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GENERAL

1.0 Whatls TAP?

TAP is an easy and convenient way to update account information as well as file your
GST return in the near future.

1.1 Who Can Use TAP?

Users for TAP include:
o Registered Taxpayer
o Non-Registered Taxpayer

e Agent

o Tax Agent
e Agency

e Public

1.2 What Can | Do Using TAP?

e  GST registration,

¢ online update of contact information and names and addresses,

e view account summaries and transaction lists,

o file returns online,

¢ make payments and link to a payment portal to make other types of payments,

e Check refund status,

e Grant your account representative (accountant, bookkeeper, etc.) third-party
access to use TAP on your behalf.

1.3 What Do | Need To Register New Account?

e Business Registration Number and/or I.C. Number

e Avalid email address

e Total Taxable Supplies

e Industry codes

e Bank account information

e Softcopy of Bank Statement (to attach together with the application)

1.4 What If | Don’t Have An Email Address?

An e-mail address is required to register for TAP, file a return, or to make a payment.
If you do not have a personal e-mail address, you can sign up for a free account with
websites such as Google, Yahoo, or Outlook.



1.5 Which Browser Versions Does The Tap Website Support?

While taxpayers should be able to access TAP through any modern browser, TAP is
known to support the following browsers:

e Internet Explorer 9

e Google Chrome

e Mozilla Firefox 3+

e Opera 10+

e Safari 5+

For TAP to function properly, CSS4, Cookies, and JavaScript are required.

TAP does not officially support mobile browsing. While it may function to some extent on
mobile browsers, compatibility is varied.

1.6 How Can I Tell What Browser Version | Am Using

In the browser toolbar, click on the Help or Settings menu. Here you should see a
menu option labelled “About [Your Browser]” Click on this menu option. You should now be
able to see the type and version of the browser you are using.

1.7 What Is Causing Some Features Not To Function Properly When On The
TAP Website?

Browser pop-up blockers may cause some problems accessing certain site features.
Please ensure that your browser's pop-up blockers are either turned off prior to accessing
the TAP website or that the TAP URL is added to your pop-up blocker exception list.



REGISTRATION

2.0 How To Apply For Registration?

1. Click Register For GST hyperlink

2. The Review Registration Details is the instructions on TAP services, to guide the
taxpayer using TAP to register the application.

3. Click Next button: to continue to the next step

[ Review Registration Demils@ Save and Finish Later m

ABOUT THE SERVICE WHAT ¥OU NEED: AFTER YOU FINISH
« Thiz service allows you to « Business Registration Number + Print the confirmation page for
apply for Goods and Services andior |.C. Number your records.
Tax (G5T) using this online s A valid email address + Lse the Lockup Application
registration form. « Total Taxakle Supplies Status’ link on the logen screen
« Your session will expire after « Industry codes to check the status of your
15 minutes of inactivity. + Bank account information application.

+ ‘You should receive an e-mail
within 48 hours informing you
of your regigtration approval or
denial.

4. Choose Type of Business.

[ Registration Application ] m Save and Finish Later

REGISTER A BUSINESS FOR GS5T

Type of Business

r.1andatury|
Association
Company
Individual

Limited Liability Partnership
Lecal Authority
Partnership

Professional

Public Authority

Sole Proprietor

Statutory Body

5. Fillin all required information :-

e Yellow text boxes indicate mandatory fields.
e Green text boxes indicate optional fields.
e White text boxes indicate uneditable fields.



6. Once this page is filled in, click Next to continue on next step.

[Registration Application @ Save and Finizh Later m

REGISTER A BUSINESS FOR GST

Type of Business Company H Single Entity Registration? |:|
Business Reg Mo. (BRN) L 1)
Mandatory
Inceme/Corporate Tax No.
Business Name
= and green text boxes indicate
Trading Name (If Different from Business Name) . )
optional fields,
Agent Registration? No s L 1]
ADDRESSES
Business Address The state and city details are automatically filled in when a zip code is entered. It is
Address Ling 1 possible for multiple states/cities to share the same zip code. In this case, the taxpayer
= — will be given the option to choose from a list of states/cities when applicable.
Address Line 2

—

Post Code | City / Town Pos .

rostbode TS Town H P22 The Country defaults to “MALAYSIA", The -

State ﬂ MALAYSIA st whnu field means taxpayers cannot change ﬂ
this value.

(@1 Note: Tick ‘Single Entity Registration’ if taxpayer is a Remisier or Broker
7. The mandatory fields are specific to the chosen type of business.

8. Choose either Yes or No in the Agent Registration? field.

Agent Registration? |

Agent applies for own GST? |

0] Note: If you choose Yes, Agent applies for own GST? field will be displayed.

9. The Contact Information will track the applicant’'s phone, email, and TAP login
information.




10. Click Next to continue to the next step.

[ Contact Information @ Save and Finish Later m

CONTACT INFORMATION

Telephone No.

Mandate
Fax No. _ry'

Preferred Notification Method | Email H
Applicant Email Address

Cenfirm Email Address

TAXPAYER ACCESS POINT [TAP) ACCESS

Password Password Rules

Cenfirm Password ¢ Must be between 8-12

- . characters

Secret Question - s Must include at least one
number

Secret Answer

. s Mustinclude at least one

Confirm Secret Answer special character ~! @ #

sul.-ua&a__f'ulll.'

11. Business Detail tab is the screen that requires business financial and accounting
information.

12. Fill in all required information :-
e The total of rate must be 100%.
e Total Taxable Supplies will be auto calculated based on the total turnover and
rates entered by the applicant.
¢ The Date/Expected Date to Exceed Threshold will also auto populate when the
total taxable amount is greater than RM500,000.



13. Click Next button to continue to the next step.

[ Business Details @ Save and Finigh Later m

FINANCIAL AND ACCOUNTING DETAIL S

Financial vear End Month 12 - December H
Total Turnover (RM) 2,000,000 Zero Total Turnover
Total: 100%
Standard Rate % 90 % &
Export % 10 % ¥
Zero Rated % 0% oy
Exempt % 0% &
Total Taxable Supplies (R} 2,000,000| | 25-5ep-2013 E

GST Account Commence Date/Expected Date to Exceed Threzshold

01-Apr-2015
|:| Propose Different Commence Date

REGISTRATION DETAIL 5

|:| Registration is the result of an audit

D Registration is the result of a tranzfer of going concern

14. The Lookup Industry Code button is used to search the MSIC Code. Click Lookup
Industry Code button.

You must add at least one industry code.

» Back
Lookup Industry Code Industry code needed. MSIC Description Site

Data: ssaad Industry Code Description

+ Add Code

RunDate: 26-Jun-2014

Home
[ Mew Registration

Attachments Add

@1 Note: Click ‘MSIC Description Site’ button to get detail information of the
Industry code from Department of Statistic Malaysia.



15. Type keyword in the green field and list of related result will displayed.

Industry Codes »x

Malaysia Standard Industrial Classification (MSIC) Code

kind of activity unit.

The keyword should be generic description of the business. After entering the keyword (or leaving blank), be sure to press the "Enter” key to
search. If there are no results after you press "Enter”, there are no results that matched your keyword. Frem the display list, click the code that
best describes yvour type of business. This iz used to produce statistics by activity or by industry, for enterprizes as well as for establishments or

SEARCH

NO CODE SELECTED

Keyword desid Type WSIC 2008
RESULTS

Code

22192 Typing, word processing or desktop publishing

16. Click on Code hyperlink to select and click Select to confirm the code selection.

Industry Codes x

Malaysia Standard Industrial Classification (MSIC) Code

kind of activity unit.

The keyword should be generic description of the business. After entering the keyword (or leaving blank}, be sure to press the "Enter” key to
search. If there are no results after you press "Enter”, there are no results that matched yvour keyword. From the display list, click the code that
best describes your type of business. This is used te produce statistics by activity or by industry, for enterprizes as well as for establishments or

SEARCH

Keyword z Type MSIC 2008 n
RESULTS
Code

82192 Typing, word processing or deskiop publishing |

82192 TYPING, WORD PROCESSING OR DESKTOP PUBLISHING

=D IS =5




17. Selected industry code will be listed. Click Add Code hyperlink to add multiple codes

in the same time.

[previous JECl Tl ext |

You must add at least one industry code,

Save and Finizh Later m

Lookup Industry Code
INDUSTRY CODES
Industry Code Description
o | B2152 Typing, word processing or desktop publizhing
+ Add Code

18. If the taxpayer already knows the MSIC code, just click the Add Code tab to add the

code.
19. At least one industry code need to be added.

20. Click Next to continue to the next step.

[Industry Codes @

You must add at least one industry code.

Lookup Industry Code Industry code needed.

INDUSTRY CODES

Save and Finish Later m

Industry Code Description

:(Add Cod

21. The Bank Information tab will require business bank information.

22. Fill'in all required information.



23. Click Next to continue to the next step.

BANK INFORMATION

Bank Code / Name
Mandatory
Bank Account Type H

Bank Account No.

Bank Address

-
£

State - MALAYSIA

ADD AN ATTACHMENT

Add Attachment
e ——

A bank statement must be attached in order to proceed with this application.

()| Note: Bank Statement must be attached for Customs references
24. The Designated Person tab will require director information.
25. Add at least one person as Designated Persons.

26. Click Next button to continue to the next step.

[ Designated Persons @ Save and Finizh Later

One applicant must be entered.

MANAGE DESIGHATED PERSONS

Name Designation Applicant?  Natienality Type

§ Add Person

(1)

(i) | Note: Designated Person must be an Authorized Person for the entity.
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27. Fillin all required information.

28. The Applicant checkbox should be checked, if the designated person is identified as
an applicant for the company. The applicant will be a contact person for Customs.

29. Click Add button.

Persons

MANAGE DESIGNATED PERSONS

Type Director
Hame
De=ignation
Appointed Date
Email Addrezs | ki@k.mail
Telephone No.

Fax Na.

Residential Address

1)

LV Applicani® @y

1.C. No.

Mandatory
-mw.-\-clld}

Passport No.

Nationality

MALAY 514

11



30. Change Nationality by selecting from the drop down list if the director is not
Malaysian citizens and the Passport No. will be the mandatory field.

Persons

Business Registration

MANAGE DESIGNATED PERSON S

Type Directer i I Applicant? G

Wame 1.C. Mo.

Designation L.C. Mo. (Old)

Appointed Date Passport Mo. (_j
Email Address Nationality |

ALBANIA
Fax No. ALGERLA
Residential Address AMERICAN SAMOA
ANDORRA
ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA-BARBUDA
ARGENTINA
ARMENLE
ARUBA
AUSTRALLA
AUSTRIA
ALERBAIAN
BAHAMAS

Telephone No.

Address Line 1
Address Line 2

Post Code City / Town

State E MALAY 314

31. Click Next to continue to the next step.

MANAGE DESIGNATED PERSONS

Name Designation Applicant?  Nationality Type

L”_j |z YAHYA MALAYSIA Director |
| Add Persen

[ Designated Persons @ Save and Finigh Later

12



32. This screen will require applicant to review the application details and verify the
information.

33. To submit the application, Click Submit button.

= o o) [ioveanarmian taer]_Coneer ]
REVIEW REGISTRATION DETAIL 5
Applicant Name AHY A
Applicant I.C. Number &71010-10-1001
Applicant Passport Humber Ni&
Business Type Company
Business Registration No. 4374542F
Business Name TUPPERVVARE
Business Address 12 KUALA LUMPUR KUALA LUMPUR 54100
Correspondence Address N
Taxable Supply RM2,000,000 with 90% Standard, 10% Export, 0% Zero and 0% Exempt
GST Account Commence  4M1/2015
Bank THE ROYAL BANK OF SCOTLAND BERHAD Account No. *****3535
Email Address kigk. mail

0] Note: Applicant can choose either to Submit the application or to Save and
Finish Later

34. Fillin email and confirm email using the same email address in the contact information
details (refer to step no. 10) to submit the registration. Click OK.

Thiz will =ubmit your registration request to the Royal Malaysian Customs Department.

Are you sure vou want to continue?

Email ||

. | Mandatn
Confirm Email —ry|

13



35. This screen will display the confirmation information as below.

36. Click Print Acknowledgment Receipt button to print the acknowledgement receipt.

Print Acknowledgment Receipt Ok

“ou have submitted your request successfully.

“our registration has been received and is pending for processing.

Applicant Hame AHYA

L.C. Humber &71010-10-1001
Business Type Company

Business Registration Ho. 43T4543F

Business Name TUPPERWARE

Email Address ki@k.mail

Submitted Date 25-5ep-2013 11: 20000
Acknowledgement Receipt No, 0-001-17%-642
Confirmation Code MF2ZPS

For further infermation and inguiries please visit our website www. gst.customs.gov.my or contact us at 03-78057200.

If you are checking your registration status in TAP, you will need your confirmation code MF2ZZP9 and your email address. Please print a copy of this
receipt for your records by using the "Print Acknowlsdgment Receipt” button above.

® Note: Applicant must keep the Confirmation Code and email information for
future references.

37. Click Print Acknowledgement Receipt for your records or click OK to go back to the

homepage.
2172014 MLT: Tapayer Access Pairt (TAF)
= Official Website TAXPAYER :
M @Q MALAYSIA GOODS & SERVICES TAX (GST) ACCESS POINT
B T Royal Malaysian Customs Department 2 BETTER TAX SYSTEM st

You have submitted your request successfully.

Your registration has been received and is pending for processing.

Applicant Name H

I.C. Number 560909-09-0909
Business Type Company

Business Registration No. 9909889

Business Name H

Email Address k@mail.com
Submitted Date 17-Feb-2014 11:05:55
Acknowledgement Receipt No. 1-013-448-704
Confirmation Code 94sf8s

For further information and inquiries please visit our website www.gst.customs.gov.my
or contact us at 03-78067200.

14




2.1 Agent Apply Not For Own GST?

1. Refer 2.0 step 1 until 8. In Agent Registration click Yes.

2. Click No for Agent applies for own GST.

[ Registration Application ] m Save and Finish Later m

REGISTER A BUSINESS FOR GST

Type of Business Individual n
L.C. Mo. 770808-08-0808

Applicant Name JOHMNY CHEAH

1.C. No. (Old)

Passport No.

Nationality MALAYSIA n

Incoeme/Corporate Tax No.
Agent Registration?

Agent applies for own G

3. Fillin all the required information. Refer 2.0 for the following step.

4. After enter all information for Designated Person, click Next. Overseas principal
information required to be entered.

T oo ) QD Seve s o] ool |

APPLICATION FOR AGENT ACTING ON BEHALF OF HIS OVERSEAS PRINCIPAL{S)

9

Mandato
PRINCIPAL DETAIL S —ryl

Number of Principalis)

Principal Ne Principal Mame Supply Address
+ Add Principal
SUPPLY DETAILS
Principal No Industry Code Description

+ Add Supply

NOTE: Bank information will be added to each principal above.

15



5. In Principal Detail section, enter all the information for overseas principal. Click Add
Principal hyperlink.

Principal Detailz ®

Principal Reference Mo. |

Mandato
Principal Mame _ryl'
|2 thiz principal approved under the Approved Toll Manufacturer Scheme (ATMS)? No Yes

Business Address

Country ﬂ

FINANCIAL AND ACCOUNTING DETAILS

Financial *ear End Month RK n

Total Turnover on supplies made in Malaysia 0

Total is 0%, must be 100%

Standard Rate % 0| % O
Export % 0| % W
Zero Rated % 0| % W
Exempt % RM 0| % W
Total Taxabls Suppliss 0
Date/Expected Date to Exceed Threshold 20-Now-2013

GST Account Commence 01-Apr-2015

D Propese Different Commence Date

ZE =N

(D | Note: Principal Reference No. is number to identify overseas company.

16



2.2

Click Supply Detail hyperlink. Enter required information. Click Add.

Supply Details x

Frincipal Reference Mo, ||

Mandatory
Industry Code —r

Click Next to proceed and Submit the application as usual.

Agent Apply For Own GST

Refer 2.0 step 1 until 8. In Agent Registration click Yes.

Click Yes for Agent applies for own GST.

[ Registration Application ] m Save and Finish Later m
REGISTER A BUSINESS FOR G5T
Type of Business Company n Single Entity Registration? D
Business Reg Mo. (BRN} 24242480 L1,

Income/Corporate Tax No.
Business Name HENRY LAl
Trading Name:

Agent Registration?

Agent applies for own GST?

Fill in all the required information same as a normal registration. Enter all information
for each section without fail.

Same as point 2.1 after Designated Person entered, fill up information for overseas
principal. Refer 2.1 step 4 until 7.

17



2.3  Tax Agent

1. Click Sign Up button.

&3 Login v
Email Address

Manda}

Password

¥ Forgot My Password
L @

2. Read the New Logon Details instruction above and click Next.

[ New Logon Details

ABOUT THE SERVICE VWHAT ¥OU NEED AFTER YOU FINISH

GST Account Holder

| et ] ==D

This gervice allows you to gign
up for a logen inte TAP. Once
in TAP, you may have the
ability to file, pay, and manage
your account.

“rour 2ession will expire after
15 minutes of inactivity.

« GST number

« 0One of the following three:
Taxable supplies, Letter ID, or
Input tax filed on one of the
prior three returns

s A ovalid email address

Tax Agent

s Approved tax agent number
s |C number
« A valid email address

Print the confirmation page for
your records.

You should receive an email
after submission with an
autheorization code that you will
need to log in the first time.

3. Check ‘I Manage other people’s tax account’.

18




Fill in all the required information and click Submit.

3 (oo =

SELECT TYPE OF ACCESS

T m or overseas principals
@ manage other pecple’s tax acce

TAX AGENT INFORMATION

Approved Tax Agent No.

Mandato
IC Number _ry'

CONTACT INFORMATION

Hame
Telephone Mo.
Fax No.

Email Address

Confirm Email Address

(i) | Note: Any new tax agent need to register in MOF before sign up in TAP. Once
registered, tax agent will have their own tax agent no.

5. Click OK.

Thiz will submit your request to the Royal Malaysian Customs Department.

Are you sure you want to continue?

6. This screen will display the confirmation information as below.

7. Click Print Acknowledgment Receipt button: to print the acknowledgement receipt.

Print Acknowledgment Receipt Ok
“ou have submitted your reguest successfully.

“our new legon request has been received and is pending for processing.

Approved Tax Agent Name
Email Address
Submitted Date

AARON AZIZ BIN MUSTAFA
aron@gmail com

21-Feb-2014 09:22:27
Acknowledgement Receipt No, 0-523-762-712

For further infermation and inguiries please visit our website ww'w.gst.customs.gov.my or centact us at 03-78067200

19



8. Click Print Acknowledgement Receipt for your records or click OK to go back to the
page previously.

MLT: Tawpayer Aooess Prirt {TAS)

= Official Website TAXPAYER
M @@,‘3 MALAYSIA GOODS & SERVICES TAX (GST) ACCESS POINT
o Nl — Royal Malaysian Customs Department A BETTER TAX SYSTEM et

You have submitted your request successfully.
Your new logon request has been received and is pending for processing.

Approved Tax Agent Name  AARON AZIZ BIN MUSTAFA
Email Address aron(@gmail.com

Submitted Date 21-Feb-2014 09:29:27
Acknowledgement Receipt No. 0-523-763-712

For further information and inquiries please visit our website www.gst. customs.gov.my
or contact us at 03-78067200.

(1) | Note: Applicant must keep the Acknowledgment Receipt No and information
for future references.

20



2.4

Branch Registration

Must be a GST registrant.

What information are needed?
e Login ID (email address)

Password (specified during registration)
An authorization code (only required for the first time login).
Fill in Email Address and Password information.

Click Logon button.

43 Login v
Email Address
I

Pazsword

Mandat

¥ Forgot My Password

N TN

On your Left-side Menu, Click Apply for Branch Registration hyperlink.

m CRUNCHY NUTTS. NAMES AND ADDRESSES 1 VEANT TO...

Registration

Apply for Branch Registratiory

Manage Designated Persons

Business Reg. No. 12309206 Legal Name CRUNCHY NUTTS. Manage My Profile
_ Balance RM (7,080.00)  Trading Name Add
» Back Location / Business LOT 12 KUALA LUMPUR KUALA LUNFUR
Correspondence Ad Add
MLT
Data: kkassim REQUESTS' NOTICES® LETTERS®
RunDate: 11-Dec-2013 Y ACCOUNTS!
WY ACCOUNTS
Account id Account Type Name Freguency Address Balance(RM}
Wy Accounts 002070020095 Goods and Services CRUNCHY NUTTS. 3 Monthly LOT 12 KUALA LUMPUR KUAL: (7,080.00)
Act 002070020098
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8. Read the instruction for Review Branch Details information.

[Review Branch Details ] m

ABOUT THE SERVICE WHAT YOU NEED AFTER YOU FINISH
+ This service allows a + Branch details: + Print the confirmation page for
registered person (HCQ) that o Contact person vour records.
wizhes to register a branch or o Contact infermation
divizion to apphy for ¢ Bank informaticn
branch/divigion registration. o Bank statement to be
« Your zession will expire after attached

15 minutes of inactivity.

9. This screen will require company’s branch information.

rrevor JCEETT] o |

MAIN GST DETAILS

GST Humber: 001832173588
Business Name: AWWAK SDN BHD

Location Address: NO &7
10000 PULAU PINANG

Branch
BRANCH INFORMATI Divizion

Type |

Trade Name Mandatory
Contact

Phone Type

Branch Address

State H MALAY SIS

22



10.

11.

Fill in all required information for Branch Information and Branch Address.

[ rrovors JCEETN] 1z

MAIN G5T DETAILS

GST Humber: 001832173568
Business Name: AWAK SON BHD

Location Address:  NO &7
10000 PULAL PINANG

BRANCH INFORMATION

Type Branch n

Trade Mame

Contact Name

Mandatory
Phone Type - r-rrumrgs'

Branch Address

State H MALAY SIA n

And if taxpayer apply for Division, the address is not mandatory.

oo (] o)

MAIN G 5T DETAILS

GST Humber: 001832173588
Business Name: AWAK SDN BHD

Location Address: NO &7
10000 PULAU PINANG

BRANCH INFORMATION

Type Divizion -

Trade Name

Contact - f &
Mandatory f

Phone Type - r—mE&'

Branch Address

Kl

3

%

'l

=
] <]

23



12. Fill in all required information. Click Submit.

IS (o wermion ) (D

BANK INFORMATICN

Bank Code / Name ||

Bank Account Type

- I.1andatury|

Bank Account No.

Bank Address

-
¥

- MALAYSIA

ADD AN ATTACHMENT

Add Attachment

A bank statement must be attached in order to proceed with this application.

()| Note: Bank Statement must be attached for Customs references.

13. This screen will display the confirmation information

Print Acknowledgment Receipt

You have submitted your request successfully.

our registration has been received and is pending for processing.

Business Hame AWAK SDN BHD
Main GST Number 001832173568
Registration Type Branch

Trade Name

Submitted Date 14-Nov-2013 18:01:05

Acknowledgement Receipt No. 1-833-152-722

For further information and inguiries please visit our website w v.gst.customs.gov.my or contact us at 03-78067200.

Please print a copy of this receipt for your records by using the "Print Acknowledgment Receipt” button above.

Ok
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14. Click Print Acknowledgment Receipt button: to print the acknowledgement receipt.

15. Click OK to go back to homepage.

111413 MLT: Taxpayer Access Point (TAP)
: Official Website \ TAXPAYER P
m m MALAYSIA GOODS & SERVICES TAX (GST) ACCESS POINT B
il =% Royal Malaysian Customs Department A BETTER TAX SYSTEM e,

You have submitted your request successfully.

Your registration has been received and is pending for processing.

Business Name AWAK SDN BHD
Main GST Number 001832173568
Registration Type Branch

Trade Name

Submitted Date 14-Nov-2013 16:01:05

Acknowledgement Receipt No. 1-838-153-728

For further information and inquiries please visit our website www.gst.customs.gov.my
or contact us at 03-78067200.

Please print a copy of this receipt for your records by using the "Print
Acknowledgment Receipt” button above.

| Note: Applicant must keep the Acknowledgment Receipt No and information
for future references.
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2.5 How Do | Retrieve Saved Request?

The information needed is:
e Confirmation Code
(Confirmation code is given upon saving the registration. e.g : MF2ZP9)
e Email information

1. Click Retrieve Saved Request hyperlink.

Common Questions

» What is TAP?

Not everything gets . | . 1 5o (B » What Can I Do In TAP?
taxed, basic ) /

» Why Should | Sign Up?

» English

necessities are
still free of GST

» B.Melayu

& S
L | il s E
Email Address
© Register For GST ( - >
Retrieve Saved Request

Mandatory ’ 2 € 2
" Apply for Registration Exemption
Password © Apply 9 p » Lookup Application Status

© File GST Non-Registrant Declaration
» Lookup GST Status

» Forgot My Password
© Make a Payment

Logon m © Apply for Flat Rate Scheme

2. Enter your Email address and Confirmation Code. Click Search.

SEARCH FOR AN EXISTING REQUEST

Email

Mandatory
Confirmation Code

=

3. The Request Information details are displayed at the top of the screen. For this
example, the status is Pending and the application was submitted on 25-Sep-2013.

4. To change/update the application information, click Change button or;
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5. To withdraw/cancel the application, click Withdraw button.

REQUEST INFORMATION

Statuz © Pending...
Confirmation Number o 0-001-179-548
Submitted . 25-5ep-2013 11:20

[ Review Registration Details ] m

ETmE

ABOUT THE SERVICE WHAT YOU NEED AFTER YOU FINISH
« This service allows you to » Business Registration Number » Print the confirmation page for
apply for Goods and Services andor |.C. Number your records.
Tax (GST) uging thiz online « A valid email address » Usze the ‘Lookup Application
registration form. + Total Taxable Supplies Status' link on the logon screen
« four session will expire after » Industry codes to check the status of your
15 minutes of inactivity. « Bank account information application.

*

“You should receive an e-mail
within 48 heurs inferming you
of your registration approval or
denial.
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How Do | Lookup My Registration Status

1. Taxpayers will have the ability to lookup their registration status on TAP any time after
they submit their application. It can take up to 14 days for the application to process.

2. The information are needed are
e Confirmation Code
e  Email information

3. Click Lookup Application Status hyperlink.

Common Questions
» What is TAP?

» What Can | Do In TAP?

Not everything gets
taxed, basic

necessities are » Why Should I Sign Up?

still free of GST

Language

» English

» B.Melayu
3 Login v 5 | Want To v

Email Address

Search

© Register For GST )
» Retrieve Saved Request

‘ Mandatory < : ;
A Apply for Registration Exemption
Password ‘_—’ © Apply g P » Qookup Application Stat

© File GST Non-Registrant Declaration
» Lookup GST Status

» Forgot My Password
© Make a Payment

; m © Apply for Flat Rate Scheme

4. In What method did you use to apply field choose Taxpayer Access Point (TAP).

oo oo HE

APPLICATION STATUS LODKUP

What method did vou use to applv?

5. Select any search option.
6. Fillin related information by entering the:

¢ Acknowledgement Receipt No. or
e Email Address and Confirmation Code.
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7. Click Search button.

APPLICATION STATUS LOCKUP

What method did vou use to apply?
Taxpayer Access Point (TAP) n

5 Acknowledgement Receipt No.
@ Email Address kig@k. mail

Confirmation Code MF2ZP3

o

8. This screen will display registration status information.

(For this example, the status is Pending and the application was submitted on

26.12.2013)

If the application status is Pending, the applicant will have the ability to
change/update the application information by click Retrieve Request button.

REGISTRATION STATUS

Registration Status Pending
Submitted Date SENZZMZ 10:28016 Al
Retrieve Request
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2.7 How Do | Lookup My GST Status?

Lookup GST Status is used to check GST status (GST Registrant or Non Registrant)
What information is needed?

e GST Noor

e BRN No. or

e Business Name

1. Click Lookup GST Status hyperlink.

Common Questions

» What is TAP?

Noteverythinggets -8 3‘ 3 : . ¢ Pl » What Can | Do In TAP?
taxed, basic % ' [ &

necessities are » Why Should | Sign Up?

still free of GST

Language

» English

» B.Melayu

&9 Login v 3 | Want To v

Search

Email Address :
r © Register For GST .
| » Retrieve Saved Request

© Apply for Registration Exemption

Password » Lookup Application Status

© File GST Non-Registrant Declaration
Lookup GST Status )
» Forgot My Password

© Make a Payment

L
- m © Apply for Flat Rate Scheme

2. Select any search option. Fill in related information. Click Search button.

D GST STATUS LODKUP

G5T 5TATUS LODKUP

e

Mandatory
! Business Reg No. (BRN)

! Business Name

[ Ca
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3. List of search results will be displayed.

4. Click Export header hyperlink to transfer the record to excel format.

5. Click Back to return to the GST Status Lookup screen.

G ST REGISTRATION SEARCH RESULTS
1-10f1

GST No. Taxpayer Name Address Commence Date Cease Date Status
000129530208 LIEW TAN PERSIARAN UTAMA SEPANG KAJANG SELANGOR 42000 01-Mar-2013 ACTNE
1-10f1
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PASSWORD

3.0 |Forgot My Password. How Do | Get Back Into TAP?

1. Click Forgot My Password on Logon page.

43 Login -
Email Address

Manda}

Password

Forgot My Passwor

N TN

2. Enter current email address. Click Next.

RESET PASSWORD

Email Address

l.1andatl:lr:-.r|

3. Enter the answer for security question. Click Submit.

RESET PAS5WORD

swkiggmail.com

In what city or town does your nearest sibling live?

Instructions to complete the passwerd recovery process will be emailed
to you after successfully answering your secret question.

Mandatory |
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4. This screen will display the confirmation information as below.

5. Click Print Acknowledgment Receipt button: to print the acknowledgement receipt.

Print Acknowledgment Receipt

Alink to reset your password has been sent to the email address we have on file.

Please finish the password recovery steps by following the instructions provided in the email.

6. Click Print Acknowledgement Receipt for your records or click OK to go back to
the page previously.

SRS MILT: Tomgpmirges Secrmos Pont { TRPS

Dffickal WWabsine TAXPAYER
'if!_'_ﬂ‘li' ilf_'.:,ﬁj MALAYSLA GOODS & SERVICES TAX (GS5T) ACCESS p,gwr‘g

Rowal Malaysian Cesboens Dhepartment A DETTIR Mo STcEM

A link io reset your password has been sent to thie email address we have on
file.

FPlicase finish the password recovery steps by foliowing the instrocions prowided im
e esmail.

For furtier information and inguines please visil cur websibs www sl ousioms. gov.my
or contact us al B3=-TE0ET200.

()| Note: Taxpayer will receive an email with a link to create a new password.
The email is valid for 15 minutes only.

3.1 | Forgot My Password And Guessed Wrong Too Many Times. Now I’'m
Locked Out Of My Account. How Do | Get Back Into TAP?

Call Customs Call Centre (CCC) at 1-300-888-500 to have your account unlock or
password reset.

3.2 | Forgot My Password And Followed The Steps But Have Not Received
An Authorization Code Yet. Where Is 1t?

Your authorization code was sent to the email address in your TAP profile. Some
Internet Service Providers (ISPs) and spam filters may stop certain Please check your Junk
or Spam folder in your email. If you think you have entered your email address incorrectly,
call Customs Call Centre (CCC) at 1-300-888-500 to get your authorization code.

33



MANAGE PROFILE

4.1 |1 Don't Remember The Answer To My Secret Question. What Do | Do?

If you don't know your logon information and have forgotten the answer to your
secret question, please contact us. If you know your TAP logon and password, log into your
TAP account to update your secret question by clicking the Manage My Profile header link
within the “I Want To...” menu. Then click on the Update Profile link and edit your secret

guestion and answer.

MAKANANAS 50N BHD MAMES AND ADDRESSES | WAl

Business Req. Mo. 32323230 Legal Name MAKANANAZ SODN BHD ( IManage My Profile )

Balance RK 123 848.20 Trading Mame Add

Location / Business NO.19, JALAN UTAMA 2/30, TAMAN PERI
Correspondence Ad Add
REQUESTS’ NOTICES' LETTERS'
MY ACCOUNTS'

MY ACCOUNTS
Account id Account Type Name Freguency Address Balance{RM}
PROFILE lyanrro
Web Mame : MAKANANAS SDN BHD Update Profile

Phone 1 o +G0 034343434343 Ne ACCESS

Phone 2 . +60 Change Paszword

Email Addres: makan@nanas.com

Question . In what city or town was vour first job?

IIANAGE LOGONS

LOGON S

CUSTOMER LOGONS
Web Logon VWeb Name

makani@nanas.com MAKANANAS SDN BHD Administrater Active




4.2 How Can A Company Add A New TAP Logon For An Employee or
remove access to my TAP account?

1. Inthe Manage Logons tab, users are able to add logon to other parties to access
their account. In the Logons sub-tab click Add Logon header hyperlink.

PROFILE | WANT TO...

Web Name : STARBUCKS Update Profile

Phene 1 . +60 098770300989 Cancel my Online Access
Phone 2 . +80

Change Pazsword
Email Addres: starbucks@gmail.com

CQuestion : What was the name of your first pet?

MANAGE LOGONS

LOGONS

ACCESS TO MY ACCOUNTS SETTINGS

CUSTOMER LOGONS

‘Web Logon Web Name

starbucks@gmail.com STARBUCKS Administrator

Active

2. Enter all new information about new logon. Click Submit after complete the
information. Click Cancel if you want to cancel the new logon.

Submit Cancel

[ Add Logon ]

CONTACT INFORMATION

Name
Mandatory
Telephone No.
Fax Mo.
Email Address
Confirm Email Address
TAXPAYER ACCESS POINT [TAP)
Passwerd
Password Rules
Cenfirm Password « Must be between 6-12
Secret Question n characters
» HMust include at least one
Secret Answer number

+ Mustinclude at least one
special character ~ ! @ #
SWuART_ -4\

Confirm Secret Answer
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3. Click OK to submit the application.

This will submit your reguest to the Roval Malaysian Customs Department.

Areyvou sure vou want to continue?

4. Click Access to My Accounts sub-tab to set the access level for new logon. Click
None hyperlink in grey.

MANAGE LOGONS

MY ACCOUNTS ACCESS
JACCESS TO MY ACCOUNTS Hide History N Fitter
Web Logon Access Type Name Account Type Id Access Level Active
egcon@yahoo. com Administrator ECONSAWE SANDAKAN Goods and Services Tax 001088357872 All Access
starbucks@mail.c Account Manager ECONSAVE SANDAKAN Goods and Services Tax 001068367872 T!c“e

5. Specify the access level and check the checkbox Active to activate the access level.
Click OK.

Edit Access Level »®
EDNT ACCESS LEVEL
All Access
File
Goods and Services Tax - 000159645596 File and Pay
Access Level| File and Pay| Pay
Active |# Vg

Do ] e

(01 Note: Uncheck ‘Active’ checkbox to deactivate access of other users to TAP
account. These rules determine if and how other people can access your
account.

6. After completed the action, click Home, Back or My Account hyperlink in
Navigation Panel to back to the customer springboard.
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4.3

7. Click Account ID hyperlink to access the account information.

Z=w0k) REQUESTS' ACTIVITY NOTICES® LETTERS® SCHEMES®

ATTENTION NEEDED' [JE 2,51

GOODS AND SERVICES TAX NAMES AND ADDRESSES | WANT TO...

Business Reg. No. 290129  Legal Name ECOMNZAWVE SANDAKAN Make a Payment

Monthly 001088387872  Trading Name Add Authorize Tax Agent Access
Balance RM 50,000.00 Location / Business JLN 111 JAL SANDAKAN SABAH 80718 Reguest to Close Account
Pending RK 0.00 Corregpondence Ad Add

Pay Effective Balance RK 50,000.00

PERICDS REQUIRING ATTENTICN
Period Return Status Tax (RN} Penatty (RM)}  Credit (RN} Balance (RM) Meszages

31-0ct-2015 Late-Processed View Return Pay S4 000.00 0.00 4,000.00 50,000.00 Make a Payment
30-Sep-2015 File Now Pay 0.00 0.00 0.00 0.00 File Return

31-Aug-2015 File Now Pay 0.00 0.00 0.00 0.00 File Return

31-Jul-2015 File Now Pay 0.00 0.00 0.00 0.00 File Return

30-Jun-2015 File Now Pay 0.00 0.00 0.00 0.00 File Return

31-May-2015 File Now Pay 0.00 0.00 0.00 0.00 File Return

30-Apr-2015 File Now Pay 0.00 0.00 0.00 0.00 File Return

Each tab in account springboard generates automatically when taxpayer started to
apply or request any activity in TAP.

I No Longer Want Access To My Accounts In TAP. How Do | Cancel My
TAP Account?

Click Account ID hyperlink.

RORINE MAMES AND ADDRESSES | WANT TO...

Business Reg. Mo. 23802388  Legal Mame RORINE Manage My Prefile

Balance RN (5,800.00)  Trading Name Add
Location / Business 12 KUALA LUMPUR KUALA LUMPUR 541
Correspondence Ad Add

REQUESTS: MoTICES? LETTERS!
MY ACCOUNTS'
MY ACCOUNTS Hide History W Fitter
Accoun Account Type Name Freguency Address Balance(RM}
Goods and Services RORINE 3 Menthly 12 KUALS LUMPUR KUALA LUI (5,300.00)
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2.

In I Want To... section click Request to Close Account hyperlink.

GO00S5 AND SERVICES TAX NAMES AND ADDRESSE S | VWANT TO...

Business Reg. Mo. 83%0235R  Legal Name RORINE Make a Payment

3 Monthhy 000238354432 Trading Name Add Authorize Tax Agent Access
Balance RM (5,200.00) Location / Business 12 KUALA LUMPUR KUALS LUMPUR 5411 eguest to Close Acc
Pending RM 0.00 Correspondence Ad Add

Effective Balance (RM) RM (5,800.00)

=0 REQUESTS: ACTVITY NOTICES? LETTERS' SCHEMES'

SEARCH
PERIODS FROM 16-NOV-2011

Change Date N Filter
Period Return Status Tax (RM} Penalty (RM}) Credit (RM) Balance (RM Meszages
30-5ep-2013  Ontime-Processed Wiew Return Pay 200.00 0.00 5,000.00 (5,800.00)

Review cancellation details information before proceed. Click Next.

[ Review Cancellation Details]

ABOUT THE SERVICE WHAT ¥Ol NEED AFTER Y¥CU FINISH

& This =ervice allows you to
apply to cancel the registration
of your GST acceunt.

* ‘rour session will expire after
15 minutes of inactivity.

s Proposed cancellation date

s Print the cenfirmation page for
« Reason for cancellation

your records.
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4. Enter required information. Click Submit.

ACCOUNT INFORMATION

GST Registration: Mandatory
GST Number: 000238354432
Business Name: RORINE
Business Registration No.: S390235R

CANCELLATION DETAILS

Froposed Cancellation Date ||

ﬂ l.1ﬂndatury|

Reason for Cancellation

5. The application request is submitted successfully.

Print Acknowledgment Receipt Ok

“You have submitted your request successfully.

“Your request to close your accoeunt haz been received and iz pending for processing.

Business Name RORINE

GST Number 000238354432
Proposed Cancellation Date 12/31/2013

Reason for Cancellation Bankruptcy or Winding-up
Submitted Date 16-Nov-2013 12:25:08

Acknowledgement Receipt No. 1-538-163-240

Please print a cepy of this receipt for your records by using the "Print Acknowledgment Receipt” button above.
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Click Print Acknowledgement Receipt for your records or click OK to go back to
the page previously.

11613 MLT: Tagasyer Access Point (TAP)
) 22 Official Website TAXPAYER
m @b MALAYSIA GOODS & SERVICES TAX (GST) ACCESS POINT
ST T | Royal Malaysian Customs Department A BETTER TAX SYSTEM

You have submitted your request successfully.

Your request to close your account has been received and is pending for processing.

Business Name RORINE

GST Number 000238354432
Proposed Cancellation Date  12/31/2013

Reason for Cancellation Bankruptcy or Winding-up
Submitted Date 16-Nov-2013 12:25:09

Acknowledgement Receipt No. 1-536-163-840

For further information and inquiries please visit our website www.gst.customs.gov.my
or contact us at 03-78067200.

Please print a copy of this receipt for your records by using the "Print
Acknowledgment Receipt” button above.
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