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1) Introduction
Tourism Licensing System (SPIP) is a leading ICT system of the Ministry of Tourism and Culture
developed m 9" Malaysia Plan A medium that allows the licensing business tourism sectors
conducted through the online portal. Purposeful increase the quality and efficiency of service
delivery to customers streamline the process, to more rapidly and efficiently.

2) How to Sign In

Authenticate User will sign in to get access to the system

\ Ministry of Tourlsm Malaysia
~ { " S |

Bantuan Teknikal (Helpdesk)

1 Authentic User name and Password will require for Signing In.
1 Signingn User will Land to Home Page.
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3) How to create an external User
There are two types of external users inistlsystem.

U Company
U Individual

To create an external staff memb@ompany)user need to perform following tasks.

9 Click on new user to get started.

Ministry of
TiSTY

*
et ) S Tol

Tourlsm Malaysia
sty Licen ] Syster

Bantuan Teknikal (Helpdesk)

Following screen will appear for new user.
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4)

Ministry of Tourism Malaysia

e
i ' Ly skl

Provide required details to Register a new company account

=4 =4 =4 =4 -4 4 4 -8 -8 - 9

Conpany No : Company no should be unique

Name: Company Name

Address: Address of company

Postcode: Area postcode

State: State where user want to open company
Daerah/Bandar: City/Region where user want to open company
Telephone No: Contact no of user

Email:Must be unique

How to contact: How others can contact user being create
No Telefon Bimbit: Number where other will contact
Verification Code:

After providing details click on sat@save company user in system.

1

By clicking SavButton, company user wifave.

How to apply for licensdor TOBTAB
To get a license under MEBPIP, user account is required, that user account could be internal or
external.

1

How to get a license for internal or external user's company.
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Here is the process to Apply for license & external user's company.
User need to login with authenticate user to apply license under 180IP.

1 Sign in with authentic user

Ministry of Tourlsm Malaysia

‘Inl"Ju-F. ounsm INQUSTry LICENSIng aysierm

Bantuan Teknikal (Helpdesk)

1 Authentic User name and Password will require for Signing In.
1 After Signing in User will Land to Dashboard.

e loren MIFW  TRAPWWS METITT SGEMED  SEPTRL  RRYPE R

inmrn iy sl o
Ll Teamw s L g e

Company Name: Testing-Dooument Path 1 TORTAR
[ O TR T L e Pwriou:

1 After Siging-in, User will land to Home page of System from where user will be able to use
Those features of system which are allow/granted to him by system administrator.

Note:

Fields with N Y I yRI G2NE IyR OlyQd 06S SyLiieo

By clicking, '+ user will able to sedesired detailsn read only mode.
By clicking, (2 user will able teedit desired details

By clicking, * user will able to delte desireddetails from system.

1 How to get a license for company?
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To get a license for company user will click on AGENSI.

1 Following sreen will open by clicking agensi from menu.

g+, Wby ol Verarmrs i Loyt M TRAEEG MUTTIRITE  SEMEE  SITRE RV T
"J . TPy Peh T | RN e

s e Egraar e s Amicgiss Damactem

How to apply for new license application?
9 Click New License Application from menu on left.
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AT of Towra Malaysa o .
N o ey ey TRAVSING WRTTIUTE ATRME, OGS W
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Wan i ralmen i i
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1 Company information:
Provide required details to apply a new license
1 Jenis Permohonan : Type of company
I. Tobtab
.  MM2H
Each has own permissions/rights to perform operations.
9 Fields: Fields are rights/permissions for company to perform that specific operation.
1 Company Info: This data will auto fill from registration information of company.
Property Office :
M Location: Loation of office
1 Posession: Type of Property
I.  Private: Own Property
II.  Rent: Rental Property
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1 Area Office Area. In Square feet
Company Secretary:

Nama Syarikat: Name of Company Secratery
Alamat: Address of Company Secratery

Postcode: Postcode of Company Seenat

Telephone No: Telephone no of Company Secratery
Emel: Email Address of Company Secratery

Fax No: Fax No of Company Secratery

=A =4 =4 =4 -4 4

Registration Details:

1 No Pendaftaran: Registration no

9 Tarikh Diperbadankan: Date of incorporation

1 Capital:

1 Dibenarkan (RM):Ildwed/Declared Capital

1 Paid (RM): Paid Capitdhitially will 0

After Providing Company details user can proceed to next step by clicking save.

1 By clicking Save Button, Company information will save and user will proceed to next step.
1 By clicking AgaiButton, whole form will reset

Following screen will appear by clicking save button.

U Shareholders:

Ashareholderor stockholder is an individual or institution (including a corporation) that legally
owns a share of stock in a public or private corporation

e mi;mﬂ"rﬂ M TRAMDNG MR AEMAL ML AMTMERT

e fu LS iy
LT TR Bubes (W | L T L ]
..

Frmragen mal sty |84 8

g Sanbnnals |Bees &8 dH |
heed Lt
e e ]

Feis

1 Click on Add button to add a new shareholdeollowing screen will open to a new shareholder.

Private and Confidential Page9 of 124



MOT-SPIP User Manual

S L L

| s aoe |
9 Status Pegangan Sahamype of Share holder
I.  Bumiputera: Local Residence of Malaysia
[I.  Non Bumiputera: Not.ocal Residence of Malaysia
Ill.  Foreign nationals (ABE ): Asian forigner
IV. Foreign Nationals (NeASEAN ): NeAsian forigner
V. Local Company: Local Malaysian Company
VI.  Foreign Companies: Forigner Company
Nama Name of Shareholder
No KP/Passport: KP/Passport numb&Bhareholder
Alamat: Addressf Shareholder
Tdefon: Telephone Nof Shareholder
Umur: Ageof Shareholder
Jantina: Gender of Shareholder
Negara: Country of Shareholder
Nilai Saham (RM): Value Stocks
Evidence Document Experience:
Add experience if available.
After providing required details:
i Click Sendto submit these details.
9 Click Again to reset form.
Similarly applicant can add shareholders unless it reaches the authorised Capital.

=A =4 =4 4 -4 -4 - -9
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Following screen will appear:

Wk Wimwt ey ol Torarmers i Lerina SR VA ETTIRE  REMAE SEOTEN  RAVR T
% . Tarue LLLY U RN L L

e | pEes Agasdn e
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9 Shareholder will add to the list of shareholders

9 User can add untill stock amount reach100%.

Listof shareholdersill visible here

9 Details of Capital:

To save, shareholders details ugell perform following action.

1 By clicking save button, User will proceed to next step and details of shareholtlesawiin
Systemand following saen will appear

| Wy o Tewrnin byl SIS TRANSNSS IMETTTRIE  AEEMAL REPILL RSV
ol Teewr TR T | A e g e

[ RSP Y

& mrrm B

e P

U Director:

Adirectoris a person from a group of managers who leads or supervises a particular area of
acompany program, or project.

1 Click Add button, To add a new Directeollowing screen will appear.
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by Ll i nisiom i1 Tim ipsis @ Srbem

B 0

i Shareholder This is a contibnal Statement so:
1 Yesif want to add a share holder as director.

New form will open if Selcted No

M No: To add new other directors click on No.
Following screen will appear if user has selected No

Name: Director's name
IC/Passport: Director's passpor
Address: Address of Director
Telefon: Telephone no of Director
Birth Date: Birth Date of Director
Age: Age of director will auto calculate on basis of birth date
Gander: Imageof Director

Local Country of Stay

Evidence Document Experience:

Add experiace if available.

After providing required details:

M Click Send, to submit these details.

= =4 =4 4 -8 4 - -9
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9 Click Again to reset form.
1 Following screen will appear:

AR camsis fualirvesmisirnsie fo P TRARIG IMETITRIT  SEWA SRR AR

EEA AT | ) Sm—

ismze

e e N ]
n - = —_—— = — e

LILX AOIFY(d OFyQlhG FRR Y2NB RANBOG2NAR KSNB® ! & H
1 By clickingave button, User will proceed to next step and directors will save in system.
U Staff:

To add a new staff member click on Add.

o i i e |

Click Add button to add a new staff member.

W edintam Biainmsimil F et ot 1880

B xmiimin | O i rraars sty S Pod—n Eeriard g e

- - - L Fis

. e
1 Jawantan : Type of staff member
9 Tourist Guide: Search by TG No.
Following screemill appear to add a new staff member by TG no. (TG number must be valid)
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This information is autdilled from system.
Add experience if available.
After providing required details:
1 Click Send, to submit these detalils.
1 Click Again to reset experience rior
User will not be able to clme any detail of TG from here.

9 Other: To add new other staff member click on other.
Following screen will appeao tadd other staff member.

| te Rape]

Provide details for new staff member being add to system.

1 Jawatan: Other Selected
 Name Jawatan:
. Rest

Private and Confidential
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[I.  While travelers Permandu.

No KP/Passport: Passport number of staff member

Alamat: Address of Staff member.

Umur: Age of Staff Member

Jantina: Gender of Staff Member

Warganegara: Country of Staff member

Kelayakan: Wothiness of stafiember

Experienceif any
After providing all the information click on send to submitt information
1 By clicking Send Button, information of staff member will submit.
1 By clicking Again Button, fields will become empty.
Following page will appear after savirggord of staff member.

=A =4 =4 =4 -4 4

E Ly al T
Al D TmAmin oy Liseng e

I TR MENTTTY RMAD SETTRE ARTES NS

ey P

Click Save to proceed and to see following screen.
U Certificate:

[Le e S T T L U e T

Larif L

Xoooo [

Supporting Document:
Supporting Documents are missing for the application.

Click Add/Show to see following screen.
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TIHETAE * ew | renee Sqper e | 0| Sopereg [

dammay B
T Fresdar

BL L

Provide all required documents here.

Once aldocuments are provided following screen will appear after closing this window.

rf Tosraes 3 - 3 -
i ml' s “'4"“ . TRARE RUTIRTE MM MO RAYMLMT

000

e =

Other Information: Relations with Foreign Tourism Company

1 Yes: If there is link with forign company then user will provide following information.
1 No. If there is no link wit forign company.
Foreign Tourism Company Information:
Provide Following details for company
F2
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5)

Certificate: Make sure has been selected before performing next action.

By clicking Save Button, Application will save as draft and will not submit teSWOPT
By clicking Send Button, Application will submit to M&PIP.

By clicking Again Button, fields will become empty.

After submission /send user will redirect application transaction page.

=A =4 =4 =

L o i ey PUFEL  TRANSGSS IMUNTEIE AWMU MGILL  AAYRLET
VRPN Rk R | R e

This is how an external user/internal user will apply for a grarcompany license. Once application
has been submitted status of application will change to awaiting payment.

User who submitted application will go for manwalonlinepayment for Application processing.

How to add a new fieldor TOBTAB
To Add a newi¢ld external user (syarikat bardaftar) account, and approved license for tobtab is
allowed.

1 T o et e i MR WS TRENG SETTUTE MBS s
e

= s e n A L e

1 How to apply for new field?
Click on Add Field to see following:
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g+, Ty o Vet i ot W WS TRRINRG BETTUTE B N e
W Tmpiee Behibiny | ey e

L = TR o i 1 b 5 S s

1wy -y
B b T
B e bmastal =~
ki st
[Ty
hmgm Hgham (LT

P e e

9 Field: User will check field which user wants to add.

Income & Handling Client:

1 Total incomgrevenue) year before (RM): Revenue Amount

9 Total expenditure before RM: Expenses amount

1 Total net income before RM: Difference of Revenue & Expenses

Supporting Document:

Click on Save butto J¥IE®™  Button pjiarby clicking Save button @&r below:

Lo LR TN RTETTL T e S TR S ]

Ll IR LD T D T R L

Crrmipmen S

LT T P
el e L

L ssiies
e
S e nad Ren

L DL ey e T

ClicklZZIE™  to see the following screen:

Private and Confidential Pagel8of 124



User Manual

MOT-SPIP

R IO D e A e B B

Pl ——
R T

e

=
Oncesupporting documents provided, following screen will appear.

Wkl r:}'::";"‘:‘m‘::':‘ MR WS TREIGG TR WS T R

T TR R T pa—
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Tobw arm—w e s BH

TEprriie den - m

User will automatically redirect to this page after clicking send button.

1 Click Save button, Application will savedeasift.
1 Click Send button, Application will submit to MOTAC.

1 Click again to reset the form.
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Following screen will appear by clicking Send button:

6)

oy o, Ty Ve b it [ FTITTE = TTRT ST P ]
"J . T LLLT B RRL Lk

W = Eepraar i AP A e

LLANLEY

Application has been submitted to MOTAC. Applicant will pay processing fee online or manually by
visiting MORC office.

How to add a new Brancfor TOBTAB
To Add a nevbranchexternal user (syarikat bardaftar) account, and approved license for tobtab is
allowed.

A I iry o Yo b Lorina [T FTITTE S TT T P ]
g . Tk LLLT U RRL S L

N o e e 0 A pee igrmes ten

1 How to apply for new field?

Click on Add Branch to see Following:
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Py o nama Malora -
WELL. Tupmger it ey R, (T B TRAIMME BATRIM ARl S

B s gl @ e e by R

lotprmgtms s sur & sl el cempwis

Information Office:

Branch Offie Address Applied: Address of Branch

Postcode: Postcode of Area of Branch

State: State of Branch where user want to open branch
City/District: City/District of Branch where user want to open branch
Telephone no: Telephone no of Branch

Fax No: Fax no of &@rch

Email: Email Address for Branch

=4 =4 =4 4 -4 -8

About Branch Office :

1 Location: Location of office
9 Posession: Type of Property
I.  Private: Own Property
II.  Rent: Rental Property

Supporting Document:
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Click on Save butt0| Button wikarby clicking &ve button as per below:

oE Wireiry o T s v O A TRAISIG ETIT ATENE] MR RASMEH]
n Fidmym renery L aerary l—"

(SME 7 EWHEE « & dod fraas

Lty Sari e
P B

el B o

+ et hamaie By ol it

T

SR
T

5 ke i

T SRS SRS A (]| I ——

BBy L b m

Click BZEER  to see the following screen:

SN » TUE RS & Ty Denoamerll

[T g —
]

WP Jmaiies Ms roLRmTE

L e S PR BT P M

Sl gtk et il ke mleye— aratal AR

[y VR P

=
Oncesupporting documents provided, following screen will appear.
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Pt S r—te o Ay ey misw  Angeend

i it gy 0 ik i

g Bt s s

User will automatically redirect to this page after clicking send button.
Once user has provide all ddgican perform following actions.

9 Click Save Button to keep application as draft.

9 Click Send Button, to submit application to MOTAC

L JvSiny o Beters b ate R WS TRND BT MBI e

Ty e T m—

Applicant will go to MOTAC for online or manual payment for processing of application to start
processing. So can stayperations in Branch.
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7) How to Apply Renewalor TOBTAB

User Manual

Renewal is the process to extend license expiry date.

Login-> Agensi

Brem bl Tererns g layes
W Tmehe Bk | ey e

1 How to Apply for Renewal?

I L TR TR RS R T e

Following screen will open by clicking Renewal

Wby of e Mg layea

WEL Tapym sy ey e

EE > IR - Semees

LA pesy Pates
WY Pk

Crmpary

R e B
Tima o FalkagH Dmassn
From ol St b B g

e e |

Private and Confidential
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9 License Renewal Period: Time to extend.

Company info

Name of the companyAutofilled

Type of package offered: Type of business company doing
Type of Market throughput: Market user's business covering
Address of Companyuto-Filled

=A =4 =4 4 =4

Actions/operation

of T éal
em . NG Rrwar ViR IOTINIS At I ATHUAT

User Manual

By clicking save Button, User will move to next stéene user can perfornoflowing

L
- S 1
i —ii tue ppm (AR i
T aimnibns ot dniinaie sl ied
[ S [ S— sl (i)
e 1 B g b

Income & Client handling
Total income (revenue) year before (RM): Revenue Amount
Total expenditure before RM: Expenses amount

The number of tourists handle: (optiah)
Domestic Tourists: (optional):

=a = - = —= _a

Total net income before RM: Difference of Revenue & Expenses

After providing mendatory/optional information, usean perform following actions.

1 Byclicking Save Button, Application will move to next step
1 By clicking Again Button, fields will become empty.
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Director: Change Dirdor: Change of status requesko change director, user will follow change
status procedurdwill cover later)

Wi Loy ol Torrmni o bl MW W TR SETIUTE MR S

F T b
i *. b Bk | amig S

N e TERAR o W
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PadiRida &bl e

Shareholder
1 ChangeShareholder. Change of status requesio changeshareholder, user will follow change

status procedurégwill cover later)

User will perform following action here.

iy i Powrae Salaye AR TRAIWTG MATTTITE s eWTTEE  ARTET
B T e

e TS« dease

v oy S—
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Staff:

Following screen appears when user will click on staff.

Click Add to see following:

Eniar bim folemgagions (= Al dpien Biiem | Saiies

i bt

Tl i Ll 2 el | 334

Staff will add as per new application mentioned earlier.

]
bkl et ppisbemre, Lo L R T

Branch User will go to next step.

Following screen appeswhen user will click on Branch.

1 Branch/Branches will appear here. User can check those beanghich user wants to add for
Renewal

1 If there are multiple branches user can select/deselect branches for renewal.

9 This Branch will include in renewal proses

1 After selecting branch/branches user can perform following actions.

1 By clicking 8/eButton, selected branches will save and user will remain on same.page

User will perform following action here.
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Birem by o Torerner 84 -
bl |-.-:-n-q|-u-r s TREIING ST MR T eS|

iailinas

Certificate Application submission Screen.
© Indicaes that required item is complete.
® Indicates that required item is not complete.

Following screen will open by clicking Add/Show.

[CE LI

Py R
LU T

Supporting Documents:
Providedocuments for application of renwal.
1 By Clicking Sa\Rutton, selecteddocument will save foselected form.

Once all documents are, uploaded user can close the window and proceed for application

submission.

Following options will appear after closing pop window.
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8)

E i ley o Tusrnes e lrres T W
bkt i abureiry L g I I TRANED EEITIAE S| AT pArE

L medi

" e S e e a ® s wmd ey ]

[_oe J o ]
1 User will check the box here to declare that all information, which provided, laeeecorrect.
9 User will able to perform following action when checked the box for certificate.
1 By clickingsave Button, Application will save as draft and mat submit for renewal to MOT
SPIP.
9 By cicking Send Button, Application will submit to MO for renewal/extensiofn expiry
Date.

After submission /send user will redirect to application transaction page.

i ey ol T g ipes

i I WO TRAJNNE ERTITIOE MR I e
A Twrnn Eebn | i, e : L 7]

W E b T e B 5 d e | e

o il el Pl an o L s w | e g | Tl | i -

(TR FERT Ry Fv—

Applicant is awaiting for process fee. Once fee is submitted application will go for processing.

Change of Status Requefsir TOBTAB

Changestatus is used to change different aspect of applications from Syarikat Bardeftar.
Agensi> Tobtab-> ChangeStatus as per below:
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y i Ly ol Tormos s iy
S Tmpern Eviars List e e

HIFW NI TRAININN ERTITIF GIEAW] MR maEeE

How to apply for Change of Status?

o ey vl T dn
W TeARIR T L e e

Wi I RIS PEGITIAE SENE| RN RARTEE|

EE » ITETAE = denad e Rne Bhe
T -

G

To apply for Change of Status, user will select required field/area which warttange.
9 Select any of the area user want to change status for.

s+, MWLy o Ve s Lot M WA TREIED EETTUTE MEME T R
WY Tmeire ek | e ing e

S e TR o S Rias Weihe

o e ey Py
TP Pk

WL L P

| == ] e ]
Company NameClick Company Name and provide following details:
Current Name: Current name will aufidi
New Name: New name which user want to change with old name.
Changédustification: Whyuser want to change Name? user should populate here.

i
T
)l
T
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1 Form 13: This is a required field. Change form will submitt with request
Once User has made changan perform following actions.

1 ClickSend Button, Change requestplicationwill submit

1 Click Save,mplication will save as Draft.

Following screen will appear:
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Similarly following can be applied:
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Company Addres<Click Company address and provide following details:
Current Address: Current Address of Company. Aiited

New Address: New Address fmympany

Postcode: Post Code of Company

State: State of company

Changes JustificatioBhangelustification

= =4 =4 4 =4 C:
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1 Supporting Document: Supporting document for required change.

Once User has made changan perform following actions.

9 ClickSend Button, Change ragstapplicationwill submit
91 Click Save, application will save as Dratft.
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U ShareholdersClick shareholders and provide following details:
1 The Board of YG to Withdraw (Tick the releva@heck the shareholder want to delete /

Withdraw.

Current Share Vaés (RM)Current values of shares

Jumlah Saham Baru (RM) [auto]: Total Values of Share

Changes Justificatio@hangelustification

Resignation letter & Shares (Form 32A): Document for justification

= =4 =4 =

Once User has made changan perform following actions.

ClickAdd Shareholdeto add new shareholder, page as per new application will open to add
shareholder here. Application for deletion, and add shareholer can be send in one or saperate

applications form here.
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9 ClickSend Button, Change requesgtplicationwill submit
91 Click Save, application will save as Dratft.
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U Board of DirectorClick board of director and provide following details:
1 The Board of YG to Withdraw (Tick the releva@heck the director want to delete /

Withdraw.

1 Changes Justificatio@harge Justification
1 Resignation letter (Form 49): Document for justification
9 ClickAdd Director to add new director, page as per new application will open to add

director here. Application for deletion, and add director can be send in one or saperate appkcat
form here.

Once User has made changan perform following actions.

1 ClickSend Button, Change requesgtplicationwill submit

1 Click Save, application will save as Draft

Changeequest has been submitted to ME3PIP. now further process will perfobop MOFSPIP
staff to change accordingly.
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9) How to Appealfor TOBTAB

Appeal, is the process against rejected applications, for new license, branches, Field, Status Change
Appeal, Decrease/Cancel Compound Appeal, License Revocation Appeal.

1 How to Appeal?
To Apeal against any rejected applicatioan go as per below
Agensi> Transaction> List of Any Application. If Status rejected can appeal as per below:
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User will fillrequired information to appeal.
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Kind of Appeal:

There are saveral types of appealiathuser can do.

Application

Rejected Applications for seleced kind of appeal will appear here.

Reason of Appeainust be valid reason

Date: Date Of Appeal

Supprting Document: If required. User can add upto 5 documetns for appeal.
After providing requirednformation user can perform following task.

1 By clicking S& Button, Appeal will submit.

After submission &end user will redirect to application transaction page.

=4 =4 =4 4 -4 -4 4
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Appeal has been submitted to MEBIPIP. now further process will perform by MOHIP statib
review appeal accordingly.

10) How to add a Representative Officefor TOBTAB

To add a Representative office applicant will go as per below.
Agensi> Representative Officee New Application / Extension
How to apply for Representative Office?

ClickNew Application / Extension to see following

o Tmrnm,

Byl |yt Toy) s g

Application :

1 Type Of Office: Select one of the given types
1 Application Type: Select one of the given applications types

Application Infomation :

Company Name: Company name will provide here

CompanyAddress User will tell company address here

Date Established: Date when Company Established

Place of Incorporation: Place will provide here by user

Nature of business

When filled reuired informaiton on this page, user will perform following actions.

1 ByclickingBackButton, All information willoseand user will redirect to Representati@dfice

= =4 =4 4 A

Page
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Application :

The Puprose of Formation: The Puprose of Formation will mention here
Business Activities Office / Branch: Office / Branch of office

Income Source: $oce of income will mention here from 3 given selections
Location of Office / Branch Proposal: Location of office

Address: Address of office

Nature of BusinessNature of Business will mention here.

Annual Budget Annual budget will mention here

Annud Estimates: Annual estimates will mention here

= =4 =4 =4 -4 4 -4 -4

Benifits to Malaysia :
1 Does the office / branch is proposed to conduct or partitgga the administration of its
Affiliates/ subsidiaries in or to establish MalaysiaAnswer will mention here

When filed reuired informaiton on this page, user will perform following actions.
1 By clicking Save Button, Company information will save and user will proceed to next step.
Click Save to see following:
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Provide Following details: User will provide these detalsoringly.
When filled reuired informaiton on this page, useil perform following actions.
1 By clicking Save Button, Company information will save and user will proceed to next step.
Click Save to see followingser wil perform following operation.
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Click Add to see following screen:
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Particular of expatriate :

Name: Name of expatriate who's information is being add.

Birth Date: Birth date of expatriate who's information is being add

Citizens: Dropdown for countries will open. user will tell abmuintry of expatriate

= =4 =4 =4
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1 Position: Position in Departement

1 Qualification & Experience: Qualification & experience (if any), of expatriate who's information
is being add

1 Assignments: Assignemt of Expatriate

1 By clicking Save Button, Company information wilesawd user will proceed to next step.

Click Save to see following:
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1 Provide Following details: user will provide details about turnover of 2 years.

Once user has provided details will able to perform following actions

1 By clicking Save Button, Company infation will save and user will proceed to next step.
Click Save to see following:
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Provide Following details: user will provide details in documetns form. Field$ aithmendatory.
Once user has provided details will perform one of the following ajmra

1 By clicking Save Button, Company information will save and user will proceed to next step.
Click Save to see following:
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1 Certificate:

1 User will declare that all information provided are correct.

When filled reuired informaiton on this page, userlygrform following actions.

1 By clicking Save Button, It will save and user will redirect to list of REPRESENTATIVE OFFICER
After submission /send user will redirect to Represéintaoffice page.
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This is how an user will apply for a Representativee@tfcense. Once application has been
submitted status of application will change to awaiting review.

User will able to see every status of application submitted to MsBTP. Application Processing will
change its status on every stage. User will ablpeidorm other operations once applcication will
process and user will get an approval for REPRESENTATIVE OFFICER.

11) How to add an Expatriatéor TOBTAB

Apply for a new Expartriate by following:

Agensi> Expatriate> New Application / Extension
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How to apgy for Expatriate?

User will click on New Applciation / Extension.
Following page will open after clicking new applicaiton/extension

Provide required details to apply a new license
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U Company:

Company Info :

Company Name: Autbill

No License: License Nb@ompany Autsill

Applicaiton Address: Auibill

Authorised Capital: Aut&ill

Paidup Capital: AuteFill

Nature of Business: Auiill

Justification of Application: Autbill

After Providing information user will perform one of the follmg operation.
1 By clicking Save Button, Company information will save and user will proceed to next step.
Click Save to see following:

= =4 =4 4 -4 -4 4
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U Expatriate:

Expatriate Background :

Name: Name of Expatriate

No Passport: Passport no of Expatriate

Birth Date Date of Birth of Expéte

Gender: Gender of Expatriate

Citizens: Dropdown will open, and country of Expatriate will select.
Position Offered: Position of job offered

Monthly Salary: Monthly Salary (RM) of Expatriate

Hiring Duration: Maximum and minimum limit of job will meomti

Spoken Languages: Languages Expatriate can speek and understand.
Because the appointement of Expatriates: Reason of Expatriate hiring
Experience: Experience of Expatriate (if any)

When filled reuired informaiton on this page, user will perform follonaagons.
1 By clicking Save Button, Company information will save and user will proceed to next step.
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