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Section 1 Levy Overview 

1.1 Levy Overview 
 
Prerequisite: Employer must already register with PSMB. 
 
Below is the list of functions which employer can execute for Levy.   

                                     

                                             

 
  

Employer 

•View Levy 
Statement 

•View Interest 
Statement 

•Levy/Interest 
Payment 

•Interest Estimation 
Calculator 

•Apply Refund 

•Submit Schedule 
Arrears (Form 3) 
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1.2 Levy Flow Diagram Related to Employers 
 

Below is the levy process flow which employer can execute for Levy.   
 

               
 

  

Login 
using 

MyCo ID 

Levy / 
Interest 
Payment 

Submit 
Schedule 
of Arrears 
(Form 3) 

View 
Interest 

Estimation 
Calculator 

View 
Statement 
& Current 

Levy 

Apply for 
Refund 

EMPLOYER 
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Section 2 View Levy Statement 

2.1 View Levy Statement Flow Diagram 
 
 
Below is the functions related to levy statement: 
 

 
 

 
 
 

 

 
EMPLOYER 

 

 

 
 

 
 
 

 

View Levy Statement Flow Diagram 
 
 
Employer will be able to view their own levy statement via HRDF portal upon successful login. 
Below are list of transactions displayed in the levy statement: 

 Levy Payment  

 Levy Arrears (Stamping of Arrears) 

 Arrear Payment 

 Grant Payment (Claim reimbursement without levy/interest offset) 

 Contra Grant Payment (Claim reimbursement with levy/interest offset) 

 Levy Reserve (Reserved amount for PERLA, SBL-KHAS, Apprenticeship, Events) 

 Levy Offset 

 Interest Offset 

 Contra Levy Payment 

 Levy Write-off 

 Incentive 

 Levy Refund (Payout amount after deducting levy/interest offset)  

View Levy 
Statement 

Print Levy 
Statement 
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2.2 View Levy Statement 
 
 

 

 
List of transactions to be shown in the levy statement are as below: 

 Levy Payment 

 Levy Arrear (Stamping of arrear) 

 Arrear Payment 

 Levy Refund 

 Grant Payment (Claim reimbursement without levy/interest offset) 

 Contra Levy Payment (Claim reimbursement with levy/interest offset) 

 Levy Reserve  (Reserved amount for PERLA,SBL-KHAS, Apprenticeship, Events) 

 Levy Offset 

 Interest Offset 

 Levy Write-off (i.e. Court decision or closed company) 

 Incentive 
 
Follow the steps below to view levy statement.  
 
Step 1: Select from menu ‘Levy’>’Levy Statement’>’View Levy Statement’. 
Result: The above screen is displayed. 
 



HRDF: USER GUIDE                      

                                                   

 8 

 

Step 2:  Click the ‘Print’ button to print the statement, if you wish. 
Note:  You may enter the search criteria for the levy you wish to print (i.e. for Statement Date between 
November 2013-December 2013). 
 
Step 2: Click ‘Close’ button to close the screen. 
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Section 3 Make Payment 

3.1 Make Payment – By Employer 
 

 
 
Follow the steps below to make payment.  
 
Step 1: Select from menu ‘Levy’>’Make Payment’. 
Result: The above screen is displayed.  
Note: By default ‘Payment Type’ tab is displayed. 
 
Step 2: Select payment type from the dropdown (highlighted in red). 

 If payment type is ‘Arrears Payment’, then arrears payment tab will be active.  

 Tab for Levy Payment, Interest Payment and Payment to Be Paid will not active. 
 

 

Screen ‘Arrears Payment’ 
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Step 2: Select month to make payment then click Submit. (Highlighted in red) 
Result: The below screen is displayed. 
 

 
 
Step 3: Click Submit 
Result: The below screen is displayed 
 

 
Step 4: Fill-in the form then click Submit. 
Note: Mandatory fields are mark with (*). 
Result: The below screen is displayed. 
 

 
Step 5: Select the payment method (highlighted in red). 
 
 

 If payment type is ‘Manual Payment’, then select the bank for payment method 
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 If bank for payment method is RHB Bank, the below screen is displayed. 
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 If payment type is ‘Levy Payment’, then Levy Payment tab will be active.  

 Tab for Arrears Payment, Interest Payment and Payment to Be Paid will not active. 
 

 

 
Screen ‘Levy Payment’ 
 
 
Step 2: Fill-in the form then click Submit. 
Note: Mandatory fields are mark with (*). 
Result: The below screen is displayed. 
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Step 3: Click Submit. 
Result: The below screen is displayed. 
 

 
 
Step 4: Fill-in the form then click Submit. 
Note: Mandatory fields are mark with (*). 
Result: The below screen is displayed. 
 
 

 
Step 5: Select the payment method (highlighted in red). 
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 If payment type is ‘E-Payment’, then select the bank for payment method and click Submit. 
 

 
 
Result: The below screen is displayed. 
 

 
 

 If payment type is ‘Manual Payment’, then select the bank for payment method 
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 If bank for payment method is RHB Bank, the below screen is displayed. 
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 If payment type is ‘Interest Payment’, then Interest Payment tab will be active.  

 Tab for Levy Payment, Arrears Payment and Payment to Be Paid will not active. 
 

 

 
Screen ‘Interest Payment’ 
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Section 4 View Interest Statement 

4.1 View Interest Statement Flow Diagram 
 
 
Below is the functions related to interest statement: 
 

 
 

 
 
 

 

 
EMPLOYER 

 

 

 
 

 
 
 

 

View Interest Statement Flow Diagram 
 
 
 
 

4.2 View Interest Statement 
 

 

View Interest 
Statement 

Print Interest 
Statement 
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Follow the steps below to view interest statement. 
 
Step 1: Select from menu ‘Levy’>’Interest Statement’>‘View Interest Statement’. 
Result: The above screen is displayed.  
 

 
  



HRDF: USER GUIDE                      

                                                   

 19 

 

Section 5 Interest Estimation Calculator 

5.1 Interest Estimation Calculator  
 

 
 
Follow the steps below to calculate interest estimation. 
 
Step 1: Select from menu ‘Levy’>’Interest Statement’>‘Interest Estimation Calculator’. 
Result: The above screen is displayed.  
. 
 
Step 2: Fill the payment date field (highlighted in red). 
Result: The below screen is displayed 
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Section 6 Create Schedule of Arrears 

6.1  Create Schedule of Arrears – By Employer 
 

Employer has the option to create schedule of arrears if the amount displayed in the levy statement 
displays need to be updated. This section will guide you on how to create schedule of arrears and submit 
to PSMB for approval.  
 

 

 

 
 
Follow the steps below to create schedule of arrears. 
 
Step 1: Select from menu ‘Levy’>’Schedule of Arrears’>’Create Schedule of Arrears’. 
Result: The above screen is displayed. 
Note: Employer details and ‘Paid up Capital’ are displayed. 
 
Step 2: Fill-in ‘Year in which Levy Is Due’.  
Result: The below screen is displayed 
Note: the schedule details will display. (Highlighted in red). 
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Step 4: Click edit (highlighted in red) on month the employer want to create 
Result: The below screen is displayed 
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Step 5: Fill-in the form then click Add Attachment. 
Note: Mandatory fields are mark with (*). 
 
Step 6: Click Submit 
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Section 7 Schedule of Arrears Application List 

7.1  Schedule of Arrears Application List (View) – By Employer 
 

 
 
Follow the steps below to view schedule of arrears application list. 
 
 
Step 1: Select from menu ‘Levy’ >’Schedule of Arrears’ >’Schedule of Arrears Application List’. 
Result: The above screen is displayed.  
 
 
Step 2: Click on year in Schedule Year column. (Highlighted in red) 
Result: The below screen is displayed.  
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Section 8 Schedule of Arrears Application List - 
Withdraw 

8.1  Schedule of Arrears Application List (Withdraw) – By Employer 
 

 
 
Follow the steps below to withdraw schedule of arrears application list. 
 
 
Step 1: Select from menu ‘Levy’ >’Schedule of Arrears’ >’Schedule of Arrears Application List’. 
Result: The above screen is displayed.  
 
 
Step 2: Tick the schedule to withdraw. (Highlighted in red) 
 
 
Step 3: Click Withdraw 
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Section 9 Apply Levy Refund 

9.1 Apply Levy Refund – By Employer 
 

 

 

 
 
Follow the steps below to apply levy refund. 
 
 
Step 1: Select from menu ‘Levy’ >’Levy Refund’ >’Apply Levy Refund’. 
Result: The above screen is displayed.  
 
 
Step 2: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 
 
Step 3: Click Submit 
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Section 10 Levy Refund Application List - View 

 

10.1 Levy Refund Application List (View) - By Employer 
 

 
 
Follow the steps below to view Levy refund application list. 
 
 
Step 1: Select from menu ‘Levy’ >’Levy Refund’ >’Levy Refund Application List’. 
Result: The above screen is displayed.  
 
 
Step 2: To view the levy refund application details, click the hyperlink application date (Highlighted in red) 
Result: The below screen is displayed. 
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Section 11 Levy Refund Application List - 
Withdraw 

11.1 Levy Refund Application List (withdraw) - By Employer 
 

 
Follow the steps below to withdraw levy refund application list. 
 
 
Step 1: Select from menu ‘Levy’ >’Levy Refund’ >’Levy Refund Application List’. 
Result: The above screen is displayed.  
 
 
Step 2: Tick the box of schedule to withdraw. (Highlighted in red) 
 
 
Step 3: Click Withdraw 
 


