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For New User 

Account Creation 

1. Go to the webpage with following url:  

https://agency.tolong.com.my/ 

 

2. Click on “Don’t have an account?” to proceed to account.  

 
 

**Notes: To change webpage language, click on the top right corner icon. 

 
 

  

https://agency.tolong.com.my/


3. Select the preferred package by clicking the “Sign Up” allocated. 

 
 

4. Insert Username, Password, Confirm Password and Email Address. After done, click on 

“Register”. 

 
**Notes: The minimum requirement for password is at least 8 characters. It is 

recommended to design the password with mixture of upper key, lower key, numbers and 

special case (Eg: !@#$%^&*). 

  



5. To change the phone country code, click on the flag icon and select the country where 

your contact is registered. Insert your contact number, email address and click 

“Continue”. 

 

 

  



6. Select Payment Option preferred and insert the details. After done, click on “Continue”. 

 
 

7. Payment Successful and account will be created. The webpage will be redirect to login 

page. 

 
  



 

  



For Existing User 

Account Login – With Username & Password 

1. Go to the webpage with following url:  

https://agency.tolong.com.my/ 

 

2. Insert Username, Password and click “Login.” Webpage will be redirected to dashboard if 

login successfully. 

 

 
**Notes: To change webpage language, click on top left flag icon. 

  

https://agency.tolong.com.my/


Account Login – For Employee Role 

1. Go to the webpage with following url:  

https://agency.tolong.com.my/ 

 

2. Insert Agency Code, Username, Password and click “Login.” Webpage will be redirected 

to dashboard if login successfully. 

 

 

  

https://agency.tolong.com.my/


Account Subscription Plan 

View Account Subscription Plan 

1. To check account subscription status, click “Payment” then “SUBSCRIPTION PLAN” on 

the sidebar menu. 

 

 
 

View All Subscription Plan 

1. To view all the package information, click on “Package”. 



 

 
 

View Subscription History 

1. To view all the subscription history, click on “History”. To view receipt, click on “Receipt”. 

 



Renew Subscription Plan 

1. To renew subscription plan, click “Renew” button and click “OK” to proceed for payment. 

 

 
  



Enable Notification 
To make sure the notification is working, turn on the following setting (To enable notification for  

Permit Expired Date and Passport Expired Date). 

 

  



General Function Guide 

Shortcut Icon Functions 

Icon Function 

 

Choose other function for example “Delete”. 

 

Edit selected record. 

 

Short cut add record  

 

Short cut view record  

 

Short cut to Finance section (Cash Received, 
Bank In, Costing, Billing and Summary) for the 
selected worker. 

 

Filter Function 

1. To filter the records, click on “Filter Options”. Select the preferred filter options and click 

on the search icon to proceed the filter function. To clear all the selected filter options, 

click “Clear”. 

 
 

Delete Function 

1. To delete record, single record deletion and multiple record deletion is available. For 

single record deletion, selection on the record, and click “Delete”. For multiple selection 

deletion, selection multiple records and click “Delete”. 



 
 

Customize Column Display Arrangement – Display Order 

1. To customize the arrangement of the worker information table header, click on “Display 

Orders”. 

 
 

2. Click the checkbox to either show or hide the column. For more flexibility on column 

adjustment, click the “Advance Mode”. To reset all the display to default display mode, 

click “Reset Preferences”. 

 
 

3. Here are the things you can do in Advance Mode: 



- Drag and move to arrange the column based on own preferences. 

 
 

  



Quick Link 
This section allows user to fast redirect to other website. To navigate to this section, click 

“QUICKLINKS” on sidebar menu. 

  



Worker Information Section 

Create New Worker Information 

1. Click on “Worker Information”. 

 
 

2. Click on “Add”. 

 
 

3. Fill up all the information. After done, click on “Submit” at bottom left. 

 



 
**Notes: If the preferred option selection is not existed, please go to “Option” at the 

sidebar menu to add. The detail instruction will be shown in the Adding Option Selection 

part. 

  



Worker Information function guide 

Import Function on Woker Information  

1. To import record, click on “Import”. 

 
 

2. Click “Download Template” and fill up the records that you import into the template. 

After done, click “Choose File” to upload the updated template and click “Next” and 

“OK”.

 
**Notes:  

• The records for Immigration Programme and Permit Company must be added in 

Option first only able to import the records successfully. It is case sensitive, the 



entered record must be exactly the same as the record in the Immigration 

Programme and Permit Company. 

• Error Message for example: 

 

• Suggested to use .xlsx format template to prevent numbering format issue on 

records.  

• If missing other required data, the import process will fail and system will prompt 

import unsuccessful and need to update the template and re-upload. (Worker ID and 

Worker Name is required else it will lead to fail import). 

 



• If the option is new (PIC, Nationality, Status, Department/Package, Agent, Leader, 

Sales, Runner, Fomema Category, Payment Method), the system will prompt 

notification to add, for example: 

 
 

 

 

 

3. After done filling the template, click “Choose File” to upload the template and click 

“Next”.  

 
**Notes: All the records are not allowed to be duplicated. The duplicated records will be 

not be uploaded. 



  



Export Function on Woker Information  

1. To export record, click on “Choose Export Column” and select the column that wanted to 

be export. If you want to record the entire record without manually select the column, 

click the first column. Then click the “Export” button. 

 
 

2. Select the exported file format. 

 

  



Adding Option Selection 

Adding Option Selection – Permit Company 

1. After login to account, click on “OPTION” at sidebar menu, click on “PERMIT COMPANY”. 

 
 

2. At the Permit Company page, click on “Add” at bottom left of the webpage. 

 
 

3. Fill up all the information and click “Submit” to save record. 



 
 

  



Adding Option Selection – Immigration Programme 

1. After login to account, click on “OPTION” at sidebar menu, click on “IMMIGRATION 

PROGRAMME”. 

 
 

2. At Immigration Programme page, click on “Add” at bottom left of the webpage. 

 
 

3. Fill up the information and click “Submit”. 



 
**Notes: The Worker ID Prefix is auto-increment number in the system, please ensure 

the prefix that designed is key correctly.  

Eg: Worker - WR, Operator – OP 

In the database, there should need to have WORKER ID something like WR0001, OP0001 

  



Adding Option Selection – Employee List 

1. After login to account, click on “OPTION” at sidebar menu, click on “EMPLOYEE LIST”. 

 
 

2. At Employee List page, click on “Register”. 

 
 

3. Fill up all the information, assign admin role and click on Register. 



 
 

  



Adding Option Selection – PIC 

1. After login to account, click on “OPTION” at sidebar menu, click on “PIC”. 

 
 

2. At PIC page, click on “Add” at bottom left of the webpage. 

 
 

3. Insert PIC and click “Submit”. 



 

 

  



Adding Option Selection – Nationality 

1. After login to account, click on “OPTION” at sidebar menu, click on “NATIONALITY”. 

 
 

2. At Nationality page, click on “Add” at bottom left of the webpage. 

 
3. Insert the nationality and click submit. 



 

 

  



Adding Option Selection – Department/Package 

1. After login to account, click on “OPTION” at sidebar menu, click on 

“DEPARTMENT/PACKAGE”. 

 

 
 

2. At Department/Package page, click on “Add” at bottom left of the webpage. 

 
 

3. Insert Department/Package and click “Submit”. 



 
 

  



Adding Option Selection – Agent 

1. After login to account, click on “OPTION” at sidebar menu, click on “AGENT”. 

 
 

2. At Agent page, click on “Add” at bottom left of the webpage. 

 
 

3. Insert Agent and click “Submit”. 



 
 

  



Adding Option Selection – Leader 

1. After login to account, click on “OPTION” at sidebar menu, click on “LEADER”. 

 
 

2. At Leader page, click on “Add” at bottom left of the webpage. 

 
 

3. Insert Leader and click “Submit”. 



 
 

  



Adding Option Selection – Sales 

1. After login to account, click on “OPTION” at sidebar menu, click on “SALES”. 

 
 

2. At Sales page, click on “Add” at bottom left of the webpage. 

 
 

3. Insert Sales and click “Submit”. 



 
 

  



Adding Option Selection – Runner 

1. After login to account, click on “OPTION” at sidebar menu, click on “RUNNER”. 

 
 

2. At Runner page, click on “Add” at bottom left of the webpage. 

 
 

3. Insert Runner and click “Submit” 



 

 

 

  



Adding Option Selection – Fomema Category 

1.  After login to account, click on “OPTION” at sidebar menu, click on “FOMEMA 

CATEGORY”. 

 
 

2. At Fomema Category page, click on “Add” at bottom left of the webpage. 

 
 

3. Insert fomema category and click “Submit”. 



 

 

  



Adding Option Selection – Payment Method 

1. After login to account, click on “OPTION” at sidebar menu, click on “PAYMENT METHOD”. 

 
 

2. At payment method page, click on “Add” at bottom left of the webpage. 

 
 

3. Insert payment method and click “Submit”. 



 

  



Export Function on Option 

1. To export record, click on “Choose Export Column” and select the column that wanted to 

be export. If you want to record the entire record without manually select the column, 

click the first column. Then click the “Export” button. 

 

 
 

 



2. Select the exported file format. 

 

  



Permit Requirements  

Permit Requirements – Fomema 

1. Go to “PERMIT REQUIREMENT”, then go to “FOMEMA” and click “Add”. 

 
 

2. In Fomema page, click on “Worker Name”, search and click on the worker. Fill the 

information and click “Submit”. 

 
**Notes: Only the worker that has been created with information can be search here. If 

the preferred payment method not found, please create at “OPTION” and refer to Adding 

Option Selection – Payment Method for detail instruction. 

**Remarks: Cost - The ORIGINAL Price of the Fomema 

          Billing - The price after CHARGES IS INCLUDED. 



Permit Requirements – Special Pass/PTSK 

1. Go to “PERMIT REQUIREMENTS”, then go to “SPECIAL PASS/PTSK” and click “Add”. 

 
 

2. In Special Pass/PTSK page, click on “Worker Name”, search and click on the worker. Fill 

the information and click “Submit”. 

 
**Notes: Only the worker that has been created with information can be search here. If 

the preferred payment method not found, please create at “OPTION” and refer to Adding 

Option Selection – Payment Method for detail instruction. 

**Remarks: Cost - The ORIGINAL Price of the Special Pass/PTSK 

          Billing - The price after CHARGES IS INCLUDED. 

 



Permit Requirements – Other Charges 

1. Go to “PERMIT REQUIREMENTS”, then go to “OTHER CHARGES” and click “Add”. 

 

 
 

2. In Other Charges page, click on “Worker Name”, search and click on the worker. Fill the 

information and click “Submit”. 

 
**Notes: Only the worker that has been created with information can be search here. If 

the preferred payment method not found, please create at “OPTION” and refer to Adding 

Option Selection – Payment Method for detail instruction. 

**Remarks: Cost - The ORIGINAL Price of the Other Charges 

          Billing - The price after CHARGES IS INCLUDED. 

 



Permit Requirements – Insurance 

1. Go to “PERMIT REQUIREMENTS”, then go to “INSURANCE” and click “Add”. 

 
 

2. In Insurance page, click on “Worker Name”, search and click on the worker. Fill the 

information and click “Submit”. 

 
**Notes: Only the worker that has been created with information can be search here. If 

the preferred payment method not found, please create at “OPTION” and refer to Adding 

Option Selection – Payment Method for detail instruction. 

**Remarks: Cost - The ORIGINAL Price of the Insurance 

          Billing - The price after CHARGES IS INCLUDED. 

 

 



Permit Requirements – Permit Sticker 

1. Go to “PERMIT REQUIREMENTS”, then go to “PERMIT STICKER” and click “Add”. 

 
 

2. In Permit Sticker page, click on “Worker Name”, search and click on the worker. Fill the 

information and click “Submit”. 

 
**Notes: Only the worker that has been created with information can be search here. If 

the preferred payment method not found, please create at “OPTION” and refer to Adding 

Option Selection – Payment Method for detail instruction. 

**Remarks: Cost - The ORIGINAL Price of the Permit Sticker 

          Billing - The price after CHARGES IS INCLUDED. 

 

 



Permit Requirements – CIDB Record 

1. Go to “PERMIT REQUIREMENTS”, then go to “PERMIT STICKER” and click “Add”. 

 
 

2. In CIDB Record page, click on “Worker Name”, search and click on the worker. Fill the 

information and click “Submit”. 

 
**Notes: Only the worker that has been created with information can be search here. If 

the preferred payment method not found, please create at “OPTION” and refer to Adding 

Option Selection – Payment Method for detail instruction. 

**Remarks: Cost - The ORIGINAL Price of the CIDB Record 

          Billing - The price after CHARGES IS INCLUDED. 

 

 



Permit Requirements – PERKESO 

1. Go to “PERMIT REQUIREMENTS”, then go to “PERKESO” and click “Add”. 

 
**Notes: Only the worker that has been created with information can be search here. 

 

2. In PERKESO page, click on “Worker Name”, search and click on the worker. Fill the 

information and click “Submit”. 

 
 

 

  



Permit Requirements – KWSP 

1. Go to “PERMIT REQUIREMENTS”, then go to “KWSP” and click “Add”. 

 
 

2. In KWSP page, click on “Worker Name”, search and click on the worker. Fill the 

information and click “Submit”. 

 

  



Permit Requirements – Master Policy (FOR COMPANY ROLE ONLY) 

1. Go to “PERMIT REQUIREMENTS”, then go to “MASTER POLICY” and click “Add”. 

 
 

2. Select “Permit Company” preferred, fill up all the information and click “Submit”. 

 
 

3. To edit the record, press on the pen icon on Actions column. After done, click “Submit” 

to save the record. 



 

 

  



Import Function on Permit Requirements 

1. To import records, click on “Import”. 

 
 

2. Click on “Download Template” and select preferred template format. 

 
**Notes: Suggested to use .xlsx format template to prevent numbering format issue on 

records. 

 

 

3. After done filling up template, click “Choose File” to upload and click “Next”. 



 
**Notes: All the records are not allowed to be duplicated. The duplicated records will be 

not be uploaded. 

 

 

 

  



Export Function on Permit Requirements 

1. To export record, click on “Choose Export Column” and select the column that wanted to 

be export. If you want to record the entire record without manually select the column, 

click the first column. Then click the “Export” button. 

 

 
 

2. Select the exported file format. 



 

  



Finance Section 

For Worker 

For Finance section for Worker, there are 5 main section which are: 

Cash Received 

1. To create cash received record, “FINANCE”, “WORKER” then “CASH RECEIVED”. Click 

“Add”. 

 
 

2. Click on the “Worker Name” and select preferred worker. Fill in all information and click 

“Submit”. 

 



3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 

 

 
 

  



Bank In 

4. To create bank in record, “FINANCE”, “WORKER” then “BANK IN”. Click “Add”. 

 
 

5. Click on the “Worker Name” and select preferred worker. Fill in all information and click 

“Submit”. 

 
 

6. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 



 

 
 

 

 

  



Costing 

1. To view the costing created, “FINANCE”, “WORKER” then “COSTING”.  

 

**Notes: Costing only can be change at Permit Requirements based on the selected record.  

 

Billing 

1. To create bank in record, “FINANCE”, “WORKER” then “BILLING”. Click “Add”. 

 
 

2. Click on the “Worker Name” and select preferred worker. Fill in all information and click 

“Submit”. 



 

**Notes: Unlike Costing, Billing be changed in Billing in Finance section 

 

3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 

 

 



Import Function on Billing (Move from old system) 

1. To import billing record, click on “Import”. Click “Download Template” to get the 

template. 

 
 

2. Select the preferred template format. 

 
**Notes: Suggested to use .xlsx format template to prevent numbering format issue on 

records. 

 

3. After done filling the template, click on “Choose File” to upload the template, then click 

“Next”. 



 
 

  



Summary  

1. To view all the record created, click on “FINANCE”, “WORKER” then “SUMMARY”.  

 
 

2. To edit record, press the pen icon on the action column. 

 
 

3. If any edit action is performed, click on “Submit” to save the record. 



 

**Notes: Costing only can be change at “Permit Requirements” based on the selected record.  

 

  



Export Function on Worker 

1. To export record, click on “Choose Export Column” and select the column that wanted to 

be export. If you want to record the entire record without manually select the column, 

click the first column. Then click the “Export” button. 

  

 
 

2. Select the exported file format. 



  

  



  



For Company 

For Finance section for Company, there are 5 main section which are: 

Cash Received 

1. To create cash received record, “FINANCE”, “COMPANY” then “CASH RECEIVED”. Click 

“Add”. 

 
 

2. Click on the “Permit Company” and select preferred company. Fill in all information and 

click “Submit”. 

 
 

3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 



  

 
 

Bank In 

1. To create bank in record, “FINANCE”, “COMPANY” then “BANK IN”. Click “Add”. 

 
 



2. Click on the “Permit Company” and select preferred company. Fill in all information and 

click “Submit”. 

 
 

3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 

 

 



Costing 

1. To view the costing created, “FINANCE”, “COMPANY” then “COSTING”.  

 

**Notes: Costing only can be change at Permit Requirements based on the selected record.  

 

Billing 

1. To create bank in record, “FINANCE”, “COMPANY” then “BILLING”. Click “Add”. 

 
 

2. Click on the “Worker Name” and select preferred worker. Fill in all information and click 

“Submit”. 



 
 

3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 

 

 
 

 



Summary  

1. To view all the record created, click on “FINANCE”, “WORKER” then “SUMMARY”.  

 
 

2. To edit record, press the pen icon on the action column. 

 
 

3. If any edit action is performed, click on “Submit” to save the record. 



 

**Notes: Costing only can be change at “Permit Requirements” based on the selected record.  

  



Export Function on Company 

1. To export record, click on “Choose Export Column” and select the column that wanted to 

be export. If you want to record the entire record without manually select the column, 

click the first column. Then click the “Export” button. 

 

 
 

2. Select the exported file format. 



 

  



Letter 
Letter function allows user to generate letter in certain format or template instead of need to 

re-write the letter every time. 

 

Create New Letter Format 

1. To create new letter format, click Letter on sidebar menu, click letter format then click 

“Add”. 

 
 

2. Insert the title of the letter, and scroll down to design the letter content. User can 

choose the placeholder reference and insert it into the letter content. After done design, 

click “Submit” to save the template. 

  



 

Example of letter content design: 

 
 

Generate Letter  

1. To generate letter, click on “Letter”, “Letter Format” and “Generate letter”. 

 
 

2. Fill up the information and click “Submit”. The letter will be automatically open (need to 

enable the browser pop-out setting).  



 
**Notes: The content here will show and ask to filled is based on the placeholder that 

used to design the letter format. 

 
 

View Generate Letter  

1. To view generated letter, click “Letter” then “Letter Generated”. Click “View PDF” to view 

the letter. To delete the letter, click on the dustbin icon at Action column. To edit letter, 

click on pen icon, and click submit after done edit. 



 

Export Letter Generated 

1. To export record, click on “Choose Export Column”, “Export” and select the preferred file 

format. 

 



 

  



Change History 
For Change History section, it is mainly records the activities that users make changes on the 

records. 

Emp History (Employment Company) 

1. To view changes that has been done on the worker information employment company, 

Click on “CHANGE HISTORY” then “EMP HISTORY” at sidebar menu. 

 
**Notes: The changes record will only show when the employment company of the 

worker is changed in worker information. 

 

Department/Package 

1. To view changes that has been done on the worker information department/package, 

Click on “CHANGE HISTORY” then “DEPARTMENT / PACKAGE” at sidebar menu. 

 



Essential Log 

1. To view changes that has been done on the worker information, Click on “CHANGE 

HISTORY” then “ESSENTIAL LOG” at sidebar menu. 

 
**Notes: Essential Log will store all the changes history of worker information. 

 

Company Log 

1. To view changes that has been done on the Permit Requirements, Master Policy, Click on 

“CHANGE HISTORY” then “COMPANY LOG” at sidebar menu. 

 

  



Roles & Permission 

Set Access Permission Based on User Role 

1. To set user access permission, click “ROLES & PERMISSION”, “PERMISSION” then check 

the checkbox to select the access type. Click “Save Changes” to save the settings. 

 
 

2. For bulk edit, click on the check box on the header, click “Bulk Edit Permission” and 

select the changes preferred. Click “Apply Permission”. 

 
 



 

 

User Override 

For User Override, master admin can assign specific access permission to specific user. 

1. To set the permission, click “USER OVERRIDE” on sidebar menu, then click “Add”. 

 
 

2. Select the user, the page that you want to assign access to user, and permission level. 

After done, click on Submit. 



 
 

 

  



Profile 

Change Account Password 

1. To change account password, click “Profile”, scroll to bottom, enter the new password 

and confirm the new password again. After done, click on “Save”.  

 

 

Change Prefix 

1. To change account prefix, click on “Profile” and make the changes here. After done, click 

“Save”. 

 

  



Privacy Mode 

For privacy mode, it allows the user to hide certain page or function. For the details, refer to the 

image below: 

 

1. To enable privacy mode, click “Profile”, go to System Settings 

  



Sample Image Comparison 

Section With Privacy Mode ON With Privacy Mode OFF 

Sidebar Menu 

  
Permit 
Requirements 

  
 

 


