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1. Introduction

As part of the SSM XBRL enhancement, SSM has decided to adopt XBRL and
build its next generation electronic filing system the MBRS Portal Application
(online submission platform) to enable companies to submit their full set of
Financial Statements, Exemption Application and Annual Return in

accordance with the MBRS filing requirements and SSM Taxonomy.
1.1. Document Conventions

The following table 1 explains the document conventions used in this

User Manual:

Table 1: Document Conventions

Convention Description

Bold User Interface text including titles of labels, buttons,

menus, options, and dialog boxes.

Hypertext Blue https:// A link/URL to a web page.

L 3 Note: Additional information, for example an alternate

method to perform a task.

Tip: Suggestion, for example a preferred method to

perform a task.

=
x'i Caution: Critical advice, for example a warning to

indicate implication of an action.
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1.2. MBRS Portal Conventions

The following table 2 explains the conventions used in the MBRS

portal:
Table 2: MBRS Portal Conventions
Convention Description
Start Date * The asterisk sign denotes a

mandatory field which cannot remain
blank and require user input to
proceed further in the MBRS Portal.

This is a button style. Clicking on this

button executes the required

command.

For example, you can click the
Submit button to save related
details onto MBRS Portal

Q This is a user-entry text field. You

can enter required details in this field
and search from all matching records
that would appear as dropdown

option.

v This is a drop-down list. You can

select a pre-defined item from the

drop-down, as required.

choose Flle | o ik chaser This is a dialog box that allows you

to select a file by clicking Choose
File and upload the required file from

a source location to MBRS Portal.

L] This is a check box. You can select

this check box to perform a selection
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Convention Description
or clear the check box to clear the
selection.
01-l2n-2013 - This is a date picker field. You can
select a date in this field to get
desired results or proceed further.
3 This is a link button that allows you
-~ to download documents, and files
present in the MBRS Portal
0 This is a view button that allows you
to view comments, PDF of filings,
etc.
This is a Help button that allows you
to view instructions applicable for a
page of the MBRS Portal or action
that needs to be taken.
1.3. Glossary

The following table 3 provides the expansion of various terms used in

the User Manual:

Table 3: Acronym/Abbreviation

Abbreviation Expansion

MBRS Malaysian Business Reporting System

AGM Annual General Meeting

AR Annual Return

EA Exemption Application related to FS and AR
FS Financial Statements and Reports

KFI Key Financial Indicators

FYE Financial Year End Date

EOT Extension of Time
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Abbreviation

Expansion

TXT

Text Document

ID Type Identification Type

ID Number Identification Number

XBRL eXtensible Business Reporting Language

CS (Maker) Company Secretary Assistant (Maker)

CS (Lodger) Company Secretary (Lodger)

CA (Maker) Company Agent Assistant (Maker)

CA (Lodger) Company Agent (Lodger)

HOU Head of Unit

mPortal MBRS Portal

mTool MBRS Preparation Tool

XBRL file Instance document (XML file) generated from MBRS
Preparation Tool (mTool)

ID Identification

1.4. General Layout of the mPortal

This section helps you understand the general layout of a web page

in the mPortal. The mPortal has three sections:

Top section

The mPortal logo displayed in the top-left part of the portal consists of the

Malaysian Government logo along with the SSM logo. The top-right part of

the portal also consists of SSM Service Portal applications that are available

for the user as it is based on Single Sign-On. It also has a Global Logout

button at the end of the top-right section which helps the user to sign-out

completely from the Enterprise Portal of SSM.
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@ oA #& EZBIZ MYCOID  MYLLP  MBRS (V]

Go to Login Page
Go To MBRS Login

(© 2017 Suruhanjaya Syarikat Malaysia. All Rights Reserved.
DISCLAIMER: SSM shall not be liable for any loss or damage caused by the usage of any information obtained from this web site. Best viewed using Latest Google Chrome and Mozilla Firefox Version 3 with the resolution of
1024x768

Figure 1: Top and Bottom section of mPortal

Bottom Section

The bottom section contains links to other useful web sites or read forms
such as Refund Policy, Refund Form, Privacy Policy, Security Policy, which
open in new windows. There are also external links for you to follow mPortal
on social networking sites. You can find the portal’s copyright information and
recommended browsers and models on the bottom left part of this section
(Refer to the Figure 1).

Middle Section (In this case session login window)

The middle section displays the session login window where user will be
directed to the mPortal dashboard page if clicked on the Go to MBRS Login”
button and will open the Service Portal page if clicked on “"Go to Login

Page”.
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Go to Login Page
Go To MBRS Login

Figure 2: Middle section of mPortal at the time of Login

The middle section of home page will display the dashboard panel, where the
count of filings submitted by external users on mPortal will be displayed as

per the filing status.

P Registration User Role Assigriment 2o ' COMPANY SECRETARY (LODGER) Englsh

Adrministrator ome 18:08:55 | A | COMPANY SECRETARY (LODGER)

I Uner Management v SRR it E ]
Last Updated On : 13-Jun-2024 06:08:23 PM

Downloads
-5 Lodger Approval Pending -x Lodgement Pending - %

Maker has upload 3nd lodger soproval is pending Digha! sign and payment pending both

Type of Submission Count Status Count o
¢ 0 Sensng

Filing Status - % Rectification Approval Pending - %

Last 10 Filing tatus wil e shown here Rectiication sent to SSM and approve! pending fro

Tvrw of Sushmicdon Coumt Twne of Sbmisdon Count

Figure 3: Middle section of mPortal Homepage or Dashboard view
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1.5. Access to the mPortal

Email Address

Password

© 2017 Suruhanjaya Syarikat Malaysia

Figure 4: Internal and External Account Login window for mPortal

The mPortal can be assessed by two user groups:

a. Internal

Users: SSM Employees or authorised users performing

administration related activities.

b. External

Approve, Reject user role request application

Approve, Reject or Query a filing submission

Approve, Reject or Query a Rectification filing submission
Configure or Manage the master modules

View transactions

Users: Company Secretary Assistant (Maker), Company

Secretary (Lodger), Company Agent Assistant (Maker), Company Agent

(Lodger), Liquidator (Maker), Liquidator (Lodger), Official Receiver (Maker),
Official Receiver (Lodger), Other Role (Maker), Other Role (Lodger) who are

from the filing end and will be performing various activities related to filing

activities such as:-

Viewing the filing history associated with all filing relating
activities

Uploading XBRL file

Rectify XBRL file

Digitally signing XBRL file for submission; and

Making payment related to filing submission.
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Liquidator (Maker), Liquidator (Lodger), Official Receiver (Maker), Official
Receiver (Lodger), Other Role (Maker), Other Role (Lodger) only allows to
upload the filings for Company Status is Winding Up and Dissolved.

Steps to log into the mPortal as an External User:

1. Access SSM’s website www.ssm4u.com.my . Register as an SSM4U user.

Follow instruction in the notification e-mail and visit the nearest SSM office
for validation as an SSM4U user. Log-in SSM4U and click MBRS icon to access
mPortal and user will be directed to the login page.

2. As an External User you need to enter the valid credentials for fields “Email
Address” and “"Password” that are registered with SSM Service Portal and

click on the “Sign in” button.

3. Upon successful Sign-in, the user will be logged in to the mPortal via Single
Sign-On and directed to the Home page (External User Dashboard) or User
Role Assignment Page depending on whether user already has a role active

or inactive in the mPortal.

Email Address

Password

© 2017 Suruhanjaya Syarikat Malaysia

Figure 5: Public Login Window
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. If you are an External User without any prior role then you will be directed to
the User Role Assignment page which would have no menu items as there
is not any role present for the user account.

. You can apply or request for an external user role e.g. Lodger and Maker for
Company Secretary, Company Agent, Liquidator, Official Receiver and Other
Role. At least one role needs to be active to have menu items of the mPortal

available.
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L Co # EZBIZ MYCOID MYLLP  MBRS ¢

PKI Registration User Role Assignment English + Back to ssméu

User Details

Primary Details

User Name Name Date of Birth Email Address

1D Type 1D Number Phone Number Practicing Certificate Number

‘ NEW IC ‘ | 660630106090 ‘ | 0123456789 ‘ ‘ |

Company User Address

Select Country Select State Town

Fax Number Address 1 Address 2

Address 3 Phone No Mobile No

Postal Code Email Id

Roles

Assign Roles

Select Role

-Select Role - ~

LIQUIDATOR (L
LIQUIDATOR (M
OFFICIAL RECE!
OFFICIAL RECE!
OTHER ROLE (
OTHER ROLE {MAKER)

Global Filter Area

Totaltems 0 (B @ o Page Size IEIEIE“EI

Selected ltems0

Figure 6: External User Role Assignment Page after Login without

Prior Role

6. If you have a prior role already and it is active you can request or apply for
other external user roles too by clicking on the link "User Role Assignment”
at the top-right corner as shown in below Figure 7. Click on the dropdown of

the field “Select Role” and select another role to apply.
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B:57: 04 | AWM 1 | COMPANY SECRETARY (LODGER)

tesmng RAD| Globe! &

Figure 7: External User Role Assignment Page after Login with

Prior Role

7. The Home Page or the Dashboard of the External User would consist of Menu
items on the left-hand side of the page and Dashboard reports for quick links
for specific Type of submission (AR, FS and EA) activities along with

miscellaneous quick link options in the centre of the dashboard as shown in
below Figure 8.
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# EZBIZ MYCOID MYLLP MBRS (V]
PKIRegistration  User Role Assignment 0 COMPANY SECRETARY (LODGER] English .

] @ > Home 18:59:06 | L COMPANY SECRETARY (LODGER)

discount annouce 10 % fiat| hsddshfh121212] ASAAAAAABSBREACOCCDDDDEEEEEFFFFAAAAAAAAABREEBECCCEDDDI

Last Updated On : 13-Jun-2024 06:58:47 PM

Profile Information of the logged in user - % Lodger Approval Pending -x Lodgement Pending - %
{Maker has upload and ledger approval is pending) (Digital sign and payment pending both will be inclusive)
User Name nup saive @irisbusiness com(@eservices ssm.com.my
‘Mobile No Type of Submission Count Status Count
ciy Johor s o oigita! sign Fending 0
state JOHOR AR 0 Fayment Pending ]
Select Role COMPANY SECRETARY [LODGER] KF o
Filing Status -x Rectification Approval Pending - x
{Last 10 Filing status will be shown here) (Rectification sent to 58M and approval pending from SSM)
Type of Submission Count Type of Submission Count
S o
an o a =2
KR o K
Query Filing Pending -x
{SSM has queried but entity not uploaded file against queried)
Type of Submission Count
3
=

Figure 8: External User Dashboard Page Display

8. There is also display of local Malaysian time along with, the Username of the
logged in user, the Current Role that is selected by the active user and the

active user account icon at the top right corner as shown in below Figure 9.

21:57:33 | TA > | COMPANY AGENT (LODGER])

Figure 9: Dashboard section displaying time, username and role

9. Once clicked on the user account icon as shown in the right-hand corner of
the above Figure 9, a dialog box opens with two (2) options “Profile” and

“Back to ssm4u” as displayed in below Figure 10.

oy sy # EBZ MYCOD MYLLP MBRS O

PKI Registration User Role Assignment COMPANY AGENT {LODGER) + English +

21:59:07 |

| COMPANY AGENT (LODGER)

Administrator

110 % flat| hsddshfh121212]| AAAAAAAAABBBBBBCCCCDDDDEEEEEFFFFAAAAAAAAABBBBBBCCCCDDDDEEEEEFFFFAAAAAAAAABBBBBBY ¥ Profile

User Management
= ) Back to ssmau

Company Association Request

Figure 10: User Account Icon options Display
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10. Profile - User can click on this option and will be directed to the “"Edit User
Profile” page wherein user can click on the “Edit Profile” button and update
information related to the Company Profile table, where Lodger users have
option to add/edit the multiple address up to 5 Addresses and set 1 as a

default address as shown in the below Figure 11.

o <ssye # EZBIZ MYCOID MYLLP MBRS &
PKI Registration User Role Assignment [ COMPANY SECRETARY (LODGER) + 2 English +
L 22:23:26 | TAl ' | COMPANY SECRETARY (LODGER)

Administrator

SSM testing RAD| Global discount annouce 10 % flat| hsddshfh1 I

User Management

Edit Profile

== Downloads

E-P Details v

=i Filing Process

Name ID Type ID Number Phone No
Report ‘ = ‘ ‘ S I .

Email Id
Company User Profile v
Select Country * Town * Fax Number
REPUBLIC OF CONGO v ‘
Address 1% Address 2 Address 3
Phone No* Mobile No Postal Code*
Email 1d* Default Address

» -

©
No.* Country » state * Town #| Fax Number® Address1 #| Address ¥ | Addr.X Phor:e No # Mobile No # | Postal Cod|
al af _aff ajl af[aj[ af al a
1 MALAYSIA JOHOR T e cnmoTmanes 4563
2 MALAYSIA JOHOR Muw | vovevues v s e samnimn | 1 wwesmavaw | vaswveve 26 84001

»

Total Items: 2 ) = Page Size ‘20 ¥ ‘ E\\IH 1 ‘E‘El

Selected items0

2018 Suruhanjaya Syarikat Malaysia. All Rights Reserved.
IDISCLAIMER: SSM shall not be liable for any loss or damage caused by the usage of any information obtained from this web site. Best viewed using Latest Google Chrome and Mozilla Firefox Version 3 with the resolution of 1024x768

Figure 11: Edit Profile Page
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11. Back to ssm4u - User can use this option to logout only from the mPortal
and use other applications of the SSM Service Portal as displayed on the top
right corner of the below Figure 12. There is also a “"Global Logout” button
next to these applications by which user can logout completely from the SSM
Service Portal.

e <ssyF & EZBIZ MYCOID MYLLP MBRS &

Go to Login Page
Go To MBRS Login

© 2017 Suruhanjaya Syarikat Malaysia. All Rights Reserved.
IDISCLAIMER: SSM shall not be liable for any loss or damage caused by the usage of any information obtained from this web site. Best viewed using Latest Google Chrome and Mozilla Firefox Version 3 with the resolution of 1024x768

Figure 12: MBRS Logout page

PKI Registration User Role Assignment COMPANY SECRETARY (LODGER) «

Bahasa Malaysia

English

SSM testing RAD| Glob3d

22:25:04 | T

Figure 13: Dashboard Dual Language option and PKI Registration
link

12. PKI Registration - User can use this option to know the status of Digital
Signing Account. Once clicked on the link “"PKI Registration” a new browser
would open where user needs to enter their ID humber as shown in the below
Figure 14 and DigiCert certificate status will be displayed as shown in Figure
15.
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c 2 demo-mycrs.posdigicert.com.my/Public/NewCertificateRequestPre?Token=MIAGCSqGSIb3DQEHAGCAMIACAQAXggHIMIIBEQIBADCBODCBUJELMAKGATUE... & ¥ S O o

PCS Digicert SR

=t \V/1
SURUHANJAYA SYARIKAT MALAYSIA

COMPANIES COMMISSION OF MALAYSIA
( Agensi di bawsh KPDNHEP )

@ Enter Identification No

Figure 14: DigiCert Certificate request page

Cc 2% demo-mycrs.posdigicert.com.my/Public/ViewStatusInformation @
POS Didicert
Beta-MYCRS
Information

Your Certificate still active. Please find your information as below

CERTIFICATE STATUS
Mame YE
Company W

Package Malaysian Business Reporting System (MERS)-Renewal Roaming Certificate 1

year
Media Roaming Certificate

Praoject 55h-Malaysian Business Reporting Certificate 15/02/2024 -
MName System [MBRS) Walidity 15/02/2025

Figure 15: DigiCert Certificate request Application Status

13. Switch Language - User can use this option to switch language from English
to Bahasa Malaysia in the mPortal. English will be the default language and
user needs to select the Bahasa Malaysia option as shown in the Figure 16,
once clicked, the mPortal will display all labels applicable in Bahasa Malaysia

as shown in Figure 17.
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Figure 16: Switch language functionality

Pendaftaran PKI

Tugasan Peranan Pengguna

*

22:40:51 |T

EZBIZ

MYCOID MYLLP

MBRS (9

SETIAUSAHA SYARIKAT (LODGER) + ) Bahasa Malaysia +

* | SETIAUSAHA SYARIKAT (LODGER)

Pengurusan pengguna

= Muat turun

Proses Pemfailan

Laporan

AAAAAABBRERBCCCCDDD

...... DEEEEEFFFFTXTQ]

Last Updated On : 14-Jun-2024 10:39:51 PM

Profile Information of the logged in user X

Nama [ n.my
Pengguna

No Telefon  O:

Bimbit

Bandar Muar

Negeri JOHOR

Pilih SETIAUSAHA SYARIKAT (LODGER)
Peranan

) 2018 Suruhanjaya Syarikat Malaysia. All Rights Reserved.
IDISCLAIMER: SSM shall not be liable for any loss or damage caused by the usage of any information obtained from this web site. Best viewed using Latest Google Chrome and Mozilla Firefox Version 3 with the resolution of 1024x768

Lodger Approval Pending - X Lodgement Pending - %
(Maker has upload and lodger approval is pending) (Digital sign and payment pending both will be inclusive)
Type of Submission Count Status Count °
Fs 0 Digital Sign Pending (]
AR 0 Payment Pending 0
KFI 0
Filing Status - 3% Rectification Approval Pending - %
(Last 10 Filing status will be shown here) (Rectification sent to SSM and approval pending from SSM)
Type of Submission Count Type of Submission Count
Fs 0 FS 0
AR 0 AR 0
KFI 0 KFI 0
Query Filing Pending -

(SSM has queried but entity not uploaded file against

queried)

Type of Submission Count
FS
AR

KFI

Figure 17: Dashboard page display after language switch
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User Role Assignment option is already explained on page 8 and Switch
role functionality will be explained in the next heading under
“Application of External User Roles”.
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2. Application of External User Roles

1. Atone time an external user can request or apply for any or all 10 roles
as listed:-

e Company Secretary Assistant (Maker)
e Company Secretary (Lodger)

e Company Agent Assistant (Maker)

e Company Agent (Lodger)

e Liquidator (Maker)

e Liquidator (Lodger)

e Official Receiver (Maker)

e Official Receiver (Lodger)

e Other Roles (Maker)

e Other Roles (Lodger)

2. Applying for Maker role:-

To acquire a Company Secretary Assistant (Maker) a user must select
the option of "COMPANY SECRETARY ASSISTANT (MAKER)"” from
the dropdown list present in the table "Roles” of the User Role

Assignment page as shown in Figure 18.

PKIRegistration  User Role Assignment 0

User Details

| Primary Details ~ |

| Company User Address ~ |

Roles ~

E}\ssgn Roles

Figure 18: User Details page display of the User Role Assignment
page

Version 2.3 September 2024 Page | 20



User Manual MBRS Portal - External User

Roles

Assign Roles

Select Role

COMPANY SECRETARY ASSISTANT (MAKER) e @ Submit

Figure 19: Role selected in Assign Roles table

3. Once the role is selected and user clicks on the “Submit” button as
shown in the above Figure 19, the role is auto approved by the mPortal
and the record for this request will be displayed in the grid of the Edit
Roles table as shown in the below Figure 20. This is applicable and
similar to all other Company Agent (Maker), Liquidator (Maker),

Official receiver (Maker) and Other role (Maker) roles as well.

PKIRegistration  User Role Assignment 0 Engiish Back to ssméu
& pownloads @ 15:07:26 |W | COMPANY SECRETARY ASSISTANT (MAKER)
i G ount e 10% flat] AMAARAAAABBEBEE
Filing Process
User Details
Report
@ Since You have Only One Active Role If You Make it Inactive Then You Will be Logged Out from System
| Primary Details v ‘
| Company User Address v °
| Roles v ‘
Edit Roles A
© since You have Only One Active Role If You Make It Inactive Then You Will be Logged Out from System
=
No. User Role Name #| Role Requested Date” | Approved On’* IsAcive ¥ state | Download CourZ¥ | Download?! Remove Role
[ =]l al(l al| al all a]
1 | COMPANY SECRETARY ASSISTANT [MAKER) | 17-Jun-2024 12:00:00 . | 174un-20241.. | Yes - & & x

Figure 20: Applied Roles Records display in Edit Roles table

4. There is a switch profile functionality that has been provided which can
help a user to switch between different roles applied and acquired to

perform required actions role-wise.
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PK| Registration User Role Assignment COMPANY SECRETARY ASSISTANT (M._.

°E | Cd (MAKER)

COMPANY AGENT (LODMGER])

15:17:52 | N

COMPANY AGENT ASSISTANT (M.

L
LIQUIDATOR (MAKER])

Lodgement P

4 03:17:49 PM

wding - X

OTHER ROLE (MAKER}

Imimid=] e —emnd

lrme mmmrmm ] i mmmAlim =l

Figure 21: Switch Profile Functionality

If you have a role of a Company Secretary (Lodger) after you log onto the
mPortal then you can also apply for a Company Secretary Assistant
(Maker) role and do both lodgement as a Lodger and upload filing as a
Maker for local companies. Similarly, can be followed for Company Agent
Assistant (Maker) and Company Agent (Lodger) but in this case
submission and upload filings will be made for Foreign Companies.

Also, For Liquidator (Maker), Liquidator (Lodger), Official receiver (Maker),
Official receiver (Lodger) and Other role (Maker), Other role (Lodger) in
this case submission and upload filings will be made for those companies

whose company status is Winding Up and Dissolved.
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5. Maker Role Menu items:

Downloads

Download Taxonomy - User can download the
Download Taxonomy taxonomy used for creating XBRL Document from
this option.

Download MBRS Tool

Download MBRS Tool - User can download the
Ao s MBRS Preparation tool that is used to generate the
XBRL Document which is uploaded and submitted
in the MBRS Portal.

Rectification Application
and Filing Submission

Rectification Application and Filing
Submission - User can upload the rectified XBRL
Document prepared by this option that is required
Report to be submitted as a Rectified Filing to SSM in the
MBRS Portal.

Upload Filing

Filing History
Upload Filing - User can upload the XBRL
Rectification History Document prepared by this option that is required

to be submitted as a Filing to SSM in the MBRS
DashBoard Reports Portal.

Lodger Approval Pending

Filing History - User can view all Historical Filing
Lodgement Pending records from this option.

Filing Status Rectification History - User can view all Rectified
Historical Filing records from this option.

Rectification Approval

Pending Dashboard Reports - User can view all
Dashboard records from this option.

Query Filing Pending

Figure 22: Maker Account menu items
The primary functions and actions performed by a Maker are as follows:-

» Download the mTool - The Maker needs to download the mTool to
prepare the XBRL file that is required to be submitted as a filing in the
mPortal.

= Upload Filing - The Maker would fill in appropriate details as per filing
requirements for a specific filing and company and generate the XBRL file

and upload it on mPortal which would then be available in the Lodger’s
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account for further actions to be performed to complete the filing
submission. During Upload Filing, this process is not yet considered as
submitted to SSM.

» Rectification Application and Filing Submission - The Maker would
fill in appropriate details as per filing requirements for a specific filing and
company and generate the XBRL file and upload the rectified filing on
mPortal which would then be available in the Lodger’s account for further
actions to be performed to complete the filing submission.

= View Historical Records - Maker also has a facility to view all his

historic filings and their status.
6. Applying for a Company Secretary (Lodger) Role:

In case of applying for Company Secretary (Lodger) role, the user
needs to enter important detail as per the enhancement such as
Practicing Certificate Number and then upload the Practicing
Certificate in PDF format which should not be more than 25MB then

after the address as shown in Figure 23.

Assign Roles

Practicing Certificate Number * Practicing Certificate (PDF) *

Choose File | No file chosen

Select Country * Town *®

Select Coun L
Fax Number Address 1* Address 2
Address 3 Phone No* Mohile No
Postal Code® Email Id*

Figure 23: Lodger Role application requirements window
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6.1  Once the external user clicks on the "Submit” button, then system will
verify enter the Practicing Certificate number through the API and if
the Practicing Certificate number is valid then the Company Secretary
(Lodger) role will be successfully assigned and Auto approved by the
mPortal, if the Practicing Certificate number is invalid then the user
will get a prompt error message as ‘Invalid Practicing Certificate

Number’ and the role will not be assigned.

6.2 Once the role request is approved, the user with the lodger role can

perform the following activities: -

i. Review the Fresh and Rectified filings uploaded by Maker for the
searched company, Approve or Reject the same.
ii. Digitally sign the uploaded Fresh and rectified filings.
iii. Make payment for the uploaded Fresh and rectified filings as per
filing fees prescribed for the type of filing.
iv. Do final submission to the SSM for completion of rectified filing for

a company associated with the Lodger.

As present all lodger users such as Company Agent (Lodger) Liquidator
¢ (Lodger), Official receiver (Lodger) and Other role (Lodger) roles is also

auto approved by the mPortal.

6.3 A user can also edit the applied roles from the Edit Roles table present

in the User Role Assignment page as shown in Figure 24.
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Edit Roles -~
Global Filter Area
[E3]
No.” User Role Name | Role Requeste.®¥ | Approved O™ | Is Active® state | Download C.Z¥ | Download 7% Remove Role
a | alfl ol ol ol a |
1 LIQUIDATOR (LODGER} 13-Feb-2024 0. 13-Feb-2024 0. Yes JOHOR i * x
2 | OFFICIAL RECEIVER {LODGER) 13-Feb-2024 0... 13-Feb-2024 0... Yes JOHOR _t _!_ »
3 OFFICIAL RECEIVER {MAKER) 13-Feb-2024 1 13-Feb-2024 1 Yes _&” !’ x
4 COMPANY AGENT (LODGER}) 02-Feb-2024 0. 12-Feb-2024 0. Yes i * x
5 | COMPANY SECRETARY (LODGER) 05-Feb-2024 0... 05-Feb-2024 0... Yes SINGAPURA _t _!_ »
6 COMPANY SECRETARY ASSISTANT (MAKER) 30-Jan-2024 1. 30-Jan-2024 1 Yes _&” !’ x
7 OTHER ROLE {MAKER) 29-Jan-2024 1. 29-Jan-2024 1 Yes i * x
8 | OTHER ROLE {LODGER) 29-Jan-2024 1.. Yes MELAKA _t _!_ »
9 COMPANY AGENT ASSISTANT (MAKER) 29-Jan-2024 1. 29-Jan-2024 1 Yes _&” !’ x
4 »
Total Items: 9 [ RS Page size EEE“E'
Selected Items0O

Figure 24: Edit Roles table showing status of the roles

6.4 Company Secretary (Lodger) and Company Secretary Assistant
(Maker) can only upload and submit filings for companies that are
incorporated in Malaysia & Company Agent (Lodger) and Company
Agent Assistant (Maker) can do the same for foreign companies that
are incorporated outside Malaysia. Also, For Liquidator (Lodger),
Liquidator (Maker), Official receiver (Lodger), Official receiver (Maker)
and Other role (Lodger), Other role (Maker) in this case submission
and upload filings will be made for those companies whose company

status is Winding Up and Dissolved.

If you are not performing any activity (once logged into the MBRS Portal)

4 for more than 15 minutes the session would get expired, and you will

automatically be logged out of the system.
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Update Practicing Certificate

Once the Practicing Certificate is expired, Company Secretary Lodger user
should be able update the Practicing Certificate number in the system.

PKI Registration User Role Assignment ] COMPANY SECRETARY (LODGER) + English

#& > User Management > Update Practicing Certificate 18:51:12 | CHO | COMPANY SECRETARY (LODGER)
Administrator
SSM I
User Management
Update Practicing Certificate @
Create User Association
Practicing Certificate Number*
Update Practicing e
Certificate Practicing Certificate (PDF Max size 25 MB)* | Choose File | No file chosen
Downloads Fetch Data °
Filing Process Name Email Address Phone Number
Report 1D Type ID Number

Figure 25: Update Practicing Certificate Page

Steps to Update Practicing Certificate:-

1. Go to "User Management” Menu Tab of a Lodger Role User Account. Click

on “Update Practicing Certificate” menu tab.

2. Inthe “"Update Practicing Certificate Page” a Lodger needs to enter valid
details about the Practicing Certificate that he needs to be updated with like
Practicing Certificate Number and attached Practicing Certificate PDF as

shown in the above Figure 25.

3. Once valid detail of Practicing Certificate Number and attached Practicing
Certificate PDF, then the lodger should click on the button Fetch Data.

4. Once clicked on Fetch Data, details like Name, Email address, Phone

number, ID Type and ID number is populated automatically.
5. Click on “Submit”, you will notice a green box from the centre-top part of

the page appears providing you confirmation that Practicing Certificate has

been updated successfully.
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User can also see details of the updated Practicing Certificate below in the
status grid that would provide details such as Practicing Certificate Number,
Name, Email Address, Phone Number, ID Type, ID Number, Expiry Date

and Download Practicing Certificate as shown in the below Figure 26.

PKIRegistration  User Role Assignment 0 COMPANY SECRETARY (LODGER) ~ English «
Administrator #& > User Management > Update Practicing Certificate 18:55:04 | CHi | COMPANY SECRETARY (LODGER)
User Management S5M testing RAD| Global discount anno '
Create User Association Update Practicing Certificate @

Practicing Certificate Number*

Update Practicing

Certificate —————
Practicing Certificate (PDF Max size 25 MB)* | Choose File | No file chosen

Downloads
Fetch Data

Filing Process

Name Email Address Phone Number

et | | |
ID Type ID Number

Global Filter Area
=
No.* | Practicing Certific® Name X Email Address 2| Phone Numbe® | 1D TypeX IDNumber *|  Expiry Date ¥ | Download Practicing Certific.2
al a a a]|l af[ o a| a]
1| 2o ; 5 2026-03-15 2

Figure 26: Update Practicing Certificate Page Details

If the Practicing Certificate has expired, once the user logs in to the MBRS
application the Company Secretary Lodger user will receive a prompt
& message informing them that the Practicing Certificate has expired.
Also, the Company Secretary Lodger user will not be allowed to make
payment for any filing unless the practicing certificate is renewed or

updated.
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4, Association between Lodger and Maker user (CS, CA, Liquidator,

Official Receiver and Other role Lodger and Maker)

An external user who has the role of a Lodger can create association with a Maker.

PKI Registration User Role Assignment 0 COMPANY SECRET)|

User Management
Create User Association

Create User Association 1D Type * 1D Number *

‘ | £ Fetch Data

‘ KERAJAAN NEGERI/PERSEKUTUAN - PULAU P ~

Update Practicing
Certificate
Name Email Address Phone Number

Downloads ‘ | ‘ | ‘

Filing Process

Figure 27: Create User Association Page

Steps to Associate Lodger with Maker:-

1. Go to "User Management” Menu Tab of a Lodger Role User Account. Click

on “Create User Association” menu tab.

2. In the “Create User Association Page” a Lodger needs to enter valid
details about the Maker that he needs to be associated with like ID Type

and ID Number as shown in the above Figure 27.

3. Once valid combination of ID Type and ID Number of the Maker to who the
lodger needs to be associated with is done by the Lodger, then the lodger
should click on the button Fetch Data.

4. Once clicked on Fetch Data, details like name, email address and phone

number will be automatically populated for the selected Maker ID.
5. Click on “Submit”, you will notice a green box from the centre-top part of

the page appears providing you confirmation that User Association has been

created successfully.
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6. User can also see details of the successful association below in the status
grid that would provide details such as ID Type, ID Number, Email Address,
Association Date, Status whether Active or inactive and Edit as shown in

the below Figure 28.

The association between a Maker and a Lodger is a vital part during
# upload filing as a Maker would only be able to upload a file for a company
to which an associated Lodger is already associated to. Also, user

association is required even if the Maker and Lodger user are the same.

PKI Registration User Role Assignment &= 0 i COMPANY SECRETARY (LODGER) & English

& Administrator #& > User Management > Create User Association 18:30:59 | CHI( 3 | COMPANY SECRETARY (LODGER)

aut S5h
&' User Management '

N (e T Create User Association @

ID Type * ID Number *

© Update Practicing KERAJAAN NEGERI/PERSEKUTUAN - PULAUP + £ retch Data

Certificate

Name Email Address Phone Number
< Downloads | ‘ | | ‘

B Filing Process @ Submit

(%] Report

Global Filker Area

No® | IDType® ID Number ¥ Name X Email Address #|  Phone Number * AssociationDate |  IsActive X Edit
af ol a]| a| ol LY ] a

NEW IC 660 6 17-May-2024 01:32:52 FM | Yes

&)

[N

NEW IC 601 ' ' ] 7 17-Apr-2024 12:25:52 AM | Ve

Figure 28: Create User Association Page with status grid

7. The Lodger can activate or de-activate the association with the help of the
Edit button. Click on the “"Edit” checkbox and select option “Yes” or "No”
in column “Is Active” and then click on “Save” which is the centre

checkbox in the Edit Column.

8. This process is same for Company Secretary (Lodger/Maker), Company
Agent (Lodger/Maker), Liquidator (Lodger/Maker), Official Receiver
(Lodger/Maker) and Other role (Lodger/Maker), but a Company Secretary
(Lodger) cannot be associated to a Company Agent Assistant (Maker)
similar to other users and vice versa. An email notification is sent to the
Maker once successful association is done with the Lodger as shown in

Figure 29.
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Maker User Association Created
Dear Sir/Madam,

This is to inform you that you have been added as Maker user. Below are the
details of Checker user profile to which you are associated with as Maker user:

Checker Name : Ah
Role : COMPANY SECRETARY (LODGER)
Created Association Date : 20/04/2022

Thank you
MBRS Admin
@SSM - All rights reserved.

NOTE: THIS IS AN AUTO GENERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 29: Email for Lodger and Maker association
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5. Association between Company Agent (Lodger) and a Foreign

Company

1. An external user who has the role of a Company Agent (Lodger) can create
association with foreign companies. While in case of a Company Secretary
(Lodger), the system will already have details of the registered company
secretaries association with their respective local companies which is
obtained from the SSM system when a Company Secretary registers in the
SSM Service Portal.

2. Hence if any Company Secretary tries to submit filing of a company that they

are not associated with, the system will not accept such a filing submission.

3. In case of a Company Agent (Lodger), the Lodger can associate their self with
a foreign company through the "Company Association” menu item of the

mPortal as shown in Figure 30.

Company Association Request

Search Category *

Entity code ~

Select Company * Upload Document (Max size 1 MB)*

| choose File | No file chosen O Individual @ Body Corporate

o

Start Date * End Date Body Corporate Number *

17-Jun-2024

l&] Accepted Record = Pending Record ©) Rejected Record

il
fE

Global Filter Area

Figure 30: Company Association Request Page

4. Lodger should enter valid details for fields. As per Search Category “Select
Company”, upload certificate of association which can be of maximum 1 MB.
Select either one of the options as “Individual” or "Body Corporate”. If
“Body Corporate” is selected, then "“"Body Corporate Number” is

mandatory to be entered.

5. Lodger also needs to provide “Start Date” and “"End Date” for defining

period of association with the selected company.
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6. Once the lodger clicks on the “Submit” button the association request is
verified through the API for Individual option and gets Auto approved and
displayed under “"Accepted Records” tab, Whereas for Body Corporate the
company association request sent to SSM for approval and displayed under
“"Pending Records” tab with details of the request as shown in the Figure
31 below.

PKI Registration User Role Assignment o 'COMPANY AGENT {LODGER) + English

Administrator # > Company Association > Company Association Reguest 20:46:21 |CH | COMPANY AGENT (LODGER)

we KiHkeew Test Grr Kjoiwe KJHkeew Test Grr Kjoiwe KIHkeew Test G

AAAAAAAABEEEEECCCCDDDDE

48 User Management

Company Association Request
< pownloads

Search Category *

Report

Select Company * Upload Document (Max size 1 MB)*
‘Company Association Q Choose File | No file chasen © Individual ® Body Corprate o
o — Start Date * End Date Body Corporate Number *
Request 17-Jun-2024 =] =]

= I Global Filter Are
0 Accepted Record Z Pending Record €} Rejected Record ’ :

=
Mo. # | Mew CompanyR¥| Company Name® | Body Corporate NuZt IDType * Start Date x End Date X Submitted Date |  Status X Download x
[ ol al al| all all all af_a
1 1grmm s T Ty - Feb 20,2024 12:00:00AM | Feb 23, 2024 12 20-Fen-2024 nActive &
Apr 11,2024 12:00:00AM | Jan 1, 299912 11-Apr-2024 nActive &

Figure 31: Company Association Request Page with Pending
Record tab

7. An email notification is sent to the Company Agent (Lodger) confirming that
the request for association has been sent and submitted to SSM for Approval

as shown in Figure 32.
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Company Association Request Submitted To SSM

Cear Sir/Madam,

This is to inform you that requested "Company association for filing" have been
submitted to SSM for approval.

Request Status : Pending for S5M approval
Request Submitted Date : 06/06/2024

Thank you
MBRS Admin
©S5SM - All rights reserved.

MNOTE: THIS IS AN AUTC GEMERATED MESSAGE. PLEASE DO NOT REPLY TC THIS
MESSAGE.

Figure 32: Email for company association request

8. When the SSM Officer approves the company association request send by the
Company Agent (Lodger) the status changes from “Pending Record” tab to
“Accepted Record” tab in the "Company Association Request” page as

shown in Figure 33.

GG AY g
ok <S5 & EZBIZ MYCOID MYLLP MBRS ()
PKIRegistration  User Role Assignment 0 COMPANY AGENT (LODGER) - Engiish +
Administrator A > Company Association > Company Association Request 20:05:00 |CHOl._..__.__..__IG | COMPANY AGENT (LODGER)
El l
User Management
Company Association Request @
Downloads
search Category *
— Encity code v
Select Company * Upload Document [Max size 1 MB)*
Company Association Q| || choose File | Nofile chosen O individual ® sody Corparate °
Company Association Start Date * End Date Body Corporate Number *
Request 17-Jun-2024 =] o
Global Filter Area
€ Accepted Record Z Pending Record K Rejected Record
]
ry
No. #|  company Registration Number | New Company Registration Numbe?* Company Name » Body Corporate Number ~ # 1D Tyl
[ ol allf Al a| al||
1 P
z ES
3 8205/ | LzmouaAIILY WA ELA 2121EIVI3 LURFURATIUIY Leu30

Figure 33: Company Association Request Page with Accepted
Record tab
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9. Once the submitted request is approved by SSM, the CA Lodger would receive

a confirmation email notification of approval as shown in Figure 34.

Company Association Request Approved By SSM

Dear Sir/Madam,

This is to inform you that requested "Company association for filing" have been
approved by SSM.

Thank you
MBRS Admin
©5SSM - All rights reserved.

MOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 34: Email for company association request approved by
SSM
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6. Association between Liquidator, Official Receiver and Other Role
(Lodger’'s) and a Companies with Company Status Winding Up and

Dissolved.

1. An external user who has the role of a Liquidator, Official Receiver and Other
Role (Lodger) can create association with Company Status Winding Up and
Dissolved. This is Similar to the Company Association flow of Company Agent

user.

2. In case of a Liquidator, Official Receiver and Other Role (Lodger), the Lodger
can associate themselves with a Companies whose Company Status is
Winding Up and Dissolved through the "Company Association” menu item

of the mPortal as shown in Figure 35.

Company Association Request @

Search Category *

Entity code ~

Select Company * Upload Document {Max size 1 MB)*

Q | Choose File |ND file chosen O Individual @ Body Corporate °

Start Date * End Date Body Corporate Number *

17-Jun-2024

i
i3

ID Type*

- Select ID Type -

&} Accepted Record = Pending Record L3 Rejected Record

<

Global Filter Area

Figure 35: Company Association Request Page

3. Lodger should enter valid details for fields. As per Search Category “Select
Company”, upload certificate of association which can be of maximum 1 MB.
Select either one of the options as “Individual” or "Body Corporate”. If
“Body Corporate” is selected, then "Body Corporate Number” and “ID

Type” is mandatory to be entered.

4. Lodger also needs to provide “Start Date” and “"End Date” for defining

period of association with the selected company.

5. Once the lodger clicks on the “Submit” button the association request is

verified through the API for Individual option and gets Auto approved and
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displayed under “"Accepted Records” tab, Whereas for Body Corporate the

company association request sent to SSM for approval and displayed under

“"Pending Records” tab with details of the request as shown in the Figure
36 below.

& Administrator

User Management

Report

Company Association

=] & > company Assaciation > Company Assaciation Request 20:42:25 | CH

PKI Registration User Role Assignment (] UQUIDATOR {LODGER) +

Engiish +

| LIQUIDATOR (LODGER)

Company Association Request

Search Category *

Select Company * Upload Dacument (Max size 1 MB}*
Company Associati [o} No file chasen O Ingividuzsl ® Bogy Corporate
Request
Start Date * End Date Body Corporate Number *
171un2023 e} =]
1D Type*
- Select ID Type - v

@ Submit  Reset

- I Global Fiter Are:
K Accepted Record E Pending Record ) Rejected Record

=
o, | Company Rez | New CompanyRZ|  Company Name # | Body Corporate Number® IDType * StartDate X EndDate  *| Submitted Date | Status X Download #
[ all A a a| a| al a| af Al a
ES ISDN.BHD. | CAWANGANSELANGOR | - May 13,2024 12:00:... Jan 1, 2989 12:00:0.. 13-Mzy-2024 nActive *

Figure 36: Company Association Request Page with Pending

Record tab

6. An email notification is sent to the Company Agent (Lodger) confirming that

the request for association has been sent and submitted to SSM for Approval

as shown in Figure 37.

Company Association Request Submitted To SSM

Dear Sir/Madam,

This is to inform you that requested "Company association for filing" have been
submitted to SSM for approval.

Request Status : Pending for SSM approval

Request Submitted Date : 06/06/2024

Thank you

MBRS Admin
©SSM - All rights reserved.

MNOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO MOT REPLY TC THIS
MESSAGE.

Figure 37: Email for company association request
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8. When the SSM Officer approves the company association request send by the
Company Agent (Lodger) the status changes from “"Pending Record” tab to
“Accepted Record” tab in the "Company Association Request” page as

shown in Figure 38.

PKI Registration User Role Assignment 0 LIQUIDATOR {LODGER) English
Administrator # > Company Association > Company Association Request 20:29:16 | CH 3 | LIQUIDATOR (LODGER})
Annas '
User Management
Company Association Request @
Report
Search Category *
Company Association Entity v
Select Company * Upload Document (Max size 1 MB)*
[ — Q Choose File | No file chasen O Individual ® Body Corporate
Request
Start Date * End Date Body Corporate Number *
17-un-2024 =) =]

1D Type*

-Select ID Type- v

@ Submit ' Reset

I - Global Filter Area
©) Accepted Record E Pending Record € Rejected Record

No. X Company Name | Company R.# | New Company #¥ | Bady Corporat# IDType #|  SstartDate # End Date #|  submitted Date # |  Status *® Download ~ *

[ a]l a al all alf all al| all ajl  a

Be ke

2| v E] PASSPORT NO May 16, 2024 Jan 1, 2899 12:00:00 AM 16-May-2024 Active

Figure 38: Company Association Request Page with Accepted
Record tab

9. Once the submitted request is approved by SSM, the CA Lodger would receive

a confirmation email notification of approval as shown in the below Figure 39.

Company Association Request Approved By SSM

Dear Sir/Madam,

This is to inform vou that requested "Company association for filing" have been
approved by SSM.

Thank yvou
MERS Admin
E55M - All rights reserved.

NOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TC THIS
MESSAGE.

Figure 39: Email for company association request approved by
SSM
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The functionality of Company association request module will remain same
for Liquidator, Official Receiver and Other Role (Lodger’s) for Companies
with Company Status Winding Up and Dissolved. Also, Companies Other
than ‘Winding Up and Dissolved’ Status will not allow to get associated
with these Lodger users.
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Download mTool

1. Users with Maker role can download the latest version of mTool by clicking
on Download MBRS Tool option of the menu item as shown in the below

Figure 40.

PKI Registration User Role Assignment 0 COMPANY AGENT (LODGER) + English +
=] & > Downloads > Download MBRS Tool 20:55:55 | CH i | COMPANY AGENT (LODGER)
Administrator
BEGINE I
User Management
Download MBRS Tool @
Downloads
Global Filter Area
Download Taxonomy
Download MBRS Tool
R I@. 2| Version Number X Created By » Created On » mTool Installer Package for 32 bit » mTool Instzller Package fol
epol
[ o] al| allf al
Company Assodiation 120 System Administrator 02-June-2024 08:20:53 AM _t &
211033 System Administrator 27-5ep-2018 10:52:36 PM & &

Figure 40: Download MBRS Tool Page

2. User can download either the 32-bit or 64-bit version of the Installer
depending on the operating System version of the machine in which the

tool will be installed.
3. Once mTool is successfully installed user can open the tool, select the

submission type and start entering relevant data to prepare the XBRL file

which will then be uploaded on the mPortal.
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" MBRS Preparation Tool v2.0

BRS:

Malaysian Business Repg%ing System

.

OMENTERAN PERDAGANGAN DAAM NESEN! S ARSI
‘an 405 1484 MOUP

Step1: Please select submission type
O Exemption Application

O Annual Return
O Financial Statements

O Annual Return 1965
O Financial Statements 1965

Figure 41: MBRS Preparation Tool launch window

— User needs to click on this icon present in their desktop after installing
. m:: the downloaded installer to launch the mTool.
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8. Upload XBRL file by Company Secretary Assistant/Company Agent
Assistant/Liquidator/Official Receiver/Other Role (Maker)

Once the Maker has downloaded the installer and prepared the XBRL file, the
Maker would upload this XBRL file for the associated company on the mPortal

by using the Upload Filing menu item as shown in the below Figure 42.

@ -%H A EZBIZ MYCOID MYLLP MBRS (%)
PKI Registration User Role Assignment ) 2" COMPANY SECRETARY ASSISTANT (M_.. « @ English
# > Filing Process > Upload Filing 21:39:27 | C i | COMPANY SECRETARY ASSISTANT (MAKE...
£ Downloads
Global discount annouce 10 % flat| AAAAAAAAABB
B Filing Process
Upload Filing
@ Rectification Application
and Filing Submission Enter Company Registration Number (e.z. 123456789012}« Type of Submission Upload XBRL Document™
Q ARI-Annual Return for Companies having Share Capital v Choose File | No file chosen

@ Upload Filing (Manx. size 25 Mb
%] Report Upload Supporting Documents

1. Particulars of beneficial owners (TXT) (107)

| Choose File | Mo file chosen

2. Particulars of nominee director (TXT) (224)

| Choose File | N file chosen

3. Particulars of senior management (TXT) (225)

| Choose File | Mo file chosen

© Upoo g

Figure 42: Upload Filing Page

A Maker must be careful during uploading if the association is

complete between the Company and the Lodger and also between the

lodger and Maker before uploading of any file in the mPortal.

Now, Maker user is also allowed to upload AR and FS/KFI filings for
&  companies having Company status like W, D, C, R, B and these filings

require SSM manual approval.

Maker user is not allowed to upload filings for companies having

Company status X and Y.

Maker user is allowed to upload any EA applications only for

companies having Company status 'E - Existing’.

Steps to Upload a Filing by a Maker Role:-

1. Go to “Filing Process” Menu Tab. Click on "Upload Filing” option.
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Upload Filing Page will be displayed which would have options such as
- Enter Company Registration Number
- Type of Submission
- Upload XBRL Document (Max size 25MB)
- Upload Supporting Document
- Upload Filing
- Reset

Enter New Company Registration Number: In this field, Maker should
enter at least first 5 digits of the New company registration number for
which XBRL file is to be uploaded. This company should be associated with
the Lodger to whom the Maker is also associated. This field would search
through the web service to provide best and closest hits as a dropdown

list for the user to select the company.

Type of Submission: The Maker needs to select the correct “"Type of
Submission” for which XBRL file is to be uploaded out of the 29 types of

filings. E.g. AR1-Annual Return for companies having share capital.

Upload XBRL Document: Maker would have to browse the XBRL file that
needs to be uploaded according to the selection made in type of
submission only. Maximum size of the XBRL file that can be accepted is
25MB.

Upload Supporting Document: Each Type of Submission would require
the Maker user to upload a supporting document that is made mandatory

to be uploaded by SSM Admin as shown in Figure 42.

As shown in Figure 42 which is an upload filing page for AR1 user has
to upload a txt format files (Annexures) as a supporting document.
User can prepare those Annexure files using mTool, There is separate
button name as Annexure on mTool introduction page.
There 3 txt format files (Annexures) as a supporting document which
is applicable only for AR1, AR2 and AR3.
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7. Upload Filing: Maker User can do submission of the filing if all the above
details are filled are correctly by clicking on the “Upload Filing” button. A
green highlighted confirmation box would appear stating successful upload

and reference number for your uploaded filing.

L rt SR CCAL # EZBIZ MYCOID  MYLLP  MBRS (0]

x 0 COMPANY SECRETARY ASSISTANT (M_ + English +

Downloads # > Filing Process > ‘OMPANY SECRETARY ASSISTANT (MAKER)

_ Global discount annouce 10 % flat| :«AAAAAAA:«BSII
Filing Process

Rectification Application Upload FI|II’\g

and Filing Submission
Enter Company Registration Number (e.g. 123456789012)  Type of Submission Upload XBRL Document™®

Upload Filing | AR1-Annual Return for Companies having Share Capital v‘ || Choose File | No file chosen ‘

Q ‘ (Max. size 25 W)
Report
Upload Supporting Documents

1. Particulars of beneficial owners (TXT) (107)

Choose File | No file chosen

2. Particulars of nominee director (TXT) (224)

Choose File | No file chosen

3. Particulars of senior management (TXT) (225)

Choose File | No file chosen

@ Upload Filing m

b 2018 Suruhanjaya Syarikat Malaysia. All Rights Reserved.
ISCLAIMER: SSM shall not be liable for any loss or damage caused by the usage of any information obtained from this web site. Best viewed using Latest Google Chrome and Mozilla Firefox Version 3 with the resolution of 1024x768

Figure 43: Prompt showing successful Upload of Filing

8. Reset: If the Maker user feels that there is any modification or wants to
make changes in the options selected then they can click on Reset button

before clicking on Upload Filing button.

The mPortal will only accept XBRL file (ZIP) as filing submission during upload.
XBRL (ZIP) file contain XML file along with 2 CSV files for AR1, AR2 and AR3

9. On successful upload of the XBRL file the Maker would receive a
confirmation email stating that the file has been uploaded successfully as

shown in the below Figure 44.
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AR1 - MBRS Filing Have Been Uploaded

Dear Sir/Madam,

Please be advised that yvour MBRS filing have been successfully uploaded for
\ SDN . BHD. with Company number1- -~ -H

Thank you
MBRS Admin
©S5M - All rights reserved.

MNOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 44: Email for successful upload of XBRL file by Maker

10. Filing History: Maker can view all files that have been uploaded from this
menu item. Maker just needs to set the right filter for the following fields to

get desired results as shown in the Figure 45 below.

o AY |
{4, 1L RN CNA & EZBIZ MYCOID MYLLP MBRS ()
PKI Registration User Role Assignment 1] COMPANY SECRETARY ASSISTANT (M_ + English
Downloads #& > Report > Filing History 22:46:32 | CH i | COMPANY SECRETARY ASSISTANT (MAKE...
Filing Process Filing History @
Report Filing Type Type of Submission Type of Submission ID
XBRL Filing Submission v Annual Return for Companies having Share Ci AR1 ~
Filing History search Category ™ select Company
Entity code v Q
Rectification History N
Filing Status Start Date * End Date *
Select All 01-Jun-2024 =] 18-4un-2024 =)
DashBoard Reports = hd o = e =
Global Filter Area
=
No. A Type of Submission A| Type of submission 1D X | Company Registration Number # | New Company Registration Numbet Company N:
[ all a] ol al ol
1 | Annual Return for Companies having Shara Capi ARL
2 | Annual Return for Companies having Share Capi.. ARL s
3 | Annual Return for Companies having Share Capi.. ARL B
4 | Annual Return for Companies having Share Capi ARL s

Figure 45: Filing History page with status grid

11. The file that is successfully passed through all XBRL and Non XBRL
validations will show status as “Verify-Entity” which means the file is now

with the associated Company Secretary (Lodger) or Company Agent
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(Lodger) or Liquidator (Lodger) or Official Receiver (Lodger) or (Lodger)

Other Role for further actions to be taken on the same.

) Filing History menu item is found under the menu item “"Report” on the
left-hand side of the page as shown in the above Figure 45.

12. View Report: Maker can also view publish report or rendering view of the
XBRL file uploaded by clicking on the “View Report” option of the status grid.

NAU.X Typeﬁ.' Companv?f NewCompan.ﬂ' Company Name A pate X Upluaﬁ.' IsRec® | submission 5t F'\IingStaiusx Lodgement Reference .2 | | View Report
o af  af al| afl ol af af al al| Q]

1| ARl | B15267-T | 200801013978 | PRINT EUROPE MALAYSIA . | 24-Apr-2024 | 15-M.. | No | LATESUBMIS.. | AutoRegistersd | XBAR120240515000002 0

Figure 46: Filing History status grid view report button

13. The rendering output will be opened in another tab of the browser and user
would have the provision to download the same as a PDF document by
clicking on the "Download as PDF” button on the top-right corner of the
page. Also, user can download the supporting documents uploaded along
with the filing upload as filing submission. Also, user can download the filing
documents (CSV files created while generating the AR1, AR2 and AR3 ZIP
file) uploaded along with the filing upload as filing submission as shown in

Figure 47.
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Download As PDF

Supperting Document Uploaded

@ Particulars of beneficial owners
[31 Particulars of nominee director
@ Particulars of senior management

Uploaded Filing Documents

@ Particulars of Member
@ Sub-classification of Member

COMPANIES ACT 2016
Section 68
AR1 - ANNUAL RETURN OF A COMPANY HAVING A SHARE CAPITAL

FILING INFORMATION

Company registration number
New Company registration number
Name of company

Former name of the company
Goods and services tax number

Calendar year of annual return

Mo e BT N

Date of annual return
Origin of company INCURPURAIED LN MALAYSLA
Status of company PRIVATE COMPANY °

Figure 47: Publish Report/Rendering view of XBRL Document

If there is no action taken by the Lodger for a file uploaded by Maker in '3
days’ (Can be configuration) the file will be purged which means the system
would auto reject the file uploaded by Maker and the Maker would have to

upload again.

14. Rendering FS and KFI Submission: During FS and KFI filing upload, user
will be provided with an option to render the output in the desired language

by selecting one of the language radio buttons as shown in Figure 48.
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PKI Registration User Role Assignment o CCOMPANY SECRETARY ASSISTANT (M_ + English +
= & > Filing Process > Upload Filing 23:05:44 | CH i | COMPANY SECRETARY ASSISTANT (MAKE...
Downloads
Upload Filing
Filing Process
Enter Company i ion Number (e.g. 123456789012)« Type of i Upload XBRL Document*

Rectification Application

e Q FS-BMIM-Financial Statement Regulated Bank Negara Malaysia w | Choose File | No file chosen

{Max. size 25 MB)
Upload Filing
Select language for View Report
Report C] English ' Bahasa Malaysia
Upload Supporting Documents

1 Statutory Declaration And Financial Statements at origin(HQ) or Foreign Company (only for foreign co (PDF) (222)

Choose File | No file chosen

2. Full Financial statements and reports (PDF) (223) «

Choose File | No file chosen
© upbairing ] rest |

Figure 48: Upload Filing page for FS and KFI filings

15. Once user selects a language and the XBRL document along with its
mandatory supporting documents are uploaded and the filing has
successfully passed through all the validation process. The uploaded filing

will be generated and rendered as per the selected language of the user.

Download As PDF

Companies Act 2016
Section 247(3)
FS-CLBG - Financial Statements for Company Limited by Guarantee
Penyata Kewangan dan Laporan
Akhir Tahun Kewangan 2023
Nombor Pendaftaran Syarikat baru
Nombor pendaftaran syarikat
Nama syarikat
Nama syarikat yang dahulu
Asal syarikat diperbadankan
Status syarikat
Jenis syarikat
Permohonan penyerahan
Akuan Berkanun untuk pembetulan
Nombor Rujukan Perintah Mahkamah

Pendedahan bagi penyediaan penyata kewangan Subsequent preparation of financial statements
untuk penyerahan semasa

Tarikh mula tahun kewangan semasa bagi syarikat = 2023-01-01
Tarikh akhir tahun kewangan semasa bagi syarikat  2023-12-31 e

Tarikh mula tahun kewangan yang lepas bagi 2022-01-01
syarikat

Figure 49: FS and KFI rendered output as per selection (Bahasa
Malaysia)

¢ The rendered output will be seen in the same language the filing is
uploaded in for maker, Lodger and SSM officer.
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9. Rectification application and filing submission by Company Secretary
Assistant/Company Agent Assistant/Liquidator/Official
Receiver/Other Role (Maker)

Rectification Application is initiated by the External User Maker, wherein the
External User feels that the file submitted to SSM might need some changes
or modifications even though the filing is already approved by SSM Or by Court
order to rectify the filing.

With this module the user can submit the rectification application and rectify

filing at the same time.

There are two type of rectification applications, one is ‘Standard
Rectification’ and other is ‘Filing Information Rectification’. There is
further sub classification for ‘Standard Rectification” and ‘Filing Information
Rectification” as ‘Application of Submission’ which is ‘Rectification Filing’

and ‘Court Order Filing’.

1. Standard Rectification
= Rectification Filing
= Court Order Filing

2. Filing Information Rectification
= Rectification Filing

= Court Order Filing

Rectification Application and Filing Submission

Type of Rectification Application of Submission Search Category *
Standard Rectification v Rectification Filing v Entity code v
ndar R . Company Name Type of § ission of Previous| itted Filing *
ing Information Rectification |
Q Annual Return for Companies having Share Capita

Rectification Application and Filing Submission

Type of Rectification Application of Submission search Category *

Standard Rectification v

Rectification Filing ~ Entity code
Select Company * ecriﬁﬂon i""e Type of ission of i itted Filing * o
Court Order Filing ]

al | Annual Return for Companies having Share Capita

Figure 50: Type of Rectification
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Rectification Application and Filing Submission

Type of Rectification Application of Submission Search Category *

Standard Rectification ~ Rectification Filing w Entity code ~

Select Company * el ] Type of Submission of Previously Submitted Filing * o

Court Order Filing
ol

| Annual Return for Companies having Share Capital

Figure 51: Application of Submission

Maker user should be able to submit the rectify filing for the associated
company on the mPortal by using the Rectification Application and Filing

Submission menu item as shown in below Figure 52.

A Maker must be careful during uploading if the association is
¢ complete between the Company and the Lodger and also between the

lodger and Maker before uploading of any file in the mPortal.

& EZBIZ MYCOID MYLLP MBRS 0]
X PKIRegistration  UserRole Assignment ¥ 0 iz COMPANY SECRETARY ASSISTANT(M__ (3 Engiish
) Rectification Application and Filing Submission
9 Rectification Application
and Filing Submission
Type of Rectification Application of Submission Search Category *
% Upload Filing Standard Rectification v Rectification Filing v Entity code v
Select Company * Company Name Type of Submission of Previously Submitted Fiing *
e R Q Financial 5t v
Start Date End Date *
£ 3 =
Reason for Rectification * Rectifieation of Register(Section 602) * Statutory Declaration * o
r Rectification 0041466: Unable to Upload Rectification for - Choose File Choose File | ¢

£S5 EP!

.
(Maximum 2000 characters)
Is Nil Filing

Upload Supporting Documents

Type of Submission Upload XBAL Document*

,‘ Choase File | Fs-£PC_201301003295_...31_Rec_1st_Audited.zip

(Max. size 25 MB)

Select language for View Repart
@® English O Bahasa Malaysia
Upload Supporting Documents

1. Auditors statements (PDF) (102)°
Choose File | GPT AG..SDN.pdf
2 Certificate relating to an exempt private company (PDF) (103)"

Choose File | GPT AG..5DN.pdf °

Figure 52: Rectification Application and Filing Submission Page

To apply for a Rectification Application and Filing Submission the file for
which Rectification is to be applied should be approved by SSM the status
should be "SSM Approved” OR "Auto Registered”.
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Steps to Rectification Application and Filing Submission by a Maker
Role:-

1. Go to "Filing Process” Menu Tab. Click on “Rectification Application

and Filing Submission” option.

2. Rectification Application and Filing Submission Page will be displayed,
page is divided in two parts, First part is about rectification application
details and Second part is about the Rectified filing details, Page will have

options such as,

- Type of Rectification

- Application of Submission

- Search Category

- Select Company

- Type of Submission of Previously Submitted Filing
- Start Date

- End Date

- Reason for Rectification

- Rectification of Register (Section 602)

- Statutory Declaration

- Lodgement Reference Number - Court Order
- Court Order (PDF)

- Type of Submission

- Upload XBRL Document (Max size 25MB)

- Upload Supporting Document

- Submit

- Reset

3. Type of Rectification - The Maker needs to select the correct "Type of
Rectification” from the drop-down whether it is ‘Standard Rectification’
OR ‘Filing Information Rectification’.
For Standard Rectification, user can rectify the previously SSM approved
filing for same Type of submission and also has the option of NIL Filing,
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where user is allowed to submit for rectification application without
uploading the rectify filing.

For Filing Information Rectification, user can rectify the previously SSM
approved filing with other Type of submission of same parent, for example,
AR1 filing can be rectified by AR4.

Application of Submission - The Maker needs to select the correct
“Application of Submission” from the drop-down whether it is
‘Rectification Filing” OR ‘Court Order Filing” for which XBRL file is to be
rectified.

For Rectification Filing, user must provide Rectification of Register
(Section 602) and Statutory Declaration as attachments.

For Court Order Filing, user must provide Lodgement Reference
Number - Court Order and Court Order (PDF) as attachment.

Search Category - The Maker needs to select the "Search Category” to

search the company for which XBRL file is to be rectified.

Select Company - As per the search category is selected, Maker needs
to enter the company name or number in “"Select Company” to search
and select the company. In this field Maker would enter at least first 5
characters of the company name/registration number for which XBRL file
is to be rectified. This company should be associated with the Lodger to
whom the Maker is also associated. This field would search through the
web service to provide best and closest hits as a dropdown list for the

user to select the company.

Type of Submission of Previously Submitted Filing - The Maker needs
to select the "Type of Submission of Previously Submitted Filing”
from the drop-down, for which XBRL file is to be rectified. E.g. AR1-Annual

Return for companies having share capital.
Start Date and End Date - The Maker needs to enter the “Start Date”

and “End Date” which is Financial year Start/End date (for FS/KFI) OR
AGM date (for AR under CA1965) OR Date of Annual Return (for AR under
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10.

11.

12.

13.

14.

CA2016) depends on the Type of Submission of the filing which need to

be rectify. Here End date is mandatory to be reported.

Reason for Rectification - The Maker needs to provide the "Reason for
Rectification”. Reason for Rectification is mandatory for Maker to be

provide and Maximum 2000 characters are allowed.

Rectification of Register (Section 602) - In case of Application of
Submission is selected as ‘Rectification Filing’ then it is mandatory for
maker to provide the PDF attachment for “Rectification of Register
(Section 602)".

Statutory Declaration - In case of Application of Submission is selected
as ‘Rectification Filing’ then it is mandatory for maker to provide the PDF

attachment for “Statutory Declaration”.

Lodgement Reference Number - Court Order - In case of Application
of Submission is selected as ‘Court Order Filing’ then it is mandatory for

maker to provide the valid "Lodgement Reference Number”.

Court Order (PDF) - In case of Application of Submission is selected as
‘Court Order Filing’ then it is mandatory for maker to provide the PDF
attachment for “"Court Order (PDF)".

Type of Submission: Type of submission field will be non-editable and
considered same as selected in ‘Type of Submission of Previously
Submitted Filing’ if Type of Rectification is selected as ‘Standard
Rectification’.

In case of Type of Rectification is selected as ‘Filing Information
Rectification’, the maker is allowed to select the Type of submission from
the drop-down which depends on the ‘Type of Submission of Previously
Submitted Filing’, for example, If ‘Type of Submission of Previously
Submitted Filing’ is AR1 then only AR returns will be displayed in the drop-
down and same logic will be applicable for FS/KFI.
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15. Upload XBRL Document: Maker would have to browse the XBRL file that
needs to be rectified according to the type of submission. Maximum size
of the XBRL file that can be accepted is 25MB.

16. Upload Supporting Document: Each Type of Submission would require
the Maker user to upload a supporting document that is made mandatory
to be uploaded by SSM Admin as shown in Figure 52.

17.Submit (Rectification Application and Filing Submission): Maker User
can do submission of the filing if all the above details are filled are correctly
by clicking on the “Submit” button. A confirmation box will appear, and
user is required to click on the “"OK” button to proceed further as shown in

Figure 53 as below.

Confirmation Box

Do You Want To Proceed?

Figure 53: Confirmation Box

Once Maker user clicks on the “OK” button of the confirmation box, a
prompt message appears on the screen indicating successful submission of
the Rectification Application and Filing Submission submitted to SSM for

approval as shown in Figure 54.
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ey gy & EZBIZ MYCOID MYLLP MBRS ¢y
X t 0 COMPANY AGENT ASSISTANT {MAKER) + English +
# > Filing Process > Recti 19 _ COMPANY AGENT ASSISTANT (MAKER)

Downloads

Test Grr Kjoiwe KIHkeew Test Grr Kjoiwe KIHkeew Te '

Filing Process
Rectification Application and Filing Submission

Rectification Application

and Filing Submission Type of Rectification Application of Submission Search Category *
Standard Rectification w Rectification Filing v Entity code v
Upload Filing
Select Company * Company Name Type of Submission of Previously Submitted Filing *
0\ Annual Return for Companies having Share Capital
Report
Start Date End Date *

i3
HE

Reason for Rectification * Rectification of Register(Section 602) * Statutory Declaration *

| cnoose File | Nofile chosen Choose File | No file chosen

e
(Maximum 2000 characters)
Is Nil Filing

»

R T

Figure 54: Prompt showing successful Submission of Rectification

Application and Filing Submission

18. Reset: If the Maker user feels that there is any modification or wants to
reset changes in the options selected then they can click on Reset button

before clicking on Submit button.

The mPortal will only accept XBRL file (ZIP) as filing submission during upload.
XBRL (ZIP) file contain XML file along with 2 CSV files for AR1, AR2 and AR3

&

19. On successful submission of Rectification Application and Filing, the Maker
would receive a confirmation email stating that the Rectification Application

and Filing has been submitted to SSM as shown in Figure 55.
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AR1 - Application For Rectification Submitted to SSM

Dear Sir/fMadam,

This is to inform vou that "Application For Rectification” have been submitted to SSM
for approval. Below are the details of application:

Company Name @« . SDNMN. BHD.
Company Mumber

Filing Year : 2023

FRequest Status : PENDING

Reguest Submitted Date : 07/05/2024

Thank you

MBRS Admin
©SSM - All rights reserved.

MOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 55: Email for submission of Rectification Application and

Filing

Filing History: Maker/Lodger can view all rectified files that have been
uploaded from this menu item. Status of the rectified uploaded filing will be
available in the Filing History under the category “"XBRL Filing Submission
with Rectify” as shown in Figure 56.

2L EERS O # EZBZ MYCOD MYLP MBRS ¢
PKI Registration User Role Assignment 0 COMPANY SECRETARY (LODGER) English
~
Downloads
Filing Type Type of Submission Type of Submission ID
XBRL Filing Submission with Rectification v Financial Statements Companies Limited by Shai v F5-CLBS-1965 v
Filing Process
Search Category ™ Select Company
Entity code v Q
Report
Filing Status Start Date * End Date *
Rectification History Select A v 01-Jun-2024 ] 18-Jun-2024 ]
Filing History
Payment History
DashBoard Reports
W
No. * Type of Submission™ Type of Submis.* Comp‘anvf New Company R¥ Company Name » Uploaded By * Uploaded On 2 g Recﬁfw"
a a]| al a al al| a] ajl a
1 | Financial Statements... FS-CLBS1965 | 8 o T iil.co.. 04-Jun-2024 08:51:55 PM Yes
2 | Financial Statements FS-CLBS-1965 | 8 iil.co. 04-Jun-2024 05:56:19 PM Yes
3 | Financial Statements FS-CLBS-1965 | 8 iil.co. 03-Jun-2024 10:17:59 PM Yes

Figure 56: Filing History page with status grid
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20. The rectified file that is successfully passed through all XBRL and Non XBRL
validations will show status as “Verify-Entity” which means the file is now
with the associated Company Secretary (Lodger) or Company Agent
(Lodger) or Liquidator (Lodger) or Official Receiver (Lodger) or (Lodger)

Other Role for further actions to be taken on the same.

F Filing History menu item is found under the menu item “"Report” on the

left-hand side of the page as shown in Figure 56.

21. View Report: Maker/Lodger can also view publish report or rendering view
of the Rectified XBRL file uploaded by clicking on the “View Report” option
of the status grid as in Figure 57.

K4
No. X Typeo.f TvpeofSubmis..’.’ Comp‘any.’f NewCompanyR.f CompanvNam‘E Uploaded On #| submissio.” FiIingStatug LodgementReferenceNumbef Is Rec’® View Repo
aj__aj afl  af afl a]| afl __af  af ajl a
1| Financ... FS-CLBS-1965 8 \... | 04-Jun-2024 08:51:5... - Purge Filing - Yes (i}

Financ... FS-CLBS-1965 8 V... | 04-Jun-202405:56:1... | ONTIMES... | SSM Queri... | XBFS-CLBS-19652024060300001 Yes (i}

]

Financ... FS-CLBS-1965 8 V... | 03-Jun-202410:17:5... | ONTIMES... | SSM Queri... | XBFS-CLBS-19652024060300001 Yes (i}

w

Figure 57: Filing History status grid view report button

22. The rendering output will be opened in another tab of the browser and user
would have the provision to download the same as a PDF document by
clicking on the "Download as PDF” button on the top-right corner of the
page. Also, user can download the supporting documents uploaded along
with the filing upload as filing submission. Also, user can download the filing
documents (CSV files created while generating the AR1, AR2 and AR3 ZIP
file) uploaded along with the filing upload as filing submission as shown in

Figure 58.

Version 2.3 September 2024 Page | 57



User Manual MBRS Portal - External User

Download As PDF

Supporting Document Uploaded

[3) particulars of beneficial owners
@ Particulars of nominee director
@ Particulars of senior management

Uploaded Filing Documents

[3) particulars of Member
@ Sub-classification of Member

COMPANIES ACT 2016
Section 68
AR1 - ANNUAL RETURN OF A COMPANY HAVING A SHARE CAPITAL

FILING INFORMATION

Company registration number

New Company registration number 27777

Name of company P 2.

Former name of the company P bl

Goods and services tax number 1

Calendar year of annual return Zuet

Date of annual return 2024-04-24

Origin of company INCORPORATED IN MALAYSIA

Status of company PRIVATE COMPANY °

Figure 58: Publish Report/Rendering view of XBRL Document

If there is no action taken by the Lodger for a file uploaded by Maker in '3
days’ (Can be configured) the file will be purged which means the system
would auto reject the file uploaded by Maker and the Maker would have to

upload again.

23. Once user selects a language and the XBRL document along with its
mandatory supporting documents are uploaded and the filing has
successfully passed through all the validation process. The uploaded filing

will be generated and rendered as per the selected language of the user.
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Companies Act 2016
Section 247(3)
FS-CLBG - Financial Statements for Company Limited by Guarantee
Penyata Kewangan dan Laporan
Akhir Tahun Kewangan 2023

Maklumat Pemfailan

Nombor Pendaftaran Syarikat baru 2

Nombor pendaftaran syarikat 7

Nama syarikat 4

Nama syarikat yang dahulu G

Asal syarikat diperbadankan Incorporated in Malaysia
Status syarikat Public company

Jenis syarikat Company limited by guarantee
Permohonan penyerahan Ordinary filing

Akuan Berkanun untuk pembetulan
Nombor Rujukan Perintah Mahkamah

Pendedahan bagl penyediaan penyata kewangan Subsequent preparation of financial statements
untuk penyerahan semasa

Tarikh mula tahun kewangan semasa bagi syarikat  2023-01-01

Tarikh akhir tahun kewangan semasa bagi syarikat  2023-12-31
Tarikh mula tahun kewangan yang lepas bagi 2022-01-01
syarikat

Figure 59: FS and KFI rendered output as per selection (Bahasa

Malaysia)

& The rendered output will be seen in the same language the filing is
uploaded in for Maker, Lodger and SSM officer.

Rectification History: (For Rectification Application):

Rectification History menu tab is also a part of the Report menu tab that
allows Maker/Lodger to view the status and historical records of the
rectification application.

Maker/Lodger can view all rectification application records that have been
submitted from this menu item. Maker/Lodger just needs to set the right

filter for the following fields to get desired results as shown in Figure 60.
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PKI Registration

# EZBIZ

User Role Assignment ]

MYCOID

‘COMPANY SECRETARY (LODGER)

MYLLP

MBRS @

# > Report > Rectification History

English +

17:55:02 | LAP” " """ ' COMPANY SECRETARY (LODGER)

Rectification History

©@

Type of Rectification Application of Submission Type of Submission *

Standard Rectification v Rectification Filing ~ Annual Return for Companies having Share Capital ~
Type of Submission ID * Search Category * Select Company

AR1 v Entity code - Q
Start Date * End Date *

01-May-2024 ™ 31-May-2024 s )

=
No.”* | Type Of Rectifica’® | Application Of¥ | Reason For 2| Type of submiZ | Company Registr.* | Type of subm® |  Uploaded On # | Filing 5t |  Company Name # | Application Re.. .. | Type of Submission . | Rendaring View Of Ap.%*
al a| a a| al al a| all  af a| al a|
1| Standard Rectifi.. | RectificationF... | Re ~ ~ 70 et - : - - o - == "R120240... | Annual Return for € i}
2 | Standard Rectifi. Rectification F. R120240. Annual Return for C. 0
3 | Standard Rectifi. Rectification F Re R120240. Annual Return for C. G
1

Figure 60: Rectification History page with status grid

Rectification History menu item is found under the menu item "Report”

on the left-hand side of the page as shown in Figure 60.

24.The Maker and Lodger user is able to download the attachments provided
during the Rectification application submission, Tax receipt after payment is
made also SSM Comments once the submitted rectification application and
filing is approved or rejected or Queried by SSM Officer from the rectification

history grid as shown in Figure 61.

PKI Registration 0

User Role Assignment

COMPANY SECRETARY (LODGER} +

Rectification History

Type of Rectification

Application of submission

Type of Submission *

‘ Standard Rectification

¢| ‘ Rectification Filing

v ‘

Annual Return for Companies having Share Capita
Type of Submission ID * Search Category * Select Company
‘ AR1 ~ | Entity code v Q ‘
Start Date * End Date *
‘ 01-May-2024 ] | ‘ 31-May-2024 =]
m °
Global Filter Area

=

Uploaded On #| Reason For Rec.?! | Filing Status X | Filing Year® | Application Reference N.2¥ | Rectification of® | Statutory Declaratioff |  Court Order # |  Tax Receipt #| SSM Comments? | Rendering View Of Ap.2
a all al al a]
1-May-2024 10:19:27 PM | Reason for Rec... SSM Approved 2023 RXBRLAR12024053100005 -‘i & & 6 0 0

Figure 61: Rectification History page with grid
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25. Rendering View of Application: Maker/Lodger can also view publish report

or rendering view of the Rectification Application uploaded by clicking on the

“"Rendering View of Application” option of the status grid as in Figure 62.

¥l
No.” | Type Of Rectifica?¥ | Application Of 2 | Reason For 2 | Type of SubmiZ | Company Registr. | Type of SubmZ Uploaded on * | Filing5t® | Company Name® | Application Re. _. | Type of Submission ..’."Rendqring\ﬁzwolAp..ﬂ‘
all all al a a| a all a al a al a
1| sta ectifi.. | RectificationF... | Re 5P | RXBRLAR120240... | Annual Return for C. (i}
2 | Stai ctifi.. Rectification F. P, RXBRLAR120240. Annual Return for C 0
3 | Sta ctifi.. Rectification F. Re IP... RXBRLAR120240.. Annual Return for C 0

Figure 62: Rectification History status grid view report button

26.The rendering output will be opened in another tab of the browser and user

would have the provision to download the same as a PDF document by

clicking on the "“Download as PDF” button on the top-left corner of the

page. Also, user can download the supporting documents uploaded while

submitting the rectification application and rectify filing as shown in the

below Figure 63.

ik

ok <ssy #
wnload As PDF

EZBIZ MYCOID MYLLP MBRS (0]

Supporting Document Uploaded

AR 17
AR1_12

Rectification Application and Filing Submission

Standard Rectification

Type of Rectification

Application of Submission

Rectification Filing

Select Company Company Name IN. BHD.
Type of Submission of Previously sup  ~"ual Return for Companies having  gpary pate

mitted Filing Share Capital_ARL

End Date 2020-07-24 Reason for Rectification Reason for Rectification

Lodgement Reference Number -
Court Order

Figure 63: Publish Report/Rendering view of Rectification
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10.Approve or Reject Fresh and Query filings by Company
Secretary/Company Agent/Liquidator/Official Receiver/Other Role
(Lodger)

Now that the Maker has uploaded the required company’s fresh filing
successfully, it would reflect in the associated Lodgers account for verification

and final submission to SSM as shown in the below Figure 64.

i s BRSOy # EZBIZ MYCOID MYLLP  MBRS 10}
PKI Registration User Role Assignment [1] RSD OFFICER (REGISTRATION) « English «
# > Administrator > Approval Management > Filing Approval 14:01:33 | SYSTEM | RSD OFFICER (REGISTRATION)

Administrator

AAAAAAAAABBBBBBCCCCDDDDEEEEEFFFFAAAAAAAAABBBEBBCCCCDDDDEEEEEFFFFAY '

Approval Management
Filing Approval @

User Management

Report =
e No. | Type # | companyZ | Company Name® | New Company f | Lodgement Referef |  state #|  Date |  submitted By | Submitte.Z | Is Assig.?¥ | Approver Officef A:ﬁé
[ o] af a]| a]| af o o ol o]l ol af a |
1| ARl 2023-11-.. Ne A
2| ARl N | 2022-11- Ne A
3| AR4 2022-10- Ne A
ARL 2022-10- N A
5| AR4 2022-10 Ne -
ARL 2022-10- No A
7| AR arer . L | AZZIUAUSIZI2 | AUARIZULZUZLIV. o o 2022-08-.. N A

Figure 64: Lodgers Fresh Filing Approval page

Steps for a Lodger to complete submission of the uploaded file:

1. Go to “"Approval Management” under the Menu Tab "Administrator” and

click on Filing Approval as shown in the Figure 65.

PKI Registration User Role Assignment

# > Administrator > Approval Management 13:52:43

< Administrator

Approval Management
Approval Management

& User Management

@ 8

IT Settings

Rectify Filing Approval > Filing Approval <>

Figure 65: Approval Management page
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2. Once clicked on the “Filing Approval” the filing approval grid section would
display the list of all files relating to the associated companies of the Lodger
that are been uploaded by the Maker as shown in the Figure 64.

3. Go to the column “Action” and click on the icon to view the rendering
(Human readable format) of the XBRL file uploaded by the Maker in a new
tab of the browser as shown in Figure 66. In case of Query filing, on click
on Action icon then prompt Query comment box will be appear to with

OK and Cancel button as shown in Figure 67.

Download As PDF

Supporting Document Uploaded

[B particulars of beneficial owners
[ particulars of nomines diractor

(2 particula
[3 sub-clas:

Uploaded Filing Documents
o

COMPANIES ACT 2016
Section 68
AR2 - Annual return for companies not having share capital

Figure 66: Approve/Reject filing after review of Publish filing

Query Box

Query Comment Queried by Queried On

28-Nov-2023 04:558:10 PM

Figure 67: Query Box pop-up while Approve/Reject filing

4. The Lodger would have 2 options in the top-right corner of the page one to

“Approve” and other to "Reject” the uploaded file as shown in the above
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Figure 66. The Lodger can also download this publish report as PDF from

the option on the top-left corner of the page "Download as PDF”".

5. If the Lodger feels that the filing is correct in all aspects then lodger can
click on "Approve”. Once clicked on “"Approve” a confirmation box would
pop-up asking for an approve comment which is mandatory to be entered
to proceed further along with a declaration note stating that the Lodger is

confirming that all facts stated in the document are true as in Figure 68.

Confirmation Box

Approve

Approve Comment

I confirm that the facts and information stated in this document are true and to the

best of my knowledge.
° ox

Figure 68: Approve Comment window

6. The same is seen when Lodger clicks on “"Reject” option where lodger has
to fill in the reject comments to continue ahead and reject the filing

uploaded by the Maker as shown in the Figure 69.

Confirmation Box

Reject

Reject Com ment’

Figure 69: Reject Comment window

7. Once the Lodger has entered the Approved comments and clicked on “"OK"”
button, the Lodger is directed to the Digital Signature page where the
Lodger has to digitally sign the document by entering authentic and valid

Username and Password.
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8. If in case the Lodger decides not to proceed ahead with any action on the
file at this point of time the status of the filing will be “Digital Signature

Pending” as shown in the Figure 70.

@

Filing Approval

@ Do Lodgement

& no. 2 | Reference X Type P Company Re Company NameX | New (m:\pany = Filing Status A state® pate *| submitted ® | submitted OF | Is Ass® Approv.!f Al
al a] af a a| a( ol af o al o] a]l a]
1 | REFAR120. AR1 1 Digital Signature 22-Nov-2 LA 2024-04-16 No
pending
u 3 | REFEAL120. Al Verify-Entity = -20. A 2024-04-15 No
u 2 | REFEAG620. 1 u Payment Pending 04-Nov-2 A 2024-04-16. No

Figure 70: Digital Sign Pending status display in Filing Approval

9. The next time when a Lodger decides to proceed ahead and clicks on the
“Action” button, the publish report page is displayed where Lodger needs

to click on the “Digital Signature” button to continue as shown in below

Figure 71.

Download As PDF Digital Signature
Supporting Document Uploaded
fcial ovmers

romines director

Uploaded Filing Documents
B s of Mamber
= oy

COMPANIES ACT 2016
Section 68
AR2 - Annual return for companies not having share capital

FILING INFORMATION

Figure 71: Publish Reports with Digital Signature button

10. On clicking the Digital Signature button, a pop-up window will appear where
Lodger will enter valid PIN for the ID as shown in below Figure 72 to digitally
sign the uploaded XBRL document.
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Digital Signing

Figure 72: Digital Signing Pop up window

If you have not yet obtained your own Digital Certificate for signing the
document, you can go to the "PKI Registration” link at the top right
section as shown in Figure 73 where you could view the status of your

=] DigiCert certificate. To obtain your valid and authentic digital signing
credentials to digitally sign filings in the mPortal kindly refer to user
manual of PKI Registration.

L 2 EZBIZ MYCOID MYLLP MBRS D

PKI Registration User Role Assignment COMPANY SECRETARY [LODGER) ~

0O8:34:41 |s © ] COMPANY SECRETARY (LODGER)

Figure 73: PKI Registration link

11. Once valid credentials are entered by the Lodger and “"OK” button is clicked,

a prompt message would appear stating “"Digital Signature Successful”

as shown in the Figure 74.
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{!‘A p GO A EZBIZ  MYCOID MYLLP MBRS 0]
X anment 0 COMPANY SECRETARY (LODGER) + English «
#& > Administrator > Approval Management > Filing Approval 23:30:27 | _ ... . _ ., - JMPANY SECRETARY (LODGER]

Administrator

‘ 55M testing RAD| Global discount annouce 10 % flat| hsdd l

Approval Management

Filing Approval @
Query/Chat with to entity
user
© Do Lodgement
User Management
Downloads ® o * Reference Number | Type of Submission 1D * |  Company Registration Number Company Name # | New Company Registration Num;
| \ o] a]| a] | a]| q

Filing Process
REFAR12024041600015 1304670-T DASH OUTDOORS SDN. BHD

REFEAS2024041600006 EAB 1076846-H MO BLACK TIE PRESENTS SDN. BHD.

Report

REFEA12024041500015 EAl 1096291-X ELLWOOD CONSULTING SDN. BHD.

201801042638

201401000776

201401020205

Figure 74: Digital Signing successful prompt box

12. An email will be received by the Lodger, stating successful digital signature

for the uploaded document with details like the name of the company for

whom the document was uploaded and digitally signed, name of the person

who signed the document and the role of that person whether a company

agent or company secretary as shown in the Figure 75.

AR2 - Filing Digitally Signed

Dear Sir/Madam,

Please be advised that yvour MBRS filing uploaded for .- _______ __
BHD. with Company number 1.. <~ .. H has been successfully digitally signed.

Digital Signed by : Li I

User Role : COMPANY SECRETARY (LODGER)

Type Of Submission : AR2 - Annual Return for Companies not having Share
Capital

Thank you
MBRS Admin
©SSM - All rights reserved.

MOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

e _ATS SDN.

Figure 75: Email received by Lodger after successful Digital

Signature

submission of the filing is to make payment towards the submission.
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14. The filing approval page would reload as soon as the digital signature is

successfully made, and status would change to as “"Pending for Payment”

as shown in the Figure 76.

Filing Approval

O No.’" Reference X Tvpef Compaane.f.' CompanyNamex Ne\v(or:\panyf.' Filing Status 2| state® pate X Submined{f% Submitted O | Is Ass® Approv,ﬂ' Adl
a_a] a 4] | Y| N Y N Y N Y Y
1| REFAR120 AR1 18 | Payment Pending 22-Nov-2 2024-04-16 No

)5

Verify-Entity - 31-Jan-20.

6 ‘ Payment Pending - 04-Nov-2

Figure 76: Filing Approval page with Payment pending status

15. Lodger will have to click on the checkbox that is present in the 1t column
of the table, which is displayed to select the filing for which the lodger needs

to make payment for, and then click on the "Do Lodgement” box present
above the records table.

16. Lodger also has a facility to do multiple lodgements or make payment for
more than one filing submission at one single point of time wherein the
lodger can select by clicking on the checkbox for as many as 10 filings

present in filing approval table at one time as shown in Figure 77.

Filing Approval

©

o} No.” | Reference 2 Type 2 Company Reﬁ"i Company Name” | New (or;\pany 2 Filing Status 2| state® pate X | submitted % ‘ submitted OF | Is Ass? Approv.?.' Ac!
[ a] af af al af af aJ_a]  alf ajl a] af[ aj

1 | REFAR120 AR1 1 38 | Payment Pending 22- 2024-04-16 No

3 | REFEA120 EAl 5 i Payment Pending - 31-Jan-20. L 2024-04-15 No

@ 2| ReFeas20 EA6 1 76 ‘ Payment Pending - | 04-Nov-2 No

Figure 77: Filing Approval page showing multiple filing

submissions selected for Payment

17. A pop-up box would open providing lodger details or Payment Summary

relating to the payment to be made towards the filing submission as shown
in Figure 78.
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Lodgement Summary

Lodgement Details -~
No Description Company Mew Company  End Rectification Reference Number Basic Late Discount Tal
Registration Number MName Date Fee Amount Charges Amount Al
1 AR1 1z 715 14851 20000 000 1

SDN. BHD. 2022

Total (Excluding Tax) 348.51
Total (Excluding Tax) 348.51
os 1.45
Total (RM) 350.00

Address

O Lodger Address

Figure 78: Lodgement Summary pop-up window for single

lodgement

18. Similarly, if a lodger has done lodgement for multiple filings, then the pop-
up box would provide details or Payment Summary relating to the payment
to be made towards all the filing submission that were selected by the

lodger for payment as shown in Figure 79.

Lodgement Summary

Lodgement Details -
Description Company New Registration Number Company Mame End Date Rectification Fee Reference Number Basic Amount Late Charges Discount Amount Tax Amount Payable Amount
AR1 H 50600052 500.00 500.00 0.00 0.00 1000.00
ARL H 50600051 500.00 300.00 0.00 0.00 ED0.00
4

Total (Excluding Tax) 1800.00

Total (Excluding Tax} 1800.00

Total [RM) 1800.00

Address
O Lodger Address
=

Figure 79: Lodgement Summary pop-up window for multiple
lodgements

19. This payment summary pop-up would consist of detailed pricing for the
filing submission which would include Basic amount, Late Charges, and

Total Amount payable, etc.
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20. The Lodger needs to make sure that the "Lodger Default Address” is set
in Profile and which can be displayed on selecting the radio button of Lodger
address. Selection of radio button is mandatory for lodger before clicking

on the "OK” button of the Lodgement Summary window.

E-P Details

Company User Profile

spUBLI
ress 1% s2 ress 3
Phone No* Mobile No Postal Code® °

mail Id Default Address
=
bal Fit
=
| count v *| Address# | Address¥| PhoneNo¥|  MobileNo ¥ | Postal I codé® Email 1d # | Default Addres? Edit

ss 23423535, s =
1 | REPUBLIC OF CONGO test2 5988776655 0099887766 778866 [ No. =

Figure 80: Company User Profile for updating Lodgers Address

21. Lodger can add multiple addresses (up to 5) in the user Edit Profile menu.
User needs to click on the “Profile” button on the top-right corner of the
mPortal, where the user account icon appears which would take him to the

Edit Profile page (Company User Profile) as shown in Figure 80.

22. Lodger can add and update the existing address from here and all addresses
gets displayed in the grid. Once Lodger has edited or entered desired and
mandatory data for this table lodger must click on the “"Submit” button to
save the edits made which will be reflect in the grid as well. Lodger can also
click on the Reset button if all cells of this table are required to be filled

again or modified.

User needs to make sure that there is no pop-up blocked or disabled
before clicking on the "OK” button while making payment so that the

payment gateway browser opens properly.

23. Once the Lodger has updated the address for the payment and clicks on the
“OK"” button of the Lodgement Summary window, the Lodger is directed to

the payment gateway to make payment as shown in Figure 81.

Version 2.3 September 2024 Page | 70




User Manual

$ Payment Details

Order ID
Payment ID
Payment for

Total

0/0608201800000001
XB0608201800000001
/fpayment description
MYR 800.00

o
T

Pay with Credit or Debit Card

MBRS Portal - External User

sl

ining : 10 Minutes 17 Seconds

Other Payment Methods

B Credit or Debit Card B &= VY (MYR 800.00)

Cardholder Name

Card Number

VISA

Card Types

Expiration Date MM v YYYY v

cvv

w2

MasterCard. Verified sy
VISA

Submit Payment

{jsacureﬂ' by Dthowte

ok te ey

ruhanjaya Syarikat Mala

Figure 81: Payment Gateway screen

24. Lodger user needs to enter correct banking or card details and submit the
payment to complete the payment process.
25. Now the status of the filing submission will be *“Payment in Process” which

can be viewed in the Filing History page as shown in Figure 82.
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Filing History @
Filing Type Type of Submission Type of Submission 1D
XBRL Filing Submission v Annual Return for Companies having Share Ci w ARL ~
search Category * Select Company
Entity code v Q
Filing Status Start Date * End Date *
Purge Filing v 01-Jun-2024 = 19-lun-2024 =
= ©
Global Filter Area
[
-
No. ¥ Type of Submission » Type of® Company Re? | New Company.): Company Name » pate *|IsRec® Filing Status » Submis|
[ afl afl o CY| all a af a all
1 | Annual Return for Companies having Share Ca.. ARL b 18-Aug-2018 Mo Payment In Process

Figure 82: Filing History showing Filing status as Payment in

Process

26. A confirmation email of the payment will be sent to the Lodgers email

address once payment is successfully received towards the filing submission

as shown in Figure 83.

Dear Sir/Madam,

regarding the payment:

Payment date ;
Payment Ref Mo : XBi

Mode Of Payment :
Time Of Payment :

Thank you
MBRS Admin
©55M - All rights reserved.

MESSAGE.

21/05/2024

Total Amount Paid ©:  RM800.00
Payment Receipt No : XB/2024052100001
Direct Debit
21/05/2024 15:33:43

AR2 - Payment Received

Please be advised that the SSM received Payment. Please find below information

MOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS

Figure 83: Email notification for Payment Received
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27. A confirmation email of the XBRL Filing Successful Submission to SSM

would also be send to the Lodgers email address once payment is
successfully processed as shown in Figure 84.

Kindly refer to the FAQ document to know about different status’s displayed
in filing history of the mPortal.

AR2 - MBRS Filing Submitted To SSM

Cear Sir/Madam,

Company Number: 7T
Company Mame: NO M. BHD.
Reference Number: ]

Your submission of AR2 - Annual Return for Companies not having Share
Capital has been received on 21/05/2024 with the reference number
XBAR220240521000001

Thank you
MBRS Admin

©5S5SM - all rights reserved.

MNOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 84: Email Notification for successful filing submission to
SSM

28. An “Official Receipt” is generated showing successful payment as shown
in the below Figure 85.
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OFFICIAL RECEIPT

< - -

— -e

SUSUIARIATA SYARIEAT MALATSIA
Cxmmbaman Crmm oA n 49 aeiin

Suruhanjaya Syarikat Malaysia (SSM) Receipt No.: Xl
Menara SSM@Sentral Reference No.: X1
No 7, Jalan Stesen Sentral 5 Mode of Payment: Di
Kuala Lumpur Sentral Transaction ID: Si D0O0002
50623 Kuala Lumpur Date & Time: 1€ _
TEL : 03-2299 4000
KC " -
tes
tes
NIGer
TEL : 233223223
Company Rexctification Late .
Discount Payable
Registration Lodgement ReferencefDocument Date Appilication [Lodgemen
No Description Nusnber Company Name No. Fee (RM) Fee(RM) t (RM) A:'R‘:nu]lﬂ Amount (RM)
20 190000}
1 AR1 14, 19 July 2023 150.00 NA 150.00 0.00 300.00
M 1 BERHAD 1
| Total (RM) I 300.00

Figure 85: Official Receipt screenshot for single filing payment

27. Lodger user can go to the Filing History Menu Tab to view status of the

submitted filing. The status would now show as “"Auto Registered” as

shown in Figure 86.

Filing History @
Filing Type Type of Submission Type of Submission ID
| XBRL Filing Submission w | Annual Return for Companies having Share G ~ | AR1 w |
Search Category * Select Company
| Entity code e | | Q |
Filing Status Start Date * End Date *

Auto Registered v | | 01-Jun-2024 = | | 19-Jun-2024 =] |
= '+

Global Filter Area
-
No M Type of Submission » Type of Company ReX¥ | New Cumpanyﬁ Company Name * pate | iIsRec Filing Status » Submis|
all alll_af all all a| ajl_af ol
1 | Annual Return for Companies having Share Ca ARL 1iD. 18-Aug-2018 No Auto Registered
| |

Figure 86: Filing history for SSM Approval status
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AR and FS/KFI filings are auto-approved by mPortal, as well as EA5A, EA5B,

EA6 and EA7 only the first application is auto-approved, and subsequent

applications require approval from the SSM. Additionally, EA1, EA2, EA3,

EA4A and EA4B filings require approval from the SSM. This is for fresh filings

as shown in below table 4.

Table 4: Filing Approval

Type of Submission

Type of Approval

Normal/Fresh Filing

Auto Approved (Auto
Registered)

Rectified Filing

Require SSM Officer Approval

AR and
Normal/Fresh or Rectified
FS/KFI
Filing
Require SSM Officer Approval
(For Company Status as W, D,
C, R, B)
EA1, EA2, EA3, EA4A and
Require SSM Officer Approval
EA4B
EA EASA, EA5B, EA6 and EA7 Auto Approved (Auto

Applications (Only the first application)

Registered)

EASA, EA5B, EA6 and EA7

(Subsequent applications)

Require SSM Officer Approval

28. A confirmation email of the EA2 Application Approval by SSM would also

be send to the Lodgers email address once SSM Approver officer approves

the submitted application as shown in Figure 87.
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EA2 - MBRS Filing Have Been Approved By SSM

Dear Sir'Madam,

Company Mumber : 1
Company Mame : AL IA SDN. BHD.
Reference NUMBDEr @ o e e m

Please be informed that your submission of EAZ - Application for exemption
from filing financial statements and reports in full XBRL format has been
approved on 20/05/2024 with reference number XBEA

Thank you
MBRS Admin
B55M - All rights reserved.

MOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Tuan/Puan,

Mo, Syarikat : 1
Mama Svyarikat : M. BHD.

Mo. Rujukan @ XocAssvssuos suvuuo

Dimaklumkan serah simpan EA2-Application for exemption from filing financial
statements and reports in full XBRL format telah diluluskan pada
20/05/2024 dengan no. rujukan XBEA220240520000001

Sekian, terima kasih.
MBRS admin
©55M - Semua hakcipta terpelihara.

MOTA: INI ADALAH CETAKAN KOMPUTER. EMEL INI TIDAK PERIU DIJAWAE.

Figure 87: Email notification for Application approved by SSM

The Filing status will be same for Normal Filing Submission and Late
Filing Submission as well. The only difference will be that Normal Filings
would have Submission Status as "On Time Submission” and Late Filing

Submission would have as "Late Submission”.

29

. Report - Filing History:

Once the filing submitted is approved by SSM the status of the filing would
change to "SSM Approved”, whereas if filing submitted is Auto approved
then the status of filing will be "Auto Registered”, and the Lodger will be

able to see the status of each of the filings by clicking on the Filing History
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menu tab located under Report menu item on the left-hand side of the

mPortal page as shown in the below Figure 88.

Filing History @

Filing Type Type of Submission Type of Submission ID

| XBRL Filing Submission v | Application for extension of time to lodge fini + | EASE ~ |
search Category * Select Company

| Entity code v | | E tQ |

Filing Status Start Date * End Date *

| Select All e | | 01-May-2024 g | 51-May-2024 g |

= 3 ©

Global Filter Area

K
NAD." Type of Subm# Type of s Company Regis.'f New Cnmpany-.’.'. Company Name® Is Rectify * Submission Status Filing Status * Lodgement Reference Nur
o af  aff al al o all | |
1 | Application f... EASE 1777mmn e 0 mmmemamnaees ki 5. Mo ON TIME SUBMISSION SSM Approved yooroTmomm T on e 209
2 | Application f... EASB 1 5. No ON TIME SUBMISSION Auto Registered ) I |4 4
3 | Application f... EASB e [ TN No - i XBRL Validation Failed i

Figure 88: Filing History showing SSM Approved/Auto Registered

status of filing submission

ii. User can view the comments for the filing that is approved by SSM Officer
by clicking on the view icon of the column “"Comments” as shown in the

Figure 89.

Comment

Comments By Lodger

Comments By SSM Approved

Figure 89: Comments window for Approval
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iii. If SSM Approver Officer has rejected the filing then the user similarly can
view the comments for the filing that is rejected by clicking on the view icon
of the column “"Comments” and view the comments for rejection of as

shown in the Figure 90.

Comment

Comments By Lodger Approved by Lodger

Comments By SSM Rejected

Figure 90: Comments window for Rejection

iv. If SSM Approver Officer has queried the filing then the user similarly can
view the comments for the filing that is queried by clicking on the view icon
of the column "Comments” user can also click on the column “"Query” and
view the comments along with information of the SSM Officer who has

queried the filing and on which date of as shown in the Figure 91.
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Comments By SSM

Query Comment Queried by

testing chetan@ssm.com.my

Figure 91: Comments window for file Queried

30. Payment History:

The Lodger has a provision to view all the payment related history and

records through the payment history menu tab which is also a part of report

menu tab.
# > Report > Payment History 15:47:36 | N D | COMPANY SECRETA...
Administrator
Payment History @
User Management
Payment Status Start Date * End Date *
Downloads Select All v | | 01-Jun-2024 E | ‘ 19-Jun-2024 g ‘
Filing Process
Report
=
No.® | Invoice Number ® |  Customer Name | Amount® Date Of Transaction % | Payment Methoff | Transaction Statd® Transactionld Payment Id
Rectification History [l o af[ & o] a]| ]| o]
XB/: 1706202400000

Filing History

XBf: 1706202400000%

1
2

Payment History 3 1706202400000
a

NV 1706202400000
DashBoard Reports

1406202400000

Figure 92: Payment History page

1. If Lodger clicks on the “"Payment History” menu item located under the
Report menu item the payment history page is opened as shown in the

Figure 92.

2. There will be three (3) fields that need to be selected to get desired results

they are namely Payment Status, Start Date and End Date.
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. The Lodger can view history of payment by four (4) different statuses which
are Select All, Fail, Success or Payment in Process available in the

“"Payment Status” dropdown.

. Once a status is selected a start date and end date needs to be selected to
define the range of records that need to be viewed in this report.

. After selecting values for all the three dropdowns and “Search” button is

clicked the payment history report will be displayed.

. Lodger will be able to view details such as invoice number, customer name,
amount, date of transaction, payment method, transaction status, and
transaction ID. Lodger can also download receipt and credit note from this

report.

- Uploading and submission process for a filing is the same for fresh and

= queried filing.
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11.Approve or Reject Rectify and Query filings by Company
Secretary/Company Agent/Liquidator/Official Receiver/Other Role

(Lodger)

Now that the Maker has uploaded the required company’s Rectify filing
successfully, it would reflect in the associated Lodgers account for verification

and final submission to SSM as shown in Figure 93.

iy =G5y ® EZBIZ MYCOID MYLLP MBRS ()
PKlRegistration  User Role Assignment [} COMPANY SECRETARY (LODGER) + English
=] & > Administrator > Approval Management > Rectify Filing Approval 19:32:88 || Al | COMPANY SECRETARY (LODGER)

Administrator

| SSM testing RAD| Global discount annouce 10 % flat| hsddshfh121212| AAAAAAAA: I

Approval Management
Rectify Filing Approval @

Query/Chat with to entity

user
& Do Lodgement

User Management

Downloads

@| 1o | Type of Rectific? | Application of subm? | Reference . | ApplicationZ® | Type of su.?® | company .# | New comp# | company .#| Date | Lodgeme® | submitted By #
, [ o al a]l a]l allajlal allaff ol afl CY
Filing Process

5 1| Standard Recti... | Rectification Filing RXB q
Report d 2 | standard Recti.. | Rectification Filing RXBL . B U

Figure 93: Lodgers Rectify Filing Approval page

Steps for a Lodger to complete submission of the uploaded Rectify

file:

1. Go to “Approval Management” under the Menu Tab "Administrator” and

click on Rectify Filing Approval as shown in the Figure 94.

EZBIZ MYCOID MYLLP MBRS (0]

PKI Registration User Role Assignment 1] COMPANY SECRETARY (LODGER) + English

=] & > Administrator > NICVEILNENETNERT 19:28:09 COMPANY SECRETARY (LODGER)

Administrator

{BBBBCCCCDDDDEEEEEFFFFTXTQ|

‘Approval Management
Approval Management

Query/Chat with to entity v
user

User Management B B

Downloads Rectify Filing Approval > Filing Approval >

Figure 94: Approval Management page

2. Once clicked on the “Rectify Filing Approval” the filing approval grid
section would display the list of all files relating to the associated companies
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of the Lodger that are been uploaded by the Maker as shown in the Figure
94,

3. In case of rectification approval, there are 2 options of filings,

i. Rectification application with Rectify filing
Since the rectify filing is uploaded, Lodger can take the action against the

rectify filing through ‘Rectify Filing rendering output’.

ii. Rectification application without Rectify filing (NIL Filing)
Since the rectify filing is not uploaded, Lodger can take the action against the
rectify filing through ‘Rectification application rendering output’.

Go to the column “Rectify Filing” (rectify filing rendering view) and click on
the icon to view the rendering (Human readable format) of the XBRL file
uploaded by the Maker in a new tab of the browser as shown in Figure 95. In
case of Query filing, on click on Action icon, a prompt Query comment box will

appear with OK and Cancel button as shown in Figure 96.

Download As PDF

Supporting Document Uploaded

COMPANIES ACT 2016
Section 68
AR2 - Annual return for companies not having share capital

(
1

[

[

1

2023

2023-01-08

INCORPORATED IN MALAYSIA

PUBLIC COMPANY

COMPANY LIMITED BY GUARANTEE

Figure 95: Approve/Reject rectify filing after review of Publish
filing
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Query Box

Query Comment Queried by Queried On

Queried by renuka BALAII K 28-Mov-2023 04:59:10 PM

Figure 96: Query Box pop-up while Approve/Reject filing

Go to the column “Rectification Application” and click on the icon to view
the rendering of the rectification application submitted by the Maker in a new
tab of the browser as shown in Figure 97.

Download As PDF Approve Reject
Supporting Document Uploaded

ARIS Lpdf

A arie 2.pdf

Rectification Application and Filing Submission

Type of Rectification standard Rectification Application of Submission Rectification Filing

Select Company Company Name Fl
SDN. BHD.

Type of Submission of Previous Annual Return CA1965_AR1955

ly Submitted Filing

Start Date

End Date 2011-01-08 Reason for Rectification fest

Figure 97: Approve/Reject Rectification application

4. The Lodger would have 2 options in the top-right corner of the page one to
“Approve” and other to “Reject” the uploaded file as shown in Figure 97.
The Lodger can also download this publish report as PDF from the option

on the top-left corner of the page “"Download as PDF”.

5. If the Lodger feels that the filing is correct in all aspects then he can click
on “"Approve”. Once clicked on "Approve” a confirmation box would pop-
up asking for an approve comment which is mandatory to be entered to
proceed further along with a declaration note stating that the Lodger is

confirming that all facts stated in the document are true.
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Confirmation Box

Approwve

Approve Comment

I confirm that the facts and information stated in this document are true and to the

best of my knowledge.

Figure 98: Approve Comment window (Rectify Filing)

Confirmation Box

Filing Type Company Name Company Registration Number
Annual Return for Companies not 1) SDN. BHD
having Share Capital
Approve
test |

Approve Comment

I confirm that the facts and information stated in this document are true and to the best of my knowledge.

I K==

Figure 99: Approve Comment window (Rectification Application)

6. The same is seen when Lodger clicks on “"Reject” option where he/she has
to fill in the reject comments to continue ahead and reject the filing

uploaded by the Maker as shown in the Figure 100.

Confirmation Box

Reject

Reject Com ment”

Figure 100: Reject Comment window (Rectify Filing)
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Confirmation Box

Filing Type Company Name Company Registration Number
Annual Return CA1S65 3

SDN. BHD.
Reject

Reject Commen‘l*

°ox

Figure 101: Reject Comment window (Rectification Application)

7. Once the Lodger has entered the Approved comments and clicked on “"OK”
button, the Lodger is directed to the Digital Signature page where the
Lodger has to digitally sign the document by entering authentic and valid

Username and Password.

8. On clicking the Digital Signature button, a pop-up window will appear where
Lodger will enter valid PIN for the ID as shown in Figure 102 to digitally
sign the uploaded XBRL document.

Digital Signing

Figure 102: Digital Signing Pop up window

If you have not yet obtained your own Digital Certificate for signing the
document, you can go to the "PKI Registration” link at the top right
section as shown in Figure 103 where you could view the status of your

8 DigiCert certificate. To obtain your valid and authentic digital signing
credentials to digitally sign filings in the mPortal kindly refer to user
manual of PKI Registration.

Version 2.3 September 2024 Page | 85



User Manual MBRS Portal - External User

A EZBIZ MYCOID MYLLP MBRS D

PKI Registration User Role Assignment COMPANY SECRETARY [LODGER) ~

02:34:41 |: | cOMPANY SECRETARY (LODGER)

Figure 103: PKI Registration link

11. Once valid credentials are entered by the Lodger and "OK” button is clicked,
a green highlighted message would appear stating “Digital Signature

Successful” as shown in the Figure 104.

ey <Gsye A& EZBIZ MYCOID  MYLLP  MBRS o
x Enment 0 COMPANY SECRETARY (LODGER) « English +
#& > Administratoer > Approval Management > Rectify Filing Approval 19:40:29 | L~ 777" | COMPANY SECRETARY (LODGER)

Administrator

‘ SSM testing RAD| Global discount annouce 10 % flat| hsddshfh121212| AAAAA I

Approval Management
Rectify Filing Approval @
Query/Chat with to entity ~

user
© Do Lodgement

User Management
5 Type of Rectification » Application of Submission » Reference Number * Application Reference Number
| 2] a] a]|| a]|[ a]

Downloads ) = )
\ \

Filing Process

= 1 | standard Rectification Rectification Filing - Rernr snansrannansnrann, 01 |

Report O 2 | Standard Rectification Rectification Filing - R a3

Figure 104: Digital Signing successful prompt box

12. An email will be received by the Lodger stating successful digital signature
for the uploaded document with details like the name of the company for
whom the document was uploaded and digitally signed, name of the person
who signed the document and the role of that person whether a company

agent or company secretary as shown in the Figure 105.
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AR2 - Filing Digitally Signed

Dear Sir/Madam,

Please be advised that your MBRS filing uploaded for B
BHD. with Company number 1 | has been successfully digitally signed.

Digital Signed by : 1 [
User Role : COMPANY SECRETARY (LODGER)

Type Of Submission : AR2 - Annual Return for Companies not having Share
Capital

Thank you
MBRS Admin
©SSM - All rights reserved.

NOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 105: Email received by Lodger after successful Digital

Signature

Now that the document is digitally signed the next step to complete the

submission of the filing is to make payment towards the submission.

The filing approval page would reload as soon as the digital signature is
successfully made, and status would change to as “"Pending for Payment”

as shown in the Figure 106.

oy <SSy # [EZBIZ MYCOID MYLLP MBRS ¢y
PKI Registration User Role Assignment o COMPANY SECRETARY (LODGER) English «
=1 & > Administrator > Approval Management > Rectify Filing Approval 19:43:21 || Al | COMPANY SECRETARY (LODGER)
Administrator
ld scount annouce 10 % flat| hsddshfh121212] AAAAAAAAABBBBBBCCCCODDDEEEEEFFFFAAAAAAAAABBBBBBCCCCDDDDEEEEEFFFFAAAAAAAAABBBBBBCCCCODDDEEEEEFFFFTXTQ) l
Approval Management
Rectify Filing Approval @

Query/Chat with to entity
user

© Do Lodgement

User Management

Downloads =
(V] No. » Type of Rectification 2| Application of Submissiod® Filing Status » Application Reference Number ¥ | Typ
\ al| a|l | all Q]
Filing Process

1 | Standard Rectification Rectification Filing Payment Pending R

Report | 2 | Standard Rectification Rectification Filing Payment Pending R .________}

Figure 106: Filing Approval page with Payment pending status
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15. Lodger will have to click on the checkbox that is present in the 15t column
of the table, which is displayed to select the filing for which the lodger needs
to make payment for, and then click on the "Do Lodgement” box present

above the records table.

16. Lodger also has a facility to do multiple lodgements or make payment for
more than one filing submission at one single point of time wherein the
lodger can select by clicking on the checkbox for as many as 10 filings

present in filing approval table at one time as shown in Figure 107.

Rectify Filing Approval @

(v} No. » Type of Rectification | Application of Submission® Filing Status » Application Reference Number ¥ Typ
l al|| al]|[ a]|| al|| Q]

1 | Standard Rectification Rectification Filing Payment Pending

d 2 | Standard Rectification Rectification Filing Payment Pending

Figure 107: Filing Approval page showing multiple filing

submissions selected for Payment

17. A pop-up Confirmation Box will open with OK and Cancel button, Click on
OK will open Payment Summary details relating to the payment to be made

towards the filing submission as shown in Figure 108.

Confirmation Box

Sila pastikan penyerah simpanan anda mengandungi maklumat yang benar, lengkap dan betul sebagaimana yang
dikehendaki di bawah Akta Syarikat 2016 dan semua perundangan subsidiari termasuk Nota Amalan 6/2019.
Please ensure your submission contains true, complete and correct information which is required under the Companies

Act 2016 and all subsidiary legislations including Practice Note No. 6,/2013.

Figure 108: Pop up Confirmation Box
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ription Company End Rectification Reference Basic
Name Date Fee

Total (Excluding Tax)

Total (RM)

Figure 109: Lodgement Summary pop-up window

. Similarly, if a lodger has done lodgement for multiple filings, then the pop-

up box would provide details or Payment Summary relating to the payment
to be made towards all the filing submission that were selected by the

lodger for payment.

This payment summary pop-up would consist of detailed pricing for the
filing submission which would include Basic amount, Rectification Fee, and

Total Amount payable, etc.

The Lodger needs to make sure that the "Lodger Default Address” is set
in Profile, and which can be displayed on selecting the radio button of
Lodger address. Selection of radio button is mandatory for lodger before

clicking on the "OK"” button of the Lodgement Summary window.
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- EZBIZ MYCOID MYLLP MBRS (9]

PKI Registration User Role Assignment & 0 ¥ COMPANY SECRETARY (LODGER) + @ Engiis|

E-P Details

Company User Profile ~
! * i umb.
REPUBLIC OF CON ~
Address 17 Address 2 Address 3
Phone No* Mobile No Postal Code™ o
a1 Default Address
==
obal Filts:
=
F| count v  *| Address# | Address#| PhoneNo¥|  MobileNo ¥ | Postal I codé® Email 1d # | Default Addres? Edit
ol o ol o o]l o ol o ]| o]
MALAYSIA Address 23425535435 345352 A S sssom ves &
1| REPUBL C OF CONGO test2 5883776655 0099887766 778866 No (=3

Figure 110: Company User Profile for updating Lodgers Address

21. Lodger can add multiple addresses (up to 5) in the user Edit Profile menu.
User needs to click on the “Profile” button on the top-right corner of the
mPortal, where the user account icon appears which would take him to the

Edit Profile page (Company User Profile) as shown in Figure 110.

22. Lodger can add and update the existing address from here and all addresses
gets displayed in the grid. Once Lodger has edited or entered desired and
mandatory data for this table lodger must click on the “"Submit” button to
save the edits made which will be reflect in the grid as well. Lodger can also
click on the Reset button if all cells of this table are required to be filled

again or modified.

User needs to make sure that there is no pop-up blocked or disabled
before clicking on the "OK” button while making payment so that the

payment gateway browser opens properly.

23. Once the Lodger has updated the address for the payment and clicks on the
“"OK"” button of the Lodgement Summary window, the Lodger is directed to

the payment gateway to make payment as shown in Figure 111.
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G TimeRe £:10 es 17 Seconds
$ Payment Details
Order ID  O/0608201800000001
Payment ID XB0608201800000001
Payment for //payment description
Total MYR 800.00
Pay with Credit or Debit Card Other Payment Methods
B Credit or Debit Card B EE= MY (MYR 800.00)
Cardholder Name MName appears on your card
Card Number
Card Types VISA
Expiration Date MM v YYYY v

cw w2

MasterCand. WVerified s, }Secured by (Dhowte
Ve H

ciieh b ey

Submit Payment

Figure 111: Payment Gateway screen

24. Lodger user needs to enter correct banking or card details and submit the

25.

payment to complete the payment process.

A confirmation email of the payment will be sent to the Lodgers email

address once payment is successfully received towards the filing submission

as shown in Figure 112.
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AR2 - Payment Received

Dear Sir/Madam,

Please be advised that the S5M received Payment. Please find below information
regarding the payment:

Payment date : 21/05/2024

Payment Bef No : XE

Total Amount Paid :  RME00.00

Payment Receipt No : XB/2024052100001
Mode Of Payment : Direct Debit

Time Of Payment : 21/05/2024 15:33:43

Thank yvou
MBRS Admin
E©55M - All rights reserved.

NOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 112: Email notification for Payment Received

27. A confirmation email of the XBRL Filing Successful Submission to SSM
would also be send to the Lodgers email address once payment is

successfully processed as shown in Figure 113.
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AR2 - MBRS Filing Submitted To SSM

Dear Sir/Madam,

Company Mumber: |
Company Name: NC SDN. BHD.
Reference Mumber: | L

Your submission of AR2 - Annual Return for Companies not having Share
Capital has been received on 21,/05/2024 with the reference number
XBAR:

Thank you
MBRS Admin
E55M - all rights reserved.

MNOTE: THIS IS AM AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 113: Email Notification for successful filing submission to
SSM

28. An “Official Receipt” is generated showing successful payment as shown
in Figure 114.
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OFFICIAL RECEIPT

SUAACAYA SYARINAT MALAYEIA

Menara SSM@Sentral

Kuala Lumpur Sentra

50623 Kuala Lumpur

No 7, Jalan Stesen Sen

uruhanjaya Syarikat Malaysia (SSM)

tral 5

Mode of Paym
Transaction

Date & Time

O

XE
XE
ent  Dit
Sh

06/06/2024 11

=

44:49

TEL : 03-2299 4000
Tl
7€ A
P
Ki
M
Tl
Rectification Late Discount
Lodgement ReferencefDocument Datel _ ; Application |Lodgemen| — " "
No Description Company Name Fee (RM) S o Amount
! No Fee(RM) t (RM) .
RM)
2 0c
1 AR1 ] 01 April 2019 150.00 300 0.00 0.00 450.00

Total (RM)

Figure 114: Official Receipt screenshot

27. Lodger user can go to the Filing History Menu Tab to view status of the

submitted filing. The status would now show as “Pending For SSM

Approved” as shown in Figure 115.

User management
Downloads

Filing Process
Report

Rectification History

Filing History

Payment History

DashBoard Reports

PKIRegistration  User Role Assignment

EZBIZ MYCOID

COMPANY SECRETARY (LODGER) +

MYLLP MBRS (0]

English

Filing History @
Filing Type Type of Submission Type of Submission ID
‘ XBRL Filing Submission with Rectification v‘ | Annual Return for Companies not having Sha v‘ ARz
search Category * select Company
‘ Entity code v ‘ Q ‘
Filing Status Start Date * End Date *
‘ Pending For SSM Approval v ‘ | 01-May-2024 = ‘ y-2024 =
©
Global Filter Area
[
= . - I
Type of 5.7 | Company R | New Company ¥ | company .|  Is Rectify * | submission Stat? I Filing Status 4 Lodgement Reference Numbef® Reference Number  *
[ a]l all al al a all all all ajf]
AR2 1 Yes ON TIME SUB. Pending For SSM Approval XBA 03
| | f 1

Figure 115: Filing history pending for SSM Approval status
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All rectify filings require approval from the SSM.

28. Report - Filing History:

i. Once the rectify filing submitted is approved by SSM the status of the
filing would change to "SSM Approved”, and the Lodger will be able to
see the status of each of the filings by clicking on the Filing History menu
tab located under Report menu item on the left-hand side of the mPortal

page as shown in Figure 116.

Filing History @

Filing Type Type of Submission Type of Submission ID

XBRL Filing Submission with Rectification ~ Annual Return for Companies not having Shal AR2 w
Search Category * Select Company

Entity code w Q
Filing Status Start Date * End Date *

29-May-2024

55M Approved v 01-May-2024

2o ©

Global Filter Area

=
I‘ﬁ. » Type Fd Company Regis./f New Company ad Company Name * Is Ra(tifvx Submission Statd? Filing Status » Lodgement Reference Number » Referen
[ afl af all all al LY all all al
2 ARZ - Yes ON TIME SUBMI... 55M Approved Xi i REFARZIO.
L

Figure 116: Filing History showing SSM Approved status

ii. User can view the comments for the filing that is approved by SSM Officer
by clicking on the view icon of the column "Comment” as shown in the

Figure 117.
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Comment

Comments By Lodger Testing

Comments By 55M 55M Approved

Figure 117: Comments window for Approval

iii. If SSM Approver Officer has rejected the filing then the user similarly can
view the comments for the filing that is rejected by clicking on the view icon
of the column “"Comments” and view the comments for rejection of as
shown in the Figure 118.

Comment

Comments By Lodger Upload

Comments By S5M 55M rejected

Figure 118: Comments window for Rejection

iv. If SSM Approver Officer has queried the filing then the user similarly can
view the comments for the filing that is queried by clicking on the view icon

of the column "Comments” user can also click on the column “Query” and
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view the comments along with information of the SSM Officer who has

queried the filing and on which date of as shown in the Figure 119.

Comments By 55M

Query Comment Queried by Queried On

testing prasad@ssm.com.my 21-May-2024 03:47:36 PM

Figure 119: Comments window for file Queried
30. Payment History:

The Lodger has a provision to view all the payment related history and

records through the payment history menu tab which is also a part of report

menu tab.
#& > Report > Payment History 15:47:36 | NIl ) | COMPANY SECRETA...
Administrator
Payment History @
User Management
Payment Status Start Date * End Date *

[[ssean T [ornesms = 5|

Downloads

Filing Process

Report
=
No.® |  Invoice Number * |  Customer Name * | Amount® Date Of Transaction | Payment Metholf | Transaction Statd Transactionid ~ * Payment Id
Rectification History [ 2 o a][a]l ]| _]| ]| o] |
1] xB/21 10000
Filing History
2| xg/2 10000
Payment History 3 10000
a| my 10000
DashBoard Reports
B - IR SADRINA ALIRA. 1ou Leaunecuce Uz.BLe Fin i ran - | apisupcuce 10000

Figure 120: Payment History page

7. If Lodger clicks on the “"Payment History” menu item located under the
Report menu item the payment history page is opened as shown in Figure
120.
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8. There will be three (3) fields that need to be selected to get desired results
they are namely Payment Status, Start Date and End Date.

9. The Lodger can view history of payment by four (4) different statuses which
are Select All, Fail, Success or Payment in Process available in the
“"Payment Status” dropdown.

10.0Once a status is selected a start date and end date needs to be selected to

define the range of records that need to be viewed in this report.

11.After selecting values for all the three dropdowns and “Search” button is

clicked the payment history report will be displayed.

12.Lodger will be able to view details such as invoice number, customer name,
amount, date of transaction, payment method, transaction status, and
transaction ID. Lodger can also download receipt and credit note from this

report.
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12.EAS8 Application to Minister

Lodger User is able to create the Application to the Minister and make the
payment and send application for Minister approval. Lodger user can create
EA8 application in mPortal only if an EA application (EA1 to EA7) has been
uploaded and SSM has been rejected.

6!'-1% =S5V # EZBIZ MYCOID MYLLP MBRS (V]
PKI Registration  User Role Assignment @ @ 4% COMPANY SECRETARY (LODGER) + (& English +

i Administrator

=] #& > Filing Process > Application to the Minister 18:44:19 | U | | COMPANY SECRETARY (LODGER)

S5M testing R2 '

% User Management
Application to the Minister @ @

£ Downloads
Do Lodgement Global Filter Area

B Filing Process

€] Report ®| No.” | Reference Numb? | Rejection date of?® | Application Refer®® | Date of Appeal” | Submitted On® |  Submitted By | Company Reg | New Company 2 Cumpanyo
[ a al all | | ol a]| all all

‘: 1| XE B =

O 2| xe

0 3| %

n 4 | XE IB!

0 5| % E

‘: 6 | XE N4

I 7| XE N

. 1 1 e . PPOPVOTE S0 VI B PR s

Figure 121: Application to Minister

& Lodger can create the Application to minister only if an EA application

(EA1 to EA7) has been uploaded and SSM has been rejected.

Steps to Create Application to Minister:-

1. Go to “Filing Process” Menu Tab. Click on “"Application to Minister”

option.

2. Application to Minister Page will be displayed which would have options
such as,
a. Add (+) icon Button
b. Do Lodgement Button
c. Application to Minister Grid
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3. Add (+) icon Button: On click of Add (+) icon Lodger user will be
redirected to the create application to the Minister page. This page will have
certain input fields which Lodger user need to update in order to send the

application to the Minister as shown in Figure 122.

Application to the Minister

search Category®

Entity code s

select Company* Company Name

a] |

* Type of Submission

Reference Number of Rejected EA Application

Type of Submission ID

Appeal Letter® Reason for Appeal®

| Choose File | Mo file chasen

(Max. size 25 MB) y

Figure 122: Create Application to Minister

4. Search Category - The Lodger needs to select the "Search Category” to

search the company for which application to minister is to be created.

5. Select Company - As per the search category is selected, lodger needs to
enter the company name or number in “"Select Company” to search and
select the company. In this field lodger would enter at least first 5
characters of the company name/registration number for which application
to minister is to be created. This company should be associated with the

Lodger.
6. Company Name - When Lodger user puts the company number in ‘Select

Company’ field then the respective company name should be auto

populated in ‘*Company Name’ field.
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7. Reference Number of Rejected EA Application - Lodger has to entered
‘Reference Number for the first Rejected Application’ should be valid in
terms of, any EA Application submitted previously has been Rejected by
SSM for the selected company. Lodger will be restricted if Reference
number that does not pertain to an EA Application, plus any EA Application
approved or queried by the SSM.

8. Type of Submission - When Lodger user puts the Reference number in
‘Reference Number of Rejected EA Application’ field the respective Type of

Submission should be auto populated in ‘Type of Submission’ field.

9. Type of Submission ID - When Lodger user puts the Reference number
in ‘Reference Number of Rejected EA Application’ field the respective Type
of Submission ID should be auto populated in ‘Type of Submission ID’
field.

10. Appeal Letter - It is mandatory for lodger to provide the appeal letter.

Maximum 25 MB PDF document is allowed to be browse.

11. Reason For Appeal - It is mandatory for lodger to provide the reason for

appeal. Maximum 300 characters are allowed to be entered.

12. Submit - Lodger User can do submission of the EA8 Application if all the
above details are filled are correctly by clicking on the “Submit” button.
Confirmation Box notification will appear with OK and Cancel button as

shown in Figure 123.
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Confirmation Box

Do You Want To Proceed?

Figure 123: Confirmation Box
13.0nce lodger clicks on OK, A green highlighted prompt message would

appear stating Record saved successful as shown in Figure 124.

# EZBIZ MYCOID MYLLP  MBRS (0]

8 Role Assignment 0 'COMPANY SECRETARY (LODGER) + Engiish -

=] & > Filing Process > Application to the Minister 20:43:1; i | COMPANY SECRETARY (LODGER)
Administrator
SSM testing RAD| hsddshfh121212] AAAAAAAAABBEBEBCCCCDDDDEEEEEFFF '*"‘-*"-'EE““’C\ZC)ZDDEEEEE:FF:iAr‘-A-‘AAAAEEBEEE-:EC-:ZL‘-D]EEEEEFF::'
User Management . ) .
Application to the Minister @ @
Downloads
Do Lodgement ol 3
Filing Process
LR @| to. | Reference Number of Rejected EA Appl¥ | Rejection date of previous application® Application Reference Number Date of Appeal L Submitted On o
- all a| a| ]| a]|
0 1] xBE 7
0O 2| xBE 7
0O 3| XBE
0 4| xeE P
0 5| XBE P
0O 6| XBE g
0O XBE

Figure 124: EA8 Application created successfully

14. A confirmation email on EA8 Application to Minister created, Will be send
to the Lodger email address as shown in Figure 125.
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EAS - Application to Minister Uploaded

Dear Sir/Madam,

Please be advised that your EAS - Application to Minister has been successfully
uploaded for AS | SDN. BHD. with Company number
1C

Thank you
MERS Admin
E5SM - All rights reserved.

MOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 125: Email Notification

15.Reset: If the Lodger user wants to make reset the changes in the options
selected then they can click on Reset button before clicking on Submit
button.

16.0nce the lodger has successfully created the EA8 application it will be
displayed in the grid with the status 'Payment Pending' as shown in below
Figure 126.
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oy gy # FEZBIZ  MYCOD MYLLP MBRS O
s
= & > Filing Process > Application to the Minister 20:43:11 | G | COMPANY SECRETARY (LODGER)
Administrator
| 55M testing RAD| hsddshfh121212| ARAAAAAAABBEEBECCCCDDDDEEEEEFFFFAAAAAAAAABBBBBBCCCCDDDDEEEEEFFFFAAMAARAA E““"CCC:‘DDDEEEEEFF“'
User Management X ) .
Application to the Minister @ @

Downloads

Filing Process

BT R [] ifo. *| Reference Number of Rejected EA App\ﬁ Rejection date of previous applicatinn’ Application Reference Number » Date of Appeal e Submitted On °
- . 2]l 3| ]| 2] 3]
0 1] x 31PN
0 2| x 287
0 3/ 259
0 4/ 579
0 5/ 3491
0 6l 10PN
0 7| Nocassuzzssmste U UECULL Usi AL Y ADLABLULSULUBUILLS UBTEG UL USRI PV Uzreozuzs uae 10 P

Figure 126: Successfully Created the EA8 Application

17. Lodger will have to click on the checkbox that is present in the 1st column
of the grid, which is displayed to select the application for which the lodger
needs to make payment for, and then click on the “"Do Lodgement” box

present above the records table.

M EUE Iz A EZBIZ MYCOID MYLLP MBRS (0]

PKI Registration User Role Assignment COMPANY SECRETARY (LODGER) +

=] # > Filing Process > Application to the Minister

Application to the Minister @ @
Global Filter Area

| COMPANY SECRETARY (LODGER)

13:39:14 | LA

Administrator

User Management

Downloads
Filing Process [ ‘
®| No. | Reference Numb?® | Rejection date of previous # | Application Referenc.® |  Date of Appeal # | New Company Re.Z" | Company N.7 Status | withdraw Ap)
ication to the Minister
L [ afl al| o all ol a| o a]
1| XBE T... ‘ Payment Pending A
Report. ‘ d ¥
‘ s 2| XBE oo - - - S - _ Sent for Approval 4

Figure 127: Payment for EA8 Application

18. A pop-up box would open providing you details or Payment Summary
relating to the payment to be made towards the filing submission as shown

in the below Figure 128.
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Lodgement Summary

Lodgement Details

Mo CompanyNew  Description Company End Rectification Reference Number Basic Late
Registration Name Date Fee

Number

K

Total (Excluding Tax) 300.00
Total (RM) 300.00
Address
Lodger Address
I test NIGER test 23456 233223223 I
»
=

Figure 128: Lodgement Summary pop-up page

19. This Lodgement summary pop-up would consists of detailed pricing for the

Application submission which would include Basic amount, Late Charges,

and Total Amount payable, etc.

20.The Lodger needs to make sure that the "Lodger Default Address” is set
and radio button for Lodger address is selected before clicking on the "OK”

button of the Lodgement Summary window.

User needs to make sure that there is no pop-up blocked or disabled
before clicking on the "OK” button while making payment so that the

payment gateway browser opens properly.

21. Once the Lodger has clicks on the "OK” button of the Lodgement Summary
window, the Lodger is directed to the payment gateway to make payment

as shown in Figure 129.
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$§ Payment Details

Order ID
Payment ID
Payment for

Total

0/0608201800000001
XB0608201800000001
//payment description
MYR 800.00

Pay with Credit or Debit Card
B Credit or Debit Card
Cardholder Name Name appears on your card

Card Number

Card Types VISA
Expiration Date MM v YYYY v
cwv w2
MacterCand w\j;{.;:, " iSecm’eﬂ' by ?j:‘::‘:

Submit Payment

MBRS Portal - External User

Other Payment Methods

B EE== My (MYR 800.00)

suruhanjaya Syarikat Mala

Figure 129: Payment gateway screen

22. Lodger user needs to enter correct banking or card details and submit the

payment to complete the payment process.

23. A confirmation email of the payment will be sent to the Lodger email

address once payment is successfully received towards the EA8 Application

submission as shown in Figure 130.
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EAS - Application to Minister Payment Received

Dear Sir/Madam,

Please be advised that the S5SM received Payment. Please find below information
regarding the payment:

Payment date : 31/05/2024

Payment Ref No : b {
Total Amount Paid @ RM294.00

Payment Receipt No : XB/2024052100002
Mode Of Payment : Direct Debit

Time Of Payment : 31/05/2024 19:02:02

Thank you
MBRS Admin
@S5M - All rights reserved.

MOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 130: Payment Receipt

24.Now the status of the EA8 Application submission will be “Sent for
Approval” which can be viewed in the EA8 Application grid as shown in
Figure 131.

E A > Filing Process > Application to the Minister 13:50:29 |1 | | COMPANY SECRETARY (LODGER)
Application to the Minister @ @
Global Filter Area

=)
Q N‘o. 2 | Reference Numb? Rejection date of previous 2 Application Referenc.? Date of Appeal 2| New Company Red Company Nt Status 2| withdraw Ap)
[ a]l all all all all al al]l ]
M 1|X . | Sent for Approval 4 |

Figure 131: Application to Minister grid

25.The lodger will also have the option to withdraw the EA8 application. The
lodger user can withdraw the application at any time during the approval
flow of the EA8 application, clicking this button will end the process, the

data will be saved in the system and no further processing will occur. There
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will be no refund of fees to the lodger upon withdrawal. This option will be

present on the Application to Minister grid as shown in below Figure 132.

E #& > Filing Process » Application to the Minister 13:54:51 |L | COMPANY SECRETARY (LODGER)
Application to the Minister @ @
Global Filter Area

g
O N‘u. 2| Reference NumbX Application Referenc. | New Company Re Company ' Status 2 | Withdraw Applica..:' Withdraw Commer® View Applicatio
[ al all a| Q]| a a
D 1(X - iT... | Approve by Minister 4 0 0
O 20X & | Sentfor Approval 4 0 0
O 3lx 1. | Sentfor Approval 4 0 0

Figure 132: Withdraw Application

26. Once lodger clicks on Withdraw application, Pop up window will appear with
Withdraw comment box, which is mandatory for lodger to enter and proceed

further.

Withdraw Application

Withdraw Comment Withdraw{the EAB 2pplication

Figure 133: Withdraw Comment

27.0nce lodger clicks on OK button, EA8 application to minister will get
Withdraw and accordingly status will be updated and displayed in the grid

as “Application Withdrawn” as shown in Figure 133.
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PKI Registration User Role Assignment COMPANY SECRETARY (LODGER) «~

E # > Filing Process > Application to the Minister 13:57:45 | COMPANY SECRETARY (LODGER)

Application to the Minister @ @

Global Filter Area
e
Q I‘\E. » Reference Numbﬂf Application Reierenc.f MNew Company Re.ﬂ' Company N" Status * Withdraw Applica...)' Withdraw Commenf View Applicatio
[ a al al a| all a]
D 1| XBE RT. Application Withdrawn 4 ﬂ 6 |
| ' ' I 1

Figure 134: Application Withdrawn

28.An email notification is sent to the Lodger user once lodger withdrawn the
EA8 application as shown in Figure 135.

EAS8 - Application to Minister Withdrawn

Dear Sir/Madam,

Company Mumber: ~ "7 7~ 77
Company Name: El N. BHD.
Reference Mumber: . . . _ . . ____.

Your submission of EAS - Application to Minister has been withdrawn on
01/06/2024 with the reference number XB|

Thank you
MEBRS Admin
©55SM - All rights reserved.

NOTE: THIS IS AN AUTO GENERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 135: Email Notification

29. Lodger user can track the EA8 application from the Application to the

minister grid itself. Lodger can view the Application, Application Status,
withdraw comment.
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12.1. Review Query
Navigation: Administrator > Query/Chat with to entity user >

Review Query

Once the lodger user successfully submits the EA8 application for
Minister approval, During the approval process the HOU (Head of
Unit) user can query the EA8 application, and it will be displayed to

the lodger on the grid of Review Query menu as shown in Figure 136.
Review Query @

=
ND., Quc:v Id » Company Name » Query Subject » Query submission date" Query Status » Download.f. Action

al a| alfl al alf aJ

[« ke ke L Le
A A A A A

Figure 136: Review Query

1. An email notification is sent to the Lodger user once HOU (Head of
Unit) user queried the EA8 application as shown in the below Figure
137.
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EAS - Application to Minister Queried By HOU

Dear Sir/Madam,

Company Number: |
Company Name: AS SDN. BHD.
Reference Number: |

Please be informed that your application of EAS - Application to Minister has been Queried
By HOU on 31/05/2024 with the reference number XI

Thank you
MBRS Admin

©5SSM - All rights reserved.

NOTE: THIS IS AN AUTO GEMNERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 137: Email Notification

2. On Review Query grid, Lodger can see the following details like, Query ID,

Company Name, Query Subject, Query Submission date, Query Status,
Download attachment and Action button.

3. Respond to the query raise by HOU (Head of Unit) user, Lodger needs to
click on Action icon, Query Response window will appear with the query

details with "Reply comment” box as shown in Figure 138.
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Query Response

Company Name

Query submission date

Query Subject

Query Comment

Reply comment

Query Reply by HOU or Lodger - Share the necessary details or No response from L r '0}2 ose the Query

Figure 138: Query Response

4. Once lodger provide the ‘Reply Comment’ and clicks on ‘Reply’ button,
particular record will get disappear from the grid and lodger will get prompt
message stating that the Record Saved Successfully. Query Response

window will get close, If Lodger clicks on Cancel button.

i SN G & EZBIZ MYCOID MYLLP MBRS ()
s Role Assignment 0 HEAD OF UNIT (HOU) + English +
A > Administrator > Query/Chat with to entity user > Review Query 22:28:14 | chetan | HEAD OF UNIT (HOU)

Administrator =

AAAAAAAAABBBBBBCCCCDDDDEEEEEFFFFAAAAAAAAABBBBBE I

Review Query @

Global Filter Area

Application Master Setup ~

Approval Management

‘Query/Chat with to entity ~

user [
create No. # Query 1d * Company Name * Query Subject * Query submission date *
e s [ all al|l al|l al | al|l
Review Query 1|2 07-Feb-2024 11:10:49 PM Pending
Query Histo 22 04-Jan-2024 05:42:27 PM Pending
i v 3|2 05-Nov-2023 06:52:11 PM Pending
Hepnrt 4|2 . . 1231019... 01-Nov-2023 02:58:02 PM Pending

Figure 139: Query Response Successfully
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12.2, Query History

Navigation: Administrator > Query/Chat with to entity user > Query

History

The history queries raise against the EA8 applications can be viewed
in the Query History page, Lodger user can search the query history
record by 'Query ID' or 'EA8 Application Reference Number' as shown

in Figure 140.

o sy # EZBIZ MYCOID MYLLP MBRS ¢y

PKI Registration User Role Assignment (1] COMPANY SECRETARY (LODGER) English «

[T rtor E & > Administrator > Query/Chat with to entity user > Query History 12:07:42 | 1 | COMPANY SECRETARY (LODGER)

Approval Management Query History @

Query/Chat with to entity Query Id
user |

Review Query or

Query History EAS licati Number °
Q

User Management

. ~
Downloads ST

Filing Process

Report

Figure 140: Query History page

1. Lodger can search the specific query records by entering the Query ID
and clicks on Submit button, the search specific query records should

get displayed in the Query history grid as in Figure 141.
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Query History @

Query Id

2

Or

EAE Application Reference Number
Q

Global Filter Arez
]
NAD.)' Query Id * Company Name » submitted On A Initiated By » RespandedBy" Querystatug" Download Attachment View *
[ all ]l al| LY | a| ]
112 | 07-Feb-2024 11:10 HEAD OF UNIT {HOU} - Pending _J.._ 0
Figure 141: Query History Search by Query ID
2. Lodger can search query records of particular EA8 application by searching
the EA8 application reference number, Lodger has to enter EA8 application
and select it from the dropdown and click on Submit button, Search query
records of particular EA8 application should be displayed in the Query
history grid as given in Figure 142.
o sy # EZBIZ MYCOID MYLLP MBRS O
PKI Registration User Role Assignment 0 (COMPANY SECRETARY (LODGER) « English
Administrator RE—] # > Administrator > Query/Chat with to entity user > Query History 14:15:55 | COMPANY SECRETARY {LODGER)
User Management Query History @
o a °
=
tlo. # Query Id * Company Name ~ * SubmittedOn X Initiated By~ * Responded By L QueryStatus | Downlo View £
o]l a]l o] o]l a]l a]l a]
42:27 PM HEAD OF UNIT (HOU) COMPANY SECRETARY (LODGER} completed E3 (i
53:18 PM | HEAD OF UNIT (HOU) HEAD OF UNIT (HOU} completed 3 (i)

Figure 142: Query History Search by EA8 application number
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3. On the Query History grid, Lodger can download the attachment from
download attachment column, if uploaded by HOU (Head of Unit) user and

view the query details by clicking on View icon as shown in Figure 143.

View Query

Query Id Company Name

Query Status Submitted On

Query Subject

HOU Comment

Responded By

Response

Figure 143: View Query page

30.0nce the EA8 Application to Minister is approved or rejected by the minister
the status will be updated in the Application to Minister grid as shown in
Figure 144,
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PKI Registration User Role Assignment COMPANY SECRETARY (LODGER) English +
E A > Filing Process > Application to the Minister 14:05:00 | | COMPANY SECRETARY (LODGER)
Application to the Minister @ @
Global Filter Area
=
& No. | Reference Number Application Referenc.? | New Company Re Company nE Sta‘tus | withdraw Applin..:" Withdraw Commer® | View Applicati
ajl all all ajl a]l CY
[ Tttt T 77T TTTTEL4 Approve by Minister A [i] [i] -
D 57 | XE . Approve by Minister 4 0 0
D 60 | XE . Approve by Minister 4 0 0
D 61 | XE J.2 | Approve by Minister 4 0 0
D 62 | XE 4| | Approve by Minister 4 0 0
o s|= .| | Queryby Hou A [i] [i]
O 12| XE . | Rejected by Minister 4 0 0
O 23| XE . 'l Rejected by Minister 4 ﬂ ﬂ
[
m 24| XE L. ‘ Rejected by Minister 4 ﬂ ﬂ

Figure 144: Approve or Reject by Minister

31. An email notification is sent to the Lodger once EA8 Application is Rejected

by the Minister as shown in Figure 145.

EAS - Application to Minister Rejected

Dear Sir/Madam,

Company Mumber:
Company Mame: N{ SDN. BHD.
Reference Mumber:

Please be informed that vour application of EAS - Application to Minister has been
Rejected By Minister on 3105/ 2024 with the reference number
XBE

Thank you
MBRS Admin
©S5M - all rights reserved.

NOTE: THIS IS AN AUTO GEMERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 145: Email Notification
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13. External User Dashboard

MBRS Portal - External User

When the lodger or maker user logs in, user will be redirected to the

dashboard page, where details regarding filings such as uploaded, rejected,

queried or pending for approval and so on of the associated companies are

displayed.

= & > Home

PKI Registration

14:07:39 |

user Role Assignment °

# EZBIZ MYCOID  MYLLP MBRS [C]

COMPANY SECRETARY (LODGER} English .,

| COMPANY SECRETA...

Last Updated On : 29-Jul-2024 02:06:55 P

Profile Information of the logged in user

Lodger Approval Pending

(Maker has upload and lodger 2pp

Type of Submission

roval is pending)

Lodgement Pending - x

(Digital sign and payment pending both will be inclusive]

C it

= o =

AR s 14

K o

=2 7
Filing Status Rectification Approval Pending - x
{Last 10 Filing status will be shawn here [Rectification sent to S5M and appraval panding from SSM)
Type of Submission Count Type of Submission Count

AR

Query Filing Pending

(SSM has queried but entity not up!

Type of Submission

2R

oaded file against queried)

e o o o

Figure 146: External user Dashboard

There are 6 panels on the dashboard which display various types of data, on

click of each panel except profile information (non-clickable), lodger or maker

user will be redirected to the detailed reports of that particular panel and

these reports can also be access from Reports > Dashboard reports.

There will be a time stamp present on top of right side which denote that the

data is synchronized at what date-time; format of time stamp will be DD-
MM-YYYY HH:MM AM/PM.
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Each panel details are given below,

A. Profile Information - This Section will be having profile information of
the logged in user, this consists of Username, Mobile Number, City, State

and Role of the logged in user.

Profile Information of the logged in user - x
User anup salve@irisbusiness com@esenices Ssm_com.my
MName
Meohbile
No
City Johor
State JOHOR
Select COMPANY SECRETARY [LODMGER)

Role

Figure 147: Profile Information of Logged in user

B. Lodger Approval Pending - This section will show the count of filings
which are uploaded by maker and Lodger approval is pending. The count
will be displayed for EA, Financial Statements (FS), KFI (Key Financial
Indicators) and Annual Return (AR) filings.

L/}
Lodger Approval Pending - X

(Maker has upload and lodger approval is pending)

Type of Submission Count
F5 0
AR 3
KFI 0
EA 7

Figure 148: Lodger Approval Pending
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MBRS Portal - External User

To view the details of Lodger Approval Pending, the Maker or Lodger user

has to click on the panel and the user will be redirected to the Lodger

Approval Pending details as shown in Figure 149.

Lodger Approval Pending

Figure 149: Lodger Approval Pending grid

Lodgement Pending - This section will show the count of filings whose

Digital sign pending, or Lodgement (payment) is pending (Digital Sign In

Progress, Digital Sign Pending, Payment In Process, Payment Pending). The

count will be displayed individually for digital sign pending filings and

Payment pending filings.

Status

Lodgement Pending

Digital Sign Pending

Payment Pending

Count

{Digital sign and payment pending both will be inclusive)

&

Figure 150: Lodgement Pending
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No. *| State® Type of Lty Company Reg:.‘f New Cumpan:.’ “EfErE\](; Number * Company Name > Uploaded On e Date X Uploaded By £ Filing Status »*

al all afl a]l all a] a all a
3 ARL 11 [ 25-Jul-2024 sandesp.padhi@irisbusiness.c.. Werify-Entity
2 AR1 63 L 26-Jul-2024 sandeep.padhi@irisbusiness.c.. Verify-Entity
1 AR1 16 28-Jul-2024 09:54:56 PM sandeep padhi@irisbusiness.c. Verify-Entity
1 EAL 12 2 22-Jul-2024 12:24:53 AM sandeep padhi@irisbusiness.c Verify-Entity
] EAL 12 2 22-Jul-2024 01:56:15 AM sandeep padhi@irisbusiness.c Verify-Entity
8 EAL 12 ba 22-Jul-2024 02:17:48 AM sandeep.padhi@irisbusiness.c... Werify-Entity
5 EAL 12 2. 23-Jul-2024 11:17:43 AM 2023-07-05 | sandeep.padhi@irisbusiness.c... Werify-Entity
4 EAL 12 2 23-Jul-2024 11:27:14 AM 2023-12-31 | sandeep.padhi@irisbusiness.c.. Werify-Entity
7 EAS 54 22-Jul-2024 11:26:30 PM 2024-02-25 | sanc adhi@irisbusiness.c.. Werify-Entity
[ EAG 52 D. 22-Jul-2024 11:38:14 PM 2023-02-25 | sandeep.pacdhi@irisbusiness.c.. Werify-Entity
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To view the details of lodgement pending filing, the Maker or Lodger user

has to click on the panel and the user will be redirected to the lodgement

pending filing details as shown in Figure 151.

Lodgement Pending

Global Filter Area

o

Figure 151: Lodgement Pending Grid

N‘u. A | Reference Number® Type x* Company Regis?..' New Company Re& | state® Uploaded On » Date X Company Name” Uploaded By * Filing Status *

[ all afl alfl all al_alfl ajl_afl al all a]
1| REF - 20-Jun-2024 05:... 2014-08-17 | MILAM ADILSDN.... | anup.salve@irisb... Payment Pending
2 | REt - 20-Jun-2024 03:... 2018-08-18 | MILAM ADIL SDN.... | anup.salve@irisb... Digital Sign Pending

D. Filing Status - This section will show the count of last 10 filings according

to the filing types. The count will be displayed for EA and Financial

Statements (FS), KFI (Key Financial Indicators) and Annual Return (AR)

filings.

Filing Status - X

(Last 10 Filing status will be shown here)

Type of Submission Count
F5 0
AR B
KFl 0
EA 2

Figure 152: Lodgement Pending Grid

To view the details as per Filing Status, the Maker or Lodger user has to

click on the panel and the user will be redirected to the Filing Status details

as shown in Figure 153.
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Filing Status

Global Filter Area
NAO.X Type of su. Company 2| New Company rd Company NameX® Uploaded on® Date  * | Reference Numbef Uploaded.).f Filing Status
] al all ol all Y| o al[ al a
1| AR1965 1 oottt Tttt oTT TTT L | 20-Jun-2024 0. 2014-08-17 RE - anup.sal... Payment Pending
2| AR1 11 -~ | 20-Jun-2024 0.. 2018-08-18 RE . anup.sal... Digital Sign Pending
3 | F5-CLBS-19... | 11 | 19-Jun-2024 0.. 2016-05-16 RE | anup.sal... XBRL Validations Exception
4| Fs-Cles1o.. | 11 | 19Jun-20240.. | 20160516 | RE . | anup.sal... Purge Filing
5| ARL 11 ~ | 19-Jun-2024 1. 2020-08-18 RE . anup.sal... XBRL validation Failed
6 [ AR1 11 - | 18-Jun-2024 0.. 2020-08-18 RE . anup.sal... XBRL validation Failed
7| ARL 11 - | 18-Jun-20240.. 2020-08-18 RE . anup.sal... XBRL validation Failed
8| AR1 11 -~ | 18-Jun-2024 0.. 2020-08-18 RE . anup.sal... XBRL validation Failed
9 [ ARl 11 - | 18-Jun-2024 0.. 2020-08-18 RE . anup.sal... XBRL validation Failed
10 | AR1 11 18-Jlun-2024 0 2020-08-18 RE anup.sa XBRL Validation Failed
Totaltems: 10 [ [ £ Page Size EEIE“EI

Figure 153: Filing Status Grid

E. Query Filing Pending - This section will show the count of filings which
are queried by SSM but yet to be uploaded by company in mPortal system.
Once the queried corresponding filing is uploaded in the system, then it will
not be considered under 'Query filing pending' irrespective of the status of
the queried corresponding filing. The count will be displayed only for
Queried filing of EA and Rectified Financial Statements (FS), Rectified KFI
(Key Financial Indicators) and Rectified Annual Return (AR) filings.

Query Filing Pending -

(S5M has queried but entity not uploaded file against queried)

Type of Submission Count
Fs 1
AR 0
KFI 0
EA 0

Figure 154: Query Filing Pending
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To view the details of Query Filing Pending, the Maker or Lodger user has
to click on the panel and the user will be redirected to the Query Filing

Pending details as shown in Figure 155.

Query Filing Pending

Global Filter Area

3
%

2| Type of Submis® Company Regi?f New Company Regi.f.' Company Name » Uploaded On * pate *| Reference Number® Uploaded By
al al ajl al a]| al al all aJ

F5-CLBE-1965 1 Javidlimg507@gmail.com. |

-

Figure 155: Query Filing Pending grid

Rectification Approval Pending- This section will show the count of
rectified filings including both standard rectification and filing information
rectification whose approval from SSM is pending. The count will be
displayed only for Financial Statements (FS), KFI (Key Financial Indicators)
and Annual Return (AR) filings.

Rectification Approval Pending - X

{Rectification sent to 55M and approval pending from 55M)

Type of Submission Count
F5 1
AR 2 o
KFl 0

Figure 156: Rectification Approval Pending

To view the details of Rectification Approval Pending, the Maker or Lodger
user has to click on the panel and the user will be redirected to the

Rectification Approval Pending details as shown in Figure 156.
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Rectification Approval Pending

MBRS Portal - External User

Global Filter Area

N‘o. » State » Type of sub. Company R | New Company 2 Company Name A | Rectification Reques{ pate * | Rectification Req.! Filing Status *

L all al al a a al afl  al all a
1| JOHOR AR1965 11 salve@irisb... Pending For Approval
2 | JOHOR AR1965 10 salve@irish... Pending For Approval
3 [ MELAKA FS-CLBG-1965 | 12 Ipartners-c.. Pending For Approval

Figure 157: Rectification Approval Pending grid
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14. Email

Navigation: Click on IT Settings > Mails

e <Gy # EBIZ MYCOD MYLLP MBRS O
PKIRegistration  User Rale Assignment o COMPANY SECRETARY (LODGER] + Engiish +

Administrator ] # > msettings > malls 22:38:01 | 1G | COMPANY SECRETARY (LODGER)
User Management Mails @
Downloads Mail Subject Received Date

OP"H-?-:HFE Paym - - 12-Jul-2024 10:35:59 PM
Filing Process

Q 4R -zRs Filing 12-Jul-2024 10:35:59 PM
Report O 4sé-iing Dig: 12-Jul-2024 10:18:02 PM °

O art - Application 12-Jul-2024 10:17:50 PM

O 474 - MBRS Filin 12-Jul-2024 10:15:25 PM

3

Qurt- Filing Paym 12-Jul-202409:42:00 PM

o»'«;'_-'v'ERSHHE 12-Jul-2024 09:42:00 PM

O AR1 -Filing Digite 12-Jul-2024 02:25:18 PM

O 481 - Agplicaticn 12-Jul-2024 02:24:33 PM

OARl':ng Paym 12-Jul-2024 09:24:03 PM

Q ant-wars Filing 12-Jul-2024 09:24:03 PM

Q 4R1L-Mz2RS Filing 12-Jul-202409:14:01 PM

O»‘G‘_-:Hrg Digitz 12-Jul-2024 09:07:18 PM

Figure 158: Mails page

i. User is directed to the Mails page once clicked on the menu item “Mails” of
the MBRS Portal. This option provides user to view the last 30 days emails
sent by System to the login user for view purpose as shown in the above
Figure 158.

User can view the emails by clicking on the Email subject and email body will

be displayed as shown in the below Figure 159.
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E # > ITSettings > Mails 22:39:18 | CH IG | COMPANY SECRETARY (LODGER)
Mails @
Mail Subject Received Date
O AR4 - Filing Payment Has Been Received 12-Jul-2024 10:35:59 PM

AR4 - Payment Received

Dear Sirf/Madam,

Please be advised that the S5M received Payment. Please find below information
regarding the payment:

Payment date : 12/07/2024
Payment Ref Mo : XB
Total Amount Paid : RM

Payment ReceiptMo: XE, ___ __ _______
Mode Of Payment : Direct Debit
Time Of Payment : 12/07/2024 22:35:59

Thank you
MBRS Admin
©S55M - All nghts reserved.

NOTE: THIS IS AN AUTO GENERATED MESSAGE. PLEASE DO NOT REPLY TO THIS
MESSAGE.

Figure 159: Mails displayed

. . . 2 - .
. User can also access the mails by clicking on - mail icon on blue ribbon

next to User role assignment button as shown in the below Figure 160.

PK| Registration User Role Assignment COMPANY SECRETARY ASSISTANT (M_. English ~

16:29:42 |L ... _.._....1]| COMPANY SECRETARY ASSISTANT (MAKER)

Figure 160: Mails Icon on blue ribbon
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15. List of Supporting Documents

TYPE OF
FORMAT
FILING SUPPORTING DOCUMENT REQUIRED s
CODE
EA1l Others PDF
Application letter from director of holding
EA1l PDF

company

Statement by two (2) directors of holding
EA1 PDF
company in Malaysia

EA1l Full company structure PDF

EA2 Application letter from director PDF
Reason for not submitting Financial

EA2 PDF
Statements in full XBRL Format

EA2 Others PDF

EA2 Validation output from prep tool Error Report EXCEL

EA3 Statutory declaration of director PDF

EA3 Application letter from director PDF

EA3 Unaudited Financial Statements PDF

EA3 Others PDF
Approval letter from Bursa Malaysia or

EA4A PDF
Securities Commission (For ESOS)

EA4A By laws ESOS (For ESQOS) PDF

EA4A Listing of the option holders (For ESOS) PDF
Application letter from director (For Director

EA4A PDF

interest/debenture/others)

Statutory declaration by all directors involved

EA4A PDF
(For Director interest/debenture/others)
EA4A Others PDF
EA4A Application letter from director (For ESOS) PDF
EA4B Application letter from director PDF
EA4B Statutory declaration by all directors involved PDF
EA4B Others PDF
EASA Others PDF
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TYPE OF
FILING SUPPORTING DOCUMENT REQUIRED FORMAT
e TYPE
EASB Others, please specify PDF
EA6 Others, please specify PDF
EA7 Others, please specify PDF
EA8 Application Appeal Letter PDF
EA8 Others PDF
AR1 Beneficial Owner TXT
AR1 Senior management template TXT
AR1 Nominee Director TXT
AR2 Beneficial Owner TXT
AR2 Senior management template TXT
AR2 Nominee Director TXT
AR3 Beneficial Owner TXT
AR3 Senior management template TXT
AR3 Nominee Director TXT
AR4 NA NA
AR1965 Attachment prescribed form PDF
AR1965 Form 56 for more than 500 member public PDF
company
FS-MFRS Auditors Report PDF
Statutory Declaration And Financial
FS-MFRS Statements at origin (HQ) or Foreign Company PDF
(only for foreign company)
FS-MFRS Audit Exemption Certificate PDF
FS-MPERS Auditors Report PDF
FS-MPERS Audit Exemption Certificate PDF
FS-EPC Auditors statements PDF
FS-EPC Certificate relating to an exempt private PDF
company
FS-CLBG Auditors Report PDF
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TYPE OF
FORMAT
FILING SUPPORTING DOCUMENT REQUIRED e
CODE
Statutory Declaration And Financial
FS-FC Statements at origin (HQ) or Foreign Company PDF
(only for foreign company)
FS-BNM Full Financial statements and reports PDF
Statutory Declaration And Financial
FS-BNM Statements at origin (HQ) or Foreign Company PDF
(only for foreign company)
KFI-MFRS Full financial statements and report PDF
KFI-MFRS Auditors Report PDF
KFI-MFRS Audit Exemption Certificate PDF
KFI-MPERS Full financial statements and report PDF
KFI-MPERS Auditors Report PDF
KFI-MPERS Audit Exemption Certificate PDF
KFI-CLBG Full Financial statements and reports PDF
KFI-CLBG Auditors Report PDF
Financial statements and report - Foreign
KFI-FC PDF
(Malaysian branch)
Statutory Declaration And Financial
KFI-FC Statements at origin (HQ) or Foreign Company PDF
(only for foreign company)
KFI-FC Auditors Report PDF
FS-CLBS-
Full Financial statements and reports PDF
1965
FS-CLBG-
Full Financial statements and reports PDF
1965
FS-EPC-
Auditors statements PDF
1965
FS-EPC- Certificate relating to an exempt private PDF
1965 company
Full Financial statements and reports Malaysia
FS-FC-1965 PDF

Branch
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TYPE OF
FORMAT
FILING SUPPORTING DOCUMENT REQUIRED TYPE
CODE
Statutory Declaration and Financial
FS-FC-1965 Statements at origin (HQ) or Foreign Company PDF
(only for foreign company)
FS-BNM-
Full Financial statements and reports PDF
1965
FS-BNM- Full Financial statements and reports PDF
1965 (Malaysia Branch)
Statutory Declaration and Financial
FS-BNM-
1965 Statements at origin (HQ) or Foreign Company PDF
(only for foreign company)
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16. Rectification Application Supporting Document

Application of SUPPORTING DOCUMENT FORMAT
Submission REQUIRED TYPE
Rectification of Register (Section
Rectification Filing PDF
602)
Rectification Filing Statutory Declaration PDF
Court Order Filing Court Order PDF

Version 2.3 September 2024 Page | 130



