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1. INTRODUCTION 
 

1.1. Document Objective 

This user guideline prepared is to assist customers of Suruhanjaya 
Syarikat Malaysia (SSM) in understanding the procedures for submitting 
refund applications through SSM’s portal, the Revenue Management 
System (RMS). 

Effective 1 October 2025, all refund applications must be submitted 
online through RMS. This new process replaces the previous methods of 
submitting refund request forms that were done manually and via e-mail, 
thereby providing customers with a more convenient and streamlined 
refund application process. There are two (2) types of refund application 
categories available for SSM customers as follows: 

i. Refund applications submitted through the Refund Form; and 

ii. Refund applications submitted through the “My Transactions” 
feature. This type is ONLY applicable to customers who have 
made payment transactions through the following portals: 

(a) Xcess; 

(b) Asset Management System (AMS); 

(c) Sistem Pengurusan Stor (SPS);  

(d) E-Perolehan (EP); 

(e) Corporate Registry System (CRS); and 

(f) Malaysian Business Reporting System (MBRS). 

 

1.2. Scope 

This manual provides step-by-step guidance to customers on the 
following: 

i. Logging in to the RMS Portal; 

ii. Completing and submitting a refund application through the 
Refund Form or My Transactions; 

iii. Uploading supporting documents related to the refund 
application; and 
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iv. Tracking refund status after submission. 

 

 

2. ACCESSING THE RMS PUBLIC PORTAL 
 

This section explains the procedures to access the RMS portal through the 
SSM4U website and navigate to the Refund Menu. 

To submit a refund application, customers must log in to the RMS Portal 
using their registered SSM4U credentials. 

 

2.1. Login 
 

(a) Visit the SSM4U website at https://ssm4u.com.my/ and click the 
“Login” button. 

 

 

   
  

  

https://ssm4u.com.my/
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(b) Enter the registered e-mail and password. 
 

 
 
(c)  
Notes: 

i. Click “Forgot Password” to reset the password.   

ii. Click “Register a New Account” to create a new account. No 
supporting documents are required upon registration of new users 
to access RMS portal. 

iii. Click “Help” to access the SSM4U user guidelines. 
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(d) Click the RMS logo to access the RMS portal.  

 

 
 

 
(e) Once on the RMS page, log in using the ID and password 

registered with SSM4U. 
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3. REFUND APPLICATION VIA THE REFUND FORM 
 

3.1. Submission of the refund application.  

This section explains step-by-step process to complete and submit the 
Refund request through the Refund Form. Ensure that all required 
information is complete and entered accurately in each section to avoid 
any delays in processing the application. 

Click the menu Refund, then select Refund Form on the dashboard: 

 

 

 
3.1.1. Customer Information. 

This section captures the customer’s personal information, which 
will be used for identity verification and communication 
throughout the refund process. 

Please provide the following information: 

i. Full Name; 
ii. E-mail Address; 
iii. Phone Number; and 
iv. Residential Address. 
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Note: Ensure the email address and phone number provided are valid and contactable. 

 

3.1.2. Receipt Information. 

These details are usually stated on the receipt issued by SSM. 

Please provide the following:  

i. Receipt Number – If the refund application involves 
duplicate payments, customer may enter more than one 
(1) receipt number. 

ii. Receipt Amount – Refund amount requested. 

iii. Reference Number - If it is related to duplicate payment, 
please provide all relevant transaction reference 
numbers for verification and validation by SSM. 

iv. Transaction ID – If the request is related to duplicate 
payment, please provide all relevant transaction IDs for 
verification and validation by SSM.  

v. Entity Name – Entity name display in the receipt. 

vi. Entity Type (e.g.: Individual (Business)/ Company/ LLP) 

vii. Entity Number (e.g.: IC Number/ Co. Registration No) 

 

 

**Please refer to the screen below. 
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Note: Customers are required to complete all payment details in the fields provided 
on the screen. Kindly refer to the receipt issued by SSM. 

 

3.1.3. Payment Details 

Customers are required to provide the payment details related to 
the refund request. 

i. Enter the relevant payment details as stated in the official 
receipt, including the description, quantity and amount 
related to the refund request. 

ii. Ensure that all information entered matches the original 
receipt. All fields must be completed for the refund request 
to be processed. 

iii. If there is more than one transaction, repeat the payment 
details entry for each transaction submitted for a refund. 

 

 

Note: Please ensure that all information of each payment detail is completed in full. 
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3.1.4. Payee Bank Information 

Bank account information is required for the refund process. 
Please complete the following information: 

i. Bank Name; 

ii. Bank Account Number; 

iii. Account Holder’s Name; 

iv. Identity Type (e.g.: NRIC, Passport Number); and 

v. Identity Number. 

 

 
Note: Please ensure that all bank information is accurate to avoid failed transactions 
or delays in payment processing by the bank. 

 

3.1.5. Receipt and Supporting Documents 

Customers are required to upload the payment receipt and any 
other supporting documents relevant to the refund request.  

Upload requirements: 

i. Official receipt (mandatory); and 

ii. Supporting documents or any additional proof of payment 
(optional). 

 

 

Note: Ensure that all uploaded files are clear and readable. Unreadable files may result 
in the refund request being rejected due to incomplete submission of the supporting 
documents.  
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3.1.6. Other Information 

This section contains optional fields such as: 

i. Remarks or justifications for the refund request; and 

ii. Additional notes (if any). 

 

 

Note: Use this section if the refund request requires further explanation or clarification. 
 

3.1.7. Submitting the Refund Request 

After completing all sections, customer should: 

i. Review all entered information; 

ii. Confirm that all uploaded documents are correct; 

iii. Click “Submit”; and 

iv. A confirmation screen will appear, and a confirmation e-
mail will be sent to the customer’s registered email 
address. 

 
The processing time takes up to 30 working days, depending on 
the nature of refund and the verification process. 
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4. REFUND APPLICATION VIA MY TRANSACTIONS 
 

4.1. Submission refund request through “My Transactions” - Direct Refund 
Application (Appeal) 

Select “My Transactions” menu under the “Refund” tab. The system will 
display the payment transaction history for payments made through the 
following portals:  

(a) Xcess; 

(b) Asset Management System (AMS); 

(c) Sistem Pengurusan Stor (SPS); 

(d) E-Perolehan (EP); and 

(e) Corporate Registry System (CRS). 
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Click the “View” button for the selected transaction submitted for a 
refund request. The customer will be redirected to the Direct Refund 
Application (Appeal) page. The customer’s payment details from the 
SSM portal, as described in Section 4.1.1 will be displayed. 

 

 

4.1.1. Direct Refund (Appeal) Application 
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4.1.2. Payee Bank Information  

SSM requires the customer’s bank account details to process the 
refund application. 

Please provide the following information: 

i. Bank Name; 

ii. Bank Account Number; 

iii. Account Holder’s Name; 

iv. Identity Type (e.g., NRIC, Passport Number); and 

v. Identity Number. 
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Note: Please ensure that all mandatory fields marked with “*” are completed 
accurately to avoid transaction failures or delays in the refund payment process. 

 

4.1.3. Historical Table 

This section displays the history and status of refund requests 
that have been successfully processed. Customers can check the 
status of their refund requests at any time. 
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4.1.4. Submitting the Refund Request 

After completing all required sections, customers should: 

i.  Review all entered information. 

ii. Confirm that all uploaded documents are correct. Click the 
“Request Refund” button. 

iii. A confirmation screen will be displayed, and a confirmation 
e-mail will be sent to the customer’s registered e-mail 
address. 

 
The processing time takes up to 30 working days, depending on 
the nature of refund and the verification process. 

 

 

 

4.2. Submission refund request through “My Transactions” - Refund Slip-01 

 

For refund applications under this category, customers will receive an e-
mail as shown below. Please click the following link RMS Public Portal 
Link. 

 

https://rmsstg.ssm4u.com.my/rms/home
https://rmsstg.ssm4u.com.my/rms/home
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Please select “My Transactions” to view payment history from supported 
portals:  

(a) Malaysian Business Reporting System (MBRS). 

 

 

 

To locate the transaction to be refunded, please refer to any of the 
following reference types provided in the e-mail: 

i. Order Reference Number; or 

ii. Transaction ID; or 

iii. Refund Slip Number 

 

Please use the “Search By” option and select the relevant reference 
type. Then, enter the reference number in the “Enter Here” field and 
click the “Search' button”. 

 

 

 

Click the “View” button for the relevant transaction and the user will be 
redirected to the “Refund Submit Bank Information” details page. 
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4.2.1. Submission of Bank Information for the Refund Process 
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4.2.2. Payee Bank Information  

SSM requires the customer’s bank account details to process the 
refund application. 

Please provide the following information: 

i. Bank Name; 

ii. Bank Account Number; 

iii. Account Holder’s Name; 

iv. Identity Type (e.g., NRIC, Passport Number); and 

v. Identity Number. 
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Note:  Please ensure that all mandatory fields marked with “*” are completed 
accurately to avoid transaction failures or delays in the refund payment process. 

 

4.2.3. Historical Table 

This section displays the history and status of refund requests 
that have been successfully processed. Customers can check the 
status of their refund application at any time. 
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4.2.4. Submitting the Refund Request. 

After completing all required sections, customers should: 

i.  Review all entered information; 

ii. Confirm that the uploaded documents are correct; and 

iii. Click the “Submit” button. 

 

The processing time takes up to 30 working days, depending on 
the nature of refund and the verification process. 

 

 

 
 

 

5. REFUND STATUS CHECK 

5.1. Checking Refund Status 

After submitting the refund application, customers can check the status 
of their refund request using the relevant reference number.  

Click the “View” button for the relevant transaction. Customers will be 
redirected to the “Refund Submit Bank Information” page.  
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Historical Table 

This section displays the history and status of the refund requests that 
have been successfully processed. Customers can check the status of 
their refund application at any time.  

  

 
 

5.2. Notification of Refund Submission 

After submitting the refund request, customer will receive notifications 
via e-mail. Please check the registered email inbox regularly for the 
following notifications: 

i. Submission confirmation – Customer will receive an 
acknowledgement after submitting the refund request in the system.  
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ii. Refund application status updates (e.g., under review, approved or 
rejected). 

 

 

iii. Required follow-up actions (if any) 

All notifications will be sent through the RMS system to the customer’s 
registered email address used during login. 
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