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1.0 INTRODUCTION

1.1. E-SPC

This module is to enable employer to apply for Tax Clearance Letter for their employee
electronically. For Individual taxpayer, employer is required to submit a leaver notification using
CP22A/ CP22B and CP21 form. For Company, form CP7 must be submitted to enable SPC
being issued.
i. CP22 A (Pemberitahuan Pemberhentian Kerja Swasta)
a. Butir-butir Pekerja Yang Berhenti Kerja/ Bersara/ Meninggal Dunia
b. Butir-butir Saraan
c. Butir-butir Pendapatan Yang Belum Dilaporkan
d. Butir-butir Lain
e. Akuan Pegawai Yang Diberi Kuasa
i. CP22 B (Pemberitahuan Pemberhentian Kerja Agensi Kerajaan)
a. Butir-butir Pekerja Yang Berhenti Kerja/ Bersara/ Meninggal Dunia
b. Butir-butir Saraan
c. Butir-butir Pendapatan Yang Belum Dilaporkan
d. Butir-butir Lain
e. Akuan Pegawai Yang Diberi Kuasa
ii. CP 21 (Pemberitahuan Oleh Majikan Bagi Pekerja Yang Hendak Meninggalkan
Malaysia)
Particulars of The Employee Who Will Be Leaving Malaysia

Remuneration Details

a
b
c. Income of Preceding Years Not Declared
d. Other Particulars
e. Supported Documents
f. Declaration by Authorise Officer
iv. CP7 (Penyata Untuk Memohon SPC Bagi Syarikat Yang Tidak Aktif)
a. Kategori Pembubaran Syarikat
b. Pengesahan Maklumat
c. Akuan Pegawai Yang Diberi Kuasa
v. CP7C (Penyata Untuk Memohon SPC Bagi Syarikat)
a. Kategori Pembubaran Syarikat
b. Pengesahan Maklumat
c. Dokumen Sokongan
d. Akuan Pegawai Yang Diberi Kuasa
vi. CP7PT (Penyata untuk Memohon SPC bagi Perkongsian Liabiliti Terhad)
a. Kategori Pembubaran Syarikat

b. Pengesahan Maklumat
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Vii.

C.

Akuan Pegawai Yang Diberi Kuasa

CP7LE (Penyata untuk Memohon SPC bagi Entiti Labuan)

a.

b
C.
d

Kategori Pembubaran Syarikat
Pengesahan Maklumat
Dokumen Sokongan

Akuan Pegawai Yang Diberi Kuasa

This document is one of the guideline documentation on how to operate this e-SPC module.

There are two series of documentation that users need to read:
UM/SA01-01-00 — Access to MyTax
UM/SA02-00-00/ES — Navigate e-SPC Module

This is a document for 'UM/SA02-00-00/ES — Navigate e-SPC Module’

1.2. OBJECTIVES

This user manual will enable the user to:

Register CP21, CP22A, CP22B

Register CP7, CP7 (C), CP7(LE), CP7(PT)
Search, View, Update, Delete and Print
View SPC Status, SPC Letter.

a.
b.
c
d
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2.0 STEPS FOR CP21, CP22A AND CP22B INDIVIDUAL REGISTRATION

2.1. REGISTRATION CP21

In these steps, user will be able to register SPC for Individual.

i. Toregister new SPC, navigate to the eSPC Application page.

Application Status
S
No. Field Name/ Menu Action Remarks
1. |Application Navigate to left side Application of Tax Clearance Letter
menu, Application page is displayed.

i. Application of Tax Clearance Letter page will be displayed.

m Application of Tax Clearence Letter
Rt

LLLLL

S i Shinhl mi b Ty 8 H s T LT
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iii. From screen below, select Notification by Employer of Employee’s Departure from
Malaysia (CP21).

- T
m Application of Tax Clearence Letter
P

S e e RS | 5 e D e L1

No. Field Name/ Menu Action Remarks

1. |Individual Three (3) types of tax clearance letter

under Individual are displayed.

2. |Radio button — CP21 Select CP21.

3. |Next button Click on this button. CP21 form is displayed.
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= T
Motification By Employer of Employee's Departure From Malaysia (CP21)
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No. Field Name/ Menu Action Remarks
1. |Employer’s Information |Insert updated System will populate the employer
information. information accordingly.

Employer’s telephone number, email,
and address are prefilled (if any) and
editable.

2. |CP21 subsection Insert information. System will only allow to fill in the next
subsection once the previous

subsection is completed.
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2.1.1. Part A: Particulars of The Employee Who Will Be Leaving Malaysia
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No. Field Name/ Menu Action Remarks
1. |a. Identification Type Select identification type.
b. Identification/Passport | Fill in valid System will populate the taxpayer
Number identification/passport information accordingly.
number.
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No. Field Name/ Menu Action Remarks
Information is editable except for
taxpayer full name and income tax
number.
a. Date of |Insert or select any fields if| These fields are mandatory to be filled
Commencement of |necessary. in.
Employment
b. Expected Date to [Insertaddress line 1 If Overseas checkbox is checked, the
Leave Malaysia because it is mandatory state field will be hidden and the
c. Citizen fields. Others depend on | country field needs to select.
Date of Birth the selection.
e. Nature of If Overseas checkbox is unchecked,
Employment city, state and country fields will be
f. Employee’s disabled and the postcode field is
Telephone Number mandatory to be inserted. The country
g. Employee’s Email field will be set to Malaysia. Once the
h. Current address of postcode is inserted, the system will
employee populate the value of city and state.
i. Reason for departure
If expected date of return is entered,
the date must be larger than expected
date to leave Malaysia.
2. |Save button Click on this button. This is| Record will be saved.
mandatory action.
The following message will be
displayed.
Reset button will be hidden.
3. |Reset button Click on this button. System will clear all the inserted

information.
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2.1.2. Part B: Particulars of Remuneration

B Parfculars of Remuraratcn

LERRTIEE T TR h | [ TRE T PP BB | TR T
[ 2l e DR R T B DU R e Ll
Sprars oo, | Foaal | - -

| =T Urid |

.l_h s, 1n e bl wgen | |'.'..n.'r--' = B B RS Dl |
T hvackn || O als] = YLy |‘1|| '
% Gartem s son | [Farwne = [wrroey A |
4 cqzaly | |-_-.'\u pa v . = [T A | |
= Covoeas ot @ T k=T e | |::-'n"r.'_-'.; = ooy | ] | | |
| o leremres ouhirs diepie zzvebha

FETTTCCE T TR Il TR I TR [ = Ao a

L R Ak o
T lwokmibar erz e | | RONTI S b1 E AT n | |
X [e-rfaink-dceclbzms | | JRa— - A I'|| |
| L] L o e - - - - .-
TN o b vacoy Toowker ovm ol | |=.___".| . - Slramin A

T ol
L HA S L [ ] |-.-\.i- (LN LEE

sogimpeA wr=arh s selar e s By A I T S = el ra ey | g
T

T 0T el ol O e S e

[T, HER & T e - [ Ry AR [ m]

- i
SR |
No. Field Name/ Menu Action Remarks

a. From
b. Until
c. RM

Fill in the information.

Date Until must be larger than date

From.

RM fields will not calculate the cent

value.

Date From, Until and RM must be
completely filled in. Else, system will

display following message.

0 Pisase completa date Tro

bt B s anrecaE

Save button

Click on this button. This is

mandatory action.

System will save the information.
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2.1.3. Part C: Income of Preceding Years Not Declared

£, lcamez of Frocediog Teors kot Declased

CRIERLT IRETS

o
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No. Field Name/ Menu Action Remarks
1. |a. Type of Income Fill in the information. Cent values will not be calculated for
b. Year for Which Paid Total Income (RM) and Provident &
c. Total Income (RM) Pension Fund Contribution (RM)
d. Provident & Pension fields.
Fund Contribution
(RM)
2. |Reset button Click on this button. System will clear all the inserted
information.
3. |Add button Click on this button. Record will be added.
The following message will be
displayed.
Saved Successfully
4. E‘ Click on this icon.
o Reset [« Update
a. Reset: System will clear all the
inserted information.
b. Update: Record will be updated.
The following message will be
displayed.
& Updated Successfully
5. Click on this icon. The record will be deleted.
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No. Field Name/ Menu

Action

Remarks

The following message will be
displayed.

Deleted Sucoessfully

2.1.4. Part D: Other Parti

culars
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No. Field Name/ Menu

Action

Remarks

1. | Other Particulars

Fill in the information.

Cent value will not be calculated for
Employee contributions to
Employee Provident Fund or any
approved fund field.

2. |Save button

Click on this button. This

is mandatory action.

Record will be saved.

The following message will be
displayed.

Seved Sucoessfully

2.1.5. Part E: Supported Document

L. Supporfed Decumant

SRS R HT SPLGAD Fai UM b HI
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No.

Field Name/ Menu

Action

Remarks

1

Click on this icon.

System will display Please Choose box.

Please Choose

Click on this box.

Select the appropriate document from
computer. The document name will

display in the box.

Ensure the file names do not include
any special characters and the file size
does not exceed 3 MB and must be in

.pdf, .jpg, .jpeg or .gif file format only.

Upload button

Click on this button.

File will be uploaded and saved.

The following message will be

displayed.

& Document Sucressfully Uploadad

File uploaded

Click on the file name.

File will be downloaded.

i

Click on this icon.

System will delete the uploaded file.
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2.1.6. Part F: Declaration by Authorised Officer

F. Daclarition By Aulbarise Officer

ADHE EHED I E CHD A

=]
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Updabzd el 30525022

Shgn ard Hubmdt

Signature

| & l:.:m:-:l__

I

No. Field Name/ Menu Action Remarks
1. |Name System will populate based on MyTax
user login.
2. |Jawatan Fill in the information.
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No. Field Name/ Menu Action Remarks
3. | Nama Majikan System will populate based on No
Majikan keyed in earlier user login.
4. | Tarikh System will populate based on current
date.
5. |Save button Click on this button. Record will be saved.
M Saua
The following message will be
displayed.
& Saved Successfully
6. |Back button Click on this button. System will navigate to Application
Status screen.
3 EBack
7. | Submit Button Click on this button. System will pop up a window for user to
A declare that all the information given in
this form is true, correct and complete.
8. |Sign and Submit button | Click on this button System will pop up a new window for
ser to key in Reference Number and
Password.
_ »
Ea
9. |Reference Number and |Fill in the information Be sure to key in the correct

Password

identification/ passport number and

password.
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No. Field Name/ Menu Action Remarks

10. | Signature button Click on this button If the information keyed in is correct,

form wil be submitted and the following
EIEI'I:".UI'!
message will be displayed.

simeansefly suhine Tred of yoir sppdicanion

o=

Else, system will display following

message.

€ Falled to authanticate

11. | Cancel button Click on this button. System will reset reference number and
| @ Cancel password keyin.
12. x Click on this icon. System will close popup window.
icon

2.2. REGISTRATION CP22A

i.  From screen below, select Pemberitahuan Pemberhentian Kerja (SWASTA)(CP22A).

uuuuuuuu

A Ll B Smms wapiran e e el e e -

No. Field Name/ Menu Action Remarks

1. |Radio button — CP22A |Select CP22A.

2. |Next button Click on this button. CP22A form is displayed.
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No. Field Name/ Menu Action Remarks
1. | Maklumat Majikan Insert updated System will populate the employer
information. information accordingly.
Employer’s telephone number, email,
and address are prefilled (if any) and
editable.

2. |CP22A subsection Insert information. System will only proceed to the next
subsection once the previous
subsection is completed.
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2.2.1. Part A: Butir — Butir Pekerja Yang Berhenti Kerja/ Bersara/ Meninggal Dunia

A Dugir - Oukr Peknaga Tare HArness | Baris S Baresms o PARnraoal Lok -
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L St fan ! e ~TE
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No. Field Name/ Menu Action Remarks
1.| a. Jenis Pengenalan Select identification R
kL -
type. e
b. No Pengenalan/ |Fillin valid System will populate the taxpayer
Pasport identification/passport |information accordingly.
number.
Information is editable except for
taxpayer full name and income tax
number.
c. Tarikh Mula Bekerja Insert or select any These fields are mandatory to be filled
fields if necessary. in.
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No. Field Name/ Menu Action Remarks
d. Sebab
Pemberhentian Kerja Insert address line 1 If Overseas checkbox is checked, the
e. Tarikh Lahir because it is state field will be hidden and the country
f. Jenis Persaraan mandatory fields. field needs to be selected.
g. Taraf Perkahwinan Others depend on the
h. No Telefon selection. If Overseas checkbox is unchecked,
i. E-mel city, state and country fields will be
j- Alamat Surat- disabled and the postcode field is
Menyurat Terkini mandatory to be inserted. The country
field will be set to Malaysia. Once the
postcode is inserted, the system will
populate the value of city and state.
Date will be required once Sebab
Pemberhentian Kerja field is selected.
If Sebab Pemberhentian Kerja is
Kematian, Maklumat Wakil Sah field will
be displayed. This field is optional to be
fill in.
If Taraf Perkahwinan is Berkahwin,
Maklumat Pasangan field will be
displayed. This field is optional to be fill
in.
2. | Simpan button Click on this button. Record will be saved.
This is mandatory
action. The following message will be
displayed.
@ Beraya Disimpan
Semula button will be hidden.
3. | Semula button Click on this button. System will clear all the inserted
information.
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2.2.2. Part B: Butir — Butir Saraan
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No. Field Name/ Menu Action Remarks

a. Dari
b. Hingga
c. RM

Fill in the information.

Date Until must be larger than date

From.

RM fields will not calculate the cent

value.

Date Dari, Hingga and RM must be
completely filled in. Else, system will

display following message.

[ I ko badenin Sk did, Larikh hing gadan jurnksh
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No. Field Name/ Menu

Action

Remarks

Simpan button

Click on this button. This is

mandatory action.

System will save the information.

2.2.3. Part C: Butir — Butir Pendapatan Yang Belum Dilaporkan
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No. Field Name/ Menu Action Remarks
1. |a. Jenis Pendapatan Fill in the information. Cent values will not be calculated for
Tahun Diperoleh Jumlah Pendapatan (RM) and
c. Jumlah  Pendapatan Caruman KWSP Pekerja (RM) fields.
(RM)
d. Caruman KWSP
Pekerja (RM)
2. | Semula button Click on this button. System will clear all the inserted
information.
3. | Tambah button Click on this button. System will display following message.
@ Barjaya Disimpan
4, [T_f Click on this icon. ‘2 Semula | | & Kemaskini
a. Semula: System will clear all the
inserted information.
b. Kemaskini: Record will be updated.
The following message will be
displayed.
& Eardayn Heamsckinl
5. m Click on this icon. Record will be deleted.
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No. Field Name/ Menu Action Remarks
The following message will be
displayed.
& EBorjoya Dihapus
2.2.4. Part D: Butir — Butir Lain
L. Buliv - Bubin Lan -
ilar deee =y e ek s ok ralllomide = s Do & beoas semnd .
C rmet loaagreea lewe g s onpia Ll D-Hdarnbrer bl -
X ot pd o ol Sekan i
(L T o LR B RUEICE LY ot o B T TR R e T E s

No. Field Name/ Menu Action Remarks
1. | Butir-Butir Lain Fill in the information. Cent value will not be calculated for
Caruman pekerja kepada KWSP atau
kumpulan wang yang diluluskan
field.
2. | Simpan button Click on this button. This | Record will be saved.

is mandatory action.

The following message will be
displayed.

& Barfva Disimpan
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2.2.5. Part E: Akuan Pegawai Yang Diberi Kuasa

E. Aavar I-'r.!_-l“ui Yang Disern Kuasa - £y

FRCHTT WHE I, BN B W00 L

Huia:
.
=
HSays MOHD KHAIZLL IMRAN BIM MOHE ALl danprar ini
mengakul bahawa maklumat vang diberikam dalam
borsang ini adalah anar, betu] dan lengkag.
Tarikh Kemasainl: 131/2023
Tandatangan
Mizrmibar Kujuksn
Fata Laluan -
By -1
No. Field Name/ Menu Action Remarks
1. |Name System will populate based on MyTax
user login.
2. |Jawatan Fill in the information.
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No. Field Name/ Menu Action Remarks
3. | Nama Majikan System will populate based on No
Majikan keyed in earlier user login.
4. | Tarikh System will populate based on current
date.
5. | Simpan button Click on this button. Record will be saved.
m Simipan
The following message will be displayed.
& Berjaya Disimpan
6. | Kembali button Click on this button. System will navigate to Application Status
& Kembali screen.
7. |Hantar button Click on this button. System will pop up a window for user to
m declare that all the information given in
this form is true, correct and complete.
rrangakad b makkema yang 4Feiken dalsm
Tk Enrvaskd rd: 1IN0
8. | Tandatangan dan| Click on this button System will pop up a new window for user
Hantar button to key in Nombor Rujukan and Kata
»
... Y
9. |Nombor Rujukan dan | Fill in the information Be sure to key in the correct identification/

Kata Laluan

passport number and password.
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x icon

No. Field Name/ Menu Action Remarks
10.| Tandatangan button Click on this button If the information keyed in is correct, form
- wil be sumitted and the following
T ] W R
message will be displayed.
Harrzesslully sl of o o pglisstor
=
Else, system will display following
message.
© Tidak berjaya disahkan.
11.| Batal button Click on this button. System will reset reference number and
| @ Batal | password keyin.
12. Click on this icon. System will close popup window.
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2.3.

REGISTRATION CP22B

From screen below, select Pemberitahuan Pemberhentian Kerja (Kerajaan)(CP22B).

]

No. Field Name/ Menu Action Remarks
1. |Individual Three (3) types of tax clearance letter
under Individual are displayed.
2. |Radio button — CP22B | Select CP22B.
3. |Next button Click on this button. CP22B form is displayed.
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SAnling 1 el sl Atne L TEE AR el Parrdaa ol T

[N RPN PR Lf PR P TR T

-9 Pemberitahuan Pemberhentian Kerja (Kerajaan) (CP22B)

[FURSERSYE S 000 AKTE CLUKAIPEFNOAFATAN 1967] |

T A R RO TR e W ey e ] e

[P RF LT T T R

& i wr W A e ez S T T SRR WO R P

- Waklwvat Klajkan

Fomrablphn

FRECINL A OO i TG =T

Foo M e

L S

LB (L e

L LR LA Hie ot

Lol

clawl®

Lime M

% TITEL

Her

WA AL E e

Bt b P o angy Ben wi-wr K Bavasns Wi gggal Do

= Enr-outrSoracn

. Busi Buln Fandieila Ty Sau

T EH=-D.Erias

Saudn i pmar T Laise Blass

ZHapin b

ER TR L L AT

Aam

o LA R T R ]

SOFE B

F

No.

Field Name/ Menu

Action

Remarks

Maklumat Majikan

Insert updated information

Only editable fields are allowed to be

updated.

CP22B subsection

Insert information

System will only proceed to the next
subsection once the previous

subsection is completed.
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2.3.1. Part A: Butir — Butir Pekerja Yang Berhenti Kerja/Bersara/Meninggal Dunia

- e T
g Bt bl ] e o
e T S TR

“Erayea !

S LR U R

. Thrilr-tuiE e Pakars Pang Oerheckl KEaray Carssre” Menl 1D
g 1 o

Foz Twnlar Mok fa i g Dot ol Do !

- RIR O L=

L [Be 3§

Liar gl

S - e Tede !

e LURLI ) )

RLE it g EEe B

T~ ahkeTi
S anf gy [ m]
(EEPRR SR WELIF FERY 1 ‘
AR b o
] LN ookl =an
L [a] hi
e Faeamwr Fagad T
[ I'ilhen
] Brad ek -
LRI, N -
T Foer g Skl Goplacsd
AL NWETAT '
Sy
“ [2] B i
¥ Chrpsn N Bk
No. Field Name/ Menu Action Remarks
1.|a. Jenis Pengenalan Select identification s R
T | i

type.

ETWILTTHA R REI

b. No Pengenalan/ |Fill in valid System will populate the taxpayer
Pasport identification/passport |information accordingly.
number.

Information is editable except for
taxpayer full name and income tax

number.
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No. Field Name/ Menu Action Remarks
c. Tarikh Mula Bekerja Insert or select any These fields are mandatory to be filled
d. Sebab fields if necessary. in.
Pemberhentian Kerja
e. Tarikh Lahir Insert address line 1 | If Overseas checkbox is checked, the
f. Jenis Persaraan because it is state field will be hidden and the country
g. Taraf Perkahwinan mandatory fields. field needs to select.
h. No Telefon Others depend on the
i. E-mel selection. If Overseas checkbox is unchecked,
j- Alamat Surat- city, state and country fields will be
Menyurat Terkini disabled and the postcode field is
mandatory to insert. The country field
will be set to Malaysia. Once the
postcode is inserted, the system will
populate the value of city and state.
Date will be required once Sebab
Pemberhentian Kerja field is selected.
If Sebab Pemberhentian Kerja is
Kematian, Maklumat Wakil Sah field will
be displayed. This field is optional to be
fill in.
If Taraf Perkahwinan is Berkahwin,
Maklumat Pasangan field will be
displayed. This field is optional to be fill
in.
2.| Simpan button Click on this button. Record will be saved.
This is mandatory
action. The following message will be
displayed.
@ Beraya Disimpan
Semula button will be hidden.
3. | Semula button Click on this button. System will clear all the inserted
information.
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2.3.2. Part B: Butir — Butir Saraan

B, Berlr-tastir Farasn -
Hide =lads wmne pop  bvmsnl s Lds oo . T = Fermaes
bk barzchade b satara ad miar maasiegE Tere
i bert B vl b Ry s e TR ) i
o | e
(I i AR T, LR T Sl Y ey [m] | 'r T —
£ i 1Y EER s [m] | | S -
1 Lo e SelEane dlrarstoes [m] | SEOT TN —-
€1 Iewge 1% LR TS [m] | S =
B cmmurer mywe mdd wpe o ..il--...'_-\.,-\. m | | RUETEI = ’ -
P L I I L SR L T ™
. ir e i mri e =
|
F Taroende sl mmibr o [m] SEOT TS -
B ey e e b g wn oy b < e ko A o P =
ELE] :
s D - @ wan aaladr Cecimace v g pepetr
W R, o e T B 1% EEa s [m] ST =
ATt rRL S R et e e
24 o i o s e ety s ] .'.'.."r Tt =
= - - - r
T L ke B sk v ks
[ E B ] n STOTTL =
L= H - L W aRsh : :
I SH awa j
5 Simzan
No. Field Name/ Menu Action Remarks

a. Dari
b. Hingga
c.RM

Fill in the information.

From.

value.

Date Until must be larger than date

RM fields will not calculate the cent

Date Dari, Hingga and RM must be
completely filled in. Else, system will

display following message.

[ I ko badenin Sk did, Larikh hing gadan jurnksh

Simpan button

Click on this button. This is

mandatory action.

System will save the information.
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2.3.3. Part C: Butir — Butir Pendapatan Yang Belum Dilaporkan

C. Bulir - Bukir Percupatan Yang Babor D6

e Pl e

mperkar

- |

Sl e el s Tuwan I parchdi -vrinT Parzezme KD Zauren 1 VAP Malar]s [ILT “irakakar
0 Fi=o] [ o] T".:l- & -
No. Field Name/ Menu Action Remarks

1. |a. Jenis Pendapatan

b. Tahun Diperoleh

c. Jumlah Pendapatan
(RM)

d. Caruman KWSP
Pekerja (RM)

Fill in the information.

Cent values will not be calculated for
Jumlah Pendapatan (RM) and
Caruman KWSP Pekerja (RM) fields.

2. | Semula button

Click on this button.

System will clear all the inserted
information.

3. | Tambah button

Click on this button.

System will display following message.

& Barjaya Disimpan

4. E‘

Click on this icon.

= Demula l I 1& Kamaskini

a. Semula: System will clear all the
inserted information.

b. Kemaskini: Record will be updated.
The following message will be
displayed.

& Eardayn Heamsckinl

Click on this icon.

Record will be deleted.

The following message will be
displayed.

& Borprya Dihapus
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2.3.4. Part D: Butir — Butir Lain

L. Buliv  Bulir ban
Ilar doer =y g s b an okl - rullkmk - Se-Lora becdln soacd
£ rmet Foargriiea e aarg - beyba L D H dar i iran il
¥ i prdorss oeal cdinad ol

(LRSS Tl e o I EE SR (et o B g T PR et ] PR

1%

No. Field Name/ Menu Action

Remarks

1. | Butir-Butir Lain Fill in the information.

Cent value will not be calculated for
Caruman pekerja kepada KWSP atau
kumpulan wang yang diluluskan
field.

2. | Simpan button Click on this button. This

is mandatory action.

Record will be saved.

The
displayed.

following message will be

& Barjava Disimpan

2.3.5. Part E: Akuan Pegawai Yang Diberi Kuasa

E, Azuan Prgawal Yang Hssan Kunsa
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Sy HOHD KHAIZUL IMRAH AIN FOHE AL danpgar ini
mengakul bahawa maklumar yang diberikan dalam

borsang ini adalah anar, betu] dan lengkag.

Tarikh Kemassini: I3/10&028

Tandatangan

Mizribnr Hujussn

Kata Laluan
- Tarsdatangam & Eatal I -

I
[+]

Simpan button

o Simpan

No. Field Name/ Menu Action Remarks

1. |Name System will populate based on MyTax
user login.

2. |Jawatan Fill in the information.

3. | Kementerian/ Jabatan |Fill in the information.

4. | Nama Majikan System will populate based on No
Majikan keyed in earlier user login.

5. | Tarikh System will populate based on current
date.

6. Click on this button. Record will be saved.

The following message will be displayed.

& Berjaya Disimpan
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No. Field Name/ Menu Action Remarks
7. | Kembali button Click on this button. System will navigate to Application Status
& Eembali screen.
8. | Hantar button Click on this button. System will pop up a window for user to
m declare that all the information given in
this form is true, correct and complete.
rrangakad b makiema yang 4Feiken dalsm
Tk Enrvaskd rd: 1IN0
9. | Tandatangan dan| Click on this button System will pop up a new window for user
Hantar button to key in Nombor Rujukan and Kata
o
=3 | -
10.| Nombor Rujukan dan | Fill in the information Be sure to key in the correct
Kata Laluan identification/passport number and
password.
11.| Tandatangan button Click on this button If the information keyed in is correct, form
- wil be sumitted and the following
T el £ 1N R 1
message will be displayed.
s seasluliy sobeniled of oo opgelisstios i
=2
Else, system will display following
message.
© Tidak berjaya disahkan.
12.| Batal button Click on this button. System will reset reference number and

password keyin.
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No. Field Name/ Menu Action Remarks
| @ Batal |
13. x Click on this icon. System will close popup window.
icon
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2.4. GROUP APPLICATION

From screen below, select Group application.

Application of Tax Clearence Letter

oo

LR S R TR s SR T )

Bl ey Vi oy g s B M s TN

L

e W P VT

R =

1. |Radio button - Group |Select Group application.

application

2. | Next button Click on this button. Muat Naik Data Surat Penyelesaian
Cukai (SPC) Individu will be displayed.

ii. Upon selection from application screen above, the following screen will be displayed.

1.|Radio button - Select CP22A. System will display the upload box.
CP22A
2. | Sila Pilih Click on this box. Select the appropriate document from computer. The
document name will display in the box.
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Be sure the file name follows the file name format and

must be in .txt file format only.

File size must not exceed 3MB.

3.| Seterusnya Click on this button. System will display list of details as below:

If no file is selected, error message will be displayed

as below:

Click on Muatnaik System will display successful message if validation is

button. a success.

System will display error if validation is not successful.
Please refer to the Guideline provided for layout

format.

Click Batal button. System will navigate to previous screen.

2.5. UPLOAD DOCUMENT FOR CP22A/CP22B

i. From screen below, select either CP22A/CP22B.
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No. | Field Name/ Action Remarks
Menu
1.|Radio button — Select either CP22A/ | System will display the upload box.
CP22B CP22B.

2. | Sila Pilih Click on this box. Select the appropriate document from computer. The
document name will display in the box.
Be sure the file name follows the file name format and
must be in .txt file format only.
File size must not exceed 3MB.

3.| Seterusnya Click on this button. System will display list of details as below:

If no file selected, error message will display as below:

B s lr vwmirr Hoivoma | pasniben dde aokiod soam el

Click on Muatnaik

button.

System will display successful message if validation is

a success.

System will display error if validation is not successful

as follow:

B ik ball ek B i ik S e S i i at

SRIATU YHNE S pEpark e

Please refer to the Guideline provided for layout

format.

Click Batal button.

System will navigate to previous screen.
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2.5.1. Declaration

filan Frpsaal Feap Dlkar Kunes

k= . Rt KRR FASSR Rl BT & .

faratan -
Hols :

Ot @a koo in pila it ool i il el kot Babeao 1 migikan
ks Ssrgen sarusboken sakarpan B0 RingpE A S sscayen 56 Shis
modiml Eredaptian [&ET

E Huntwr o Tumclu

L3
Saya WEIHD KHARZIL IMRAK BM HORD AL dangas im
mangeaui bulwws maklumel yang diberikes dulam
barang ini dalah banar. becul dan leegkop
Tar s Kamuakini: 1340707202z
x
Thrdatwngar
kumbzr Hujuke
LAt | an: -
@ Baal
No. Field Name/ Menu Action Remarks

1. | Nama

System populate from Mytax login.

2. |Jawatan

Fill in the information.

3. | Hantar button

Click on this button.

4. | Semula button

Click on this button.

System will reset nama and jawatan
fields.

5. | Tandatangan dan

Hantar button

Tandatangan dan Hantar

Click on this button

System will pop up a new window for user
to key in Nombor Rujukan and Kata
Laluan.
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No. Field Name/ Menu Action Remarks
»
6. |Nombor Rujukan dan Fill in the information Be sure to key in the correct identification/
Kata Laluan passport number and password.
7. | Tandatangan button Click on this button If the information keyed in is correct, form
wil be sumitted and the following
“To mel] G o 2R 1
message will be displayed.
Harrzesslully sl of yeo e o pgelisstor i
=)
Else, system will display following
message.
© Tidak berjaya disahkan.
8. | Batal button Click on this button. System will reset reference number and
| @ Batal | password keyin.
9. Click on this icon. System will close popup window.

x icon
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3.0 STEPS FOR CPC7(C), CP7, CP7(LE) AND CP7(PT) ORGANISATION
REGISTRATION

3.1.  TAX CLEARANCE FOR ORGANISATION

i For company, there are two (2) types of Tax Clearance Letter: CP7(C) and CP7.

T
m Application of Tax Clearancs Latter
e
Bamima

SIS Chmmppe aHas T H Ve [ snmpgune

N

iii. For Limited Liability Partnership (PT), only one (1) type of Tax Clearance Letter:

CP7(PT).
_z

g p— W D R T T e L

)
T
Application of Tax Clearance Letter

p N
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3.1.1. CP7(C) Application

i To register new SPC for CP7(C), navigate to Application page.

Application Status

No. Field Name/ Menu Action Remarks
1. |Application Navigate to the left side | Application of Tax Clearance Letter
menu, Application page is displayed.

ii. Application of Tax Clearance Letter page will be displayed.

iii. From screen below, select Application of Tax Clearance Letter for Company

(CP7(C)).

m Application of Tax Clearenca Latter

Eepbimuw

LHIE.

Sfidn e ¥ impm e P G sy i i1

[Ln#

No. Field Name/ Menu Action Remarks

1. |Radio button — CP7(C) |Select CP7(C).

2. | Next button Click on this button. System will display CP7(C) application
screen.

If SPC is already registered, the

following message will be displayed.

B s O mrsnes LS e T meesire e b se- has bean

rRoieA e
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: — e 1
A o Application of Tax Clearence Letter For Company (CFHC))
e L= T T
No. Field Name/ Menu Action Remarks
1. | Company Information System will populate the company

information accordingly.

Category of Dissolution

of The Company

Select the category option.

A, Category of Dissclution of The Company

3. | Information Verification | Select the verification
option.
4. | Supported Document Upload document List of supported documents are based

the

selection.

on Category of Dissolution

Ensure the file names do not include
any special characters and the file size
does not exceed 3 MB and must be in

.pdf, .jpg, .jpeg or .gif file format only.

Supported documents are mandatory

upon submission.

.| Declaration

Fill in the required field.

.| Save button

Click on this button.

Record will be saved.
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No. Field Name/ Menu

Action

Remarks

The
displayed.

following message will be

& Saved Successfully

Reset button will be hidden.

7.|Reset button

Click on this button.

System will clear all the inserted

information.

3.1.1.1 Declaration

L Declarstian

T o 3R

il a0 el T, e ed T O el
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Signatise

Reforenos Mumiber

No.

Field Name/ Menu

Action

Remarks

Submit button

Click on this button.

System will pop up a window for user to
declare that all the information given in

this form is true, correct and complete.

FTHD SHAITIL S FU 0T dl e s § F il
By el (DT A e b 1w Ak
Eciruadan @ liah S ew e ca sl hers e
prom s e ek pe gl TEEL e e hwa s
Taw i "PPT awp woindilalaligh e d s smnlomas
=rarier qknl ke lpve et ee ¥ skl = e

(U p UL LB B B I | P
Tameand iogh)l RIS DR,

Uperomd B O il

Sign and Submit button

Click on this button

System will pop up a new window for user
to key in Reference Number and

Password.
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x icon

No. Field Name/ Menu Action Remarks
"
prana
3. |Reference Number and | Fill in the information Ensure to key in the correct identification/
Password passport number and password.
4. |Signature button Click on this button If the information keyed in is correct, form
m wil be sumitted and the following
message will be displayed.
suszessluliy s el of o spgeliestiog )
=)
Else, system will display following
message.
€ Falled to authenticate
5. | Cancel button Click on this button. System will reset reference number and
& Canca password keyin.
6. Click on this icon. System will close popup window.
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3.1.2. CP7 Application

i. From screen below, select Application of Tax Clearance Letter for Defunct

Company (CP7).
m Applleation of Tax Clearence Letber

="

No. Field Name/ Menu Action Remarks
1. |Radio button — CP7 Select CP7.
2. | Next button Click on this button. System will display CP7 application

screen.

If SPC already registered, the following

message will be displayed.

EII I L s LA e ook ieecar W Riom - has besn
e e

Application of Tax Clearance Lettar For Dafunct Company (CP7)

dmai @l e
Mlidat

B idl

SETEary oI Er e
u S
-" atsgwry el E S FIE LN ]
- ke o e
TRIER T

No. Field Name/ Menu Action Remarks
1. | Company Information System will populate the company
information accordingly.
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No. Field Name/ Menu

Action

Remarks

2.|Category of Dissolution
of The Company

Select the category option.

A Category ol Disscdalion ol Tha Ceenpry

3. | Information Verification

Select the verification

option.

Address information will populate

accordingly.

If Overseas checkbox is checked, the
state field will be hidden and the

country field needs to be selected.

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

populate the value of city and state.

4. | Declaration

Fill in the required field.

5. | Save button

Click on this button.

Record will be saved.

The following message will be
displayed.

& Saved Successully

Reset button will be hidden.

6. | Reset button

Click on this button.

System will clear all the inserted

information.

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

Restricted

Page 49 of 68




HITS User Manual

3.1.2.1 Declaration
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SignaLumn

Reforenos Humiber

No. Field Name/ Menu Action Remarks
1. | Submit button Click on this button. System will pop up a window for user to
m declare that all the information given in
this form is true, correct and complete.
e Ev S0 22 e At
et @ Idh e o A Sa el Pars e
::...r...:r..::;:.l.:lr:u' RO I | P
[EETE T PURTH [H R £ 0 0
Uprried B O il
2. | Sign and Submit button | Click on this button System will pop up a new window for user
m to key in Reference Number and
Password.
"
“pra
3. |Reference Number and | Fill in the information Ensure to key in the correct
Password identification/passport  number  and
password.
4. |Signature button Click on this button If the information keyed in is correct, form

wil be sumitted and the following

message will be displayed.
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No.

Field Name/ Menu

Action

Remarks

Huoscnsluliy sobeiliod of youe apgliesliog

=

Else, system will display following

message.

3 Falled to authenticata

Cancel button

@ Canen

Click on this button.

System will reset reference number and

password keyin.

x icon

Click on this icon.

System will close popup window.
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3.1.3. CP7(LE) Application

i. From screen below, select Application of Tax Clearance Letter for Labuan

Entity (CP7LE).
m Applization of Tax Cloarcnes Lr'r'rnr
No. Field Name/ Menu Action Remarks

1. |Radio button — CP7LE | Select CP7LE.

2. | Next button Click on this button. System will display CP7(LE) application

screen.

If SPC already registered, the following

message will be displayed.

£ e Cmaranes LEEE e e Tme et 32 birm e has haan

recobeA e

m Application of Tax Clearenca Lotter For Labuan Entity (CPT{LE})

i
R AT |V EECTI 22 O THE LB BN ATTATTY THE ST R0

HEFELE

et il 2 e o

Elsngepid hmkadamird e loiegs Fellp
(B FPERIETE LR i J R

Jf R
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No. Field Name/ Menu Action Remarks
1.|Labuan Entity System will populate the Labuan Entity
Information information accordingly.
2.|Category of |Select the category option. | A. Categary of Dissalution of The Labuan Entity
Dissolution of The
Labuan Entity ks 4
3.|Information Verification |Select the verification
option.
4.| Supported Document | Upload document List of supported documents are based
on the Category of Dissolution selection.
Ensure the file names do not include any
special characters and the file size does
not exceed 3 MB and must be in .pdf,
.jpg, .jpeg or .gif file format only.
Supported documents are mandatory
upon submission.
5.| Declaration Fill in the required field.
6.| Save button Click on this button. Record will be saved.
The following message will be
displayed.
& Saved Successiully
Reset button will be hidden.
7./ Reset button Click on this button. System will clear all the inserted
information.
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3.1.3.1 Declaration
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No. Field Name/ Menu

Action

Remarks

1. | Submit button

Click on this button.

System will pop up a window for user to
declare that all the information given in

this form is true, correct and complete.

[ 3

BT HO SHJTIN SRS P A TH d L e = § L i e
By ol 00D b 1T ke
oy RN PP S PR | es T
ware ek e g b opd CIRTEL e e b rw
e lal LERLEN VIR T]
RLTILTE FEEES
[ TR S HH L L FE T Ea |
Tameand PO U

ok | e e

Lprrimd Bt O idiat

2. | Sign and Submit button

Click on this button

System will pop up a new window for user

m to key in Reference Number and
Password.
o
prana
3. | Reference Number and | Fill in the information Ensure the correct identification/

Password

passport number and password is keyed

in.

4. | Signature button

Click on this button

If the information keyed in is correct, form

wil be sumitted and the following

message will be displayed.

oz enslully sulanilbed of oo apgeliostor
=)
Else, system will display following
message.

& Falled to authenticata

5. | Cancel button

@& Canen

Click on this button.

System will reset reference number and

password keyin.
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No.

Field Name/ Menu

Action

Remarks

x icon

Click on this icon.

System will close popup window.
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3.1.4. CP7(PT) Application

i. From screen below, select Application of Tax Clearance Letter for Limited

Liability Partnership (CP7PT).

Application of Tax Clearance Letter

(= TR T LT L LR Ry TR e ey o)

i P b il - P

T L 1]

No. Field Name/ Menu Action Remarks
1. |Radio button — CP7PT| Select CP7PT.
2. |Next button Click on this button. System will display CP7(PT) application

screen.

If SPC already registered, the following
message will be displayed.

EII Iws Ll mraras LHSA s e s iecard 32 b ise has bean
rRobeA e

A e

Application of Tax Clearence Lettar For Limited Liability PEIIIHI::EH|P
(CPTLPT))

Lewdimi iian I'|:| Farizsabip rhsmainn

pad
- ki
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No. Field Name/ Menu Action Remarks
1.|Limited Liability, System will populate the company
Partnership Information information accordingly.
2.| Category of | Select the category option. | & frurm =ire e mledl b 3 Seeocbiy
Dissolution of The s _ _
Limited Liability
Partnership

3.| Information

Verification

Select the verification

option.

4.| Declaration

Fill in the required field.

5.| Save button

Click on this button.

Record will be saved.

The following message will be displayed.

& Soved Successiully

Reset button will be hidden.

6./ Reset button

Click on this button.

System will clear all the inserted

information.

3.1.4.1 Declaration

C. Déclarstian

e W
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Fasieeant

Signatise

Reforenos Mumiber

No. Field Name/ Menu

Action

Remarks

1. | Submit button

Click on this button.

System will pop up a window for user to
declare that all the information given in

this form is true, correct and complete.

BTHN SHIITIL YRS P L 0T d1 e s § i e
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Enfcindan @ lidh LWdis e R [P T

sk e e )
Tawhd "PET qwp weipdilalalighiedinsmnlomen
wrarier qbnlkr lpair s fee o ekl aes s
[P TR E R o PR L R T B e PP | iy P
Tnaweand gl WIS PEEE

Uprried B O il

2. | Sign and Submit button

Click on this button

System will pop up a new window for user

to key in Reference Number and

Password.
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x icon

No. Field Name/ Menu Action Remarks
"
prana
3. |Reference Number and | Fill in the information Ensure to key in the correct
Password identification/passport  number  and
password.
4. |Signature button Click on this button If the information keyed in is correct, form
m wil be sumitted and the following
message will be displayed.
=
Else, system will display following
message.
€ Falled to authenticate
5. | Cancel button Click on this button. System will reset reference number and
@ Cancy password keyin.
6. Click on this icon. System will close popup window.
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40 ACTION

4.1. SEARCH, VIEW, UPDATE, DELETE AND PRINT

4.1.1. Search

i.  AtApplication List Menu screen, fill up the searching criteria.

No. Field Name/ Menu Action Remarks
1. | a. Income Tax |Insert searching parameter. |Income tax number can be search
Number using wildcard parameter.
b. Name Input searching parameter. |Name can be search using wildcard
parameter.
c. Form type Select form type from the |System will display dropdown list if
dropdown list record exist.
2. |Search Button Click on this button. Result will be shown based on the
search parameter.
3. |Reset Button Click on this button. System will reset inserted data.
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4.1.2. View

olie ELRE By LR Rare ] Setban

No. Field Name/ Menu Action Remarks
1. @ Click on this icon. System will display the application in
view-only mode.
4.1.3. Update
nLRETTE et "HEH BH Lol K B B ) nw ‘Ed rnsm 2 = F &
No. Field Name/ Menu Action Remarks
1. E,r‘ Click on this icon. The selected record will be displayed
and can be updated.
4.1.4. Delete
TR lacT "HEH BH Lol K B B ) nw ‘Ed rnsm = = F g
No. Field Name/ Menu Action Remarks
1. Click on this icon. System  will display  confirmation

o

message as follows:

Are yau wrd pou e e dalesel

BN -

Click Yes button.

Record will be deleted.

The following message will be displayed.

R E¥FINEL-TOTswET

Click No button.

System will close the popup screen.
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4.1.5. Print

4.1.5.1 e-Borang

No. Field Name/ Menu Action Remarks
1. g Click on this icon. System will display the e-Borang.
2. | Click on this icon. System will display the confirmation
- receipt.

ol

LEMEAGA HASIL DALAM NEGERI MALAYSIA
(APPLICATION OF TAX CLEARAMCE LETTER FOR COMBANY)]
MALAY S A

Company Infermation

Fame af Campany THE IMEICE SC00P S0 BHD CP - LT

incame Ta C |27002068030 Reference Mumber
kumber (Registration Mumber)
Empiceyer's Mumber E |SO00101108

A, Category of Dissalution of The Compary

rark as applicable
kembers' valuntary winding-up Winding-up by court andes

Credioes woluna ry winclioeg -up H Cemsation of Businecs (Foraign company]

B. Information Verificxtion

Feraby st the folcesing infoamation

a lama
H Campany Direcior
Liguidater
Teiw Agent

bl This compary
H Wil submit Foemi C untd curent year of assessment ard Foem E far all years of rermunerabon wherebsy the
commpany & still operating and  or 25 demanced by the Direcior General af infand Bevenue (DGR
Has submitted Form C untl cument peer of 2ssessment and Form E for all years of remuneration wheneby the
company i still operating and § or &z demanded by the Direcior General of Infand Revenue (DGR
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No. Field Name/ Menu Action Remarks
1. m Click on this icon. System will display the print dialog box.
2. E Click on this icon. System will download the e-Borang.

4.1.5.2 Confirmation Receipt

MALAYSIA

PEMGESAHAMN PEMNERIMAAN E-5PC SYARIKAT
ACKNOWLEDGEMENT RECEIPT COMPANY E-5PC

Hombar Siri

Serio! Mumber
hama Syariles

Mome Corpany

Feo il uka Perclagalan

g Tax R,

ko Rujukan [MaPendaftaran)
Reference Mo, (Registration Ao
Kategon Pembubsran Syarikat
Cotenory of Dasofution of Searskat
Ferakuan dan ditandatangani cleh
Crecinration amd® sigoen iy
SAveETan

Chsignanicd

Tarikh dam Maza

Dt gvag) Trrme

Alaimian P

IF Adress

E522 00000650
THE IMSIDE 50008 50K GHD CP - LT

2 TE0EE0a0

Sermbaimenlian pEriagaan [Svsrikal Eing)
Bucinees Stop fFoeign compang)

1ICusEAH
Lt ol

0T

-

“=takan kamputer ini tdak memerdukan tancatangan]

[Camaursy gevneraitd does Aol regunrad signatural

No. Field Name/ Menu Action Remarks
1. m Click on this icon. System will display the print dialog box.
2. E Click on this icon. System will download the receipt.
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4.2. EMAIL NOTIFICATION

4.2.1. Employer

o HITE- Hacil Inmagrabad Tas Sysiam <HITS SHASILOO Y
el Fridpy, 2% fagusy, 2023 1034 451

Toe

Syhject: Rakluman Monerimaan Borang

FEMBERITAHLUAN PEXNERINMAAN BORANG PERATOHUMNAN SURAT PERMYELFSALAN CURAL BAL]
SYARIKAT (CFT(CT
Werujuk penzana i alas

2 Dimaklumian babaraa Bocarg PFERMOHOMARN SURAT FENYELESAIAN CLIKAI BAG]I SYARIKAT [CPTICH
Wb diterrng szl bkl

MAKLUMAT PEMERIMAAN BORANG PERMOHONAN SURAT PEMYELE SAIAN CUKAI BAG]I SYARIKAT

[EFTIEN
Hama Majikan ESFRESS0 PREMILIM OO0
Ha. Rujukan (Mo Pendaftaran] - LLP3IZ356
Ha, Cukai Pendapatan G ATE0G4020
Tenira kasih
No. Field Name/ Menu Action Remarks
1. |Email Once submission succeeded, email will

be sent out to the provided employer
email address.
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4.2.2. Branch

o HITE- Hacil Inmagrabad Tas Sysiam <HITS SHASILOO Y
senml: Fridey, 2% fagust, 20232 1034 A1

L=

Syhject: fakluman RenErinmaan Borang

SYARIKAT (CFT(CT

Werujek pa=amE o @las

Welah elilierirns segerl Lokl

FEMBERITAHUAN PEXERIMAAN BORANDE FERADHUNAN SURAT PENYELESALAN CURAL BAG]

2. Dimakluri<an baherasa Borarg PERMOHOMNAR SURAT PENYELEZAAK CUKAI BAGI EYARIKAT [CPTIC)

MAKLUMAT PEMERIMAAN BORANG PERMOHONAN SURAT PEMYELE SAIAN CUKAI BAG] SYARIKAT

[CPTHEN
Hama Majikan ESFRESS0 PREMILIN CO
e, Rujukan (Mo Pendaftaran] @ LLP3IZ356
Ho, Cukai Pendapatan G ATOE0G4020
Teiirsa kasil
No. Field Name/ Menu Action Remarks
1. |Email List of eSPC application will be sent out
to provided email address at the end of
the day.
Note:
For testing purpose, email will be sent
out at 12:15 AM daily.
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4.3. SPC STATUS, SPC LETTER
4.3.1. Status SPC
1
No. Field Name/ Menu Action Remarks
1. |SPC Status Once submitted, the SPC status will be
captured as KDS and waiting for SPC to
be process by LHDN officer.
SPC status will be changed based on
status in SPC.
4.3.2. SPC Letter
. » I
mmwreTue vk mr "ry '.h H infan L Pese rldre kb L] 1
No. Field Name/ Menu Action Remarks
1. | Click on this icon. SPC letter will display in new tab.
— icon
END OF DOCUMENT
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