will be generated automatically
if it does not already exist. The following
message will be displayed.
&® PartASaved
4. |Next Button Click on this button. PART B: PARTICULARS OF

EMPLOYERS form will be displayed.
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2.6.2. Part B: Particulars of Employers

i Particulars of Employers

Once the Next button is clicked on part A, part B will be displayed as follows:

Residential Address *

Owversea

Name of Director [ Scle Proprietor f Precedent Partner / Individual with Authority *

Postcode * City State Country
w CITY AT w
=R R
Part B Form
No. | Field Name/ Menu Action Remarks
1./a. Name of Insert name of Director/ | This is mandatory field.
Director/ Sole Sole Proprietor/
Proprietor/ Precedent Partner/
Precedent Individual with Authority
Partner/
Individual with
Authority
b. Residential Insert address line 1 If the Oversea checkbox is checked then the
Address because it is mandatory | country field needs to be selected. The state
i. Oversea fields. Others depend |field will be hidden.
ii. Address on the selection.
iii. Postcode If the Oversea checkbox is unchecked the city,
iv. City state, and country fields will be disabled and
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No. | Field Name/ Menu

Action

Remarks

v. State

vi. Country

the postcode field is mandatory to insert. The
country field will be set to Malaysia. Once the
postcode is inserted, the system will populate
the value of city and state.

2. | Save Button

Click on this button. This|

is mandatory action.

All fields in part B will be temporarily stored in
the database. The application number will be
generated automatically if it does not already
exist. The following message will be displayed.

® PartB Saved

3. | Next Button

Click on this button.

Tax Agent part of the form will be displayed.

4. | Back Button

Click on this button.

PART A: BASIC PARTICULARS of the form
will be displayed.
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2.6.3. Tax Agent

i. Tax Agent page.
Once the Next button is clicked on part B,Tax Agent part will be displayed

as follows:

' |
Tax Agent’s Approval Number * | Refresh
Tax Agent's Name

Mame of Firm

Address of Firm

Postcode

City

State

Phone Number

Email
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No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is
Approval Number | Approval Number if filled in by a tax agent, this field must
necessary. be entered.
Taxpayer information will be displayed
after the tax agent number is entered.
Skip this part if it is not required.
a. Tax Agent's Name| Read-only fields Taxpayer information
b. Name of Firm
c. Address of Firm
d. Postcode
e. City
f. State
g. Phone Number
h. Email
2. Next Button Click on this button. Declaration part of the form will be
displayed.
3. Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
& Record Save
4. Back Button Click on this button. PART C: PARTICULARS OF

EMPLOYERS of the form will be
displayed.
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2.6.4. Declaration

i Declaration Page

Once the Next button is clicked on Tax Agent part, Declaration part will be

displayed as follows:

| hereby declare that the information given in this form is true, correct and complete.

Reference Number

BSMS0050

No. Field Name/ Menu

Action

Remarks

1. |Employer

Click on this radio button if]
the person registering is a

employer.

If this radio button is selected then the
name and identification card number
fields are displayed and pre-filled with

inserted value before this.

This option will not be displayed if

director is not inserted.

2. |Save Button

Click on this button. This

is mandatory action.

All fields in Declaration part will be
temporarily stored in the database. The
application number will be generated
automatically if it does not already exist.

The following message will be displayed.

® Record Save

3. |Back Button

Click on this button.

Tax Agent part of the form will be
displayed.
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No.

Field Name/ Menu Action Remarks

Submit Button Click on this button.

ii. Declaration by Employer.
If the declaration is made by the director then the following inputs will be

displayed:

| hereby declare that the information givenin this form is trug, correct and compleate.

o Employer Tax Agent
MName * 1 ldentification Card Number * 2
No. Field Name/ Menu Action Remarks
1. |Name Insert the director’'s name. | By default, it pre-filled with inserted

value before this.

Identification Card Insert the director’s By default, it pre-filled with inserted

Number identification card number | value before this.

iii. Declaration by Tax Agent
If the declaration is made by the tax agent then the following inputs will be

displayed:

| hereby declare that the information given in this form is trug, corract and completa.

Employer o Tax Agent
Name * 1 Tax Agent's Approval Number 2
No. Field Name/ Menu Action Remarks
1. |Name Insert the tax agent name.| By default, it pre-filled with inserted

value before this.

Tax agent's approval |Insert the tax agent's By default, it pre-filled with inserted

number approval number value before this.
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Applica!ion Status

2.6.5. Application Status

i. Application status page

Once the Submit button is clicked on Declaration part, application status page

will be displayed as follows:

Applicationis being Processed

You will be notified via email within 3working days

Search Menu

No. Field Name/ Menu Action Remarks
1. | Print Preview Click on this button. The system will display acknowledge
slip.
2. | Search Menu Click on this button. Back to e-Daftar landing page
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ii. Acknowledgement slip page.
Acknowledgement slip will be displayed after the Print Preview button clicked.
- -

MALAYSIA

Sir £ Mrs,

APPLICATION FOR INCOMETAX REGISTRATION NUMBER ACKNOWLEDGEMENT 3LIP

EMPLOYER NAME (FDSFDSF .
EMPLOYER REFERENCE (PROOI7IBOR09
NUMBER

APPLICATION NUMBER  PLRxBLyhWzH1

DATE ANDTIME (045032021 12:03
EMAIL ra@k.com

ThankYou.

"PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-17"
"BERKHIDMAT UNTUK NEGARA"
"BERSAMA MEMBANGUN NEGARA"

Chief Executive Officer,
Inland Revenue Board Malaysia.

No. Field Name/ Menu Action Remarks
1. | Acknowledgement Info | Read-only An application number is a number
a. Employer Name automatically generated by the system
b. Employer for reference.

Reference Number

Application Number

Date and Time
e. Email

2. |Print Click on this button. To print acknowledgement slip
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2.7. ASSOCIATION REGISTRATION FORM

2.7.1. Part A: Basic Particulars

Part A: Basic Particulars page will be displayed as follows:

Particular of Association's )
Main Office-Bearers

Name of Association *

B Particulars of Employer

. Tax Agent Country of Residence Registration Certificate Number

L 12345

™ Upload Document

Date Established Commencement Date of Operations

a Declaration
dd fmmyyyy [m] dd /mmyyyyy o

Type of Association

Main Business Code

b
ADDRESS OF BUSINESS PREMISE *
Oversea
Postcode * City State Country
W ciTy STATE b
Phone Number L1} Mobile Phone Number €
MALAYSIA (60) ~ MALAYSIA (B0}

Email *

c@gmailcom

=5

Part A Form
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ADDRESS OF BUSINESS PREMISE
herses
arT G
ERIN MA
Posboode City State Country
43300 " SERI KEMBAMNGAN ELARGOR W
Correspondence Address
CORRESPONDEMCE ADDRESS
Owersea
.C_ =1
AMERIN MALL
Postcode City State Country
43300 e Rl KEMBANGS E R e
Address of Business Premise
No. Field Name/ Menu Action Remarks
1. |a. Name of Insert name of This is mandatory field.
association association.
b. Country of Insert or select any fields | These fields are optional to be inserted.
Residence if necessary.
c. Date Established
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No. Field Name/ Menu Action Remarks
d. Commencement
Date of Operations
e. Type of Association
f. Closing Date of
Account
g. Main Business
Code
h. Phone Number
i. Mobile Phone
Number
j- Email Insert email address to This is mandatory field.
contact
2. |Correspondence Click on the tab. The address fields will be displayed to fill
Address Tab in.
a. Oversea Insert address line 1
b. Address line 1 because it is mandatory | If the Oversea checkbox is checked then
c. Address line 2 fields. Others depend on |the country field needs to select. The
d. Address line 3 the selection. state field will be hidden.
e. Address line 4
f. Address line 5 If the Oversea checkbox is unchecked
g. Postcode the city, state, and country fields will be
h. City disabled and the postcode field is
i. State mandatory to insert. The country field
j.  Country will be set to Malaysia. Once the
postcode is inserted, the system will
populate the value of city and state.
3. | Address of Business | Click on the tab. The address fields will be displayed to fill

Premise Tab

a.

@

-~ ® o o T

Same as
correspondence
address
Oversea
Address line 1
Address line 2
Address line 3
Address line 4
Address line 5

Insert address line 1
because it is mandatory
fields. Others depend on
the selection.

in.

If the Oversea checkbox is checked then
the country field needs to select. The
state field will be hidden.

If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is

mandatory to insert. The country field
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No.

Field Name/ Menu

Action

Remarks

h. Postcode
i. City

j. State

k. Country

will be set to Malaysia. Once the
postcode is inserted, the system will

populate the value of city and state.

If the Same as correspondence address
checkbox is checked then all the
address fields will be disabled and the
address will be the same as the
correspondence address. Otherwise, all

address fields will be opened for filling.

Save button

Click on this button.

System will save information inserted
into the fields and display the following

alert.
® PartASaved

Otherwise,
System will display required field alert at

the respective mandatory field.

Next button

Click on this button.

PART B: PARTICULARS OF
ASSOCIATION'S MAIN OFFICE -
BEARER page will be displayed. Please

see section 2.4.2.
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2.7.2. Part B: Particulars of Association’s Main Office — Bearer

Part B: Particulars of Association’s Main Officer - Bearer page will be displayed as

follows:
CHAIRMAMN/ MANAGER / PRESIDENT SECRETARY .
Mame of Treasurar *
Type of Reference Number *
Income Tax Number
Address
Oversea
Postcode * City State Country
Phone Number 1] Mobile Phone Number €
MALAYSIA (80 W LAYSIA (B0) »
© Back B sant
No. Field Name/ Menu Action Remarks
1. |Chairman/ Manager/ |Insert data into the fields |Fields indicated with * symbol is
President Tab or select data from the | mandatory to be inserted.
dropdown list.
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No.

Field Name/ Menu

Action

Remarks

Identification Card Number/ Passport
Number field will be based on Type of

Reference Number input.

It is mandatory to select Country from
the dropdown list if user tick on Oversea
check box.

If not Oversea, City and State fields will
be automatically displayed when user

insert Postcode exist.

Secretary Tab

Insert data into the fields
or select data from the

dropdown list.

Fields indicated with * symbol is

mandatory to be inserted.

Identification Card Number/ Passport
Number field will be based on Type of

Reference Number input.

It is mandatory to select Country from
the dropdown list if user tick on Oversea

check box.

If not Oversea, City and State fields will
be automatically displayed when user

insert Postcode exist.

Treasurer Tab

Insert data into the fields
or select data from the

dropdown list.

Fields indicated with * symbol is

mandatory to be inserted.

Identification Card Number/ Passport
Number field will be based on Type of

Reference Number input.

It is mandatory to select Country from
the dropdown list if user tick on Oversea

check box.
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No. Field Name/ Menu

Action

Remarks

If not Oversea, City and State fields will
be automatically displayed when user

insert Postcode exist.

4. |Save button

Click on this button.

System will save information inserted

into the fields.

® Record Save

Otherwise,
System will display required field alert at

the respective mandatory field.

5. | Next button

Click on this button.

System will redirect to ‘PART C:
REGISTRATION OF EMPLOYER'S

FILE’ section.

6. |Back button

Click on this button.

System will redirect to ‘PART A: BASIC
PARTICULARS’ section.
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2.7.3. Part C: Particulars of Employer

Association Registration — Part C: Particulars of Employer page will be displayed as

follows:

Please tick this to register employer's file.

Employer's Status * Mumber of Employees *
q
No. Field Name/ Menu Action Remarks
1. |a. Please tick this to| Click on this checkbox if If want to register the employer file
register necessary. only. Skip this part if it is not required.

employer's file.

b. Employer's Insert or select all fields These are mandatory field if above
Status checkbox is ticked.

c. Number of
Employees 'Employer's Status' field has been set

to ‘Private Sector — Company’ and

cannot be changed.

2. |Back Button Click on this button. PART B: PARTICULARS OF
ASSOCIATION’S MAIN OFFICE -
BEARER of the form will be displayed.

3. |Save Button Click on this button. This is All fields in part C will be temporarily
mandatory action. stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be

displayed.

® Part C Saved
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No. | Field Name/ Menu Action Remarks
4. |Next Button Click on this button. Tax Agent part of the form will be
displayed.
2.7.4. Part D: Particulars of Tax Agent
Part D: Particulars of Tax Agent page will be displayed as follows:
— i
Tax Agent’s Approval Number * S Refresh —
Tax Agent's Name
Mame of Firm
Address of Firm
Postcode
City
State
Phone Number
Email
= = mﬁ
No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is

Number

Approval Number if

necessary.

filled in by a tax agent, this field must

be entered.

a. Refresh button

Click this button

System will search for the agent

information after clicking the button.
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No. Field Name/ Menu Action Remarks

Upon clicking the button Tax Agent’s
Approval Number, system will check

the validity of the number.

If valid:
System will retrieve and display tax

agent information.

Otherwise,

The following alert will be displayed.

© Invalid Tax Agent Number

a. Tax Agent's Name| Read-only fields Taxpayer information
b. Name of Firm
c. Address of Firm
d. Postcode
e. City
f. State
g. Phone Number
h. Email
2. Next Button Click on this button. Upload Document part of the form will
be displayed.
3. Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
&® RecordSave
4. Back Button Click on this button. PART C: PARTICULARS OF
EMPLOYERS of the form will be
displayed.
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2.7.5. Upload Document

i Document to be uploaded page.

Upload Document page will be displayed as follows:

DOCUMENT TO BE UPLOADED

1. Local Company:

= Private Limited Company

s Limited Company

= Company Limited by
Guarantes

I a. Copy of notice of registration of Company under section 15 Companies Act

2016 or

b. Copy of certificate of incorporation of company under section 17 Companies

Act 2016

28 Companies Act 2006 (if relevant)

. Copy of current Company Profil

v. Copy of constitution (if relevant) issued by the Suruhanjaya Syarikat Malaysia

[S5M)

. Copy of certificate of incarporation of change of name of company under section

2. Foreign Company

Act 2016

company under subsection 567(1) Companies Act 2018

.- Copy of notice of registration of foreign company under section 562 Companies

. Copy of docurment of particulars of change or alteration relating to foreign

DOCUMENT UPLOAD REQUIREMENT
a) Only *pdf. "jpg. "jpeg OR ".gif file format is allowed and the file size must be above 40k and not more than 200k,

¢} The uploaded image must be cleared.

b) File name must use Alphanumeric and allowable characters (-, —, (},.)

Select File

o Upload

=, T

No.

Field Name/ Menu

Action

Remarks

Select File

Click on this box.

Select the appropriate document from
computer and click Ok. The document

name will display in the box.

Be sure your file names do not include
any special characters and the file size
does not exceed 300kb and must be in

pdf, jpr, jpeg or gif format only

Upload

Click on this button.

The documents will be temporarily
stored in the database and listed at
uploaded documents below. The

following message will be displayed.
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‘PARTICULARS OF TAX AGENT’

section.

No. Field Name/ Menu Action Remarks
& Upload Successfully
3. Next Button Click on this button. Declaration part of the form will be
displayed.
4. Back Button Click on this button. System will redirect taxpayer to

i. Remove uploaded document from the list,

resit ogos.jpg

File Nama Action

o

No.

Field Name/ Menu

Action

Remarks

1.

m

Click on this icon.

from the list.

be displayed

& Del

By clicking this icon, the selected

uploaded document will be removed

The following message will

eted
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2.7.6. Declaration

Declaration page will be displayed as follows:

| hereby declare that the information given in this form is true, correct and completa. .
o Chairman / Manager / President Secretary Treasurer
Name *

Reference Number

No. Field Name/ Menu Action Remarks
1. | Declarer Option 1. Tick on respective Fields indicated with * symbol is
radio button. mandatory to be inserted.
2. Insert data into the
fields. System will retrieve information from the
saved inserted data prior to the
declaration process (if applicable).

2. |Back button Click on this button. Upload Document page will be
displayed.

3. | Save button Click on this button. System will save information inserted
into the fields and display the following
alert.

4. | Submit button Click on this button. Application  Status page will be

displayed.
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2.7.7. Application Status

Application Status page will be displayed as follows:

i,
Application is being Processed
You will be notified via email within 3 working days
2|
No. Field Name/ Menu Action Remarks

1. | Print Preview button Click on this button. Acceptance Slip for Income Tax

Registration Number page will be

displayed.
2. | Search Menu button Click on this button e-Daftar landing page will be displayed.
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2.7.8. Acknowledgement Slip

Acceptance Slip for Income Tax Registration Number page will be displayed as

follows:

MALAYSIA

Sir f Mirs,

APPLICATION FOR INCOME TAX REGISTRATION NUMBER ACKNOWLEDGEMENT SLIP

ASSOCIATION NAME

REGISTERATION CERTIFICATE NUMBER
APPLICATION NUMBER

DATE AND TIME

EMAIL

Thank You.

: EMMA & PARTMER ASSOCIATE

PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-19""
BERKHIDMAT UNTUK NEGARA™
BERSAMA MEMBANGUN NEGARA™

Chief Executive Cfficer,

Inland Revenue Board Malaysia.

displayed.

1 2
-~
No. Field Name/ Menu Action Remarks
1. | Print button Click on this button. System will allow user to print the
Acceptance Slip.
2. |Back Button Click on this button. Application Status page will be
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2.8. PARTNERSHIP REGISTRATION FORM
2.8.1. Part A: Basic Particulars

By default, when the partnership registration form is displayed, part A of the form will
be displayed.

Warne of Partnership * .

Partnership Registration Number HNumber of Partners
nzz23zp
Commeancement Date of Operations
dd/ rmm fyyyy m}
Main Business Code
"
|' I ADDRESS OF MAIN BUSINESS
Oversea 2
Posteode * City State Country
o CITY STATE v
Phone Humber [i] Mobile Phone Number @
MALAYSIA (B0) w MALEYSIA (GO}
Email i}
a@grnsiloom

Part A Form
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Owersea

Posteode City State Country
o v
Correspondence Address
CORRESPONDEMNCE ADDRESS
Same as correspondence addrass
Oversea
Postcode City State Country
L e
Address of Main Business
No. Field Name/ Menu Action Remarks

1. |Number of Partnership

Insert name of

partnership.

This is mandatory field.

At least 2 partners and no more than 99

partners
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No. Field Name/ Menu Action Remarks
a. Partnership Insert or select any fields | These fields are optional to be inserted.
Registration if necessary.
Number
b. Commencement
Date of Operations
c. Main Business
Code
d. Phone Number
e. Mobile Phone
Number
f.  Email Insert email address to This is mandatory field.
contact
2. |Correspondence Click on the tab. The address fields will be displayed to fill
Address Tab in.
a. Oversea Insert address line 1
b. Address line 1 because it is mandatory | If the Oversea checkbox is checked then
c. Address line 2 fields. Others depend on |the country field needs to select. The
d. Address line 3 the selection. state field will be hidden.
e. Address line 4
f. Address line 5 If the Oversea checkbox is unchecked
g. Postcode the city, state, and country fields will be
h. City disabled and the postcode field is
i. State mandatory to insert. The country field
j.  Country will be set to Malaysia. Once the
postcode is inserted, the system will
populate the value of city and state.
3. |Address of Main Click on the tab. The address fields will be displayed to fill

Business Tab

a. Same as
correspondence
address
Oversea
Address line 1
Address line 2
Address line 3
Address line 4
Address line 5

-~ ® o o T

@

Insert address line 1
because it is mandatory
fields. Others depend on
the selection.

in.

If the Oversea checkbox is checked then
the country field needs to select. The
state field will be hidden.

If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is

mandatory to insert. The country field
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No.

Field Name/ Menu

Action

Remarks

h. Postcode
i. City

j. State

k. Country

will be set to Malaysia. Once the
postcode is inserted, the system will

populate the value of city and state.

If the Same as correspondence address
checkbox is checked then all the
address fields will be disabled and the
address will be the same as the
correspondence address. Otherwise, all

address fields will be opened for filling.

Save Button

Click on this button. This

is mandatory action.

All fields in part A will be temporarily
stored in the database. The application
number will be generated automatically
if it does not already exist. The following

message will be displayed.

& PartASaved

Next Button

Click on this button.

PART B: PARTICULARS OF
PARTNERS will be displayed. Please

see section 2.3.2
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2.8.2. Part B: Particulars of Partners
i. Particulars of Partners page.

Once the Next button is clicked on part A, part B will be displayed as follows:

SECONDARY PARTMER
Harme of Precedant Partner
Type of Relerance Number
W
Address
Oversea
Posteode City State Country
R CIT STATE »
Partner's Share Basis of Apportionmeant i
| Z Reset | | O Add Partner |
Harme of Partner Referance Number Partner's Share Action
m
Part B Form
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No. | Field Name/ Menu Action Remarks

1.| Precedent Partner
Tab

2.|Secondary Partner

Tab
3. |Back Button Click on this button. PART A: BASIC PARTICULARS will be
displayed. Please see section 2.3.1
4. | Next Button Click on this button. PART C: PARTICULARS OF EMPLOYERS

will be displayed. Please see section 2.3.4

ii. Precedent Partner tab

SECONDARY PARTMER

MName of Precedent Partner
Type of Reference Number
W
Address
Oversea
Posteode City State Country
b CIT STATE ¥
Partner's Share Basis of Apportionment a

| Z Reset | © Add Partner
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No. | Field Name/ Menu Action Remarks
1./a. Name of Insert partner name. This is mandatory field.
Precedent
Partner
b. Type of Select type of reference | This is mandatory field.

reference number.

Number If the New Identity Card type is selected then
Identification Card Number field will be
displayed.

If the Passport type is selected then Passport
Number field will be displayed.
If the Registration of Business or Registration
of Company type is selected then Registration
Number with SSM or others and Income Tax
Number fields will be displayed.

c. Address Insert address line 1 The address fields will be displayed to fill in.

e Oversea because it is mandatory

e Address line 1 fields. Others depend on| If the Oversea checkbox is checked then the

e Address line2 |the selection. country field needs to select. The state field

e Addressline 4

e Address line 5 If the Oversea checkbox is unchecked the city,

e Postcode state, and country fields will be disabled and

.« City the postcode field is mandatory to insert. The

. State country field will be set to Malaysia. Once the

.« Country postcode is inserted, the system will populate
the value of city and state.

d. Partner's Share |Insert any fields if

e. Basis of necessary

Apportionment
2.|Reset Button Click on this button. System will reset the inserted or selected
criteria in the form. All the contents will be
cleared.
3.|Add Partner Button | Click on this button. Insert new partner into the list.
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No. | Field Name/ Menu Action Remarks

The following message will be displayed if

successful inserted.

® Add Precedent Partner Successfully

A precedent partner cannot be added anymore
and all inputs in a precedent partner will be
disabled.

Add Partner Button will be hidden.

iii. To update or delete a partner's record,

.

Hame of Partner ~ Reference Number + Partner's Share = Action
TUAN MIKAEL BINTUAN ADNAN 232373 0.00 (1 .
No. Field Name/ Menu Action Remarks
1. f Click on this icon. By clicking this icon, the record on that
E‘ row will be displayed above.

The selected record will be displayed on

the form.

The Update Partner button will be

shown.

Click on this button. System will update

the selected partner and reset the form.

The following message will be displayed

® Update Successfully

The Update Partner button will hidden.
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No.

Field Name/ Menu

Action

Remarks

t

Click on this icon.

By clicking this icon, the system will

prompt for confirmation.

i euathasil.gov.my says

Are you sure?

By clicking the OK button, the record will
be deleted.

The following message will be displayed

® Successfully Deleted

Reset Button

Click on this button.

System will reset the inserted or
selected criteria in the input boxes. All

the contents will be cleared.
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iv. Update Secondary Partner tab

PRECEDENT PARTHER

Hame of Partner

Type of Referance Number

Address
Ohrarsea

Postcode Clty State Country

o CITY STATE L
Partner's Share Basis of Apportionmeant (i }

2 Regs & Add Partrer
No. | Field Name/ Menu Action Remarks
1.|a. Name of Partner | Insert partner name. This is mandatory.

b. Type of
reference

Number

Select type of reference | This is mandatory.

number.

If the New Identity Card type is selected then
Identification Card Number field will be

displayed..
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No. | Field Name/ Menu

Action

Remarks

If the Passport type is selected then Passport

Number field will be displayed.

If the Registration of Business or Registration
of Company type is selected then Registration
Number with SSM or others and Income Tax
Number fields will be displayed.

c. Address

e Oversea

e Address line 1
e Address line 2
e Address line 3
e Address line 4
e Address line 5

e Postcode

e City
e State
e Country

Insert address line 1
because it is mandatory
fields. Others depend on
the selection.

The address fields will be displayed to fill in.

If the Oversea checkbox is checked then the
country field needs to select. The state field
will be hidden.

If the Oversea checkbox is unchecked the city,
state, and country fields will be disabled and
the postcode field is mandatory to insert. The
country field will be set to Malaysia. Once the
postcode is inserted, the system will populate

the value of city and state.

d. Partner’s Share
e. Basis of

Apportionment

Insert any fields if

necessary

2. | Reset Button

Click on this button.

System will reset the inserted or selected
criteria in the form. All the contents will be
cleared.

3. | Add Partner Button

Click on this button.

Insert new partner into the list.

The following message will be displayed if

successful inserted.

® Add Secondary Partner Successfully
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V. To update or delete a partner's record,

.‘ & Reset ‘ ‘ O Add Partner

Name of Partner = Raference Number = Partner's Share = Action

DSADSDS 0.00 .[E/}m .

No. Field Name/ Menu Action Remarks
1. f Click on this icon. By clicking this icon, the record on that
E‘ row will be displayed above.

The selected record will be displayed on

the form.

The Add Partner button will change to
the Update Partner button.

Update Partner Button | Click on this button. System will update the selected partner

and reset the form.

The following message will be displayed

& Update Successfully

The Update Partner button will change
back to the Add Partner button.

2. -m- Click on this icon. By clicking this icon, the system will

prompt for confirmation.

i euathasil.gov.my says

Are you sure?

By clicking the OK button, the record will
be deleted.

The following message will be displayed
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No.

Field Name/ Menu

Action

Remarks

® Successfully Deleted

3. |Reset Button

Click on this button.

System will reset the inserted or
selected criteria in the input boxes. All
the contents will be cleared.

2.8.3. Part C: Particulars of Employers

Once the Next button is clicked on part B, part C will be displayed as follows:

Employer's Statiis

Please tick this to register employer's file.

Number of Employses

=

No.

Field Name/ Menu

Action

Remarks

a. Please tick this to
register

employer's file.

Click on this checkbox if

necessary.

If want to register the employer file

only. Skip this part if it is not required.

b. Employer's Status
c. Number of

Employees

Insert or select all fields

These are mandatory field if above

checkbox is ticked.

'Employer's Status' field has been set
to ‘Private Sector — Company’ and

cannot be changed.

is mandatory action.

2. Next Button Click on this button. TAX AGENT part of the form will be
displayed.
3. Save Button Click on this button. This | All fields in part C will be temporarily

stored in the database. The application
number will be generated automatically
if it does not already exist. The

following message will be displayed.
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No. Field Name/ Menu Action Remarks

& Part C Saved

4, Back Button Click on this button. PART B: PARTICULARS OF
PARTNERS of the form will be
displayed.

2.8.4. Tax Agent

Once the Next button is clicked on part C,Tax Agent part will be displayed as follows:

Tax Agent's Approval Number * Ko Refresh
Tax Agent's Name

Name of Firm

Address of Firm

Postcode

City

State

Phone Number

Email

==
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No. Field Name/ Menu Action Remarks
1. |a. Tax Agent's Approval |Insert Tax Agent's For cases where the registration is
Number Approval Number if filled in by a tax agent, this field must
necessary. be entered.
Taxpayer information will be displayed
after the tax agent number is entered.
Skip this part if it is not required.
b. Tax Agent's Name Read-only fields Taxpayer information
c. Name of Firm
d. Address of Firm
e. Postcode
f. City
g. State
h. Phone Number
i. Email
2. |Next Button Click on this button. Upload Document part of the form will
be displayed.
3. |Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
& Record Save
4. |Back Button Click on this button. PART C: PARTICULARS OF

EMPLOYERS of the form will be
displayed.
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2.8.5. Upload Document
i Document to be uploaded page
Once the Next button is clicked on Tax Agent part, Upload Document part will

be displayed as follows:

DOCUMENTTO BE UPLOADED

a) Copy of the partnership business registration certificate issued by the Companies Commission of Malaysia (S5M); OR
Copy of joint venture agreement; OR

Copy of the registration certificate issued by a recognized professional bodies.

b} Information of business and current cwners or list of partnears; ATAL

Copy of buziness profile or sudit firm profile (if any} from SSM.

DOCUMENT UPLOAD REQUIREMENT
al Only *pdf , *jpg , *jpeg OR *.gif file format is allowead and the file size must be above 40k and not more than 300k,
b} File name must uze Alphanumeric and allowable characters (-, _,(),.,}

T he uploaded image must be cleared.

Salact File X Upload
File Hame = Action
=1
No. Field Name/ Menu Action Remarks
1. Select File Click on this box. Select the appropriate document from

computer and click Ok. The document

name will display in the box.

Be sure your file names do not include
any special characters and the file size
does not exceed 300kb and must be in

pdf, jpr, jpeg or gif format only

2. Upload Click on this button. The documents will be temporarily
stored in the database and listed at
uploaded documents below. The

following message will be displayed.

® Upload Successfully

3. Next Button Click on this button. DECLARATION part of the form will be
displayed.
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No. Field Name/ Menu Action Remarks

4. Back Button Click on this button. TAX AGENT part of the form will be
displayed.

ii. Remove uploaded document from the list.

File Name = Action
abci23.jpg - o
No. Field Name/ Menu Action Remarks
1. .m. Click on this icon. By clicking this icon, the selected
uploaded document will be removed

from the list. The following message will

be displayed

€ Deleted

2.8.6. Declaration

i. Declaration by Partner/ Tax Agent page
Once the Next button is clicked on Upload Document part, Declaration part will

be displayed as follows:

| hereby declare that the Infarmation given in this farm IS true, correet and complate. '

o Partner

Marnme
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No. Field Name/ Menu Action Remarks
1. |Partner Click on this radio button if| If this radio button is selected then the
the person registering is | name and identification card number
one of the partners. fields are displayed and pre-filled with
inserted value before this.
a) Name Insert the partner’'s name. | By default, it pre-filled with inserted
value before this.
2. |Save Button Click on this button. This | All fields in Declaration part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already exist.
The following message will be displayed.
® Record Save
3. |Back Button Click on this button. Upload Document part of the form will
be displayed.
4. |Submit Button Click on this button.
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2.8.7. Submission Status

i Application Status page
Once the Submit button is clicked on Declaration part, application status page

will be displayed as follows:

Applica!ion Status

Applicationis being Processed

You will be notified via email within 3working days

Search Menu

No. Field Name/ Menu Action Remarks
1. | Print Preview Click on this button. The system will display acknowledge
slip.
2. | Search Menu Click on this button. Back to e-Daftar landing page
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ii. Acknowledgement slip

This page will be displayed after the Print Preview button clicked.

MALAYSIA

Sird Mrs,

APPLICATION FOR INCOMETAX REGISTRATION NUMBER ACKNOWLEDGEMENT SLIP

COMPANY NAME :DDSE (W} SDM BHD
COMPANY REGISTRATION :DDSE (M} SDMN EHD
NHUMBER

APPLICATION NUMBER cFotAxtSMhuL3
DATE ANDTIME (05/03/202114:03
EMAIL srazman@ddsbh.com
Thank You.

"PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-1%"

"BER3AMA MEMEBANGUN NEGARA"

Chief Executive Cfficer,
Inland Revenue Board Malayzia.

No. Field Name/ Menu Action Remarks
1. | Acknowledgement Info | Read-only An application number is a number
a. Partnership Name automatically generated by the system
b. Partnership for reference.

Registration
Number

c. Application Number
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No. Field Name/ Menu Action Remarks

d. Date and Time

e. Email

2. |Print Click on this button. To print acknowledgement slip
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2.9. LIMITED LIABILITY PARTNERSHIP REGISTRATION FORM

2.9.1. Part A: Basic Particulars

By default, when the limited liability partnership registration form is displayed, part A

of the form will be displayed.

Mame of Limited Liabllity Partnership *

Limited Liability Partnership Registration Mumber

G37E57

Date when Limited Liablitity Partnership Commence

Operations
dd/ mm fyyvy m]
Closing Date of Account [i]
dd /Py ]

Main Business Code

Owversea
Posteode City
LY CITY
Phene Number o
MALAYSIA {60}~ Add text here
Emall i}

zi@gman | com

Humber aof Partners

Opening Date of Account

ad f rmn  yyyy

ADDRESS OF MAIN BUSINESS

STATE

Mokile Phone Number &

MALAYSIE (B0)

Converslon to Limited Liakility Partnership (If "Yes', also complete item below)

Country

Part A Form
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ADDRESS OF BUSINESS PREMISE
2
Oversea
Postcode * City State Country
Postcode CITY STATE W
Correspondence Address
CORRESPONDENCE ADDRESS
3

Owversea
Postcode City Country *

56000 KUALA LUMPUR v

Address of Business Premise
No. Field Name/ Menu Action Remarks
1. |a. Name of Limited Insert name of limited This is mandatory field.

Liability Partnership| liability partnership.

b. Number of This is mandatory field.

Partnership
At least 2 partners and no more than 99
partners

c. Date when Limited | Insert or select any fields | These fields are optional to be inserted.

Liablitity if necessary.

Partnership If the Account Opening and Closing
Commence Date fields are entered then the range
Operations
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No. Field Name/ Menu

Action

Remarks

d. Opening Date of
Account

e. Closing Date of
Account

f. Main Business
Code
Phone Number

h. Mobile Phone

Number

between those dates should be less
than 23 months and 29 days.

If the Conversion to Limited Liability
Partnership field set to Yes then Income
Tax Number before Conversion to
Limited Liability Partnership field will be
displayed.

i. Email

Insert email address to

contact

This is mandatory field.

j. Conversion to
Limited Liability
Partnership (If
'Yes', also
complete item

below)

Tick this radio button

2. | Correspondence
Address Tab

a. Oversea

b. Address line 1
c. Address line 2
d. Address line 3
e. Address line 4
f. Address line 5
g. Postcode

h. City

i. State

j-  Country

Click on the tab.

Insert address line 1
because it is mandatory
fields. Others depend on

the selection.

The address fields will be displayed to
fill in.

If the Oversea checkbox is checked then
the country field needs to be selected.
The state field will be hidden.

If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is
mandatory to insert. The country field
will be set to Malaysia. Once the
postcode is inserted, the system will

populate the value of city and state.

3. | Address of Business

Premise Tab

a. Same as
correspondence
address

b. Oversea

Click on the tab.

Insert address line 1
because it is mandatory
fields. Others depend on
the selection.

The address fields will be displayed to
fill in.

If the Oversea checkbox is checked then
the country field needs to select. The
state field will be hidden.
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No. Field Name/ Menu

Action

Remarks

Address line 1
Address line 2
Address line 3
Address line 4
Address line 5
Postcode

City

j. State

k. Country

=~ ©® o o

s @

If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is
mandatory to insert. The country field
will be set to Malaysia. Once the
postcode is inserted, the system will

populate the value of city and state.

If the ‘Same as correspondence
address’ checkbox is checked then all
the address fields will be disabled and
the address will be the same as the
correspondence address. Otherwise, all
address fields will be opened for filling.

4, Save Button

Click on this button. This

is mandatory action.

All fields in part A will be temporarily
stored in the database. The application
number will be generated automatically
if it does not already exist. The following

message will be displayed.

& PartASaved

5. Next Button

Click on this button.

PART B: PARTICULARS OF
PARTNERS will be displayed. Please

see section 2.3.2
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2.9.2. Part B: Particulars of Partners
i. Particulars of partners page.

Once the Next button is clicked on part A, part B will be displayed as follows:

SECONDARY PARTMER

E— .

Mame of Precedant Partner

Type of Reference Number

| o Resst | | O Add Partner |
Mame of Partner Refarance Numbear Action
=’
Part B Form
No. | Field Name/ Menu Action Remarks
1.| Precedent Partner
Tab
2.|Secondary Partner
Tab
3. |Back Button Click on this button. PART A: BASIC PARTICULARS will be
displayed. Please see section 2.3.1
4. | Next Button Click on this button. PART C: PARTICULARS OF COMPLIANCE
OFFICER will be displayed. Please see
section 2.3.4
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SECONDARY PARTMER

Mame of Precedant Partne

B

Type of Referance Number

F

v |

dentification Card Number

Harme of Partner

Referance Nurmber

Z Reset | © Add Partner

No. | Field Name/ Menu Action Remarks
1./a. Name of Insert partner name. This is mandatory field.
Precedent
Partner
b. Type of Select type of reference | This is mandatory field.
reference number.
Number If the New Identity Card type is selected then

Identification Card Number field will be

displayed..

If the Passport type is selected then Passport
Number field will be displayed.

If the Registration of Business or Registration
of Company type is selected then Registration
Number with SSM or others and Income Tax

Number fields will be displayed.

c. ldentification

Card Number

number

Insert identification card | This is mandatory field.

Passport Number

Insert passport number | This is mandatory field.

e. Registration

Number with
SSM or others

Insert Registration of
Business or Registration

of Company number
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No.

Field Name/ Menu

Action

Remarks

.| Add Partner Button

Click on this button.

Insert new partner into the list.

successful inserted.

& Add Precedent Partner Successfully

A precedent partner cannot be added anymore

The following message will be displayed if

and all inputs in a precedent partner will be
disabled.

Add Partner Button will be hidden.

.| Reset Button

Click on this button.

cleared.

System will reset the inserted or selected

criteria in the form. All the contents will be

ii. To update or delete a partner's record,

Name of Partner =

RAZMAN

Reference Number =

323232323

Action

EC 2

No.

Field Name/ Menu

Action

Remarks

4

Click on this icon.

By clicking this icon, the record on that

row will be displayed above.

The selected record will be displayed on

the form.

The Update Partner button will be

shown.

Update Partner Button

Click on this button.

System will update the selected partner

and reset the form.
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No. Field Name/ Menu

Action

Remarks

The following message will be displayed

® Update Successfully

The Update Partner button will hidden.

Click on this icon.

By clicking this icon, the system will

prompt for confirmation.

E_ euathasil.gov.my says

Are you sure?

By clicking the OK button, the record will
be deleted.

The following message will be displayed

® Successfully Deleted

3. |Reset Button

Click on this button.

System will reset the inserted or
selected criteria in the input boxes. All

the contents will be cleared.
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iii. Secondary Partner tab

PRECEDEMNT PARTHER

Mame ol Partner

Type of Referance Number dentification Card Number

Hame of Partner

Refarance Number

O Add Partner

No. | Field Name/ Menu Action

Remarks

1.| Name of Partner Insert partner name.

This is mandatory field.

Type of reference Select type of reference

Number number.

This is mandatory field.

If the New Identity Card type is selected then
Identification Card Number field will be

displayed..

If the Passport type is selected then Passport
Number field will be displayed.

If the Registration of Business or Registration
of Company type is selected then Registration
Number with SSM or others and Income Tax

Number fields will be displayed.

Identification Card Insert identification card

Number number

This is mandatory field.

Passport Number Insert passport number

This is mandatory field.

Registration Number | Insert Registration of
with SSM or others | Business or Registration

of Company number
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No. | Field Name/ Menu Action Remarks
Income Tax Number | Insert income tax
number

2.|Add Partner Button | Click on this button. Insert new partner into the list.
The following message will be displayed if
successful inserted.

& AddSecondary Partner Successfully

3. | Reset Button Click on this button. System will reset the inserted or selected
criteria in the form. All the contents will be
cleared.

iv. To update or delete a partner's record,

‘ = Resst ‘ © AddPartner ‘

Name of Partner = Reference Number = Action

o, E

SYARIKAT A 21212121
No. Field Name/ Menu Action Remarks
1. f Click on this icon. By clicking this icon, the record on that
E‘ row will be displayed above.
The selected record will be displayed on
the form.
The Add Partner button will change to
the Update Partner button.
Update Partner Button | Click on this button. System will update the selected partner

and reset the form.

The following message will be displayed

® Update Successfully
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No. Field Name/ Menu

Action

Remarks

The Update Partner button will change
back to the Add Partner button.

2. -m-

Click on this icon.

By clicking this icon, the system will

prompt for confirmation.

b euathasil.gov.my says

Are you sure?

By clicking the OK button, the record will
be deleted.

The following message will be displayed

® Successfully Deleted

3. |Reset Button

Click on this button.

System will reset the inserted or
selected criteria in the input boxes. All

the contents will be cleared.
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2.9.3. Part C: Particulars of Compliance Officer

Once the Next button is clicked on part B, part C will be displayed as follows:

P’ Limited Liability Partnership

Back to Menu
@ z ;

Registration Information Upload Document Checking & Submit

& PART C : PARTICULARS OF COMPLIANCE OFFICER

Name Type of Reference Number * -
Particulars of v
S Partners
Correspondence Address
Oversea -
Particulars of
& Compliance
Officer
Particulars of
B  Employer
Postcode * City State Country
% Tax Agent Postcode [=ing STATE v
Phone Number [}
Upload MALAYSIA (50} v
£+
Document Email o

No. Field Name/ Menu Action Remarks

1. |a. Name Insert compliance officer | This is mandatory field.

name.

b. Type of reference |Select type of reference | This is mandatory field.

Number number.
If the New Identity Card type is selected
then Identification Card Number field will

be displayed..
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No. Field Name/ Menu

Action

Remarks

If the Passport type is selected then

Passport Number field will be displayed.

c. ldentification Card |Insert identification card | This is mandatory field.
Number number
d. Passport Number |Insert passport number This is mandatory field.
e. Email Insert email address to This is mandatory field.
contact
2. |Correspondence Click on the tab. The address fields will be displayed to fill
Address Tab in.
a. Oversea Insert address line 1
b. Address line 1 because it is mandatory | If the Oversea checkbox is checked then
c. Address line 2 fields. Others depend on |the country field needs to be selected.
d. Address line 3 the selection. The state field will be hidden.
e. Address line 4
f. Address line 5 If the Oversea checkbox is unchecked
g. Postcode the city, state, and country fields will be
h. City disabled and the postcode field is
i. State mandatory to insert. The country field
j.  Country will be set to Malaysia. Once the

postcode is inserted, the system will

populate the value of city and state.

3. | Save Button

Click on this button. This

is mandatory action.

All fields in part A will be temporarily
stored in the database. The application
number will be generated automatically
if it does not already exist. The following

message will be displayed.

® PartC Saved

4. Next Button

Click on this button.

PART D: PARTICULARS OF
EMPLOYERS of the form will be
displayed.

5. |Back Button

Click on this button.

PART B: PARTICULARS OF
PARTNERS of the form will be
displayed.
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2.9.4. PartD: Particulars of Employers

Once the Next button is clicked on part C, part D will be displayed as follows:

Employer's Status

Please tlek thiz to reglster employers fila.

Number of Employees

= o e

No. Field Name/ Menu Action Remarks
1. a. Please tick this to | Click on this checkbox if |If want to register the employer file
register necessary. only. Skip this part if it is not required.
employer's file.
b. Employer's Status|Insert or select all fields | These are mandatory field if above
c. Number of checkbox is ticked.
Employees
'Employer's Status' field has been set
to ‘Private Sector — Company’ and
cannot be changed.
2. Save Button Click on this button. This | All fields in part D will be temporarily
is mandatory action. stored in the database. The application
number will be generated automatically
if it does not already exist. The
following message will be displayed.
& PartD Saved
3. Back Button Click on this button. Part C: PARTICULARS OF
COPLIANCE OFFICER of the form will
be displayed.
4. Next Button Click on this button. Tax Agent part of the form will be

displayed.
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29.5. Tax Agent
Once the Next button is clicked on part D,Tax Agent part will be displayed as follows:

=
~
Tax Agenta Approval Number Lo Faliicsh m

ax Agent 's Mame

Harre af Fism

Address of Firm

Postcode

State

Phorme Nusnber

No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is
Approval Number | Approval Number if filled in by a tax agent, this field must
necessary. be entered.

Taxpayer information will be displayed
after the tax agent number is entered.

Skip this part if it is not required.

Tax Agent's Name| Read-only fields Taxpayer information
Name of Firm
Address of Firm

Postcode

® o o o
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No. Field Name/ Menu

Action

Remarks

City
State

Phone Number

> o -

Email

2. Save Button

Click on this button. This

is mandatory action.

All fields in Tax Agent part will be
temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.

& Record Save

3. Back Button

Click on this button.

PART D: PARTICULARS OF
EMPLOYERS of the form will be
displayed.

4. Next Button

Click on this button.

UPLOAD DOCUMENT form will be
displayed.
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2.9.6. Upload Document
i Document to be Uploaded page
Once the Next button is clicked on Tax Agent part, Upload Document part will

be displayed as follows:

DOCUMENTTO BE UPLOADED

a) Copy of the partnership business registration certificate issued by the Companies Commission of Malaysia (S5M); OR
Copy of joint venture agreement; OR

Copy of the registration certificate issued by a recognized professional bodies.

b} Information of business and current cwners or list of partnears; ATAL

Copy of buziness profile or sudit firm profile (if any} from SSM.

DOCUMENT UPLOAD REQUIREMENT
al Only *pdf , *jpg , *jpeg OR *.gif file format is allowead and the file size must be above 40k and not more than 300k,
b} File name must uze Alphanumeric and allowable characters (-, _,(),.,}

T he uploaded image must be cleared.

Salact File X Upload
File Hame = Action
=1
No. Field Name/ Menu Action Remarks
1. Select File Click on this box. Select the appropriate document from

computer and click Ok. The document

name will display in the box.

Be sure your file names do not include
any special characters and the file size
does not exceed 300kb and must be in

pdf, jpr, jpeg or gif format only

2. Upload Click on this button. The documents will be temporarily
stored in the database and listed at
uploaded documents below. The

following message will be displayed.

® Upload Successfully

3. Next Button Click on this button. DECLARATION part of the form will be
displayed.
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No.| Field Name/ Menu Action Remarks
4, Back Button Click on this button. TAX AGENT part of the form will be
displayed.
iii. Remove uploaded document from the list.
File Name = Action
abel123.jpg N 1

No. Field Name/ Menu

Action

Remarks

1. .m.

Click on this icon.

By clicking this icon, the selected
uploaded document will be removed
from the list. The following message will

be displayed

€ Deleted

2.9.7.

Declaration

i. Declaration by Compliance Officer/ Partner
Once the Next button is clicked on Upload Document part, Declaration part will

be displayed as follows:

Compliance Officer

=

é 3

Partner

| hareby declare that the information given in this form is true, correct and complete.

v Submit

No. Field Name/ Menu

Action

Remarks

1. | Compliance Officer

the person registering is a

compliance officer.

Click on this radio button if]

If this radio button is selected then the
name and identification card number
fields are displayed and pre-filled with

inserted value before this.
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No. Field Name/ Menu Action Remarks

2. |Partner Click on this radio button if| If this radio button is selected then the
the person registering is | name and identification card number
one of the partners. fields are displayed and pre-filled with

inserted value before this.

3. | Save Button Click on this button. This |All fields in Declaration part will be

is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already exist.

The following message will be displayed.

® Record Save

4. |Back Button Click on this button. UPLOAD DOCUMENT part of the form
will be displayed.

5. | Submit Button Click on this button.

ii. Declaration made by the Compliance Officer display.

| hereby declare that the information given in this form is true, correct and complete.

o Compliance Officer Partner

No. Field Name/ Menu Action Remarks

1. [Name Insert the officer's name. |By default, it pre-filled with inserted
value before this.
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iii. Declaration made by the partner display.

Compliance Officer

Name *

i

=

o Partner

| hereby declare that the information given in this form is true, correct and complete.

No.

Field Name/ Menu

Action

Remarks

Name

Insert the partner’s name.

By default, it pre-filled with inserted
value before this.
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Applica!ion Status

2.9.8. Application Status
i.  Application Status page

Once the Submit button is clicked on Declaration part, application status page

will be displayed as follows:

Applicationis being Processed

You will be notified via email within 3working days

Search Menu

No. Field Name/ Menu Action Remarks
1. | Print Preview Click on this button. The system will display acknowledge
slip.
2. | Search Menu Click on this button. Back to e-Daftar landing page
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ii. Acknowledgement slip page
The Acknowledgement slip will be displayed after the Print Preview button
clicked.

MALAYSIA

Sirf Mrs,

APPLICATION FOR INCOMETAX REGISTRATION NUMBER ACKNOWLEDGEMENT SLIP

1
LIMITED LIABILITY PARTNERSHIP NAME  :FDSFDSF

LIMITED LIABILITY PARTNERSHIP
REGISTRATION NHUMBER

APPLICATION NUMBER :CmkIBSHO Zx3y
DATE ANDTIME COF 032021 11:03
EMAIL LaEb.com
ThankYou.

"PRIHATIN RAKYAT : DARURAT MEMERANGI| COVID-13"
"BERKHIDMAT UNTUK NEGARA"
"BERSAMA MEMBANGUN NEGARA"

Chief Executive Officer,
Inland Revenue Board Malaysia.

2
No. Field Name/ Menu Action Remarks
1. | Acknowledgement Info | Read-only An application number is a number
a. Limited Liability automatically generated by the system
Partnership Name for reference.
b. Limited Liability
Partnership

Registration
Number

c. Application Number

HITS_APP_UM/SA02-00-00/ED v1.0 Restricted Page 151 of 232



HITS User Manual

No. Field Name/ Menu Action Remarks

d. Date and Time

e. Email

2. |Print Click on this button. To print acknowledgement slip
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2.10. Co-OPERATIVE SOCIETY REGISTRATION FORM

In this screen, the user will be able to input details related to a Co-operative Society.

2.10.1. Part A: Basic Particulars
Co-Operative Society Registration — Part A: Basic Particulars page will be displayed

as follows:

GETEET

Registration Date

dd ' mirn vy

Closing Date of Account

dd f roem Sy

Main Business Code

Oversea
Postoode
"
Phone Number Li]

MALAYSIA (B0)

Email

Marme of Co-aperative Soclety *

S—

City

CITY

Co-operative Seclety's Reglstration Number

Opening Date of Account

m] ad  mim Jyyyy

ADDRESS OF BUSINESS PREMISE

State Country

Mokbile Phone Number &

MALAYSIA (B0}

= =,

Part A Form
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ADDRESS OF BUSINESS PREMISE
herses n—
arT G
ERIN MA
Posboode City State Country
43300 w Rl KEMOANGA ELANGOR
Correspondence Address
CORRESPONDEMCE ADDRESS
Owersea
.C_ =1
AMERIN MALL
Postcode City State Country
A3300 o KEMB E [
Address of Business Premise
No. Field Name/ Menu Action Remarks
1. |a. Name of Co- Insert name of company. | This is mandatory field.

operative Society

b. Registration Date

c. Opening Date of
Account

d. Closing Date of
Account

Insert or select any fields
if necessary.

These fields are optional to be inserted.

If the Account Opening and Closing

Date fields are entered then the range
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No. Field Name/ Menu

Action

Remarks

e. Main Business
Code

f.  Phone Number

g. Mobile Phone

Number

between those dates should be less
than 23 months and 29 days.

h. Email

Insert email address to

contact

This is mandatory field.

2. |Correspondence
Address Tab
Oversea
Address line 1
Address line 2
Address line 3
Address line 4
Address line 5
Postcode

City

State

j.  Country

-~ ® a o o ®

7 @

Click on the tab.

Insert address line 1
because it is mandatory
fields. Others depend on
the selection.

The address fields will be displayed to fill

in.

If the Oversea checkbox is checked then
the country field needs to be selected.
The state field will be hidden.

If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is
mandatory to insert. The country field
will be set to Malaysia. Once the
postcode is inserted, the system will

populate the value of city and state.

3. | Address of Business
Premise Tab

a. Same as
correspondence
address
Oversea
Address line 1
Address line 2
Address line 3
Address line 4
Address line 5
Postcode

City

j. State

k. Country

-~ ® o o T

J @

Click on the tab.

Insert address line 1
because it is mandatory
fields. Others depend on
the selection.

The address fields will be displayed to fill

in.

If the Oversea checkbox is checked then
the country field needs to be selected.
The state field will be hidden.

If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is
mandatory to insert. The country field
will be set to Malaysia. Once the
postcode is inserted, the system will

populate the value of city and state.
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No. Field Name/ Menu

Action

Remarks

If the Same as correspondence address
checkbox is checked then all the
address fields will be disabled and the
address will be the same as the
correspondence address. Otherwise, all

address fields will be opened for filling.

4. |Save Button

Click on this button. This

is mandatory action.

All fields in part A will be temporarily
stored in the database. The application
number will be generated automatically
if it does not already exist. The following

message will be displayed.

& PartASaved

5. | Next Button

Click on this button.

Part B: PARTICULARS OF CO-
OPERATIVE SOCIETY’S PRINCIPAL
OFFICERS page will be displayed.

Please see section 2.4.2.
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2.10.2. Part B: Particulars of Co-Operative Society’s Principal Officers
Co-Operative Society Registration — Part B: Particulars of Co-Operative Society’s
Principal Officers page will be displayed as follows:

e of Beleneno: Number P peet Wumber

Postcode * Laty SLale Launtry

Phoma Nusmber (=] Mobkik Phant Mumbor 8

5 4 §

No. Field Name/ Menu Action Remarks

1. [Chairman Tab Insert data into the fields |Fields indicated with * symbol is
or select data from the | mandatory.

dropdown list.
Identification Card Number/ Passport
Number field will be based on Type of

Reference Number input.

It is mandatory to select Country from
the dropdown list if user ticks Oversea

check box.
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No.

Field Name/ Menu

Action

Remarks

If not Oversea, City and State fields will
be automatically displayed when user

insert Postcode exist.

Secretary Tab

Insert data into the fields
or select data from the

dropdown list.

*

Fields

mandatory.

indicated with symbol is

Identification Card Number/ Passport
Number field will be based on Type of

Reference Number input.

It is mandatory to select Country from
the dropdown list if user ticks Oversea

check box.

If not Oversea, City and State fields will
be automatically displayed when user

insert Postcode exist.

Treasurer Tab

Insert data into the fields
or select data from the

dropdown list.

Fields

mandatory.

indicated with * symbol is

Identification Card Number/ Passport
Number field will be based on Type of

Reference Number input.

It is mandatory to select Country from
the dropdown list if user ticks Oversea

check box.

If not Oversea, City and State fields will
be automatically displayed when user

insert Postcode exist.

Save button

Click on this button.

System will save information inserted

into the fields.

Otherwise,
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No. Field Name/ Menu Action Remarks
System will display required field alert at
the respective mandatory field.
5. |Back Button Click on this button. PART A: BASIC PARTICULARS of the
form will be displayed.
6. |Next Button Click on this button. PART C: PARTICULARS OF

EMPLOYERS of the form will be
displayed.
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2.10.3. Part C: Particulars of Employer
Co-Operative Society Registration — Part C: Particulars of Employer page will be
displayed as follows:

1
Please tick this to register employer’s file. —
Employer’s Status * Number of Employees
o~
& L] ¢
No. Field Name/ Menu Action Remarks
1. |a. Please tick this to| Click on this checkbox if To register the employer file only.
register necessary. Skip this part if it is not required.
employer's file.
b. Employer's Insert or select all fields These are mandatory field if above
Status checkbox is ticked.
c. Number of
Employees 'Employer's Status' field has been set
to ‘Private Sector — Company’ and
cannot be changed.
2. |Back Button Click on this button. PART B: PARTICULARS OF CO-
OPERATIVE SOCIETY’S PRINCIPAL
OFFICERS of the form will be
displayed.
3. |Next Button Click on this button. PART D: PARTICULARS OF TAX
AGENT page will be displayed. Please
see section 2.4.4..
4. |Save Button Click on this button. This is All fields in part C will be temporarily
mandatory action. stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
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No. Field Name/ Menu

Action

Remarks

® Part C Saved

2.10.4. Part D: Particulars of Tax Agent

Part D: Particulars of Tax Agent page will be displayed as follows:

Tax Agent 's Name

Mame of Firm

Address of Firm

Postcode

City

State

Phona Number

Email

Tax Agent's Approval Number *

ni- .
[ = Refresh

o b b

No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is
Number Approval Number if filled in by a tax agent, this field must

necessary.

be entered.
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No. Field Name/ Menu Action Remarks
b. Refresh button | Click this button System will search for the agent
information after clicking the button
c. Tax Agent's Read-only fields Taxpayer information
Name
d. Name of Firm
e. Address of Firm
f. Postcode
g. City
h. State
i. Phone Number
j-  Email
2. Next Button Click on this button. Upload Document part of the form will
be displayed.
3. Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
& Record Save
4. Back Button Click on this button. PART C: PARTICULARS OF

EMPLOYERS of the form will be
displayed.
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2.10.5. Upload Document

i. Document to be uploaded page.

Upload Document page will be displayed as follows:

-
DOCUMENT TO BE UPLOADED
==  Particulars of Directors 1. Local Company:
- i a. Copy of notice of registration of Company under section 15 Companies Act
= Private Limited Company 2016 or

" s Limited Company
B R e ey L b. Copy of certificate of incarperation of company under section 17 Companies

= Company Limited by —
Act 2016
Guarantee
- Tax ﬂgent i. Copy of certificate of incorporation of change of name of company under section

28 Companies Act 2016 (if relevant)
i. Copy of current Company Profil

o Upload Document
v. Copy of constitution (if relevant) issued by the Suruhanjaya Syarikat Malaysia

(55M)

™ Declaration

2. Foreign Company
i. Copy of notice of registration of foreign company under section 562 Companies

Act 2018

i. Copy of document of particulars of change or alteration relating to foreign
company under subsection SE7(1} Companies Act 2018

DOCUMENT UPLOAD REQUIREMENT

a) Only *pdf, “jpg . " jpeg OR * gif file format is allowed and the file size must be above 40k and not more than 300k
b) File name must use Alphanumeric and allowable characters (-, =, ()..)

<) The uploaded image must be cleared.

Select File & Upload

File Name Action
q

No. Field Name/ Menu Action Remarks

1. Select File Click on this box. Select the appropriate document from
computer and click Ok. The document

name will display in the box.

Be sure file names do not include any
special characters and the file size
does not exceed 300kb and must be in

pdf, jpr, jpeg or gif format only

2. Upload Click on this button. The documents will be temporarily
stored in the database and listed at
uploaded documents below. The

following message will be displayed.

& Upload Successfully
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No. Field Name/ Menu Action Remarks

3. Next Button Click on this button. Declaration part of the form will be
displayed.

4. Back Button Click on this button. Tax Agent part of the form will be
displayed.

ii. Remove uploaded document from the list,

resit ogos.jpg

File Nama Action

o

No. Field Name/ Menu

Action

Remarks

1. .m.

Click on this icon.

By clicking this icon, the selected
uploaded document will be removed
from the list. The following message will

be displayed

& Deleted
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2.10.6. Declaration By Co-Operative Society’s Chairman/ Secretary/ Tax Agent

i. Declaration by Co-operative Society’s Chairman

Declaration By Co-Operative Society’s Chairman/ Secretary/ Tax Agent page

will be displayed as follows:

| hereby declare that the information given in this form is true, correct and complate.

Name

Reference Number

o Co-operative Society's Chairman Secratary

=i

No. Field Name/ Menu Action Remarks
1. a. Co-Operative 3. Tick on respective Fields indicated with * symbol is
Society’s radio button. mandatory.
Chairman 4. Insert data into the
- Name fields. System will retrieve information from the
- Passport saved inserted data prior to the
Number declaration process (if applicable).
b. Secretary
- Name
- Passport
Number

2. |Back button

Click on this button.

Upload Document page will be

displayed.

3. | Save button

Click on this button.

System will save information inserted
into the fields and display the following

alert.

® Record Save

4. | Submit button

Click on this button.

Application  Status page will be
displayed.
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2.10.7. Application Status

Application Status page will be displayed as follows:

i,
Application is being Processed
You will be notified via email within 3 working days
2|
No. Field Name/ Menu Action Remarks

1. | Print Preview button Click on this button. Acceptance Slip for Income Tax

Registration Number page will be

displayed.
2. | Search Menu button Click on this button e-Daftar landing page will be displayed.
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2.10.8. Acceptance Slip

Acceptance Slip for Income Tax Registration Number page will be displayed as

follows:

i,
MALAYSIA
Sir / Mrs,
ACCEPTANCE SLIP FOR INCOME TAX REGISTRATION NUMBER
CO-OPERATIVE SOCIETY'S NAME :KOPERAS| DANI
CO-OPERATIVE SOCIETY'S REGISTERATION NUMBER 11234564
APPLICATION NUMBER : 023RcurjilGH
DATE AND TIME 1 04/03/202102:03
EMAIL : koperasidanialamdamai@hotmail. com
Thank You.
“PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-19"
"BERKHIDMAT UNTUK NEGARA"
"BERSAMA MEMBANGUN NEGARA"
Chief Executive Officer,
Inlznd Revenue Board Malaysia.
No. Field Name/ Menu Action Remarks
1. | Print button Click on this button. System will allow user to print the
Acceptance Slip.
2. |Back Button Click on this button. Application  Status page will be
displayed.
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2.11. TRUST BODY REGISTRATION FORM

In this screen, the user will be able to input particulars relevant to the Trust Body.

2.11.1. Part A: Basic Particulars

Trust Body Registration — Part A: Basic Particulars page will be displayed as follows:

Reglatared Mame © .
Registration Number Country of Residence
1234432 ¥
Commencement Date of Dperations Opening Date of Account
dd /Sy m] dd ! i yyyy [m]
Closing Date of Account
dd [ e fyyyy ]
Main Business Code
'
ADDRESS OF BUSINESS PREMISE ©
Oversea
Postcode City State Country
" CITY STATE ¥
Maokile Phone Number @
Phone Humber L]
MALAYSIA (BO) s
AALAYSIA (B0}
Ermall L]
2@ i Loam
e

Form A
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Number
c. Country of

Residence

dropdown list.

— ADDRESS OF MAIN BUSINESS
Dhwersea 3
Posteode City State Country
' W
Correspondence Address
CORRESPONDEMCE ADDRESS
Same as correspondence addrass
Oversea
Postcode City State Country
W W
Address of Main Business
No. Field Name/ Menu Action Remarks
1. a. Registered Name | Insert data into the fields |Fields indicated with * symbol is
Registration or select data from the mandatory.

Trust Body Registration Number is

automatically filled by system.
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No.

Field Name/ Menu

Action

Remarks

d.

Commencement
Date of
Operations
Opening Date of
Account

Closing Date of
Account

Main Business
Code

Correspondence
Address

a.

b
C.
d.
e
f

° @

j-

Oversea
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Address Line 5
Postcode

City

State

Country

Insert data into the fields
or select data from the

dropdown list.

Fields

mandatory.

indicated with * symbol is

It is mandatory to select Country from
the dropdown list if user tick on Oversea

check box.

If not Oversea, City and State fields will
be automatically displayed when user

inserts an existing Postcode.

Address of Business

Premise

a.

° @

-~ 0o o 0o o

Same as
correspondence
address
Oversea
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Address Line 5
Postcode

City

State

Country

Insert data into the fields
or select data from the

dropdown list.

System will automatically disable all
fields

correspondence address’ check box.

if user ticks on ‘Same as

Fields

mandatory.

indicated with * symbol is

It is mandatory to select Country from
the dropdown list if user tick on Oversea

check box.

If not Oversea, City and State fields will
be automatically displayed when user

inserts an existing Postcode
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No. Field Name/ Menu Action Remarks
3. Phone Number Insert data into the fields. | Phone Number field: User must insert
b. Mobile Phone data using format 033456789.
Number
c. Email Mobile Phone Number field: User must
insert data using format 0123456789.
Email field: User must insert data using
format abc@com.
4. |Save button Click on this button. System will save information inserted
into the fields.
@ PartASaved
5. | Next button Click on this button. PART B: PARTICULARS OF TRUSTEE

page will be displayed. Please see

section 2.4.2.
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2.11.2. Part B: Particulars of Trustee

i. Particulars of Trustee page.

Name

Address

Oversea

Postcode *

Phone Number

Name

1

City State

Mobile Phone
(i) Number

Reference Number Position

=

2

Type of Reference Number *

Country

‘ 2 Reset

Action

No. Field Name/ Menu Action Remarks
1. |Back Button Click on this button. PART A — BASIC PARTICULARS page
will be displayed. Please see section
24.1.
2. | Next button Click on this button. PART C - PARTICULARS OF
EMPLOYER page will be displayed.
Please see section 2.4.3.
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ii. Add Trustee.

a. Name

b. Type of Reference
Number

c. lIdentification Card
Number/ Passport
Number/
Registration of

Company/ Non

Business
d. Oversea
e. Address
f. Postcode
g. City
h. State
i. Country

or select data from the

dropdown list.

1
Name Type of Reference Number *
AMANAH ZURA v
Identification Card Number *
911008089999
Address
Oversea
PERSIARAN VENICE JAYA
NI
Postcode * City State Country
32040 v
Mobile Phone
Phone Number i] Number
MALAYSIA (60) W 056888888 MALAYSIA (60) v 0112345678
2 Reset © Add Trustee
2 3
Name Reference Number Position Action
No. Field Name/ Menu Action Remarks
1. |Particulars of Trustee |Insert data into the fields |Fields indicated with * symbol is

mandatory.

Identification Card Number, Passport
Number or Registration of Company/
Non Business field will be based on

Type of Reference Number input.

It is mandatory to select Country from
the dropdown list if user tick on Oversea

check box.

If not Oversea, City and State fields will
be automatically displayed when user

inserts an existing Postcode
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No.

Field Name/ Menu

Action

Remarks

Phone Number field: User must insert
data using format 033456789.

Mobile Phone Number field: User must
insert data using format 0123456789.

Reset button

Click on this button.

System will reset the inserted criteria in
search box. All the contents in the

search panel will be cleared.

Add Trustee button

Click on this button.

This button will be displayed once user
fill in the fields.

The alert below will be displayed if

process is successful accordingly:

@ Add Trustee Successfully

The information will be displayed on the
list of trustees/ fund managers upon

clicking on this button.
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iii. Edit particulars of trustee.
2
Name Type of Reference Number *
AMANAH ZURA v
Identification Card Number *
911008089999
Address
Oversea
PERSIARAN VENICE JAYA
LINE
Postcode * City State Country
32040 v
Mobile Phone [i]
Phone Number (i ] Number
MALAYSIA (60) v 056888888 MALAYSIA (60) . 0112345678
3 ‘ Z Reset ‘ [# Update Trustee 4
Name Reference Number Position Action
AMANAH ZURA 211008089999 PEMEGANG AMANAH @m
1
No. Field Name/ Menu Action Remarks
1. |Editicon Click on this icon. System will retrieve information and
allow user to update the respective
fields of the Trustee.
2. |Particulars of Trustee |Update data into the Fields indicated with * symbol is
a. Name fields. mandatory.
b. Type of
Reference Identification Card Number, Passport
Number Number or Registration of Company/

c. Identification

Card

Passport

Number/

Number/

Registration  of

Non Business field will be based on

Type of Reference Number input.

It is mandatory to select Country from
the dropdown list if user tick on Oversea

check box.

HITS_APP_UM/SA02-00-00/ED v1.0

Restricted

Page 175 of 232




HITS User Manual

No. Field Name/ Menu Action Remarks
Company/ Non
Business If not Oversea, City and State fields will
d. Oversea be automatically displayed when user
e. Address inserts an existing Postcode
f. Postcode
g. City Phone Number field: User must insert
h. State data using format 033456789.
i. Country
Phone Number Mobile Phone Number field: User must
k. Mobile Phone insert data using format 0123456789.
Number
3. |Reset Button Click on this button. System will reset the inserted criteria in
search box. All the contents in the
search panel will be cleared.
4. |Update Trustee button |Click on this button. This button will appear once user click

on Update icon.

System will save the updated
information and display the following
alert if

accordingly:

@ Update Trustee Successfully

The updated
displayed on the list of trustees/ fund

process is  successful

information will be

managers upon clicking on this button.
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iv. Delete Trustee

hitsdev.hasil.gov.my says

Are you sure?

LINE 5

Postcode *

32040

City

Mobile Phone Li]
Phone Number Number
MALAYSIA (60) 056888888 MALAYSIA (60) v 0112345678
[ 2 Reset [# Update Trustee
Name Reference Number Position Action
AMANAH ZURA 911008089999 PEMEGANG AMANAH

State Country

@:@.

No. Field Name/ Menu

Action

Remarks

1. |Delete icon

Click on this icon.

System will display the window alert to

retrieve confirmation from the user.

2. | OK button

Click on this button.

System will remove the selected

Trustee and display the following alert:

©® Deleted

3. | Cancel button

Click on this button.

System will close the window alert.
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2.11.3. Part C: Particulars of Employer
Trust Body Registration — Part C: Particulars of Employer page will be displayed as

follows:

Please tick this to register employers file.

Employer's Status Number of Employeses
No. Field Name/ Menu Action Remarks
1. a. Please tick this to | Click on this checkbox if |If want to register the employer file
register necessary. only. Skip this part if it is not required.

employer's file.

b. Employer's Status| Insert or select all fields | These are mandatory field if above
c. Number of checkbox is ticked.

Employees
'Employer's Status' field has been set
to ‘Private Sector — Company’ and

cannot be changed.

2. Next Button Click on this button. PART D: PARTICULARS OF TAX
AGENT PAGE will be displayed.

Please see section 2.4.4..

3. Save Button Click on this button. This | All fields in part C will be temporarily

is mandatory action. stored in the database. The application
number will be generated automatically
if it does not already exist. The

following message will be displayed.

&® Part CSaved

4, Back Button Click on this button. PART B: PARTICULARS OF
TRUSTEE page will be displayed.

Please see section 2.4.2.
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2.11.4. Part D : Particulars of Tax Agent

Particulars of Tax Agent page will be displayed as follows:

~a '
) Refresh

Tax Agent’s Approval Number *
Tax Agent's Name

Name of Firm

Address of Firm

Postcode

City

State

Phone Number

Email
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No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is
Approval Number | Approval Number if filled in by a tax agent, this field must
necessary. be entered.
Taxpayer information will be displayed
after the tax agent number is entered.
Skip this part if it is not required.
b. Tax Agent's Name| Read-only fields Taxpayer information
c. Name of Firm
d. Address of Firm
e. Postcode
f. City
g. State
h. Phone Number
i. Email
2. Next Button Click on this button. UPLOAD DOCUMENT page will be
displayed. Please see section 2.4.5.
3. Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
& Record Save
4. Back Button Click on this button. PART C: PARTICULARS OF
EMPLOYERS of the form will be
displayed.
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2.11.5. Upload Document

Upload Document page will be displayed as follows:

DOCUMENTTO BE UPLOADED
&) Copy of the partnership business registration certificate issued by the Companies Commission of Malaysia (SSM); OR
Copy of joint venture agreement; OR
Copy of the registration certificate issued by a recognized profeszional bodies.
b} Infermation of business and current cwners or list of partners; ATAU
Copy of business profile or audit firm profile (if any} from SSM.
DOCUMENT UPLOAD REQUIREMENT
a} Only *pdf, *.jpg , *.jpeg CR * gif file format is allowed and the file size must be above 40k and not more than 300k,
b} File name must use Alphanumeric and allowable characters (-, _,(),.,}
&1 The uploadad image must be cleared.
1 2
Select File X Upload
File Name = Action
4 3
No. Field Name/ Menu Action Remarks
1. |Select file Click on this field. Popup window to upload document is
displayed.
Only the front of Identity Card showing
Name and Identification Card Number is
required.
System will only allow documents with .gif
format and the file size must be from 40K
and not more than 300K.
File name must only contain Alphanumeric
Characters (a-z, A-Z and 0-9).
2. |Upload button Click on this button. After selecting document, user need to
click on this button.
If document meets the requirements,
system will upload the document and the
alert below is displayed.
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No. Field Name/ Menu

Action

Remarks

@ Upload Successfully

Otherwise, System will displayed the alert
as follows.

© File name must only use Alphanumeric Characters (a-z, A-Z and
0-9).

3. [Next button

Click on this button.

DECLARATION BY TRUSTEE/ FUND
MANAGER/ TAX AGENT page will be
displayed.

4. |Back button

Click on this button.

PART D: PARTICULARS OF TAX AGENT
page will be displayed. Please see Section
24.4.

2.11.6. Declaration

Declaration By Trustee/ Tax Agent page will be displayed as follows:

| hereby declare that the information given in this form is true, correct and complete.

O Trustee

Mame *

ISZAIDA ISMAIL

Reference Number

BFETEETE

=i

No. Field Name/ Menu Action Remarks
1. a. Trustee 5. Tick on respective Fields indicated with * symbol is
- Name radio button. mandatory.
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No. Field Name/ Menu Action Remarks

- ldentification 6. Insertdatainto the |System will retrieve information from the
Card Number fields. saved inserted data prior to the

declaration process (if applicable).

2. | Save button Click on this button. System will save information inserted

into the fields.

® Record Save

3. |Back button Click on this button. UPLOAD DOCUMENT page will be
displayed.

4. | Submit button Click on this button. Application  Status page will be
displayed.

2.11.7. Application Status

Application Status page will be displayed as follows:

i,
.
Application is being Processed
You will be notified via email within 3 working days
I Search Menu .
No. Field Name/ Menu Action Remarks

1. | Print Preview button Click on this button. Acceptance Slip for Income Tax

Registration Number page will be

displayed.
2. | Search Menu button Click on this button e-Daftar landing page will be displayed.
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2.11.8. Acknowledgement Receipt

Acceptance Slip for Income Tax Registration Number page will be displayed as

follows:

MALAYSIA

Sir / Mrs ,

ACCEPTANCE SLIP FOR INCOME TAX REGISTRATION NUMBER

TRUST BODY NAME :AMANAH NOR AFIQAH
TRUST BODY REGISTERATION NUMBER 112345

APPLICATION NUMBER : Gm3VRCOWYPz1
DATE AND TIME 1 04/03/202118:03
EMAIL : norafigah@gmail.com
Thank You.

" BERKHIDMAT UNTUK NEGARA *
" BERSAMA MEMBANGUN NEGARA "

Chief Executive Officer,
Inland Revenue Board Malaysia.

m Back
No. Field Name/ Menu Action Remarks
1. | Print button Click on this button. System will allow user to print the
Acceptance Slip.
2. |Back Button Click on this button. Application Status page will be
displayed.
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2.12. UNIT TRUST/ PROPERTY TRUST REGISTRATION FORM

2.12.1. Part A: Basic Particulars

Unit Trust/ Property Trust Registration — Part A: Basic Particulars page will be

displayed as follows:

Registerad Name *

ABDUL HALIM

ADDRESS OF BUSINESS PREMISE *

Oversea

Ma3

TAMAN JAYA

Postcode ® City State

0E320 4 JEHIANG KEDAH

Mobile Phone Mumber &%
Phone Mumber 1]

MALAYSIA (E0)
MALAYSIA (60}

Email * (1)

z{@gmail.com

Registration Number Country of Residence

88778
Commencemeant Date of Operations Opening Date of Account

dd fmim Sy [} dd fmm/yyyy a
Closing Date of Account Type of Trust

dd /i yyyy ]

Country

B save

Form A
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Dhwersea 3
Posteode City State Country
' W
Correspondence Address
CORRESPONDEMCE ADDRESS
Same as correspondence addrass
Oversea
Postcode City State Country
W W
Address of Main Business
No. Field Name/ Menu Action Remarks
1. Registered Name |Insert data into the fields |Fields indicated with * symbol is

Registration
Number
c. Country of

Residence

or select data from the

dropdown list.

mandatory.
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Premise

a. Same as
correspondence
address
Oversea
Address
Postcode
City
State
Country

-~ 0o a0 o

@

No. Field Name/ Menu Action Remarks
d. Commencement Unit Trust/ Property Fund’s Registration
Date of Operations Number is automatically filled by
e. Opening Date of system.
Account
f. Closing Date of Closing Date of Account field: Inserted
Account date shall exceed Opening Date of
g. Type of Trust Account field.
2. | Correspondence Insert data into the fields |Fields indicated with * symbol is
Address or select data from the mandatory.
a. Oversea dropdown list.
b. Address It is mandatory to select Country from
c. Postcode the dropdown list if user ticks Oversea
d. City check box.
e. State
f. Country If not Oversea, City and State fields will
be automatically displayed when user
inserts an existing Postcode
3. |Address of Business |Insert data into the fields |System will automatically disable all

or select data from the

dropdown list.

fields ‘Same as

correspondence’ address check box.

if user tick on

Fields

mandatory.

indicated with * symbol is

It is mandatory to select Country from
the dropdown list if user ticks Oversea

check box.

If not Oversea, City and State fields will
be automatically displayed when user

inserts an existing Postcode

d. Phone Number
e. Mobile Phone
Number

f. Email

Insert data into the fields.

Phone Number field: User must insert
data using format 033456789.

Mobile Phone Number field: User must
insert data using format 0123456789.
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No. Field Name/ Menu Action Remarks
Email field: User must insert data using
format abc@com.
4. |Save button Click on this button. System will save information inserted
into the fields.
5. | Next button Click on this button. PART B: TRUSTEE/ FUND

MANAGER'’S page will be displayed.
Please see section 2.4.2.
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2.12.2. Part B: Particulars of Trustee/ Fund Manager
Unit Trust/ Property Trust Registration — Part B: Particulars of Trustee/ Fund Manager

page will be displayed as follows:

PARTICULARS OF TRUSTEE PARTICULARS OF FUND MANAGER

Name
ISZAIDA ISMAIL
Type of Refarence Number * Passport MNumber *
e 32343
Address
Oversea
NO 3,
JALAM LEP 715
Postcode * City State Country
L CITY STATE o
Mobile Phone Humber €%
Phone Number 1]
MALAYSIA (G60) '
MALAYSIA (80) "
-  Resat '} Add Trustee
Nama Reference Number Position Action
@ Back
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No. | Field Name/ Menu

Action

Remarks

1. | Particulars of
Trustee
a. Name
b. Type of
Reference
Number

c. Identification
Card Number/
Passport
Number/
Company
Registration
Number and
Company
Income Tax
Number

d. Oversea

Address

Postcode

City

State

Country

b 0]

s @

j. Phone Number
k. Mobile Phone

Number

Insert data into the fields or
select data from the

dropdown list.

Fields indicated with * symbol is

mandatory.

Identification Card Number/ Passport
Number/ Company Registration
Number and Company Income Tax
Number field will be based on Type of

Reference Number input.

It is mandatory to select Country from
the dropdown list if user ticks Oversea

check box.

If not Oversea, City and State fields will
be automatically displayed when user

inserts an existing Postcode

Phone Number field: User must insert
data using format 033456789.

Mobile Phone Number field: User must
insert data using format 0123456789.

2. | Particulars of Fund

Manager

a. Name

b. Type of
Reference
Number

c. Identification
Card Number/
Passport
Number/
Company
Registration

Number and

Insert data into the fields or
select data from the

dropdown list.

Fields indicated with * symbol is

mandatory.

Identification Card Number/ Passport
Number/ Company Registration
Number and Company Income Tax
Number field will be based on Type of

Reference Number input.

It is mandatory to select Country from
the dropdown list if user ticks Oversea

check box.
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No. | Field Name/ Menu

Action

Remarks

Company
Income Tax
Number
Oversea
Address
Postcode

City

State

Country

Se o o

j. Phone Number
k. Mobile

Number

Phone

If not Oversea, City and State fields will
be automatically displayed when user

inserts an existing Postcode

Phone Number field: User must insert
data using format 033456789.

Mobile Phone Number field: User must
insert data using format 0123456789.

3. | Reset button

Click on this button.

System will reset the inserted data in
the input field. All the data will be

cleared.

4. | Add Trustee button
OR

Add Fund Manager
button

Click on this button.

This button will be displayed once user
fill in the fields in ‘Particulars of Trustee’
tab or ‘Particulars of Fund Manager’
tab.

The alert below will be displayed if

process success accordingly:

© Add Trustee Successfully

@ Add Fund Manager Successfully

The information will be displayed on list
of trustees/ fund managers upon

clicking on this button.

5. | Back button

Click on this button.

PART A: BASIC PARTCULARS page
will be displayed. Please see section
24.1.

6. | Next button

Click on this button.

PART C: PARTICULARS OF
EMPLOYER page will be displayed.
Please see section 2.4.3.
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2.12.2.1 Update and delete Trustee/ Fund Manager

Name Refarence Number

ISZAIDE IZMAIL 321343

Position Action

PEMEGANG AMANAH [:,I’@[

No.| Field Name/ Menu

Action

Remarks

1. |Update icon

1. Click on this icon in
the listing.

2. Update the trustee/
fund manager
information.

3. Clickon”

or

[# Update Fund Manager

button.

System will save the updated
information and display the following
alert if process is successful

accordingly:

@ Update Trustee Successfully

& Update Fund Manager Successfully

The updated information will be
displayed on the list of trustees/ fund

managers upon clicking on this button.

2. |Delete icon

Click on this icon in the

listing.

1. The following alert will be

displayed.

hitsdev.hasil.gov.my says

Are you sure?

“ Cancel

2. System will remove the

selected trustee/ fund manager
and displayed the following
alert.

O Deleted
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2.12.3. Part C: Particulars of Employer
Unit Trust/ Property Fund Registration — Part C: Particulars of Employer page will be

displayed as follows:

Please tick this to register employers fila.

Employer's Status Numbser of Employess
No. Field Name/ Menu Action Remarks
1. a. Please tick this to | Click on this checkbox if |If want to register the employer file
register necessary. only. Skip this part if it is not required.

employer's file.

b. Employer's Status| Insert or select all fields | These are mandatory field if above
c. Number of checkbox is ticked.

Employees
'Employer's Status' field has been set
to ‘Private Sector — Company’ and

cannot be changed.

2. Next Button Click on this button. PART D: PARTICULARS OF TAX
AGENT PAGE will be displayed.

Please see section 2.4.4..

3. Save Button Click on this button. This | All fields in part C will be temporarily

is mandatory action. stored in the database. The application
number will be generated automatically
if it does not already exist. The

following message will be displayed.

® PartCSaved
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No.

Field Name/ Menu

Action

Remarks

Back Button

Click on this button.

PART B: PARTICULARS OF

TRUSTEE/ FUND MANAGER page will

be displayed. Please see section 2.4.2.

2.12.4. Part D: Particulars of Tax Agent

Unit Trust/ Property Fund Registration — Part D: Particulars of Tax Agent page will be

displayed as follows:

Tax Agent 's Name

Mame of Firm

Address of Firm

Postcode

City

Stata

Phone Number

Email

Tax Agent’s Approval Number *

~
K Refresh

b
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No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is
Approval Number | Approval Number if filled in by a tax agent, this field must
necessary. be entered.
Taxpayer information will be displayed
after the tax agent number is entered.
Skip this part if it is not required.
b. Tax Agent's Name| Read-only fields Taxpayer information
c. Name of Firm
d. Address of Firm
e. Postcode
f. City
g. State
h. Phone Number
i. Email
2. Next Button Click on this button. UPLOAD DOCUMENT page will be
displayed. Please see section 2.4.5.
3. Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
® Record Save
4. Back Button Click on this button. PART C: PARTICULARS OF
EMPLOYERS of the form will be
displayed.
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2.12.5. Upload Document

Upload Document page will be displayed as follows:

DOCUMENTTO BE UPLOADED
&) Copy of the partnership business registration certificate issued by the Companies Commission of Malaysia (SSM); OR
Copy of joint venture agreement; OR
Copy of the registration certificate issued by a recognized profeszional bodies.
b} Infermation of business and current cwners or list of partners; ATAU
Copy of business profile or audit firm profile (if any} from SSM.
DOCUMENT UPLOAD REQUIREMENT
a} Only *pdf, *.jpg , *.jpeg CR * gif file format is allowed and the file size must be above 40k and not more than 300k,
b} File name must use Alphanumeric and allowable characters (-, _,(),.,}
&1 The uploadad image must be cleared.
1 2
Select File X Upload
File Name = Action
4 3
No. Field Name/ Menu Action Remarks
1. |Select file Click on this field. Popup window to upload document is
displayed.
Only the front of Identity Card showing
Name and Identification Card Number is
required.
System will only allow documents with .gif
format and the file size must be from 40K
and not more than 300K.
File name must only contain Alphanumeric
Characters (a-z, A-Z and 0-9).
2. |Upload button Click on this button. After selecting document, user need to
click on this button.
If document meets the requirements,
system will upload the document and the
alert below is displayed.
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No. Field Name/ Menu

Action

Remarks

@ Upload Successfully

Otherwise,
System will displayed the alert as follows.

© File name must only use Alphanumeric Characters (a-z, A-Z and
0-9).

3. [Next button Click on this button.

DECLARATION BY TRUSTEE/ FUND
MANAGER/ TAX AGENT page will be
displayed.

4. |Back button Click on this button.

PART D: PARTICULARS OF TAX AGENT
page will be displayed. Please see Section
24.4.

2.12.6. Declaration

i. View Declaration by Applicant/ Legal Representative/ Administrator/ Tax Agent

By clicking on ‘Next’ button in Upload Document section or by clicking on

Declaration section itself, Declaration section will be displayed as follows:

| hereby declare that the information given in this form is true, correct and complete.

O Trustee

Mame *

ISZAIDA ISMAIL

Reference Number

BFETEETE

=i
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No. Field Name/ Menu Action Remarks
5. a. Trustee 7. Tick on respective Fields indicated with * symbol is
- Name radio button. mandatory.

- ldentification 8. Insert data into the
Card Number fields. System will retrieve information from the
saved inserted data prior to the

declaration process (if applicable).

6. |Save button Click on this button. System will save information inserted

into the fields.

® Record Save

7. |Back button Click on this button. Upload Document page will be
displayed.

8. | Submit button Click on this button. Application Status page will be
displayed.

2.12.7. Application Status

Application Status page will be displayed as follows:

< =

Application is being Processed

You will be notified via email within 3 working days

.

No. Field Name/ Menu Action Remarks

1. | Print Preview button Click on this button. Acceptance Slip for Income Tax
Registration Number page will be
displayed.

2. | Search Menu button Click on this button e-Daftar landing page will be displayed.
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2.12.8. Acceptance Slip

Acceptance Slip for Income Tax Registration Number page will be displayed as

follows:

Sir/ Mrs
ACCEPTANCE SLIP FOR INCOME TAX REGISTRATION NUMBER
UNIT TRUST / PROPERTY TRUST NAME SAMANAH MAKMUR
UNIT TRUST / PROPERTY TRUST REGISTERATION NUMBER 11369
APPLICATION NUMBER : 7ykCvueFkScq
DATE AND TIME :04/03/202118:03
EMAIL :amanahmakmur@gmail.com
Thank You.
Chief Executive Officer,
Inland Revenue Board Malaysia . .
=
No. Field Name/ Menu Action Remarks
1. | Print button Click on this button. System will allow user to print the
Acceptance Slip.
2. |Back Button Click on this button. System will return to section 2.4.11.
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2.13. REAL ESTATE INVESTMENT TRUST/ PROPERTY TRUST FUND REGISTRATION FORM

2.13.1. Part A: Basic Particulars
Real Estate Investment Trust/ Property Trust Fund Registration — Part A: Basic

Particulars page will be displayed as follows:

Registered Name * .

Registration Number Country of Residence

003880 w
Commencement Date of Operations Opening Date of Account

dd S mim Sy [m] dd fmm/yyyy [m]

Closing Date of Account
dd fmmfyyyy [m]

Type of Trust

ADDRESS OF BUSINESS PREMISE

Oversea
Postcode * City State Country
' CIT STATE e
Phone Humber 1] Mohile Phone Numbar €
MALAYEIA (B0) 7 MALAYEIA (E0) s
Email * 1]

z{@gmail.com

=, 03,

Form A
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2
ADDRESS OF MAIN BUSINESS
Dhwersea 3
Posteode City State Country
Correspondence Address
CORRESPONDEMCE ADDRESS
&
Same as correspondence addrass
Postcode City State Country
Address of Main Business
No. Field Name/ Menu Action Remarks
1. | a. Registered Name Insert data into the |Fields indicated with * symbol is
b. Registration Number fields or select data | mandatory.
c. Country of Residence from the dropdown
d. Commencement Date of |list. Registration Number is automatically
Operations filled by system.
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No. Field Name/ Menu

Action

Remarks

e. Opening Date of Account
f. Closing Date of Account

g. Type of Trust

2. |Correspondence Address
a. Oversea
b. Address
c. Postcode
d. City

e. State

f. Country

Insert data into the
fields or select data
from the dropdown

list.

Fields

mandatory.

indicated with * symbol is

It is mandatory to select Country from
the dropdown list if user ticks Oversea
check box.

If not Oversea, City and State fields
will be automatically displayed when

user inserts an existing Postcode

3. | Address of Business Premise
a. Same as

correspond
ence
address

Oversea

Address Line 1

Address Line 2

Address Line 3

Address Line 4

Address Line 5

Postcode

City

j. State

k. Country

@ ™o a0 T

Insert data into the
fields or select data
from the dropdown

list.

System will automatically disable all
fields

correspondence address check box.

if user tick on Same as

Fields indicated with * symbol is

mandatory.

It is mandatory to select Country from
the dropdown list if user ticks Oversea
check box.

If not Oversea, City and State fields
will be automatically displayed when

user inserts an existing Postcode

a. Phone Number
b. Mobile Phone Number

c. Email

Insert data into the
fields.

Phone Number field: User must insert
data using format 033456789.

Mobile Phone Number field: User must
insert data using format 0123456789.

Email field: User must insert data

using format abc@com.
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No. Field Name/ Menu Action Remarks
4. |Save button Click on this button. | System will save information inserted
into the fields.
5. |Next button Click on this button. | PART B: PARTICULARS OF

TRUSTEE page will be displayed.

Please see section 2.4.2.
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2.13.2. Part B: Particulars of Trustee/ Fund Manager
Real Estate Investment Trust/ Property Trust Fund Registration — Part B: Particulars of

Trustee/ Fund Manager page will be displayed as follows:

PARTICULARS OF TRUSTEE PARTICULARS OF FUND MANAGER

Name
ISZAIDA ISMAIL
Type of Refarence Number * Passport MNumber *
e 32343
Address
Oversea
NO 3,
JALAM LEP 715
Postcode * City State Country
L CITY STATE o
Mobile Phone Humber €%
Phone Number 1]
MALAYSIA (G60) '
MALAYSIA (80) "
-  Resat '} Add Trustee
Nama Reference Number Position Action
@ Back
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No. Field Name/ Menu Action Remarks
1. | Particulars of Trustee Insert data into the fields or |Fields indicated with * symbol is
a. Name select data from the mandatory.
b. Type of Reference |dropdown list.
Number Identification Card Number/ Passport
c. lIdentification Card Number/ Company  Registration
Number/ Passport Number and Company Income Tax
Number/ Company Number field will be based on Type of
Registration Reference Number input.
Number and
Company Income It is mandatory to select Country from
Tax Number the dropdown list if user ticks Oversea
d. Oversea check box.
e. Address
f. Postcode If not Oversea, City and State fields
g. City will be automatically displayed when
h. State user inserts an existing Postcode
i. Country
j. Phone Number Phone Number field: User must insert
k. Mobile Phone data using format 033456789.
Number
Mobile Phone Number field: User
must insert data using format
0123456789.
2.|Particulars of Fund |Insert data into the fields or |Fields indicated with * symbol is
Manager select data from the mandatory.
a. Name dropdown list.
b. Type of Reference Identification Card Number/ Passport
Number Number/ Company  Registration
c. lIdentification Card Number and Company Income Tax
Number/ Passport Number field will be based on Type of
Number/ Company Reference Number input.
Registration
Number and It is mandatory to select Country from
Company Income the dropdown list if user ticks Oversea
Tax Number check box.
d. Oversea
e. Address
f. Postcode
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No. Field Name/ Menu

Action

Remarks

City

h. State

i. Country

j- Phone Number

k. Mobile Phone
Number

If not Oversea, City and State fields
will be automatically displayed when

user inserts an existing Postcode

Phone Number field: User must insert
data using format 033456789.

Mobile Phone Number field: User
must insert data wusing format
0123456789.

3. |Reset button

Click on this button.

System will reset the inserted data in
the input field. All the data will be

cleared.

4.| Add Trustee button
OR
Add Fund Manager

button

Click on this button.

This button will be displayed once
user fill in the fields in ‘Particulars of
Trustee’ tab or ‘Particulars of Fund

Manager’ tab.

The alert below will be displayed if

process success accordingly:

@ Add Trustee Successfully

@ Add Fund Manager Successfully

The information will be displayed on
list of trustees/ fund managers upon

clicking on this button.

5. |Back button

Click on this button.

PART A: BASIC PARTCULARS page
will be displayed. Please see section
2.4.1.

6. | Next button

Click on this button.

PART C: PARTICULARS OF
EMPLOYER page will be displayed.

Please see section 2.4.3.
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2.13.2.1 Update and Delete Trustee/ Fund Manager

or

[# Update Fund Manager

button.

Name Referance Number Position Action
ISZAI0E 1SMAIL 321343 PEMEGANG AMANAH E@
No. | Field Name/ Menu Action Remarks
1. | Update icon 1. Clickonthisiconin |System will save the updated
the listing. information and display the following
2. Update the trustee/ |alert if process is successful
fund manager accordingly:
information. @ Update Trustee Successfully
3. Clickon”

@ Update Fund Manager Successfully

The

displayed on the list of trustees/ fund

updated information will be

managers upon clicking on this button.

2. | Delete icon

Click on this icon in the listing.

1. The following alert will be

displayed.

hitsdev.hasil.gov.my says

Are you sure?

“ cancel

remove the

2. System will
selected trustee/ fund manager
and displayed the following
alert.

© Deleted
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2.13.3. Part C: Particulars of Employer
Real Estate Investment Trust/ Property Trust Fund Registration — Part C: Particulars of

Employer page will be displayed as follows:

Please tick this to register employers fila.

Employer's Status Numbser of Employess
No. Field Name/ Menu Action Remarks
1. a. Please tick this to | Click on this checkbox if |If want to register the employer file
register necessary. only. Skip this part if it is not required.

employer's file.

b. Employer's Status| Insert or select all fields | These are mandatory field if above
c. Number of checkbox is ticked.

Employees
'Employer's Status' field has been set
to ‘Private Sector — Company’ and

cannot be changed.

2. Next Button Click on this button. PART D: PARTICULARS OF TAX
AGENT PAGE will be displayed.

Please see section 2.4.4..

3. Save Button Click on this button. This | All fields in part C will be temporarily

is mandatory action. stored in the database. The application
number will be generated automatically
if it does not already exist. The

following message will be displayed.

&® PartCSaved
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No. Field Name/ Menu

Action

Remarks

4. Back Button

Click on this button.

PART B: PARTICULARS OF
TRUSTEE/ FUND MANAGER page will

be displayed. Please see section 2.4.2.

2.13.4. Part D: Particulars of Tax Agent
Real Estate Investment Trust/ Property Trust Fund Registration — Part D: Particulars of

Tax Agent page will be displayed as follows:

Tax Agent 's Name

Mame of Firm

Address of Firm

Postcode

City

State

Phone Number

Email

Tax Agent’s Approval Mumber *

~
K Refresh

=
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No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is
Approval Number | Approval Number if filled in by a tax agent, this field must
necessary. be entered.
Taxpayer information will be displayed
after the tax agent number is entered.
Skip this part if it is not required.
b. Tax Agent's Name| Read-only fields Taxpayer information
c. Name of Firm
d. Address of Firm
e. Postcode
f. City
g. State
h. Phone Number
i. Email
2. Next Button Click on this button. UPLOAD DOCUMENT page will be
displayed. Please see section 2.4.5.
3. Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
& Record Save
4. Back Button Click on this button. PART C: PARTICULARS OF
EMPLOYERS of the form will be
displayed.
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2.13.5. Upload Document

Upload Document page will be displayed as follows:

DOCUMENTTO BE UPLOADED
&) Copy of the partnership business registration certificate issued by the Companies Commission of Malaysia (SSM); OR
Copy of joint venture agreement; OR
Copy of the registration certificate issued by a recognized profeszional bodies.
b} Infermation of business and current cwners or list of partners; ATAU
Copy of business profile or audit firm profile (if any} from SSM.
DOCUMENT UPLOAD REQUIREMENT
a} Only *pdf, *.jpg , *.jpeg CR * gif file format is allowed and the file size must be above 40k and not more than 300k,
b} File name must use Alphanumeric and allowable characters (-, _,(),.,}
&1 The uploadad image must be cleared.
1 2
Select File X Upload
File Name = Action
4 3
No. Field Name/ Menu Action Remarks
1. |Select file Click on this field. Popup window to upload document is
displayed.
Only the front of Identity Card showing
Name and Identification Card Number is
required.
System will only allow documents with .gif
format and the file size must be from 40K
and not more than 300K.
File name must only contain Alphanumeric
Characters (a-z, A-Z and 0-9).
2. |Upload button Click on this button. After selecting document, user need to
click on this button.
If document meets the requirements,
system will upload the document and the
alert below is displayed.
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No. Field Name/ Menu

Action

Remarks

@ Upload Successfully

Otherwise,
System will displayed the alert as follows.

© File name must only use Alphanumeric Characters (a-z, A-Z and
0-9).

3. |Back button

Click on this button.

PART D: PARTICULARS OF TAX AGENT
page will be displayed. Please see Section
24.4.

4. | Next button

Click on this button.

DECLARATION BY TRUSTEE/ FUND
MANAGER/ TAX AGENT page will be
displayed.
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2.13.6. Declaration

Declaration by Trustee/ Tax Agent page will be displayed as follows:

| hereby declare that the information given in this form is true, correct and complete.

O Trustee

Mame *

ISZAIDA ISMAIL

Reference Number

BFETEETE

=i

No. Field Name/ Menu Action Remarks
1. fa. Trustee 9. Tick on respective Fields indicated with * symbol is
- Name radio button. mandatory.
- ldentification 10. Insert data into the
Card Number fields. System will retrieve information from the
saved inserted data prior to the
declaration process (if applicable).
2. | Save button Click on this button. System will save information inserted
into the fields.
3. | Back button Click on this button. Upload Document page will be
displayed.
4. | Submit button Click on this button. Application  Status page will be
displayed.
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2.13.7. Application Status

Application Status page will be displayed as follows:

i,
Application is being Pr
You will be notified via email within 3 working days
B
No. Field Name/ Menu Action Remarks

1. | Print Preview button Click on this button. Acceptance Slip for Income Tax

Registration Number page will be

displayed.
2. | Search Menu button Click on this button e-Daftar landing page will be displayed.
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2.13.8. Acceptance Slip

Acceptance Slip for Income Tax Registration Number page will be displayed as

follows:

N
MALAYSIA
Sir / Mrs,
ACCEPTANCE SLIP FOR INCOME TAX REGISTRATION NUMBER
REAL ESTATE INVESTMENT TRUST / PROPERTY TRUST FUND : REAPFIELD PROPERTY SDN BHD
NAME
REAL ESTATE INVESTMENT TRUST / PROPERTY TRUST FUND 1 98745463211ABC
REGISTRATION NUMBER
APPLICATION NUMBER : boymMNSDxsoxb
DATE AND TIME 1 04/03/202123:03
EMAIL :reapfield123@gmail.com
Thank You.
“PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-19"
"BERSAMA MEMEANGUN NEGARA™
Chief Executive Officer,
Inland Revenue Board Malaysia.
No. Field Name/ Menu Action Remarks
1. | Print button Click on this button. System will allow user to print the
Acceptance Slip.
2. |Back Button Click on this button. Application Status page will be
displayed.
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2.14. BUSINESS TRUST REGISTRATION FORM

2.14.1. Part A: Basic Particulars

i. By default, when the Business Trust registration form is displayed, part A of the

form will be displayed.

Registered Mame *

Registration Number
1234432

Commencement Date of Operations

Country of Recidance

Opening Date of Account

dd { e Sy ] dd ! mm/ yyyy (m]
Clozing Date of Account
ddJ mn vy 8

Main Business Code

ADDRESS OF BUSINESS PREMISE ©

Oversea
Postcode City State Country
s CITY STATE
Moblle Phone Number
Phane Number [i]

MALAYSIA (B0)
MALAYSIA (B0}

Ermail Li

a@gmanl.com

Part A Form
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— ADDRESS OF MAIN BUSINESS
Dhwersea
Posteode City State Country
' W
Correspondence Address
CORRESPONDEMCE ADDRESS
Same as correspondence addrass
Oversea
Postcode City State Country
W T W
Address of Main Business
No. Field Name/ Menu Action Remarks
1. |a. Registered Name [Insert name of Business | This is mandatory field.
Trust.
b. Registration Insert or select any fields | These fields are optional to be inserted.
Number if necessary.
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No. Field Name/ Menu Action Remarks
c. Country of If the Account Opening and Closing
Residence Date fields are entered then the range
d. Commencement between those dates should be less
Date of Operations than 23 months and 29 days.
e. Opening Date of
Account
f. Closing Date of
Account
g. Main Business
Code
h. Phone Number
i. Mobile Phone
Number
j-  Email Insert email address to This is mandatory field.
contact
2. | Correspondence Click on the tab. The address fields will be displayed to fill
Address Tab in.
a. Oversea Insert address line 1
b. Address because it is mandatory | If the Oversea checkbox is checked then
c. Postcode fields. Others depend on |the country field needs to be selected.
d. City the selection. The state field will be hidden.
e. State
f. Country If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is
mandatory to insert. The country field
will be set to Malaysia. Once the
postcode is inserted, the system will
populate the value of city and state.
3. |Address of Business | Click on the tab. The address fields will be displayed to fill

Premise Tab

a. Same as
correspondence
address

b. Oversea
Address

Postcode

Insert address line 1
because it is mandatory
fields. Others depend on
the selection.

in.

If the Oversea checkbox is checked then
the country field needs to be selected.
The state field will be hidden.
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No. Field Name/ Menu

Action

Remarks

e. City
f. State
g. Country

If the Oversea checkbox is unchecked
the city, state, and country fields will be
disabled and the postcode field is
mandatory to insert. The country field
will be set to Malaysia. Once the
postcode is inserted, the system will
populate the value of city and state.

If the Same as correspondence address
checkbox is checked then all the
address fields will be disabled and the
address will be the same as the
correspondence address. Otherwise, all

address fields will be opened for filling.

4. |Save Button

Click on this button. This

is mandatory action.

All fields in part A will be temporarily
stored in the database. The application
number will be generated automatically
if it does not already exist. The following

message will be displayed.

® Part A Saved

5. Next Button

Click on this button.

PART B: PARTICULARS OF TRUSTEE
MANAGER/ MAIN UNIT HOLDER of the

form will be displayed.
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2.14.2. Part B: Particulars of Trustee Manager/ Main Unit Holder of The Business
Trust
i. Once the Next button is clicked on part A, part B will be displayed as follows:

PARTICULARS OF MAIN UNIT HOLDER OF THE BUSIMNESS TRUST

[ Wame

MOHD SHAHRIZAL BIN SAHARUDDIM

Type of Refarence Numbear *

Address

Owversea

NO 3,

JALAM LEP 715

Postcode * City State Country
A CITY STATE ot
Phone Number (1] Mobile Phone Numbar €}
MALAYSIA (80) " MALAYSIA (80 W
i < Resat ‘ | Q Add Trustee

Referance Number Position Action

0 Back
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No.

Field Name/ Menu

Action

Remarks

.| Particular of Trustee

Manager:

a. Name

Insert trustee manager

name.

This is mandatory field.

b. Type of reference

Number

Select type of reference

number.

This is mandatory field.

If the New Identity Card type is selected then
Identification Card Number field will be
displayed..

If the Passport type is selected then Passport

Number field will be displayed.

If the Registration of Business or Registration
of Company type is selected then Registration
Number with SSM or others and Income Tax
Number fields will be displayed.

c. ldentification
Card Number

Insert identification card

number

This is mandatory field.

d. Passport Number

Insert passport number

This is mandatory field.

e. Registration
Number with
SSM or others

Insert Registration of
Business or Registration

of Company number

f.  Income Tax

Insert income tax

Number number
g. Address Insert address line 1 The address fields will be displayed to fill in.
e Oversea because it is mandatory

Address line 1

Postcode
City
State

Country

fields. Others depend on

the selection.

If the Oversea checkbox is checked then the
country field needs to be selected. The state
field will be hidden.

If the Oversea checkbox is unchecked the city,
state, and country fields will be disabled and
the postcode field is mandatory to insert. The
country field will be set to Malaysia. Once the
postcode is inserted, the system will populate

the value of city and state.

HITS_APP_UM/SA02-00-00/ED v1.0

Restricted

Page 221 of 232




HITS User Manual

No.

Field Name/ Menu

Action

Remarks

.| Particular of Main

Unit Holder Of The

Business Trust:

Insert name of main unit

holder.

This is mandatory field.

If not in update mode, when input is entered,

a. Name the Add Business Trust button will appear.
b. Type of Select type of reference | This is mandatory field.
reference number.
Number If the New Identity Card type is selected then

Identification Card Number field will be

displayed..

If the Passport type is selected then Passport

Number field will be displayed.

If the Registration of Company type is selected
then Registration Number with SSM or others
be

and Income Tax Number fields will

displayed.

c. ldentification
Card Number

Insert identification card

number

This is mandatory field.

d. Passport Number

Insert passport number

This is mandatory field.

e. Registration
Number with
SSM or others

Insert Registration of
Business or Registration

of Company number

f.  Income Tax

Insert income tax

Number number
g. Address Insert address line 1 The address fields will be displayed to fill in.
e Oversea because it is mandatory
e Address fields. Others depend on If the Oversea checkbox is checked then the
e Postcode the selection. country field needs to be selected. The state
e City field will be hidden.
o State
e Country If the Oversea checkbox is unchecked the city,

state, and country fields will be disabled and
the postcode field is mandatory. The country

field will be set to Malaysia. Once the postcode
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No. | Field Name/ Menu Action Remarks

is inserted, the system will populate the value

of city and state.

3. | Reset Button Click on this button. System will reset the inserted or selected
criteria in the form. All the contents will be

cleared.

4.| Add Business Trust |Click on this button. Insert new trustee into the list.
Button
The following message will be displayed if

successful inserted.

& Add Unit Holder Successfully

5. |Back Button Click on this button. PART A: BASIC PARTICULARS of the form
will be displayed.

6. | Next Button Click on this button. PART C: PARTICULARS OF EMPLOYERS of

the form will be displayed.

2.14.2.1 Update or delete a trustee's record

L ET T Refarence Numbear Position Action
ISZAI0E 1SMAIL 321343 PEMEGANG AMANAH E@
No. Field Name/ Menu Action Remarks
1. f Click on this icon. By clicking this icon, the record on that
E‘ row will be displayed above.

The selected record will be displayed on

the form.

The Update Business Trust button will

be shown.
Update Business Trust | Click on this button. System will update the selected trustee
Button and reset the form.
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No. Field Name/ Menu Action Remarks
The following message will be displayed
& Update Successfully
The Update Business Trust button will
hidden.
2. Click on this icon. By clicking this icon, the system will

prompt for confirmation.

g euathasil.gov.my says

Are you sure?

By clicking the OK button, the record will
be deleted.

The following message will be displayed

& Successfully Deleted
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2.14.3. Part C: Particulars of Employers

i Once the Next button is clicked on part B, part C will be displayed as

follows:

Employer's Status

Please tick this to register employers file.

Number of Employeses

No. Field Name/ Menu

Action

Remarks

1. a. Please tick this to
register

employer's file.

Click on this checkbox if

necessary.

If to register the employer file only.

Skip this part if it is not required.

b. Employer's Status
c. Number of

Employees

Insert or select all fields

These are mandatory field if above

checkbox is ticked.

'Employer's Status' field has been set
to ‘Private Sector — Company’ and

cannot be changed.

2. Next Button

Click on this button.

PART D: PARTICULARS OF TAX
AGENT PAGE will be displayed.

Please see section 2.4.4..

3. Save Button

Click on this button. This

is mandatory action.

All fields in part C will be temporarily
stored in the database. The application
number will be generated automatically
if it does not already exist. The

following message will be displayed.

&® Part CSaved

4. Back Button

Click on this button.

PART B: PARTICULARS OF
TRUSTEE page will be displayed.

Please see section 2.4.2.
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2.14.4. Tax Agent
i. Once the Next button is clicked on Part C,Tax Agent part will be displayed

as follows:

Refresh '

' |
Tax Agent's Approval Number * |
Tax Agent's Name

Name of Firm

Address of Firm

Postcode

City

State

Phone Number

Email
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No. Field Name/ Menu Action Remarks
1. a. Tax Agent's Insert Tax Agent's For cases where the registration is
Approval Number | Approval Number if filled in by a tax agent, this field must
necessary. be entered.
Taxpayer information will be displayed
after the tax agent number is entered.
Skip this part if it is not required.
b. Tax Agent's Name| Read-only fields Taxpayer information
c. Name of Firm
d. Address of Firm
e. Postcode
f. City
g. State
h. Phone Number
i. Email
2. Next Button Click on this button. UPLOAD DOCUMENT page will be
displayed. Please see section 2.4.5.
3. Save Button Click on this button. This | All fields in Tax Agent part will be
is mandatory action. temporarily stored in the database. The
application number will be generated
automatically if it does not already
exist. The following message will be
displayed.
& Record Save
4. Back Button Click on this button. PART C: PARTICULARS OF
EMPLOYERS of the form will be
displayed.
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2.14.5. Upload Document
i. Once the Next button is clicked on Tax Agent part, Upload Document part will

be displayed as follows:

DOCUMENTTO BE UPLOADED
a) Copy of the partnership business registration certificate issued by the Companies Commission of Malaysia (S5M); OR
Copy of joint venture agreement; OR
Copy of the registration certificate issued by a recognized profeszional bodies.
b} Information of business and current cwners or list of partnears; ATAL
Copy of business profile or audit firm profile (if any} from SSM.
DOCUMENT UPLOAD REQUIREMENT
a) Only *pdf, *.jpg , *.jpeg CR * gif file format is allowed and the file size must be above 40k and not more than 300k,
I} File name must uge Alphanumeric and allowakle characters (-, _, (), ..}
& The uploaded image must be cleared.
1 2
Select File X Upload
File Name = Action
4 3
No. Field Name/ Menu Action Remarks
1. | Select file Click on this field. Popup window to upload document is
displayed.
Only the front of Identity Card showing
Name and Identification Card Number is
required.
System will only allow documents with .gif
format and the file size must be from 40K
and not more than 300K.
File name must only contain Alphanumeric
Characters (a-z, A-Z and 0-9).
2. |Upload button Click on this button. After selecting document, user need to
click on this button.
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No.

Field Name/ Menu

Action

Remarks

If document meets the requirements,
system will upload the document and the

alert below is displayed.

@ Upload Successfully

Otherwise,

System will displayed the alert as follows.

© File name must only use Alphanumeric Characters (a-z, A-Z and

0-9).

Back button Click on this button.

PART D: PARTICULARS OF TAX AGENT
page will be displayed. Please see Section
24.4.

Next button Click on this button.

DECLARATION BY TRUSTEE/ FUND
MANAGER/ TAX AGENT page will be
displayed.

2.14.6. Declaration

i. Once the Next button is clicked on Upload Document part, Declaration part will

be displayed as follows:

| hereby declare that the information given in this form is true, correct and complete.

O Trustee Manager

Mame *

MOHD SHAHRIZAL BIM SAHARUDDIM

Reference Number

O Back B save
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No. Field Name/ Menu Action Remarks
1. a. Trustee 11. Tick on respective Fields indicated with * symbol is
- Name radio button. mandatory.
- Identification |Insert data into the fields.

Card Number System will retrieve information from the
saved inserted data prior to the
declaration process (if applicable).

2. | Back button Click on this button. Upload Document page will be
displayed.

3. | Save button Click on this button. System will save information inserted
into the fields.

4. | Submit button Click on this button. Application Status page will be

displayed.
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Applica!ion Status

2.14.7. Application Status

i Once the Submit button is clicked on Declaration part, application status page

will be displayed as follows:

Applicationis being Processed

You will be notified via email within 3working days

Search Menu

No. Field Name/ Menu Action Remarks
1. | Print Preview Click on this button. The system will display acknowledge
slip.
2. | Search Menu Click on this button. Back to e-Daftar landing page
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i. Acknowledgement slip will be displayed after the Print Preview button clicked.

MALAYSIA

Sir £ Mrs,

APPLICATION FOR INCOMETAX REGISTRATION NUMBER ACKNOWLEDGEMENT SLIP

1
BUSINESSTRUST NAME :DSDSDS

BUSINESSTRUST
REGISTRATION NUMBER

APPLICATION NUMBER tFARFILOGAFREG

DATE ANDTIME (08032021 00:03
EMAIL cnurhanani@hasil.gowmy
Thank You.

"PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-1%"
"BERKHIDMAT UNTUK NEGARA"
"BER3AMA MEMBANGUN NEGARA"

Chief Executive Officer,
Inland Revenue Board Malaysia.

2
ﬂ

No. Field Name/ Menu Action Remarks

1. | Acknowledgement Info | Read-only An application number is a number
automatically generated by the system

for reference.

2. |Print Click on this button. To print acknowledgement slip

END OF DOCUMENT

HITS_APP_UM/SA02-00-00/ED v1.0 Restricted Page 232 of 232



	e-Daftar MyTax(English).pdf
	1.0  INTRODUCTION
	1.1. e-Daftar
	1.2. Objectives

	2.0 STEPS
	2.1. Search Taxpayer
	2.2. Search Result
	2.2.1. No Income Tax Number Record Registered
	2.2.2. Not Yet Registered With LHDN But Registration Process Is On-Going

	2.3. Individual (Citizen) Registration Form
	2.3.1. Part A: Basic Particulars
	2.3.2. Part B: Particulars of Employer
	2.3.3. Part C: Particulars of Business
	2.3.4. Part D: Particulars of Spouse
	2.3.5. Part E: Registration of Employer’s File
	2.3.6. Part F: Particulars of Legal Representative (Father/ Mother/ Guardian)
	2.3.7. Part G: Particulars of Administrator of The Estate or Legal Representative of The Deceased Person
	2.3.8. Part H: Particulars of Tax Agent
	2.3.9. Upload Document
	2.3.10. Declaration
	2.3.11. Application Status
	2.3.12. Acknowledgement Receipt

	2.4. Individual (Foreigner) Registration Form
	2.4.1. Part A: Basic Particulars
	2.4.2.
	2.4.3. Part B: Particulars of Employer
	2.4.4. Part C: Particulars of Business
	2.4.5. Part D: Particulars of Spouse
	2.4.6. Part E: Registration of Employer’s File
	2.4.7. Part F: Particulars of Legal Representative (Father/ Mother/ Guardian)
	2.4.8. Part G : Particulars of Administrator of The Estate or Legal Representative of The Deceased Person
	2.4.9. Part H: Particulars of Tax Agent
	2.4.10. Upload Document
	2.4.11. Declaration
	2.4.12. Application Status
	2.4.13. Acknowledgement Slip

	2.5. Company Registration Form
	2.5.1. Part A: Particulars of Company
	2.5.2. Part B: Particulars of Directors
	2.5.3. Part C: Particulars of Employers
	2.5.4. Tax Agent
	2.5.5. Upload Document
	2.5.6. Declaration
	2.5.7. Submission Status

	2.6. Employer Registration Form
	2.6.1. Part A: Basic Particulars
	2.6.2. Part B: Particulars of Employers
	2.6.3. Tax Agent
	2.6.4. Declaration
	2.6.5. Application Status

	2.7. Association Registration Form
	2.7.1. Part A: Basic Particulars
	2.7.2. Part B: Particulars of Association’s Main Office – Bearer
	2.7.3. Part C: Particulars of Employer
	2.7.4. Part D: Particulars of Tax Agent
	2.7.5. Upload Document
	2.7.6. Declaration
	2.7.7. Application Status
	2.7.8. Acknowledgement Slip

	2.8. Partnership Registration Form
	2.8.1. Part A: Basic Particulars
	2.8.2. Part B: Particulars of Partners
	2.8.3. Part C: Particulars of Employers
	2.8.4. Tax Agent
	2.8.5. Upload Document
	2.8.6. Declaration
	2.8.7. Submission Status

	2.9. Limited Liability Partnership Registration Form
	2.9.1. Part A: Basic Particulars
	2.9.2. Part B: Particulars of Partners
	2.9.3. Part C: Particulars of Compliance Officer
	2.9.4. Part D: Particulars of Employers
	2.9.5. Tax Agent
	2.9.6. Upload Document
	2.9.7. Declaration
	2.9.8. Application Status

	2.10. Co-Operative Society Registration Form
	2.10.1. Part A: Basic Particulars
	2.10.2. Part B: Particulars of Co-Operative Society’s Principal Officers
	2.10.3. Part C: Particulars of Employer
	2.10.4. Part D: Particulars of Tax Agent
	2.10.5. Upload Document
	2.10.6. Declaration By Co-Operative Society’s Chairman/ Secretary/ Tax Agent
	2.10.7. Application Status
	2.10.8. Acceptance Slip

	2.11. Trust Body Registration Form
	2.11.1. Part A: Basic Particulars
	2.11.2. Part B: Particulars of Trustee
	2.11.3. Part C: Particulars of Employer
	2.11.4. Part D : Particulars of Tax Agent
	2.11.5. Upload Document
	2.11.6. Declaration
	2.11.7. Application Status
	2.11.8. Acknowledgement Receipt

	2.12. Unit Trust/ Property Trust Registration Form
	2.12.1. Part A: Basic Particulars
	2.12.2. Part B: Particulars of Trustee/ Fund Manager
	2.12.2.1 Update and delete Trustee/ Fund Manager

	2.12.3. Part C: Particulars of Employer
	2.12.4. Part D: Particulars of Tax Agent
	2.12.5. Upload Document
	2.12.6. Declaration
	2.12.7. Application Status
	2.12.8. Acceptance Slip

	2.13. Real Estate Investment Trust/ Property Trust Fund Registration Form
	2.13.1. Part A: Basic Particulars
	2.13.2. Part B: Particulars of Trustee/ Fund Manager
	2.13.2.1 Update and Delete Trustee/ Fund Manager

	2.13.3. Part C: Particulars of Employer
	2.13.4. Part D: Particulars of Tax Agent
	2.13.5. Upload Document
	2.13.6. Declaration
	2.13.7. Application Status
	2.13.8. Acceptance Slip

	2.14. Business Trust Registration Form
	2.14.1. Part A: Basic Particulars
	2.14.2. Part B: Particulars of Trustee Manager/ Main Unit Holder of The Business Trust
	2.14.2.1 Update or delete a trustee's record

	2.14.3. Part C: Particulars of Employers
	2.14.4. Tax Agent
	2.14.5. Upload Document
	2.14.6. Declaration
	2.14.7. Application Status






