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A CSV (Comma Separated Values) file is a file format used to store data in a tabular form. Employers can prepare employee data using
Excel in accordance with the format specified by EPF and save it as a CSV file before uploading it to the i-Akaun (Employer) portal.

The following example shows how to prepare a file for i-Topup registration:
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R Step 1: Prepare the file structure
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Clipboard I?. Font M Alignment M * Row 1 — Column header (e.g. EPF
No.)
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A B C D «  Column C — Employee Name
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Step 2: Enter the Employee MyKad Number

Enter the employee’s MyKad number without hyphens (-) for Malaysian employees, as shown in the screenshot:
A B c D A B C D

New Additional New Additional
Employee MyKad No. Employee EPF No. Employee Name ew ttiona Employee MyKad No. Employee EPF No. Employee Name Employee's Share Rate (%)

Employee's Share Rate (%)

7.10202E+11

2 7102020342bll

w
Bow

After click
ENTER

If the employee’s MyKad number begins with 0, add an apostrophe () in front of the number.
Example: ‘000102452341

A B C D A B C D
New Additional New Additional
Employee MyKad No. Employee EPF No. Employee Name

1 Employee MyKad No. Employee EPF No. Employee Name Employee's Share Rate (%) 1 ploy Yy ploy: play: Employee's Share Rate (%)
2 .10202E+11 12345678 Farouqg 3 2 7.10202E+11 12345678 Farouqg 3
3 '0do1024523}31 | 3 000102452341

4 4

After click

ENTER
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Step 3: Enter the Employee EPF No.

Enter the details in the following format:

« 8 digits only.

« If the employee's EPF No. Begins with 0, add an apostrophe () in
front of the number.
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New Additional

Employee MyKad No. Employee EPF No. Employee Name
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2 7.10202E+11
3 r 000102452341
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Employee's Share Rate (%)

45678 Farouq 3

'02

3476836

1

Step 4: Enter Employee Name

Enter the details in the following format:

Maximum of 80 characters only

If the employee’s name contains special characters, only the
following are allowed: @ '/ - () .\

Example: Ha-risz @ Haris

A B C D

New Additional

Empl MyKad No. Empl EPF No. Empl N
mployee MyKad No. Employee 0. Employee Name Employee's Share Rate (%)

2 7.10202E+11 1234567 roug 3
3 ]' 000102452341 02347686|Ha-risz @ Haris
4



Step 5: Enter the New Additional Employee’s Share Rate (%) Step 6: Select the data columns

Enter the details in the following format: Select Column A and Column B, which contain the Employee

MyKad Number and Employee EPF Number.
* For i-Topup registration, enter the additional rate based on the

employee’s selection. Example: 3
* Fori-Topup cancellation, enter 0
+ The “New Additional Employee Share Rate (%)” field must not

be left blank.
A B C D A B C D
New Additional
New Additional Employee MyKad No. Employee EPF No. |[Employee Name ) N
Employee MyKad No. Employee EPF No. Employee Name 1 Employee’s Share Rate (%)
Employee's Share Rate (%)
1 2 7.10202E+11 12345678|Farouq 3
3 000102452341 02347686 |Ha-risz @ Haris 0
2 7'10202E+11, 12345678 Farouq 3 4 811212092134 34567876 |Wan Asiyah 0
3 r 000102452341 02347686 Ha-risz @ Haris | 0 5 911213072134 45671532 |Amira 20
4 6
7
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Step 7: Set the column format

* Right-click on Column A or Column B that has been

selected.

* A menu will appear. Select “Format Cells”.
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D
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3
0
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>

Step 8: Set the number format for the column

+ Select “Number”

* Change decimal places to “0”
* Click “OK”

Format Cells

S W S —

2 i

Category:

Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Special
Custom

1

Number is used for general display of numbers, Currency and Accounting offer specialized
formatting for monetary value,
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Igecimal places: |0 5 I

Number iAIi_gnment l Font I Border ] Fill l Protedionl

Sample

[ Use 1000 Separator ()

Negative numbers:

g
1234

(1234)

(1234)

(3)

[ OK M Cancel ]




Step 9: Review employee data Step 10: Save the file

Ensure the employee data format is correct as shown in * Select “File”
the screenshot before saving the file. * Select “Save As”

* Click “Browse” and choose the location where the file will be saved (e.g.
Desktop or Documents)

A ‘ B , C D ‘
New Additional - GGTWCH Insert Page Layout Formulas Data Review View  Q Tell me
1 Employee MyKad No. Employee EPF No. Employee Name Employee's Share Rate (%) i
2 | 710202034231 12345678 Farouq 3
3/ 000102452341" 02347686 Ha-risz @ Haris 0 lame W Additional
4 811212092134 34567876 Wan Asiyah 0 Employee's Share Rate (%)
5 | 911213072134 45671532 Amira 20 } Save AS
6 3
laris 0
@ OneDrive I 0
20

’i‘_l‘ Other Web Locations
[ Thispc
+ Add a Place

Browse
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Step 11: Name the file

Enter the file name in the “File name?” field.

E| Save As
™ « WEKHAS 2021 » GUIDE
Organize ~ New folder
o :
B This PC MName
-} 3D Objects
I Deskiop
Documents
¥ Downloads
J\ Music
|= Pictures
m \lideos
= Windows 10 )
File name: ‘VDLUNTAR'{ EXCESS
Save as type: | Excel Workbook
Authors:  Athirah binti Abdul Jali..
[ Save | humbnail
4 Hide Folders

v O | Search GUIDE

HZ| VOLUNTARY EXCESS

Tags: Add atag

Tools = Save

Date modified

17/12/2020 10;

Cancel
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Step 12: Select the file format

+ Select “CSV (Comma delimited)” in the “Save as type” field

+ Click “Save”

E§| Save As

Organize =

% This PC

_M 3D Objects
I Decktop
:: Documents
¥ Downloads
J’ Music

&= Pictures

E Videos

File name:
Save as type:

Authors:

# Hide Folders

Excel Workbook
Excel Macro-Enabled Workbook

|Excel Binary Workbook
|Excel 97-2003 Workbook
Ney XML Data

Single File Web Page

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

N e e Ao D

Text [Macintosh)

Text (MS-DOS)

8 Winrdows () |CSV [Macintosh)

CSV (MS-DOS)

DIF {Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-In

Excel 97-2003 Add-In

PDF

XP5 Document

Strict Open XML Spreadsheet
OpenDocument Spreadshest

pr—
Tools YI | Save | I

Cancel




Step 13: Confirm file saving

When the following message appears, click “Yes”.

“ GENEM Insert Page layout Formulas Data Review View  ©Q Tell me what

s X Cut - v = —

D Calibri 11 CAA T == ¥+ FWrapText
pacie D COPY 7 moA. === = _
ek : BIU- - O-A- === 3= [ -
v ¥ Format Painter - — A‘ - = = — 'I',Z_Merge&Center
Clipboard f Font . Alignment
19 T fl
A B C _ D

New Additional
Employee MyKad No. Employee EPF No. Employee Name _

1 . el )

1 Micrasoft Excel X[ (%)
2 7102024 3

b . . . . .

3 0001024 o Some features in your workbook might be lost if you save it as CSV (Comma delimited). 0
4 8112124 Do you want to keep using that format? 0
5 | 911213( - . o 20
A
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Step 14: Check the CSV file

Locate the saved file to upload
(Employer) portal.

Example: VE_khas 2022.csv

VOLUNTARY EXCESS. €sVv

it to the

i-Akaun
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To review the contents of the CSV file using Notepad or Notepad++ before uploading it to the i-Akaun (Employer) portal, follow the

steps below:

1. Right click on the CSV file.

2. Select ‘Open with’
3. Select ‘Notepad’

= X =]

T New item ™

®- Eopen = HH selecral

& 7] tasy access ™ - [ Ao Selectrane | Employee MyKad No.,Employee EFF No.,Employee Name,New Additional Employee's Share Rate (%)
il | addiaiias | EYORETiies. o | fitory:: 38 Imveit selection 2 T10202034231,12345678, Farouq, 3
Oranioe New clecr 3 000102452341,02347686,Ha-risz @ Haris, O
.3 VEKHAS > VEKHAS 2021 > GUIDE } 4 811212092134,34567876,Wan Asiyah, 0
o S - - 5 911213072134,45671532,Anira, 20
£ | VOLUNTARY EXCESS.czv TS AM [ Com i
Open b3s AMm | Work I
Prnt
Edit
-Zip >
CRC SHA > | H
e 1 The example above shows the correct data format in Notepad.
i n ror TUsSeEsS. 2
Open with > B8 excel 2015
Give access to P2 _2 £ 3
wl Notepad
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You can check the contents of the CSV file using Notepad or Notepad++ to identify any errors (if any), as shown in the example below:

1. Example of a CSV file containing errors as displayed in
Notepad.

| Employee MyKad No.,Employee EPF No.,Employee Name,New Additional Employee's Share Rate (%)
2 710202034231,12345678,Faroug, 3

5 000102452341,02347686,Ha-risz @ Haris,O

4 811212092134,34567876,Wan Asiyah,0

5 911213072134,45671532,Amira, 20

rri

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

rrir
1

2. Example of a CSV file containing errors as displayed in Notepad++

_ No. MyKad Pekerja,No. KWSP Pekerja,Nama Pekerja,Kadar Tambahan Baharu Syer Pekerja (%)
2 110202034231,12345678, Farougq, 3
7 000102452341,02347686,Ha-risz @ Haris,0

4 811212092134,34567876, WHan Aysisrkess Example: You need to remove the space
= 911213072134, 45671532, Amir sy | after “Amira” in Excel, as there is a hidden
\ space after the name.
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DISCLAIMER

All member’s/employer’s data/ information
displayed in the EPF Easy Guide are intended for
visualization purposes. B
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