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01 HRD CORP CLAIMABLE COURSES

“““' .

~AarmnlintiAn

Employer submits
claims for other
allowances.




02 REQUIREMENTS

REQUIREMENTS

www.hrdcorp.gov.my | Copyright €

HRD Corp

Minimum duration 4 hours

Minimum one trainer with HRD Corp
TTT/TIT Exemption certificate

Supporting documents:

1. Trainer Profile

2. TIT/TIT Exemption by HRD Corp

3. Course content

Additional supporting documents for Professional Certification

program:

1. Documentary evidence/agreement from certification
body

. Sample of professional certificate

. Training provider need to indicate
assessment/examination(including passing marks) inside
course content/brochure




03 COURSE REGISTRATION PROCESS

@

Click: Application> Profile
Management > Training Programme
> Register for Training Programme

Login to e-tris account

https://www.hrdcorp.gov.my/ °

www.hrdcorp.gov.my | Copyright € HRD Corp

Click Submit
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MINISTRY OF HUMAN RESOURCES  HUNAN RESGURCE DEVELGPNENT CORFGRATION

STEP 1: Login to your E-TRIS Account

Go to https://www.hrdcorp.gov.my/

8 evishrdcorp.govamy/DigiGov/loginjsp

Agency Under Ministry of Human Resources Malaysia L
POWERI} ;
HRD-o:»
MALAYSIL Pembs
I AL E N I Userpameiiyco Important Notice
DEVELOF
Password - shat
P T roblem logging
AS l RA I * Torequest |
LEARN MORE

4 Appiications  Your Session will expire within 118 minute(s) and 11 second(s). UAT_V2.80.1 ﬁ_ﬁ':&j_
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STEP 2: Go to Profile Management > Training Programme > Register for Training Programme

= @ Frafle Managesnsnl

.' Applicaticines

Applications v @ Emplayer

v 8 Survey Managemant v i@ Suriey Management ¢ (@ Training Provider
¢ & Event Managament k[ BVt hanogemant ¢ @ THAHR Cosmubani
v Claim ki Claim P RED
v @ Payment Gabeway v Paymart Galeway = ___m
¥ G Lowy b LAy w Trairer Profile Managemani
v i Spacial Trus Fund k @ =pecial Tnust Fund & Regskr ior Training Programme
v Apprenticeship b @ Appranticaship O Marags Doctarmen] Chedilbl
(& Lagal Managamsnt 5 Lagal Managamant % 521 Training Frograrmma Listing
b St b Gramk & Wiew Wy P rog e
v Profie Managemsnt ¥ sl N BT & PROLUS Paticipats

r  Employer

[ =]

Maraga Traling Mnimem Regquiremant
b Traning Proyvidar
b @ [ MATHR Consullar

Ranswasl Traising Programme

Fomm 2 - E-Sip Fom
P RAD 0 Manags Traing Progesys |vlera st Mediy

v (@ Traning Programme

Reques! for Progearmre Canoellation,

% Trairssd Mcdifiad cn
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STEP 3: Click on the “New Register for Training Programme” tab

' Applications == ==

Applications * Profile Management > Training Programme > Register for Training Programme

New Register for Training P! Close

Continue Registration Delete

Unsubmitted Applications
Default Search

Search Search Reset Advance Search

Records Per Page : 25, 50, 100, All
Customize List

Search Result
’:) records found to display

www.hrdcorp.gov.my | Copyright ©



STEP 4: Click on the “Programme Information” tab and fill in all details

- Programme Information Course / Content Outline I Topic {f Module I Trainer List I Fee For Each Trainee

Programme Information

Scheme Name Select ~ |

Focus Area Select ~

Skill Area Select el e

Course Title ¢ Kindly ensure the course ftitle is key in correctly

e
Micro Credential MICAS Application
B Select ~

Indicator No.
File - Edit - Insert - View - Format - Table - Tools —
== < Formats ~ Font Sizes -~ B v = = = =
== = = = A - A -

Course Summanry

Non-e-learning: Face to face or Remote Online Training
E-learning : Self Paced Platform

Type Of Training Select ~ " Type of Programme @ Technical 0 Non-Technical

Training Mode [ select ~ ]

<+— « FullTime
 Part Time
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STEP 4: Click on the “Programme Information” tab” and fill in all details (cont)

& Applications = 2]

Applications > Profile Management > Training Programme > Register for Training Programme > New Registration for Training Programme

Submit Save Close

II Course | Content Outline I Topic / Module I Trainer List I Fee For Each Trainee I Document Attachment I Declaration _

Total Training Hours (Excluding

Duration = Day(s) Lunch) * Minimum 4 Hours
Minimum Training Qualification | Select v Key in the “TOTAL" Trcining Hours
E:g 2 Days, 14 Hours
Target Group (By Designation)
A £
* If non-e-learning: Face to Face/ Remote Online
Hethodology - Training (via Teams/ Zoom/Webex)
gt sty industies ot + If e-Learning: Self Paced Platform (Provide the
4 link and access to the platform)

Certification {Please state the
certification body if applicable and

» Non-certification programme (cerfificate of
aftendance): Leave the section blank

» Professional certification programme recognized
by any body: Enter the certification body’s name

10
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STEP 5: Click on the “Course/ Content Outline” tab” and fill in all details

Submit Save Close

I Programme Information I Course |/ Content OQutline l Topic / Module I Trainer List I Fee For Each Trainee I Document Attachment I Declaration _

Course / Content Outline

File - Edit~ Insert~ View~ Fommat~ Table~  Tools -

('
(il
il
1]
i
li
Ll
il
|>
)
|=
)

= Formats ~  Font Sizes [, -

+ Itis compulsory for a training provider to fill in the course content in
' this section.
Course Outiine @ » The actual complete course information must be submitted during

the grant application process, and it is subject to the approval of
each individual grant application.

www.hrdcorp.gov.my | Copyright © 2023 HRD Corp
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MINISTRY OF HUMAN

STEP 6: Please leave this section empty (Topic/ Module tab)

Applications > Profile Management > Training Programme > Register for Training Programme > Mew Registration for Training Programme

Submit Save Close

I Programme Information I Course | Content Outline Topic | Module

Trainer List I Fee For Each Trainee I Document Attachment I Declaration _

Fill in Topic/Module if you want to claim as modulus programme or your total training is more than 600 hours.

Topic | Module

Topic / Module

A *
Duration (Hours) *
Fee (RM) 000 =

www.hrdcorp.gov.my

Copyright © 2023 HRD Corp
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STEP 7: Click on the “Trainer/ List” tab and fill in the details

' Applications == =3

Applications = Profile Management > Training Programme > Register for Training Programme > New Registration for Training Programme

Submit Save Close

I Programme Information I Course | Content Outline I Topic / Module II Fee For Each Trainee I Document Attachment I Declaration _

Trainer List

Select Trainer a

Back Next

* Click on “Search” icon to select the trainer.

+ Atleast one (1) traineris mandatory. However, due to current system limitations, the tfraining provider
still obligated to register and choose a minimum of two (2) trainers. Nevertheless, the presence of the
second frainer is not obligatory to conduct training for the registered course.

» Please proceed to create “New Trainer Profile Management” if the trainer is not listed in the Trainer List.
After adding the profile, the trainer’'s name will appear on your Trainer List.
*The steps are as follows:- Login into e-Tris > Application > Profile Management > Training Programme >
Trainer Profile Management > Create New Trainer Profile Management

+ If the trainer has been listed, kindly ensure that their “Trainer Profile Management” has been updated.
*To check and update as follows:- Go to Applications > Profile Management > Training
Programme > Trainer Profile Management > Search the trainer

13
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STEP 8: Leave the “Fee for Each Trainee” tab blank

' Applications == =3

Applications = Profile Management > Training Programme > Register for Training Programme > New Registration for Training Programme

Submit Save Close
Programme Information I Course | Content Outline I Topic | Module I Trainer List Fee For Each Trainee Document Attachment I Declaration

Fee For Each Trainee

Training Fee (RM) ’ » Please leave this section empty
Sram Fee (51 <«— + The course fee must be submitted during grant
Training Material Fee (RM) . .
Administrative Fee (RM) application
Total (RM) 0.00
Back Next

14
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STEP 9: Click on the “Document Attachment” tab and upload accordingly.

' Applications == =3

Applications > Profile Management = Training Programme > Register for Training Programme > New Registration for Training Programme

Submit Save Close

I Programme Information I Course / Content Outline I Topic / Module I Trainer List I Fee For Each Trainee Declaration

Document Attachment
Attachment
File Description Select 4 Attach File Choose File | Mo file chosen

Add Attachment
Allowed (Only .JPG,.JPEG,.EMF,.GIF,.PNG..TIF,.PPM..DOC,.DOCX,.PDF,.RTF,.XL5,.XLSX,.TXT,.PPT,.PPTX,.PPSX are allowed)

Back Next

« Itis advisable to convert the file into the PDF format before uploading it.

» Supporting Documents Required:
o Trainer profile (please rename the file with “Lead Trainer” if you wish to proceed with only
ONE trainer)
o TTT/TIT Exemption certificate or a letter issued by HRD Corp
o Certification supporting evidence (e.g., letter of appointment, collaboration agreement or
any other similar document) for professional certification course only.

15
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STEP 10: Click on the “Declaration” tab and fill it accordingly.

& Applications == Ex7]

Applications = Profile Management > Training Programme > Register for Training Programme > New Registration for Training Programme
_

Submit Save Close

Programme Information I Course | Content Outline I Topic / Module I Trainer List I Fee For Each Trainee I Document Attachment

Disclaimer

We declare that the facts stated in this application form and the accompanying information are true and correct and that we have not withheld/distorted any material facts. We understand that if we obtain the approval status by false
or misleading statements, we may be prosecuted under Section 41 of Pembangunan Sumber Manusia Berhad Act 2001 (Act 612) and in addition, Pembangunan Sumber Manusia Berhad may, at its discretion, withdraw the approval

status immediately.

2 Please ensure that all information in the declaration part are keyed in
e ) correctly
Nationality Sonnt 3- Click the “Save” icon. It is advisable to check all the tabs to ensure
IC/Passport No. - that the information has been keyed in correctly before clicking

“Submit”.
The fraining provider will be notified with a pop-up message upon
successful registration following the sulbmission.

Personal Contact *

Please include '60" as country code for Malaysian phone number

Mobile/Phone No. =

Email

Officer In-Charge

www.hrdcorp.gov.my | Copyright © 2023 HRD Corp
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OTHER INFORMATION

Applications = Profile Management > Training Programme > Register for Training Programme

New Register for Training Programme Close

Register for Training Programme

Unsubmitted Applications

Continue Registration Delete

Unsubmitted Applications

+ Courses that are unsuccessfully submitted will be
seren D D displayed in the “Unsubmitted Applications” section.
+ Kindly fick on “Select Any” and click “Continue
Customize List Registration” to re-submit the application

Select Any Course Title | Created Date

Digital Marketing 29/06/2021

« Course that has been successfully submitted will be listed
Submitted Applications under “Submitted Applications”

17
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04 COURSE REGISTRATION STATUS

@ | @

Query for incomplete
application (if there’s any)

Training Provider responds

and returns the revised

Processing Officer

processes the application . application
within 3 working days o
@

www.hrdcorp.gov.my | Copyright © 2023 HRD Corp

Approval
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STEP 1: Login into e-Tris > Click application > Profile Management > Training Programme >
View My Programme.

Default Search
Search Search Reset Advance Search
lecords Per f A
T | -
Search Result
Scheme Name _ Course Title ] Submigsion Date Expiry Date Training Programme No. Status

50 records found, displaying 1 to 5 records. Fsrel . 0. 8. 0. 8. 8. 8. 2038/ E

Pending Status means that the application has been queried and
No response has been provided.

19
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STEP 2: Respond and return query application

& Al Fending Tasks Search
b @ oK
b Outbux Received
STND, sunject Document Numbar Description i statug
1DIEIE Pending

. ‘ - ° LOQiN into e-Tris > Inbox
S kil el - TrCining provider will receive the “Register for Training
Programme™” query in their inbox.

m 1 Records found, dispiaying 1 10 1 Records.

+ Click on the “Document Number” to respond

20
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STEP 3: View query details

Actions Cloas
S T oo |

| =] m O | a M M o E | ] =
H § LW auc | M, u=% = 1= = "o = = = = |l T R A = £ = L.
b [Ert - o o 1 r mHRD‘F-hcmglef_hmme
A% ROl secur etrisuat.hrdf.com.my/DigiGovy/digigow.ht Pl
&l
| Comiment I
== QU ERYREASTN=~
20Z1/387030010324
Cartific ning Technologst
Fleasa chack on whethar this s sciual cartification
cours= or just a preparation course for fhe cerification
= | exam | awarensss iraming program. |IF cartmcation
| program, pleasa provicka sUpporting evidances
OOnERa N Sreamen ek ra e AN Doy 30
Attmeh + cooparation agreamani betwean cerific ation body and
training provdder. Ifnot. plcasc amend the course tilc
Flla Dascriptiion Attach Fila acoordingly.
Al & tkachament
Allowed (Onky JPG.JPEG, BMP.GIF.PNG.TIF,.PPM..00C. . DOCK, PDF, ATF,. XKL 5, ELEX,. TET.P PT,.PPTX, PP EX are allowed}

Go to “Query Details” and click “View comment
and attachment” to view the query reason

Brasor pt o e o nrme nity

21

Copyright © 2023 HRD Corp

www.hrdcorp.gov.my




STEP 3: Update or respond

Actions Chose

Summany I Dirafts Duery Details

Save
Programme Infonmation
Programme Informaticn

Scheme Mame
Training Skill
SKill Arga

Course Title

Course Summarny

Type OF Training
Training Mode

Intaraction Medium

| Duration

www.hrdcorp.gov.my

| Copyright © 2023 HRD Corp

Course / Content Cutling I Tapic / Modula I Trainer List Document Attachmeant Declaration

3BL-Khas | "

Update the necessary details in the “Basic Info” tab and
upload the supporting documents in the “Attachment Tab” as

Hard Skl w -
Gomputer or Information | =

Certmad Internet of TRIND Te¢hnologiat

required in the query details.
Click “Save”.

Fike ~ Edrt ~

Insert ~  View - Fomat ~  Table ~ Tools -
@ h Fomats ~ FomiSizes ~ B f | & &= == S =z = = (& A~ A~
p
Mon E-Learming oo Type of Programime ™ Technizal ' Mon-Technical
Full Time -
English W s

Total Training Hours (Excluding =
400 | = Dawisl 2200 | * Minmum 4 Hours

22



STEP 4: Add remarks to queried details

achors Close

File Information

I Summany I Drafts I

SRR Training Provider is required to insert remarks or a note in the “Query Details”
B I WU ch x x? PR .I.Ob
i Fome| Yomal__ IS Click “Action>Return” tab -
Dear Officer Successfully returned application will be displayed in the outbox below.
All af the document reguired has besn uplaaded,
Thank rou
Actions  Close etrisuat.hrdf.com.my says
Return File will be Retumed to Pembangunan Sumber Menusia Berhad [PSMB]
bady —
| Retum
P Sumr‘ﬁ'm;—| Drafts I Basic Infg Query Details “ Cancel
File Descnption

Add A machmsant

www.hrdcorp.gov.my | Copyright © 2023 HRD Corp
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05 TRAINER MODIFICATION

The requirements are:

« The frainer’s profile is added to the training provider’s e-Tris account.
« The trainer has a TTT/TTT Exemption.

« Trainer’'s background is in line with the approved course.

STEP 1: Login into e-Tris > Application > Profile Management > Trainer Modification

~ @ Profile Management

» [@ Training Provider

» @ TNA/HR Consultant

» @ R&D

= @ [raining Programme
m Trainer Profile Management
m Register for Training Programme
m SBL Training Programme Listing
© View My Programme
m PROLUS Participants
® Form 2 - E-Slip Form
o Regquest for Programme Cancellation

@ Trainer Modification

. RDCORP

FUMAN RESOURCE DEVELGFNENT CORFORATION

24
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STEP 2: Update trainer information

& Applications

Applications > Profile Management > Training Programme > Trainer Modification

Add Trainer To Programme

Replace Programme Trainer Remove Trainer From Programme Submit Close

Trainer Modification » Search for the approved fraining course

Search Training Programme Q'

« Click “Add Trainer to Programme”.

Course Title

Select Training Programme No. I
MANAGING WORKPLACE ABSENTEEISM

www.hrdcorp.gov.my | Copyright © 2023 HRD Corp
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STEP 2: Update trainer information (cont’)

[snve ] closs
Add o Programime

Trainer Details
Defaull Search

NN 5 - i pummm—— - Scarch for the frainer
bm"”k""?.“?"??_’ﬁ:‘ I — + Click “Add to Programme” and “Save”

Recard

CuslomiZe LISt

Search Result
| SeloctDesslect Al | Trainer Nama IC ! Passport No. TTT Cartifichts Mo. [ Telephona No. Email
AT B D o DS Y T T B D [ O Y TS T B D W I

www.hrdcorp.gov.my | Copyright @ 2023 HRD Corp
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MINISTRY OF HUMAN

STEP 3: Complete the submission

. Applications

Applications = Profile Management = Training Programme > Trainer ModiTication

|. Add Trainer To Programme ] Replace Programme Trainer Remove Trainer From Programme m Close

Tramer Modification

Trainer Modification

Search Training Programime I:lf
| Select | Training Progiamme No. Course Tille Seheme Naime Status Expiry Date |

10001E59E | MAMAGING WORKPLAGE ABSENTEEISM SEL-Khas Active 2011222
Added Trainer Datails
| 51 Mo | Training Programme e, Traines Hame IC | Passpert No, | TTT Certificae Mo, Telephons Mo, | :rnlll :|
I } "

002116556 _ M € Wl T RO T e .
1|Z-22-1|'i55-5 - -:—-!-:n‘:v y’rnii..- . 1,"‘ *Tr\ !"'Q'y’ 1}5# = 1"—- ,_.':r;’ ;';Q"

* Once the selected trainer has been )
added to the approved course, click Your request has been Submitted Successfully.
on the “Submit” icon.
The system will show the message “Your
request has been submitted OK
successfully”.

www.hrdcorp.gov.my | Copyright © 2023 HRD Corp 27




06 PROGRAMME CANCELLATION

STEP1: Login into e-Tris > Click application > Profile Management > Training Programme >
Request for programme cancellation

Applications > Profile Management > Training Programme > Request for Programme Cancellation

I Programme Cancellation I Close

Search for the approved training course

Default Search Tick on “Select/Deselect All” and click “Programme
Search Search Reset Advance Search ance"ahon’.’ 9
A message will appear as below. Please click “OK”
The system will show the message that “Your request has e o 100 1
Customize List been submitted SUCC:eSSfU"y"
Search Result
| Select/Deszelect All | Training Programme No. | Coursze Title | Expiry Date | Status |
Advanced Defensive Driving 27/03/2022 Approve

One record found. 1

121.123.23.167 says

Please confirm whether you want to cancel the selected Training
Programme(s), Press Ok to continue or Cancel to abort.

28
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CONTACT US

01 HRD Corp Claimable Course Registration
programmereqistration@hrdcorp.gov.my

02 Grant application, claim application and any other matters
support@hrdcorp.gov.my

03 Troubleshooting
ithelpdesk@hrdcorp.gov.my

www.hrdcorp.gov.my | Copyright © 2023 HRD Corp
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RDCORP

MINISTRY OF HUMAN RESOURCES HUMAN RESOURCE DEVELOPMENT CORPORATION

THANK YOU
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