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Section 1 Event Attendance from Training 
Provider Application 

1.1 Submit for finalize attendance 
 
Follow the steps below to submit for finalize attendance application: 
 
Step 1: Select from menu „Event Management‟ > „Event Attendance‟. 
Result: The screen displayed as shown below. 
 

 

 
 
 
Step 2: Click „Search‟ button. 
Result: A list of record is displayed as shown below. 
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Step 3: Do one of the following: 
- Tick any record and click „Select‟ button,  or 
- Enter the Event ID and click „Search‟ button.

 
 
 
Step 3: Enter „Training Dates‟. Click “Load Participants” button. 
 

 

   
 
 
Step 4: Fill-in the form. And tick on „Attend‟. Click „Submit for Finalize Attendance‟ button. 
Note: Mandatory fields are mark with (*). 
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Step 5: Click „OK button. 
Result: The following message is displayed.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



HRDF: USER GUIDE                      

                                                   

 5 

 

Section 2 Event Assessment from Training 
Provider Application 

2.1 Submit  Event Assessment from Training Provider 
 
Follow the steps below to Submit Event Assessment from Training Provider application: 
 
Step 1: Select from menu „Event Management‟ > ‟Event Assessment‟. Click „Search‟ button. 
Result: The screen displayed as shown below. 
 

 
 
 
Step 2: Do one of the following: 

- Tick any record and click „Select‟ button,  or 
- Enter the Event ID and click „Search‟ button 
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Step 3: Fill-in the form. And click „Save‟ button. 
Note: Mandatory fields are mark with (*). 
 

 

 

 
 
 
Step 4: Click „OK button. 
Result: The following message is displayed.  
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Section 3 Admin Fee Payment 

3.1 Admin Fee Payment by Training Provider 
 
Follow the steps below to pay admin fee: 
 
Step 1: Select from menu „Event Management‟ > „Admin Fee Payment‟. 
Step 2: Enter the „Event ID‟ button. And then click any area. 
Result: The screen displayed as shown below. 
 

 

 
Step 3: Click „Make Payment‟ button. 

 
 
Step 4: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 

 
 
 
  



HRDF: USER GUIDE                      

                                                   

 8 

 

Step 5:  Select your payment method and click „Make Payment‟ button. 
 

 
 

 
Step 6:  Click „Open‟ button to view the file pdf from payment.hrdf.com.my. 

Result: Result of make payment displayed 

 


