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REGISTRATION APPLICATION OF 
VOLUNTARY EXCESS (VE)



1 Enter USER ID and click ‘Next’

1



2 Key in PASSWORD and click ‘Login’
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3 Click ‘MORE’
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4 Click ‘VOLUNTARY EXCESS (VE)
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5 Click ‘NEW APPLICATION’
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6 Click ‘OK’
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7 Click ‘Employee’s Share’

8 Click ‘Upload File CSV’

9 Click ‘Next’

7

8
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10 Click ‘Choose File’ to upload fail CSV
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11 Click on the CSV File in the saved location

12 Click ‘Open’
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13 Click ‘Next’
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14 Enter effective wage for e-VE (MM/YYYY)
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15 Click ‘Next’
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16 Tick on the validation box to confirm on the correct information provided
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17 Click ‘Submit’
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18

18 Click ‘Download’ for employers to retrieve VE 
Application Summary Statement 



QUICK GUIDE FOR CSV FILE



QUICK GUIDE: CSV FILE
This format is only for VE Registration & Revocation usage

Note: 

File (excel) VE Comma Separated Value format (CSV) is a form of employee data for VE VE Registration & Revocation.
The employer needs to ensure that the data follows the approved format given by EPF as shown below.

1.0 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 (%)



After click 
ENTER

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

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

After click 
ENTER



3.0 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. 



4.0 Key in Employee Name as follows:

 80 characters only

 Special characters that ALLOWED in Employee Name are @ ‘ / - ( ) .  and \



5.0 Key in New Additional Employee’s Share Rate (%) as follows:

 Key in 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.



6.0 Highlight the Employee MyKad No. and Employee 

EPF No. (Column A & B)

7.0 Right click 

8.0 Select Format Cells



9.0 1. Choose Number

2. Change the Decimal places to ‘0’ 

3. Click OK

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



11 Steps to save the file

11.1 Click File 11.2 Click Save As



11 Steps to save the file (cont’d)

11.3 Choose Browse -> Choose the location 
to save the file (example: Desktop)

11.4 File Name -> Name file as VOLUNTARY 

EXCESS

VOLUNTARY EXCESS

VOLUNTARY EXCESS



11 Steps to save the file (cont’d)

11.5 Choose Save as type: CSV (Comma delimited) 11.6 Click Save



11 Steps to save the file (cont’d)

11.7 Click Yes 11.8 Find the VOLUNTARY EXCESS.csv file and is 
ready to be uploaded to i-Akaun (Majikan)

VOLUNTARY EXCESS.



YO U  C A N  C H E C K  T H E  K E Y E D  I N  DATA  T H RO U G H  N OT E PA D / N OT E PA D + +  

B E F O R E  U P LOA D  T H E  C S V  F I L E  I N  i - A K AU N  ( M A J I K A N )

1. Right Click the csv file
2. Clik Open with
3. Clik Notepad

Example good data in Notepad & Notpad++

VOLUNTARY EXCESS.csv



Example data that has error in Notepad ++

YO U  C A N  C H E C K  T H E  K E Y E D  I N  DATA  T H AT  D O E S  N OT  M E E T  T H E  C S V  

C R I T E R I A T H RO U G H  N OT E PA D / N OT E PA D + +  B E F O R E  U P LOA D  T H E  C S V  

F I L E  I N  i - A K AU N  ( M A J I K A N )

Example data that has error in Notepad

Example: You need to delete the space after name AMANI 
in excel because there are hidden space after AMANI

Example: You need to delete the row in excel because 
there are some hidden data in these three rows



VOLUNTARY EXCESS (VE)
APPLICATION HISTORY 



19 Click ‘VOLUNTARY EXCESS (VE)

20 Click ‘APPLICATION HISTORY’
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21 Application History Screen for the files submitted
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DELETE VOLUNTARY EXCESS (VE) 
APPLICATION



22 Click ‘VOLUNTARY EXCESS (VE)

23 Click ‘APPLICATION HISTORY’

22

23



24

25

24 Tick on the box to select file submitted

25 Click ‘Delete’



26 File has been deleted

26



Thank You


