Non-Malaysian Citizen Employees on the i-Akaun
(Employer) web portal
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0 Verification of Non-Malaysian Citizen Employees status as EPF member



Verification of Non-Malaysian Citizen Employees status as EPF
Member
at ‘Check Employee’s EPF No’
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Verification of employee status

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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Verification of employee status

A Contribution Reminder will be displayed

3) Click X to dismiss the reminder
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Verification of employee status
4) Go to ‘Register EPF Member’ > ‘Check Employee’s EPF No.’

REGISTER EPF
MEMBER
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Verification of employee status

5) Choose ‘Passport’ for ID Type, enter Passport No. and select Nationality
6) Click ‘Search’
7) The member status will be shown in the ‘Remarks’ column of the table.
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Error message
on employee status verification
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Error message on employee status verification

This error message will be displayed if no option
is selected for ‘ID Type’

This error message will be displayed if no
information is entered in the ‘Passport No’ field
and no option is selected for ‘Nationality’

This error message will be displayed if an
incorrect passport number is entered

This error message will be displayed
immediately if enter Passport No. more than 15
characters
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Member Validation Status
with EPF record

PUBLIC



PUBLIC

Member validation status

1) ‘Non-Member’ status

Note:

I The member can proceed
to register by selecting
‘reqister’ hyperlink in the
‘Remarks’ column of the
table
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Member registration status

2) ‘Non-Member’ but the registration status is ‘in progress’
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New member registration for Non-Malaysian Citizen Employees on the i-
Akaun (Employer) web portal



New member registration on the i-Akaun (Employer) web portal
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Conditions for new member registration for Non-Malaysian Citizen Employees

Six (6) types of pass for Non-Malaysian Citizen Employees:
1) Temporary Work Visitor Pass

) Employment Pass

) Professional Visitor Pass
4) Student Pass

) Residence Pass

)

Long-Term Social Visit Pass

Notes

- EPF will facilitate and enhance the member registration process by providing automatic registration for Temporary
Employment Visit Passes and Employment Passes, without requiring the employer to visit any EPF office.

« However, under specific circumstances, non-Malaysian citizen employees can be registered as EPF members through i-
Akaun (Employer) or at any EPF office.

 Please refer to the EPF website for more details.
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New member registration for Non-Malaysian Citizen Employees

If employees are not yet EPF members, the employer may register them through i-Akaun (Employer) by following these
steps:

1) Enter your User ID and click Next 2) Enter your password and click Login
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New member registration for Non-Malaysian Citizen Employees

A Contribution Reminder will be displayed

3) Select X to dismiss the reminder

_ O
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New member registration for Non-Malaysian Citizen Employees
4) Click ‘Register EPF Member’
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5) Fill in the member details

6) Click ‘Register’

Full Mame* [7]

New member registration for Non-Malaysian Citizen Employees

Note:
Tooltip icon [?] next to the Full Name

label to guide the employer on how
to enter an employee’s full name.
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New member registration for Non-Malaysian Citizen Employees

7) At ‘Enter Member Details’ page, fill in the

I
member address _—

8) Click ‘Next’
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New member registration for Non-Malaysian Citizen Employees

9) Check the details on the ‘Preview’ page. If  mses
the information is correct, select ‘Submit’
to proceed to the next screen
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New member registration for Non-Malaysian Citizen Employees

10) At ‘Acknowledgement’ page, click ‘Print Preview’ to print Member Registration Details

10
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Member registration status
for Non-Malaysian Citizen Employees
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Member registration status for Non-Malaysian Citizen Employees

No.|  Swccessful In Progress but required actions
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Error message
on member registration page
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Error message on member registration page

This error message will be displayed if no
information is entered in the ‘Full Name’ field
and no option is selected for the ‘ID Type’ field

This error message will be displayed if no
information is entered in the ‘Passport No’ field
and no option is selected for the ‘Nationality’
field

This error message will be displayed if an
incorrect passport number is entered

This error message will be displayed
immediately if the Passport No. exceeds 15
characters
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Error message on member registration page

These error messages will be displayed if:

5 a) The employee’s passport has expired
b) The employee age is less than 14 years old
c) The employee pass validity period is less
than 60 days

6 This error message will be displayed if the
employee’s age is above 75 years
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Error message on member registration page

These error messages will be displayed if:

a) No information is entered in the ‘Passport
7 Expiry Date’ and Date of Birth’ field
b) No option is selected for ‘Pass Type’
c) No information is entered in the ‘Pass No.’
and ‘Pass Expiry Date’ field

8 This error message will be displayed if the
information entered contains symbols or spaces
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Error Message
on member validation status with JIM* record

*JIM — Immigration Department of Malaysia
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Error message on member registration page

ENTER MEMBER DETAILS

For Malaysian employees, enter your MyKad number. For non-Malaysian

1 Full Name* [?]
ID Type*
Passpert No* [?]

Mationality*®

employees, select ‘Passport’ and enter a valid passport number.

MyKad

BANGLADESH

Employee account already exists.

@ Passport [7]

This error message will be displayed
if the employee is already registered
as an EPF member

This error message will be displayed
if the employee’s registration status
is still ‘In Progress’
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Verification of Non-Malaysian Citizen Employees registration status
at ‘Check Registration Status’

PUBLIC



PUBLIC

Verification of registration status

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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Verification of Registration Status

A Contribution Reminder will be displayed

3) Select X to dismiss the reminder
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Verification of registration status

4) Go to ‘Register EPF Member’ > ‘Check Registration Status’

REGISTER EPF

MEMBER
@
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Verification of registration status

5) Choose ‘Passport’ for ID Type, enter Passport No. and select Nationality

6) Click ‘Search’
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Verification of registration status

7 (a) Member registration status will be displayed as ‘Your employee has already been registered as an EPF Member’

I
|
|
|
|
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Verification of registration status

7 (b) Member registration status will be displayed as ‘The employee registration is currently in progress’
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Submission of contribution details by employer for Non-Malaysian Citizen
Employees



Submission of contribution details by employer
for Non-Malaysian Citizen Employees
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Submission of contribution details by employer

After registering the Non-Malaysian Citizen Employee as an EPF member, it is the employer’s responsibility to submit and pay
contributions by following these steps:

1) Enter your User ID and click Next 2) Enter your password and click Login
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Submission of contribution details by employer

A Contribution Reminder will be displayed

3) Select X to dismiss the reminder
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Submission of contribution details by employer

4) Go to ‘Contribution’ > ‘Submit Contribution’
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Submission of contribution details by employer

5) Select ‘Contribution Month’

6) Then, click ‘Next’
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Submission of contribution details by employer

7) There are four (4) different ways for employers to submit contribution details.

PUBLIC



Employer to choose:
Option (a) — Same as last posted contribution
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7 (a) — If employer choose ‘Same as last posted contribution’

P — I. Choose ‘Same | as Igst
posted contribution’. Click
‘Next’
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7 (a) — If employer choose ‘Same as last posted contribution’

The Contribution  Details
page will be displayed. Enter
the employee’s wage. The
system will automatically
calculate the contribution
amounts for both the
employer and employee
shares

If there is more than one
employee for whom the
employer needs to submit
contribution details, they can
select ‘Add Employee’
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7 (a) — If employer choose ‘Same as last posted contribution’

Add New Employee

iv. The Add New Employee screen will be
Search Criteris displayed. Enter the information in ‘ID

D Typia® Passport Mo * [T] y ‘ y ‘ : . y
Identification® — T — Type’, ‘Passport No.’, and ‘Nationality’,
— R - then select ‘Search’

° v. The table will display Member No.,
|[dentification No., and Name. Select
Identificaticn mo. _ ‘Add’-

] [ ] ]

A

Reset Add
- ESE P
\'
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7 (a) — If employer choose ‘Same as last posted contribution’

o vi. If all the information has been
completed, tick checkbox ‘I

Confirm That; ...’

vii. Then, click ‘Next’

\

ﬁ:) |

Note:
‘Save as Draft’ allows the employer to save
incomplete information and continue later

without submitting it.
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7 (a) — If employer choose ‘Same as last posted contribution’

viii. A popup message will be iX. Enter the employee contact details. Then, click
displayed. Click ‘OK’ ‘Next’
Provide your employee contact detalls
| —
Vie encourage you ba provide phang PINEens or amals far ease of
— viii
L o
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7 (a) — If employer choose ‘Same as last posted contribution’

[ X. Choose the preferred
payment method

xi. Then, click ‘Next’

Xi

Note:

The guide for the payment method is the
same as the procedure for Malaysian
citizens/PR
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7 (a) — If employer choose ‘Same as last posted contribution’

xii. Payment status ‘Successful’
will be displayed on the
Transaction Summary page.
Select ‘Home’ to return to the
Homepage screen.

Xii
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Employer to choose:
Option (b) — Copy from contribution history
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7 (b) — If employer choose ‘Copy from contribution history’

— i. Choose ‘Copy from
contribution history’.  Click
‘Next’
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7 (b) — If employer choose ‘Copy from contribution history’

— ii. Click ‘Copy to copy the
record
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7 (b) — If employer choose ‘Copy from contribution history’

[ i. Select an option to copy as ‘All
(include wage & contribution)

iv. Click ‘OK’
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7 (b) — If employer choose ‘Copy from contribution history’

Vi

Vi.

The Contribution Details page will
be displayed. Enter the
employee’s wage. The system will
automatically calculate the
contribution amounts for both the
employer and employee shares

If there is more than one employee
for whom the employer needs to
submit contribution details, they
can select ‘Add Employee’
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7 (b) — If employer choose ‘Copy from contribution history’

Vii

vii. The ‘Add New Employee’

screen will be displayed.
Enter the information in ‘ID
Type', ‘Passport No.’, and
‘Nationality’, then select
‘Search’.

vii. The table will display

Member No., ldentification
No., and Name. Select
‘Add’.
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7 (b) — If employer choose ‘Copy from contribution history’

I ix. If all the information has been
completed, tick checkbox ‘I
Confirm That; ...’

X. Then, click ‘Next’

C— ot
‘Save as Draft’ allows the employer to save
incomplete information and continue later
without submitting it
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7 (b) — If employer choose ‘Copy from contribution history’

xi. A popup message will be xii. Enter the employee contact details. Then, click
displayed. Click ‘OK’ ‘Next’
Provide your employee contact detalls I
_ |
e mneoura B you Lo prowide nh:'::ﬁ:n:::-m or amalls far aasa of
Xi
;s

Xii
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7 (b) — If employer choose ‘Copy from contribution history’

e xiii. Choose the preferred
]
payment method

xiv. Then, click ‘Next’

Xiv

Note:

The guide for the payment method is the
same as the procedure for Malaysian
citizens/PR
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7 (b) — If employer choose ‘Copy from contribution history’

e — xv. Payment status
‘Successful’  will  be
displayed on the
Transaction Summary
page. Select ‘Home’ to
return to the Homepage
screen

O
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Employer to choose:
Option (c) — Upload file (TXT/CSV)
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7 (c) — If employer choose ‘Upload file (TXT/CSV)’

— i. Choose ‘Upload file
(TXT/CSV). Click ‘Next’
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7 (c) — If employer choose ‘Upload file (TXT/CSV)’

ii. Click ‘Choose File’ to upload

L .
1 from your local drive
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7 (c) — If employer choose ‘Upload file (TXT/CSV)’

— ii. Then, upload the file until
— shows
iv. Click ‘Next’
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7 (c) — If employer choose ‘Upload file (TXT/CSV)’

e v. The Contribution Details
page will be displayed. If all
information has been
completed, tick the checkbox
‘| Confirm That: ....

vi. Then, click ‘Next’

V! Note:

‘Save as Draft’ allows the employer to save
incomplete information and continue later
without submitting it
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7 (c) — If employer choose ‘Upload file (TXT/CSV)’

vii. A popup message will be viii. Enter the employee contact details. Then, click
displayed. Click ‘OK’ ‘Next’
Provide your employes contact detalls ]
]
e mneoura B you Lo prowide nh:'::ﬁ:n:::-m or amalls far aasa of
Vil
L o

PUBLIC



PUBLIC

7 (c) — If employer choose ‘Upload file (TXT/CSV)’

1 ix. Choose the preferred
]
payment method

X. Then, click ‘Next’

Note:

The guide on payment method is the
same as the procedure involving
Malaysian citizens/PR
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7 (c) — If employer choose ‘Upload file (TXT/CSV)’

— xi. Payment status
‘Successful’  will  be
displayed on the
Transaction Summary
page. Select ‘Home' to
return to the Homepage
screen

PUBLIC



Employer to choose:
Option (d) — Blank form
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7 (d) — If employer choose ‘Blank Form’

o i. Choose ‘Blank Form’. Click
‘Next’
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7 (d) — If employer choose ‘Blank Form’

Contribution Details page will
be displayed. Click ‘Add
Employee’ to enter the
employee details
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7 (d) — If Employer choose ‘Blank Form’

V2

Add New Employee screen
will be displayed. Enter the
information at ‘ID Type',
‘Passport No.’ and
‘Nationality’. Then, select
‘Search’.

The table will display

Member No, Identification
No and Name. Select ‘Add’
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7 (d) — If employer choose ‘Blank Form’

I v. If all the information has been
completed, tick checkbox ‘I
Confirm That; ...’

vi. Then, click ‘Next’

C— ot
‘Save as Draft’ allows the employer to save

CVI) incomplete information and continue later
without submitting it
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7 (d) — If employer choose ‘Blank Form’

vii. A popup message will be viii. Enter the employee contact details. Then, click
displayed. Click ‘OK’ ‘Next’
Provide your employee contact detalls I
I

e sneourape you 1 provide phane rimses of amails far sase of
cammuiic athen

Vii

viii
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7 (d) — If employer choose ‘Blank Form’

E ix. Choose the preferred
payment method

X. Then, click ‘Next’

Note:

The guide on payment method is the
same as the procedure involving
Malaysian citizens/PR

PUBLIC
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7 (d) — If employer choose ‘Blank Form’

— xi. Payment status
‘Successful’  will  be
displayed on the
Transaction Summary
page. Select ‘Home' to
return to the Homepage
screen

Xi

PUBLIC



Error Message
on submission of contribution details by employer

PUBLIC



PUBLIC

Error message — No information was selected at ‘Add New Employee’

a) Error messages will be displayed if no b) An error message will be displayed immediately if the
information is selected or entered Passport No. exceeds 15 characters.
Add New Employee Add New Employee

o Search Criteria
Search Criteria

ID Type* Passport No.* [?]

Identification* Passport b _

I Please enter a valid Passport No. I

ID Type*

Identification* Please choose v

I Please select ID Type I

Nationality* Please choose o

)

c) An error message will be displayed if enter an invalid
Passport No
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Error message — Invalid Passport No.

d) An error message will be displayed if enter an invalid Passport No.

PUBLIC



PUBLIC

Error message — Invalid Passport No.

e) An error message will be displayed if the Passport No. exceeds 15 characters
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Error message — Contribution less than mandatory

f)

An error message will be displayed if the
contribution amount is less than the
mandatory amount or if the entered wage
information is less than RM1,700
(Malaysia’s minimum wage)
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Error message — File validation if option (c) was chosen

g) An error message will be displayed if a file other than CSV or TXT format is selected
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Error message — File validation if option (c) was chosen

h) An error message will be displayed if a file other than CSV or TXT format is selected
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Error message — File validation if option (c) was chosen

i) An error message will be displayed if an invalid file format is selected

PUBLIC
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0 Voluntary Excess (VE) bulk upload



Voluntary Excess (VE) bulk upload
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VE bulk upload

1) Enter your User ID and click Next 2) Enter your password and click Login

ii
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VE bulk upload

A Contribution Reminder will be displayed

3) Select X to dismiss the reminder
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VE bulk upload
4) Select More - Voluntary Excess (VE) - New Application (Registration & Revocation)

PUBLIC



PUBLIC

VE bulk upload

VE New Application
(Registration & Revocation)
page will be displayed.

5) Tick at ‘Employee’s Share

6) Tick ‘Upload file CSV’

7) Click ‘Next’
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VE bulk upload

8) Click ‘Choose File’ to
— upload from vyour local
[

drive
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VE bulk upload

9) A popup message will be 10) Click ‘Next’
displayed. Click ‘OK’

Kindly ensure you have received the application from Pendaftaran / ]
Pembatalan Caruman Melebihi Kadar Berkanin (Syer Pekerja) - KWSP17A
(AHL) / KWSP1BA(AHL)

9
-

@
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VE bulk upload

An error message will be displayed if an invalid Passport No. is found in your CSV file
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VE bulk upload

11) Select a date from the

_ ‘Effective  Wage Month’

column
[ ]

11
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VE bulk upload

12) Click ‘Next

12
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VE bulk upload

13) If all the information has

I been completed, tick the
— checkbox

14) Click ‘Submit’

14
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VE Bulk Upload

15) The Application Summary

_ page will be displayed.

Select ‘Download’ to save

—— the summary or ‘Home’ to
return to the Homepage

S)
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THANK YOU
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