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Section 1 Overview 

1.1 Project Background  
 
ICT2.0@HRDF is an ICT project recently embarked by PSMB with the objective to upgrade its overall IT 
systems and hardware based on the strategic implementation roadmap stated in PSMB‟s ICT Blueprint.  
 
In line with the Malaysian Government‟s aim to have “90% services available anytime anywhere”, the 
upgrade will be desired to achieve the following:- 
  

1. Enhance technology for the future of the organisation 
2. Increase efficiency in processes 
3. Provide integrated and consistent information 
4. Ease of reporting 
5. Increase user friendliness of the system 
6. Ease access to data 
7. Increase the organisation‟s ability to provide better customer service 
8. Increase security data  

 
Apart from the major IT hardware upgrade, ICT2.0@HRDF includes newly developed as well as 
upgraded key systems that will give solutions to the already identified challenges. Listed below are the 
systems:-  

1. HRDF Core System (replacing Informix, EIS, TPIS, Online Application, HRD Programme Library) 
2. HRDF Portal (enhanced and upgraded) 
3. Employee Self Service Portal (ESS, enhancement from the current e-HR) 
4. Finance, Accounting, Asset, Procurement and Inventory System  

(FAAPI, replacing HumanBase) 
5. Human Resource Management System (HRMS, replacing HumanBase) 
6. Dashboard Reporting. 

 
 

1.2 About This Guide: 
 
This Guide is a reference for Training Providers on the followings: 
 
Training Provider, Online Registration, Training Provider Renewal, Training Provider Downgrade and 
Upgrade. 
 
 

1.3 Who Will Be Using This Guide: 
 

This guide is written for Training Provider. 
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Section 2 Training Provider Online Registration 

2.1 Training Provider Online Registration Flow 
 
 
Prerequisite:  Training provider must have registered with SSM to get MyCoID. 
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New Training Provider will register with PSMB through PSMB‟s Portal. During registration, system will 
check the MyCoID. Once TP submit the application, the online form is submitted to PSMB Officer for 
processing. 
 
During officer processing, site visit will be conducted (only for Category A and B).  Upon completion of site 
visit, a report will be produced. 
 
Once the TP registration is approved, notification will be sent to TP to make payment.  Once payment is 
received, the status of the TP will be confirmed.  If payment is not received, the TP Registration will be 
rejected. 
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2.2 Steps to Register as Training Provider 
 

 
Follow the steps below to register as Training Providers with PSMB: 
 
Step 1: Open HRDF‟s website. The URL is www.hrdf.com.my. 
 
Step 2: Select from menu „Training Provider‟ > „Training Provider Registration‟. 
 
Step 3: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 

 

 
 

http://www.hrdf.com.my/
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Step 4: Select “Organization Type” from below drop down menu. 

 
 
Step 5: Select “Ownership Type” from below drop down menu. 

 
 
 
Step 6: Fill in MyCoID, Training Provider Name, Address and Personal Contact. Select Country and State 
from the drop down menu. 
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Step 7: Fill in certification 

 
 
 
Step 8: Fill in officer in charge details and click “Add” button. Repeat for additional officer in change 
information. 

 
 
 
Step 9:  Fill in the Business Information details.  For adding the trainer information, please follow next 
step. For Quality System fill in quality system details and click “Add” button. Repeat for additional quality 
system information. 

 
 
 
Step 10: Click „Add Trainer‟ icon and fill in the information for the trainer.  Click each tab to open the tab 
screen to fill up the related information. 
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Step 11:  Fill in Company Board of Directors information. Click the „Add‟ button to add the company board 
of directors‟ information.  Repeat for next company board of directors‟ personnel. 

 
 
Step 12:  Attach required documents.  Key in the document name and click „Browse‟ button.  System 
displays a popup windows „Choose file to upload‟.  Search for related file from its folder, select the file and 
click „Open‟ button.  Then click the „Add Attachment‟ button to add the file.  Repeat for next document. 

 
 
 
Step 13:  In the Payment Details, fill in „Current paid Up Capital‟. 
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Step 14:  Fill in the Company Owner Declarant Details information and click the „Submit‟ button. 

 
 
 
Below is the overall TP registration screen details.  Fill in the information and click „Submit‟ button. 
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2.3 Training Provider Registration Form (Government Agencies) 
 

Note: The form registration for Training Provider from Government Agencies is similar with the form for 
other Training providers. The only different is highlighted in red as shown below. Please follow the steps 
in the previous online registration. 
 

 

 

Section 3 Training Provider Registration - 
Branch  

3.1 Training Provider Registration Form (Government Agencies) 
 

This function allows the Training Provider to register with PSMB through PSMB‟s portal.  This online form 
registration is for the Training Provider to register for its branch. The Training Provider will login and then 
select from menu to register for its branch. 
 
Follow the steps below to register with PSMB via HRDF Portal. 
 
Step 1: Select from menu „Profile Management‟ >‟Training Provider‟ >‟Training Provider Branch 
Registration‟ 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 
Step 3: Click „Submit‟ button. 
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Section 4 Training Provider Modification  

This function allows the Training Providers to apply for modification for below information: 

 change of company‟s name, or  

 change of company‟s address.   
 
Each change will be charged based on certain condition.  For Address modification, site visit is required 
for category A and B.  Once approved, Training Providers need to do payment as charged.  Upon 
completion the modification will take effect as the latest information. 
 

4.1 Modification of Training Provider Application – Address Modification 
 

Follow the steps below to apply for modification of address: 
 
Step 1: Select from menu „Profile Management‟ >‟Training Provider‟ >‟Training Provider Address 
Modification‟ 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 
Step 3: Click „Submit‟ button 
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Step 4: Below result appeared after click „Submit‟ button.

 

4.2 Modification of Training Provider Application – Name Modification 
 
Step 1: Select from menu „Profile Management‟ >‟Training Provider‟ >‟Training Provider Name 
Modification‟ 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 
Step 3: Click „Submit‟ button 
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Step 4: The following message is displayed after click on “Submit” button. 
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Section 5 Training Provider – Downgrade and 
Upgrade  

 

5.1 Training Provider (Downgrade/Upgrade Application) 
 

The Training Providers will apply for change of category either to upgrade or to downgrade.  After 
submitted the form, the PSMB officer will process the application.  Once approved, the Training Providers 
need to do payment. 
 
Step 1: Select from menu „Profile Management‟ >‟Training Provider‟ >‟Training Provider Category 
Change‟>‟New Training Provider Category Change‟ 
Result: Below screen (Form 1) is displayed. 
 
Step 2: Fill-in the form – Change category. 
Note: Mandatory fields are mark with (*). 
 
Step 3: Click „Submit‟ button 
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Step 4: You will received below notifications after click “Submit” button. 
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Section 6 Training Provider - Renewal 

6.1 Training Provider (Renewal Application) 
 

Training Providers may apply for renewal of membership before the expiry date and also can do renewal 
payment.  TP will select the TP serial number to renew the TP Certification.  Upon submitted the online 
form, the PSMB officer will process the application.  System will generate late penalty if the certification is 
already expired.  Notification will be sent to TP for payment before any renewal.  Upon successful 
payment, system will generate the certification and email notification to TP 
 
Follow the steps below to apply for membership renewal with PSMB: 
 
Step 1: Select from menu „Profile Management‟ >‟Training Provider‟ >‟Training Provider Renewal‟ 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 
Step 3: Click „Submit‟ button. 
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Section 7 Training Provider - Cancellation  

 

7.1 Training Provider (Cancellation - HQ Application) 
 

This function allows the Training Provider to apply for cancellation of its membership with PSMB.  If the 
Training provider has several branches, this function will automatically cancel the membership of ALL 
branches as well.  The cancellation will also affect all registered programed automatically. 
 
Follow the steps below to apply for membership cancellation.  The steps are to be done by Training 
Providers at the HQ: 
 
Step 1: Select from menu „Profile Management‟ >‟New Training Provider Cancellation‟>‟Training Provider 
Cancellation‟ 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 
Step 3: Click „Submit‟ button. 
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Step 4: You will received below notifications after click „Submit‟ button. 

 
 
Step 5: You may view from your “Outbox” to see who the officer in charge for the request. 
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7.2 Training Provider (Cancellation - Branch Application) 
 
This function allows the Training Provider to apply for cancellation of its branch membership with PSMB.  
If the Training provider has several branches, this function will ONLY cancel the membership of the 
specified branch. 
 
Follow the steps below to apply for membership cancellation.  The steps are to be done by Training 
Providers at the branch level: 
 
Step 1: Select from menu „Profile Management‟ >‟Training Provider‟>‟Training Provider Branch 
Cancellation‟ 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Fill-in the form. 
Note: Mandatory fields are mark with (*). 
 
Step 3: Click „Submit‟ button. 

 
 
 

Step 4: You will received below notifications after click „Submit‟ button. 
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Step 5: You may view from your “Outbox” to see who the officer in charge for your request. 
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Section 8 Training Provider – HRDF Logo Usage  

8.1 Training Provider (HRDF Logo Usage Application) 
 
This function allows the Training Provider to apply for permission to use HRDF logo. 
 
Step 1: Select from menu „Profile Management‟ >‟Training Provider‟ >‟HRDF Logo Application‟ 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Fill-in the reason for using HRDF Logo. Then, click “Submit” button. 
 
 

 
 
 
 
Step 3: You will received below notifications when you submit the request. 
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Section 9 Training Provider E-Directory 

Upon subscription of e-directory, Training Providers would be able to have access to employer e-
Directory Listing.  Training Provider would need to renew the subscription every year. 
 

9.1 Training Provider (eDirectory) 
 
Prerequisite :  Training Provider must make payment before this function can be used. 
Follow the steps under Training Provider Make Payment section to make payment for E-Directory 
subscription: 
 
 

9.2 Training Provider Make Payment 
 

In summary there are three types of payment for Training Providers as below: 

 Payment for New Training Provider Registration (access before login via HRDF Portal) 

 Payment related to Training Providers (ie change of Address, Branch Registration, etc) 

 Payment related to Training Programs (ie New Program Application, Program Renewal) 
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This section will focus on payment related to Training Providers as highlighted in red as shown in the 
above diagram. 
 
Training Providers can click on a menu function to make payment for the following items: 

 Training Provider Address Modification 

 Training Provider Branch Registration Payment 

 Training Provider Category Change Payment 

 Training Provider E-Directory Payment 

 Training Provider Name Modification Payment 

 Training Provider Renewal Payment 

 TTT Exemption Payment  
 

Note:  To register for New Registration, the access is from HRDF Portal.  
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Follow the steps below to make payment related to Training Providers. For payment related to Training 
program, refer to Training Program – Payment section.  The example given is for E-Directory 
subscription: 
  
Step 1: Open Training Provider Make Payment screen. The screen is as shown below; 
 
 

 
 
 
Step 2: In the Payment Type dropdown field, select one of the option then, click “Make Payment” button. 
Example:  Click and select the “Training Provider E-Directory Registration”.  
 

 

 
After select the Payment Type, system displays the amount to be paid. 

 
 
Step 3: Below form appeared after click on “Make Payment” button. Fill in declaration and payment 
method details.  
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Step 4: Then, below form appeared when you select “Manual Payment” mode. Tick bank name 
accordingly and click „Make Payment‟. 
 

 
 
 
Step 6: Then, fill in below bank form. Once the payment approve by PSMB, the Training Provider may 
view the E-Directory. 
 

 



HRDF: USER GUIDE                      

                                                   

 28 

 

 
 
 
 
 
 
  



HRDF: USER GUIDE                      

                                                   

 29 

 

Section 10 Training Provider – eDisbursement 
Form 

This function allows the TP to register bank account with PSMB for direct disbursement of claims upon 
submission.  Each TP can submit the disbursement application with details for PSMB approval.  Upon 
approval, the system would link the bank account to the respective training provider.  Only Training 
Provider at HQ level can apply for claim. 
 
Follow the step below to register for E-Disbursement with PSMB: 
 

 
 
Step 1: Select from menu „Profile Management‟ >‟Training Provider‟ >‟e-Disbursement Form‟ 
Result: The above screen (Form 1) is displayed. 
 
Step 2: Click on the „Apply for e-Disbursement‟ button from the above screen. 
Result: The screen below is displayed. 
 

 

 
Step 3: Fill-in the above form then click on „Submit button. 


