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Section 1 Claims Overview

1.1 General Claims Functions

Below are the types of claims and its related functions:

Employer

e Submit
Claims
with Grant

e Submit
Other

Claims

Employers can do the followings:

Submit claims with approved grants

Submit other claims on direct claims

Search claims

Request for withdrawal claims

Return query on claims back to claim officer for approval.
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Claims can be divided into two (2) categories — Submit Claims with Grants and Submit Other Claims
(direct reimbursement), which described as below:

1. Submit Claims with Grants (Approved Grants) includes:

e Grant & Schemes (SBL, SBL KHAS, SLB, ITS, Purchase of Training Equipment, IT, SLDN, CBT-
Development),
HR Consultancy & Advisory (NHRC)
Events schemes (SMETAP)
Apprenticeship schemes (Mechatronic, Tool & Die, Wood Base Industry, IT, Sewing Industry)
Special Trust Fund schemes (ASSET, STAR, SPICE)

2. Submit Other Claims (Direct Reimbursement or Direct Claims) include the following schemes:
e Training conducted before registration (BD),
e Computer Based Training (CBT) Purchases

Claims will not be approved if there is any submission/pending approval for the following applications:
e Levy/ Interest adjustment (this cannot be approved if employer is under legal investigation or
company is closed)
o Employer with Claims Complaint
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Section 2 Submit Claims with Approved Grants

2.1 Submit Claims with Approved Grants

1. Submit Claims with Grants (Approved Grants) includes:

e Grant & Schemes (SBL, SBL KHAS, SLB, ITS, Purchase of Training Equipment, IT, SLDN, CBT-
Development),
HR Consultancy & Advisory (NHRC) schemes,
Events schemes (SMETAP)
Apprenticeship schemes (Mechatronic, tool & Die, Wood Based Industry, IT, Sewing Industry)
Special Trust Fund schemes (ASSET, STAR, SPICE)

Employer selects/picks the grant application to submit the claims by clicking the ‘Claim’ button to proceed
with claims submission.

System will display the approved grants/schemes with the following details:
e Grant Reference Number,
e Course Title / Proramme Title
e Grant Approved Date,
e Grant approved amount (RM)/ approved transaction fee (RM) / approved quotation amount (RM)/
approved training fees (RM),
e Training commencement date and training completion date.

System also will display the un-submitted claims (the saved claims) with Claims ID, Grant Reference
Number, Program Title, Grant Approved Amount (RM), Claimed Requested Amount (RM) and Saved
Date.
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Section 3 Submit Claims with Approved Grant

\ 3.1 SLB (Skim Latihan Bersama) - Submit Claim ]

Below is the claim flow for SLB:

Apply SLB Fill in the participating
Grant and employers and training SUBMIT the
selects providers with number of GRANT
EMPLOYER Organizer trainees.
(Organizer) APPROVED by
APPLY SLB PSMB

GRANT

Apply SBL Grant

and selects Fill in the Grant SUBMIT the
Participating ID GRANT
EMPLOYER APPROVED by
(Participating) PSMB
APPLY SLB
GRANT

Fill in SLB CLAIMS at

Lol\ﬁ'”ctc‘jg‘g 'SUBMIT CLAIMS WITH thBB 'X'L'/Ilwg
¥ GRANT ' menu APPROVED b
EMPLOYER PSMEB y
(Organizer)
APPLY SLB
CLAIMS

Fill in SLB CLAIMS at

Lohﬁ';cgfg‘g 'SUBMIT CLAIMS WITH gt’g'&”&ﬁg
GRANT ' menu
\ EMPLOYER |
\ (Participant) /
"\APPLY SLB Y
CRAIMS . . i
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Flow Descriptions:

All employers are required to apply the grant for the training to get approval from PSMB could reimburse
the training fees with the employer’s levy.

For SLB Grant, the organizer of the company is required to declare as organizer for the training when

applying the grant application. In the grant application, the organizer needs to select the participating
employers.

Training costs incurred will be shared equally by the participating employers based on the total number of
participants. The ‘organizing employer’ is entitled to claim the ‘allowable costs’ at the rate of 100%, while
other participating employers will be reimbursed based on the current rate of financial assistance. Only
the ‘organizing’ employer’ is entitled to claim the cost of consumable training materials. Payment will not
be made if the trainees did not attend the full training programme.

How to claims:
Attach the relevant supporting documents: Receipt, Payment vouchers, other related documents, if any.

Prerequisite:
e Grantis already approved, and
e Training had been conducted by validating the current date with training completion date.

This section will guide you on how to submit claims for SLB. The organizing employer must submit their
claim before the participating employer can submit theirs.

Logout Last Login 13 Aug, 2014 4:21 pm  Welcome TAYLOR'S COLLEGE SDN BHD , Wednesday 4:26

& Applications =2 =

Applications > Claim > Submit Claims with Grants

Search Claim

Employer Name TAYLOR'S COLLEGE SDN BHD (72641M) Levy Balance (RM) 20,088,640.00

. SearchCriteria

GrantID

Course Title

Scheme Name Select B
Training Date EITD

Approved Date e To

ElE

Approved Amount (RM) To

Search Reset Close

12 records found, displaying 1 to 5 records Firsterey) f7 . [ 1 next I Last §i
Approved Amount
Grant 1D Training Provider Name Scheme Name Course Title Approved Date ") Start Date End Date Action
72641M_14_1982 - Information Technology (IT) — 11/08/2014 4,000.00 — — Claim Ll
72641M5LB20141972 - Skim Latihan Bersama (SLB) TAKING CHARGE! DEVELOPING 224052014 1,320.00 04/06/2014 0540612014 Claim

BREAKTHROUGH H

72641MSLB20141971 - Skim Latihan Bersama (5LB) GETTING STARTED WITH MS EXCEL 220052014 1,470.00 220052014 230512014

Claim
2010 (BEGI TO INTERMEDIATE)
72641M5LB20141570 - Skim Latihan Bersama (SLB) STAKEHOLDER MANAGEMENT 220052014 2,400.00 260052014 270052014 Claim
726411SLE20141969 - Skim Latihan Bersama (SLB) MANAGEMENT ADVANCEMENT 1610572014 3,500.00 2200412014 2710612014 Claim
PROGRAMNE
— Claim
Training Provider Approved Amount Start | End
Grant ID Scheme Hame Course Title Approved Date. Action
Name (RM} Date | Date

No Record Found

Follow the steps below to submit claims for SLB Grant
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Step 1: Select from menu ‘Claim’ > 'Submit Claims with Grants’.

Result: The above screen is displayed.

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Step 2: Key-in the search criteria for the click on the ‘Search’ button, if necessary.
Result: The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:

Employer Profile Training Summary I Trainer Details I Trainee Details I Actual Cost of Reil t I Employer Declaration I
Particulars
Registered Name and Address of Employer Officer to be Contacted Select E| =
TAYLOR'S COLLEGE SDN BHD =
Tel. No. *
NO 1 JALAN S515/8, < et
SELANGOR, Email *
Mext  Close

Step 4: Fill in the form then click ‘next’ button.
Result: The following screen is displayed:

Employer Profile Training Summary Trainer Details I Trainee Details I Actual Cost of Reimbursement I Employer Declaration _

Training Summary

|

TAKING CHARGE! DEVELOPING BREAKTHROUGH H

Program Title
»

Training Date 04/06/2014 ll To| 05/06/2014 EI
Actual Training Date 04/06/2014 ll *To| 05/06/2014 l]
Training Venue NILL
»
Type of Training In-house @ Public Job Coach Development Programme Not Applicable *
Training Location Hotel Own Premise External Training Premise Overseas @ Not Applicable Local *
HQ ! Branch * Note: Applicable Only for 'Own Premise’ Training Location.
No. of Travel Days 1 days 2 days Not Applicable

No. of Full Days 0 * (Basedon 7 hours perday)
No. of Half Days 0 * (Basedon>=4and <7 hours perday )
No. of < Half Days 0 = Hours 1.0 = (Based on <4 hours per day )
Total Hours Per Trainee 0
Total Training Days 2
No. of Month * Mandatory if Type of Training is '‘Development Program'.
Hext Close

Step 5: Click ‘next’ button.
Result: The following screen is displayed:
Employer Profile I Training Summary Trainee Details I Actual Cost of Reimbursement I Employer Declaration -

Trainer Details

External Trainer

Name * Citizenship Select E|
IC/IPassport No. * Distance to Training Location Select E|

Add Reset

Hext  Close
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Step 6: Click ‘Next'.

Result: The following screen is displayed:

I Employer Profile I Training Summary I Trainer Details Actual Cost of Reimbursement I Employer Declaration

Trainee Details
P Group
Training Schedule Start Date 04/06/2014 2] * End Date 05/06/2014 2] *
Reset
Claim Batch No. Start Date End Date | Add/Edit Trainee Details Actions
D 1 04/06/2014 05/06/2014 Add/Edit Trainee Details View I Edit

Note: Please key in all Batch details and SAVE before keying in the Trainee Details.

— Trainees Summary

| Batch No. ‘ Male ‘ Female ‘ Less 70km ‘ More ar equal 70km ‘ Bumi | Chinese ‘ Indian | Other

1 1 1 2 o 1 1 0
One record found.
Save Hext Close

Step 7: Fill in the trainee details, then click ‘Next’ button.
Result: The following screen is displayed:
e Wl el R
—t ‘Claim Details
‘ Items ‘ Category ‘ Grant Approved Amount(RM) | Requested Amount(RM) ‘ Document Required

Trainer Fee (>=70) Not Applicable 720.00 720.00

Trainee Daily Allowance (>=70) Not Applicable 600.00 600.00

Total Grant Approved Total
1,320.00 1,320.00
Amount(RM) Amount(RM)

Hote: Please add any additional information related fo your claim.
Remarks Exchange Rate Country Select B

Hote : Supporting Document is mandatory for proof of payment like.Invoice,Receipt,Consultancy Report etc.

File Description Attach File

Nofile selected.

Add Attachment
Hote : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP,.GIF,.PNG,.TIF,.PPM,.DOC,.DOCX,.PDF, RTF, ALS, XL SX,.TXT,.PPT,PPTX,.PPSK are allowed)

~——  Levy Summary

Levy Balance(RM) 20,088,640.00
Levy Arrears (RM) 0.00
Levy Interest (RM) 0.00
Total Grant Approved Amount (RM) 1,320.00
Total Requested Amount (RM) 1,320.00

Step 8: Click ‘Edit’ to edit the claim detail, then click ‘Next’ button
Result: The following screen is displayed:

e e B B e

[Cluwe declare that the facts stated in this i and the

are true and correct and that 'We have not withheld/distorted any material facts. I'WWe understand that if l'we obtain the grant by false or misleading statement:
Iiwe may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been
disbursed.

Name Select B *
Designation
Email

Date

13/08/2014

Save  Save & Submit  Close
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Step 9: Click on ‘Save & Submit’ button to proceed.
Result: The following screen is displayed:

Claim Submitted Successiully with Claim Reference No.
(CT2641SLB_14 _000033)

\ 3.2 SBL (Skim Bantuan Latihan) - Submit Claim

Login using SUBMIT the
MyColD GRANT

EMPLOYER
APPLY GRANT APPROVED by

PSMB

. \l
_, |
! !
! |
[ Fill in CLAIMS at I
[ Login using MyColD 'SUBMIT CLAIMS SUBMIT the CLAIMS |
! EMPLOYER WITH GRANT ' menu APPROVED by I
! APPLY CLAIMS PSMB |
[ |
\ /
R .

This section will guide you on the claims submission, as highlighted in red in the above diagram.

Prerequisite: Grant is already approved.
This section will guide you on how to submit claims for SBL.
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Logout Last Login 13 Aug, 2014 4:21 pm Welcome TAYLOR'S COLLEGE SDN BHD , Wednesday 4:41
£ Applications =1 =
Applications > Claim > Submit Claims with Grants
Search Claim
Employer Name TAYLOR'S COLLEGE SDN BHD (72641M) Levy Balance (RM)} 20,088,640.00
Search Criteria

GrantID
Course Title
Scheme Name Select El
Training Date ECITS A
Approved Date = .-_=]
Approved Amount (RM) To

1 records found, displaying 6 to 10 records. i First § Prev §8 1 B8 1 Next [l Last §i
Approved Amount
Grant ID Training Provider Name Scheme Name Course Title Approved Date. (R Start Date End Date Action
T2641MSLB20141967 - Skim Latihan Bersama (SLB) MANAGING TIME TO MANAGE 06/05/2014 2,000.00 18/05/2014 20/05/2014 Claim
\WORKPLACE PERFOR
T2641MSLB20141966 - Skim Latihan Bersama (SLB) TAKING CHARGE! DEVELOPING 141042014 2640.00 15/04/2014 16/04/2014 Claim
BREAKTHROUGH H
72641MSLB20141955 - Skim Latinan Bersama (SLE) WASTERSELF! UNDERSTAND 2410672014 275290 2300612014 2410672014 Claim
PERSONALITY USING
72641NSBL201421657 - Skim Bantuan Latihan (SBL} EFFECTIVE ACCOUNTS ASSISTANT 0810472014 830.00 08/04/2014 0810472014 I Claim
T2541MSBLI01421658 - Skim Bantuan Latihan (SBL) PERFORMANCE MANAGEMENT 08/0412014 5,400.00 08/0412014 0310412014 Claim
Claim
Training Provider roved Amount stat | Ena
Grant 1D Scheme Name Course Title Approved Date o Action
Name. RM) Date | Date

No Record Found

Follow the steps below to submit claims for SBL:

Step 1: Select from menu ‘Claim’ > 'Submit Claims with Grants’.
Result: The above screen is displayed.

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Step 2: Key-in the search criteria the click on the ‘Search’ button, if necessary.
Result: The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:

Employer Profile Training Summary I Trainer Details I Trainee Details I Actual Cost of Reimbursement I Employer Declaration I
Particulars
Registered Name and Address of Employer Officer to be Contacted| Select E| *
NO1IAANSSTER, . Tel o )
SELANGOR, Email .
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Step 4: Select the Officer's name then click ‘Next’ button.
Result: The following screen is displayed:

Employer Profile Training Summary Trainer Details I Trainee Details I Actual Cost of Reimbursement I Employer Declaration _
Training Summary

~ Training Summary

EFFECTIVE ACCOUNTS ASSISTANT
Program Title

%

Training Date 09/04/2014 = 1o [To0am018 =]

Actual Training Date 09/04/2014 _ﬂ] *To| 09/04/2014 _ﬂl *

Training Venue MNILL

Type of Training In-house @ Public Job Coach Development Programme e-Learning *

Training Location Hotel Own Premise External Training Premise Overseas © Not Applicable Local *
HQ/ Branch * Note: Applicable Only for 'Own Premise’ Training Location.

No. of Travel Days @ 1 days 2 days Not Applicable

No. of Full Days 0| * (Basedon 7 hours per day )
No. of Half Days 0| * (Basedon>=4and <7 hours per day)
No. of < Half Days 0 Hours 1.0 * (Based on <4 hours per day )
Total Hours Per Trainee 0
Total Training Days 1
No. of Month * Mandatory if Type of Training is 'Development Program'.
Hext Close

Step 5: Fill in the form then click ‘Add’ button.
Result: The training summary will be added.

Step 6: Click ‘next’ button.
Result: The following screen is displayed:

I Employer Profile I Training Summary Trainer Details Trainee Details I Actual Cost of Reimbursement I Employer Declaration -

Trainer Details

External Trainer
Hame * Citizenship Select E| *
IC/IPassport No. * Distance to Training Location Select E| *
Add  Reset
Next  Close

Step 7: Click ‘Next'.
Result: The following screen is displayed:
e e R e ey

_ ion By Group

Training Schedule Start Date 09/04/2014 _‘] B End Date 09/04/2014 _“I i

Reset
Claim Batch Ho. Start Date End Date Add/Edit Trainee Details Actions

] 1 0910412014 0810412014 AddEdt Trainee Detaiis View ! Edit
Nore: Please key in all Batch details and SAVE before keying in the Trainee Details.
~ Trainees Summary

| Batch No. ‘ Male ‘ Female ‘ Less 70km ‘ More or equal 70km ‘ Bumi | Chinese ‘ Indian ‘ Other
1 0 1 1 3 0 1 3

Save  Next Close

Step 8: Click ‘Next’
Result: The following screen is displayed:
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I Employer Profile I Training Summary I Trainer Details I Trainee Details. Actual Cost of Reimbursement Employer Declaration

Actual Cost of Reimbursement

Claim Details.
| Items ‘ Category ‘ Grant Appraved Amount(RM) | Requested Amount(RM) ‘ Document Required
Course Fee (=70} Internal Trainer 680.00 680.00
Trainee Daily Allowance (==70) Internal Trainer 150.00 15000
Total Grant Approved Total
Amount(RM) e Amount(RM) e
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select |L|

Note : Supporting Document is mandatory for proof of payment like.Invoice,Receipt,Consultancy Report etc.

File Description

Attach File Browse.. | Nofile selected

Add Attachment
Note : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP,GIF, PNG,.TIF,.PPM,.DOC,.DOCX,.PDF, RTF,.XLS, XLSX, TXT,.PPT, PPTX,.PPSX are allowed)

—  Levy Summary

Levy Balance(RM) T 20.088,640.00 |
Levy Arrears (RM) 0.00
Levy Interest (RM) 0.00
Total Grant Approved Amount (RM) 830.00
Total Requestad Amount (RM) 830.00

Step 9: Click ‘Next’ button.
Result: The following screen is displayed:

Employer Profile I Training Summary I Trainer Details I Trainee Details I Actual Cost of Reimbursement Employer Declaration

‘Employer Declaration

[Cl1nwe declare that the facts stated in this application and the accompanying information are true and correct and that '\We have not withheldidistorted any material facts. IWWe understand that if liwe obtain the grant by false or misleading statement

Iiwe may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been
disbursed.

Name Select : -

Designation

Email

Date 13/08/2014 E] *

Save  Save & Submit  Close

Step 10: Click on ‘Save & Submit’ button to proceed.
Result: The following screen is displayed:

Claim Submitted Successfully with Claim Reference No.
(C72641SBL_14_000039)
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3.3 Training Facilities & Renovation - Submit Claim

Prerequisite: Grant is already approved.
This section will guide you on how to submit claims for Training Facilities & Renovation.

Logout Last Login 14 Aug, 2014 10:15am Welcome TAYLOR'S COLLEGE SDN BHD , Thursday 3:1.

=1 B8

£ Applications

Applications > Claim > Submit Claims with Grants

Search Claim

Employer Name TAYLOR'S COLLEGE SDN BHD (T2641M) Levy Balance (RM) 700,005,929.00
— Search Criteria

Grant 1D

Course Title
scheme Name Select B
Training Date [a

Approved Date L

GG

Approved Amount (RM)

41 records found, displaying 1 to 5 records.

resteed . . 6. 0. @. @ @ 0 (330

Grant ID Training Provider Name Scheme Name Course Title Approved Date . Start Date End Date Action
728411_14_0001 Training Facilties and Renovation - 13/08/2014 4,205.00 - - Claim
(ALAT)
72541M_14_0001 - Information Technology (T} - 1300872014 10.00 - - Claim
728411_14_0001 Training Facilties and Renovation - 02/08/2014 20.00 - - | Claim ]
(ALAT)
T2541M_14_5791 xeoee Skim Lathan Bersama (SLB} dfodfg 2500612014 480 2200612014 2610612014 Claim
7264114_14_9890 - 24/08/2014 16.00 - - Claim
Claim
41 records found, displaying 1 to 5 records.
Grant D Training Provider Name Scheme Name Course Title Approved Date Start Date End Date Action
(RM}
T2641MSLB20145305 Shiipi Chaturvedi Skim Latihan Bersama (SLB) werwe 250272014 600 26/02/2014 28002/2014 Claim
7T2641MSLDN20144378 Shilpi Chaturvedi Skim Latihan Dual National (SLDN) ~ asdasdas 25002/2014 1.00 08/02/2014 10/02/2014 Claim
EVTICONEVTI20131187 - Conference (CON_COM) HADF Conference 2012 2502/2014 - 231272013 2411272013 Claim
72641MSBL-Khas20140080 Shilpi Chaturvedi Skim Bantuan Latihan Khas. COURSE TITLE 200272014 310.00 12/02/2014 15/02/2014 claim
(SBL-Knas)
7264111SBL20149990 Shiipi Chaturvedi Skim Bantuan Latihan (SBL) sdfsdf safsd 20022014 7.00 2110272014 2400272014 Claim

Follow the steps below to submit claims for Training Facilities & Renovation

Step 1: Select from menu ‘Claim’ > ’Submit Claims with Grants’.
Result: The above screen is displayed.

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Step 2: Key-in the search criteria for the click on the ‘Search’ button, if you wish.
Result: The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:
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Employer Profile Actual Cost of Reimbursement I Employer Declaration

Particulars
Registered Name and Address of Employer Officer to be Contacted| Select B *
TAYLOR"S COLLEGE SDN BHD o Tel. No. P
NO 1 JALAN S315/8, -
47500 SUBANG JAYA, : Email *
Hext Close
. - H 3 t)
Step 4: Select the officer to be contacted, then click ‘Next’.
Result: The following screen is displayed.
Employer Profile Actual Cost of Reimbursement Employer Declaration
ftem Select B : Model Name
Receipt Ho. * Quantity
Unit Price (RM) E Requested Amount (RM}
Grant Approved Date e . Purchase Date .
Reset
Item Model Name Receipt Ho. Quantity Unit Price (RM) ant. Requestad Amount [RM) Actions.
Computer Notebook lovo: 2 10.00 02/08/2014 20,00 20,00 View / Edit
. ForRenovation of Training Reom
Details of Renovation [ | Location
Grant Approved Amount (RM) f - Requested Amount (RM)
Reset
Details of Renovation ‘ Location Grant Approved Amount (RM} Requested Amount (RM) Actions.
Total Requested Amount (RM) 20.00
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select |z|
Note: Supporting Document is mandatary for proof of payment like.Invoice,Receipt,Consultancy Report etc.
File Description Attach File No file selected
Add Attachment
Note : Maximum 2MB Allowed (Only .JPG, JPEG, BMP,.GIF,.PNG,.TIF,.PPM, DOC, DOCX,.PDF,.RTF,.XLS, XL SX, TXT.PPT, PPTX,.PP SX are allowed)

‘Summary
Levy Balance(RM) 700,005,929.00
Levy Arrears (RM) 0.00
Levy Interest (RM) 0.00
Total Requested Amount (RM) 20.00
Hext Close

Step 5: Key-in the allowable item then click ‘Add’ button.
Result: The allowable item is added.

Step 6: Click ‘Browse’ to locate a file to attach then click ‘Add Attachment’ button.
Result: The attachment is added.

Step 7: Click ‘Next'.
Result: The following screen is displayed:
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I Employer Profile I Training Facilities Declaration of Employer

Acknowledgement and Declaration of the Employer

I™ 1We declare that the facts stated in this application and the accompanying information are true and correct and that I'"We have not withheld/distorted any material facts. I\We understand that if I'we obtain the grant by
false or misleading statements, I'we may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, P SMB may, at its discretion, withdraw the grant and recover
immediately from us any amount of the grant that may have been disbursed.

Designation " Chairman ¢ Executive Director © General Manager (" Training Manager " Manager ¢ Executive *

Company

Email ®

Date 16/01/2014

Exchange rate Country
Save & Submit Close

Step 8: Fill in the declaration then click ‘Save & Submit’.
Result: The following message is displayed:

I Employer Profile I Actual Cost of Reimbursement Employer Declaration

[Cl1we declare that the facts stated in this application and the accompanying information are true and correct and that WWe have not withheld/distorted any material facts. \We understand that if l'we obtain the grant by false or misleading statem«
Iwe may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMEB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been
disbursed.

Name Select j =

Designation -
Email *
Date 14108/2014 E] *

Save  Save & Submit  Close

Step 9: Click on ‘Save & Submit’ button to proceed.
Result: The following screen is displayed:

Claim Submitted Successfully with Claim Reference No.
(CT2641ALA_14_001977)
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3.4 SLDN - Submit Claim

Prerequisite: Grant is already approved.
This section will guide you on how to submit claims for SLDN.

Logout Last Login 15 Aug, 2014 254 pm  Welcome TAYLOR'S COLLEGE SDN BHD , Friday 3:28

& Appiications =2 =

Applications > Claim > Submit Claims with Grants

Search Claim

Employer Name TAYLOR'S COLLEGE SDN BHD (72641M) Levy Balance (RM) 20,080,140.00

— Search Criteria

GrantID
Course Title

Scheme Name Select B

Training Date i

EEH

Approved Date 1‘ To
Approved Amount (RM)

8 records found, displaying 1 to 5 records. LB CPRE 2 [ Next [ 1
Approved Amount
Grant ID Training Provider Name Scheme Name Course Title Approved Date () Start Date End Date Action
72641M_14_2030 BESI APAC SDN BHD Skim Latihan Dual National (SLDN) PH101 14/08/2014 100.00 15/08/2014 15/08/2014 I Claim
T2641MSLB20141971 — Skim Latihan Bersama (SLB) GETTING STARTED WITH MS EXCEL 22/05/2014 1,470.00 22052014 2310512014 Claim
2010 (BEGITO INTERMEDIATE)
T2641MSLB20141970 — Skim Latihan Bersama (SLB) STAKEHOLDER MANAGEMENT 22/05/2014 2,400.00 26/05/2014 2710512014 Claim
72641MSLB20141989 — Skim Latihan Bersama (SLB) MANAGEMENT ADVANCEMENT 18/05/2014 3,500.00 220472014 2710812014 Claim
PROGRAMME
T2641MSLB20141988 — Skim Latihan Bersama (SLB) DISCOVER THE MARVELS OF PNVOT 05/05/2014 2,340.00 280472014 28/0412014 Claim
TABLE 2010
Claim
One record found. 2
Approved Amount
Grant ID Training Provider Name ‘Scheme Name Course Title Approved Date ‘Start Date End Date Action
(R
72641MSBL201421855 — Skim Bantuan Latihan (SBL) NEURO-LINGUISTIC PROGRAMMING 25/02/2014 8,000.00 25/02/2014 05/03/2014 Claim
PRACTITIONER CERTIFICATION

Follow the steps below to submit claims for SLDN:

Step 1: Select from menu ‘Claim’ > ’Submit Claims with Grants’.
Result: The above screen is displayed.

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Step 2: Key-in the search criteria for the click on the ‘Search’ button, if necessary.
Result: The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:

Employer Profile Trainee Details I Training Summary I Trainee Attendance Form I Actual Cost of Reimbursement I Employer Declaration I
L
Registered Name and Address of Employer Officer to be Contacted Select El *
: :
SELANGOR, Email *
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Step 4: Select the Officer's name then click ‘Next’ button.
Result: The following screen is displayed:
Employer Profile Trainee Details Training Summary I Trainee Attendance Form I Actual Cost of Rei I
Details of Trainee
| srho. Hame | Ic Ho. Gender Race Academic Qualification
1 Osan 732843873483 Male Bumiputera Diploma
Next Close

Step 5: Fill in the form then click ‘Add’ button.
Result: The trainee details are added to the table.

Step 6: Click ‘next’ button.
Result: The following screen is displayed:

I Employer Profile I Trainee Details Training Summary Trainee Attendance Form I Actual Cost of Reimbursement I Employer Declaration

Training Summary.

— Training Summary

PM101
Program Title
Claim Level | OffiOn the Job Start Date End Date Training Location
B 1 OnThe Job 15-Aug-14 15-Aug-14 1
By Gender: Male : 1 Female : 0
By Race : Bumiputera 1 Chinese 0 Indian : 0 Others 0
Next  Close

Step 7: Fill in the actual training date and its details, then click ‘Next’ button.
Result: The following screen is displayed:

I Employer Profile I Trainee Details I Training Summary Trainee Attendance Form Actual Cost of Reil I Employer i _
Trainee Attendance Form

— Grant Details

Grant ID 72641M_14_2030 *

Training Provider's Name

Actual Training Start Date 15082014 2] E End Date 50e014 2] *
— Details

Upload Excel File @ Yes @ No

Month Select B - Year Select B -

o
o

No. of Working Days No. of Holidays
Search Clear

Ho record found.

Please Attach a Copy of the Original 5

File Description Attach File No file selected.

Add Attachment
Note : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP,.GIF,.PNG,.TIF,.PPM,.DOC,.DOCX,.PDF,.RTF,.XL S, XL SX,.TXT,.PPT,.PPTX,.PPSX are allowed)

Next  Close
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Step 8: Edit the claim details and click ‘Next’ button.
Result: The following screen is displayed:

l Employer Profile I Trainee Details I Training Summary Trainee Attendance Form Actual Cost of Rei I Employer i _
Trainee Attendance Form
— Grant Details
GrantID 72641M_14_2030 . Module
Training Provider's Name BES| APAC SDN BHD .
Actual T[ai'li"g Start Date 16/08/2014 E * End Date 15/08/2014 E] *
— Details

Upload Excel File

Month Year Select i *
No. of Working Days E No. of Holidays 0

Search Clear

No record found.

Please Attach a Copy of the Original 7

Mo file selected

File Description Attach File

Add Attachment

Note : Maximum 2MB Allowed (Only .JPG,JPEG,.BMP,.GIF,.PNG,.TIF,.PPM,.DOC,.DOCX,.POF, RTF,.XLS, XLSX,. TXT,.PPT,.PPTX,.PPSX are allowed)

Hext  Close

Step 9: Fill in the attendance details then click ‘Next’ button.
Result: The following screen is displayed:

I Empioyer Profile I Trainee Details I Training Summary I Trainee Attendance Form Actual Cost of Reimbursement Employer Declaration
Actual Cost of Reimbursement

— Claim Details
Course Fee Trainee 100.00 100.00
Total Grant Approved s Total
100.00 100.00
Amount(RM) Amount(RM)
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select Ij

Note : Supporting Document is mandatory for proof of payment like.Invoice,Receipt,Consultancy Report etc.

o file selected

File Description Attach File

Add Attachment

Note : Maximum 2ME Allowed (Only .JPG,.JPEG, BMF, GIF, PNG, TIF, PPM,.DOC, DOCX,.PDF, RTF, XL§, XLSX,.TXT, PPT, PPTX, PPSX are allowed)

-~ Levy Summany
Levy Balance{RM) T Z0.080,140.00)
Levy Arrears (RM) oo
Levy Interest (RM) 0.00
Total Grant Approved Amount (RM) — 100.00]
Total Requested Amount (RM) — 100.00]

Mext | Close

Step 10: Fill in the actual cost of reimbursement then click ‘Next’ button.
Result: The following screen is displayed:

I Employer Profile I Trainee Details I Training Summary I Trainee Attendance Form I Actual Cost of Reimbursement Employer Declaration
Employer Declaration

[Cluwre declare that the facts stated in this and the panying are true and correct and that IWe have not withheldidistorted any material facts. IWe understand that if liwe obtain the grant by false or misleading
statements, 'we may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may

have been disbursed.

Name Select i c

Designation

Email

Date 1510812014

Save  Saved Submit Close
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Step 11: Click on ‘Save & Submit’ button to proceed.
Result: The following message is displayed:

Claim Submitted Successfully with Claim Reference Mo.

(C72641SLD_14_000088)
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3.5 ITS (Industrial Training Scheme) - Submit Claim

Prerequisite: Grant is already approved.
This section will guide you on how to submit claims for ITS (Industrial Training Scheme).

Applications > Claim > Submit Claims with Grants

Search Claim

Employer Name TAYLOR'S COLLEGE SDN BHD (72641M)

Levy Balance (RM) 700,005,929.00
- SearchCriteria

GrantID

Course Title

Scheme Name Select B

Training Date el 1o |

Approved Date EITD 2‘

Approved Amount (RM) To

Search  Reset Close

38 records found, displaying 1 to 5 records.

SR PR o B 3 B 4 B 5 B 6 [ 7 [ s B next [ Last

Grant ID Training Provider Name Scheme Name Course Title Approved Date

Start Date End Date Action
(RM)
726411_14_0001 Training Facilties and Renovation - 130082014 4,205.00 - - Claim
(ALAT)
726411_14_5791 zxeece Skim Latihan Bersama (SLB) dfgdfy 2500612014 480 220612014 26/06/2014 Claim
726411_14_5890 - - 2410612014 16.00 - - Claim
72641MTS20147524 Industrial Training Scheme (TTS) df 2010612014 200 03/06/2014 25/06/2014 Claim
72641M_14_9866 — Industrial Training Scheme (TS) asd 1910872014 32.00 i

19/0802014 20/08/2014 I

]

—1 Claim

41 records found, displaying 1 to 5 records.

GrantID Training Provider Name scheme Hame Course Title Approved Date 7 Start Date End Date Action

72641MSLB20145305 Shilpi Chaturvedi Skim Latihan Bersama (SLE) werwe 2500202014 6.00 2610212014 2800212014 Cclaim

72641MSLDN201443758 Shilpi Chaturvedi Skim Latihan Dual National (SLDN)  asdasdas. 2500212014 1.00 080212014 100212014 Claim

EVTICOMEWTI20131167 Conferance (CON_CON) HRDF Conference 2012 2500202014 - 231212013 2411212013 Claim

72841MSBL-Khas20140080 Shilpi Chaturvedi Skim Bantuan Lathan Khas COURSE TITLE 2010212014 310.00 120212014 1500212014 Claim
(SBL-Knhas)

72841MSBL20149990 Shilpi Chaturvedi Skim Bantuan Lathan (SBL) sdfsdf sdfsd 2010212014 7.00 2110212014 2400212014 Claim

Follow the steps below to submit claims for ITS (Industrial Training Scheme).

Step 1: Select from menu ‘Claim’ > ’'Submit Claims with Grants’.
Result: The above screen is displayed.

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Step 2: Key-in the search criteria for the click on the ‘Search’ button, if necessary.
Result: The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:

Training Summary I Trainee Details I Actual Cost of Reimbursement I Employer Declaration _

Particulars

Registered Name and Address of Employer
TAYLOR'S COLLEGE SDN BHD *
NO 1 JALAN 551508, Tel. No.

47500 SUBANG JAYA,

Officer to be Contacted, Select E| #

»

Email *
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Step 4: Select the Officer's name then click ‘Next’ button.
Result: The following screen is displayed:
oo Tl e | e | e

— Training

WMaximum Eligibility Amount
Program Title

Training Date 20/06/2014 =] 1o[ 30072074 =
Actual Training Date 20/06/2014 T4 - 1o 3000712014 .

Training Venue

No. of Full Days 2 * (Based on 7 hours per day }

No. of Half Days 1| * (Based on >=4 and <7 hours per day )

0 | * (Based on < 4 hours per day )

No. of < Half Days 1= Hours
Total Hours Per Trainee 18
Total Training Days 4
Ho. of Month 10 *
Next Close

Step 5: Fill in the form then click ‘Add’ button.
Result: The training summary is added to the form.

Step 6: Click ‘next’ button.
Result: The following screen is displayed:

[ | e Bl e | oo

Download Trainee List
Load trainee details from XLSX or XLS file
File Description Attach File No file selected
Upload XLSX
Note : Maximum 2MB Allowed {Only XLS5X, XLS are allowed)
Name .
I No. .
Gender Select ="
Race Select ="
Academic Qualification Select EE
Attendance (75%) Select E|
Free of Charge (FOC) ? Select ="
Reset
HName IC No.. Gender Race ‘ Academic Qualification Attendance (75%) FOC Actions
Banu asasssagsasa  Female asdasdasd FhD Mo No View / Edit
BAnu asasssagsasl Female Bumi Ph.D No No View / Edit
HMext Close
viii. By Citizenship Malaysian 2 Foreign 0

Next  Close

HRDF MGSiﬂiaga
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Step 7: Fill in the details, then click ‘Next’ button.
Result: The following screen is displayed:

I Employer Profile I Training Summary I Trainee Details Actual Cost of Reimbursement Employer Declaration

Actual Cost of Reimbursement

Claim

‘ Items ‘ Category ‘ Grant Approved Amount(RM) | [rStenueatadugnount(RM) ‘ Document Required
Chairs

Internal Trainer

36.00 | I 36.00 | ves
Economy Rate of Air Fare for External Trainer Internal Trainer 5.20 5.20

Wannequin Pertolongan Cemas dan CPR Not Applicable:

200 200 ves
Monthly Alowance Overseas 260 260 ke
Insurance Trainee 100 100 ves
Course Fee Trainee 520 520 ke
Muttimedia Projector Trainer 5.00 7500 Yes
Total Grant Approved Total -
Amount(RM) o Amount(RM) e
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select ILl

Note : Supporting Document is mandatory for proof of payment like.Invoice,Receipt,Consultancy Report etc

File Description

Attach File Browse._. | Mofile selected

Add Attachment
Note : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP..GIF,.PNG,.TIF,.PPM,.DOC,.DOCX,.PDF,.RTF,.XL5,.XLSX,.TXT,.PPT,.PPTX,.PPSX are allowed)

- Levy Summary

Levy Balance(RM) 700,005,929.00

Levy Arrears (RM)

0.00
Levy Interest (RM) 0.00
Total Grant Approved Amount (RM) — si0
Total Requested Amount (RM) 57.00

Step 8: Enter the claim amount then click ‘Next’.

Step 9: Click ‘Next’ button.
Result: The following screen is displayed:

Employer Profile I Training Summary I Trainee Details I Actual Cost of Reimbursement Employer Declaration

Employer Declaration

[Cliwe declare that the facts stated in this and the

are true and correct and that 'We have not withheld/distorted any material facts. '\We understand that if 'we obtain the grant by false or misleading statemg

Iwe may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been
disbursed.

Name Select : =

Designation

Email

Date 14/08/2014 E *

Save  Save & Submit  Close

Step 10: Fill in the declaration then click ‘Save & Submit’.
Result: The following message is displayed:

Claim Submitted Successfully with Claim Reference No.
(C72641ITS_14_001979)
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3.6 IT (Skim Teknologi Maklumat dan Latihan Berbantu Komputer) - Submit Claims

Prerequisite: Grant is already approved.

This section will guide you on how to submit claims for IT (Skim Teknologi Maklumat dan Latihan
Berbantu Komputer).

Logout Last Login 14 Aug, 2014 10:15am  Welcome TAYLOR'S COLLEGE SDN BHD, Thursday 3:1:
& Applications

= =
Applications > Claim > Submit Claims with Grants
Search Claim
Employer Name TAYLOR'S COLLEGE SDN BHD (72641M) Levy Balance (RM) 700,005,929.00
Search Criteria

Grant ID
Course Title
Scheme Name Select B
Training Date ECITS ]
Approved Date = 2]
Approved Amount (RM)

41 records found, displaying 1 to 5 records.

rewrren 7. 6. 6. 0. 8.0 @ 0 X3 E

Approved Date Start Date End Date Action
Claim

‘Grant ID Training Provider Name Scheme Name Course Title

72641M_14_0001 - Training Facilties and Renovation - 13/0812014

(ALAT)

4,205.00 - i

728411_14_0001 -

Information Technology (IT) - 1300812014 10.00 - - | Claim ]
72641M_14_0001 - Training Facilties and Renovation - 0210812014 2000 - - Claim
(ALET)
72841M_14_5791 2xccee Skim Latihan Bersama (SLB) dfgdfg 2510812014 430 2200872014 26/0872014 Claim
T2641M_14_9890 - - 2410612014 16.00 - - Claim
Claim

41 records found, displaying 1 to 5 records.

Grant ID Training Provider Hame Scheme Name Course Title Approved Date Start Date End Date Action
(RM)
72641MSLB20145305 Shipi Chaturvedi Skim Latihan Bersama (SLB} werwe 25/0212014 8.00 2810212014 2810212014 Claim
72641MSLON20144378 Shipi Chaturvedi Skim Latian Dual National (SLON) asdasdas 2500202014 1.00 08/02/2014 1010212014 Claim
EVTICOMEVTI20121187 - Conferance (CON_CON) HRDF Conference 2012 250022014 - 2311212013 2411212013 Claim
72641MSBL-Khas20140080 Shipi Chaturvedi Skim Bantuan Lathan Khas COURSE TILE 2000202014 310.00 121022014 15/02/2014 Claim
(SBL-Knas)

72641MSBL20145990 Shipi Chaturvedi Skim Bantuan Lathan (SBL) sdfsdf sdfsd 20/0212014 7.00 2170212014 2410212014 Claim

Follow the steps below to submit claims for IT:

Step 1: Select from menu ‘Claim’ > 'Submit Claims with Grants’.
Result: The above screen is displayed.

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Step 2: Key-in the search criteria for the click on the ‘Search’ button, if necessary.
Result: The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:
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Particulars
Reqgistered Name and Address of Employer Officer to be Contacted Select B *
TAYLOR'S COLLEGE SDM BHD - Tel. No. .

NO 1 JALAN 5515/8 -

47500 SUBANG JAYA, : Email *
Hext Close
i " s . ‘ ’
Step 4: Select the Officer's name then click ‘Next’ button.
Result: The following screen is displayed:
Employer Profile Actual Cost of Reimbursement Employer Declaration
Actual Cost Of Reimbursement
ttem Select =] Model
Receipt No - Quantity -
Unit Price (RM) * Requested Amount (RM) *
Grant Approved Date Purchase Date 2] »
Reset
item Model ipt o Quantity Unit Price (RM) ‘ Grant Purchase Date Grant Approved Amount (RM) Requested Amount (RM) Actior
Computer | PCT100 1 10.00 1300812014 10.00 10.00 | View f Edil
Total (RM) 10.00
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select B
Note: Supporting Document is mandatory for proof of payment like.Invoice,Receipt,Consultancy Report etc.
File Description Attach File Mo file selected
Add Attachment
Hote : Maximum 2MB Allowed (Only PG, JPEG, BIUP, GIF PG, TIF,.PPM,.DOC,.DOCX, PDF, RTF, XL S, XLSX, TXT, PPT,PPTX, PP5X are allowed)

Levy Summary
Levy Balance (RM) 700,005,929.00
Levy Arrears (RM) 0.00
Levy Interest (RM) 0.00
Total Requested Amount (RM) 10.00

Next  Close

Step 5: Click ‘Edit’ to edit the claim details, if necessary, then click ‘Next’ button.
Result: The following screen is displayed:

e E

[Cluwe declare that the facts stated in this i and the i are true and correct and that '"We have not withheld/distorted any material facts. /\Ve understand that if liwe obtain the grant by false or misleading statem
I'we may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been
disbursed.

Name Select B -

Designation

Email

Date

Save  Save & Submit  Close
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Step 6: Click on ‘Save & Submit’ button to proceed.
Result: The following screen is displayed:

Claim Submitted Successfully with Claim Reference No.
(CT2641IT_14_001978)

3.7 CBT Development - Submit Claims

Below is the claim flow for CBT Development:

Manually Submit CBT

EMPLOYER Development Proposal
SUBMIT CBT P p APPROVED by
PROPOSAL PSMB

Fill in CLAIMS at
Login using MyColD 'SUBMIT CLAIMS SUBMIT the CLAIMS
WITH GRANT ' menu APPROVED by
EMPLOYER PSMB
APPLY CLAIMS

!.
|
i
|
|
i
i
i

Flow descriptions:

o Employers have to submit detailed proposal on the software development including purpose of
development, training modules/contents, software development plans and three quotations from
the vendors to develop the computer-based training software.

o Letter of Approval on the amount of financial assistance will be issued to the employers.
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Logout Last Login 15 Aug, 2014 6:40 pm  Welcome TAYLOR'S COLLEGE SDH BHD, Friday 6:50
& Applications = £

Applications > Claim > Submit Claims with Grants

Search Claim

Employer Name TAYLOR' S COLLEGE SDN BHD (72641M) Levy Balance (RM) 20,080,040.00

— Search Criteria

Grant ID

Course Title

Scheme Name Select B

Training Date o =

Approved Date l,] To .-_q]

Approved Amount (RM}) To

8 records found, displaying 1 to 5 records. TR 2 B next ] Last
Approved Amount
Grant 1D Training Provider Name Scheme Name Course Title Approved Date (o Start Date End Date. Action
T2641M_14_2033 — Computer Based Training Project Management 18/08/2014 1,000.00 150872014 151082014 I [
(Development} (CBT)
T2641MSLB20141971 - Skim Latihan Bersama (SLB) GETTING STARTED WITH MS EXCEL 22/0512014 1,470.00 22/05/2014 23/05/2014 Claim
2010 (BEGITO INTERMEDIATE)
72641MSLB20141970 - Skim Latihan Bersama (SLB) STAKEHOLDER MANAGEMENT 22/05/2014 2,400.00 261052014 27/0512014 Claim
T2641MSLB20141969 — Skim Latihan Bersama (SLB) MANAGEMENT ADVANCEMENT 16/05/2014 3,500.00 221042014 27/06/2014 Claim
PROGRAMME
T2641MSLB20141968 — Skim Latihan Bersama (SLB) DISCOVER THE MARVELS OF PWOT 05/05/2014 2,340.00 28/04/2014 28/04/2014 Claim
TABLE 2010
Claim
One record found ;
Appraved Amount
Grant ID Training Provider Name Scheme Hame Course Title Approved Date Start Date End Date Action
(R}
T2641MSBL201421655 — Skim Bantuan Latihan (SBL) NEURO-LINGUISTIC PROGRAMMING 2500212014 8,000.00 25/02/2014 0510372014 Claim
PRACTITIONER CERTIFICATION

Follow the steps below to submit CBT Development claims:

Step 1: Select ‘Claim > Submit Claims with Grants’ menu.
Result: The above screen is displayed:

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Step 2: Key-in the search criteria for the click on the ‘Search’ button, if necessary.
Result: The record is displayed under ‘Approved Grant’ table.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:

i | e

Particulars
Registered Name and Address of Employer Officer to be Contacted Select E| =
TAYLOR'S COLLEGE SDN BHD o »
NO 1 JALAN SS15/8, - Tel-Ho.
SELAMGOR, Email *
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Step 4: Select the Officer's name then click ‘Next’ button.
Result: The following screen is displayed:

Employer Profile Actual Cost of Reimbursement Employer Declaration

Actual Cost of Reimbursement

Module No. w01 Receipt No. -
Date of Work soera4d E Actual Date of Work E -
Completion Date 1510812014 g Actual Completion Date e«
Unit Price (RM) T 100000 Actual Unit Price (RM) .
Quantity 1 Actual Quantity 0]+
Grant Approved Amount (RM) T 100000 Reguested Amount (RM) e

Project Management
Project Title

Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select El

Note: Supporting Document is mandatory for proof of payment like.Invoice,Receipt, Consultancy Report etc.

File Description ) Attach File Browse.. | Nofile selected

Add Attachment
Note : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP..GIF,.PNG,.TIF,.PPM,.DOC,.DOCX,.PDF, RTF,.XLS,.XL SX,. TXT,.PPT.PPTX, PPSX are allowed)

- Levy Summary
Levy Balance(RM) 20,080,040.00
Levy Arrears(RM) 0.00
Levy Interest(RM) 0.00

Total Requested Amount(RM)

Step 5: Update the claim details, if necessary, then click ‘Next’ button.
Result: The following screen is displayed:

e e

[Cliwe declare that the facts stated in this and the are true and correct and that e have not withheld/distorted any material facts. 'Ve understand that if l'we obtain the grant by false or misleading stateme
I'we may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been
disbursed.

Name Select El *
Designation

Email

bate L =k

Save  Save & Submit  Close

Step 6: Fill in the declaration section then click ‘Save & Submit’.
Result: The following message is displayed:

Claim Submitted Successfully with Claim Reference No.
(C72641CBT_14_000106)
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| 3.8 SBL KHAS - Submit Claims |

Prerequisite: Grant is already approved.
Training Provider needs to submit claims first before the employer.

Flow Diagram for the following:
e SBL-KHAS Claims:

Select Apply Fill in the Course SUBMIT
from Apply Fee andTraining the
Grant Menu providers MyColD GRANT
EMPLOYER
1 PSMB
APPLY SBL KHAS
GRANT

[

Fill in SBL KHAS CLAIMS SUBMIT the

; Lol\ﬁ'”clc’)slg'g at 'SUBMIT OTHER SBL KHAS
| TRAINING PROVIDER y CLAIMS ' menu CLAIMS
PSMB
APPLY SBL KHAS
CLAIMS

: CLAIMS

Login usin Fill in SBL KHAS CLAIMS M SUBMIT the
|5| cmog at 'SUBMIT OTHER SBL KHAS
y CLAIMS ' menu CLAIMS
EMPLOYER
PSMB
'\ APPLY SBL KHAS
\ 7
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Follow the steps below to submit SBL Khas claims:

Step 1: Select from menu ‘Claim’ > ’Submit Claims with Grants’.
Result: The above screen is displayed.

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Logout Last Login 18 Aug, 2014 10:48 am Welcome TAYLOR'S COLLEGE SDN BHD , Monday 10:58

& Applications = =

Applications > Claim > Submit Claims with Grants

Search Claim

Employer Name TAYLOR'S COLLEGE SDNM BHD (72641M) Levy Balance (RM) 700,022,937.00

. SearchCriteria

GrantID
Course Title
scheme Name Select El

Training Date [a To _-_“]
Approved Date [a To 3
Approved Amount (RM)

39 records found, displaying 1 to 5 records.

rseed ), @ 0. 0. 8. 0. 8. 0 (£ E

GrantID Training Provider Name Scheme Name Course Title Approved Date . Start Date. End Date Action

72641M_14_0001 BESI APAC SDN BHD Skim Bantuan Lathan Khas TEST AGREEMENT DETAILS KAT 1510872014 200.00 1610812014 16/08/2014 I Claim
(SBL-Knas) WANA OF

72641M_14_0001 - Training Facitties and Renovation - 1300872014 4,205.00 - - Claim
(ALAT)

726411 _14_5791 ccee Skim Latihan Bersama (SLB) dfadfg 250062014 480 2210612014 2610612014 Claim

726411 _14_8650 - - 240062014 16.00 - - Claim

T2641MTS20147524 - Industrial Training Scheme (TTS) daf 2000612014 200 03/06/2014 2500612014 Claim

30 records found, displaying 1 to 5 records.

Grant 1D Training Provider Name Scheme Name Course Title Approved Date . Start Date End Date Action
T2641MSLB20145205 Shilpi Chaturvedi Skim Latihan Bersama (SLB) Werwe 250212014 6.00 26/02/2014 2810212014 Claim
72641MSLON20144378 Shilpi Chaturvedi Skim Latihan Dual National (SLON) asdasdas 250212014 1.00 08/02/2014 10/02/2014 Claim
EVT\CONEVTIZ0134187 - Conference (CON_CON) HRDF Conference 2012 250212014 - 231202013 241202013 Claim
72641MSBL20149990 Shipi Chaturvedi Skim Bantuan Lathan (SBL) sdfsdf sdfed 2010212014 7.00 2110212014 2410212014 Claim
7264120140166 - Indusirial Training Scheme (ITS) dfgdf 201022014 128.00 2110272014 2110272014 Claim

Step 2: Key-in the search criteria for the click on the ‘Search’ button, if necessary.
Result: The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:

Training Summary I Trainer Details I Trainee Details I Trainee Attendance Form I Actual Cost of Rei sement I Ei Declaration I

Particulars
Registered Name and Address of Employer Officer to be Contacted| Select B *
TAYLOR'S COLLEGE SDM BHD o =
NO 1 JALAN 5515 - Tel. ti.
47500 SUBANG Email *

Hext Close
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Step 4: Select the officer to be contacted then click ‘Next'.
Result: The following screen is displayed.
Employer Profile a Summary Trainer Details I Trainee Details I Trainee Aftendance Form I Actual Cost of Reimbursement I Employer Declaration _

Training Summai

— Training

TEST AGREEMENT DETAILS KAT MANA Oll

Program Title
»

Training Date 16/08/2014 [ v [enemaia ]

Actual Training Date 16/08/2014 T2 - 1o ai0amo1a H

Training Venue 1

Type of Training © Inhouse  Public  Job Coach Development Programme * e-Learning *

Training Location Hotel '@ Own Premise External Training Premise Overseas Not Applicable Local *
HQ | Branch BRANCH 1 * Note: Applicable Only for ‘Own Premise’ Training Location.

Mo. of Travel Days 1 days 2 days Not Applicable

Ho. of Full Days 1| * (Based on 7 hours per day )
No. of Half Days 0| * (Based on>=4 and < 7 hours per day )
No. of < Half Days 0> Hours 1.0 * (Based on <4 hours per day )
Total Hours Per Trainee 7
Total Training Days 71
Ho. of Month *Mandatory if Type of Training is "Development Program".
Next  Close

Step 5: Click ‘Next’ after viewing the training summary.
Result: The following screen is displayed:

l Employer Profile I Training Summary Trainer Details Trainee Details I Trainee Attendance Form I Actual Cost of Reimbursement I Employer Declaration _
Trainer Details

External Trainer
Name * Citizenship Select B *
ICiPassport No. = Distance to Training Location Select B =
Add Reset
Trainer Type Hame ICiPassport Ho. Citizenship Distance to Training Location Actions
External Trainer Pranay F33457191234 Malaysian Less 70 km View / Edit / Delete
External Trainer MONIKA 765765555555 Malaysian Less 70 km View / Edit / Delete
Hext Close

Step 6: View the details then click ‘Next’.
Result: The following screen is displayed.

I Employer Profile I Training Summary I Trainer Details Trainee Details Trainee Attendance Form I Actual Cost of Reimbursement I Employer Declaration _
Trainee Details

Trainees i Group
Training Schedule Start Date 16/08/2014 = - End Date 16/08/2014
Reset
Claim Batch No. Start Date End Date Add/Edit Trainee Details Actions
= 1 16/08/2014 16/08/2014 Add/Edit Trainee Details View ! Edit
Note: Please key in all Baich details and SAVE before keying in the Trainee Deails.
Trainees Summary
Bateh Ho. | Male ‘ Female ‘ Less 70km | More or equal 70km ‘ Bumi ‘ Chinese | Indian | Other

1 1 0 1 0 1 0 0

One record found.
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Step 7: View the details then click ‘Next’.
Result: The following screen is displayed.

l Employer Profile I Training Summary I Trainer Details I Trainee Details Traines Attendance Form Actual Cost of Rei I Employer Declaration -

Trainee Attendance Form
Grant Details
GrantID T2641M_14_0001 = Module
Training Provider's Name BESI APAC SDN BHD *
Actual Training Start Date 16/08/2014 E * End Date 16/08/2014 E] *
— Details

Upload Excel File
Download Attendance Excel

Date

Search Clear
No record found.

Please Attach a Copy of the Original >

File Description

Attach File

Mo file selected.

Add Attachment
Hote : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP,.GIF,.PNG,.TIF,.PPM,.DOC,.DOCX,.PDF,.RTF, XL S, XL 8X,.TXT,.PPT,.PPTX,.PPSX are allowed)

Hext  Close

Step 8: Fill in the attendance form then click ‘Next’.
Result: The following screen is displayed:

I Employer Profile I Training Summary I Trainer Details I Trainee Details I Trainee Attendance Form Actual Cost of Reimbursement Employer Declaration

Actual Cost of Reimbursement

e
‘ Items ‘ Category ‘ Grant Approved Amount(RM) ‘ Requested Amount{RM) ‘ Document Required
External Trainer Fee External Trainer 200.00 20000 | Ho
Total Grant Approved Total
200.00 200.00

Amount(RM} Amount(RM)
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select H

Note : Supporting Document is mandatory for proof of payment like.Invoice,Receipt,Consultancy Report etc.

File Description

Attach File

No file selected.

Add Attachment
Note : Maximum 2M8 Allowed (Only .JPG,JPEG,.BMP,.GIF, PNG,.TIF,.PPM,.DOC,.DOCX,.PDF, RTF, XLS,.XLSX,.TXT,.PPT,.PPTX,.PPSX are allowed)
Levy Summary
Levy Balance({RM) 700,022,937.00
Levy Arrears (RM) 0.00
Levy Interest (RM) 0.00
Total Grant Approved Amount (RM) 200.00
Total Requested Amount (RM) 200.00
Next  Close

Step 9: Fill in the actual cost of reimbursement then enter the claim amount.
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Step 10: Fill in the file description then click ‘Browse’ to locate file for attachment.

i Detady Trwrany
5 el """H:':': b T 1]
1kl e ] Somima s LAY K 6D [P e Mog e
Ly resars
L el
Tokal spproved »
arraag]
Totsl [isam »
At b
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Fil D npmoa Ariach Fis Dresas
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Step 11: Click ‘Add Attachment’ to attach the file.
Result: The softcopy of the file will be attached.

Step 12: Click ‘Next'.
Result: The declaration screen is displayed.
I Employer Profile I Training Summary I Trainer Details I Trainee Details I Trainee Attendance Form I Actual Cost of Reimbursement

[Tl iwe deciare that the facts stated in this and the are true and correct and that I'\Ve have not withheld/distorted any material facts. I''We understand that if liwe obtain the grant by false or misleading statems
live may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been

disbursed.

Name Cselect x|
Designation .
Email

Date L =

Save  Save & Submit  Close

Step 13: Fill in the declaration section and click ‘Save & Submit’.
Result: The following message is displayed.

Claim Submitted Successfully with Claim Reference No.
(C72641SBL_14_001980)
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4.1 Event - Submit Claims

Prerequisite:
e Event had been approved.
e Training had been conducted.
e Employer or Training Provider had submitted and finalized the trainees’ attendance.

Follow the steps below to submit claims for Event.

Step 1: Select from menu ‘Claim’ > 'Submit Claims with Grants’.

Result: The following screen is displayed.

Note: Employer can only make claims for approved grant. By default, all approved grant record is
displayed under ‘Approved Grant’ table.

Logout Last Login 20 Aug, 2014 2:03 pm Welcome ASDFAFSADFASD, Wednesday 2:4

& Appiications | — | =

Applications > Claim > Submit Claims with Grants.

Search Claim

Employer Name ASDFAFSADFASD (06082014EMP4) Levy Balance (RM) 266,413.94

— Search Criteria

Grant 1D
Course Title

Scheme Name Select El

Training Date Ca

G E

Approved Date ]
Approved Amount (RM) To

Search Reset Close

2 records found, displaying all records.

Approved Amount
Grant ID Training Provider Name Scheme Name Course Title Approved Date

Start Date End Date Action
(RM)
EVTIPPSIRI2014/0045 TRAINING PROVIDER 1 Public by PSMB - EET (PPS_EET) Program Title 18/08/2014 1,000.00 181082014 18/08/2014 I Claim J

Step 2: Key-in the search criteria the click on the ‘Search’ button, if necessary.
Result: The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly.

Step 3: Click ‘Claim’ button.
Result: The following screen is displayed:

Actual Cost of Reimbursement I Training Summary I Trainer Details I Trainee Details I Trainee Form I E Declaration I

Particulars

Registered Name and Address of Employer Officer to be Contacted Select B L
i Tel. No. *
Email *

Hext  Close
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Step 4: Select the Officer's name then click ‘Next’ button.
Result: The following screen is displayed:

Employer Profile Actual Cost of Reimbursement Training Summary I Trainer Details I Trainee Details I Trainee

Actual Cost of Reimbursement

Payment Status :Success

ltems Category Grant Approved Amount{RI) Requested Amount(RM) Document Required
External Trainer Fee Trsines 2,000.00 2,000.00 | ves
Hatel Rentsl Packegei<70) Trsines 0.00 0.00 | Mo
Hotel Rental Package(==70] Trainee 0.00 T o
Teansportstion Trainee 0.00 T 000 ves
Trainee Air Fare Trainee 0.00 T o ve
Consumable Training Materials Not Applicable 100.00 100.00 | Mo
Total Grant ADproved Total
Amount(RM) 210000 Amount(RM) 210050
Note: Please add any additional information related to your claim.
Remarks Exchange Rate | Country Select |j

Note : Supporting Document is mandatary for proof of payment like.Invoice Receipt,Consultancy Report etc.

o file selected

File Description Attach File

Add Attachment

Hote : Maximum 2MB Alloweed {Only JPG, JPEG, BMP, GIF, PG, TIF, PPM, DOC, DOCX, PDF, RTF, XL, XLSX, TXT, PPT, PPTX, PPSX are allowed)

—1 Levy Summary
Levy Balance(RM)
Levy Arrears (RM) oo
Levy Interest (RM) — oo
Total Grant Approved Amount (RM) — Z2i0000)
Total Requested Amount (RM) T 210000]

Next  Close

Step 5: Fill in the claim details .

Step 6: Click ‘next’ button.
Result: The following screen is displayed:
l Employer Profile I Actual Cost of Reimbursement Trainer Details I Trainee Details I Trainee Form I Emph i _

— Training Summary

Evaluation On Effectiveness Of Training
Program Title

Actual Training Date 1710812014 (2] - 1o [Tio0i2074 .
Training Venue Venue 1
»

Type of Training © In-House For Registered Employer *
Training Location @) Hotel Own Premise External Training Premise Overseas Not Applicable Local Multiple Location *
HQ / Branch . Note: Applicable Only for 'Own Premise’ Training Location.
No. of Travel Days @ 1 days Not Applicable
No. of Full Days e E (Based on 7 hours per day )
No. of Half Days e E (Based on >=4 and < 7 hours per day }
No. of < Half Days e E Hours D R (Based on < 4 hours per day }
Total Hours Per Trainee - 700
Total Training Days 1]

Next Close

Step 7: Click ‘Next'.
Result: The following screen is displayed:

el Ity e R e |
Trainer Details

Trainer Details

Hame | IC No. | Citizenship
PRANA 123412341324 Malaysian
Bhavesh 123409875647 Malaysian
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Step 8: Click ‘Next'.
Result: The following screen is displayed.

T R E ol Wt gy (isasstesic] ey e— |

Trainee Details

Datails of Trainee

| name IC No. | cenger | Race | czensnp | Academic Qualification I Trainee Designation ] HQ/Brancn ] Distance Attendance (75%) )
Pranay 320102020201 Male Bumi Malaysian Diploma A ASDFAFSADFASD Less 70 km Yes No

Bhavesh 324122612341 Male Bumi Malsysian Diploma 1A ASDFAFSADFASD Mare or Equal 70 km es No

Step 9: Click ‘Next’.
Result: The following screen is displayed.

I Employer Profile I Actual Cost of Reimbursement I Training Summary I Trainer Details I Trainee Details Trainee Attendance Form Employer Declaration

GrantID EVT/HR/R/2014/0041 E Module

Training Provider's Hame TRAINING PROVIDER 1

Actual Training ~ Start Date 1780 . End Date 17082014 .
Date IC No.

Trainee Name

Search  Clear Search

Sr. No.. Date Trainee Name IC Ne. Attendance Status ‘Mode of Attendance Remarks Attachment
1 17/08/2014 Bhavesh 324123412341 @ Present Absent Other * Manual NA
2 17/08/2014 Franav 220102020201 Present @ Absent © Other = Manual WA
— Details
Decument)

File Description Attach File No file selected

Add Attachment

Hote : Maximum 2ME Allowed (Only .JPG, JPEG, BMP,.GIF,.PNG, TIF,.PPM, DOC, DOCX,.PDF, RTF, XLS, XL SX,.TXT, PPT, PPTX,.PP SX are allowed)

Mo record found

Next  Close

Step 10: Update the trainee attendance.

Step 11: Click ‘Next’
Result: The following screen is displayed:
T e e e T

[Zlinie declare that the facts stated in this and the are true and correct and that IWe have not withheld/distorted any material facts. IWe understand that if liwe obtain the grant by false or misleading
statements, liwe may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that
may have been disbursed.

Hame Select i E

Designation

Email

Date 20/08/2014 E b

Save Sawe& Submit Close

Step 12: Fill in the employer declaration then click ‘Save & Submit’.
Result: The following message is displayed:

Claim Submitted Successfully with Claim Reference Mo.
(COB082014EMPIHR_14_000183)
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Section 5 Direct Reimbursement Claims

5.1 Process Flow for CBT Purchase and Training Conducted Before Registration

Below is the claim flow for direct reimbursement claims:
e CBT Purchase
e Training Conducted Before Registration

Fill in CBT PURCHASE

Login using MyColD CLAIMS at 'SUBMIT SUBMIT the CLAIMS
OTHER CLAIMS ' menu

APPROVED by

EMPLOYER PSMB

i APPLY CLAIMS

(
|
i
i
i
|
|

-
~

5.2 CBT Purchase - Direct Reimbursement Claims

Prerequisite: Employer may submit direct claims for CBT purchase. Employer will receive notification
from PSMB to submit CBT claims, if the employer is eligible for this type of claim.

This section will guide you on how to submit direct claims for CBT purchase.

Step 1: Select from menu ‘Claim’ > 'Submit Other Claims’.
Result: The following screen is displayed.

Logout Last Login 18 Aug, 2014 10:48 am Welcome TAYLOR S COLLEGE SDN BHD , Monday 12:00
& Applications = X
Applications > Claim > Submit Other Claims

Other Claim

Employer Name: TAYLOR'S COLLEGE SDN BHD (7264 1M) Levy Balance (RM): 700,022 837 .00

~—  Other Claim

Please Select the Type Of Claim

Select [~
rreeeen . @ 6. 3. 8. 0. 8. 0 (3

Claim ID Scheme Claimed Amount(RM) Saved Date Action
C72641PER_14_001975 PERLA ONLINE Scheme (PERLA ONLINE) 0.00 07/08/2014 Claim
C72641TBO_14_001851 Training Before Registration (TED} 0.00 0/0712014 s
C72641PRO_14_001806 PROLUS (PROLUS) 0.00 1710712014 Claim
C72641PRO_14_001805 PROLUS (PROLUS) 0.00 1610712014 Claim
C72641CBT_14_001739 CBT Software Purchase (CBTP) 0.00 31052014 Claim
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Step 2: Select claim type ‘CBT Software Purchase’ from the dropdown list then click ‘Apply Claim’ button.

Result: A below screen is displayed:

Employer Profile Actual Cost of Reimbursement I Employer Declaration

Particulars
Registered Name and Address of Employer Officer to be Contacted Select B *
TAYLOR'S COLLEGE SDM BHD o
Tel. No. *
NO 1 JALAN S515/8, -
47500 SUBANG JAYA, Email *
Hext Close

Step 2: Select the officer's name then click on ‘Next’ button to proceed.
Result: A below screen is displayed:

Employer Profile Actual Cost of Reimbursement Employer Declaration

Actual Cost of Reimbursement

Purchase Date ) - Software Description

Unit Price (RM)

Unit
Receipt No.
Add  Reset
Purchase Date Unit Price (RM) unit Receipt No. Actions
Total Requested Amount (RM) 0.00
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country

Seled -

Note: Supporting Document is mandatory for proof of payment like Invoice,Receipt,Consultancy Report etc.

File Description

Attach File No file selected

Add Attachment
Hote : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP, GIF,.PNG,.TIF,.PPM,.DOC,.DOCX,.PDF,.RTF,XLS, XL SX, TXT,.PPT,.PPTX,PPSX are allowed)

Ho record found

~ Summary

Levy Balance (RM) 700,022,037.00
Levy Arrears (RM)

0.00
Levy Interest (RM) 0.00
Total Requested Amount (RM) 0.00

Step 3: Key-in the allowable items then click ‘Add’.
Result: The allowable item is added.

Step 4: Add an attachment then click ‘Next'.
Result: The following screen is displayed:
e

[Cluwe declare that the facts stated in this and the

are true and correct and that 'We have not withheldidistorted any material facts. '\We understand that if l'we obtain the grant by false or misleading statem

liwe may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act §12) and in addition, P SMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been
disbursed.

Name Select B N
Designation

Email

Date L = E

Save  Save & Submit  Close
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Step 5: Fill up the form then click on ‘Save & Submit’ button to proceed.
Result: The following message is displayed:

Claim Submitted Successfully with Claim Reference No.
(CT2641CBT_14_001981)

5.3 Training Before Registration - Direct Reimbursement Claims

Prerequisite: Newly registered employer is allowed to apply claims for training which had occurred prior
to the employer’s registration with PSMB.

This section will guide you on how to submit direct claims for Training before Registration.

Step 1: Select from menu ‘Claim’ > ’'Submit other Claims’.
Result: The following screen is displayed.

Logout Last Login 18 Aug, 2014 10:48 am Welcome TAYLOR S COLLEGE SDN BHD , Monday 12:00

B Appiications =3 =]

Applications > Claim > Submit Other Claims

Employer Name: TAYLOR'S COLLEGE SDN BHD (7264 1M) Levy Balance (RM}): 700,022,937.00
— ‘Other Claim

Please Select the Type Of Claim

Seledt -
reren 3. 0. 0. 0. 8.0 8.0 E

Claim ID Scheme Claimed Amount(RM} Saved Date Action
C72641PER_14_001975 PERLA ONLINE Scheme (PERLA ONLINE) 0.00 07/08/2014 Claim
C72641TBO_14_001851 Training Before Registration (TED} 0.00 3000712014 Claim
C72641PRO_14_001808 PROLUS (PROLUS) 0.00 17072014 Claim
CT72641PRO_14_001805 PROLUS (PROLUS) 0.00 1610712014 Claim
C72641CBT_14_001739 CBT Software Purchase (CBTP) 0.00 31052014 Claim

Step 2: Select claim type ‘Training conducted before registration’ from the dropdown list then click ‘Apply
Claim’.

Result: A below screen is displayed:

Training Summary I Trainee Details I Actual Cost of Reimbursement I Employer Declaration _

— Particulars
Registered Name and Address of Employer Registration Date 17012013 2]
TAYLOR'S COLLEGE SDN BHD o s
MO 1 JALAN SS15/8, - Liable Date 171012013 i
47500 SUBANG JATA, Officer to be Contacted, Select E| *
Tel. No. *
Email *
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Step 3: Select the Officer's name then click ‘Next’ button.
Result: The following screen is displayed:

Employer Profile Training Summary Trainee Defails I Actual Cost of Reil I Emple

Training Summary

— Training Summary

Program Title
Actual Training Date 2] *To 2] =

Training Venue

Type of Training © In-house O Public *

Training Location © own Premise © Overseas *
No. of Full Days 0 *= (Based on 7 hours per day )
No. of Half Days 0 * (Based on>=4and <7 hours per day )
No. of < Half Days 0o = Hours 0 | * (Based on <4 hours per day )
Total Hours Per Trainee 0
Total Training Days 0
Next Close

Step 4: Fill in the form then click ‘Next’ button.
Result: The following screen is displayed:

[ T T e | o

Trai i Group
Training Schedule Start Date 07/08/2012 2] * End Date 07/08/2012 2] B
Add Batch  Reset
Batch No. Start Date End Date ‘ AddiEdit Trainee Details Actions

Note: Please key in all Batch details and SAVE before keying in the Trainee Details.

Trainees Summary

’;) records found to display

Step 5: Click ‘next’ button.
Result: The following screen is displayed:

B W s | | TR
Trainer Details

— Trainer Details

IC/Passport No. »

Trainer Name =

Add Reset

IC/Passport No. Trainer Name Citizenship | Actions
File Description Attach File Browse.
Add Attachment

Hote : Maximum 2ME Allowed (Only .JPG,.JPEG,.BMP,.GIF,.PNG, TIF,.PPIA,.00C,.DOCK,.POF, RTF XL S, XL SX, TXT,.PPT,PPTX, PPSX are allowed)
Ne record found

Note : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP,.GIF,.PNG,.TIF,.PPM,.D0C,.DOCK,.PDF,.RTF,.XL S, XL SX,.TXT .PPT,.PPTX,.PP5SX are allowed)
Ho record found
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Step 6: Enter the trainee’s then click ‘Add’ button.

Step 7: Click ‘next’ button.
Result: The following screen is displayed:

I Empioyer Profile I Training Summary I Trainee Details Actual Cost of Reimbursement Employer Declaration

Actual Cost Of Reimbursement

Claim Details
Cost (RM) / Duration N Of Unit 7 Requested Amount (RM) 7
Category Allowable ltem Distance Allowable Type Unit Unit Type Of Skill Document Required
A ] ) (A*B*C)
Trainee Course Fee NA Not Applicable Not Applicable Not Applicable 0.00 HNo
Total Requested Amount(RM)| 0.00
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select ILI

Mote : Supporting Document is mandatory for proof of payment like.Invoice,Receipt,Consultancy Report etc.

File Description

Attach File No file selected

Add Attachment
Note : Maximum 2MB Allowed (Only .JPG,.JPEG,.BMP,GIF,.PNG,.TIF.PPM,.DOC,.DOCX, PDF,.RTF, XL §,.XLSX,.TXT,.PPT, PPTX,.PPSX are allowed)

No record found

~ Levy Summary

Levy Balance(RM) 700,025,063.00

Levy Arrears(RM)

0.00
Levy Interest{RM) 0.00 |
Total Requested Amount(RM), 0.00

Step 8: Enter the actual cost of reimbursement then click ‘Next'.
Result: The following screen is displayed:

Employer Profile I Training Summary I Trainee Details I Actual Cost of Reimbursement Employer Declaration

Employer Declaration

[Tl inwe geciare that the facts stated in this

and the ying

are true and correct and that We have not withheld/distorted any material facts. /e understand that if L'we obtain the grant by false or misleading statement
liwe may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act, 2001 (Act 612) and in addition, PSMB may, at its discretion, withdraw the grant and recover immediately from us any amount of the grant that may have been
disbursed.

Select : *

Hame

Designation

Email
Date ETZ T
Save Save & Submit Close
Withdraw
Reason Select : =
Remarks

Withdraw  Reset

Step 9: Fill in the declaration section then click on ‘Save & Submit’ button to proceed.
Result: The following message is displayed:

Claim Submitted Successfully with Claim Reference No.
(CT2641TBD_14_001982)




|C|:_|TR2|_3'9 Mesiniaga

HRDF: USER GUIDE

ReviamiLimy Bevano TEcHNOLOGY

Section 6 HR Consultancy and Advisory Claims

6.1 NHRC Claims
Follow the steps below to submit NHRC claims:

Step 1: From the portal, select from menu ‘HR Consultant’ > 'TNA/HR Consultant Claim Application’.
Result: The following screen is displayed.

HR Consultant Profile HR Consultancy Scope Details I Actual Cost of Reimbursement I Declaration of Consultant _
HR Consultant Profile

IC/IPassport No. *

Consultant Name

Email *

Address

Tel. No.

Grant ID * Note : Refer the Grant approval lerter for Grant ID
Next  Close

Step 2: Enter the HR Consultant Profile details and click ‘Next’ button.

Result: The following screen is displayed:
HR Consultant Profile HR Consultancy Scope Details Actual Cost of Reimbursement I Declaration of Consultant _

Consultant Name DATO’ DR VINCENT LOWE | *
Bank Name Select B =
Bank Account Humber
— HR Scope
HR Main Scope Select -
HR Sub Scope —Select- -
‘Consultancy Activity
Commencement Date Start Date: _“] * End Date _“I =
No. of Hours
Remarks
Reset
HR Main Scope HR Sub Scope Consultancy Activity Start Date End Date Ho. of Hours Remarks Ac
Employee Development HR Training and Development 1 16/08/2014 16/08/2014 100 1 View
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Step 3: Update the details then click on ‘Next’ button to proceed.
Result: The following screen is displayed:

I HR Consultant Profile I HR Consultancy Scope Details

Actual Cost of Reimbursement Declaration of Consuitant

HRDF MeSiniaga

Actual Cost of Reimbursement

——  Claim Details
| Items | Category ‘ Grant Approved Amount(RM) ‘ Requested Amount(RM) ‘ Document Required
Consultant Fee Hot Applicable 100.00 100.00 | 1o
Total Grant Approved Total -
100.00 100.00

Amount(RM) Amount{RM)
Note: Please add any additional information related to your claim.
Remarks Exchange Rate Country Select ILI

Note : Supporting Document is mandatory for proof of payment like.Invoice,Receipt,Consultancy Report etc.

File Description

Attach File Nofile selected

Add Attachment
Hote : Maximum 2MB Allowed (Only .JPG,.JPEG, BUP,.GIF,.PNG, TIF,PPM,.00C, DOCXK,.PDF,.RTF,.XLS,.XL 5X, TXT,.PPT,.PPTX,PPSX are allowed)

Next  Close

Step 4: Update the details then click ‘Next'.
Result: The following screen is displayed:

I HR Consultant Profile I HR Consultancy Scope Details I Actual Cost of Reimbursement Declaration of Consultant

Declaration of Consultant

| certify that all information provided pertaining to this claim is true and correct and that apart from this claim no other claim have been made for these Al relevant
the Secretariat of the Pembangunan Sumber Manusia Berhad.

to this claim are with me and can be inspected by
I declare that the terms and condition under the HR Solution Services have been complied by me.
Name

Date

DATO" DRVINCENT LOWE
2010812014

Consultant

File Description

Attach File No file selected

Add Attachment
Note : Maximum 2MB Allowed (Only JPG,.JPEG,.BMP,GIF,.PNG,.TIF, PPM,.DOC,.DOCX,.PDF, ATF,XL S, XLSX, TXT,PPT,PPTX,.PPSX are allowed)

Step 6: Fill up the declaration section and attach the required document.

Step 7: Click on ‘Save & Submit’ button to proceed.
Result: The following message is displayed:

Claim Submitted Successfully with Claim Reference No
(CMHR_14 000186) And File Is Forwarded To Officer :
(MOHD NAZRI BIN SABRI)
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7.1 Search/Withdraw Claims

Prerequisite:

Employer can only withdraw the unsubmitted claims. Once the claims is approved/rejected, employer can
no longer request for withdrawal.

This section will guide you on how to search for claim record and withdraw claims.

Step 1: Select from menu ‘Claim’ > ‘Search/Withdraw Claim’.
Result: The following screen is displayed.

Logout Last Login 18 Aug, 2014 2245pm Welcome TAYLOR'S COLLEGE SDN BHD , Monday 3:05 |
& Applications = =
> Claim > if laims
Employer Name: TAYLOR S COLLEGE SDN BHD (72641M) Levy Balance (RM): 20,081,590.00
— Search Criteria
Submission Date Co ]
Claim Category Select -
Scheme Select B
Claim ID
Status Select -
Claim Type Select -

rrsterey) G2, B BB (20 EED)

Claim ID Grant ID Claim Category o o o Updated Date Status Claim Type Action
Amount (RM) Amount (RM) Date

C72641SME_14_000109  EVT/SWE/R/2014/0036 Event - 350.00 17/082014 1740872014 Submitted Online Enquiry

C72841SME_14_000108  EVT/SMER/2014/0035 Event 50.00 - 17/082014 Saved Online Enquiry

C72641CBT_14 000106  72641M_14_2033 Training Program with Approve Grant 1,000.00 1,000.00 15/08/72014 15/08/2014 Submitted Online Enquiry

C72641SLD_14_0000BB  72641M_14_2030 Training Program with Approve Grant 100.00 100.00 15/08/2014 150082014 Submitted Online Enquiry

C728415BL_14 000072  72641MSBL201421655 Training Program with Approve Grant 5,000.00 - 14/082014 14i08/2014 Saved Online Enquiry




