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Introduction 

ePermit is a web-based value-added service provided by Dagang Net Technologies Sdn Bhd (DNT). It 

enables importers, exporters and appointed forwarding agents to apply for permit from Other 

Government Agencies (OGA) or commonly known as Permit Issuing Agencies (PIA) and obtain the 

approval online via the internet. Approved permits from OGA will be transmitted to Sistem 

Maklumat Kastam (SMK) electronically for validation and cross reference purposes against Customs 

declaration. 

 

ePermit is designed to accommodate the specific requirements of each OGA, for example 

consignment details, quota details, grading summary and product database. There are three 

modules assigned to different groups of users such as Importers / Exporters, Forwarding Agents and 

Other Government Agencies. 

 

1 Trader (Importer / Exporter) Module 

Enabling importers/exporters to apply for permit online and submit their applications for 

approval via the Internet.  

2 Forwarding Agent Module  

Enabling appointed forwarding agents to apply for permit online on behalf of the importers 

/exporters and submit their applications for approval via the Internet. 

3 OGA Module 

Enabling OGA to investigate, verify, approve or reject the permit application received and 

send its updated status electronically via the Internet.  

 

Suruhanjaya Tenaga (ST) is the regulator for the electricity and gas supply industry. Through ePermit, 

you can apply to SJT for the issuance of Certificate of Approval (COA) to manufacture, import, 

display, sell or advertise electrical equipment and for Release Letter from Customs Detention. 

 

In this User manual, you will have a deeper understanding of ePermit system with step by step help. 

By the end of this manual, you will benefit from the system as it reduces turnaround time, easy to 

use, convenient and offers multi-tasking.  
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Conventions 

Icon / Button Description Function (s) 

 Login To log in to the Permit application 

 Logout To log out of the Permit application 

 Edit Profile To edit profile 

 Help To view quick guide 

 User Manual To download the user manual 

 
Search Text Box To search for a particular application or item in 

a list 

 Search To search for a particular list 

 
Show To show filtered search result 

 
Apply To apply import/export permit 

 
Submit To submit permit application 

  
Add To add an item to a list or a new application 

 
Attach To upload a file as attachment 

 Remove To remove an item from a list 

 
Copy Copy an application from the View Transaction 

screen 

 
Reset To undo changes 

 
Cancel To exit / return 

 
Close To close pop-up window 

 
Save To save changes made 

 
Back To return to previous page 

 /  Checkbox To tick  for selection and untick to deselect 
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Icon / Button Description Function (s) 

 /  Previous To go to previous page of a list 

 /  Next To go to next page of a list 

 
Calendar To view calendar 

 /  
Dropdown list box To select a particular page, number of rows, an 

item, or task from a list 

 
Month dropdown 

list box 
To navigate and select a particular month 

 
Year dropdown list 

box 
To navigate and select a particular year 

 View To view details of a particular item 

 Radio Button To select item 

 

Ascending / 
Increasing 

To view transactions in ascending/increasing 
order (smallest to largest/earliest to latest) for 
columns in View Transactions screen 

 

Descending / 
Decreasing 

To view transactions in descending/decreasing 
order (largest to smallest/latest to earliest) for 
columns in View Transactions screen 
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1 Getting Started With ePermit  

1.1 Logging In  

Before logging in, you must ensure that you have the correct username and password.  

You may login via www.mytradelink.gov.my or epermit.dagangnet.com. 

To login, please follow the steps below: 

 

Step 1 

 

 

Launch Internet Explorer Browser 

Figure 1.1 Launch Internet explorer 

 

 In your PC desktop, double click the Internet Explorer (IE) to launch it. 

 

Step 2 

 

 

Enter URL (Uniform Resource Locator) At Address Bar 

Figure 1.2 Enter epermit at address bar 

 

 In Internet Explorer, go to address bar.  

 Enter: http://epermit.dagangnet.com 

 

Step 3 

 

 

Disabling Pop-up Blocker 

Figure 1.3 Disabling pop up blocker 

 

 From the toolbar, select Tools > Pop-up Blocker > Turn Off Pop-up Blocker to 

disable the Pop-up Blocker. 

Internet Explorer 

Enter Address 

Turn-off Pop-up Blocker 
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Step 4 

 

 

Enter Username And Password 

Figure 1.4 Enter username and password 

 

1 Enter Username and Password. 

2 Click on the checkbox  Remember Password to disable automatic logout if 

there were no activity above 30 minutes. 

3 Click on the  button to access the system. 

4 The system will display the main screen. 

Figure 1.5 main screen of epermit system 

 

Enter Username 

Enter Password 

Login Button 
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1.2 Logging Out  

Once done with application process, you are advised to logout from ePermit.  

To logout, please follow the steps below: 

 

Step 1 

 

 

Logging Out 

Figure 1.6 Logging out 

 

 Click the  button to logout from ePermit. 

 

Logout Button 
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1.3 Trader Profile  

You can edit your profile by going to the Edit Profile screen.  

To edit profile, please follow the steps below: 

 

Step 1 

 

 

Edit Profile  

Figure 1.7 Edit your profile 

 

1 To edit your profile, click on the  button.  

2 Enter the necessary information into the field.  

NOTE: Item labeled with * is compulsory. 

3 To change your password, enter new password in the Password field. 

Figure 1.8 Enter your password 

 

4 Enter the new password again in the Confirm Password field to confirm your 

password.  

Figure 1.9 Reconfirm your password 

 

5 Click on the  button to submit the profile once done.   

Edit Profile Button 
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1.4 User Manual  

You may download the SJT User Manual here. 

To download the Manual, please follow the steps below: 

 

Step 1 

 

 

User Manual 

Figure 1.10 Click to download user manual 

 

1  To download the manual, click on the  button.  

2 Find any manual that you want to open and click to download. 

 

 

User Manual 

Click to download 
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2 Permit Application 

The system allows you to apply, edit, copy, delete and submit: 

 Certificate of Approval for Import 

 Certificate of Approval for Manufacture 

 Release Letter 

 

It also allows you to: 

 Renew Certificate of Approval 

 View Application Status 

 

2.1 Applying Certificate of Approval - Import 

To apply Certificate of Approval (Import), please follow the steps below: 

 

Step 1 

 

 

View Certificate of Approval Screen 

Figure 2.1 View certificate of approval screen 

 

1 Click on Suruhanjaya Tenaga menu as shown. 

2 View Certificate of Approval screen appears. 

3 Click  button. 

Suruhanjaya Tenaga Menu 

 

Apply Button 
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Step 2 

 

Select Application Type 

Figure 2.2 Select application type 

 

1 Select Application Type; e.g. Certificate of Approval - Import. 

2 Click  button. 

3 Are you sure? screen appears to confirm Application Type selected. 

Figure 2.3 Message alert  

 

4 Click  button to proceed or  button to abort. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select Application Type 
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Step 3 

 

Apply Certificate of Approval (Import) Screen 

Figure 2.4 Apply COA screen 

 

 This is a standard Certificate of Approval (Import) Application screen. 
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Step 4 

 

Select OGA Branch 

Figure 2.5 Select OGA Branch 

 

1 Click  dropdown to select OGA Branch; e.g. Putrajaya. 

Figure 2.6 Branch selected 

 

 

Step 5 

 

Consignor Details Section 

Figure 2.7 Select consignor  

 

1 Fill in your exporter details or click  next to ROC/ROB field to 

retrieve the data updated in Admin Module previously. 

2 Pop-up window will display the list of Consignor. 

Figure 2.8 Select consignor 

 

 

 

 

 

 

Select Consignor 

Click to search 
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3 Click Consignor Name as shown. 

Figure 2.9 Consignor selected 

 

4 All fields in Consignor Details section will be filled automatically. 

 

Step 6 

 

 

Consignee Details Section 

Figure 2.10 Consignee detail section 

 

 Fill in Consignee Details or click  button to search. It is your company’s 

details. 

 

Step 7 

 

 

Agent Details Section 

Figure 2.11 Click agent Name 

 

 Agent Details is the Forwarding/Shipping Agent information details. 

NOTE : This section is not mandatory. 

Click to search 
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Step 8  Applicant Details Section 

Figure 2.12 Applicant details 

 

1 Fill in your applicant details or click  next to Applicant Name field to 

retrieve data updated in the Admin Module previously. 

2 Applicant pop-up window appears as shown below. 

Figure 2.13 Click to select applicant name 

 

3 Click Applicant Name as shown. 

4 All fields in Applicant Details such as Applicant Name, Designation, 

IC/Passport No., Phone No., Fax No. and Email will be filled automatically. 

Figure 2.14 Applicant name selected 

 

Click to search 

Click to select 
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Step 9 

 

Mode of Transport 

Figure 2.15 Select mode of transport 

 

1 Mode of Transport refers to how the goods are being imported to Malaysia. 

2 There are various types of Mode of Transport (Maritime, Rail, Road, Air, 

Post). 

Figure 2.16 mode of transport selected 

 

3 Click  dropdown to select Mode of Transport; e.g. Maritime. 

 NOTE: Mode of transport is not been validated by SMK. This field is optional and user 
can leave this field blank. 

 

 

Step 10 

 

 

Purpose of Import 

1 Click  dropdown to select the Purpose of this COA application. 

Figure 2.17 Select purpose of import 

 

2 There are various type of Purpose for COA application (Private, Business, 

Research, Exhibition, Others). 

NOTE: This section is required by SMK and defaulted to Others. Applicant may 

change if necessary. Field in * remark is mandatory. 

 

Step 11 

 

 

Country of Origin 

Figure 2.18 Click to search 

 

1 Click  to search for Country of Origin. 

2 Country Codes pop-up window appears as shown below. 

Figure 2.19 Click to select 

Click to select 

Click to search 
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3 Select a Country Code. 

Figure 2.20 Country of origin selected 

 

4 Country of Origin field will be filled automatically. 

 

Step 12 

 

 

Place of Origin 

Figure 2.21 Click to search place of origin 

 

1 Click  button to search for Place of Origin. 

2 Port Codes pop-up window appears as shown below.  

NOTE: Place of Origin reflects the Country of Origin. 

Figure 2.22 select port codes 

 

3 Select a Port Code. 

Figure 2.23 Place of origin selected 

 

4 Place of Origin field will be filled automatically. 

Click to select 

Click to search 

Click to select 
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Step 13 

 

Consigned From Field 

Figure 2.24 Click to search consigned from field 

 

1 Click  button to search for the Consigned From. 

2 Country Codes pop-up window appears as shown below. 

Figure 2.25 Country Codes 

 

3 Select a Country Code. 

NOTE : Country of transit before consignment reaches the final destination. If there 

is no country of transit, then it will be the same as Country of Origin. 

Figure 2.26 Consigned from selected 

 

4 Consigned From field will be filled automatically. 

 

Step 14 

 

Port/Place of Import 

Figure 2.27 Select port / place of import 

 

1 Click  dropdown to select Port/Place of Import. 

2 Place of Import refers to the place of Entry Point for Import. 

Figure 2.28 Port / place of import selected 

 

NOTE : Place of Import should tally with the mode of transport. 

e.g. If you choose ‘Maritime’ as the mode of transport, place of import should be 

a sea port. 

NOTE: Port/Place of Import is not been validated by SMK. This field is optional and user 
can leave this field blank. 

Click to search 

Click to select 
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Step 15 

 

Location Field 

Figure 2.29 Select location field 

 

 Click  dropdown to select the Location. 

Figure 2.30 location selected 

 

NOTE: Location is not been validated by SMK. This field is optional and user can leave 
this field blank. 

 

Step 16 

 

 

Customs Station Field 

Figure 2.31 Search customs station field 

 

 All COA applications will be registered at Sistem Maklumat Kastam. 

NOTE: Please do not change to other Customs Station; This is an auto default 

station. 

 

Step 17 

 

 

Trader Reference No. and Remarks Field 

Figure 2.32 Enter trader reference No. 

 

1 Enter Trader Referrence No. 

NOTE: Trader reference No. refers to your COA reference number to represent this 
COA application. 

Figure 2.33 Enter trader remarks 

 

2 Enter Trader Remarks. 

NOTE: Trader Remarks refers to free remark by you. 
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Step 18 

 

Additional Details Section 

Figure 2.34 Additional details section 

 

1 Additional Details section is a Suruhanjaya Tenaga requirement.  

NOTE : The remark  * is mandatory field. 

2 There are TWO (2) types of COA, namely;  

a) Import, Display, Sell, Advertise of Electrical Equipment. 

b) Import Regulated Electrical Equipment for Exhibition Only. 

 

Step 18 

(a) 

 

 

COA: Import, Display, Sell, Advertise of Electrical Equipment 

Figure 2.35 Import , DisPLAY, Sell, Advertise of electrical equipment section 

 

1 Enter company contact details. 

2 Click  dropdown to select COA Type;  

e.g: Import, Display, Sell, Advertise of Electrical Equipment 

3 The system displays all the related fields as shown below. 

 
 
 
 
 
 
 
 
 
 

Click to select 
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Figure 2.36 Enter additional details fields. 

 

4 Click  dropdown to select Country of Manufacturer; e.g: Argentina 

5 Enter Name of Manufacturer.  

6 Enter Address of Manufacturer. 

7 Click  to select Category. Category Codes pop-up window appears as 

shown below. 

Figure 2.37 category codes 

 

8 Select a Category Code; e.g: N04 for Fluorescent Lampholder/Starter Holder 

9  Click hyperlink for more information. 

10 New window screen will automatically appear as shown below; 

 

 

Click to select 
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Figure 2.38 Category information 

 

11 Enter Brand name. 

Figure 2.39 Additional details section 

 

12 Complete Additional Details section. 
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Step 18 

(b) 

 

 

COA: Import Regulated Electrical Equipment For Exhibition Only 

Figure 2.40 Import Regulated Electrical Equipment For Exhibition Only 

 

1 Enter company contact details. * mandatory field.  

2 Click  dropdown to select COA Type;  

e.g: Import Regulated Electrical Equipment for Exhibition Only 

3 The system displays all the related fields as shown below. 

Figure 2.41 Additional Details 

 

Click to select 
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4 Click  dropdown to select Country of Manufacturer; e.g: Argentina 

5 Enter Name of Manufacturer.  

6 Enter Address of Manufacturer. 

7 Enter Name of Exhibition. 

8 Enter Address of Exhibition. Click  dropdown to select State.  

9 Tick  on the checkbox if Exhibition Address same as Consignee Adress. 

10 Click  to select Date of Exhibition and Date Of Re-export To Origin 

Country.  

NOTE: Date of re-export to origin country cannot be earlier than the last date of 

exhibition duration. 

11 Click  to select Date of Re-export To Origin Country. 

12 Click  to select Category. Category Codes pop-up window appears as 

shown below. 

Figure 2.42 Select category codes 

 

13 Select a Category Code; e.g: N04 for Fluorescent Lampholders/Starter 

Holder 

14 Enter Brand. 

15 Enter Invoice Number. 

16 Click  dropdown to select Date of Invoice. 

17 Enter AWB / BL / Conveyance Number. 

18 Click  dropdown to select Date of AWB / BL / Conveyance. 

 

Click to select 
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Figure 2.43 Additional Details section 

 

19 Complete Additional Details section. 
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Step 19 

 

Save Application and Proceed 

Figure 2.44 Click to save application 

 

1 Click  to proceed or click  to save the aplication or click  

to abort the application. 

Figure 2.45 Application saved alert. 

 

2 Application Saved message window appears. 

3 Click  button to proceed to Add Import Item screen. 

 

Step 20 

 

 

COA: Add Import Item 

Figure 2.46 Add import item 

 

1 Click  button to add Import Item. 

2 Add Import Item pop-up window appears. 

 

 

 

 

 

 

 

 

Click to Add  
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Figure 2.47 Click to search tariff code

 

 

3 Click the  button to search for Tariff Code. 

NOTE:  

i) Items labeled * is complusory. 

ii) COC is a Certificate of Conformity issued by SIRIM upon certifying the electrical 

goods are in accordance to Standard.  

 

4 Notification Tariff Code screen appear. 

Figure 2.48 Message alert appear 

 

5 Click  button to proceed the Tariff Code. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to search 

 



    

ePermit - User Manual Suruhanjaya Tinggi for Trader Module Version 2.2  29 

Step 21 

 

Search Tariff Code 

Figure 2.49 Search tariff code 

 

1 Select Tariff  or SJT tab to search Code. System will display the type of tab 

according to your consignment’s origin. 

 Tariff Code – Origin from Non-ASEAN countries 

 SJT – Origin from ASEAN countries 

2 Search Code/Description and click  button. 

3 Select a Code. 

Step 22 

 

Tariff Field 

Figure 2.50 Add import Item fields 

 

1 Tariff Code & Tariff Description will be filled automatically. You may edit it. 

2 Tariff UOM will be filled automatically and cannot be edited. 

3 Enter Tariff Quantity. 

Select Tariff/Product Profile Tab 

 

Select Product Code 
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NOTE: Tariff Quantity is defaulted at the maximum of 9999999. For application type 

Import, Display, Sell, Advertise of Electrical Equipment, do not change the 

quantity. For Import Regulated Electrical Equipment For Exhibition, key in the 

actual quantity of import. 

4 Enter Unit Cost C.I.F, Total, Name of Electrical Equipment and Model 

details.  

NOTE: Model entered can’t be duplicated for each item entered. 

5 Click on  button to add sub category. Sub Category Codes pop-up 

window appears as shown below. 

Figure 2.51 Message alert 

 

 

6 Select a Sub Category Code; e.g: N02.02 for Door Bell 

Figure 2.52 Message alert 

 

7 Click  button to proceed or Click  to reset entry or Click  

to close the pop-up window. 

8 Import Item Added message window appears. 

Figure 2.53 Message alert 

 

9 Click  button to return to Edit Certificate of Approval (Import) 

screen. 
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Step 23 

 

COA: Attachment of Technical Documents 

Figure 2.54 Attachment of technical documents 

 

1 Click  button to attach supporting documents. 

2 Attachments screen appears as shown. 

Figure 2.55 Attach document 

 

3 Click  button to choose type of document, e.g. Partial Test Report / 

Verification Test Report 

4 Enter File Description, Test Report No., Test Report Date, and Remark (if 

any) 

5 Click  button to select the suppporting documents file from your 

PC for attachment. 

Figure 2.56  Choose file to upload 

 

6 Select the file to be attached. 

Attachment Button 
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Figure 2.57 Upload the documents 

 

7 Click on upload button to attahced the document. 

8 If a message screen appears as below, the file you have attached is not in 

the listed format.  

Figure 2.58 Message alert 

 

9 Click  to return to previous screen 

10 Your file(s) must be in the listed format before you can proceed any further. 

11 Attach the correct format file to proceed. 

12 Message screen appears notifying the docoument(s) has been uploaded 

successfully. 

Figure 2.59 Message alert 

 

13 Click  to return to Edit Certificate of Approval (Import) screen. 

14 List of attached documents will be display as below 

15 Click  to view or  to delete supporting document. 

Figure 2.60 Attached Document List 

 

 

Step 24 

 

Submission To Suruhanjaya Tenaga 

Figure 2.61 Submission to Suruhanjaya Tenaga 

 

1 Tick  on the checkbox to agree to the condition required. 

Submit To OGA  
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2 Click  button to submit application. 

3 Application Submitted message screen appears. 

Figure 2.62 Message alert 

 

4 Click  button to proceed. 

 

Step 25 Check Application Status After Submission 

Figure 2.63  Check application status after submission 

 

1 You can check the COA Application Status and ID in the Suruhanjaya Tenaga 

menu. 

2 The new Application ID is displayed with status “Awaiting OGA verification”. 
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2.2 Applying Certificate of Approval - Manufacture 

To apply for Certificate of Approval (Manufacture), please follow the steps below: 

 

Step 1 

 

 

View Certificate of Approval Screen 

Figure 2.64 View COA Screen 

 

1 Click on Suruhanjaya Tenaga menu as shown. 

2 View Certificate of Approval screen appears. 

3 Click  button. 

 

Step 2 

 

 

Select Application Type  

Figure 2.65 Select application type 

 

1 Select Application Type; e.g. Certificate of Approval - Manufacture. 

2 Click  button. 

3 “Are you sure?” screen appears to confirm Application Type selected. 

Select Application Type 

 

Suruhanjaya Tenaga Menu 

 

Click to Apply 

 



    

ePermit - User Manual Suruhanjaya Tinggi for Trader Module Version 2.2  35 

Figure 2.66 Message alert 

 

4 Click  button to proceed or  button to abort. 

 

Step 3 

 

 

Apply Certificate of Approval (Manufacture) Screen 

Figure 2.67 Apply certificate of approval 

 

 This is a standard Certificate of Approval (Manufacture) Application screen. 
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Step 4 

 

Select OGA Branch 

Figure 2.68 Select OGA Branch  

 

 Click  dropdown to select OGA Branch; e.g. Putrajaya.  

Figure 2.69 Branch selected 

 

Step 5 Company Details 

Figure 2.70 Company details 

 

1 You can edit Address under Company Details. It is your company’s details. 

 

Step 6  

 

Applicant Details Section 

Figure 2.71 Select applicant details 

 

1 Fill in your applicant details or click  next to Applicant Name field to 

retrieve the data updated in Admin Module previously. 

2 Applicant pop-up window appears as shown below. 

 
 
 
 
 
 
 

Click to search 
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Figure 2.72 Click to sleect applicant 

 

3 Click Applicant Name as shown. 

4 All fields in Applicant Details such as Applicant Name, Designation, 

IC/Passport No., Applicant Phone No., Applicant Fax No. and Applicant 

Email will be filled automatically. 

 

Step 7 

 

 

Trader Reference No. and Remarks Field 

Figure 2.73 Enter trader reference No. field 

 

1 Enter Trader Reference No. 

NOTE:  Trader reference No. refers to your COA reference number to represent this 

COA application. 

Figure 2.74 Enter trader remarks field 

 

2 Enter Trader Remarks. 

NOTE: Trader Remarks refers to free remark by you. 

 

 

 

 

 

Click to Select 
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Step 8 

 

Additional Details Section 

Figure 2.75 Additional details section 

 

1 Additional Details section is a Suruhanjaya Tenaga requirement.  

NOTE: This section is required by Suruhanjaya Tenaga and field in * remark is mandatory 

Figure 2.76 Additional details section 

 

2 Enter Company Phone No., Company Fax No, Company Email Address and 

Handphone No. 

Figure 2.77 Select country of manufacturer 

 

3 Click  dropdown to select Country of Manufacturer. 

Figure 2.78 Enter name of manufacturer field 

 

4 Enter Name of Manufacturer. 
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Figure 2.79 Enter address of manufacturer field 

 

5 Enter Address of Manufacturer. 

Figure 2.80 Enter ROC/ROB field 

 

6 Enter ROC/ROB Number. 

Figure 2.81 Click to search category field 

 

7 Click  to search for Category. Category Codes pop-up window appears 

as shown below. 

Figure 2.82 Select category codes field 

 

8 Select a Category Code; e.g: N04 for Fluorescent Lampholder. 

Figure 2.83 Category selected 

 

9 Click  hyperlink to view the info. 

10 New screen will appear in new explorer window as shown as below; 

 
 
 
 
 
 
 
Figure 2.84 Category information 

Click to search 

Click to select 
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11 Enter Sub Category codes.  

Figure 2.85 Click to search sub category fields 

 

12 Click  to search for Sub Category. Sub Category Codes pop-up window 

appears as shown below. 

Figure 2.86 Select Sub Category Codes Filed 

 

13 Select a Sub Category Code; e.g: N04.01 Lamp Holder for Tubular Fluoresent 

Lamp 

14 Click  hyperlink to view the info. 
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15 New screen will appear in new explorer window as shown as below; 

Figure 2.87 Sub Category Information 

 

16 Enter Brand Name. 

Figure 2.88 Enter brand name field 

 

17 Enter Name of Electrical Equipment & Model.  

NOTE: Model entered can’t be duplicated for each electrical equipment name. 

Figure 2.89 Enter name of electrical equipment 

 

18 Click  button to insert another equipment. 

Figure 2.90 enter equipment field 
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19 To delete equipment off the list, tick  on the checkbox and click  

button to delete the selected equipment.  

Figure 2.91 Additional details section 

 

20 Complete Additional Details. 

21 Click   button to proceed or Click  button to save application or 

Click  button to abort application. 

Figure 2.92 application saved alert 

 

22 Application Saved message window appears. 

23 Click  button to proceed. 
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Step 9 

 

Attachment of Technical Documents 

Figure 2.93 Attachment of technical documents  

 

1 Click  button to attach supporting documents. 

2 Attachments screen appears as shown. 

Figure 2.94 Attachment Screen 

 

Figure 2.95 Attach document 

 

3 Click  button to choose type of document, e.g. Partial Test Report / 

Verification Test Report 

4 Enter File Description, Test Report No., Test Report Date, and Remark (if 

any) 

Attachment Button 
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5 Click  button to select the suppporting documents file from your 

PC for attachment. 

Figure 2.96 Choose file to upload 

 

6 Select the file to be attached. 

Figure 2.97 Upload the documents 

 

7 Click on upload button to attahced the document. 

8 If a message screen appears as below, the file you have attached is not in 

the listed format.  

Figure 2.98 Message alert 

 

9 Click  to return to previous screen 

10 Your file(s) must be in the listed format before you can proceed any further. 

11 Attach the correct format file to proceed. 

12 Message screen appears notifying the docoument(s) has been uploaded 

successfully. 

Figure 2.99 Message alert 

 

13 Click  to return to Edit Certificate of Approval (Import) screen. 

14 List of attached documents will be display as below 

15 Click  to view or  to delete supporting document. 

Figure 2.100 Attached Document List 
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Step 10 Submission To Suruhanjaya Tenaga 

Figure 2.101 Submission to Suruhanjaya Tenaga 

 

  

1 Tick  on the checkbox to agree to the condition required. 

2 Click  button to submit application. 

3 Application Submitted message screen appears. 

Figure 2.102 Application submitted alert 

 

4 Click  button to proceed. 

 

Step 11 

 

Check Application Status After Submission 

Figure 2.103 Check application status after submission 

 

 The new Application ID is displayed with status “Awaiting OGA 

Verification”. 

Submit To OGA Button 

 

The status 
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2.3 Applying Release Letter 

To apply for Release Letter, please follow the steps below: 

Step 1 

 

View Certificate of Approval Screen 

Figure 2.104 View certificate of approval screen 

 

1 Click on Suruhanjaya Tenaga menu as shown. 

2 View Certificate of Approval screen appears. 

3 Click  button. 

 

Step 2 

 

 

Select Application Type 

Figure 2.105 Select applicaton type 

 

1 Select Application Type; e.g. Release Letter. 

2 Click  button. 

3 “Are you sure?” screen appears to confirm Application Type selected. 

 
 

 

Select Application Type 

 

Suruhanjaya Tenaga Menu 

 

Apply Button 
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Figure 2.106 Message alert 

 

4 Click  button to proceed or  button to abort. 

 

Step 3 

 

 

Apply Release Letter Screen 

Figure 2.107 Apply release letter screen 

 

 This is a standard Release Letter Application screen. 

 

Step 4 

 

 

Select OGA Branch 

Figure 2.108 Select branch 

 

 Click  to select OGA Branch; e.g. Putrajaya.  

Figure 2.109 Branch selected 
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Step 5 Consignor Details Section 

Figure 2.110 Click to search consignor 

 

1 Fill in your exporter details or click  next to ROC/ROB field to 

retrieve the data updated in Admin Module previously. 

2 Pop-up window will display the list of Consignor. 

Figure 2.111 Select Consignor   

 

3 Click Consignor Name as shown. 

Figure 2.112 Consignor details selected 

 

4 All fields in Consignor Details section will be filled automatically. 

 

 

 

 

 

 

Click to search 

Click to select 
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Step 6 

 

 

Consignee Details Section 

Figure 2.113 Consignee details section 

 

1 Fill in Consignee Details or click  button to search. It is your company’s 

details. 

 

Step 7 

 

 

Agent Details Section 

Figure 2.114 Agent detail section 

 

 Agent Details is the Forwarding/Shipping Agent information details. 

NOTE : This section is not mandatory. 

 

Step 8  

 

Applicant Details Section 

Figure 2.115 Click applicant details 

 

1 Fill in your exporter details or click  next to Applicant Name field to 

retrieve the data updated in Admin Module previously. 

2 Click  next to Applicant Name field. 

Click to search 
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3 Applicant pop-up window appears as shown below. 

Figure 2.116 Select applicant  

 

4 Click Applicant Name as shown. 

5 All fields in Applicant Details such as Applicant Name, Designation 

IC/Passport No., Applicant Phone No., Applicant Fax No. and Applicant 

Email will be filled automatically. 

Figure 2.117 Applicant details selected 

 

 

Step 9 

 

 

Mode of Transport 

Figure 2.118 Select mode of transport 

 

1 Mode of Transport refers to how the goods are being imported to Malaysia. 

2 There are various types of Mode of Transport (Maritime, Rail, Road, Air, 

Post). 

Figure 2.119 mode of transport selected 

 

3 Click  dropdown to select Mode of Transport; e.g. Maritime. 

NOTE: Mode of transport is not been validated by SMK. This field is optional and user 
can leave this field blank. 

 
 

Click to select 
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Step 10 

 

 

 

Purpose  

1 Click  dropdown to select the Purpose. 

Figure 2.120 select purpose 

 

2 There are various type of Purpose (Private, Business, Research, Exhibition, 

Others). 

NOTE: This section is required by SMK and defaulted to Others. Applicant may 

change if necessary. Field in * remark is mandatory. 

 

Step 11 

 

 

Country of Origin 

Figure 2.121 Country of Origin 

 

1 Click  hyperlink to search for Country of Origin. 

2 Country Codes pop-up window appears as shown below. 

Figure 2.122 Select country codes 

 

3 Select a Country Code. 

Figure 2.123 country of origin selected 

 

4 Country of Origin field will be filled automatically. 

Step 12 

 

Place of Origin 

Figure 2.124 Select place of origin 

Click to select 

Click to select 

Click to search 

Click to search 
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1 Click  hyperlink to search for Place of Origin. 

2 Port Codes pop-up window appears as shown below.  

NOTE: Place of Origin reflects the Country of Origin. 

Figure 2.125 Select port codes 

 

3 Select a Port Code. 

Figure 2.126 place of origin selected 

 

4 Place of Origin field will be filled automatically. 

 

Step 13 

 

 

Consigned From Field 

Figure 2.127 Select consigned from field 

 

1 Click  hyperlink to search for the Consigned From. 

2 Country Codes pop-up window appears as shown below. 

Figure 2.128 Select country codes 

 

Click to select 

Click to search 

Click to select 
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3 Select a Country Code. 

NOTE : Country of transit before consignment reaches the final destination. If there 

is no country of transit, then it will be the same as Country of Origin. 

Figure 2.129 Concigned from selected 

 

4 Consigned From field will be filled automatically. 

 

Step 14 

 

 

Port/Place of Import 

Figure 2.130 select port / place of import 

 

1 Click  hyperlink to select Port/Place of Import. 

2 Place of Import refers to the place of Entry Point for Import. 

Figure 2.131 port / place of import selected 

 

NOTE : Place of Import should tally with the mode of transport. 

e.g. If you choose ‘Maritime’ as the mode of transport, place of import should be 

a sea port. 

NOTE: Port/Place of Import is not been validated by SMK. This field is optional and user 

can leave this field blank. 

 

Step 15 

 

 

Location Field 

Figure 2.132 select location field 

 

 Click  dropdown to select the Location. 

Figure 2.133 location selected 

 

NOTE: Location is not been validated by SMK. This field is optional and user can leave 
this field blank. 

 

Step 16 

 

Customs Station Field 

Figure 2.134 customs station field 
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 All COA applications will be registered at Sistem Maklumat Kastam. 

NOTE: Please do not change to other Customs Station; This is an auto default station. 

 

Step 17 

 

 

Trader Reference No. and Remarks Field 

Figure 2.135 enter trader reference no. field 

 

1 Enter Trader Referrence No. 

NOTE: Trader reference No. refers to your COA reference number to represent this 
COA application. 

Figure 2.136 enter trader remarks 

 

2 Enter Trader Remarks. 

NOTE: Trader Remarks refers to free remark by you. 

 

Step 18 

 

 

Additional Details Section 

Figure 2.137 additional details section 

 

1 Additional Details section is a Suruhanjaya Tenaga requirement. This 

section is mandatory. 

2 Enter Handphone No. for SMS purpose. 

3 Click  dropdown to select Type of Release Letter.  

4 There are various types of Release Letter, click on the link to view each 

Release Letter; 

a) Import for Manufacturing Component (100% for Export) 

b) Import for Manufacturing Component (Local Market) 

c) Import for Keeping In Bonded Warehouse 

d) Import for Research (Factory) 

e) Import for Research (Market/Quality) 

f) Import for Re-work and Re-export 
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g) Import for Non-Regulated Items 

h) Import for Specific Purpose 

i) Import for Concert 

j) Import for Transit 

 

Step 18 

(a) 

 

 

Release Letter: Import For Manufacturing Component (100% for Export) 

Figure 2.138 sdditional details section 

 

1 Click  dropdown to select Type of Release Letter. 

Figure 2.139 enter end product field 

 

2 Enter End Product field. 

3 Click  to search for Category. Category Codes pop-up window appears 

as shown. 

Figure 2.140 select category codes 
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4 Select a Category Code; e.g: N04 for Fluorescent Lampholder/Starter Holder 

5 Enter Brand name. 

Figure 2.141 enter brand name 

 

6 Select Country of Manufacturer 

Figure 2.142 select country of manufacturer 

 

7 Complete Additional Details for Import For Manufacturing Component 

(100% for Export).  

Figure 2.143 additional details section  

 

 

 

Step 18 

(b) 

 

 

Release Letter: Import For Manufacturing Component (Local Market) 

Figure 2.144 additional details section 

Click to select 
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1 Click  dropdown to select Type of Release Letter. 

2 Click  to search for Approved COA Number. Approved COA Number 

pop-up window appears as shown. 

 

 

 

 
Figure 2.145 select approved coa no. 

 

3 Select Approved COA No.; e.g: SJT61309042412010 

Figure 2.146 Enter end product field 

 

4 Enter End Product. 

5 Click  to search for Category. Category Codes pop-up window appears 

as shown. 

Figure 2.147 Select country codes 

Click to select 
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6 Select a Category Code; e.g: N04 for Fluorescent Lampholder/Starter 

Holder. 

7 Enter Brand name. 

Figure 2.148 enter brand field 

 

8 Select Country of Manufacturer 

Figure 2.149 select counrty of manufacturer 

 

8 Enter Name of Electrical Equipment & Model.  

NOTE: Model inserted can’t be duplicated for each electrical equipment name. 

9 Complete Additional Details section for Import For Manufacturing 

Component (Local Market).  

Figure 2.150 additonal details section 

 
<<Step 18 | Step 19>> 

Click to select 
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Step 18 

(c) 

 

 

Release Letter: Import For Keeping In Bonded Warehouse   

Figure 2.151 additional details section 

 

1 Click  dropdown to select Type of Release Letter field. 

Figure 2.152 enter name of bonded warehouse field 

 

 

 

2 Enter Name of Bonded Warehouse. 

Figure 2.153 enter address of bonded warehouse field 

 

3 Enter Address of Bonded Warehouse. 

Figure 2.154 click to search category . 

 

4 Click  to search for Category. Category Codes pop-up window appears 

Click to search 
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as shown. 

Figure 2.155 select category codes 

 

5 Select a Category Code; e.g: N04 for Fluorescent Hoder/Starter Holder. 

Figure 2.156 enter brand field 

 

6 Enter Brand name. 

Figure 2.157 select country of manufacturer 

 

7 Select Country of Manufacturer 

Figure 2.158 enter invoice no. field 

 

8 Enter Invoice Details and Click  button to select Date of Invoice. 

Figure 2.159 enter awb/ bl/ conveyance no. 

 

9 Enter AWB / BL / Conveyance Number. Click  button to select Date of 

AWB / BL / Conveyance. 

Figure 2.160 additional details section 

Click to select 
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10 Complete Additional Details section for Import For Keeping In Bonded 

Warehouse. 

 

 

Step 18 

(d) 

 

 Release Letter: Import for Research (Factory) & 

 Release Letter: Import for Research (Market/Quality) 

 Release Letter: Import for Transit 

Figure 2.161 Additional details for type of release letter

 

1 Click  dropdown to select Type of Release Letter. 

 

Figure 2.162 Search for category 

 

2 Click  to search for Category. Category Codes pop-up window appears 

Click to search 
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as shown. 

Figure 2.163 Select category codes 

 

3 Select a Category Code; e.g: N04 for Fluorescent Hoder/Starter Holder.  

 
Figure 2.164 enter brand  

 

4 Enter Brand name. 

Figure 2.165 enter invoice no field 

 

11 Enter Invoice Details and Click  button to select Date of Invoice. 

Figure 2.166 enter awb/bl/conveyance no. 

 

12 Enter AWB / BL / Conveyance Number. Click  button to select Date of 

AWB / BL / Conveyance. 

 

Figure 2.167 additional details section 

Click to select 
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5 Complete Additional Details section for Import For Research (Factory). 

 

 

 

 

 

 

 

 

Step 18 

(f) 

 

 

 

 

 

 

 

Release Letter: Import For Re-work And Re-export 

Figure 2.168 additional details for release letter 
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1 Click  dropdown to select Type of Release Letter. 

Figure 2.169 select re-work period 

 

2 Click  dropdown to select Re-work Period. 

Figure 2.170 date of re-export to country of origin 

 

3 Click  to select Date of Re-export To Country of Origin.  

NOTE:  Date of re-export to country of origin cannot be earlier than last date of re-

work period. 

Figure 2.171 select Category code  

 

4 Click  to search for Category. Category Codes pop-up window appears 

Click to select 



    

ePermit - User Manual Suruhanjaya Tinggi for Trader Module Version 2.2  65 

as shown. 

5 Select a Category Code; e.g: N04 for Fluorescent lampholder/ Starter Holder 

Figure 2.172 enter brand fieds 

 

6 Enter Brand name. 

Figure 2.173 enter invoice no. field 

 

7 Enter Invoice details. Click  button to select Date of Invoice. 

Figure 2.174 enter awb/ bl/ conveyance No. 

 

8 Enter AWB / BL / Conveyance details. Click  button to select Date of 

AWB / BL / Conveyance. 

Figure 2.175 additional details section 

 

9 Complete Additional Details section for Import for Re-work and Re-

export. 
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Step 18 

(g) 

 

Release Letter: Import for Non-Regulated Items 

Figure 2.176 additional details for import non regulated items 

 

1 Click  dropdown to select Type of Release Letter. 

2 Click  to search for Category. Category Codes pop-up window appears 

as shown. 

Figure 2.177 Select category codes 

 

 

3 Select a Category Code; e.g: N04 for Fluorescent Holder/Starter Holder 

Figure 2.178 enter brand field 

 

4 Enter Brand name. 

Figure 2.179 Additional details  

 

5 Complete Additional Details section for Import for Non-Regulated Items. 

Click to select 
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Step 18 

(h) 

 

Release Letter: Import for Specific Purpose 

Figure 2.180 Additional details for import for specific purpose 

 

1 Click  dropdown to select Type of Release Letter. 

Figure 2.181 Enter name of company / user 

 

2 Enter Name of Company/User field. 

Figure 2.182 enter address to be used 

 

3 Enter Address To Be Used. 

4 Click  to search for Category. Category Codes pop-up window appears 

as shown. 

Figure 2.183 Select category codes 

 

Click to select 
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5 Select a Category Code; e.g: N04 for Fluorescent Lampholder/Starter Holder 

 
Figure 2.184 Enter brand field 

 

6 Enter Brand name. 

Figure 2.185 enter invoice no. field 

 

7 Enter Invoice details. Click  button to select Date of Invoice. 

Figure 2.186 enter awb/bl/conveyance no filed 

 

8 Enter AWB / BL / Conveyance details. Click  button to select Date of AWB 

/ BL / Conveyance. 

Figure 2.187 additional details  

 

9 Complete Additional Details section for Import for Specific Purpose. 
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Step 18 

(i) 

 

Release Letter: Import for Concert 

Figure 2.188 additional details for import concert 

 

1 Click  dropdown to select Type of Release Letter. 

Figure 2.189 enter name of concert 

 

2 Enter Name of Concert. 

Figure 2.190 enter address of concert 

 

3 Enter Address of Concert. 

Figure 2.191 select concert period 

 

4 Click  to select Concert Period. 

Figure 2.192 select date of re-export to country of origin 

 

5 Click to select Date of Re-export To Country of Origin.  

NOTE:  Date of re-export to country of origin must not be earlier than the last date 

of concert  period. 
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6 Click  to search for Category. Category Codes pop-up window appears 

as shown. 

Figure 2.193 select category codes 

 

7 Select a Category Code; e.g: N04 for Fluorescent lampholder/Starter Holder 

Figure 2.194 enter brand field 

 

8 Enter Brand name. 

Figure 2.195 enter invoice no. 

 

9 Enter Invoice details. Click  button to select Date of Invoice. 

Figure 2.196 enter awb/bl/conveyance no. 

 

10 Enter AWB / BL / Conveyance details. Click  button to select Date of AWB 

/ BL / Conveyance. 

 

 

 

 

 

 

Click to select 
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Figure 2.197 additional details  

 

11 Complete Additional Details section for Import for Concert. 

 

Step 19 Add Import Item 

Figure 2.198 add import item 

 

1 Click  button to add Import Item. 

2 Add Import Item pop-up window appears. 

Add Button 
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Figure 2.199 click to search 

 

3 Click the  hyperlink to search for Tariff Code. 

NOTE: Items labeled * is complusory. 

4 Alert screen appear below. 

Figure 2.200 message alert 

 

5 Click  button to proceed. 

Figure 2.201 select tariff code 

 

6 Select Tariff  or SJT tab to search Code. System will display the type of tab 

Search Button 

 

Select Tariff/Product Profile Tab 

 

Select Product Code 
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according to your consignment’s origin. 

 Tariff Code – Origin from Non-ASEAN countries 

 SJT – Origin from ASEAN countries 

7 Search Code/Description and click  button. 

8 Select a Code. 

Figure 2.202 add import item sample 

 

9 Tariff Code & Tariff Description will be filled automatically. You may edit it. 

10 Tariff UOM will be filled automatically and cannot be edited. 

11 Enter Tariff Quantity. 

NOTE: Tariff Quantity is defaulted at the maximum of 9999999. For application type 

Import, Display, Sell, Advertise of Electrical Equipment, do not change the 

quantity. For Import Regulated Electrical Equipment For Exhibition, key in the 

actual quantity of import. 

12 Enter Unit Cost C.I.F, Total, Name of Electrical Equipment and Model 

details.  

NOTE: Model entered can’t be duplicated for each item entered. 

13 Click  button to proceed or click  to reset entry or click  

to close the pop-up window. 

14 Import Item Added message window appears. 

Figure 2.203 message alert 
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15 Click  button to return to Edit Release Letter screen. 

 

 

Step 20 

 

Attachment of Technical Documents 

Figure 2.204 Attach technical document 

 

1 Click  button to attach supporting documents. 

Figure 2.205 click to browse file 

 

2 Attachments screen appears as shown. 

3 Click  button to select the suppporting documents file from your PC 

for attachment. 

Figure 2.206 choose file to upload 

Attachment Button 

 

Browse Button 
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4 Select the file to be attached. 

 

Figure 2.207 attach documents 

 

5 Click   button to complete the attachment process. 

Figure 2.208 please wait until files is attach 

 

6 Attachment screen to attach file(s) appears as shown. 

7 If a message screen appears as below, the file you have attached is not in 

the listed format.  

Figure 2.209 message alert 

 

8 Your file(s) must be in the listed format before you can proceed any further. 

9 Attach the correct format file to proceed. 

Figure 2.210 message alert 

Attach Files Button 

 



    

ePermit - User Manual Suruhanjaya Tinggi for Trader Module Version 2.2  76 

 

10 Message screen appears notifying the docoument(s) has been attached 

successfully. 

11 Click  to return to Edit Release Letter. 

Step 21 Submission To Suruhanjaya Tenaga 

Figure 2.211 submission to suruhanjaya tenaga 

 

1 Tick  on the checkbox to agree to the condition required. 

2 Click  button to submit application. 

3 Application Submitted message screen appears. 

Figure 2.212 message alert 

 

4 Click  button to proceed. 

Submit To OGA Button 
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Step 22 

 

Check Application Status After Submission 

Figure 2.213 check application status after submission 

 

 The new Application ID is displayed with status “Awaiting OGA Verification”. 

 During this status onwards, Verification Letter will be display as below 

Figure 2.214 Verification Letter  

 

Step 22  This letter will display after status: Approved by OGA onwards. Template to be 

displayed based the following release letter type: 

i. Import for Manufacturing Component (100% for Export) 

ii. Import for Manufacturing Component (Local Market) 

iii. Import for Keeping in Bonded Warehouse 

iv. Import for Research (Factory) 

v. Import for Research (Market/ Quality) 

vi. Import for Re-Work and Re-Export 

vii. Import for Non-Regulated Items 

viii. Import for Specific Purpose 

ix. Import for Concert 

x. Import for Transit 

Awaiting OGA Status 
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Figure 2.215 Release Letter  

 

 

2.4 Renewing Certificate of Approval 

Renew option is for approved COA and only for applications with status Acknowledged by 

Customs and within the expiry date limitation (within 60 and 14) days before the expiry date. 

It is only applicable for: 

 COA - Import, Display, Sell, Advertise of Electrical Equipment 

 COA - Manufacture  

 

COA - Import, Display, Sell, Advertise of Electrical Equipment 

Step 1 Check Expiry Date 

Figure 2.216 Check expiry date 

 

1 Select Application ID, SJT612010000240.  

NOTE: Only for applications with status Acknowledged by Customs and within the 
expiry date limitation (within 60 and 14 ) days before the expiry date 

 
Figure 2.217 view consignor & consignee details 

 

Click to select 
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2 View Certificate of Approval (Import) appears. 

Figure 2.218 View expiry date 

 

3 Refer to OGA Response section to check Expiry Date as shown. 

 

 

 

 

 

 

 

 

Step 2 

 

Select Application 

Figure 2.219 Select application 

 

1 Select application to be renewed. 

2 Tick  on the checkbox and click  button. 

 

Figure 2.220 COA Renewal 
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3 COA Renewal - Import Display Sell Advertise of Electrical Equipment 

screen appears. 

4 During Renewal process, you are allowed to change details of the COA. 

5 Click  button to save application. 
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Figure 2.221 message alert application saved 

 

6 Application Saved message appears. 

7 Click  button to proceed.  

8 Edit COA Renew (Import) screen appears. Take note for the new 

Application ID, SJT612010000242 at the top of the screen as shown. 

Figure 2.222 edit COA Renewal 

 

9 Click  button to proceed on adding Technical Documents. 

New Application ID 

Original Application ID 
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Figure 2.223 Message alert application saved 

 

10 Application Saved message appears. 

11 Click  button to proceed. 

Figure 2.224 edit COA Renewal (Import) 

 

12 Edit COA Renewal (Import) screen appears. 

13 You can remove import item during renewal however you must specify the 

reason for item removal. 

NOTE: Only for second time users are allowed to remove existing items. At least 1 

item must exist in COA renewal. 

14 Click Name of Equipment hyperlink to enter tariff. 

15 Edit Import Item pop-up window appears. 

Figure 2.225 Edit import item 

 

16 Click the  button to search for Tariff Code. 

NOTE: Items labeled * is complusory. 

17 Alert screen appear 

 

Search Button 
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Figure 2.226 message alert 

 

18 Click  button to proceed. 

Figure 2.227 select tariff codes 

 

Select Tariff  or SJT tab to search Code. System will display 

19 Select Tariff  or SJT tab to search Code. System will display the type of tab 

according to your consignment’s origin. 

 Tariff Code – Origin from Non-ASEAN countries 

 SJT – Origin from ASEAN countries 

20 Search Code/Description and click  button. 

21 Select a Code. 

Figure 2.228 edit coa renewal 

 

22 Tariff Code & Tariff Description will be filled automatically. You may edit it. 

Select Tariff/Product Profile Tab 

 

Select Product Code 
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23 Tariff UOM will be filled automatically and cannot be edited. 

24 Enter Tariff Quantity. 

NOTE: Tariff Quantity is defaulted at the maximum of 9999999. For application type 

Import, Display, Sell, Advertise of Electrical Equipment, do not change the 

quantity. For Import Regulated Electrical Equipment For Exhibition, key in 

the actual quantity of import. 

25 Enter Unit Cost C.I.F and Total details.  

NOTE: Model entered can’t be duplicated for each item entered. 

26 Click  button to proceed or click  to reset entry or click  

to close the pop-up window. 

27 Import Item Updated message window appears. 

Figure 2.229 import item alert 

 

28 Click  button to return to Edit COA Renewal (Import) screen. 

 

Step 3 

 

Attachment of Technical Documents 

Figure 2.230 attach technical documents 

 

1 Click  button to attach supporting documents. 

2 Attachments screen appears as shown. 

Click to Attach 

 



    

ePermit - User Manual Suruhanjaya Tinggi for Trader Module Version 2.2  85 

Figure 2.231 browse file 

 

1 Click  button to choose type of document, e.g. Partial Test Report / 

Verification Test Report 

2 Enter File Description, Test Report No., Test Report Date, and Remark (if 

any) 

3 Click  button to select the suppporting documents file from your 

PC for attachment. 

Figure 2.232  Choose file to upload 

 

4 Select the file to be attached. 

Figure 2.233 Upload the documents 

 

5 Click on upload button to attahced the document. 

6 If a message screen appears as below, the file you have attached is not in the 

listed format.  

Figure 2.234 Message alert 

 

7 Click  to return to previous screen 

8 Your file(s) must be in the listed format before you can proceed any further. 

9 Attach the correct format file to proceed. 

10 Message screen appears notifying the docoument(s) has been uploaded 

successfully. 
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Figure 2.235 Message alert 

 

11 Click  to return to Edit Certificate of Approval (Import) screen. 

12 List of attached documents will be display as below 

13 Click  to view or  to delete supporting document. 

Figure 2.236 Attached Document List 

 

 

Step 4 

 

Submission To Suruhanjaya Tenaga 

Figure 2.237 submission to suruhanjaya tenaga 

 

1 Tick  on the checkbox to agree to the condition required. 

2 Click  button to submit application. 

3 Application Submitted message screen appears. 

Figure 2.238 application submitted alert 

 

4 Click  button to proceed. 

 

 

 

 

 

Submit To OGA Button 
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Step 5 

 

Check Application Status After Submission 

Figure 2.239 Check application status 

 

 The Process Type for the old application now is Renewed. 

 The Process Type for the new application now is changed to Renewal with 

Status of “Awaiting OGA Approval”. 

 

COA - Manufacture 

Step 1 

 

Check Expiry Date 

Figure 2.240 check expiry date 

 

1 Select Application ID, SJT1612012000142 and click the application. 

NOTE: Only for approved COA with Status ‘Approved by OGA’ or ‘Rejected by OGA’ and 

within the expiry date limitation.  

New Application 

 

Old Application 
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2 View Certificate of Approval (Manufacture) appears. 

Figure 2.241  view COA 

 

3 Refer to OGA Response section to check Expiry Date as shown below. 

Figure 2.242 Expiry date 
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Step 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Application 

Figure 2.243 select application to be renewed 

 

1 Select application to be renewed. 

2 Tick  on the checkbox and click  button. 

3 If appear alert message as shown as below that means is not a requirement. 

Figure 2.244 message alert 

 

4 Click  button to proceed.  

 

 

 

 

 

 

 

 

 

 

Tick the checkbox 

 

Click to renew 
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 Figure 2.245 oga renewal 

 

5 COA Renewal – Manufacturer, Display, Sell or Advertise of Electrical 

Equipment appears. 

6 During Renewal process, you are allowed to change details of the COA. 

Figure 2.246 click to save 

 

7 Click  button to save application. 

Figure 2.247 application saved alert 

 

8 Application Saved message appears. 

9 Click  button to proceed.  

10 Edit COA Renew (Import) screen appears.  

11 Take note for the new Application ID, SJT612010000244at the top of the 
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screen as shown. 

Figure 2.248 new application id 

 

12 Click  button to proceed on adding Technical Documents. 

Figure 2.249 application saved alert 

 

13 Application Saved message appears. 

14 Click  button to proceed. 

 
 
 
 
 
 
 
 
 
 

New Application ID 

Original Application ID 
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Figure 2.250  edit COA 

 

15 Edit COA Renewal (Manufacturer) screen appears. 

16 You can remove import item during renewal however you must specify the 

reason for item removal. 

Figure 2.251 confirm delete alert 

 

17  Click  button to proceed to COA Item Removal screen. 

Figure 2.252 COA Item Renewal 

 

18 Specify the reason for item removal. 

19 Click  button to save application. 

20 Reason save alert appear 

Figure 2.253 Reason saved alert 

 

NOTE: This * remark is mandatory 
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Step 3 Attachment of Technical Documents 

Figure 2.254 attach the technical document 

 

14 Click  button to choose type of document, e.g. Partial Test Report / 

Verification Test Report 

15 Enter File Description, Test Report No., Test Report Date, and Remark (if 

any) 

16 Click  button to select the suppporting documents file from your 

PC for attachment. 

Figure 2.255  Choose file to upload 

 

17 Select the file to be attached. 

Figure 2.256 Upload the documents 

 

18 Click on upload button to attahced the document. 

19 If a message screen appears as below, the file you have attached is not in the 

listed format.  

Figure 2.257 Message alert 

 

20 Click  to return to previous screen 

21 Your file(s) must be in the listed format before you can proceed any further. 

22 Attach the correct format file to proceed. 
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23 Message screen appears notifying the docoument(s) has been uploaded 

successfully. 

Figure 2.258 Message alert 

 

24 Click  to return to Edit Certificate of Approval (Import) screen. 

25 List of attached documents will be display as below 

26 Click  to view or  to delete supporting document. 

Figure 2.259 Attached Document List 

 

 

Step 4 Submission To Suruhanjaya Tenaga 

Figure 2.260 Submission to Suruhanjaya Tenaga 

 

1 Tick  on the checkbox to agree to the condition required. 

2 Click  button to submit application. 

3 Application Submitted message screen appears. 

 
Figure 2.261 application submitted alert 

 

Submit To OGA Button 
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4 Click  button to proceed. 

Step 5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check Application Status After Submission 

Figure 2.262 check application status after submission 

 

 The Process Type for the old application now is Renewed. 

 The Process Type for the new application now is changed to Renewal with 

Status of “Awaiting OGA Verification”. 

5.1  Letter of Processing Fee  

This letter will display during status: Pending for Processing Fee onwards.  

Figure 2.263 Processing Fee Request                         

 
 Click on Processing Fee Request and below letter will be display.  

Figure 2.264 Processing Fee Letter 

New Application 

 

Old Application 
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          5.2   Letter of COA Fee 

This letter will display during status: Pending COA Fee onwards. 

  Figure 2.265 COA Fee Request 

 

 Click on COA Fee Request Button to view the COA Fee Letter as below 

  Figure 2.266 COA Fee Letter 

 

       5.3      View/Print COA  letter 

This letter will display after status: Approved by OGA onwards. 

  Figure 2.267 Display Certificate of Approval  
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Figure 2.268 Certificate of Approval 
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2.5 Editing Application 

If there is a correction, you can edit the COA or Release Letter application by selecting the 

Application ID.  

To edit a COA or Release Letter application, please follow the steps below: 

Step 1 

 

Search Application 

Figure 2.269 search application 

 

1 Search for COA or Release Letter By Application ID & Status, By Application 

Date, By OGA or By Application Type. 

NOTE: Only application with draft status can be edited. 

2 Click  button. 

 

Step 2 

 

  

Select Application  

Figure 2.270 Select application 

 

Filter By Application Date 

 

Filter By Application ID & Status 

 

Select Application 

 

Show Button 

 

Filter By Application Type 

 Filter By OGA 

 No Kerja 
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1 Click the required Application ID. 

2 Edit COA/Release Letter screen appears. 

 

Step 3 

 

 

Edit COA/COA Renew/Release Letter Screen 

Figure 2.271 edit COA/ COA Renew / Release letter 

 

1 Once you are done with the changes, click the  button. 

2 Changes will be saved. 

NOTE:  Please refer to Applying Certificate of Approval (Import/Manufacture) or 

Applying Release Letter for details. 
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2.6 Copying Application 

For your convenience, you can use information from previous application to apply for another 

application by selecting from a list of previous application. To copy an application, please 

follow the steps below: 

Step 1 

 

Search Application 

Figure 2.272 search  application 

 

1 Search for COA or Release Letter By Status, By Application Date, By OGA or 

By Application Type. 

2 Click  button. 

 

Step 2 

 

 

 Select Application  

Figure 2.273 select application and tick to delete 

 

Checkbox 

 

Filter By Application Date 

 

Filter By Application ID & Status 

 

Show Button 

 

Filter By Application Type 

 Filter By OGA 

 

Click copy 

 

No Kerja 
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1 Select an application and tick   on the checkbox. 

2 Click  button to proceed.  

 

Step 3 

 

 

Copy Certificate of Approval / Release Letter  

Figure 2.274 copy certificate of approval 
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1 Copy Certificate of Approval / Release Letter screen appears as shown 

above. 

2 Repeat all the steps in Applying Certificate of Approval / Release Letter. 

NOTE:  Please refer to Applying COA / Release Letter. 
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2.7 Deleting Application 

To reduce the number of applications listed on View COA or Release Letter screen, you can 

only delete applications with ‘Draft’ status with normal type. You cannot delete COA 

application in draft status with Renewal type. 

NOTE:  “RENEWAL DO NOT ALLOW DELETE FOR DRAFT STATUS”, system may shows the pop up 

message for information to users 'COA in draft mode for Renewal or Resubmission cannot be 

deleted' 

To delete an application, please follow the steps below: 

 

Step 1 

 

 

Delete COA/Release Letter 

Figure 2.275 delete coa / release letter 

 

1 Select a COA or Release Letter application and tick  on the checkbox 

provided. 

2 Click  button to proceed.  

Figure 2.276 confirm delete 

 

3 Click   to proceed or click  to abort. 

Checkbox 

 

Click Delete 
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2.8 Submitting Application 

 Please refer to section 2.1, 2.2 and 2.3 on applying Certificate of Approval (Import / 

Manufacture) and Release Letter. Follow the steps provided in the two sections before 

submitting the COA or Release Letter application to Suruhanjaya Tenaga. 

 

Step 1 

 

Submission To Suruhanjaya Tenaga 

Figure 2.277 submisssion to suruhanjaya tenaga 

 

1  Tick  on the checkbox to agree to the condition required. 

2 Click  button to submit application. 

3 Application Submitted message screen appears. 

Figure 2.278 application submitted alert 

 

4 Click  button to proceed. 

 

 

 

 

 

 

Click Submit To OGA  
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Figure 2.279 chack the status 

 

1 The new Application ID is displayed with status “Awaiting OGA 

Verification”. 
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2.9 View Application Status 

 

Step 1 

 

View COA / Release Letter Application Status 

Figure 2.280 view application status 

 

1 Click Suruhanjaya Tenaga menu.  

2 Click on the Application ID of the archived permit that you want to view. 

3 View COA/Release Letter screen appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select Permit Application 

 

Suruhanjaya Tenaga Menu 
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Step 3 

 

Figure 2.281 view release letter 

 

4 Go to Transaction section at the bottom of the page to view Application 

Status. 

Figure 2.282 Application Status 

 

5 Current Application Status for this permit is “Awaiting OGA Approval”. 

6 Click  button to exit the page. 
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COA/Release Letter - Application Status 

Status Description 

Draft COA/Release Letter application has not been submitted 

and can be edited. 

Awaiting OGA Approval COA/Release Letter application has been submitted and is 

awaiting for approval from OGA 

Approved By OGA Permit application has been approved by OGA 

Rejected By OGA COA/Release Letter  application has been rejected by OGA 

Verified By OGA COA/Release Letter  application has been verified by OGA 

Awaiting Customs Acknowledgement COA application is awaiting for Customs 

acknowledgement 

Acknowledged By Customs COA application has been acknowledged by Customs 

Rejected By Customs COA application has been rejected by Customs 

Permit Cancelled COA/Release Letter  has been cancelled 

Cancellation Acknowledged By 

Customs 

COA cancellation has been acknowledged by Customs 

COC COC is a Certificate of Conformity issued by SIRIM upon 

certifying the electrical goods are in accordance to 

Standard 

Pending Processing Fee Waiting for Processing Fee Payment 

Pending COA Fee Waiting for COA Fee payment. 

 

 


