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1. Instalment menu 

 
Figure 1 Home page 

1. Click on Instalment menu (Refer Figure 1). 

 
Figure 2 Instalment sub-menu 

2. System will display the list of Instalment sub-menu (Refer Figure 1Figure 2). 

3. Click on Instalment Registration sub-menu (Refer Figure 1Figure 2). 

4. System will display the Instalment Registration page (Refer Figure 3). 

5. Click on Instalment Approval sub-menu (Refer Figure 1Figure 2). 



 
JABATAN KASTAM DIRAJA MALAYSIA 

User Manual 
Doc Ref: EITS/CMMI/ENG/RSD/UM Version: 1.0 

Doc ID: MYTTX_OPERATOR_PPPD_INSTALMENT_UM_v1.0 Page No: 2 

 

   

 

6. System will display the Instalment Approval page. 

1.1 Instalment Registration 

 
Figure 3 Instalment Registration Page 

1. Click on Instalment Registration sub-menu (A) (Refer Figure 3). 

2. Click on Advanced filters button (B) to filter the table list by (Refer Figure 3). 

a. Application Status 

b. Application No 

c. Created Date 

d. Instalment Date  

3. Click Clear button (C) to clear all filter fields (Refer Figure 3). 

4. Click Search button (D) to filter the table list (Refer Figure 3). 

 

 

 

https://eitsb.sharepoint.com/sites/SolutionAnalysis/Shared%20Documents/Project/MyTTx/On-Going/Application%20Team/Instalment%20Module/User%20Manual%20-%20Instalment/MYTTX_OPERATOR_PPPD_INSTALMENT_UM_v1.0%20updated1.docx
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Figure 4 Create New Instalment 

5. Click on Create New Instalment button (A) to apply for new instalment (Refer Figure 4). 

6. System will display the Instalment Registration page (Refer Figure 5). 
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1.1.1 Create New Instalment 

 
Figure 5 Application Details section 

 
Figure 6 Outstanding Balance and Monthly Instalment section 

1. Input Instalment Period in the Instalment Period (Month) field (Refer Figure 6). 

2. Input Application Reason in the Application Reason field (Refer Figure 6). 
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Figure 7 Supporting Document for individual section 

3. Upload Identity Card/ Passport in the Identity Card/ Passport field (Refer Figure 7). 

Note: Mandatory  

4. Upload Bank Statement in the Bank Statement (3 Months Latest) field (Refer Figure 7). 

Note: Mandatory 

5. Upload LHDN Statement in the LHDN Statement field (Refer Figure 7). 

Note: Mandatory 

6. Upload Letter of Authority from Board of Member in the Letter of Authority from Board of 

Member field (Refer Figure 7). 

Note: Optional 
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Figure 8 Supporting Document for company section 

 

7. Upload Official Application Letter in the Official Application Letter field (Refer Figure 8). 

Note: Mandatory  

8. Upload Form 49 in the Form 49 field (Refer Figure 8). 

Note: Mandatory 

9. Upload Bank statement in the Bank Statement (3 Months Latest) (Refer Figure 8). 

Note: Mandatory 

10. Upload Audited Financial Statement in the Audited Financial Statement field (Refer 

Figure 8). 

Note: Mandatory 

11. Upload Letter of Authority from Board of Member in the Letter of Authority from Board of 

Member field (Refer Figure 8). 

Note: Optional 
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Figure 9 Declaration section 

12. Tick on the Declaration checkbox (Refer Figure 9). 

13. System will display the hidden fields upon check on the Declaration checkbox (Refer 

Figure 9). 

14. Input Name of Applicant in the Name of Applicant field (Refer Figure 9). 

15. Choose and input Identity Card No. or Passport No. in the Identity Card No./ Passport No. 

field (Refer Figure 9). 

16. Choose Nationality from the Nationality dropdown field (Refer Figure 9). 

17. Input Designation in the Designation field (Refer Figure 9). 

18. Input Telephone No. in the Telephone No field (Refer Figure 9). 
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Figure 10 Bill of Demand Details 

19. Click Back button (A) to return back to the previous page (Refer Figure 10). 

20. Click Save button (B) to save the application (Refer Figure 10). 

 
Figure 11 Confirmation message to update application 

21. System will display the confirmation message (Refer Figure 11) 

22. Click on Cancel button (A) to cancel save the record. (Refer Figure 11) 

23. Click on Yes button (B) to save the record (Refer Figure 11) 
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Figure 12 Success message for updated application 

24. System will display the success message (Refer Figure 12). 

25. Click on Ok button (Refer Figure 12). 

26. System will update the status as DRAFT (Refer Figure 13). 
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1.1.2 Submit Application 

 
Figure 13 Actions button with DRAFT status 

1. Click on Action button (A) on application with DRAFT status (Refer Figure 13). 

2. Click on View button (B) to view the application (Refer Figure 13). 

3. Click Edit button (C) to submit the application (Refer Figure 13). 

 
Figure 14 Submit the application 

4. Click on Submit button (A) to submit the application (Refer Figure 14). 

5. System will display the confirmation message (Refer Figure 15). 
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Figure 15 Confirmation message to submit application 

6. Click on Cancel button (A) to cancel submit the application (Refer Figure 15). 

7. Click on Yes button (B) to submit the application (Refer Figure 15). 

 
Figure 16 Success message for submitted application 

8. Click Ok button (A) (Refer Figure 16). 

9. System will update the status as PENDING ADVANCE PAYMENT. 
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10. The public user will receive the Surat Pemberitahuan Pembayaran Pendahuluan upon 

the status updated (Refer Figure 17). 

 
Figure 17 Surat Pemberitahuan Pembayaran Pendahuluan 
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1.1.3 Delete Application 

 
Figure 18 Actions button with DRAFT status 

1. Click on Action button (A) on application with DRAFT status (Refer Figure 18). 

2. Click on View button (B) to view the application (Refer Figure 18). 

3. Click Edit button (C) to submit the application (Refer Figure 18). 

 
Figure 19 Delete the application 

4. Click on Delete button (A) (Refer Figure 19). 
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Figure 20 Confirmation message to delete application 

5. System will display the confirmation message (Refer Figure 20). 

6. Click on Cancel button (A) to cancel delete the application (Refer Figure 20). 

7. Click on Yes button (B) to proceed delete the application (Refer Figure 20). 

8. System will display the success message (Refer Figure 21). 

 
Figure 21 Success message for deleted application 

9. Click on Ok button (A) (Refer Figure 21). 

10. System will delete the application. 
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1.1.4 Update Application 

 
Figure 22 Actions button with DRAFT status 

1. Click on Action button (A) on application with DRAFT status (Refer Figure 22). 

2. Click on View button (B) to view the application (Refer Figure 22). 

3. Click Edit button (C) to submit the application (Refer Figure 22). 
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Figure 23 Update the application 

4. Click on Update button (A) to update the application (Refer Figure 24). 

 
Figure 24 Confirmation message to update application 

5. Click on Cancel button (A) to cancel update the application (Refer Figure 24). 

6. Click on Yes button (B) to proceed update the application (Refer Figure 24). 

7. System will display the success message (Refer Figure 25). 
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Figure 25 Success message for updated application 

6. Click on OK button (A) (Refer Figure 25). 

7. System will update the record. 
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1.2 Pay Advance Payment 

 
Figure 26 Actions button with PENDING ADVANCE PAYMENT status 

1. Click on Action button (A) with PENDING ADVANCE PAYMENT status (Refer Figure 26). 

2. Click on View button (B) to view the application (Refer Figure 26). 

3. System will display the Instalment Registration page with PENDING ADVANCE PAYMENT 

status. 
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1.2.1 Advance Payment by Cheque 

 
Figure 27 Advance Payment by Cheque 

1. Tick on the Payment By Cheque checkbox (Refer Figure 27). 

2. System will display the hidden Upload Proof Document Of Cheque field (Refer Figure 27). 

3. Upload the proof cheque in the Upload Proof Document Of Cheque field (Refer Figure 27). 

4. Click on Back button (A) to return back to the previous page (Refer Figure 27). 

5. Click on Confirm button (B) to submit the payment (Refer Figure 27). 

6. System will display the confirmation message (Refer Figure 28). 
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Figure 28 Confirmation message to submit payment 

4. Click on Cancel button (A) to cancel submit the payment (Refer Figure 28). 

5. Click on Yes button (B) to submit the payment (Refer Figure 28). 

 
Figure 29 Success message for submitted payment 

6. Click on Ok button (A) (Refer Figure 29). 

7. System will update the status as IN-PROCESS CHEQUE. 
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1.2.2 Advance Payment via Online 

 
Figure 30 Advance Payment via Online 

1. Click on Back button (A) to return back to the previous page (Refer Figure 30). 

2. Click on Pay Now button (B) to proceed the payment (Refer Figure 30). 

3. System will display the Payment Request page (Refer Figure 31). 

 
Figure 31 Payment Request page 
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4. Tick on the Advance Payment’s checkbox (Refer Figure 31). 

5. Click on Continue button (A) to continue the payment (Refer Figure 31). 

6. System will display the Confirm Payment Request page (Refer Figure 32). 

 
Figure 32 Confirm Payment Request page 

6. Select the Request Mode either Individual Account B2C or Corporate Account B2B (Refer 

Figure 32). 

7. Click on Back button (A) return back to the previous page (Refer Figure 32). 

8. Click Confirm button (B) to confirm the payment (Refer Figure 32). 

9. Proceed until the end of payment process. 

10. System will update the instalment application status as PENDING APPROVAL. 

11. The public user will receive the Surat Penerimaan Permohonan Ansuran upon the status 

updated (Refer Figure 17). 
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Figure 33 Surat Penerimaan Permohonan Ansuran 
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2. Operator Response Query 

 
Figure 34 Actions button with QUERY status 

1. Click on Action button (A) on application with QUERY status (Refer Figure 34). 

2. Click on View button (B) to view the application (Refer Figure 34). 

3. System will display the Instalment Registration page with QUERY status (Refer Figure 35). 

 
Figure 35 Remark Query  

4. Click on Back button (A) to return back to the previous page (Refer Figure 35). 

5. Click on Resubmit button (B) to resubmit the application (Refer Figure 35). 
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Figure 36 Confirmation message to submit application 

6. System will display confirmation message (Refer Figure 36). 

7. Click on Cancel button (A) to cancel resubmit the application (Refer Figure 36). 

8. Click on Yes button (B) to proceed submit the application (Refer Figure 36). 

9. System will display the success message (Refer Figure 37). 

 
Figure 37 Success message for submitted application 

10. Click on Ok button (A) to proceed (Refer Figure 37). 

11. System will update the status as PENDING APPROVAL. 
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3. Operator Response Offer 

 
Figure 38 Actions button with PENDING RESPOND status 

1. Click on Action button (A) on application with PENDING RESPOND status (Refer Figure 

38). 

2. Click on View button (B) to view the application (Refer Figure 38). 

3. System will display the Instalment Registration page with RESPONSE OFFER status 

(Refer Figure 39). 

 
Figure 39 Response Offer 
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4. Click on Response Offer radio button either Yes or No (Refer Figure 39). 

5. Click on Back button (A) return back to the previous page (Refer Figure 39). 

6. Click on Confirm button (B) to confirm with the response offer (Refer Figure 39). 

 
Figure 40 Confirmation message to accept the offer 

7. System will display confirmation message (Refer Figure 40). 

8. Click on Cancel button (A) to cancel accept the offer (Refer Figure 40). 

9. Click on Yes button (B) to proceed accept the offer (Refer Figure 40). 

10. System will display the success message. 

11. System will update the status as APPROVED. 

12. The public user will receive the Surat Penawaran Ansurans upon the status updated 

(Refer Figure 41). 

13. If the public user rejects the offer; 

a. System will update the status as REJECTED. 

b. The public user will receive the Surat Penolakan Ansurans upon the status 

updated (Refer Figure 42). 
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Figure 41 Surat Penawaran Ansuran 
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Figure 42 Surat Penolakan Ansurans 

 



 
JABATAN KASTAM DIRAJA MALAYSIA 

User Manual 
Doc Ref: EITS/CMMI/ENG/RSD/UM Version: 1.0 

Doc ID: MYTTX_OPERATOR_PPPD_INSTALMENT_UM_v1.0 Page No: 30 

 

   

 

4. Schedule Instalment 

 
Figure 43 Actions button with ACTIVE status 

1. Click on Action button (A) on application with ACTIVE status (Refer Figure 43). 

2. Click on View button (B) to view the application (Refer Figure 43). 

3. System will display the Instalment Approval page with ACTIVE status (Refer Figure 44). 

 
Figure 44 Schedule Instalment 

4. Click on Schedule tab (A) to view the schedule for instalment (Refer Figure 44). 

5. Click on Pay button (B) to pay the instalment (Refer Figure 44). 

6. System will display the Payment Request page (Refer Figure 45). 
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Figure 45 Payment Request page 

3. Tick on the Advance Payment’s checkbox (Refer Figure 45). 

4. Click on Continue button (A) to continue the payment (Refer Figure 45). 

5. System will display the Confirm Payment Request page (Refer Figure 46). 

 
Figure 46 Confirm Payment Request page 

6. Select the Request Mode either Individual Account B2C radio button (A) or Corporate 

Account B2B radio button (B) (Refer Figure 46). 

7. Click on Edit button (C) to edit the payment amount (Refer Figure 46). 

8. Click on Back button (D) return back to the previous page (Refer Figure 46). 
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9. Click Confirm button (E) to confirm the payment (Refer Figure 46). 

10. Proceed until the end of payment process. 

11. System will update the payment status as SUCCESS. 
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5. Cancel Instalment 

5.1 Cancel with Surcharge 

 
Figure 47 Select button with CANCEL WITH SURCHARGE status 

1. Click on Select button (A) on application with CANCEL WITH SURCHARGE status (Refer 

Figure 47). 

2. Click on View button (B) to view the application (Refer Figure 47). 

3. System will display the Instalment Registration page with CANCEL WITH SURCHARGE 

status (Refer Figure 47). 

 
Figure 48  Cancel the instalment with total surcharge 

7. System will display the Total Outstanding balance (A) (Refer Figure 48). 

8. Total Surcharge (B) will calculate based on 10% of Total Outstanding Balance (Refer 

Figure 48). 
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Figure 49 Payment Request page 

9. Click on Payment menu (A) (Refer Figure 49). 

10. Click on Payment Request sub-menu (B) (Refer Figure 49). 

11. Tick on the Surcharge’s checkbox (Refer Figure 49). 

12. Click on Continue button (D) to continue the payment (Refer Figure 49). 

13. System will display the Confirm Payment Request page (Refer Figure 50). 

 
Figure 50 Confirm Payment Request 

14. Select the Request Mode either Individual Account B2C radio button (A) or Corporate 

Account B2B radio button (B) (Refer Figure 50). 

15. Click on Back button (C) return back to the previous page (Refer Figure 50). 
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16. Click Confirm button (B) to confirm the payment (Refer Figure 50). 

17. Proceed until the end of payment process. 

18. System will update the instalment application status as PENDING APPROVAL. 

19. The public user will receive the Surat Pembatalan Surat Kelulusan Ansuran (Refer Figure 51) 

and Surat Bil Tuntutan Surcaj (Refer Figure 52) upon the status updated. 
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Figure 51 Pembatalan Surat Kelulusan Ansuran 
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Figure 52 Surat Bil Tuntutan Surcaj 
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5.2 Cancel without Surcharge 

 
Figure 53 Select button with CANCEL WITHOUT SURCHARGE status 

1. Click on Select button (A) on application with CANCEL WITHOUT SURCHARGE status 

(Refer Figure 53). 

2. Click on View button (B) to view the application (Refer Figure 53). 

3. System will display the Instalment Registration page with CANCEL WITHOUT SURCHARGE 

status (Refer Figure 54). 
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Figure 54  Cancel the instalment without total surcharge 

4. System will display the Total Outstanding balance (A) (Refer Figure 54). 

5. Total Surcharge (B) is not applicable because the instalment is cancelled without 

surcharge (Refer Figure 54). 

 


