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EASY GUIDE
i-Akaun (Employer)
i-Topup Manual Registration Application



Employee/ Employer Share Registration
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Employee Share Registration

Step 1:

• Navigate to www.kwsp.gov.my.

• Select Employer tab. Then, select 

Employer Login.

http://www.kwsp.gov.my/
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Employee Share Registration

Step 2:

• Enter User ID

  (EPF Employer No.).

• Then, select Next.
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Employee Share Registration

Step 3:

• Verify Security Image and Secret 

Phrase.

• Enter password. 

• Select Login.
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Employee Share Registration

Step 4:

Select ’i-Topup’ menu on the left-side 

of the screen. 

Step 5:

Then, select ‘Application via i-Akaun 

(Employer)’ → ‘New Application 

(Registration & Revocation)’.

5

4
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Employee Share Registration

6

Step 6:

A reminder message will be displayed. 

Select ‘OK’ to proceed to the next 

action.
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Employee Share Registration

Step 7:

Select i-Topup Type → Employee’s 

Share.

7

You may follow the same steps for the 
Employer Share Registration



Employer choose Application Type:
Option (a) – Blank Form
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Employee Share Registration

Step 8:

• Select Application Type → Blank 

Form.

• Select ‘Next’.

8

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 9:

No employee data will be displayed. 

Select ‘Add Employee’ to add the details 

of employee that applying for i-Topup.

9

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 10:

• Choose Search Criteria as ‘EPF 

No.’

• Enter EPF No of the employee 

and select ‘Search’.

Step 11:

The search result are displayed. If the 

employee information shown is 

correct, select ‘Add’.

11

10

You may follow the same steps for the 
Employer Share Registration

Nota:

Employer can choose preferred Search Criteria by using ‘EPF No.’, ‘MyKad No.’ or Old IC’.
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Employee Share Registration

Step 12:

Select Application Type as 

‘Registration’.

12

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 13:

Select ‘Next’ after adding employee 

information that registered new 

employee share.

13

You may follow the same steps for the 
Employer Share Registration

Notes:

• If there is an error when entering an employee information, select icon 

• If you wish to delete all information that has been entered, select ‘Reset’

• If there are an additional employees to be registered for new employee/ employer share, select ‘Add Employee’

• If you wish to save the employee information that has been added and proceed with the next action later, select ‘Save as Draft’
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Employee Share Registration

Step 14:

Tick at Employer verification.

Step 15:

Select ‘Submit’.

14

15

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 16:

Select ‘Download’.

16

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 17:

i-Topup application has been 

successfully downloaded to your device, 

select Open File to access the form.

17

You may follow the same steps for the 
Employer Share Registration
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Screen will be displayed Employee 

Share Registration in PDF format for 

your references.

Note:

Ensure that your device has the latest version of Adobe Acrobat Reader, so your documents in PDF format are 

displayed properly. 

You may follow the same steps for the 
Employer Share Registration

Employee Share Registration



Employer choose Application Type:
Option (b) – Copy from previous Contribution Statement 



Employee Share Registration

Step 8:

• Select Application Type → Copy 

from previous Contribution 

Statement.

• Select ‘Next’.

8

You may follow the same steps for the 
Employer Share Registration



Employee Share Registration

Step 9:

Enter i-Topup application information for 

each employee. Once completed, select 

‘Next’.

9

You may follow the same steps for the 
Employer Share Registration

Notes:

• If there is an error when entering an employee information, select icon 

• If you wish to delete all information that has been entered, select ‘Reset’

• If there are an additional employees to be registered for new employee/ employer share, select ‘Add Employee’

• If you wish to save the employee information that has been added and proceed with the next action later, select ‘Save as Draft’
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Employee Share Registration

Step 10:

Tick at Employer Verification.

Step 11:

Select ‘Submit’.

11

12

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 12:

Select ‘Download’.

12

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 13:

i-Topup application has been 

successfully downloaded to your device, 

select Open File to access the form.

13

You may follow the same steps for the 
Employer Share Registration
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Screen will be displayed Employee 

Share Registration in PDF format for 

your references.

Note:

Ensure that your device has the latest version of Adobe Acrobat Reader, so your documents in PDF format are 

displayed properly. 

You may follow the same steps for the 
Employer Share Registration

Employee Share Registration



26

Employer choose Application Type:
Option (c) – Upload file CSV
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Employee Share Registration

Step 8:

• Select Application type → Upload 

file CSV.

• Select ‘Next’.

8

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 9:

Select ‘Choose File’ to upload the file.

9

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 10:

Select the file to upload and select 

‘Open’.

10

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 11:

Select ‘Next’.
11

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 12:

If the employee information shown is 

correct, select ‘Next’.

12

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 13:

Tick at Employer verification.

Step 14:

Select ‘Submit’.
13

14

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 15:

Select ‘Download’.
15

You may follow the same steps for the 
Employer Share Registration
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Employee Share Registration

Step 16:

i-Topup application has been 

successfully downloaded to your device, 

select Open File to access the form.

16

You may follow the same steps for the 
Employer Share Registration
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Screen will be displayed Employee 

Share Registration in PDF format for 

your references.

Note:

Ensure that your device has the latest version of Adobe Acrobat Reader, so your documents in PDF format are 

displayed properly. 

You may follow the same steps for the 
Employer Share Registration

Employee Share Registration



Quick Guide: CSV File
This format is only for Malaysian i-Topup Registration and Revocation



File (excel)  Comma Separated Value format (CSV) is a form of employee data for i-Topup Registration & Revocation. Employer needs 

to ensure that the data follows the approved format given by EPF as shown below.

Enter and Save CSV File

Step 1:

Complete the details as per below:

• Row 1 – Column header

• Column A – Employee MyKad No.

• Column B – Employee EPF No.

• Column C – Employee Name

• Column D – New Additional 

Employee’s Share Rate (%)



Enter and Save CSV File

Step 2:

Enter Employee MyKad No. without dash (only digit) for Malaysian employee as follows:

For Employee MyKad No. starting with the number 0, please insert a ‘ symbol in front of the number as follows:



Enter and Save CSV File

Step 3:

Key in Employee EPF No. as follows:

• 8 digits only.

• for employee EPF No. starting with the number 0, please insert a ‘ 

symbol in front of the number.

Step 4:

Key in Employee Name as follows:

• 80 characters only

• special characters that ALLOWED in Employee Name are @ ‘ / 

- ( ) . and \



Enter and Save CSV File

Step 6:

Highlight the Employee MyKad No. and Employee EPF No. 

(Column A & B)

Step 5:

Enter New Additional Employee’s Share Rate (%) as follows:

• enter New Additional Employee’s Share Rate (%) as agreed by 

employees.

• for Revocation, please key in as rate 0%

• column New Additional Employee’s Share Rate (%) cannot be 

blank.



Enter and Save CSV File

Step 7:

• Right click. 

• Then, select ‘Format Cells’

Step 8:

• Select ‘Number’

• Change decimal places to ‘0’

• Select ‘OK’



Enter and Save CSV File

Step 9:

The view of the data (excel format) will be shown as below

The following are the steps to save the file

Step 10:

• Select ‘File’

• Select ‘Save As’

• Select ‘Browse’ – choose the location to save the file (example: Desktop)



Enter and Save CSV File

Step 11:

At File name, name the file

Step 12:

• Select Save type as CSV (Comma delimited)

• Select ‘Save’



Step 14:

Serach for the file that has been saved and is ready to be 

uploaded to i-Akaun (Employer). Example of file -

VE_khas 2022.csv

Enter and Save CSV File

Step 13:

A message will be displayed as shown below. Select ‘Yes’



Example of good data in Notepad dan Notepad ++

Checking on CSV File

1. Right click on the CSV file.

2. Select ‘Open with’

3. Select ‘Notepad’ 

You can check the data through notepad/ notepad++ before upload the CSV file at i-Akaun (Employer)



Checking on CSV File

i) Example of data that containing errors via Notepad

You can check the data that does not meet the CSV criteria through notepad/ notepad++ before upload the CSV file at i-Akaun (Employer)

ii) Example of data that containing errors via Notepad++

Example:You need to delete the space 

after name Amira in excel because there 

are hidden space after Amira
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Submission of Contribution based on the new rate
Employee/ Employer Share
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Submission of Contribution Details

Step 1:

• Navigate to www.kwsp.gov.my.

• Select Employer tab. Then, select 

Employer Login.

http://www.kwsp.gov.my/
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Submission of Contribution Details

Step 2:

• Enter User ID

  (EPF Employer No.).

• Then, select Next.
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Submission of Contribution Details

Step 3:

• Verify Security Image and Secret 

Phrase.

• Enter password. 

• Select Login.
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Submission of Contribution Details

Step 4:

Select ’Contribution’ menu on the left-

side of the screen. 

Step 5:

Then, select ‘Contribution’ → ‘Submit 

Contribution’

4

5
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Submission of Contribution Details

Step 6:

Select ‘Contribution Month’ and ‘Year’ 

from the dropdown list.

Step 7:

Select ‘Next’.

6

7
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Submission of Contribution Details

Step 8:

At the table in ‘Draft Form’, select 

‘Continue’.
8
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Submission of Contribution Details

Step 9:

Fill in each employee’s information to 

submit contributions. Then, tick at 

Employer verification.

Step 10:

Select ‘Next’.

9

Notes:

• If there is an error when entering 

an employee information, select 

icon 

• If there are an additional 

employees to be registered for new 

employee/ employer share, select 

‘Add Employee’

• If you wish to save the employee 

information that has been added 

and proceed with the next action 

later, select ‘Save as Draft’

10
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Submission of Contribution Details

Step 11:

A reminder message will be displayed. 

Select ‘Proceed’ to continue.

11

Notes:

• A reminder message is displayed to ensure that i-Topup contribution for m

• If employer select ‘Cancel’, screen will navigate back to the previous screen.
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Submission of Contribution Details

Step 12:

Employer may continue to make 

contribution payments as per current 

procedures.

12

Note:

Make sure that contribution details are submitted together with the payment to avoid any unnecessary issues.
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Employee/ Employer Share Revocation

i-Topup cancellation can only be done if it has been previously registered.
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Employee Share Revocation

Step 1:

• Navigate to www.kwsp.gov.my.

• Select Employer tab. Then, select 

Employer Login.

http://www.kwsp.gov.my/
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Employee Share Revocation

Step 2:

• Enter User ID

  (EPF Employer No.).

• Then, select Next.
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Employee Share Revocation

Step 3:

• Verify Security Image and Secret 

Phrase.

• Enter password. 

• Select Login.
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Step 4:

Select ’i-Topup’ menu on the left-side 

of the screen. 

Step 5:

Then, select ‘Application via i-Akaun 

(Employer)’ → ‘New Application 

(Registration & Revocation)’.

Employee Share Revocation

5

4
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Employee Share Revocation

Step 6:

A reminder message will be displayed. 

Select ‘OK’ to proceed to the next 

action.
6
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Employee Share Revocation

Step 7:

• Select i-Topup Type → Employee 

Share.

• Select Application Type → Blank 

Form.

• Select ‘Next’.

7

You may follow the same steps for the 
Employer Share Revocation
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Employee Share Revocation

Step 8:

No employee data will be displayed. 

Select ‘Add Employee’ to add the details 
of employee that applying for i-Topup.

8

You may follow the same steps for the 
Employer Share Revocation
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Employee Share Revocation

Step 9:

• Choose Search Criteria as ‘EPF 

No.’

• Enter EPF No of the employee 

and select ‘Search’.

Step 10:

The search result are displayed. If the 

employee information shown is 

correct, select ‘Add’.

10

9

You may follow the same steps for the 
Employer Share Revocation

Nota:

Employer can choose preferred Search Criteria by using ‘EPF No.’, ‘MyKad No.’ or Old IC’.
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Employee Share Revocation

Step 11:

Select Application Type as 

‘Revocation’.

11

You may follow the same steps for the 
Employer Share Revocation
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Employee Share Revocation

Step 12:

Select ‘Next’ after adding employee 

information that registered new 

employee share.

12

You may follow the same steps for the 
Employer Share Revocation
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Employee Share Revocation

Step 13:

Tick at Employer verification.

Step 14:

Select ‘Submit’.

13

14

You may follow the same steps for the 
Employer Share Revocation
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Employee Share Revocation

Step 15:

Select ‘Download’.

15

You may follow the same steps for the 
Employer Share Revocation
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Employee Share Revocation

Step 16:

i-Topup application has been successfully 

downloaded to your device, select Open 

File to access the form.

16

You may follow the same steps for the 
Employer Share Revocation
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Screen will be displayed Employee 

Share Revocation in PDF format for 

your references.

Note:

Ensure that your device has the latest version of Adobe Acrobat Reader, so your documents in PDF format are 

displayed properly. 

c

You may follow the same steps for the 
Employer Share Revocation

Employee Share Revocation



72

i-Topup Application History
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Application History

Step 1:

• Navigate to www.kwsp.gov.my.

• Select Employer tab. Then, select 

Employer Login.

http://www.kwsp.gov.my/
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Application History

Step 2:

• Enter User ID

  (EPF Employer No.).

• Then, select Next.
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Application History

Step 3:

• Verify Security Image and Secret 

Phrase.

• Enter password. 

• Select Login.
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Step 4:

Select ’i-Topup’ menu on the left-side 

of the screen. 

Step 5:

Then, select ‘Application via 

i-Akaun (Employer)’ → ‘Application 

History’.

Application History

4

5
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Application History

Step 6:

Screen on i-Topup Application History 

will be displayed. Select’ ‘File Name’ 

to view more info.

6



78

Application History

Screen will be displayed on detail 

information for i-Topup Application 

from the selected File Name.
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i-Topup Inquiry
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i-Topup Inquiry

Step 1:

• Navigate to www.kwsp.gov.my.

• Select Employer tab. Then, select 

Employer Login.

http://www.kwsp.gov.my/
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Step 2:

• Enter User ID

  (EPF Employer No.).

• Then, select Next.

i-Topup Inquiry



82

Step 3:

• Verify Security Image and Secret 

Phrase.

• Enter password. 

• Select Login.

i-Topup Inquiry
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Step 4:

Select ’i-Topup’ menu on the left-side 

of the screen. 

Step 5:

Then, select ‘Application via 

i-Akaun (Employer)’ → ‘i-Topup 

Inquiry’.

i-Topup Inquiry

5

4
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i-Topup Inquiry

Step 6:

Screen of i-Topup inquiry will be 

displayed.

Note:

"Submission Method: Manual" refers to the i-Topup application (registration or revocation) submitted using KWSP 

17A/18A [AHL] form and forwarded to the employer for processing via i-Akaun (Employer)
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THANK YOU
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