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O 1  I N T R O D U C T I O N  T O  H R D  C O R P  C L A I M A B L E  C O U R S E

• HRD Corp claimable course is a dedicated programme designed to assist employers in 
retraining and upskilling their employees in line with their operational and business 
requirements.

• Under this scheme, HRD Corp will pay the course fee (subjected to 4% service fee effective 
from 1 April 2021) directly to the training providers by deducting the amount from the 
employers' levy account while paying other claimable allowances to the employer. The 
total claimable amount is subjected to the approval of each individual grant application.

• As per Training Provider’s Circular No.3/2021, effective from 1 April 2021, all training courses 
must be registered in order to be claimable under HRD Corp.
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0 2  R E Q U I R E M E N T S

To register a course under HRD Corp, the course has to meet the requirements below: 

1. Minimum total training duration must be at least four (4) hours excluding lunch.

2. Minimum one (1) trainer with TTT/TTT Exemption Certificate. However, should you have more 

than one trainer registered, all of them must be HRD Corp TTT/TTT Exemption certified.

o HRD Corp allows foreign based trainers to conduct the training under HRD Corp without 

acquiring the TTT/TTT Exemption Certificate if they are solely coming to Malaysia to conduct 

the training. However, the trainers must collaborate with a local training provider and provide 

their profile that clearly states that they are a foreign-based trainer in the application. 

o HRD Corp allows for all speakers to not acquired the above certificate if the training course 

register are seminar or conference.
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0 2  R E Q U I R E M E N T S  ( C O N T ’ )

3. The documents required are as follows: 

a. Profile (CV) for ALL selected trainers for the course - The selected trainers must possess 

relevant competency and skills that align with the course registered and mentioned in 

the trainer’s profile. 

b. TTT Certificates @ TTT Exemption issued by HRD Corp for ALL selected trainers for the 

course.

c. Certification supporting evidence (e.g., letter of appointment, collaboration 

agreement or any other similar document) applicable for professional certification 

courses only
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0 3  C O U R S E  R E G I S T R A T I O N  P R O C E S S

1

Login to e-tris account

https://www.hrdcorp.gov.my/

Click: Application> Profile 
Management > Training Programme 

> Register for Training Programme

2
3

Fill Course Registration Form

4

Click Submit

https://www.hrdcorp.gov.my/
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STEP 1: Login to your E-TRIS Account

Go to https://www.hrdcorp.gov.my/ 
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STEP 2: Go to Profile Management > Training Programme > Register for Training Programme
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STEP 3: Click on the “New Register for Training Programme” tab
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Kindly ensure that the course title is entered correctly

Non-e-learning: Face to face and Remote Online Training
E-learning : Self Paced Platform

• Soft Skill
• Hard Skill

• Full Time
• Part Time

STEP 4: Click on the “Programme Information” tab and fill in all details 



1111

STEP 4: Click on the “Programme Information” tab” and fill in all details (cont) 

11

Enter the “TOTAL” Training Hours
E:g 2 Days, 14 Hours

• If non-e-learning: Face to Face/ Remote Online 
Training (via Teams/ Zoom/Webex)

• If e-Learning: Self Paced Platform (Provide the 
link and access to the platform)

• Non-certification programme (certificate of 
attendance): Leave the section blank

• Professional certification programme recognised
by any body: Enter the certification body’s name
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STEP 5: Click on the “Course/ Content Outline” tab” and fill in all details  

1212

• It is not compulsory for a training provider to provide the complete 
course content. 

• The actual complete course information must be submitted during 
the grant application process, and it is subject to the approval of 
each individual grant application. 
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STEP 6: Ignore the “Topic/ Module” tab” and leave it blank

131313
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STEP 7: Click on the “Trainer/ List” tab and fill in the details

14141414

• Click on “Search” icon to select the trainer.

• A minimum of one (1) trainer is required. Due to current system limitations, training provider still needs to 
register and select a minimum of two (2) trainers. Nevertheless, the second trainer is not required to 
conduct training for the registered course.

• Please proceed to create “New Trainer Profile Management” if the trainer is not listed in the Trainer List. 
After adding the profile, the trainer’s name will appear on your Trainer List. 
*The steps are as follows:- Login into e-Tris > Application > Profile Management > Training Programme > 

Trainer Profile Management > Create New Trainer Profile Management

• If the trainer has been listed, kindly ensure that their “Trainer Profile Management” has been updated. 
*To check and update as follows:- Go to Applications > Profile Management > Training  

Programme > Trainer Profile Management > Search the trainer
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STEP 8: Leave the “Fee for Each Trainee” tab blank

15151515

• Kindly ignore this tab, leave it blank
• The course fee must be submitted during grant 

application
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STEP 9: Click on the “Document Attachment” tab and upload accordingly. 

16161616

• It is advisable to convert the file into the PDF format before uploading it.

• Supporting Documents Required:
o Trainer profile (please rename the file with “Lead Trainer” if you wish to proceed with only 

ONE trainer)
o TTT/TTT Exemption certificate or a letter issued by HRD Corp
o Certification supporting evidence (e.g., letter of appointment, collaboration agreement or 

any other similar document) for professional certification course only.
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STEP 10: Click on the “Declaration” tab and fill it accordingly. 

17171717

• Please ensure that all information in the declaration part are keyed in 
correctly

• Click the “Save” icon. It is advisable to check all the tabs to ensure 
that the information has been keyed in correctly before clicking 
“Submit”.

• The training provider will receive a pop-up notification on the 
successful registration after the submission is made. 
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OTHER INFORMATION

18181818

• Courses that are unsuccessfully submitted will be listed 
under “Unsubmitted Applications”

• Kindly tick on “Select Any” and click “Continue 
Registration” to re-submit the application

• Course that has been successfully submitted will be listed 
under “Submitted Applications”
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0 4  C R E A T E  N E W  T R A I N E R  P R O F I L E  M A N A G E M E N T
STEP1: Login into e-Tris > Click Application > Profile Management > Training Programme > 
Trainer Profile Management

Click “New Trainer Profile Management” to create the trainer’s profile. 
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STEP 2: Fill in the trainer’s details

2020202020

• To enter the trainer's info, training provider need to 
select the nationality first.

• Enter the trainer’s IC/Passport No.
• The system will automatically search for tje trainer’s 

IC/Passport to match with the database for TTT 
Certification / Exemption Number. 

• If the system finds matching for the trainer’s IC No., it will 
automatically populate ‘Person Details’ info together 
with the TTT Certification / Exemption Number. 
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STEP 2: Fill in the trainer’s details (cont’)

212121212121

• The training provider is also required to fill up the information on academic 
qualification, professional qualification, years of career experience and 
training experience in the fields below.

• Once all trainers’ information has been filled up in the trainer’s profile, click 
on the ‘Save’ icon. 

• If not, a message will pop-up to ask whether the trainer is a guest trainer 
(guest trainer  refers to foreign or visiting trainers only). However, if the trainer 
is local, please click on the ‘Yes’ icon and key in the trainer’s IC No. 
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0 5  U P D A T E  T R A I N E R  P R O F I L E  M A N A G E M E N T
STEP1: Login into e-Tris > Click Application > Profile Management > Training Programme > 
Trainer Profile Management

22

• Enter any trainer criteria to update the Trainer Profile and select the 
‘Search’ button. 

• To update the trainer’s information, select the “Trainer’s IC/Passport 
No.”
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STEP 2: Fill in the trainer’s updated details

232323232323

• Please update any relevant information. Once all of the 
trainer's information have been updated, click the ‘Save’ icon 
to save the information. 

• The system will share the following message “Your request has 
been updated successfully” 
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0 6  C O U R S E  R E G I S T R A T I O N  S T A T U S

1

Processing Officer 
processes the 

application within 3 
working days

2
3

Training Provider responds 
and returns the revised 

application

4

ApprovalQuery for incomplete 
application
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STEP 1: Login into e-Tris > Click application > Profile Management > Training Programme > 
View My Programme. 

Pending Status means that the application has been queried and 
no return application/response has been made. 



26

STEP 2: Respond and return query application 

• Login into e-Tris > Inbox
• Training provider will receive the “Register for Training 

Programme” query in their inbox. 
• Click on the “Document Number” to respond 
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STEP 3: View query details

27

Go to “Queried Details” and click “View comment 
and attachment” to view the query reason
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STEP 3: Update or respond 

• Update the necessary details in the “Basic Info” tab and 
upload the supporting documents in the “Attachment Tab” as 
required in the query details. 

• Click “Save”. 
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STEP 4: Add remarks to queried details

29

• Training Provider is required to insert remarks or a note in the “Query Details” 
tab.

• Click “Action>Return” tab
• Successfully returned application will appear in the outbox below. 
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0 7  M O D I F I C A T I O N S  O N  A N  A P P R O V E D  C O U R S E

Type of Training Course Content

Not Required

Training Duration

Not Required

Trainers

Requires approval 
from HRD Corp

The actual type of training, course content and duration will 
be submitted and decided during grant application process

Not Required
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Trainer Modifications

The requirements are: 
• The trainer’s profile is added to the training provider’s e-Tris account. 
• The trainer has a TTT/TTT Exemption. 
• Trainer’s background is in line with the approved course. 

STEP 1: Login into e-Tris > Application > Profile Management > Trainer Modification
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STEP 2: Update trainer information

32

• Search for the approved training course
• Click “Add Trainer to Programme”. 
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STEP 2: Update trainer information (cont’) 

3333

• Search for the trainer
• Click “Add to Programme” and “Save” 
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STEP 3: Complete the submission

343434

• Once the selected trainer has been 
added to the approved course, click 
on the “Submit” icon. 

• The system will show the message “Your 
request has been submitted 
successfully”. 
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0 8  C A N C E L L A T I O N  O F  A N  A P P R O V E D  C O U R S E

STEP1: Login into e-Tris > Click application > Profile Management > Training Programme > 
Request for programme cancellation

35

• Search for the approved training course
• Tick on “Select/Deselect All” and click “Programme

Cancellation”
• A message will appear as below. Please click “OK”
• The system will show the message that  “Your request has 

been submitted Successfully” 
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C O N T A C T  U S

HRD Corp  Claimable Course Registration
vmdsupport@hrdcorp.gov.my

Grant application, claim application and any other matters
support@hrdcorp.gov.my

Troubleshooting
ithelpdesk@hrdcorp.gov.my

01

02

03

mailto:nurulnabila@hrdcorp.gov.my
mailto:support@hrdcorp.gov.my
mailto:ithelpdesk@hrdcorp.gov.my


THANK YOU


