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Section 1 Grant Overview 

1.1  Grant Application Process Flow Diagram for Employer  
 
Prerequisite:  Employer must have already paid for the levy to PSMB before applying Grants. Employers 
must follow the Grant Rules & Guidelines given by PSMB.  Each Grant has its own Rules & Guidelines. 
 
Below is the general flow for Grant Applications: 

 
 
 

 
 
 

 
EMPLOYER 

 

 
 
   

 

 
 
 

 
 

 
PSMB 

 

 
  

Login using 
MyCoID 

Apply Grant:  

* Choose Scheme/Grant type   
*Fill in the online form.       
*Attach supporting documents 

Submit 
application 

online 
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1.2 Grant/ Scheme Types Overview 
 

Below is the list of Grant/Scheme Types: 
 

 

 
 

 
 

ωInformation Technology IT 

ωIndustrial Training Scheme ITS 

ωOn the Job Training SME -OJT 

ωRecognition Prior Learning RPL 

ωSBL (Skim Bantuan Latihan) 

ωDevelopment Programme 

ωOnline Distance Learning 

ωJob Coach 

SBL 

ωSBL - Khas (Skim Bantuan Latihan Khas) SBL-Khas 

ωSkim Latihan Bersama SLB 

ωTraining Resources Development - Apprenticeship SLDN 

ωTraining Facillities & Renovation 
Training Facilities & 

renovation 

ωMarketing Communication Division NHRC 

ωCo mputer Based Training-Development Programme or Purchase of 
Softwares -Training ResourcesDevelopment Division - R&D CBT 
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1.3 Main Prerequisite  
 

 
Prior to applying Grant, employer must be a registered employer with PSMB and status is still active. 
Other additional prerequisites depend on Grant/Scheme types which are explained in details in the next 
section.  When employer submits Grant Application, system will generate Grant Reference Number.  Do 
keep this number for future reference. 
 

  

ωHave sufficient Grant balance 

ωHave sufficient Levy balance 

ωHave minimum outstanding 
arrears and interest 

Main Prerequisite 
Comment [WU1]: Why is this bigger 
than the rest of the other sections? 
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Section 2 Grant Application with Scheme Code: 
IT 

2.1 IT Grant Application Flow  
 

Below is the general flow for IT Grant Application: 

 
 
 
 
 
 

 
EMPLOYER 

 

 
 
   

 

 
 
 
 
 

 
PSMB 

 

 
 

2.2 Grant Application with Scheme Code: IT 
 
Prerequisite / IT Rule:   

¶ Employer is registered with PSMB and active employer. 

¶ To attach the supporting documents. 

¶ Purchasing of the computers is once in every three (3) years. 

¶ The purchase of multimedia personal computers is subject to a maximum of RM25,000.00. 

¶ Employers are also eligible to receive additional assistance for the purchase of personal 
computers which subject to a maximum of RM25,000.00 to establish CBT Unit, once for once 
branch per year. 

¶ The approved branch can apply for the next purchase once every 3 years. 
 
Follow the steps below to register with PSMB via HRDF Portal. 
 
Step 1: Select from menu óGrantô > ôApply Grantô. 
Result: The screen below is displayed.  
 
  

Login using 
MyCoID 

Apply Grant:  

* Choose Scheme/Grant type   
*Fill in the online form.       
*Attach supporting documents 

Submit 
application 

online 

Prerequisite : 
Grant & Levy Balance 
are still available. 
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Step 2: Click on the óApplyô button. 
Result: The screen (Apply New Grant) below is displayed. 
 

 
 
 
Step 3:  Select the Scheme Code óITô and click on óApplyô button. 
Note: Mandatory fields are mark with (*). 
Result: The screen (Employerôs Profile) below is displayed. 
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Step 4: Select the 'Immediate Officer' in the Employerôs Profile tab then click on the óNextô button. 
Note: Mandatory fields are mark with (*). 
Result: The screen (Computer Aided Training/Information Technology Programmes Conducted for the 
Past One (1) Year) below is displayed. 
 

 

 
 
 
Step 5: Fill-in and add the details for the óComputer Aided Training/Information Technology Programmes 
Conducted for the Past One (1) Yearô form. 
Note: Mandatory fields are mark with (*). 
 
Step 6: Click on the óNextô button. 
Result: The screen (Computer Aided Training/Information Technology Programmes Conducted for Next 
Year) below is displayed. 
 

 
 
 
Step 7: Fill-in and add the details for the óComputer Aided Training/Information Technology Programmes 
Conducted for Next Yearô form. 
Note: Mandatory fields are mark with (*). 
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Step 8: Click on the óNextô button. 
Result: The screen (Estimate Cost for IT) below is displayed. 

 
 
Step 9: Fill-in the óEstimate Cost for ITô form then click on the óNextô button. 
Note: Mandatory fields are mark with (*). 
Result: The screen (Vendor Details) below is displayed. 
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Step 10: Fill-in information in the óVendor Detailsô section then click on the óNextô button. 
Note: Mandatory fields are mark with (*). 
Result: The screen (Acknowledgement & Declaration of Employer) below is displayed. 
 

 

 
 
Step 11: Fill-in the óAcknowledgement & Declaration of Employerô form and click on the óSubmit 
Applicationô button. 
Note: Mandatory fields are mark with (*). 

Result: A message óGrant Submitted Successfullyô as shown below. 
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Section 3 Grant Application with Scheme Code: 
ITS 

3.1 ITS Grant Application Flow  
 

Below is the general flow for ITS Grant Application: 

 
 
 
 
 
 

 
EMPLOYER 

 

 
 
   

 

 
 
 
 
 

 
PSMB 

 

 

 

3.2 Grant Application with Scheme Code : ITS 
 
Prerequisite / ITS Rule:   

¶ Employer is registered with PSMB and active employer. 

¶ To attach all supporting documents. 

¶ This scheme allows employers to obtain 100% rate for financial assistance if the sponsoring 
students are from university, college or training institution to be part of practical training at the 
employersô premises.  However, the financial assistance granted is subject to a maximum of 20% 
of total levy balance at the time of application. 

 
 
Follow the steps below to apply for ITS (Industrial Training Scheme) scheme. 
 
Step 1: Select from menu óGrantô > ôApply Grantô. 
Result: The following screen is displayed. 
 

Login using 
MyCoID 

Apply Grant:  

* Choose Scheme/Grant type   
*Fill in the online form.       
*Attach supporting documents 

Submit 
application 

online 

Prerequisite: 
Grant Balance is 
still available. 
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Step 2: Click on the óApplyô button. 
Result: The screen (Apply New Grant) below is displayed. 
 

 
 
 
Step 3: Fill-in the Scheme Code óITSô and click on óApplyô button. 
Note: Mandatory fields are mark with (*). 
Result: The screen (Employerôs Profile) below is displayed. 
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Step 4: Fill in the Employerôs Profile form and click on the óNextô button. 
Note: Mandatory fields are mark with (*). 
Result: The screen (Details of Supervisor) below is displayed. 
 

 
 
 
Step 5: Fill-in the óDetails of Supervisorô form. 
Note: Mandatory fields are mark with (*). 
 
Step 6: Click on the óNextô button. 
Result: The screen (Programme Details) below is displayed. 
 

 

 
 
Step 7: Fill-in the óProgramme Detailsô form. 
Note: Mandatory fields are mark with (*). 
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Step 8: Click on the óNextô button. 
Result: The screen (Trainee Details) below is displayed. 
 

 
 
 
Step 9: Fill-in the óTrainee Detailsô form. 
Note: Mandatory fields are mark with (*). 
 
Step 10: Click on the óNextô button. 
Result: The screen (Estimated Cost for Training Scheme) below is displayed. 
 

 

 
 
Step 11: Fill-in the óEstimated Cost for Training Schemeô form. 
Note: Mandatory fields are mark with (*). 
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Step 12: Click on the óNextô button. 
Result: The screen (Acknowledgement & Declaration of Employer) below is displayed. 
 

 

 
 
Step 13: Fill-in the óAcknowledgement & Declaration of Employerô form and click on the óSubmit 
Applicationô button. 
Note: Mandatory fields are mark with (*). 
 

Result: A message óGrant Submitted Successfullyô is prompted out as shown below. 
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Section 4 SME Grant/Scheme Application - OJT 

4.1 Grant/Scheme Application - OJT ɀ by Employer 
 
Prerequisite / OJT Rule: 

¶ Employer is registered with PSMB and active employer. 

¶ The employer MUST be SME in order to apply for OJT Scheme. 

¶ Have sufficient levy balance. 

¶ Under this scheme, the trainer to trainee ratio must be 1:1 up to a maximum of 1:4. 

¶ For training involving 5 trainees or more, the application of financial assistance should be made 
under SBL Scheme for internal trainer allowance. 

 
Step 1:  Select from menu óGrantô >ôApply Grantô.  

 
 
Step 2:  Click óApplyô at Employer Landing Page. 

 
 
Step 3:  If click óApplyô at Apply New Grant Screen OR click 'Edit' at Employer Landing Page. 
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Step 4:  Click óNextô at Employer Profile Screen. 

 
 
Step 5:  Click 'Next' at Programme Details Screen. 
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Step 6:  Click 'Next' at Trainee Details Screen. 

 
 
Step 7:  Click 'Next' at Estimated Cost For Training Scheme Screen. 

 
  



HRDF: USER GUIDE                      

                                                   

 21 

 

Step 8:  Click Submit Application at Acknowledgement and Declaration Screen. 
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Section 5 Grant/Scheme Application ɀ RPL 
IOSCM 

5.1 Grant/Scheme Application  ɀ RPL ɀ by Employer 
 

Prerequisite / RPL Rule: 

¶ Employer is registered with PSMB and active employer. 

¶ Have sufficient levy balance. 

¶ Employer has no outstanding arrears and interest. 

¶ First come first serve basis AND have sufficient incentive balance amount. 

¶ Other rules, depending on the other criteria by PSMB. 

¶ Employer must submit the application after obtaining endorsement of the assessment from DSD 
by submitting PSMB/PPT/T/09 form together with one (1) copy of JPK/PPT/1/1003 form for every 
worker. 

¶ The registration fee is paid by HRDF to the Department of Skills Development directly.  
Employers however, can pay on behalf of their workers. 

¶ To expedite the process of certifying workers, a single-tier assessment is introduced by 
Department of Skills Development and the registration fee of RM300.00 for 3 levels is borne by 
HRDF under RPL Scheme. 

 
Follow the steps below to apply for RPL: 
 
Step 1:  Select from menu óGrantô >ôApply Grantô. 
 

 
 
Step 2:  Click óApplyô at Employer Landing Page. 
 

 
  


























































































































































