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Claims’ query need to be replied to HRDCORP officers after necessary actions 
have been taken such as attaching the completed documents.

All query on claims must be replied before claim submission dateline (6 months 

from training end date)
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(1) Login to Employer’s eTRiS account 

(2) Click Inbox
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(3) Click Outstanding Action then click File Number

(4) Click on Query Details then click View comment and attachment to read on the queries 
sent by HRDCORP
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(5) Read on the queries and take the necessary action as requested by HRDCORP.
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(6) Then reply the queries by clicking Action > Return or Resubmit Button then click OK to submit the 
claim back to HRDCORP.
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COST CLAIMED SUPPORTING DOCUMENTS

Course Fees (YPL / YUR) Official Receipt & Tax Invoice

Course Fees (YPL / YUR) – Remote Online Training
• Official Receipt & Tax Invoice

• System Generated Attendance Report

Transportation Charges Official Receipt & Tax Invoice

Flight Ticket Official Receipt & Invoice / e-ticket

Hotel Rental Package / Rental of Training Place 
Official Receipt & Tax Invoice

(if requested)

SLB Course Fee Cost Sharing Letter

Trainer / Trainee Daily Allowances

No Document Required

Trainer / Trainee Overseas Allowances

Internal Trainer Allowances (EPD)

Trainer / Trainee Meal Allowances 

Consumable Training Materials

SUPPORTING DOCUMENTS FOR ITEMS CLAIMED

*HRDCORP may request for any other relevant documents for verification/confirmation purposes.
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Letter of approval will be sent to employers via email once the claims have been 
approved.

The submission of claims will be reviewed and checked within five (5) working 
days.

Claims have been successfully submitted after clicking the Resubmit button.



THANK YOU


