
USER GUIDE
for Non-Malaysian Citizen Employees via e-Payroll



Adding new Non-Malaysian Citizen Employees
via e-Payroll



Adding new employee

Login to i-Akaun (Employer) web portal 

1) Enter your User ID and click Next 2) Enter your password and click Login
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A Contribution Reminder will be displayed

3) Click X to dismiss the reminder

Adding new employee



4) Click e-Payroll
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Adding new employee



5) A message will be displayed as below. Click ‘Proceed’
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Adding new employee



System will redirect you to the e-Payroll screen.

6) A pop-up message will be displayed. Click X to dismiss the pop-up message.
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Adding new employee



7) Click ‘Employees’
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Adding new employee



8) Select ‘Passport’ as 

Identification Document 

Type, enter passport 

number and select 

‘Nationality’

9) Click ‘Check if Employee is 

an EPF Member’

8

9

Checking EPF Member Status for the Non-Malaysian Citizen Employees



EPF Member Status – Employee already registered with EPF

10 (a) A message will be displayed if the 

employee is already registered with EPF
10 (a) 



10 (b) A message will be displayed in red font stating ‘This employee is NOT registered with EPF’

EPF Member Status – Employee not registered with EPF

10 (b) 



Adding new employee

11) The employer needs to enter 

their employee’s information 

under ‘Personal Details’
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Adding new employee

12) The employer needs to enter 

their employee’s information 

under ‘Employment Details’ 

and ‘Salary Details’
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Adding new employee

13) The employer needs to enter 

the Voluntary Excess (VE) 

under ‘Contribution Details’, if 

applicable
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Adding new employee

14) The employer needs to enter 

their employee’s information 

under ‘Family Details, 

Previous Employment Details 

(TP3)’ and ‘Current Year 

Payroll Information’
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Adding new employee

15) Once completed, scroll up 

and click ’Save’15



Adding new employee

16) The screen will display a list of 

all employees' information

Notes:

• If the employer wants to add a new 

employee, click ‘Add Employee’

• If the employer wants to add more than 1 

employee, click ‘Add Multiple Employee’
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Error Message
when adding a new employee via e-Payroll



Error message – No information was selected/entered

a) An error message will be displayed if more than 15 

characters are entered in the Passport Number field

b) An error message will be displayed if no information is 

entered in the Passport Number field

c) An error message will be displayed if no 

nationality is selected



Error message – If the employee’s information already exists in EPF records

d) An error message will be displayed stating ‘An employee with the same ID Number and ID type already exist’



Error Message – The employee’s pass validity period is less than 60 days

e) An error message will be displayed if the 

employee’s pass validity period is less than 60 

days



THANK YOU
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