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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.

Agency Code
Usarname *

Password *

’

Remember me

Forgot your password?

Forgot your username?

| Don't have an account? |

Copyright © 2026 TL CONNECTME SDN. BHD. 202501003106 (1604519-K). Project by Dreamztech Web Design

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

ol
e

Agency Code
Username *

Password *

, B



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

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

TTC Tt Trlmned Onnmeed
Accountant Limit ] Unlimited Unlimited
Master Admin Limit 0 Unlimited Unlimited
Supervisor Limit o Unlimited Unlimited
Admin Limit 0 Uniimited Uniimited
Viewer Limit o Unlimited Unlimited
Login Limit 2 3 a
Upload Free Free Free

s Charge per Edit Uniimiced
Support A 5 free charges i
Editing Charge per support Charge per support Unlimited
Action Sign Up Sign Up sign Up

Copyright © 2026 TL CONNECTME SDN. BHD. 202501003106 (1604519-K). Project by Dreamztech Web Design

4. |nsert Username, Password, Confirm Password and Email Address. After done, click on
“Register”.

User Registration

* Required field

Username *

Password *

»

Minimum Requirements — Charscters: 8

Confirm Password *

»

Email Address *

Copyright © 2026 TL CONNECTME SDN. BHD. 202501002106 (1604519-K). Project by Dreamztech Web Design

**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%"&*).



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”.

Contact details

Enter mobile & email to continue

[ ES+60 v Mobile number

(D Please enter your mobile number

Emgil address

Select country code

E= (+60) Malaysia

= (+91) India

== (+1) United States of America

& (+44) United Kingdom

I+1{+1) Canada

i (+61) Australia

B (+93) Afghanistan




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

Payment Options

Add a new card
Price Summary

MYR 9,999
Wallet

& Using as

: Save this card securely for future payments

P
Secured by JRozorpayCuriec L\

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

You will be redirected in 1 seconds

Payment Successful

TIConnectMe SdnBhd MYR 9,999

Apr 9, 2026, 10:34 AM
Wallet. | pay_SbENW2EKyhzrSe (&)

(D) Visit curlec.comfsupportf for queries

Secured by dRazorpayCuriec




Payment successfull Your subsCription is naw active.

Agency Code
Usarname *

Password *

» 2]

Remember me

Forgot your password?
Forgot your username?

Don't have an account?

Copyright © 2026 TL CONNECTME SDN. BHD. 202501003106 (1604519-K). Project by Dreamztech Web Design




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.

Agency Code
Username *

Password *

,

Remember me

Forgot your password?
Forgot your username?

Don't have an account?

Copyright © 2026 TL CONNECTME SDN. BHD. 202501003106 (1604519.K). Project by Dreamztech Web Design
'
Dashboard Reminder d
. . Total Qutstanding
Hello, Top Agency! Total Worker @ Total Pending Jobs Total Claim @ Balance
950 - Master Account

1 5 RM120.00 RM 230.00

2 INFORMATION

& QUCKLINKS

Your Points

FINANCE Q 0

PERMIT REQUIREMENTS
LETTER
[l Points History

OPTION
Activity Points Date Remark

PAYMENT

New User

CHANGE HISTORY

**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.

Agency Code

Username *

Password *

’

Remember me

Forgot your password?

Forgot your username?

Don't have an account?

Copyright © 2026 TL CONNECTME SDN. BHD. 202501002106 {1604519.K). Project by Dreamztech Web Design

Dashhoard Reminder d
Total
Total N
Hello, employeel! Worker Outstanding
Balance
950 - Supervisor

A DAS

1 RM 0.00

Pending Pending Pending Pending

Passport Permit Fomema Insurance
Renewals Renewals Renewals Renewals

1 > 1 > 1 > 2 >

| Miccing F¥nirv Rararede



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.

' Dashboard Reminder a

N — Total Worker |\’/ -|_\\‘ Total Pending Jobs (/ é\:' Total Claim |\’/ ||_||\\‘ Total Outstanding |\’/ _~\\|
950 - Master Accovat N = Ay N
LETTER 1 5 RM120.00 RM 230.00
OPTION
PAYMENT Your Points
WM SUBSCRIFTION PLAN Q 0
CHANGE HISTORY
ROLES & PERMISSION m Points History
& rroms Activity Points Date Remark
New User pr 2026 0!

Home  Package Subscription History

Current Subscription
== Tt A

Your subscription expires in 360 day(s)!
Renew nw o avaia service inerTugsEn

W Premium

RM 9,999 00 / Year

8 o]
START DATE EXPIRY DATE DAYS USED
09 Apr 2026 09 Apr 2027 a4

View All Subscription Plan

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



Home  Package Subscription

History

== Current Subscription

o

& plan detsil.

Your subscription expires in 360 day(s)!

Renew now to aveid sarvice infarruption.

W Premium
RM 9,999.00 / Year

09 Apr 2026 09 Apr 2027 360 4

Home  Package  Subscription

History

Price RM 0.00 / Year RM 4,999.00 / Year RM 9,999.00/ Year

Basic Worker Info

Worker Information v v v
PLKS Shortcut v v v
Paints v v v
=]
Dashboard v v v
FOMEMA v v v
Insurance v v v
CIDB Records v v v
PERKESO v v v

View Subscription History

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

Home Package Subscription

Payment History

o
Subscription Flan Total Patd (RM) Receipt Number

1 Premium 9959.00 09-04-2026 09-04-2027 09-04-2026 PREMIUM_20260409_095813_262732

History




Renew Subscription Plan

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

[ All Bookmarks
agency.tolong.com.my says

o %
o -

———

Payment Options

Add a new card
Price Summary

MYR 9,999
Wallet

& Using as

[J save this card securely for future payments

®
Secured by dRazorpayCuriec l\




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).

Manage Notifications

Welcome!

c agency.tolong.com.my/en/dashboardftopfagency

O = isasatumala.. @@ w
agency.tolong.com.my X

@ Connection is secure >

) Notifications @ rd

Reset permission

@ Cookies and site data >
8 Site settings 2]

System > Notifications

Q Notifications oh o <

Get notifications from apps and other senders

g} Do not disturb off @

Notifications will be sent directly to notification center

@ Turn on do not disturb automatically v
J,Q Set priority notifications >
ZS

& s , )

n cluvation hide bhads




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.

NI

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”.

Search (o} Choose Export Column
Active v Select Status v Warker ID Waorker Name Select Fomema Category
Passport Number New Passport Number Old Passport Exp From u Passport Exp To u Permit Exp From u
Permit Exp To n Date Of Birth n Select Permit Company v Select Gender v Select Nationality v
Contact Numbe Select Department / Packa ~ Select Agent v Select PIC v Select Runner v
Select Leader v Select Sales v Select Immigration Progra v EPF No EPF Company
505CO No 505C0 Company Bank Account Number Remark Emp. Company
Emp. Start Date n Emp. Location Emp. Contact Number Emp. Contract Type TR No
Permit Year Costing From Costing To ing From Billing T
Total Paid From Total Paid To Outstd Bal. From Outstd Bal. To

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”.



Sment et @ oepiny o, | Bperios | oo nis
170837 D s+ 782928 John X¥Z 5dn Bhd

@ s

Customize Column Display Arrangement — Display Order

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

Worker Information

T e e e e L o

O 170636 : 4 +  TEST Al (ABCODOOT)  New:-A11111111  Passport Expired Date - 05-04-2030 ABC Programme ABC 3
TEST sdn bhd old - Permit Expired Date - 05-04-2027
@ Malaysian

20 % | Displaying1-10f1

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”.

Display Orders

Advanced Mode

Colum

B |Worker Name
B |Passport Number
8 [Expire Date

8 |immigration Programme

8 Permit Work Year

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



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

T
170636 H TEST 02-04-200 i
P4+ Waorker ID
@ 3

01

e
Al

Passj Number New | Pass) Number Oid | Passport Date | Permit Date =
port port por

AT1111111 05-04-2030 05-04-2027 L=




Quick Link

This section allows user to fast redirect to other website. To navigate to this section, click
“QUICKLINKS” on sidebar menu.

Quicklinks
‘Hello, Top Agency!
674 - Master Account [e BANK NEGARA MALAVSIA c I D B @
FOMEMA FWCMS

FINANCE PROTECTING MGRANTS, FOSTERING MR AYSH.
PERMIT REQUIREMENTS
LETTER
OPTION 0 G rommon s
PAYMENT PERKESO

CHANGE HISTORY

ROLES & PERMISSION




Worker Information Section

Create New Worker Information

1. Click on “Worker Information”.

Dashboard

Hello, Top Agenc Total Worker Total Pending Jobs

950 - Master Account

1 5

, WORKER INFORMATION

& QUCKLIK

FINANCE
PERMIT REQUIREMENTS

LETTER
[l Points History

OPTION
Points

PAYMENT) New User 0

CHANGE HISTORY

Reminder 6

Total Outstanding

Total Claim Balance

RM120.00 RM 230.00

Your Points

Ko

Date

Remark

2.

Worker Information

Hello, Top Agency!
950 - Master Account

New

FINANCE 0~

Displaying1- 18t

PERMIT REQUIREMENTS

LETTER

OFTION

PAYMENT

CHANGE HISTORY

ROLES & PERMISSION

o -

Q] s opiors @ BN crcseeporcotnn | Ion |
Leoerrorve [

X Display Orders

Selected: 0 workeris)

_ ‘

Passport Expired Date - 03- Dennis

Permit Expired Date - 03-

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




Worker Information

' Basic Personal & Work Info

Status Status Date
-
TR T )] Selert Status v Status Dace n
950 - Master Account
Ll o Worker Name Fomema Category
\FORMATION Worker Name Select Fomema Category v
&2 QUICKLINKS
Passport Number New Passport Number Old
FINANCE Passport Number Nes Passport Number OId
PERMIT REQUIREMENTS
Passport Exp Date Permit Exp Date
= Passport Exp Date n Permit Exp Date n
OPTION
Permit Company * Date Of Birth
PAYMENT Select Permit Company. v Date Of Birth n
CHANGE HISTORY
Gender Nationality
ROLES & PERMISSION Select Gender v Select Nationality v

$ PROELE

**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”.

Worker Information

Search n Flter Options = Q, NEIESE
Selecred: 0 worker(s) R Display Orders Export PKLS Go to PLKS

[sear [ecron
O 1 P 7+ DN000OT Al

@ s

200 v~ Displaying1-10f1

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
IIOKII.

Upload Excel File

Upload File

Choose File o file chosen

—_— - - — e allowed and max size is 10 ME

Download Template

Cancel m

**Notes:
e 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.

e Error Message for example:

Upload Excel File

© © Import blocked — validation errors found in your file.
Please fix the following errors and re-upload your file

Immigration
Programme
F: jahn tempty)

(empty)

] What to do next:

1. Add the missing Permit Company / Immigration Programmes in the Options
panel

2. Fix the data in your Excel file for the rows listed above (empty o invalid values)
3. Re-upload the corrected file using the same button

Upload File
Choose File | worker_database xisx

Download Template

e Suggested to use .xIsx 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).

A No data was processed.
Please reiimport your Excel file.

Total rows in file: 1
Successfully inserted: 0
Skipped (already in DB):

Failed rows-

Failed rows detail:

Upload File

Choose File  worker_database.xisx




e [f 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:

Upload Excel File

A A The following records are missing and will be auto-created:

Nationality
Thailand

Aconfimation papup will appesr. Click OK o aulo-create all of them and continue, o1 Cancel w abart the import.

oo
Upload File
Choaose File = worker_database xisx

Only xisx, .xls and .csv files are allowed and max size is 10 MB

Download Template

o]

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

Upload Excel File

Upload File

i Choose File | INo file chosen
i

Oy XX, Ris e .csv files are allowed and max size is 10 MB

Download Template

Caneel M

**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.

Worker Information

Selected: O worker(s) W Delete £ Display Orders Export PKLS Go to PLKS

Select All Select None
# system D P— % Status Date | @ Worker ID B Fomema Category | B Passpart Number New | B Passport Humi]
o) X -

P DNDOOD1 Al
@

Displaying 1-1of 1

2. Select the exported file format.

Choose Export Format

Select the file format for your export.

(1)

Comma-separated, works with most apps

XLSX

Excel spreadsheet format

PDF

Formatted PDF document




Adding Option Selection

Adding Option Selection — Permit Company

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

' Dashboard Reminder d

e T Total Worker Total Pending Jobs Total Claim e | 1) Total Outstanding

950 - Master Acoouat . N _
LETTER ~ 1 5 RM120.00 RM 230.00
OPTION
& PeRT Your Points
® awoveEusr

Qo
[l Points History
Points. Date Remark

Permit Company

0 Display Orders
Selected: 0 records) Search B Filter Options | @ Choose Export Column

FINANCE ~

PERMIT REQUIREMENTS

LETTER ~

OFTION ~

Add

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



Permit Company

Permit Company *
Name

Registration No

gistratior

Contact Number

= 60 -

Email Address

Email Address




Adding Option Selection — Immigration Programme

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

' Dashboard Reminder d

B e Total Worker [ é Total Pending Jobs Total Claim [ 7t |_||\‘ Total Outstanding

950 - Master Account N = g
LETTER v 1 5 RM120.00 RM 230.00
OFTION -~

Your Points
Qo
[l Points History
Points Date Remark

Immigration Programme

% Display Orders
Selected: 0 record(s) Search n Filter Options | @ (Choose Export Column
_ SystemiD m [ — Worker ID Prefix

OPTION w0~

B IMMIGRATION PROGRAMME

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



Immigration Programme

Immigration Programme *
Name

Worker ID Prefix

**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”.

Dashboard Reminder d

T Total Worker Total Pending Jobs Total Claim ,“/; I]M ;::::lge""“"di"g
950 - Master Account ~— ~—~ ~—
LeTTER 1 5 RM120.00 RM 230.00
OPTION
@i PERMIT COMPANY Your Paints
 ewPLOvEELST Q 0
Points Date Remark

Employee List

@ Display Orders
Selected: O record(s) Search n Filter Options | @ Choose Export Column
DE=T T

FINANCE
PERMIT REQUIREMENTS.
LETTER
OPTION
i FERMI

m EwpLOY

& FC

B IMMIGRATIO!

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



*Username

*Email Address

Contact Number

= +60 - 12-345 6789

*Password

*Confirm Password

‘Admin Role

Select Admin Role




Adding Option Selection — PIC

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

Hello, Top Agency!
950 - Master Account

LETTER

OFTION
& PERw

 EMPLOYEE LiST

B MMIGRATION

W namonALTy

EF DEPARTMENT | PACKAGE

® AGENT

FINANCE
PERMIT REQUIREMENTS.
LETTER

OPTION

R

£ DEPARTMENT! PACKAGE

3. Insert PIC and click “Submit”.

Dashboard

Total Worker

Total Pending Jobs

Points.

Date

Total Claim

RM120.00

Your Points

Qo

(anh)

Reminder 6

Total Qutstanding
Balance

RM 230.00

Remark

PIC

Selected: 0 worker(s) searen

% Display Orders

e




PIC

PIC




Adding Option Selection — Nationality
1. After login to account, click on “OPTION” at sidebar menu, click on “NATIONALITY”.

Dashboard Reminder 6

N . TN Total Outstanding
Hello, Top Agency! Total Worker Total Pending Jobs Total Claim ( |||| ) Balance
950 - Master Account — p— N
LETTER v 1 5 RM120.00 RM 230.00
OPTION -~
i PERMIT COMPANY Your Points
® EMPLOYEELIST Q 0
o
GRATION FROG
[ Points History
W NATIONALITY
Points Date Remark

B DEPARTMENT/ PACKAGE

B AGENT

Nationality

& Display Orders
Selected: 0 record(s) Search B ﬂ Choose Export Column
O S = R

20 v

ul RUNNER
© Foue
B PAYMENT METHOD

PAYMENT

CHANGE HISTORY m

3. Insert the nationality and click submit.



Nationality

Nationality

X Cancel




Adding Option Selection — Department/Package

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

Dashhoard Reminder 6

TN ) = ) N Total Outstandin; ~
Total Worker Cal) Total Pending Jobs Total Claim () Balance ¢
1 5 RM120.00 RM 230.00
OPTION
i FERMIT COMPANY Your Points
& EMPLOYEE LIST Q 0
Points Date Remark

Department / Package
2 Display Orders
Selected: O record(s) Search n n Choose Export Column
DE=D e
20 v
BB FAYMENT METHOD
PAYMENT
CHANGE HISTORY Add

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



Department / Package

Name *




Adding Option Selection — Agent

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

Hello, Top Agency!
950 - Master Account

LETTER ~

OPTION ~
@ PeRw

® EMPLOYEE LST

& DEPARTMENT / PACKAGE

@ Asent

Dashboard
Total Worker Total Pending Jobs Total Claim
1 5 RM120.00
Your Points

Qo

[l Points History

Points Date

()

Reminder 6

Total Outstanding
Balance

RM 230.00

Remark

I PAYMENT METHOD

PAYMENT

CHANGE HISTORY

Agent

Selected: O record(s)

& Display Orders

CO—CTT e

20

3. Insert Agent and click “Submit”.







Adding Option Selection — Leader

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

'

Hello, Top Ageacy!
950 - Master Account

¥ DEPARTMENT | PACKAGE

%l RUNNER

© FouEMA CATEGORY

B PAYMENT METHOD

PAYMENT

CHANGE HISTORY

ROLES & PERMISSION

I PAYMENT METHOD

PAYMENT

(CHANGE HISTORY

Dashboard Reminder d

TN ) TN . TN Total Outstanding
Total Worker (al) Total Pending Jobs ( ‘ ) Total Claim ( 11 | Balance
A _ ’ N _ x\,_f_,/‘ —
1 5 RM120.00 RM 230.00
Your Points
[l Points History
Points Date Remark

Leader

% Display Orders
Selected: 0 record(s) Search B a Choose Export Column

3. Insert Leader and click “Submit”.



Leader

Leader

% Cancel




Adding Option Selection — Sales

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

Dashboard Reminder 6

7 ) . yamny Total Outstanding
Hello, Top Agency? Total Worker ( Total Pending Jobs Total Claim ( |||I ) Balance
950 - Master Account N NS
& OEPARTMENT/PAGKAGE 1 5 RM120.00 RM 230.00
Your Points

Ko

[l Points History

B PAYMENT METHOD

Points Date Remark

PAYMENT

CHANGE HISTORY

ROLES & PERMISSION

Sales

% Display Orders.
CRCT

20 v

PAYMENT

(CHANGE HISTORY

3. Insert Sales and click “Submit”.



% Cancel




Adding Option Selection — Runner
1. After login to account, click on “OPTION” at sidebar menu, click on “RUNNER”.

Hello, Top Agency!
950 - Master Account

B DEPARTMENT PACKAGE

I PAYMENT METHOD
PAYMENT
CHANGE HISTORY

ROLES & PERMISSION

2. At

Hello, tzemin!
949 -Master Account

PAYMENT
(CHANGE HISTORY

ROLES & PERMISSION

& PROFLE

© PONTS

Dashboard
Total Worker ( Total Pending Jobs Total Claim ,e'/ ! \‘-“
1 5 RM120.00
Your Points

Qo

[l Points History

Points Date

Reminder 6

Total Outstanding
Balance

RM 230.00

Remark

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

Runner

Selected: 0 record(s)

£ Display Orders

20 v

3. Insert Runner and click “Submit”




Runner




Adding Option Selection — Fomema Category
After login to account, click on “OPTION” at sidebar menu, click on “FOMEMA

' Dashboard Reminder d
N 2N . N Total Outstanding
\ Total Claim ( |||| ) Balance

Total Pending Jobs | . ‘

1.
CATEGORY”.

P — Total Worker | all )
950 - Master Accouat g —
1 5 RM120.00 RM 230.00
Your Points
4t RUNNER
©
[l Points History
Remark

Date

B PAYMENT M
Points.

PAYMENT

CHANGE HISTORY

ROLES & PERMISSION

Fomema Category
3 Display Orders

N e

20 v
PAYMENT
CHANGE HISTORY
ROLES & PERMISSION
2 PROFILE
Add

© FOINTS

3. Insert fomema category and click “Submit”.



Fomema Category

Fomema Category




Adding Option Selection — Payment Method
1. After login to account, click on “OPTION” at sidebar menu, click on “PAYMENT METHOD”.

' Dashboard Reminder d

sy . . A Total Outstanding
T — Total Worker ( 7| ) Total Pending Jobs Total Claim {1 I [ | ) Balance
950 - Master Account N N
1 5 RM120.00 RM 230.00
Your Points

Qo

[l Points History

B FAYMENT METHOD

Points. Date Remark
PAYMENT

CHANGE HISTORY

ROLES & PERMISSION

Payment Method

) Display Orders.
Selected: 0 record(s) Search B a Choose Export Column
R T

20 v
FINANCE ~
PERMIT REQUIREMENTS
LETTER g
OPTION ~
Add

3. Insert payment method and click “Submit”.



Payment Method

Payment Method

& Cancel




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.

Permit Company

& Display Orders
Selected: 0 record(s) Search n Filter Options = Q@ Choose Export Column
1 [

ABC Testing Company RN12345678 601234567 abc@gmail. com

20 ~  Displaying1-10of1
[ s
Permit Company

& Display Orders
Selected: O record(s) Search n Filter Options = @,

Ene
¥ System D ¥ Permit Company ¥ Email Address |
1 m #

ABC Testing Company RN12345678 601234567 abc@gmail com

20 v| Displaying1-10f1




2. Select the exported file format.

ose Export Format

Select the file format for your export.

csv

Comma-separated, works with most

XLSX

Excel spreadsheet format

PDF

Formatted PDF document




Permit Requirements

Permit Requirements — Fomema
1. Go to “PERMIT REQUIREMENT”, then go to “FOMEMA” and click “Add”.

FOMEMA

8 Display Orders

: :
D e e e e e e e e e e

20

FINANCE v

PERMIT REQUIREMENTS  ~

© Foveua

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

FOMEMA

Worker FOMEMA

Worker Name *

Select Worker

Invoice Date

Costing

0.00

Billing
0.00

Claim Na

Claim No

Payment Method

Select Payment Methed v

Result Date

**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”.

Special Pass / PTSK

FINANCE ~

PERMIT REQUIREMENTS  ~

© FoveEus

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

Special Pass / PTSK

Worker Name

Select Worker

Record Type

Select Record Type v
Invoice Date

nvoice Date u

Costing
0.00

Billing
0.00

Transaction Date

Transaction Date u

Immigration Location

mmigration Location

Progress Status

**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”.

Other Charges

% Display Orders.

I e e e ) e e e e e

20 v

FINANCE ~

PERMIT REQUIREMENTS A~

© Fomeua

<

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

information and click “Submit”.

Other Charges

Worker Name *

Select Worker

Description
Description

Dare

Casting
0.00
Billing
0.00
Claim No
Claim No
Payment Method

Select Payment Method

Remark

**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”.

Insurance

3 Display Orders
Selected: O worker(s) | Search B Filter Options | @ Choose Export Column @
Hello, Top Agency!
950 - Master Account
n System D M Worker D [ F——— Coverage Start Date | Coverage End Date wm

FINANCE
20
PERMIT REQUIREMENTS.

© FOMEMA

2. InInsurance page, click on “Worker Name”, search and click on the worker. Fill the
information and click “Submit”.

Insurance

Worker insurance

Worker Name *

Select Worker

Insurance Type
Select Insurance Type
Policy No
Policy No

Invoice Date

nvoice Date
o

Coverage 5tart Date

Coversge Start Date u
Coverage End Date

Coverage End Date n
Casting

0.00

**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”.

Permit Sticker

£ Display Orders
,
O e e e e e e e o e e e e R ]

20

Selected: O worker(s) Search n Filter Options

FINANCE ~

PERMIT REQUIREMENTS A

0 Fouea

8 sPECH

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

information and click “Submit”.

Permit Sticker

Worker Name *

Select Worker

Invoice Date
nvoice Date n

Costing

0.00

Billing

0.00
Permit Status

Select Permit Status
Sticker Date

Sricker Date n

Claim No

Claim No

Payment Method

**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”.

CIDB Record

&% Display Orders
Search e n Impnrt
[ = | system 0 | Actons | worker o [ —— ard Recetvea Date | Gar Taken Date | ursusDate | cosing | mting | Giam o | payment etng

20

Selected: 0 worker(s)

FINANCE

PERMIT REQUIREMENTS A

' FOMEMA

@ SPECK

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

CIDB Record

Worker Name *

Select Worker

Record Type
Select Record Type ~
Invoice Date
ce Date
Card Received Date
Card Received Date
Card Taken Date
Card Taken Date

Kursus Date

Kursus Date

Costing

0.00

Billing

**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”.

PERKESO

£ Display Orders
Selected: 0 workers) Search B Filter Options | Q (Choose Export Column
Hello, Top Agency!
950 - Master Account
n System ID Worker ID Passport Number | PERKESO Start Date | PERKESO End Date | Perkeso Company | Perkeso Numiber Permit Company

FINANCE v

20 -
PERMIT REQUIREMENTS  ~
© Fousa

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”.

PERKESO

Worker Name *

Select Worker

Perkeso Campany
PERKESO Company
Perkeso Mumber
PERKESO Num
PERKESO Start Date
PERKESO Start Date n
PERKESO End Date

PERKESO End Date u

Remark
Remark

Attachment




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

' % Display Orders

Hello, Top Agency!
950 - Master Account
= | symemio | actions | worier o | worker name | passpore vumber | rwse siarepare | kwsp Enapate | wse company | wse o | remaric | ric | permiecompany

FINANCE ~
20 v
PERMIT REQUIREMENTS A~
© FOMEMA
Add

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

KWSP

Worker Name *

Select Worker

KWSP Compary
KWSP Company
KWSP No
KWSP No
KWSP Start Date
KWSP Start Date u
KWSP End Date
KWSP End Date u
Remark

Remark

Artachment




Permit Requirements — Master Policy (FOR COMPANY ROLE ONLY)
1. Go to “PERMIT REQUIREMENTS”, then go to “MASTER POLICY” and click “Add”.

'

Master Policy

% Display Orders

Selected: O worker(s)  Search B Filter Options | @, Choose Export Column
Hello, Top Agency!

950 - Master Account

FINANCE ~
20 v
PERMIT REQUIREMENTS A~
1 FOMEMA
® CIDBRECORD
& FERKESO
Add

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

Master Policy

Permit Company *

Select Company

Policy No

Policy No
Invoice Date

Coverage Start Date

Coverage Start Date

Coversge End Date

Coverage End Date

Costing

0.00

Billing

0.00

Claim No

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



Master Policy

% Display Orders
n Filter Options | @ Choose Export Column

TEST sdn bhd P1234567890 09-04-2026 05-04-2026 03-04-2030 10000 20000 (1234567890 Credit Card

Selected: 0 worker(s)

. £

Coverage End Date
03-04-2030 n
Costing
100.00
Billing
200.00
Claim No
1234567890
Payment Method
Credit Card ~

Remark

Remark

Artachment

X Cancel




Import Function on Permit Requirements

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

FOMEMA

Selected: 0 worker(s) Search B Filter Options | Q Choose Export Column
Hello, Top Agency!
0 - Master Account
e e e e oy e e
(ml]

@ # DNOODD1 Al 09-04-2026 09-04-2026  In Progress 12000 23000 12

20~ | Displaying1-10f1

FINANCE ~

PERMIT REQUIREMENTS ~

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

Choose Template Format

Cancel

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

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



Upload Excel File

Upload File

Choose File | No file chosen

Only xisx, xIs and csv files are allowed and max size is 10 MB

Download Template

**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.

FOMEMA

Selected: 0 worker(s)

] Ali

# DNOo0D01

n Filter Options | @
OO e e e e e e e e e o
0 1

09-04-2026  09-04-,

& Display Orders
Choose Export Column Import

2026 In Progress 12000 23000 12

20 v Displaying 1-1of 1
—
FOMEMA

Selected: 0 worker(s)

£ Display Orders

(] e one- (o

DNO0001

Ali

Displaying 1-10f 1

09-04-2026 09-04-2026 In Progress 12000 2

Select the exported file format.




Select the file format for your export.

csv

Comma-separatad, works with mos

XLSX

Excel spreadsheet format

PDF
Formatzed PD




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

llAddII.

Cash Received

@ Display Orders
Selected: 0 worker(s) Search B Filter Options | @ Choose Export Column

RM0.00

Hello, Top Agency!
950 - Master Account

20 -
FINANCE
WORKER
COMPANY v Add

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

Cash Received

Worker Name

Select Worker

Description
Description
Date
2026-04-10
Payment Method
Cash
Amount
0.00

Remark




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

Cash Received

& Display Orders
n Filter Options | @ Choose Export Column

O 207 ABC00001 Ali LARRARRARI

Selected: 0 worker(s)

10-04-2026  Cash CSHODO13 15.00

— tzemin TEST sdn bhd

20 Displaying 1-10f1

TEST sdn bhd

Description
Descriptian
Date

Payment Method

Cash

Amount

15.00

Remark

Remark

 Cancel




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

T

Hello, Top Agency!

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

Bank In

20 ~

FINANCE

WORKER

COMPANY . Add

n Filter Options | @
[« e o vt e s o sttt ot s s ey e rges

“Submit”.

Bank In

Worker Name

Select Warker

Description
Description
Darte

Payment Method

Bank

Bank Name

Bank Name

Amount

0.00

OR Manual

OR Manual

Remark

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

the record.




BankIn

Selected: 0 worker(s) Seart n Filter Options | @ Choose Export Column
T e T e E N T

Ali AT 09-04-2026 Bank ABC Bank BNKDD0O28 3000 — tzemin TEST

Ll 83

200~ | Displaying 1-10f1

09-04-2026 n

Payment Methed

Bank

Bank Name

ABC Bank

Amount

30.00
OR Manual
OR Manual
Remark

Remark




Costing

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

Costing

¥ Display Orders
Selected: O worker(s) | Search n Filter Options | @ Choose Export Column

DNOODOT AP Fomems 12000

Hello, Top Agency!

03042026 12 ABC Testing Company
RM120.00
20~ | Dpisplaying1-10f1

FINANCE

WORKER

COMPANY

**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”.

Hello, Top Agency!

950 - Master Account

#  DNooOD1 Al Fomema 23000 090426

ABC Testing Company
ER INFORMATION

RM230.00

20~ | Displaying 1-10f1
FINANCE

WORKER

& suuw

B sum

COMPANY - l Add l

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




Billing

Worker Name

Select Worker

Option

Option

Billing

0.00

Payment Method

Select Payment Method

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

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

2 Display Orders
B Filter Options | @ Choose Export Column
Ali A _

Selected: 0 worker(s)

System ID Actions  Worker ID

i ABCO0001 Al Fomema 60.00 020426  Credit Card ABC  TEST sdn bhd

ra ABCDO00T Al

™

Special Pass/PTSK 15000 060426  Credit Card Special Pass ABC  TEST sdn bhd

RM210.00

20 v

Displaying 1-2 of 2

AT

Permit Company

TEST sdn bhd

Option
Special Pass/PTSK

Billing

150.00

Date

06-04-2026

Payment Method

Credit Card

e




Import Function on Billing (Move from old system)

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

Upload File

Choose File Mo file chosen

Qoly x xlsand files are allowed and max size is 10 MB

Download Template

2. Select the preferred template format.

Choose Template Format

Select the file format for your template download.

XLSX

Excel spreadshest format

**Notes: Suggested to use .xIsx 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”.



Upload Excel File
Upload File
Mo file chosen

Only xIsx, xIs and .csv files are allowed and max size is 10 MB

Download Template

Cancel




Summary

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

Summary

‘ B Worker Record Worksheet ‘ B PrintReport | & Display Orders

Selected: 2 worker(s) rch n Filter Options | Q@ Choose Export Column
Hello, Top Agency!
950 - Master Aceount

I D e e e e e o e e e
2 12

7 DNDOOD1 Al Fomemsa 23000 09042026
RKER INFORMATION
1 ps DNDOODT Al Fomema 12000 12 12 09-04-2026
QUICKLINKS
RM120.00 RM230.00 RMO.OD RM0.00 Owstanding Balance: RM230.00
FINANCE
20 ¥ | Displaying 1-20f2
WORKER A

COMPANY

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

3.

2 DNO0001 12

1 & DNO0001 Ali

Summary

‘ B Worker Record Worksheet ‘ B PrintReport | # Display Orders
B Filter Options | @ Choose Export Column

Selected: 2 worker(s)

Ali Fomema 23000

09-04-2026

Fomema 12000 12 12 09-04-2026

RM12000 RMZ230.00

RMO00 RMOO0 Outstanding Balance: RM230.00

20 ¥ Displaying 1-20f2

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




DNDGOO1 v
Passport Number
MN/A
Permit Company
ABC Testing Company
Option
Fomema
Billing
230.00
Dare

09-04-2026 n

Payment Method

Select Fayment Method v

**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.

Cash Received

& Display Orders

Selected: 0 worker(s) Search n Filter Options | Q Choose Export Column
ot e oo i e | s

RMO0.00
20 v

Cash Received

23 Display Orders
Selected: 0 worker(s) Search B Filter Options | @

¥ Passport Number ¥ Payment Method

RMD.00

2. Select the exported file format.



Select the file format for your export.

csv

Comma-separatad, works with m

XLSX

Excel spreadshees

PDF
Formatred PDF







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
llAddH.

Cash Received

Selected: O worker(s) Search n Filter Options | @ Choose Export Column
Hello, Top Agency!

950 - Master Account

20 v

FINANCE

WORKER

COMPANY

Add

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

Cash Received

Permit Company

Select Permit Company “

Description
Description

Dare
2026-04-10

Amount

0.00

Remark

Remark

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



Cash Received

(8 bere | © ovoi orer
n Filter Options | @, Choose Export Column
e o N o i T
test -

CORD0003

Selected: 0 worker(s)

System ID Actions Permit Company

TEST sdn bhd

50.00 tzemin

20

Displaying 1-10f1

Cash Received

Permit Company

TEST sdn bhd

Description

test

Date

Amount

50.00

Remark

Remark

Bank In

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

Bank In

m ¥ Display Orders
n Filter Options | @ Choose Export Column
o T

Selected: 0 worker(s)
Hello, Top Agency!

Jaster Account

# WORKER INFORMATION

20 v

FINANCE

WORKER

COMPANY




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

Bank In

Permit Company

Select Permit Company

Description
Description
Date
Bank Name
Bank Name
Or Manual
Or Manua
Amount

.00

Remark

Remark

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

Bank In

Selected: O worker(s) Search B Filter Options | @ Choose Export Column
n System ID Actions

I e N e N i N N
O 15 TEST sdn bhd 09-04-2026 ABC Bank BORDO00T

15.00 tzemin

RM15.00

20 ¥ | Displaying1-10f1

Descriptian
Date

09-04-2026

Bank Name

ABC Bank

Or Manual

Or Manual

Amount

15.00

Remark

Remark




Costing

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

Costing

@ Display Orders
Selected: 0 worker(s) Search n Filter Options | Q Choose Export Column
Hello, Top Agency!

950 - Master Account

DT s N CT—

20 v

FINANCE
WORKER

COMPANY

**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”.

Selected: 0 worker(s) Search n Filter Options | @ Choose Export Column
Hello, Top Agency!
950 - Master Account
I e S o

INFORMATION

20 -
& QuicKLNKS

FINANCE

WORKER

COMPANY

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



Permit Company

Select Permit Company

Descriprion
Description
Billing
0.00
Date

Payment Method

Select Payment Method

Remark

Remark

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

n Filter Options = @ Choose Export Column

Master Policy 200.00 09-04-2026 Credit Card

Selected: D worker(s)

200 ¥ Displaying1-10f1

Passport Number
Permit Company
Permit Company
Option
Fomema
Billing
22.00
Date
24-12-2025 n

Payment Method

Select Payment Method

% Cancel




Summary

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

Summary
' B, PrincReport | % Display Orders

selected: 0 worker(s) Search B Filter Options | @ Choose Export Column
Hello, Top Agency!
950 - Master Account
e e e e e e e e e e T

RMO0O  RMO.0D RAMO.00

FINANCE

RM00D  Ourstanding Balance: RM0.00
WORKER

COMPANY

~

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

Summary

B PrintReport J| % Display Orders
Selected: D worker{s) Search B Filter Options | @ Choose Export Column
N e I e T e e e T e

TEST =dn bhd Master Policy 20000

SystemID | Acions = Permit Company

Credit Card 09-04-2026
TEST =dn bhd Master Policy 100.00

Credit Card C1234567890 09-04-2026

RMO0.00

RMO0.00 Outstanding Balance: RM200.00

20 Displaying 1-2 0 2

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




Summary

Permit Company

TEST sdn bhd v

Description
Master Folicy
Billing
200.00

Date

09-04-2026 n

Payment Method

Credit Card v

Remark

Remark

**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.

Cash Received

W Delete & Display Orders
Selected: 0 worker(s) Search B Filter Options Q Choose Export Column
I S e o e S =

RMO.00

- ]

Cash Received

W Delete | % Display Orders
Selected: O worker(s) Search n Filter Options | @

Select the exported file format.



Choose Export Format

Selact the file format for your export.

Csv

Comma-separated,

XLsX

Excel spreadshes

PDF
Formatted PDI




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”_

Letter Format

]
e -
. 0 o e e el

PERMIT REQUIREMENTS 0 ~

PAYMENT

CHANGE HISTORY

ROLES & PERMISSION

& Profue

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.

Letter Format

PLACEHOLDER REFERENCE

[INSERT COMPANY HEADER FILE]
[INSERT DATE]

[INSERT RECIFIENT]

[INSERT RECIFIENT ROLE]

[INSERT RECIFIENT ADDRESS LINE 1]
[INSERT RECIFIENT ADDRESS LINE 7]
[INSERT RECIPIENT ADDRESS LINE 3]
[INSERT RECIPIENT ADDRESS LINE 4]

[INSERT GOMPANY]

[INSERT WORKER NAME]

[INSERT WORKER PASSPORT NO]

[INSERT WORKER NATIONALITY]

[INSERT WORKER: EXFIRED DATE]

[INSERT WORKER PERMIT EXFIRY DATE]
[INSERT WORKER PASSPORT EXPIRY DATE]
[INSERT WORKER SECTOR]

[INSERT NUM OF MONTH

[INSERT REASON]

[INSERT NEWADDRESS WORKER LINE 1
[INSERT NEWADDRESS WORKER LINE 2]
[INSERT NEWADDRESS WORKER LINE 3]

[INSERT SENDER SIGNATURE FILE]
[INSERT SENDER]
[INSERT SENDER ROLE]




Example of letter content design:

[INSERT NEW ADDRESS WORKER LINE 7]
[INSERT NEW ADDRESS WORKER LINE 3]

[INSERT SENDER SIGNATURE FILE]
[INSERT SENDER]
[INSERT SENDER ROLE]

Content
Edit Insert View Format Table Took
B I US| == = = Ppersgraph Paragraph System Fant 16px Q EVE = & & ME o A-2 om

Dear [INSERT WORKER NAME],

Your working permit has been applied successfully on [INSERT DATE], The process time is estimated [INSERT NUM OF MONTH].

Best Regards,

[INSERT SENDER]
[INSERT SENDER ROLE]

Generate Letter

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

Letter Format

& Display Orders
n n Chaose Expart Column
Hello, Top Agency!
S = = k- ]

L0 1

1 G

e

FINANCE

U i Permohonan Pamindahan Sementara Fekerja Asing Ke Lokasi Baru p———
PERMIT REQUIREMENTS - "
LETTER

20 v

Displaying1- 4of 4

QPTION
PAYMENT

CHANGE HISTORY

2 PROFLE

2. Fill up the information and click “Submit”. The letter will be automatically open (need to
enable the browser pop-out setting).



Contant

Warker Name

Num Of Month

Sender Role

>one

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

used to design the letter format.

= letter-format

Dear Ali,

Your working permit has been applied successfully on 2026-04-12. The process time is estimated 1.

Best Regards,

XYZ Sdn Bhd
Admin

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.



Letter Generated

& Display Orders
- Ba
Hello, Top Agency!

Unknown

674 - Master Account

Unknown

]
Y

View PDF
7% (V4 XYZ Sén Bhd - 31 - Asing Ke Lokasi Baru
FINANCE
Es 5 XV S B -
LI
PERMIT REQUIREMENTS View PDF
B B 4 XV Sdn B - an Sementara Peke

<
g

Asing Ke Lokasi Baru

YZ Sdin Bhd -

]
A

LeTER Gene 5 _ P,
& 7 - o X2 S B - Kini 3
OPTION - 8 2 X¥Z Sdn Bhd - \an Sementara Pekarja Asing Ke Lokss Baru \ﬁew o
PAYMENT . . -

S _— X2 S0 B -202512:30 o Maitumat perme
CHANGE HIS

a8 _— 072 50 - o Maitumat perme
ROLES & PERMISSION

& 5 s 2 S0 Bna-202 emas Kin Midumat per

View P

Export Letter Generated

U

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

Letter Generated

s Unknown - 20

7 &/ X¥Z Sdn Bhd - Asing Ke Lokasi Baru
s X¥Z Sdn Bhd - 20;
@ s Sdn Bhd - mindshan Sementara Pekerja Asing Ke Lokasi Baru

= 8 2 X¥Z Sdn B -

n & s X¥Z Sdn Bhd -

70 o & X¥Z Sdn Bhd - 201

&9 4 X¥Z Sdn Bhd - 201

&2 [

P X¥Z Sdn Bhd-2

a8




Choose Export Format

Select the file format far your export.




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.

Emp. History

& Display Orders
Search n Filter Options | @ Choase Export Column
O S e s e i e e e L
7 783528 John 1304202 testing Top Agency

XVZ Sdn Bhd 3-04-2026 13.042025 253828 13042026

FINANCE
PERMIT REQUIREMENTS
LETTER

oPTION

PAYMENT

EHIS

**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.

Department / Package

& Display Orders
Search n Filter Options | @ Choose Export Column
s John L-TURN 3 13042026 Top Agency ssiing

0

7EsmE jhn GTURN 13042026 13042086 TopAgeny  tesen FREE CALLING Top Agency
TTo0001 A =2 Top Agancy Top Ageny
5 FEHO00TZ Mary 031 Top Agency Top Agency
AASTESS MOLLAH SUAT 08-12.2025 081 Top Agency A8C Top Agency
FINANCE
PERMIT REQUIREMENTS 20 | bispiaying1-40ra

LETTER

OFTION

PAYMENT




Essential Log

1. To view changes that has been done on the worker information, Click on “CHANGE
HISTORY” then “ESSENTIAL LOG” at sidebar menu.

Essential Log

l

B Fiter Options | @
‘Hello, Top Azency!
e I e e e e N
& Worker Inf ation it £ -TURN 1 Tor Y
pan

PAYMENT

**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.

Company Log

£ Display Orders
Search n Filter Options = @
Hello, Top Agency!
50- o
SO RE A - System ID Permit Company Record Id Change From Change To m Change By

CHANGE HISTORY 2 20 v
& EWP HiSTORY

5 DEPARTMENT | PACKAGE

ROLES & PERMISSION v

& FroFLE




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.

Permission

W Faze rmocuie Master aamin B

No Acc
Dashboard
View
FINA
No A o Acce: No Access No
PERMIT REQUIREMENTS.
View View View =
LETTER
Worker Information Add Add Add Add
©OFTION Edit Edit VES Edit
PAYMENT Delete Delete Delste Delete
CHANGE HISTORY
No A o A No Access No
ROLES & PERMISSION Quicklinks
vi i View vien
No A o A No Access No &

2. For bulk edit, click on the check box on the header, click “Bulk Edit Permission” and
select the changes preferred. Click “Apply Permission”.

Permission

@ Foe ! Morte e m
No Access Mo Ac No Access

Mo Ace cess o
Dashbaoard
Vies B view B view View
Mo A o A No Access Mo A
View View View View
Worker Informatian Add Add Add Add
Edit Edit Edit Edit
Dalete Deleta Delets Delets
Mo Ace Y No Access Mo A
Quicklinks
View View View View
No Access Mo Access No Access Mo Access

View View View View




Bulk Edit Permissions

o) 1row selected

Apply the same permissions to 3

| No Access

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”.

User Overide

FINANCE

PERMIT REQUIREMENTS

LETTER
OPTION
PAYMENT

CHANGE HISTORY

)

2. Select the user, the page that you want to assign access to user, and permission level.
After done, click on Submit.



User Overide

User Id
testLTM - Viewer
Pageld
LEADER

Permission Level
No Access View Add

Edit

Delete




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”.

HCompany

Cash Received Company

X
Bank In Company Prefix
HG

Hello, Top Agency!
674 - Master Account ¢ System Settings

PERMIT REQUIREMENTS

LETTER P Change Password
OPTION B
PAYMENT

ROLES & PERMISSION

Change Prefix

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

Email Address.

abcd@gmail.com

l HH Financial Configuration
& Worker
Helle, Top Agency! Casn Received Prefix
674 - Master Account testing
FETE Bank In Prefix
PERMIT REQUIREMENTS Bl
e # Company
OPTION Cash Received Company
xr
PAYMENT
Bank In Company Prefix
CHANGE HISTORY
HG
ROLES & PERMISSION

@ System Settings

P Change Password

Password

Y [al




Privacy Mode

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

image below:

Private mode “ON”

o When agencies click Private mode “ON”, only
display the pages with “tick” button

o Items with “cross” button cannot be shown

v DASHBOARD
v" WORKER INFORMATION

X Fomema category
Agent

Sales

Employment History
Employment Company
Start Date

Location

PIC

X Contact No

X X X X X X X

v" QUICKLINKS
X FINANCE

X Worker

X CASH RECEIVED

X BANKIN

X COSTING

X BILLING

X SUMMARY
X Company

X CASH RECEIVED
BANK IN
COSTING
BILLING
SUMMARY

X X X X

v

<A R X

PERMIT REQUIREMENTS

v FOMEMA
SPECIAL PASS / PTSK
OTHER CHARGES
INSURANCE
PERMIT STICKER
CIDB RECORD
PERKESO
KWSP

MASTER POLICY -
COMPANY

N8 XX

LETTER
OPTION

PAYMENT
X Subscription Plan

CHANGE HISTORY
ROLES & PERMISSION
PROFILE

POINTS

LOGOUT

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




Sample Image Comparison

Section

With Privacy Mode OFF

With Privacy Mode ON

Sidebar Menu

Hello, Top Agency!
674 - Master Account

PERMIT REQUIREMENTS

LETTER

ROLES & PERMISSION ~

Permit
Requirements

Hello, Top Agency!
674 - Mastar Account

£ a

PERMIT REQUIREMENTS  ~

Hello, Top Agency!
67

FINANCE

PERMIT REQUIREMENTS

LETTER

QOPTION

PAYMENT

CHANGE HISTORY

ROLES & PERMISSION

Hello, Top Agency!
674 - Master Account

FINANCE

PERMIT REQUIREMENTS A

LETTER

OFTION




