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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 

ii. 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 

iii. CP 21 (Pemberitahuan Oleh Majikan Bagi Pekerja Yang Hendak Meninggalkan 

Malaysia) 

a. Particulars of The Employee Who Will Be Leaving Malaysia 

b. Remuneration Details 

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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c. Akuan Pegawai Yang Diberi Kuasa 

vii. CP7LE (Penyata untuk Memohon SPC bagi Entiti Labuan) 

a. Kategori Pembubaran Syarikat 

b. Pengesahan Maklumat 

c. Dokumen Sokongan 

d. 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: 

a. Register CP21, CP22A, CP22B 

b. Register CP7, CP7 (C), CP7(LE), CP7(PT) 

c. Search, View, Update, Delete and Print 

d. View SPC Status, SPC Letter. 
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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. To register new SPC, navigate to the eSPC Application page. 

 

No. Field Name/ Menu Action Remarks 

1.  Application  Navigate to left side 

menu, Application  

Application of Tax Clearance Letter 

page is displayed. 

  

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

 

 

 

 

 

1 
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iii. From screen below, select Notification by Employer of Employee’s Departure from 

Malaysia (CP21). 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

3 
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No. Field Name/ Menu Action Remarks 

1.  Employer’s Information Insert updated 

information. 

System will populate the employer 

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. 

 

1 

2 
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2.1.1. Part A: Particulars of The Employee Who Will Be Leaving Malaysia 

 

 

No. Field Name/ Menu Action Remarks 

1. a. Identification Type Select identification type. 

 

b. Identification/Passport 

Number 

Fill in valid 

identification/passport 

number. 

System will populate the taxpayer 

information accordingly. 

 

2 3 

1 
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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 

Commencement of 

Employment 

b. Expected Date to 

Leave Malaysia 

c. Citizen 

d. Date of Birth 

e. Nature of 

Employment 

f. Employee’s 

Telephone Number 

g. Employee’s Email 

h. Current address of 

employee 

i. Reason for departure 

Insert or select any fields if 

necessary. 

 

Insert address line 1 

because it is mandatory 

fields. Others depend on 

the selection. 

These fields are mandatory to be filled 

in. 

 

If Overseas checkbox is checked, the 

state field will be hidden and the 

country field needs to select. 

 

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. 

 

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 

mandatory action. 

Record will be saved. 

 

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 

 

 

No. Field Name/ Menu Action Remarks 

1.  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. 

 

2.  Save button Click on this button. This is 

mandatory action. 

System will save the information. 

 

 

 

 

2 

1 
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2.1.3. Part C: Income of Preceding Years Not Declared 

 

 

No. Field Name/ Menu Action Remarks 

1.  a. Type of Income 

b. Year for Which Paid 

c. Total Income (RM) 

d. Provident & Pension 

Fund Contribution 

(RM) 

Fill in the information. Cent values will not be calculated for 

Total Income (RM) and Provident & 

Pension Fund Contribution (RM) 

fields. 

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. 

 

4.  
 

Click on this icon. 

 

a. Reset: System will clear all the 

inserted information. 

b. Update: Record will be updated. 

The following message will be 

displayed. 

 

5.  
 

Click on this icon. The record will be deleted. 

 

3 2 

1 

4 5 
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No. Field Name/ Menu Action Remarks 

The following message will be 

displayed. 

 

 

2.1.4. Part D: Other Particulars 

 

 

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. 

 

 

2.1.5. Part E: Supported Document 

 

 

4 

3 2 

1 

5 

2 

1 
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No. Field Name/ Menu Action Remarks 

1.  

 

Click on this icon. System will display Please Choose box. 

2.  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. 

3.  Upload button Click on this button. File will be uploaded and saved. 

 

The following message will be 

displayed. 

 

4.  File uploaded Click on the file name. File will be downloaded. 

5.  
 

Click on this icon. System will delete the uploaded file. 
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2.1.6. Part F: Declaration by Authorised Officer 

 

 

 

 

 

No. Field Name/ Menu Action Remarks 

1.  Name  System will populate based on MyTax 

user login. 

 

2.  Jawatan Fill in the information.  

1 

2 

3 

4 

5 

7 

9 

10 

6 

8 

11 

12 
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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. 

 

The following message will be 

displayed. 

 

6.  Back button 

 

Click on this button. System will navigate to Application 

Status screen. 

7.  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. 

 

8.  Sign and Submit button 

 

Click on this button  System will pop up a new window for 

user to key in Reference Number and 

Password. 

 

9.  Reference Number and 

Password 

Fill in the information Be sure to key in the correct 

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 

message will be displayed. 

 

Else, system will display following 

message. 

 

11.  Cancel button 

 

Click on this button. System will reset reference number and 

password keyin. 

12.  
icon 

Click on this icon. System will close popup window. 

 

 

2.2. REGISTRATION CP22A 

 

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

 

No. Field Name/ Menu Action Remarks 

1.  Radio button – CP22A Select CP22A.  

2.  Next button Click on this button. CP22A form is displayed. 

 

1 

2 
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No. Field Name/ Menu Action Remarks 

1.  Maklumat Majikan Insert updated 

information. 

System will populate the employer 

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. 

 

1 

2 
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2.2.1. Part A: Butir – Butir Pekerja Yang Berhenti Kerja/ Bersara/ Meninggal Dunia 

 

 

No. Field Name/ Menu Action Remarks 

1. a. Jenis Pengenalan Select identification 

type. 

 

 b. No Pengenalan/ 

Pasport 

Fill in valid 

identification/passport 

number. 

System will populate the taxpayer 

information accordingly. 

 

Information is editable except for 

taxpayer full name and income tax 

number. 

 c. Tarikh Mula Bekerja Insert or select any 

fields if necessary. 

These fields are mandatory to be filled 

in. 

1 

2 3 
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No. Field Name/ Menu Action Remarks 

d. Sebab 

Pemberhentian Kerja 

e. Tarikh Lahir 

f. Jenis Persaraan 

g. Taraf Perkahwinan 

h. No Telefon 

i. E-mel 

j. Alamat Surat-

Menyurat Terkini 

 

Insert address line 1 

because it is 

mandatory fields. 

Others depend on the 

selection. 

 

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. 

 

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. 

This is mandatory 

action. 

Record will be saved. 

 

The following message will be 

displayed. 

 

 

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 

 

 

No. Field Name/ Menu Action Remarks 

1.  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. 

 

2 

1 
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No. Field Name/ Menu Action Remarks 

2.  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 

 

 

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. 

 

4.  
 

Click on this icon. 

 

a. Semula: System will clear all the 

inserted information. 

b. Kemaskini: Record will be updated. 

The following message will be 

displayed. 

 

5.  
 

Click on this icon. Record will be deleted. 

3 2 

1 

4 5 
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No. Field Name/ Menu Action Remarks 

 

The following message will be 

displayed. 

 

 

2.2.4. Part D: Butir – Butir Lain 

 

 

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 following message will be 

displayed. 

 

 

 

 

 

 

 

 

 

 

 

2 

1 
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2.2.5. Part E: Akuan Pegawai Yang Diberi Kuasa 

 

 

  

  

 

No. Field Name/ Menu Action Remarks 

1.  Name  System will populate based on MyTax 

user login. 

 

2.  Jawatan Fill in the information.  

1 

2 

3 

4 

5 

7 

9 

10 

6 

8 

11 

12 
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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. 

 

The following message will be displayed. 

 

6.  Kembali button 

 

Click on this button. System will navigate to Application Status 

screen. 

7.  Hantar 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. 

 

8.  Tandatangan dan 

Hantar button 

 

Click on this button  System will pop up a new window for user 

to key in Nombor Rujukan and Kata 

Laluan. 

 

9.  Nombor Rujukan dan 

Kata Laluan 

Fill in the information Be sure to key in the correct identification/ 

passport number and password. 
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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 

message will be displayed. 

 

Else, system will display following 

message. 

 

11.  Batal button 

 

Click on this button. System will reset reference number and 

password keyin. 

12.  
icon 

Click on this icon. System will close popup window. 
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2.3. REGISTRATION CP22B 

 

i. 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. 

 

1 

2 

3 
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No. Field Name/ Menu Action Remarks 

1.  Maklumat Majikan Insert updated information Only editable fields are allowed to be 

updated. 

2.  CP22B subsection Insert information System will only proceed to the next 

subsection once the previous 

subsection is completed. 

 

 

 

 

 

2 

1 
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2.3.1. Part A: Butir – Butir Pekerja Yang Berhenti Kerja/Bersara/Meninggal Dunia 

 

 

No. Field Name/ Menu Action Remarks 

1. a. Jenis Pengenalan Select identification 

type. 

 

 b. No Pengenalan/ 

Pasport 

Fill in valid 

identification/passport 

number. 

System will populate the taxpayer 

information accordingly. 

 

Information is editable except for 

taxpayer full name and income tax 

number. 

1 

2 3 
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No. Field Name/ Menu Action Remarks 

 c. Tarikh Mula Bekerja 

d. Sebab 

Pemberhentian Kerja 

e. Tarikh Lahir 

f. Jenis Persaraan 

g. Taraf Perkahwinan 

h. No Telefon 

i. E-mel 

j. Alamat Surat-

Menyurat Terkini 

Insert or select any 

fields if necessary. 

 

Insert address line 1 

because it is 

mandatory fields. 

Others depend on the 

selection. 

These fields are mandatory to be filled 

in. 

 

If Overseas checkbox is checked, the 

state field will be hidden and the country 

field needs to select. 

 

If Overseas checkbox is unchecked, 

city, state and country fields will be 

disabled and the postcode field is 

mandatory to insert. The country field 

will be set to Malaysia. Once the 

postcode is inserted, the system will 

populate the value of city and state. 

 

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. 

This is mandatory 

action. 

Record will be saved. 

 

The following message will be 

displayed. 

 

 

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 

 

 

No. Field Name/ Menu Action Remarks 

1.  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. 

 

2.  Simpan button Click on this button. This is 

mandatory action. 

System will save the information. 

 

 

 

 

2 

1 
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2.3.3. Part C: Butir – Butir Pendapatan Yang Belum Dilaporkan 

 

 

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. 

 

4.  
 

Click on this icon. 

 

a. Semula: System will clear all the 

inserted information. 

b. Kemaskini: Record will be updated. 

The following message will be 

displayed. 

 

5.  
 

Click on this icon. Record will be deleted. 

 

The following message will be 

displayed. 

 

 

3 2 

1 

4 5 
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2.3.4. Part D: Butir – Butir Lain 

 

 

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 following message will be 

displayed. 

 

 

2.3.5. Part E: Akuan Pegawai Yang Diberi Kuasa 

 

 

2 

1 

1 

2 

3 

4 

6 
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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.  Simpan button 

 

Click on this button. Record will be saved. 

 

The following message will be displayed. 

 

1

11 

9 

12 

13 
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No. Field Name/ Menu Action Remarks 

7.  Kembali button 

 

Click on this button. System will navigate to Application Status 

screen. 

8.  Hantar 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. 

 

9.  Tandatangan dan 

Hantar button 

 

Click on this button  System will pop up a new window for user 

to key in Nombor Rujukan and Kata 

Laluan. 

 

10.  Nombor Rujukan dan 

Kata Laluan 

Fill in the information Be sure to key in the correct 

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 

message will be displayed. 

 

Else, system will display following 

message. 

 

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 

 

13.  
icon 

Click on this icon. System will close popup window. 

 

  



 
HITS User Manual 

HITS_APP_UM/SA02-00-00/ES v1.0         Restricted            Page 37 of 68 
 

2.4. GROUP APPLICATION 

 

i. From screen below, select Group application. 

 

 

No. Field Name/ Menu Action Remarks 

1.  Radio button - Group 

application 

Select Group 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. 

 

No. Field Name/ 

Menu 

Action Remarks 

1. Radio button – 

CP22A 

Select CP22A. System will display the upload box. 

 

2. Sila Pilih Click on this box. Select the appropriate document from computer. The 

document name will display in the box. 

 

1 
 

2 

3 

1 
2 
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No. Field Name/ 

Menu 

Action Remarks 

 

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 

button. 

System will display successful message if validation is 

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. 

 

 

 

 

2 

3 
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No. Field Name/ 

Menu 

Action Remarks 

1. Radio button – 

CP22B 

Select either CP22A/ 

CP22B. 

System will display the upload box. 

 

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: 

 

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: 

 

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 

 

 

 

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 

 

Click on this button  System will pop up a new window for user 

to key in Nombor Rujukan and Kata 

Laluan. 

1

3 4

2

5

6

7 8
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No. Field Name/ Menu Action Remarks 

 

6.  Nombor Rujukan dan 

Kata Laluan 

Fill in the information Be sure to key in the correct identification/ 

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 

message will be displayed. 

 

Else, system will display following 

message. 

 

8.  Batal button 

 

Click on this button. System will reset reference number and 

password keyin. 

9.  
icon 

Click on this icon. System will close popup window. 
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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. 

 

 

ii. For Labuan Entity, only one (1) type of Tax Clearance Letter: CP7(LE) is required. 

 

 

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

CP7(PT). 
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3.1.1. CP7(C) Application  

 

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

 

No. Field Name/ Menu Action Remarks 

1.  Application Navigate to the left side 

menu, Application 

Application of Tax Clearance Letter 

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)). 

 

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. 

 

 

1 

2 

1 
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No. Field Name/ Menu Action Remarks 

1. Company Information  System will populate the company 

information accordingly. 

2. Category of Dissolution 

of The Company 

Select the category option. 

 

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. 

1 

2 

3 

4 

6 7 
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No. Field Name/ Menu Action Remarks 

 

The following message will be 

displayed. 

 

Reset button will be hidden. 

7. Reset button Click on this button. System will clear all the inserted 

information. 

 

3.1.1.1 Declaration 

 

 
1 
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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. 

 

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. 

2 

4 5 

3 
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No. Field Name/ Menu Action Remarks 

 

3.  Reference Number and 

Password 

Fill in the information Ensure to key in the correct 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. 

 

Else, system will display following 

message. 

 

5.  Cancel button 

 

Click on this button. System will reset reference number and 

password keyin. 

6.  
icon 

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). 

 

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. 

 

 

 

No. Field Name/ Menu Action Remarks 

1. Company Information  System will populate the company 

information accordingly. 

1 2 

1 

2 

3 
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No. Field Name/ Menu Action Remarks 

2. Category of Dissolution 

of The Company 

Select the category option. 

 

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. 

 

Reset button will be hidden. 

6. Reset button Click on this button. System will clear all the inserted 

information. 
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3.1.2.1 Declaration 

 

 

 

1 

2 
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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. 

 

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. 

 

3.  Reference Number and 

Password 

Fill in the information Ensure to key in the correct 

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. 

4 5 

3 
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No. Field Name/ Menu Action Remarks 

 

Else, system will display following 

message. 

 

5.  Cancel button 

 

Click on this button. System will reset reference number and 

password keyin. 

6.  
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). 

 

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. 

 

 

 

1 

2 

1 
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No. Field Name/ Menu Action Remarks 

1. Labuan Entity 

Information 

 System will populate the Labuan Entity 

information accordingly. 

2. Category of 

Dissolution of The 

Labuan Entity 

Select the category option. 

 

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. 

 

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 

 

 

 

 

 

1 

2 
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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. 

 

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. 

 

3.  Reference Number and 

Password 

Fill in the information Ensure the correct identification/ 

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. 

 

Else, system will display following 

message. 

 

5.  Cancel button 

 

Click on this button. System will reset reference number and 

password keyin. 
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No. Field Name/ Menu Action Remarks 

6.  
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). 

 

 

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. 

 

 

 

 

 

 

1 
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No. Field Name/ Menu Action Remarks 

1. Limited Liability 

Partnership Information 

 System will populate the company 

information accordingly. 

2. Category of 

Dissolution of The 

Limited Liability 

Partnership 

Select the category option. 

 

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. 

 

Reset button will be hidden. 

6. Reset button Click on this button. System will clear all the inserted 

information. 

 

3.1.4.1 Declaration 

 

 

 

1 
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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. 

 

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. 

2 

4 5 
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No. Field Name/ Menu Action Remarks 

 

3.  Reference Number and 

Password 

Fill in the information Ensure to key in the correct 

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. 

 

Else, system will display following 

message. 

 

5.  Cancel button 

 

Click on this button. System will reset reference number and 

password keyin. 

6.  
icon 

Click on this icon. System will close popup window. 
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4.0 ACTION 

 

4.1. SEARCH, VIEW, UPDATE, DELETE AND PRINT 

 

4.1.1. Search 

 

i. At Application List Menu screen, fill up the searching criteria. 

 

No. Field Name/ Menu Action Remarks 

1.  a. Income Tax 

Number 

 

Insert searching parameter. Income tax number can be search 

using wildcard parameter. 

 b. Name Input searching parameter. Name can be search using wildcard 

parameter. 

 c. Form type Select form type from the 

dropdown list 

System will display dropdown list if 

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. 

 

 

 

 

 

 

 

 

2 3

1
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4.1.2. View 

 

 

No. Field Name/ Menu Action Remarks 

1.  
 

Click on this icon. System will display the application in 

view-only mode. 

 

4.1.3. Update 

 

 

No. Field Name/ Menu Action Remarks 

1.  
 

Click on this icon. The selected record will be displayed 

and can be updated. 

 

4.1.4. Delete 

 

 

No. Field Name/ Menu Action Remarks 

1.  
 

Click on this icon. System will display confirmation 

message as follows: 

 

Click Yes button. Record will be deleted. 

 

The following message will be displayed. 

 

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.  
 

Click on this icon. System will display the e-Borang. 

2.  

 

Click on this icon. System will display the confirmation 

receipt. 

 

 

2

1

2 1
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No. Field Name/ Menu Action Remarks 

1.  
 

Click on this icon. System will display the print dialog box. 

2.  
 

Click on this icon. System will download the e-Borang. 

 

4.1.5.2 Confirmation Receipt 

 

 

No. Field Name/ Menu Action Remarks 

1.  
 

Click on this icon. System will display the print dialog box. 

2.  
 

Click on this icon. System will download the receipt. 

 

 

2 1
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4.2. EMAIL NOTIFICATION 

 

4.2.1. Employer 

 

 

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 

 

 

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. 

 

  



 
HITS User Manual 

HITS_APP_UM/SA02-00-00/ES v1.0         Restricted            Page 68 of 68 
 

4.3. SPC STATUS, SPC LETTER 

 

4.3.1. Status SPC 

 

 

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 

 

 

No. Field Name/ Menu Action Remarks 

1.  
 icon 

Click on this icon. SPC letter will display in new tab.  

 

 

END OF DOCUMENT 
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