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Section 1 Overview 

1.1 Project Background  
 
ICT2.0@HRDF is an ICT project recently embarked by PSMB with the objective to upgrade its overall IT 
systems and hardware based on the strategic implementation roadmap stated in PSMBôs ICT Blueprint.  
 
In line with the Malaysian Governmentôs aim to have ñ90% services available anytime anywhereò, the 
upgrade will be desired to achieve the following:- 
  

1. Enhance technology for the future of the organisation 
2. Increase efficiency in processes 
3. Provide integrated and consistent information 
4. Ease of reporting 
5. Increase user friendliness of the system 
6. Ease access to data 
7. Increase the organisationôs ability to provide better customer service 
8. Increase security data  

 
Apart from the major IT hardware upgrade, ICT2.0@HRDF includes newly developed as well as 
upgraded key systems that will give solutions to the already identified challenges. Listed below are the 
systems:-  

1. HRDF Core System (replacing Informix, EIS, TPIS, Online Application, HRD Programme Library) 
2. HRDF Portal (enhanced and upgraded) 
3. Employee Self Service Portal (ESS, enhancement from the current e-HR) 
4. Finance, Accounting, Asset, Procurement and Inventory System  

(FAAPI, replacing HumanBase) 
5. Human Resource Management System (HRMS, replacing HumanBase) 
6. Dashboard Reporting. 

 
 

1.2 About This Guide: 
 
This Guide is a reference to employers on the followings: 

¶ Registration with PSMB 

¶ Levy and Payment of the Levy 

¶ Grants Application 

¶ Claims 
 

1.3 Who Will Be Using This Guide: 
 

This guide is written for external users, specifically employers who will be accessing the HRDF system for 
all activities starting from registration until claims. 
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Section 2 Workflow Common Functions 

2.1 View Inbox/Outbox  
 

When to use : 
When Employers receive an application from PSMB, the application form will be in the Workflow Inbox.   
 

Which icon : 
The óInboxô icon is as shown below: 

 
 
 

Steps : 
Follow the steps below to view record in the workflow inbox. 
 

 
Screen óInboxô 
 
Step 1: Double click on óInboxô icon. 
Result: Screen óWork Listô is displayed as shown above. 
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Items Descriptions:  
The óWork Listô items are described below: 
 

No Work List Items Descriptions 

1 Inbox - File To view all forms being sent to employers by PSMB. 
2 Inbox - Notifications To view auto notification which being sent to 

employers by PSMB. 
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2.2  Open Application 
 

When to use : 
When Employers need to access any menu related to the module, they need to access it from the 
Application icon. 
 

Which icon : 
The óApplicationô icon is as shown below: 

 
 
When clicking on the óApplicationô icon, the following menu screen is displayed: 
Note:  The menus that can be seen depending on the access right given to Employers. 
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Section 3 General Flow 

3.1 General Processes Related to Employers 
 

Below is the general process flow which employer can execute once employers have registered with 
PSMB. 
 

 

 

 

 
EMPLOYER 

 

 

 

 

 

 
PSMB 

 

General Processes related to Employers 
 
The above diagram shows the general process for employers before they can apply for grants and make 
claims. This guide is sectioned into few parts ï Employer registration, Levy, Grants & Claims.  
 
Below are the general descriptions of the above diagram: 
 
1. System provides online registration of employer from HRDF Portal. Online form is based on Form 1. 
 
2. Employer will be able to check registration status of the application through portal. 
 
3.  System will provide email notification for success registration on (login) user ID & password for 
accessing HRDF Portal.  If no email, PSMB will send details in printed copy via pos to employer. 
 
4. Base on Small/Medium/Large company category, employer will need to pay Levy to PSMB. 
 
5. Employer is entitled to apply for Training Grants with PSMB, and then can submit claims to PSMB 
accordingly. 
 
 
 

  

Register 
with PSMB

Pay Levy / 
Levy Arrears 

/ Interest
Apply Grant

Make 
Claims
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Section 4 List of Functions 

 

4.1 List of Functions Related to Employers 
 

 
 
 
 

 

 

 

 
 
 
 

 
 
 
 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 

 
 
 
 
 
 
 

 
 
 
 
 

List of Functions related to Employers 
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Section 5 Employer Registration 

 

5.1 Employer Online Registration Flow  
 

 
 

 
EMPLOYER 

 
 

  

 

 
 

 
PSMB 

 
 

 

 

5.2 Employer Registration  
 
Pre-requisite:  Employer must already be registered with SSM in order to get MyCoID. 
An eligible employer shall submit the Registration of Employer Form (Form 1) to PSMB.  This section will 
guide employer on how to submit employer registration form to PSMB, via online. 
 

 

 

Access HRDF Portal
FilliIn Form 1 with 

Supporting 
Documents

Submit
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Form 1 Screen 
 
Follow the steps below to register with PSMB via HRDF Portal. 
 
Step 1: Select from menu óProfile Managementô >ôEmployerô >ôEmployer Registration (Form 1)ô. 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 
Step 3: Click on the óSubmitô button. 
Result: A message óYour Request Has Been Submitted Successfullyô 
 
Step 4: Click on the óOKô button. 
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Section 6 View Registration Status  

 

6.1 View Registration Status  
 

This section will guide employer on how to check the registration status with PSMB. 

 
Screen óView Registration Statusô 
 
Follow the steps below to view status of registration. 
 
Step 1: Select from menu óProfile Managementô >ôEmployerô >View Registration Statusô. 
Result: The above screen is displayed. 
 
Step 2: Key-in the óMyCoID or Company Name, then click on the óSearchô button. 
Result:  The employer status is displayed under óEmployer Statusô as shown below: 
 

 
 
Note: Mandatory fields are mark with (*). 
 

  


































































































































































































































































































































































