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1 Introduction 

This comprehensive user manual provides authorised users with guidance on 

how to use the Company Information Update (CIU) module for Registrar of 

Companies (ROC) within the Corporate Registration System (CRS). It outlines 

instructions for updating selected company information recorded in the 

registry, ensuring that company records remain up to date, accurate, and in 

compliance with the relevant statutory requirements. 

The manual includes an overview of the system functions, user roles, 

navigation and key procedures. 

Users must have valid CRS access and the appropriate permissions to perform 

the transactions described in this manual. 
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1.1 Intended Users 

No. Roles Description 

1. Company 
Secretary 

A verified professional user who is a member of a 
recognised professional body and holds a valid 
Practising Certificate to act as a Company Secretary. 

2. Maker A verified individual user that is registered on behalf 
of the Company Secretary. This user is not 
authorised to act as a lodger or submit lodgements.      

3. Director A verified individual user, who is also the director of 
a company. 

4. Agent An Agent refers to a verified individual user or body 
corporate entity acting as an intermediary for a 
Foreign Company and authorised to perform 
lodgements on behalf of the Foreign Company. 

5. Substantial 
Shareholder 

A verified user, who is also registered as Substantial 
Shareholder of a company. 

6. V-User A verified user, who has registered as SSM4U User.   
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1.2 Pre-requisite Users 

i. The Company Secretary must be a registered Public User and an 

authorised user with an active Licence Certificate, an active SSM 

Practising Certificate Number and must not be blacklisted.  

ii. The Maker must be a registered Public User and an authorised user 

where the user must be registered as Maker for the Company 

Secretary. 

iii. The Director must be a registered Public User and an authorised user 

where the user must be registered to the company. 

iv. The Agent must be a verified user, who is also intermediary personnel 

for Foreign Company. 
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2 Constitution 

2.1 Notification of Lodgement of Constitution (Section 32) 

2.1.1 Non-CLBG Company 

Field 

Num. 

Description 

1 After successfully logging in, the user will be redirected to the 

Dashboard. From there, navigate to the Application menu located in 

the Top Navigation Bar. 

 

2 Click on Application -> Register of Company (ROC) -> Company 

Information Update > Constitution > Notification of Lodgement 

of Constitution (Section 32). 
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Field 

Num. 

Description 

3 
The user can enter either the Old Registration Number, New 

Registration Number or Company Name for Non-CLBG Company. 

After entering the information, click the Search button. 

 

Note: The field supports wildcard search, allowing it to display all 

registered companies under the user’s account. 
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Field 

Num. 

Description 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to tick the confirmation checkbox in the 

Confirmation section. 

 

After the checkbox is ticked, the system will display the Details of 

Constitution, Business Code, Upload Constitution File, and 

Declaration sections. 
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Field 

Num. 

Description 

 

6 The user is required to fill in the Date of Resolution and Minimum 

Number of Directors in the Details of Constitution section. 

 

Note: The system will validate the Company Type based on the 

minimum number of directors required. A Public Company must have 

at least two (2) directors, while a Private Company must have at 

least one (1) director. If the user enters a number lower than the 

required minimum, the system will display an error pop-up message. 

7 The system will display the existing Business Code/Description and 

Object Clause in Constitution in the Business Code section. 
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Field 

Num. 

Description 

 

The user may add a new Business Code, if required, by clicking the 

Add button. For each Business Code/Description, the user is 

required to fill in the details in the Object Clause in Constitution 

field. 

 

After the user clicks the Add button, the system will display the 

Business Code screen. The user is required to fill in the Business 

Code/Description and Object Clause in Constitution fields. Once 

completed, the user clicks the Save button and will be redirected back 

to the main screen. 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 13 of 465 

 

 

Field 

Num. 

Description 

Note: The system will validate that the company has at least one 

Business Code during lodgement submission. If the required 

minimum is not met, the system will display an error pop-up message. 

8 The user is required to upload the Full Set of Constitution in the 

Upload Constitution section. 

 

9 The user must tick the Declaration checkbox. 

 

Note: If the checkbox is not selected, the system will display an inline 

error message. 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

Note: This section is optional. 
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Field 

Num. 

Description 

11 In the Declaration section, the user is required to tick the 

Declaration checkbox and verify that the lodger information is 

displayed correctly. 

 

12 In the Fee section, the system will display the Payment Details 

required for submission of the lodgement. If no payment is applicable, 

the payment details will not be shown on the screen. 

 

13 The user must click the Preview Submission button and will be 

redirected to the Preview Submission screen. 
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Field 

Num. 

Description 

 

 

The user can download the PDF by clicking the Download PDF button. 

Finally, the user must click the Submit & Make Payment button. 

 

Note: If no payment is required, the system will display a Submit 

button instead. 

14 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 16 of 465 

 

 

Field 

Num. 

Description 
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Field 

Num. 

Description 
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2.1.2 CLBG Company 

 
Repeat Steps 1 – 2 from previous Section 2.1.1: Non-CLBG Company 

 
Field 
Num. 

Description 

1 The user can enter either the Old Registration Number, New 

Registration Number or Company Name for CLBG Company. After 

entering the information, click the Search button. 

 

Note: The field supports wildcard search, allowing it to display all 

registered companies under the user’s account. 
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Field 
Num. 

Description 

 

2 The system will display a pop-up notification stating: “CLBG 
Constitution already Lodge during incorporation. To Amend 

please apply through Amend of Constitution (S36).” A 

notification message will pop-up on the screen. 
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2.2 Notification Amendment, Abolish, Alter/Replace or Revoke 
Constitution (Section 36 / 37) 

2.2.1 Non-CLBG Company 

2.2.1.1 Abolishment of Constitution 

 
Field 
Num. 

Description 

1 After successfully logging in, the user will be redirected to the 

Dashboard. From there, navigate to the Application menu located in 

the Top Navigation Bar. 

 
2 Click on Application -> Register of Company (ROC) -> Corporate 

Information Updates -> Constitution -> Notification and 
Lodgement of Alteration or Amendment to the Constitution 
(Section 36(3) or 37 (2)). 

 
3 

The user may enter the Old Registration Number, New 

Registration Number or Company Name for a Non-CLBG 

company with an active constitution. Once the information has 
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Field 
Num. 

Description 

been entered, the user should click the Search button. If the company 

entered does not have an active constitution, the system will prevent 

the user from proceeding and display the following prompt: “There is 

no existing Constitution lodged for the company. Please lodge 
a new constitution via Notification of Lodgement of 
Constitution - Section 32.” 

Note: The field supports wildcard search, allowing it to display all 

registered companies under the user’s account. 
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Field 
Num. 

Description 

  

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 
5 The user needs to select the Option - Abolition of Constitution and 

Input Minimum Number of Director. 
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Field 
Num. 

Description 

Note: The system will validate the Company Type based on the 
minimum number of directors required. A Public Company must have 
at least two (2) directors, while a Private Company must have at 
least one (1) director. If the user enters a number lower than the 
required minimum, the system will display an error pop-up message. 

6 The user is required to select a Submission Option for the 

lodgement: 

a. If the user selects Court Order (Section 37), the user must 
complete the mandatory fields, including Court Location, Date 
of Court Order, Court Case Number, Court Case 
Details/Summary, and upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is 

optional. 

b. If the user selects Special Resolution, the user must complete 
the mandatory fields, including Date of Resolution and 
Abolishment Date of Constitution. 

 
 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
Note: This section is optional. 

8 In the Declaration section, the user is required to tick the 

Declaration checkbox and verify that the lodger information is 

displayed correctly. 

 
9 In the Fee section, the system will display the Payment Details 

required for submission of the lodgement. If no payment is applicable, 

no payment details will be shown on the screen. 
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Field 
Num. 

Description 

10 The user must click the Preview Submission button and will be 

redirected to the Preview Submission screen. 

 

 
The user can download the PDF by clicking the Download PDF button. 

Finally, the user must click the Submit & Make Payment button. 

 
 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 26 of 465 

 

 

Field 
Num. 

Description 

Note: If no payment is required, the system will display a Submit 

button instead. 

11 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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2.2.1.2 Replacing New Constitution (Steps 5 – 14) 

 
Repeat Steps 1 – 4 from previous 2.2.1.1: Abolishment of Constitution 
 

Field 
Num. 

Description 

1 The user is required to select the Abolition/ Alteration of 

Constitution and Alteration of the whole Constitution by 

replacing it with a new Constitution option. The user must then 

provide the Summary of Changes and enter the Minimum Number 
of Directors in the Details of Constitution section. 

 
Note: The system will validate the Company Type based on the 
minimum number of directors required. A Public Company must have 
at least two (2) directors, while a Private Company must have at 
least one (1) director. If the user enters a number lower than the 
required minimum, the system will display an error pop-up message. 

2 The system will display the existing Business Code/Description and 

Object Clause in Constitution in the Business Code section. 

 
The user may add a new Business Code, if required, by clicking the 

Add button. For each Business Code/Description, the user is 
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Field 
Num. 

Description 

required to fill in the details in the Object Clause in the Constitution 

field. 

 
After the user clicks the Add button, the system will display the 

Business Code screen. The user is required to fill in the Business 
Code/Description and Object Clause in Constitution fields. Once 

completed, the user clicks the Save button and will be redirected back 

to the main screen. 

 
 
Note: The system will validate that the company has at least one 

Business Code during lodgement submission. If the required 

minimum is not met, the system will display an error pop-up message. 

3 The user is required to upload the Full Set of Constitution in the 

Upload Constitution section. 

 
6 The user must tick the Declaration checkbox. 
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Field 
Num. 

Description 

 
Note: If the checkbox is not selected, the system will display an inline 

error message. 

7 The user is required to select a Submission Option for the 

lodgement: 

a. If the user selects Court Order (Section 37), the user must 
complete the mandatory fields, including Court Location, Date 
of Court Order, Court Case Number, Court Case 
Details/Summary and upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is 

optional. 

b. If the user selects Special Resolution, the user must complete 
the mandatory fields, including Date of Resolution, 
Abolishment Date of Constitution and Adoption Date of 
Constitution. 
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Field 
Num. 

Description 

 
8 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
Note: This section is optional. 

9 In the Declaration section, the user is required to tick the 

Declaration checkbox and verify that the lodger information is 

displayed correctly. 
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Field 
Num. 

Description 

9 In the Fee section, the system will display the Payment Details 

required for submission of the lodgement. If no payment is applicable, 

no payment details will be shown on the screen. 

 
10 The user must click the Preview Submission button and will be 

redirected to the Preview Submission screen. 

 

 
The user can download the PDF by clicking the Download PDF button. 

Finally, the user must click the Submit & Make Payment button. 
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Field 
Num. 

Description 

 
Note: If no payment is required, the system will display a Submit 

button instead. 

11 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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2.2.1.3 Amendments Made to Clauses (Steps 3 – 4) 

 
Repeat Steps 1 – 4 from previous 2.2.1.1: Abolishment of Constitution 
 

Field 
Num. 

Description 

1 The user is required to select the Amendments Made to Clauses 

option, provide the Summary of Changes and enter the Minimum 

Number of Directors in the Details of Constitution section. 

 
Note: The system will validate the Company Type based on the 
minimum number of directors required. A Public Company must have 
at least two (2) directors, while a Private Company must have at 
least one (1) director. If the user enters a number lower than the 
required minimum, the system will display an error pop-up message. 

2 The system will display the existing Business Code/Description and 

Object Clause in Constitution in the Business Code section. 

 
The user may add a new Business Code, if required by clicking the 

Add button. For each Business Code/Description, the user is 

required to fill in the details in the Object Clause in Constitution 

field. 
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Field 
Num. 

Description 

 
After the user clicks the Add button, the system will display the 

Business Code screen. The user is required to fill in the Business 

Code/Description and Object Clause in Constitution fields. Once 

completed, the user clicks the Save button and will be redirected back 

to the main screen. 

 
Note: The system will validate that the company has at least one 

Business Code during lodgement submission. If the required 

minimum is not met, the system will display an error pop-up message. 

3 The user is required to upload the Full Set of Constitution in the 

Upload Constitution section. 

 
4 The user must tick the Declaration checkbox. 
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Field 
Num. 

Description 

 
Note: If the checkbox is not selected, the system will display an inline 

error message. 

5 The user is required to select a Submission Option for the 

lodgement: 

a. If the user selects Court Order (Section 37), the user must 
complete the mandatory fields, including Court Location, Date 
of Court Order, Court Case Number, Court Case 
Details/Summary and upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is 

optional. 

b. If the user selects Special Resolution, the user must complete 
the mandatory fields, including Date of Resolution and 
Amendment Date Made to Clauses. 
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Field 
Num. 

Description 

 
6 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
Note: This section is optional. 

7 In the Declaration section, the user is required to tick the 

Declaration checkbox and verify that the lodger information is 

displayed correctly. 
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Field 
Num. 

Description 

8 In the Fee section, the system will display the Payment Details 

required for submission of the lodgement. If no payment is applicable, 

no payment details will be shown on the screen. 

 
9 The user must click the Preview Submission button and will be 

redirected to the Preview Submission screen. 

 

 
The user can download the PDF by clicking the Download PDF button. 

Finally, the user must click the Submit & Make Payment button. 
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Field 
Num. 

Description 

 
Note: If no payment is required, the system will display a Submit 

button instead. 

10 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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2.2.2 CLBG Company 

 

Field 
Num. 

Description 

1 After successfully logging in, the user will be redirected to the 

Dashboard. From there, navigate to the Application menu located 

in the Top Navigation Bar. 

 
2 Click on Application -> Register of Company (ROC) -> Corporate 

Information Updates -> Constitution -> Notification and 
Lodgement of Alteration or Amendment to the Constitution 
(Section 36(3) or 37 (2)). 

 
3 

The user may enter the Old Registration Number, New Registration 

Number, or Company Name for a CLBG company and then click the 

Search button. The system will validate whether the CLBG company 

has obtained approval from the Corporate Administration (CA) Module.  
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Field 
Num. 

Description 

 

Note: If approval has not been granted, the system will prevent the 

user from proceeding and display a pop-up notification: “Please 

Request Approval from Minister/Registrar under Corporate 

Admin Module before proceeding with this section.” and     

“Proceed to Corporate Admin Module” button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 
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Field 
Num. 

Description 

 

5 System will display all the details that been approved by Corporate 

Admin (CA) Module. The user needs to update the Minimum Number 

of Directors. 

 

6 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

Note: This section is optional. 
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Field 
Num. 

Description 

7 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
8 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit” button. 

  

9 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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3  Address 

3.1 Notification or Lodgement of Change in the Address of the 
Registered Office (Section 46(3), 567(1)(d) or 567(1)I) 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Address > Notification 

or Lodgement of Change in the Address of the Registered Office 

(Section 46(3), 567(1)(d) or 567(1)I) 
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Field 
Num. 

Description 

 

3 Notification or Lodgement of Change in the Address of the Registered 

Office (Section 46(3), 567(1)(d) or 567(1)I) form will be displayed. The 

user may enter the company’s Old Registration Number, New 

Registration Number or Company Name. Please ensure that the status of 

selected company is “Existing” status and Type of Company should be 

“Local” or “Foreign”. After entering the required information, click the 

Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 
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Field 
Num. 

Description 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is optional. 
 

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 
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Field 
Num. 

Description 

 

6 System will display section “Address” and the sub-section will be 
displayed based on Company Type. 
 

1. If Company Type=Local, please refer 6a. 
2. If Company Type=Foreign, please refer 6b. 

6a Screen will display sub-section “Registered Address, Business Days 
and Business Hours”. User is required to complete all mandatory fields. 

 

6b The user is required to select which address user would like to change 
for the lodgement: 

1. If the user selects “Local Address”, the user must complete the 
mandatory fields in section “Local Address, Business Days and 
Business Hours” including Business Days, Business Hours and 
Date of Change. 
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Field 
Num. 

Description 

 
  

2. If the user selects “Foreign Address”, the user must complete 
the mandatory fields in section “Foreign Address, Business 
Days and Business Hours” including Business Days, Business 
Hours and Date of Change. 

 
Note: User may select to submit changes for both Local and Foreign 
Address in one (1) lodgement. 
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Field 
Num. 

Description 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 
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Field 
Num. 

Description 

   

10 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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3.2 Notification Where Documents Are Not Kept at Registered 
Office (Section 47(2) & 47(3)) 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Address > Notification 

of the Place Where Documents Are Kept or Any Change in Its 

Address (Section 47(2) or 47(3)) 

 

3 Notification of the Place Where Documents Are Kept or Any Change in Its 

Address (Section 47(2) or 47(3)) form will be displayed. The user may 

enter the company’s Old Registration Number, New Registration Number 

or Company Name. Please ensure that the status of selected company is 
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Field 
Num. 

Description 

“Existing” status and Type of Company should be “Local” or “Foreign” 

After entering the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 
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Field 
Num. 

Description 

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 

 

6 The user is required to select Type of Application for the lodgement: 
  

1. If the user selects “New Documents (Section 47(2))”, please 
refer to item 6a. 

2. If the user selects “Change Existing Document (Section 
47(3))”, please refer to item 6b. 

  
Note: User may select to submit both New Documents (Section 
47(2)) and Change Existing Document (Section 47(3)) in one (1) 
lodgement.’ 

6a Screen will display section “New Documents (Section 47(2))”. Users 
need to click button “Add”. 
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Field 
Num. 

Description 

 
System will redirect user to the screen “Add Type of Document Kept” 
where user is required to complete all mandatory fields. Next, click 
“Save”. 

 
 

6b Screen will display Section “Change Existing Documents (Section 
47(3))”. The user needs to click hyperlink “View All Documents”. 
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Field 
Num. 

Description 

System will redirect user to screen “List of Documents Kept (Section 
47(3))” where user can view existing Type of Documents of the 
company. 
 

1. If user want to make an update, user can Click button “Edit” under 
Column Action. User is required to complete all mandatory fields 
and click button “Save”. 

 

 
  

2. If user want to remove record, user can click button 
“Discontinue” under Column Action. User is required to complete 
all mandatory field and click button “Save”. 
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Field 
Num. 

Description 

 
 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 
Declaration checkbox and click the Preview Submission button.
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Field 
Num. 

Description 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 

 

10 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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3.3 Lodgement of Notice of Address, Change, or Discontinuance of 
Branch Register of Members (Section 53(2)) 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company (ROC) 

-> Company Information Update -> Address > Lodgement of 

Notice of Address, Change, or Discontinuance of Branch Register 

of Members (Section 53(2)) 

 

3 Lodgement of Notice of Address, Change or Discontinuance of Branch 

Register of Members (Section 53(2)) form will be displayed. The user may 

enter the company’s Old Registration Number, New Registration Number 
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Field 
Num. 

Description 

or Company Name. Please ensure that the status of selected company is 

“Existing” status and Type of Company should be “Local” after entering 

the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 66 of 465 

 

 

Field 
Num. 

Description 

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 

 

6 At Section “Branch Register”, user can choose to: 
  

1. If user choose to add new branch Register, user need to click 
button “Add”. Then, user is required to complete all mandatory 
fields and click “Save”. 
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Field 
Num. 

Description 

 
 

2. If user chooses to update existing Branch Register record, user 
needs to click hyperlink “View All Branch Register” and click 
“Edit” on selected record. Then, user is required to complete all 
mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 
3. If user chooses to discontinue Existing Branch Register Record, 

user needs to click hyperlink “View All Branch Register” and 
click “Discontinue” on selected record. Then, user is required to 
complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied then click 

“Submit”. 

 

10 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement.  

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 71 of 465 

 

 

Field 
Num. 

Description 

 

 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 72 of 465 

 

 

3.4 Notification of Closure of the Register of Members (Section 
55(3)) 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Address > Notification 

of Closure of the Register of Members (Section 55(3)). 

 

3 Notification of Closure of the Register of Members (Section 55(3)) form 

will be displayed. The user may enter the company’s Old Registration 
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Field 
Num. 

Description 

Number, New Registration Number or Company Name. Please ensure 

that the status of selected company is “Existing” status and Type of 

Company should be “Local” or “Foreign”. After entering the required 

information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 
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Field 
Num. 

Description 

5 At the section “Close Register of Members”, user needs to click button 
“Add”. Then, user is required to complete all mandatory fields and click  
“Save”.  

 

 
Note: Total Remaining Day is referring to the balance of days that the 
company can use to submit “Section 55(3)” for the branch under the 
company. 

6 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

Note: This section is optional. 
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Field 
Num. 

Description 

7 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

8 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 

 

9 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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3.5 Notification of Change in the Business Address or in the 
Nature of Business (Practice Directive 2/2017) 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Address > Notification 

of Change in the Business Address or in the Nature of Business 

(Practice Directive 2/2017). 
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Field 
Num. 

Description 

 

3 Notification of Change in the Business Address or in the Nature of 

Business (Practice Directive 2/2017) form will be displayed. The user may 

enter the company’s Old Registration Number, New Registration Number 

or Company Name. Please ensure that the status of selected company is 

“Existing” status and Type of Company should be “Local” or 

“Foreign”. After entering the required information, click the Search 

button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 
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Field 
Num. 

Description 

  

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 
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Field 
Num. 

Description 

6 System will display section “Notification of Change in the Business 

Address and/or Nature of Business (Practice Directive 2/2017)” 

and user is required to select what type of application user wants to 

lodge. 

 

1. If the user wants to lodge “Update Business/ Branch 

Address”, please refer to item 6a.  

2. If the user wants to lodge “Update Nature of Business”, please 

refer to item 6b. 

3. If the user wants to lodge “Update Business URL Address”, 

please refer to item 6c. 

Note: User may select to submit all three (3) types of applications in one 

(1) lodgement. 

6a User selects option “Update Business/ Branch Address”. 
 

1. If user wants to add new record, user needs to click button “Add”. 
Then, user is required to complete all mandatory fields and click 
“Save”. 
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Field 
Num. 

Description 

 
2. If user wants to add update existing record, user needs to click 

hyperlink “View All Address” and click “Edit” on selected 
record. Then, user is required to complete all mandatory fields and 
click “Save”. 
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Field 
Num. 

Description 

 
3. If user wants to add discontinue existing record, user needs to 

click hyperlink “View All Address” and click “Discontinue” on 
selected record. Then, user is required to complete all mandatory 
fields and click “Save”. 
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Field 
Num. 

Description 

6b The user selects option “Update Nature of Business” where user is 

required to complete all mandatory fields. 

 

6c The user selects option “Update Business URL Address” where user 

is required to complete all mandatory fields. 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

Note: This section is optional. 
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Field 
Num. 

Description 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied then click 

“Submit”. 

 

10 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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3.6 Notification of the Place Where Copies of Director’s Service 
Contracts Are Kept or Any Change in the Place (Section 
232(4)(a) or (b)) 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Address > Notification 

of the Place Where Copies of Director’s Service Contracts Are 

Kept or Any Change in the Place (Section 232(4)(a) or (b)) 
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Field 
Num. 

Description 

3 Notification of the Place Where Copies of Director’s Service Contracts Are 

Kept or Any Change in the Place (Section 232(4)(a) or (b)) form will be 

displayed. The user may enter the company’s Old Registration Number, 

New Registration Number or Company Name. Please ensure that the 

status of selected company is “Existing” status and Type of Company 

should be “Local”. After entering the required information, click the 

Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 
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Field 
Num. 

Description 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is optional. 

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 

 

 

6 
Screen will display section “Contract of Services of Directors”. 

1. If user wants to add new record, please refer to item 6a. 
2. If user wants to Update existing record, please refer to item 6b. 
3. If user wants to Discontinue existing record, please refer to 

item 6c. 

6a 
The user needs to click button “Add”. Then, user is required to complete 
all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

6b 
Users need to click on hyperlink “View All Contract of Services” and 
click “Edit” Button. Then, user is required to complete all mandatory 
fields and click “Save”. 
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Field 
Num. 

Description 

 

 

6c 
Users need to click on hyperlink “View All Contract of Services” and 
click “Discontinue” button. Then, user is required to complete all 
mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 

 

10 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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4 Solvency Statement 

4.1 Notification of Solvency Statement – Redemption (Section 72 
(6)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update ->Solvency Statement> 

Lodgement of Solvency Statement (Section 113)  
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Field 
Num. 

Description 

3 
 

The Lodgement of Solvency Statement (Section 113) form will be 

displayed. The user may enter the company’s Old Registration Number, 

New Registration Number or Company Name. Please ensure that the 

status of selected company is “Existing”. After entering the required 

information, click the Search button. 

 

4 The system will automatically populate the company’s details section as 

below.  
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Field 
Num. 

Description 

5 In the Solvency Statement sub-section, the user is required to select 

“Redemption (Section 72(6))” from the “Solvency Statement 

For” dropdown list. Once the selection is made, the user must complete 

the following mandatory fields: 

1. Upload Solvency Statement 

2. Date of Solvency Statement 

3. Date of Redemption 

Note: The user may click the “Solvency Statement Template 

(Sample)” hyperlink to view the sample as guidance. 

 

6 In the List of Directors Signed the Solvency Statement sub-

section, the user needs to click “View all Directors” hyperlink. 

 

System will redirect to screen “View All Directors” where all the 

Existing Directors in the company will be displayed. 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 100 of 465 

 

 

Field 
Num. 

Description 

 

7 The user needs to select all the directors that have signed the Solvency 

Statement and click button “Save”. The selected directors will appear 

under the List of Directors who signed the Solvency Statement. 

 

8 User is required to indicate whether the solvency statement is made 

by an Alternate Director. 

1. Select Yes if the solvency statement is made by an Alternate 

Director and choose the Alternate Director’s name from the 

column provided. 

2. Select No if the solvency statement is not related to an 

Alternate Director. 

The user must also enter the Date of Signature. 

To remove an existing record, click the “Dustbin” icon. 
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Field 
Num. 

Description 

 

9 The user needs to tick the checkbox “All directors have signed the 

solvency statement”. 

 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

11 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 
12 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

13 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 104 of 465 

 

 

Field 
Num. 

Description 
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4.2 Notification of Solvency Statement – Reduction of Share 
(Section 117 (1) (3)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update ->Solvency Statement> 

Lodgement of Solvency Statement (Section 113)  
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Field 
Num. 

Description 

3 
 

The Lodgement of Solvency Statement (Section 113) form will be 

displayed. The user may enter the company’s Old Registration Number, 

New Registration Number or Company Name. Please ensure that the 

status of selected company is “Existing”. After entering the required 

information, click the Search button. 

 

4 The system will automatically populate the company’s details section as 

below.  

 

5 In the Solvency Statement sub-section, the user is required to select 

“Reduction of Share (Section 117 (1) (3))” from the “Solvency 
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Field 
Num. 

Description 

Statement For” dropdown list. Once the selection is made, the user 

must complete the following mandatory fields: 

1. Upload Solvency Statement 

2. Date of Solvency Statement 

3. Date of Resolution 

Note: The user may click the “Solvency Statement Template 

(Sample)” hyperlink to view the available upload template.  

 

6 In the List of Directors Signed the Solvency Statement sub-

section, The user needs to click on “View all Directors” hyperlink. 

 

System will redirect to screen “View All Directors” where all the 

existing Directors in the company will be displayed. 
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Field 
Num. 

Description 

 

7 The user needs to select all the directors that have signed the Solvency 

Statement and click “Save”. The selected directors will appear under 

the List of Directors who signed the Solvency Statement. 

 

8 User is required to indicate whether the solvency statement is made 

by an Alternate Director. 

1. Select Yes if the solvency statement is made by an Alternate 

Director and choose the Alternate Director’s name from the 

column provided. 

2. Select No if the solvency statement is not related to an 

Alternate Director. 

The user must also enter the Date of Signature. 

To remove an existing record, click the “Dustbin” icon. 
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Field 
Num. 

Description 

 

9 The user needs to tick the checkbox “All directors have signed the 

solvency statement.” 

 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

11 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 
12 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 

 

13 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 113 of 465 

 

 

4.3 Notification of Solvency Statement – Financial Assistance 
(Section 126(5)) 

Note: The Solvency Statement under this section is only required at the 
company’s level. However, the system allows this lodgement to be submitted as 
an optional filing, if required. 
 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update ->Solvency Statement> 

Lodgement of Solvency Statement (Section 113)  
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Field 
Num. 

Description 

 
3 
 

The Lodgement of Solvency Statement (Section 113) form will be 

displayed. The user may enter the company’s Old Registration Number, 

New Registration Number or Company Name. Please ensure that the 

status of selected company is “Existing”. After entering the required 

information, click the Search button. 

 

4 The system will automatically populate the company’s details section as 

below.  
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Field 
Num. 

Description 

 

5 In the Solvency Statement sub-section, the user is required to select 

“Financial Assistance (Section 126(5))” from the “Solvency 

Statement For” dropdown list. Once the selection is made, the user 

must complete the following mandatory fields: 

1. Upload Solvency Statement 

2. Date of Solvency Statement 

Note: The user may click the “Solvency Statement Template 

(Sample)” hyperlink to view the available upload template.  

 

6 In the List of Directors Signed the Solvency Statement sub-

section, the user needs to click on “View all Directors” hyperlink. 
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Field 
Num. 

Description 

 

System will redirect to screen “View All Directors” where all the 

existing Directors in the company will be displayed. 

 

7 The user needs to select all the directors that have signed the Solvency 

Statement and click “Save”. The selected directors will appear under 

the List of Directors who signed the Solvency Statement. 

 

8 User is required to indicate whether the solvency statement is made by 

an Alternate Director. 
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Field 
Num. 

Description 

1. Select Yes if the solvency statement is made by an Alternate 

Director and choose the Alternate Director’s name from the 

column provided. 

2. Select No if the solvency statement is not related to an 

Alternate Director. 

The user must also enter the Date of Signature. 

To remove an existing record, click the “Dustbin” icon. 

 

9 The user needs to tick the checkbox “Majority of Directors have 

signed the solvency statement”. 

 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

11 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
12 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 
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Field 
Num. 

Description 

 

13 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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4.4 Notification of Solvency Statement – Buy Back Share (Section 
127) 

Note: The Solvency Statement under this section is only required at the 
company’s level. However, the system allows this lodgement to be submitted as 
an optional filing, if required. 
 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update ->Solvency Statement> 

Lodgement of Solvency Statement (Section 113)  
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Field 
Num. 

Description 

 
3 
 

The Lodgement of Solvency Statement (Section 113) form will be 

displayed. The user may enter the company’s Old Registration Number, 

New Registration Number or Company Name. Please ensure that the 

status of selected company is “Existing”. After entering the required 

information, click the Search button. 

 

4 The system will automatically populate the company’s details section as 

below.  
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Field 
Num. 

Description 

 

5 In the Solvency Statement sub-section, the user is required to select 

“Buy Back Share (Section 127)” from the “Solvency Statement 

For” dropdown list. Once the selection is made, the user must complete 

the following mandatory fields: 

1. Upload Solvency Statement 

2. Date of Solvency Statement 

Note: The user may click the “Solvency Statement Template 

(Sample)” hyperlink to view the available upload template.  

 

6 In the List of Directors Signed the Solvency Statement sub-

section, the user needs to click on “View all Directors” hyperlink. 
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Field 
Num. 

Description 

 

System will redirect to screen “View All Directors” where all the 

existing Directors in the company will be displayed. 

 

7 The user needs to select all the directors that have signed the Solvency 

Statement and click “Save”. The selected directors will appear under 

the List of Directors who signed the Solvency Statement. 

 

8 User is required to indicate whether the solvency statement is made by 

an Alternate Director. 
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Field 
Num. 

Description 

1. Select Yes if the solvency statement is made by an Alternate 

Director and choose the Alternate Director’s name from the 

column provided. 

2. Select No if the solvency statement is not related to an 

Alternate Director. 

The user must also enter the Date of Signature. 

To remove an existing record, click the “Dustbin” icon. 

 

9 The user needs to tick the checkbox “Majority of Directors have 

signed the solvency statement”. 

 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

11 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
12 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 
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Field 
Num. 

Description 

 

13 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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5 Company Officer 

5.1 Notification of Appointment of First Secretary (Sections 58(1) 
and 236(2)) 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Company Officer > 

Notification of Appointment of First Secretary (Sections 58(1) 

and 236(2)) 
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Field 
Num. 

Description 

  

3 Notification of Appointment of First Secretary (Sections 58(1) and 

236(2)) form will be displayed. The user may enter the company’s Old 

Registration Number, New Registration Number or Company Name. 

Please ensure that the status of selected company is “Existing” and no 

CoSec yet appointed. After entering the required information, click the 

Search button. 
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Field 
Num. 

Description 

4 System will display Section Declaration, and user is required to select 

the checkbox. 

1. If the user is the Company Secretary that is proposed during 

incorporation, tick “I am the same secretary that was 

proposed during incorporation”. 

2. If the user is not the Company Secretary that is proposed during 

incorporation, tick “I am not the secretary who was 

proposed during incorporation”. 

 

5 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

6 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 
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Field 
Num. 

Description 

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

7 System will display section “Appointment of First Company 

Secretary”. User is required to fill all mandatory fields. 
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Field 
Num. 

Description 

 

 

8 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

 
Note: This section is optional. 
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Field 
Num. 

Description 

9 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

10 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 

  

 

11 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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5.2 Reassignment of Secretary or Agent 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Company Officer > 

Reassignment of Secretary or Agent.  

  

3 Reassignment of Secretary or Agent form will be displayed. The user 

may enter the company’s Old Registration Number, New Registration 

Number or Company Name. Please ensure that the status of selected 
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Field 
Num. 

Description 

company is “Existing” status and Company can be either “Local” or 

“Foreign”. After entering the required information, click the Search 

button. 

 

Note: If the searched company is having more than one (1) Company 
Secretary/Agent, system will prompt pop-up “Current Company have 
more than 1 CoSec/Agent. Do you want to continue and resign 
all existing CoSec/Agent?” and user is required to click button 
“Resign All CoSec/Agent” to proceed.  

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 
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Field 
Num. 

Description 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 
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Field 
Num. 

Description 

 

6 System will display section “New Company Secretary/Agent 
Information”. Select Date of Appointment for new Cosec or Agent. 

 

7 System will display section “Reassignment of Secretary/Agent”.  
The user needs to click “Action” for all listed CoSec or Agent in table. 

 
After click “Action”, the system will redirect user to screen 
“Reassignment of CoSec/Agent”. Select reason and filled all 
mandatory fields. Then click “Save”. 
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Field 
Num. 

Description 

 

8 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

 
Note: This section is optional. 

9 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

10 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”.   

 

11 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement and 

the status of lodgement will be “Pending Approval”. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 

 

 

Note: For these services, the submission will be reviewed by SSM 

Officer and user will receive system and email notification once SSM 

Officer Approves or Rejects the submission. 

1. If RAC is Approved. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 

2. If RAC is Rejected. 
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Field 
Num. 

Description 
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5.3 Notification of Particulars and Changes of Directors, Managers 
and Secretaries (Section 58(1)) 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Company Officer > 

Notification of Particulars and Changes of Directors, Managers 

and Secretaries (Section 58(1)). 
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Field 
Num. 

Description 

3 Notification of Particulars and Changes of Directors, Managers and 

Secretaries (Section 58(1)) form will be displayed. The user may enter 

the company’s Old Registration Number, New Registration Number or 

Company Name. Please ensure that the status of selected company is 

“Existing” status and Type of Company should be “Local”. After 

entering the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct.  
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Field 
Num. 

Description 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 

 
6 System will display section Director where it is having sub-section List 

of Directors. 
 

1. If user wants to add New Director to the company, please refer to 
Item 6a. 

2. If user wants to make an Update to Existing Director, please refer 
to Item 6b. 

3. If user wants to make a Ceased Existing Director, please refer to 
Item 6c. 

4. If user wants to add New Alternate Director to the company, 
please refer to Item 6d. 
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Field 
Num. 

Description 

5. If user wants to Update Alternate Director, please refer to Item 
6e. 

6. If user wants to Ceased Alternate Director, please refer to Item 

6f. 

6a 1. Users click “Add” at the section List of Directors. 

 
2. Input all mandatory fields and click “Search”. 

 
3. Complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 

6b 1. The user click hyperlink “View All Director” at section List of 
Directors. 

 
2. Click “Edit” and complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

6c 1. Users click hyperlink “View All Director” at List of Directors. 

 
2. Click “Ceased” and complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

6d 1. Users click “Add” at the screen Add Director/ Update Director. 

 

2. Input all mandatory fields and click “Search”. 

 

3. Complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

6e 1. Users click “Update” at screen Update Director. 

 

2. Complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

 

6f 1. Users click “Ceased” at screen Update Director. 

 

2. Complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

 

7 If users want to add Other Directorship Details: 
 

1. If users want to Add Other Directorship to Director, please refer 
to Item 7a. 

2. If users want to Update Other Directorship for Director, please 
refer to Item 7b. 

3. If users want to Ceased Other Directorship for Director, please 
refer to Item 7c. 

4. If users want to Add Other Directorship to Alternate Director, 
please refer to Item 7d. 

5. If users want to Update Other Directorship for Alternate Director, 
please refer to Item 7e. 

6. If users want to Ceased Other Directorship for Alternate Director, 
please refer to Item 7f. 

7a Users click “Add” at the section Other Directorship at screen 

Add/Update Director. 
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Field 
Num. 

Description 

Users need to select type of company and required to complete all 

mandatory fields. Then, click “Search”. 

 

 

System will load information and user is required to complete all 

mandatory fields. Then click “Save”. 
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Field 
Num. 

Description 

 

7b Users click “Update” at screen “Update Director”. 

 

Users need to update and are required to complete all mandatory fields. 

Then, click “Save”. 
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Field 
Num. 

Description 

7c Users click “Ceased” at screen “Update Director”. 

 

Users need to select type of cessation and key in all mandatory fields. 

Then, click “Save”. 

 

7d Users click “Add” at section Other Directorship at screen 

Add/Update Alternate Director. 

 

Users need to select type of company and required to complete all 

mandatory fields. Then, click “Search”. 
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Field 
Num. 

Description 

 

 

System will load information and user is required to complete all 

mandatory fields. Then click “Save”. 
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Field 
Num. 

Description 

 

7e Users click button “Update” at screen “Update Alternate Director”. 

 

Users need to update and are required to complete all mandatory fields. 

Then, click “Save”. 
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Field 
Num. 

Description 

7f Users click “Ceased” at screen “Update Alternate Director”. 

 

Users need to select type of cessation and key in all mandatory fields. 

Then, click “Save”. 

 

8 System will display section Manager where it is having sub-section List 
of Manager(s). 
 

1. If users want to add New Manager to the company, please refer 
to Item 8a. 

2. If users want to make an update to Existing Manager, please refer 
to Item 8b. 

3. If users want to Ceased Existing Manager, please refer to Item 8c. 

8a 1. Users click “Add”. 
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Field 
Num. 

Description 

2. Input all mandatory fields and click “Search”. 

 
3. Complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 
 

8b 1. Users click hyperlink “View All Managers”. 

 
2. Click on “Edit” and complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

 
 

8c 1. Users click hyperlink “View All Managers”. 

 
2. Click “Ceased” and complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

 

9 System will display section Secretaries where it is having sub-section 
List of Secretary(s). 
 

1. If user want to add New CoSec to the company, please refer to 
Item 9a. 

2. If user want to make an update to Existing CoSec, please refer to 
Item 9b. 

3. If user want to Ceased Existing Cosec, please refer to Item 9c. 

9a 1. Users click “Add”. 

 
2. Input all mandatory fields and click “Search”. 

 
3. Complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 

9b 1. Users click hyperlink “View All Secretaries”. 

 
2. Click “Edit” and complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

9c 1. Users click hyperlink “View All Secretaries”. 

 
2. Click “Ceased” and complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

10 Users need to tick Declaration “Minimum number of director is 
complied with Companies Act 2016 and/or Company’s 
Constitution” at the Other Details section. 

 

11 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

12 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

13 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”.  

 

14 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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5.4 Resignation Of Secretary (Section 237(1)) 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Company Officer > 

Lodgement of Copy of Secretary’s Notice of Resignation to the 

Board (Section 237(1)). 
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Field 
Num. 

Description 

3 Lodgement of Copy of Secretary’s Notice of Resignation to the Board 

(Section 237(1)) form will be displayed. The user may enter the 

company’s Old Registration Number, New Registration Number, or 

Company Name. Please ensure that the status of selected company is 

“Existing” status and Type of Company should be “Local”. After 

entering the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 
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Field 
Num. 

Description 

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 

 

6 System will display Resignation of Secretary section where there is a 
sub-section on Secretary Details, Declaration and Resignation of 
Secretary. User is required to complete all mandatory field. 

1. If user select “Yes” for Resigned on the expiry of 30 days from 
the date of notice, user is required to upload Resignation Letter. 

 
2. If user select “No” for Resigned on the expiry of 30 days from the 

date of notice, user is required to select Term of Resignation, Date 
of Resignation and upload Resignation Letter. 
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Field 
Num. 

Description 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 

 
Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”.   

 

10 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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5.5 Notice Of Intention to Vacate the Office of Secretary (Section 
237(2)) 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Company Officer > 

Notification of Secretary’s Intention to Resign Where Directors 

Cannot be Contacted (Section 237(2)). 

 

3 Notification of Secretary’s Intention to Resign Where Directors Cannot be 

Contacted (Section 237(2)) form will be displayed. The user may enter 

the company’s Old Registration Number, New Registration Number, or 
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Field 
Num. 

Description 

Company Name. Please ensure that the status of selected company is 

“Existing” status and Type of Company should be “Local”. After 

entering the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 
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Field 
Num. 

Description 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 
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Field 
Num. 

Description 

6 System will display Intention to Vacate Office Details section where 
there is a sub-section on Secretary Details, Declaration and Intention to 
Vacate Office Details. User is required to complete all mandatory fields. 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button.  

  

 
Note: This section is optional. 
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Field 
Num. 

Description 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”.   

 

10 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement.  
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Field 
Num. 

Description 
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Field 
Num. 

Description 

 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 190 of 465 

 

 

5.6 Notification of Nominator  

Note: This service will be temporarily unavailable. 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Company Officer > 

Notification of Nominator. 

 

3 Notification of Nominator form will be displayed. The user may enter the 

company’s Old Registration Number, New Registration Number or 
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Field 
Num. 

Description 

Company Name. Please ensure that the status of selected company is 

“Existing” status and Type of Company should be “Local” or 

“Foreign”. After entering the required information, click the Search 

button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct.  
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Field 
Num. 

Description 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

2. If the user selects “Without Court Order”, no fields are required 
to be filled in. 

 

6 Screen will display the “Nominator Details” section where there is a  
sub-section List of Nominator(s). 
 

1. If user want to add New Nominator to the company, please refer 
to Item 6a. 

2. If user want to make an update to Existing Nominator, please refer 
to Item 6b. 

3. If user want to Ceased Existing Nominator, please refer to Item 
6c. 
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Field 
Num. 

Description 

6a 1. If Type of Nominator=Individual  
 

a. User click “Add”. 

 
 

b. Input all mandatory fields and click “Search”. 
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Field 
Num. 

Description 

c. Complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 
 
2. If Type of Nominator=Legal Person 
 

a. Users click “Add”. 

 
b. Input all mandatory fields and click “Search”. 
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Field 
Num. 

Description 

 
c. Complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

6b 1. Users click hyperlink “View All Nominator”. 

 
2. Click on button “Edit” and complete all mandatory field. Click 

button “Save”. 
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Field 
Num. 

Description 

 

6c 1. Users click hyperlink “View All Nominator”. 

 
2. Click “Ceased” and complete all mandatory fields. Click “Save”. 
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Field 
Num. 

Description 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 

 

10 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6 Shares 

6.1 Notification of Changes to Particulars in the Register of 
Members (Section 51(1) or 567(4)) 

6.1.1 Share Transmission 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of Changes 
to Particulars in the Register of Members (Section 51(1) or 
567(4)) 
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Field 
Num. 

Description 

  

3 Notification of Changes to Particulars in the Register of Members 
(Section 51(1) or 567(4)) form will be displayed. The user may enter 
the company’s Old Registration Number, New Registration Number or 
Company Name. Please ensure that the status of selected company is 
“Existing”. After entering the required information, click the Search 
button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 
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Field 
Num. 

Description 

correct. 

 

5 Screen will display the section Submission Option where there are sub-
sections Company Details, Application Option and Submission Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 

 
Note: This sub-section will only display for Public Company. 

7 At sub-section Application Details, user to tick the checkbox option 
“Share Transmission”. 

 
Note: This option only applicable for “Company Type=Private” and 
“Public Unlisted”. 

8 The user is required to select a Submission Option for the lodgement. 
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Field 
Num. 

Description 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 

 

9 Screen will display the section Share Transmission where there are 
sub-sections Share Transmission from Current Shareholders, 
Share Transmission to Shareholders, Share Transmission 
Summary and Other Information. 

10 1. At sub-section Share Transmission from Current Shareholders, 
click “Select/Edit”. 
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Field 
Num. 

Description 

2. Tick the checkbox for shareholder to transmit share from and click  
“Save”. 

 
3. Input how many shares to be transmitted from each shareholder. 

 
Note: If the shareholder is either Body Corporate or Other Entity, user 
is required to click the “Warning” symbol. User is required to update 
the Declaration section and click “Save”. 
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Field 
Num. 

Description 

 

11 1. At the sub-section Share Transmission to Shareholders, click 
“Select/Edit”. 

 
2. User can select to transmit to new shareholder or existing 

shareholder. Fill all mandatory fields and click “Save”. 
a. If user wants to add Type of Shareholder=Individual, 

please refer to 11a. 
b. If user wants to add Type of Shareholder=Body Corporate, 

please refer to 11b. 
c. If user wants to add Type of Shareholder=Other Entity, 

please refer to 11c. 

11a Users select Type of Shareholder=Individual. Then, user select 
Category of Shareholders, Sub-Category of Shareholders, Sub-
Category of Shareholder Details, Identification Type and insert 
Identification Number. Once completed, click “Search”.  
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Field 
Num. 

Description 

 
User is required to complete all mandatory fields and click “Save”. 

 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 209 of 465 

 

 

Field 
Num. 

Description 

 

 

11b User selects Type of Shareholder=Body Corporate. Then, user 
selects Category of Shareholders, Sub-Category of Shareholders, 
Sub-Category of Shareholder Details, Identification Type and 
insert Identification Number. Once completed, click “Search”. 
 

 
Note: For ESOS and Remaining Shareholders, please refer to hyperlink 
“Reference Guide for Entering Identification Numbers of Identified 
Entities”. 
 
User is required to complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

 

 

11c User selects Type of Shareholder=Other Entity. Then, user selects 
Category of Shareholders, Sub-Category of Shareholders, Sub-
Category of Shareholder Details, Identification Type and insert 
Identification Number. Once completed, click “Search”. 
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Field 
Num. 

Description 

 
Note: Please refer to the hyperlink “Reference Guide for Entering 
Identification Numbers of Identified Entities” for the Company Reg 
Number. 
 
User is required to complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

12 At the sub-section Share Transmission Summary, system will display 
summary of Transactional Table. 

13 User is required to select Date of Transmission of Share. 

 

14 System will display the section Analysis of Share where user is 

required to fill in the value. 
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Field 
Num. 

Description 

   

 

15 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

16 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

17 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 

 

18 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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6.1.2 Share Transfer 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of Changes 
to Particulars in the Register of Members (Section 51(1) or 
567(4)) 

  

3 Notification of Changes to Particulars in the Register of Members 
(Section 51(1) or 567(4)) form will be displayed. The user may enter 
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Field 
Num. 

Description 

the company’s Old Registration Number, New Registration Number or 
Company Name. Please ensure that the status of selected company is 
“Existing”. After entering the required information, click the Search 
button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 At the sub-section Application Details, user is required to tick the 
checkbox option “Share Transfer”. 

 
Note: This option only applicable for “Company Type=Private” and 
“Public Unlisted”. 

8 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
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Field 
Num. 

Description 

  
1. If the user selects “Without Court Order”, no fields are required 

to be filled in. 

 

9 Screen will display the section Share Transfer where there are sub-
sections Share Transfer from Current Shareholders, Share 
Transfer to Shareholders, Share Transfer Summary and Other 
Information. 

10 1. At the sub-section Share Transfer from Current 
Shareholders, click “Select/Edit”. 

 
2. Tick the checkbox for shareholder transfer share from and click 

“Save”. 
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Field 
Num. 

Description 

 
3. Input how many shares to be transferred from each shareholder. 

 
Note: If the shareholder is either Body Corporate or Other Entity, 
user is required to click on “Warning” Symbol. User is required to 
update the Declaration box and click “Save”. 
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Field 
Num. 

Description 

 

11 1. At the sub-section Share transfer to Shareholders, click 
“Select/Edit”. 

 
2. User can select to transfer to new shareholder or existing 

shareholder. Fill all mandatory fields and click “Save”. 
a. If user wants to add Type of Shareholder=Individual, 

please refer to 11a. 
b. If user wants to add Type of Shareholder=Body Corporate, 

please refer to 11b. 
c. If user wants to add Type of Shareholder=Other Entity, 

please refer to 11c. 

11a User selects Type of Shareholder=Individual. Then, user selects 
Category of Shareholders, Sub-Category of Shareholders, Sub-
Category of Shareholder Details, Identification Type and insert 
Identification Number. Once completed, click “Search”.  
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Field 
Num. 

Description 

 
User is required to complete all mandatory fields and click “Save”.  

. 
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Field 
Num. 

Description 

 

 

11b User selects Type of Shareholder=Body Corporate. Then, user 
selects Category of Shareholders, Sub-Category of Shareholders, 
Sub-Category of Shareholder Details, Identification Type and 
insert Identification Number. Once completed, click “Search”.  
 

 
Note: For ESOS and Remaining Shareholders, please refer to hyperlink 
“Reference Guide for Entering Identification Numbers of 
Identified Entities”. 
 
User is required to complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

 
 

11c User selects Type of Shareholder=Other Entity. Then, user selects 
Category of Shareholders, Sub-Category of Shareholders, Sub-
Category of Shareholder Details, Identification Type and insert 
Identification Number. Once completed, click “Search”. 
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Field 
Num. 

Description 

 
Note: Please refer to hyperlink “Reference Guide for Entering 
Identification Numbers of Identified Entities” for the Company Reg 
Number. 
 
User is required to complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

12 At the sub-section Share Transfer Summary, system will display the 
summary of Transactional Table. 

13 User is required to select Date of Transfer of Share. 

 

14 System will display the section Analysis of Share where user is 

required to fill in the value. 
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Field 
Num. 

Description 

 

Note: For Private Company, system will prompt total current share if 

user enter incorrect value. 

15 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

16 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

17 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied then click 

“Submit” button. 

 

18 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Num. 

Description 
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Num. 

Description 
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6.1.3 Change of Particular of Members/Shareholders 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of 
Changes to Particulars in the Register of Members (Section 
51(1) or 567(4)) 
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Field 
Num. 

Description 

3 Notification of Changes to Particulars in the Register of Members 
(Section 51(1) or 567(4)) form will be displayed. The user may enter 
the company’s Old Registration Number, New Registration Number or 
Company Name. Please ensure that the status of selected company is 
“Existing”. After entering the required information, click the Search 
button. 

 

4 The system will automatically populate the company details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 At the sub-section Application Details, user is required to tick the 
checkbox option “Change of Particular of 
Members/Shareholders”. 

 
Note: This option only applicable for “Company Type=Private & Public” 
and not applicable for “CLBG Company”. 

8 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  
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Field 
Num. 

Description 

Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

9 Screen will display the section Change of Particular of 
Shareholders. 

10 1. User is required to click hyperlink “View All Shareholder”. 

 
2. Click “Edit”. 
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Field 
Num. 

Description 

3. User is required to complete all mandatory fields and click  
“Save”. 

 

11 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

12 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

13 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

14 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 238 of 465 

 

 

Field 
Num. 

Description 
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Field 
Num. 

Description 
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6.1.4 Member of CLBG 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of 
Changes to Particulars in the Register of Members (Section 
51(1) or 567(4)) 
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Field 
Num. 

Description 

3 Notification of Changes to Particulars in the Register of Members 
(Section 51(1) or 567(4)) form will be displayed. The user may enter 
the company’s Old Registration Number, New Registration Number, or 
Company Name. Please ensure that the status of selected company is 
“Existing” and “Company type=CLBG”. After entering the required 
information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct.  

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 
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Field 
Num. 

Description 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 

 
Note: This sub-section will only display for Public Company. 

7 At the sub-section Application Details, user to tick the checkbox 
option “Member of CLBG”. 

 
Note: This option only applicable for “Company Type=CLBG” only. 

8 The user is required to select Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  
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Field 
Num. 

Description 

Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

9 Screen will display the section Members of CLBG. 
1. If user wants to add new member, please refer to item 9a. 

2. If user wants to update existing CLBG Members, please refer to 
item 9b. 

3. If user wants to Ceased existing CLBG Members, please refer to 
item 9c. 

9a 
Click “Add”. 

 
1. Click “Yes” if user wants to add via uploading excel function. 

User can download template from hyperlink “Download 
Template”. Click “Browse” to upload the file and click button 
“Upload”. 
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Field 
Num. 

Description 

 
2. Click “No” if user wants to add by via Search function. 

a. If user wants to add Type of Member=Individual, please 
refer to item 9a.i. 

b. If user wants to add Type of Member=Body Corporate, 
please refer to item 9a.ii. 

c. If user wants to add Type of Member=Other Entity, please 
refer to item 9a.iii. 

 

9a.i User selects Type of Member=Individual. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”. User is required to 
complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

9a.ii User selects Type of Member=Body Corporate. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”. User is required to 
complete all mandatory fields and click “Save”. 
 
Note: For ESOS and Remaining Shareholders, please refer to hyperlink 
“Reference Guide for Entering Identification Numbers of 
Identified Entities”. 

9a.iii User selects Type of Member=Other Entity. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”. User is required to 
complete all mandatory fields and click “Save”. 
 
Note: Please refer to hyperlink “Reference Guide for Entering 
Identification Numbers of Identified Entities” for the Company 
Reg Number.  
 

9b 1. User is required to click on hyperlink “View All Members”. 

 
2. Click “Edit”. 
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Field 
Num. 

Description 

3. User to complete all mandatory fields and click “Save”. 

 

9c 1. Click on hyperlink “View All Members”. 

 
2. Click “Ceased” 

 
3. User completes all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

11 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

12 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit” button. 

 

13 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.2 Notification of Issuance of Debentures (Section 60(2)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of 
Issuance of Debentures (Section 60(2)). 

  

3 Notification of Issuance of Debentures (Section 60(2)) form will be 
displayed. The user may enter the company’s Old Registration Number, 
New Registration Number or Company Name. Please ensure that the 
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Field 
Num. 

Description 

status of selected company is “Existing”. After entering the required 
information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 System will display the section “Issuance of Debenture” where the 
are sub-sections Declaration and Debenture Details. 

6 At the sub-section Company Details, user is required to tick 
declaration “The Company has declared the issuance of a 
debenture”. 

 

7 At the sub-Section Debenture Details, user is required to complete all 
mandatory fields. 
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Field 
Num. 

Description 

 

8 User is required to add Debenture Holders. Click “Add”. 
 

1. If user wants to add Type of Member=Individual, please refer to 
item 8a. 

2. If user wants to add Type of Member=Body Corporate, please 
refer to item 8b. 

3. If user wants to add Type of Member=Other Entity, please refer 
to item 8c. 

 
Note: User can add multiple type of member in one (1) lodgement. 

8a 1. User selects Type of Member=Individual. Then, user selects 
Category of Members, Sub-Category of Members, Sub-
Category of Member Details, Identification Type and insert 
Identification Number. Once completed, click “Search”.  
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Field 
Num. 

Description 

 
2. User is required to complete all mandatory fields and click  

“Save”. 
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Field 
Num. 

Description 

8b 1. User selects Type of Member=Body Corporate. Then, user 
selects Category of Members, Sub-Category of Members, 
Sub-Category of Member Details, Identification Type and 
insert Identification Number. Once completed, click 
“Search”.  

 

 
Note: For ESOS and Remaining Shareholders, please refers to 
hyperlink “Reference Guide for Entering Identification Numbers 
of Identified Entities”. 
 

2. User is required to complete all mandatory fields and click 
“Save”. 
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Field 
Num. 

Description 

 

 

8c 1. User selects Type of Member=Other Entity. Then, user selects 
Category of Members, Sub-Category of Members, Sub-
Category of Member Details, Identification Type and insert 
Identification Number. Once completed, click “Search”.  
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Field 
Num. 

Description 

 
Note: Please refer to hyperlink “Reference Guide for Entering 
Identification Numbers of Identified Entities” for the Company 
Reg Number. 
 

2. User is required to complete all mandatory fields and click button 
“Save”. 
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Field 
Num. 

Description 

9 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

10 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

11 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

12 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.3 Notification of Redemption of Preference Shares (Section 
72(7)) 

6.3.1 Option Out of Capital 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of 
Redemption of Preference Shares (Section 72(7)). 
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Field 
Num. 

Description 

3 Notification of Redemption of Preference Shares (Section 72(7)) form 
will be displayed. The user may enter the company’s Old Registration 
Number, New Registration Number, or Company Name. Please ensure 
that the status of selected company is “Existing”. After entering the 
required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At them sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 
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Field 
Num. 

Description 

8 1. At the section Redemption of Preferences Share, user to 
select the option Out of Capital. 

 
Note: Option Out of Capital required Solvency Statement to proceed 
lodgement. If user did not lodge Solvency Statement, the system will 
blocked user from submission. 

 

9 At the section “Capital Structure”, the system will display the 
Summary of Share for the company. User needs to click “Edit”.  
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Field 
Num. 

Description 

10 1. Click “Select/Edit” 

 
2. Tick the selected shareholder and click “Save”. 

 
3. Enter the “Number of Units to be Redeemed” in the Redeem 

Number of Unit column. 

 

11 Enter “Date of Redemption”. 

 

12 The system will display the section Analysis of Share where user is 

required to fill in the value. 
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Field 
Num. 

Description 

 

   

 

13 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

14 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

15 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and  then click 

“Submit”. 

 

16 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Num. 

Description 
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Field 
Num. 

Description 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 269 of 465 

 

 

6.3.2 Out of Fresh Issued Share 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of 
Redemption of Preference Shares (Section 72(7)). 

 

3 Notification of Redemption of Preference Shares (Section 72(7)) form 
will be displayed. The user may enter the company’s Old Registration 
Number, New Registration Number or Company Name. Please ensure 
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Field 
Num. 

Description 

that the status of selected company is “Existing”. After entering the 
required information, click Search. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 
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Field 
Num. 

Description 

8 At the section “Redemption of Preferences Share”, user is required 
to select the option Out of Fresh Issued Share.  

 
 

9 At the section “Capital Structure”, the system will display “Summary 
of Share for the company”. User is required to click “Edit”. 

 

10 User is required to select “Declaration for Conversion of Share”. 
 

1. If user selects Declaration “Share conversion by issuing new 
Return of Allotment (ROA)”, please refer to 10a. 

2. If user selects Declaration “Share conversion with the same 
amount of share redeemed”, please refer to 10b. 

10a 1. User selects Declaration “Share conversion by issuing new 
Return of Allotment (ROA)” and click “Select/Edit”.  
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Field 
Num. 

Description 

 
2. Tick the selected shareholders and click “Save”. 

 
3. Insert how much is the Redeem Number to Unit. 

 
4. User is required to select “Date of Redemption” and “Date of 

Allotment”. 
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Field 
Num. 

Description 

 
 

10b 1. User is required to select Declaration “Share conversion with 
the same amount of share redeemed”. Then, user is required 
to tick the checkbox “Conversion of share is stated in the 
company’s constitution”. 

 
2. User is required to click “Select/Edit”. 

 
3. Tick the selected shareholders and click “Save”. 
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Field 
Num. 

Description 

 
4. Insert how much is the Redeem Number to Unit. 

 
5. Insert value at Share Conversion Details. 

 
6. Insert Date of Redemption. 
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Field 
Num. 

Description 

11 System will display the section Analysis of Share where user is 

required to fill in the value. 
 

   

 

12 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 
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Field 
Num. 

Description 

13 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

14 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

15 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Num. 

Description 
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Num. 

Description 
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6.3.3 Out Of Profit 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of 
Redemption of Preference Shares (Section 72(7)). 

 

3 Notification of Redemption of Preference Shares (Section 72(7)) form 
will be displayed. The user may enter the company’s Old Registration 
Number, New Registration Number or Company Name. Please ensure 
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Field 
Num. 

Description 

that the status of selected company is “Existing”. After entering the 
required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 The user is required to select a Submission Option for the lodgement. 

2. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 
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8 At the section Redemption of Preferences Share, user select the 
option Out of Profit. 

 

9 At the section “Capital Structure”, the system will display Summary 
of Share for the company. User is required to click “Edit”. 

 

10 1. Click “Select/Edit” 

 
2. Tick the selected shareholder and click “Save”. 
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Field 
Num. 

Description 

 
3. Insert the amount of the Distributed Profit. 

 

11 Enter Date of Redemption. 

 

12 System will display the section Analysis of Share where user is 

required to fill in the value. 
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13 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

14 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

15 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

16 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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6.4 Lodgement of Approval for Allotment of Shares or Grant of 
Rights (Section 76(2)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Shares > Lodgement 

of Approval for Allotment of Shares or Grant of Rights (Section 

76(2)). 
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3 Lodgement of Approval for Allotment of Shares or Grant of Rights 

(Section 76(2)) form will be displayed. The user may enter the 

company’s Old Registration Number, New Registration Number, or 

Company Name. Please ensure that the status of selected company is 

“Existing” status and Type of Company should be “Local”. After 

entering the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 
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Field 
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Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

6 The user is required to select Type of Application for the lodgement: 
  

1. If user selects option “Approval/ Grant Rights (Section 76(2))”, 
please refer to item 6a. 

2. If user selects option “Revoke or Varies Approval (Section 
76(4))”, please refer to item 6b. 

6a Screen will display section “Approval Grant Right” and user is 
required to complete all mandatory fields. 
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Num. 

Description 

 

6b Screen will display the section “Revoke or Varies Approval (Section 
76(4))” and user is required to complete all mandatory fields. 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 
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8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
9 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

10 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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6.5 Lodgement of Return of Allotment of Shares (Section 78(1)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 The user needs to Click on Application -> Register of Company 

(ROC) -> Company Information Update -> Shares > Lodgement 

of Return of Allotment of Shares (Section 78(1)) 

 

3 Lodgement of Return of Allotment of Shares (Section 78(1)) form will 

be displayed. The user may enter the company’s Old Registration 

Number, New Registration Number, or Company Name. Please ensure 

that the status of selected company is “Existing” status and Type of 
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Field 
Num. 

Description 

Company should be “Local”. After entering the required information, 

click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary, and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

8 User is required to select Approved Application under Section 76(2) and 
Date of Allotment. 
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Field 
Num. 

Description 

 
Note: If there is only one (1) approved application under section 76(2), 
the system will auto populate the reference number. 

9 At section “Capital Structure”, the system will display the Summary 
of Share for the company. User is required to click “Edit”.  

 

10 Click “Select/ Edit”. 

 

11 
System will display screen “Select Shareholders”. 
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Field 
Num. 

Description 

 

1. If user wants to Add new shareholder, please refer to item 11a. 

2. If user wants to Add Different Share Type for Existing 

Shareholders, please refer to item 11b. 

11a 
Click “Add”. 

 

1. Click “Yes” if user wants to add via uploading excel. User needs 
to upload the excel file, then click “Upload” and wait for the 
upload process to complete.  
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Field 
Num. 

Description 

 
2. Click “No” if user wants to add by via Search function. 

a. If user wants to add Type of Member=Individual, please 
refer item to 11a.i. 

b. If user wants to add Type of Member=Body Corporate, 
please refer item to 11a.ii. 

c. If user wants to add Type of Member=Other Entity, please 
refer item to 11a.iii. 

 

11a.i User selects Type of Member=Individual. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. After finish, click “Search”.  
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Field 
Num. 

Description 

 
User is required to complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

11a.ii User selects Type of Member=Body Corporate. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”.  
 

 
Note: For ESOS and Remaining Shareholders, please refer to hyperlink 
“Reference Guide for Entering Identification Numbers of 
Identified Entities”. 
 
User is required to complete all mandatory fields and click “Save”. 

. 
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Field 
Num. 

Description 

 

 

 

 

11a.iii User selects Type of Member=Other Entity. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”.  
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Field 
Num. 

Description 

 
Note: Please refer to hyperlink “Reference Guide for Entering 
Identification Numbers of Identified Entities” for the Company 
Reg Number. 
 
User is required to complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

11b 
User is required to tick the checkbox for selected shareholder. Click 

button “+” and user is required to complete all mandatory fields and 

click “Save”. 
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Field 
Num. 

Description 

12 
The user can upload Company Resolution Document and supporting 

Document. 

1. If newly added shareholder only has Details of Share=Cash, both 

document will be optional. 

2. If newly added shareholder only has Details of Share=Otherwise, 

Supporting Document will be Mandatory. 

 

13 System will display section Analysis of Share where user is required to 

fill in value. 
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Field 
Num. 

Description 

 

14 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

15 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

16 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

17 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.6 Lodgement of Notice of Alteration of Share Capital (Section 
84(2))  

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares> Lodgement of Notice 
of Alteration of Share Capital (Section 84(2)). 

 

3 Lodgement of Notice of Alteration of Share Capital (Section 
84(2)) form will be displayed. The user may enter the company’s Old 
Registration Number, New Registration Number or Company Name. 
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Field 
Num. 

Description 

Please ensure that the status of selected company is “Existing” and 
Type of Company should be “Local”. After entering the required 
information, click Search. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and 
Submission Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

8 System will display the section “Alteration of Share Capital” where 
user is required to select the types of Applications to be lodged. 
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Field 
Num. 

Description 

 
 

1. If user want to select option “Consolidate”, please refer to item 
8a. 

2. If user want to select option “Subdivide/Split Share”, please 
refer to item 8b. 

8a 1. User to select option “Consolidate”.  

 
2. Click “Select/ Edit”. 

 
3. Tick the selected shareholder and click “Save”. 
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Field 
Num. 

Description 

 
4. Input Ratio. Value X must be more than Y. 

 
5. Verified Value at Table Updated Share Capital reduced 

correctly. 

8b 1. User to select option “Subdivide/Split Share”.  

 
2. Click “Select/ Edit”. 
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Field 
Num. 

Description 

 
3. Tick the selected shareholder and click “Save”. 

 
4. Input Ratio. Value X must be less than Y. 

 
5. Verified Value at Table Updated Share Capital increase 

correctly. 

9 At the section “Other Information”, user is required to: 
1. Upload Resolution Document 

2. Select Date of Resolution. 
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Field 
Num. 

Description 

3. Tick the checkbox for “Shares Alteration is within 
Company’s Constitution”. 

 

10 System will display the section Analysis of Share where user is 

required to fill in value. 

 

    

 

11 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

12 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

13 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

14 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 

 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 321 of 465 

 

 

6.7 Lodgement of Court Order or Resolution and Notice for 
Variation of Class Rights (Section 94(1) or 95(1)) 

6.7.1 Conversion of Share 

 
Field 
Num. 

Description 

1 After a successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares> Lodgement of Court 
Order or Resolution and Notice for Variation of Class Rights 
(Section 94(1) or 95(1)). 
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Field 
Num. 

Description 

3 Lodgement of Court Order or Resolution and Notice for Variation of 
Class Rights (Section 94(1) or 95(1)) form will be displayed. The user 
may enter the company’s Old Registration Number, New Registration 
Number or Company Name. Please ensure that the status of selected 
company is “Existing” and Type of Company should be “Local”. After 
entering the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

Note: This sub-section will only display for Public Company. 

7 Select Submission Option “Without Court Order” for the lodgement. 

 

8 User “Type of Lodgement=Conversion of Share” and user is 
required to fill in the field “Updated Rights”. 

 

9 1. Click “Edit”. 

\ 
2. Click “Select/Edit”. 

 
3. Tick the selected shareholder and click “Save”. 
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Field 
Num. 

Description 

 
4. Click “Edit” at the column “Action” 

 
5. Click “Save” 

 

10 User is required to complete all mandatory fields at the section 
“Declaration” and “Other Information”. 
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Field 
Num. 

Description 

 

11 System will display the section Analysis of Share where user is 

required to fill in the value. 
 

 

 

12 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

13 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
14 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

15 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.7.2 Variation of Right 

 
Field 
Num. 

Description 

1 After a successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares> Lodgement of Court 
Order or Resolution and Notice for Variation of Class Rights 
(Section 94(1) or 95(1)). 

 
 

3 Lodgement of Court Order or Resolution and Notice for Variation of 
Class Rights (Section 94(1) or 95(1)) form will be displayed. The user 
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Field 
Num. 

Description 

may enter the company’s Old Registration Number, New Registration 
Number or Company Name. Please ensure that the status of the 
selected company is “Existing” and Type of Company should be 
“Local”. After entering the required information, click the Search 
button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and 
Submission Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 

 
Note: This sub-section will only display for Public Company. 
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Field 
Num. 

Description 

7 Select Submission Option “With Court Order” for the lodgement. User 

must complete the mandatory fields, including Court Location, Date of 

Court Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 

 
Note: The Time Frame to Comply with Court Order field is optional. 

 User is required to tick declaration “This lodgement of court order 

is pursuant of Section 94”. 

 

8 User Type of Lodgement=”Variation of Right” and is required to fill 
in the “Updated Rights”. 

 

9 1. Click “Edit” 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 332 of 465 

 

 

Field 
Num. 

Description 

 
2. Click “Select/Edit” 

 
3. Tick the selected shareholder and click “Save” 

 
4. Make changes at the column “Voting Right” 
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Field 
Num. 

Description 

10 User is required to complete all mandatory fields at the sections 
Declaration and Other Information. 

 

11 System will display the section Analysis of Share where user is 

required to fill in the value. 
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Field 
Num. 

Description 

12 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

13 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
14 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

15 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.8 Lodgement of Court Order or Notice and Solvency Statement 
for Reduction of Share Capital (Sections 116(6), or 117(1)(a) 
and 117(3)(c) or 117(4)) 

6.8.1 Reduction of Share Capital by Court Order (Section 116) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Lodgement of Court 
Order or Notice and Solvency Statement for Reduction of Share 
Capital (Sections 116(6), or 117(1)(a) and 117(3)(c) or 
117(4)). 
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Field 
Num. 

Description 

 

3 Lodgement of Court Order or Notice and Solvency Statement for 
Reduction of Share Capital (Sections 116(6), or 117(1)(a) and 
117(3)(c) or 117(4)) form will be displayed. The user may enter the 
company’s Old Registration Number, New Registration Number or 
Company Name. Please ensure that the status of selected company is 
“Existing” and Type of Company should be “Local”. After entering the 
required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 
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Field 
Num. 

Description 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 

 
Note: This sub-section will only display for Public Company. 

7 Select Submission Option “With Court Order” for the lodgement. User 

must complete the mandatory fields, including Court Location, Date of 

Court Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document. 
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Field 
Num. 

Description 

 
Note: The Time Frame to Comply with Court Order field is optional. 

8 Select the option “Reduction of Share Capital by Court Order 
(Section 116)”. 

 

9 1. System will display the section “Capital Structure” where user 
is required to click “Edit”.  

 
2. Click “Select/Edit” 
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Field 
Num. 

Description 

 
3. Tick the selected shareholder and click “Save” 

 
4. Input value at the fields “Number Unit to Reduce” and 

“Amount of Issued Share to Reduce”. 

 
 

10 User is required to select Date of Resolution and Upload Resolution 
Document. 
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Field 
Num. 

Description 

 

11 System will display the section Analysis of Share where user is 

required to fill in the value. 
 

 

 

12 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 343 of 465 

 

 

Field 
Num. 

Description 

 
 
Note: This section is optional. 

13 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

14 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

15 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.8.2 Notice of Proposed Reduction of Share Capital (Section 117 
(1)(3)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Lodgement of Court 
Order or Notice and Solvency Statement for Reduction of Share 
Capital (Sections 116(6), or 117(1)(a) and 117(3)(c) or 
117(4)). 
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Field 
Num. 

Description 

3 Lodgement of Court Order or Notice and Solvency Statement for 
Reduction of Share Capital (Sections 116(6), or 117(1)(a) and 
117(3)(c) or 117(4)) form will be displayed. The user may enter the 
company’s Old Registration Number, New Registration Number or 
Company Name. Please ensure that the status of selected company is 
“Existing” and Type of Company should be “Local”. After entering the 
required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 Screen will display the section Submission Option where there are 
sub-sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 Select Submission Option “Without Court Order” for the lodgement. 

 

8 Select the option “Notice of Proposed Reduction of Share Capital 
(Section 117 (1)(3))”. 

 

9 User is required to complete all mandatory fields. 

 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

11 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

12 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

13 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.8.3 Notice of Proposed Reduction of Share Capital (Section 117 
(1)(4)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Lodgement of Court 
Order or Notice and Solvency Statement for Reduction of Share 
Capital (Sections 116(6), or 117(1)(a) and 117(3)(c) or 
117(4)). 
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Field 
Num. 

Description 

3 Lodgement of Court Order or Notice and Solvency Statement for 
Reduction of Share Capital (Sections 116(6), or 117(1)(a) and 
117(3)(c) or 117(4)) form will be displayed. The user may enter the 
company’s Old Registration Number, New Registration Number or 
Company Name. Please ensure that the status of selected company is 
“Existing” and Type of Company should be “Local”. After entering the 
required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 Screen will display the Section Submission Option where there are sub-
sections Company Details, Application Option and Submission 
Option. 

6 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

7 Select Submission Option “Without Court Order” for the lodgement. 

 

8 Select the option “Notice of Proposed Reduction of Share Capital 
(Section 117 (1)(4))”. 

 

9 User is required to complete all mandatory fields. 

 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

11 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

12 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

13 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.9 Notification of Application or Lodgement of Court Order on 
Objection to the Reduction of Share Capital (Section 
118(4)(b) or 120(4)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Notification of 
Application or Lodgement of Court Order on Objection to the 
Reduction of Share Capital (Section 118(4)(b) or 120(4)) 
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Field 
Num. 

Description 

3 Notification of Application or Lodgement of Court Order on Objection to 
the Reduction of Share Capital (Section 118(4)(b) or 120(4)) form will 
be displayed. The user may enter the company’s Old Registration 
Number, New Registration Number or Company Name. Please ensure 
that the status of selected company is “Existing” and Type of Company 
should be “Local”. After entering the required information, click the 
Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 System will display the Section “Creditor’s right to object to the 
Reduction of Share Capital” where user is required to select 
Application Under Section 117. 
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Field 
Num. 

Description 

 

6 User is required to select what type of application to be lodged. 
1. If user want to lodge “Lodgement of Creditor’s Objection (Section 

118)”, please refer to item 6a. 

2. If user want to lodge “Update Court Decision for Section 118 
(Section 120)”, please refer to item 6b. 

Note: Section 120 continues flow from section 118. After Court Decision 
have been received, user need to update Section 120 immediately. 

6a User selects the option “Lodgement of Creditor’s Objection 
(Section 118)”. User is required to complete all mandatory fields. 

 

6b User selects the option “Update Court Decision for Section 118 
(Section 120)”. User is required to complete all mandatory fields. 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

9 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit” button. 

10 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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6.10 Lodgement of Documents Where No Objection Is Made or 
Objection Is Dismissed, Withdrawn or Otherwise Concluded 
for Reduction of Share Capital (Section 119(1) or (2)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Lodgement of 
Documents Where No Objection Is Made or Objection Is 
Dismissed, Withdrawn or Otherwise Concluded for Reduction of 
Share Capital (Section 119(1) or (2)) 
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Field 
Num. 

Description 

3 Lodgement of Documents Where No Objection Is Made or Objection Is 
Dismissed, Withdrawn or Otherwise Concluded for Reduction of Share 
Capital (Section 119(1) or (2)) form will be displayed. The user may 
enter the company’s Old Registration Number, New Registration 
Number or Company Name. Please ensure that the status of selected 
company is “Existing” and Type of Company should be “Local”. After 
entering the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 System will display the section “Notice of Reduction of Share 
Capital” where user is required to select Application Under Section 
117. 
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Field 
Num. 

Description 

 
1. If submission is coming from the section 117(1)(3), screen will 

load Section 119(1). 

 

2. If submission is coming from the section 117(1)(4), screen will 
load Section 119(1). 

 
3. If submission is coming from the section 120, screen will load 

Section 119(2). 
 

6 System will display the section “Capital Structure” where user is 
required to click “Edit”.  
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Field 
Num. 

Description 

 
1. Click “Select/Edit”. 

 
2. Tick the selected shareholder and click “Save”. 

 
3. Input value at the fields “Number Unit to Reduce” and 

“Amount of Issued Share to Reduce”. 
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Field 
Num. 

Description 

7 System will display the section Analysis of Share where user is 

required to fill in the value. 
 

 

 

8 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 
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Field 
Num. 

Description 

9 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

10 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

11 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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6.11 Lodgement of Notice of Purchase of Own Shares by Company 
(Section 127(16)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Lodgement of Notice 
of Purchase of Own Shares by Company (Section 127(16)) 

 
  



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 373 of 465 

 

 

Field 
Num. 

Description 

3 Lodgement of Notice of Purchase of Own Shares by Company (Section 
127(16)) form will be displayed. The user may enter the company’s Old 
Registration Number, New Registration Number or Company Name. 
Please ensure that the status of selected company is “Existing” and 
Type of Company should be “Local”. After entering the required 
information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

Note: This sub-section will only display for Public Company. 

6 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

7 System will display the section “Notification of Share Buyback” and 
user is required to click “Edit” 
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Field 
Num. 

Description 

 
Click “Add”. 

 
 
User is required to make update on? and click “Save”. 

 

8 User is required to tick all declaration checkboxes. 
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Field 
Num. 

Description 

 

9 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
Note: This section is optional. 

10 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
11 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

12 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.12 Lodgement of Notice of Cancellation of Treasury Shares 
(Section 127) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Lodgement of Notice 
of Cancellation of Treasury Shares (Section 127) 

 

3 Lodgement of Notice of Cancellation of Treasury Shares (Section 
127) form will be displayed. The user may enter the company’s Old 
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Field 
Num. 

Description 

Registration Number, New Registration Number or Company Name. 
Please ensure that the status of selected company is “Existing” and 
Type of Company should be “Local”. After entering the required 
information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 

 
Note: This sub-section will only display for Public Company. 
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Field 
Num. 

Description 

6 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

7 Click “Edit”. 
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Field 
Num. 

Description 

8 Click “Add”. 

 

9 User is required to make update? and click “Save”. 

 
 

10 User is required to tick all declaration checkboxes. 

 

11 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

12 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
13 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

14 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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6.13 Lodgement of Copy of Notice Under Section 137, 138 or 139 
by Substantial Shareholders (Section 141)- Submission by 
Substantial Shareholder 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Lodgement of Copy of 
Notice Under Section 137, 138 or 139 by Substantial 
Shareholders (Section 141)- Submission by Substantial 
Shareholder 
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Field 
Num. 

Description 

  

3 Lodgement of Copy of Notice Under Section 137, 138 or 139 by 
Substantial Shareholders (Section 141)- Submission by Substantial 
Shareholder form will be displayed. The user may enter the company’s 
Old Registration Number, New Registration Number or Company Name. 
Please ensure that the status of selected company is “Existing”, Type 
of Company should be “Local” and lodger must be “V-User” or 
“Substantial Shareholder”. After entering the required information, 
click the Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 
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Field 
Num. 

Description 

 

5 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 

 
Note: This sub-section will only display for Public Company. 

6 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
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Field 
Num. 

Description 

  
1. If the user selects “Without Court Order”, no fields are 

required to be filled in. 

 

7 System will display the section “Substantial Shareholder” where 
user is required to select the Type of Member user want to lodge. 
 

i. If user wants to add Type of Shareholder=Individual, please refer 
to item 7a. 

ii. If user wants to add Type of Shareholder=Body Corporate, 
please refer to item 7b. 

iii. If user wants to add Type of Shareholder=Other Entity, please 
refer to item 7c. 

 

7a User to select Type of Shareholder=Individual. Then, user selects 
Category of Members, Sub-Category of Members and Sub-
Category of Member Details. Then system will auto populate lodger 
details. 
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Field 
Num. 

Description 

 

 

 
 

7b User selects Type of Shareholder=Body Corporate. Then, user 
selects Category of Members, Sub-Category of Members, Sub-
Category of Member Details, Identification Type and insert 
Identification Number. Once completed, click “Search”. 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 391 of 465 

 

 

Field 
Num. 

Description 

 
Note: For ESOS and Remaining Shareholders, please refer to hyperlink 
“Reference Guide for Entering Identification Numbers of 
Identified Entities”. 
 
System will load the information and user is required to complete the 
mandatory fields. 
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Field 
Num. 

Description 

7c User selects Type of Shareholder=Other Entity. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”. 

 
Note: Please refer to hyperlink “Reference Guide for Entering 
Identification Numbers of Identified Entities” for the Company 
Reg Number. 
 
System will load the information and user is required to complete the 
mandatory fields. 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 393 of 465 

 

 

Field 
Num. 

Description 

 

8 User is required to select the types of Changes to be made. 

 
i. If user selects option “Become Substantial Shareholder (Section 

137)”, please refer to item 8a. 
ii. If user selects option “Change In Interest of Substantial 

Shareholder (Section 138)”, please refer to item 8b. 
iii. If user selects option “Ceases to be Substantial Shareholder 

(Section 139)”, please to refer item 8c. 

8a User selects option “Become Substantial Shareholder (Section 
137)” and is required to pick Date of Acquired. 

 

8b User selects option “Change in Interest of Substantial Shareholder 
(Section 138)” and is required to pick Date of Change. 
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Field 
Num. 

Description 

 

8c User selects option “Ceases to be Substantial Shareholder 
(Section 139)” and is required to pick Date of Disposed. 

 

9 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

10 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 
11 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit to Secretary/Agent”. 

 

12 Submission will be sent as Draft to Cosec/Agent and the status 

Draft will be “Pending Submission” until further action is taken by 

Cosec/Agent of the company. 
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Field 
Num. 

Description 
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6.14 Lodgement of Copy of Notice Under Section 137, 138 or 139 
by Substantial Shareholders (Section 141)- Submission by 
CoSec 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Shares > Lodgement of Copy of 
Notice Under Section 137, 138 or 139 by Substantial 
Shareholders (Section 141)- Submission by CoSec 
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Field 
Num. 

Description 

3 Lodgement of Copy of Notice Under Section 137, 138 or 139 by 
Substantial Shareholders (Section 141)- Submission by CoSec form will 
be displayed. The user may enter the company’s Old Registration 
Number, New Registration Number or Company Name. Please ensure 
that the status of selected company is “Existing” and Type of Company 
should be “Local”. After entering the required information, click the 
Search button. 

 

4 The system will automatically populate the company’s details based on 
the search. The user can then verify that the populated information is 
correct. 

 

5 At the sub-section Company Details, user is required to select 
Listed/Unlisted. 
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Field 
Num. 

Description 

 
Note: This sub-section will only display for Public Company. 

6 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

7 System will display the section “Substantial Shareholder” where 
user is required to select the Type of Member user want to lodge. 
 

i. If user wants to add Type of Shareholder=Individual, please refer 
to item 7a. 
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Field 
Num. 

Description 

ii. If user wants to add Type of Shareholder=Body Corporate, 
please refer to item 7b. 

iii. If user wants to add Type of Shareholder=Other Entity, please 
refer to item 7c. 

 

7a User selects Type of Shareholder=Individual. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”. 

 
The system will load the information if it exists in the CRS Database. 
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Field 
Num. 

Description 

 

 
Note: If the user does not exist in the CRS Database, user needs to fill 
in all mandatory fields. 

7b User selects Type of Shareholder=Body Corporate. Then, user 
selects Category of Members, Sub-Category of Members, Sub-
Category of Member Details, Identification Type and insert 
Identification Number. Once completed, click “Search”. 
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Field 
Num. 

Description 

Note: For ESOS and Remaining Shareholders, please refer to hyperlink 
“Reference Guide for Entering Identification Numbers of 
Identified Entities”. 
 
System will load the information and user is required to complete the 
mandatory fields. 

 

 

7c User selects Type of Shareholder=Other Entity. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”. 
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Field 
Num. 

Description 

 
Note: Please refer to the hyperlink “Reference Guide for Entering 
Identification Numbers of Identified Entities” for the Company 
Reg Number. 
 
System will load the information and user is required to complete the 
mandatory fields. 

 

 

8 User is required to select the types of Changes to be made. 
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Field 
Num. 

Description 

 
iv. If user selects option “Become Substantial Shareholder (Section 

137)”, please refer to item 8a. 
v. If user selects option “Change in Interest of Substantial 

Shareholder (Section 138)”, please refer to item 8b. 
vi. If user selects option “Ceases to be Substantial Shareholder 

(Section 139)”, please refer to item 8c. 

8a User selects option “Become Substantial Shareholder (Section 
137)” and user is required to pick Date of Acquired. 

 

8b User selects option “Change in Interest of Substantial Shareholder 
(Section 138)” and user is required to pick Date of Change. 

 

8c User selects option “Ceases to be Substantial Shareholder 
(Section 139)” and user is required to pick Date of Disposed. 
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Field 
Num. 

Description 

 

9 User is required to fill in Number of Share or Amount of Stock and 
tick the declaration box “I declare that the above substantial 
shareholder information is correct”. 

 

10 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

11 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 
12 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

13 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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6.15 Special Service – for Company other than “Existing” status. 

Note: This special service is intended to allow user to apply for access to specific 
applications within the CIU service. 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Special Services > Application 
for Lodgement of Document for a Company Other Than ‘Existing’ 
Status 
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Field 
Num. 

Description 

3 Application for Lodgement of Document for a Company Other Than 
‘Existing’ Status form will be displayed. The user may enter the 
company’s Old Registration Number, New Registration Number or 
Company Name. Please ensure that the status of the selected company 
must be other than ‘Existing’, ‘Dissolved’, ‘Removed’ and ‘Ceased’. 
After entering the required information, click the Search button.  

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select the Type of Application for the 
lodgement: 
 

1. If the user selects Option “Court Order”, please refer to item 5a. 
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Field 
Num. 

Description 

2. If the user selects option “Liquidator Sanction”, please refer to 
item 5b. 

3. If the user selects option “Judicial Manager Consent”, please refer 
to item 5c. 

4. If the user selects option “Nominee Consent”, please refer to item 
5d. 

5. If the user selects option “Others”, please refer to item 5e. 

5a User selects option “Court Order” and required to complete all 
mandatory fields. Next, user is required to select the service the user 
wants to have permission to access. 

 

5b User selects option “Liquidator Sanction” and required to complete 
all mandatory fields. Next, user is required to select the service the user 
wants to have permission to access. 
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Field 
Num. 

Description 

5c User selects option “Judicial Manager Consent” and required to 
complete all mandatory fields. Next, user is required to select the 
service the user wants to have permission to access.  

 

5d User select option “Nominee Consent” and required to complete all 
mandatory field. Next, user is required to select which service user want 
to have permission to access. 

 

5e User selects option “Others” and required to complete all mandatory 
fields. Next, user is required to select the service the user wants to have 
permission to access. 
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Field 
Num. 

Description 

 

6 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

7 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Submit button. 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 414 of 465 

 

 

Field 
Num. 

Description 

 
8 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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7 Foreign  

7.1 Notification or lodgement of change, cessation, or other 
alteration relating to a foreign company’s agent (section 
563(2), 563(3) or 567(1)I) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Foreign > Notification or 
lodgement of change, cessation, or other alteration relating to 
a foreign company’s agent (section 563(2), 563(3) or 567(1)I). 
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Field 
Num. 

Description 

3 
 

Notification or lodgement of change, cessation, or other alteration 

relating to a foreign company’s agent (section 563(2), 563(3) or 

567(1)I) form will be displayed. The user may enter the company’s Old 

Registration Number, New Registration Number or Company Name. 

Please ensure that the status of selected company is “Existing” and 

Type of Company should be “Foreign”. After entering the required 

information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select Submission Option for the lodgement. 
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Field 
Num. 

Description 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

6 System will display the section “Agent”. 
  

1. If user chooses to add New Agent, please refer to item 6a. 

2. If user chooses to Update existing Agent, please refer to item 
6b. 

3. If user chooses to Ceased Existing Agent, please refer to item 
6c. 

6a 1. Click “Add”. 
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Field 
Num. 

Description 

 

2. Input all mandatory fields and click “Search”. 

 

Note: The system only allows registered Agent in the Supporting 

Module only. 

3. Complete all mandatory fields and click “Save”. 

 

6b 1. User clicks on the hyperlink “View All Agents” and click “Edit”. 
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Field 
Num. 

Description 

 

 

2. Complete all mandatory fields and click “Save”. 

 

6c 1. User clicks on the hyperlink “View All Agents” and click 

“Ceased”. 
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Field 
Num. 

Description 

 

 
2. Complete all mandatory fields and click “Save”.  

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Field 
Num. 

Description 

 
 
Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 
9 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 
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Field 
Num. 

Description 

 

10 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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7.2 Lodgement of Notice of Address, Change, or Discontinuance of 
Branch Register of a Foreign Company (Section 568(5) or 
568(6)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Foreign > Lodgement of Notice 
of Address, Change, or Discontinuance of Branch Register of a 
Foreign Company (Section 568(5) or 568(6)) 
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Field 
Num. 

Description 

3 
 

Lodgement of Notice of Address, Change, or Discontinuance of Branch 

Register of a Foreign Company (Section 568(5) or 568(6)) form will be 

displayed. The user may enter the company’s Old Registration Number, 

New Registration Number or Company Name. Please ensure that the 

status of selected company is “Existing” and Type of Company should 

be “Foreign”. After entering the required information, click the Search 

button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 
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Field 
Num. 

Description 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

6 System will be displaying Section “Branch Register” where it is having 
sub-section “Update List of Branch Address”. 
  

1. If user chooses to add New branch Register, please refer to 
item 6a. 

2. If user chooses to Update existing Branch Register record, 
please refer to item 6b. 

3. If user chooses to Discontinue Existing Branch Register Record, 
please refer to item 6c. 

6a 1. Click “Add”. 
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Field 
Num. 

Description 

 

2. User completes all mandatory fields and click “Save”. 

 

 

6b 1. User clicks the hyperlink “View All Branch Register”. 

 

2. Click “Update”. 
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Field 
Num. 

Description 

 

3. Complete all mandatory fields and click “Save”. 

 

6c 1. User clicks the hyperlink “View All Branch Register”. 

 

2. Click “Discontinue”. 
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Field 
Num. 

Description 

 

3. Complete all mandatory fields and click “Save”. 

 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 

9 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

10 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 
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7.3 Lodgement of Particulars of Change or Alteration Relating to 
a Foreign Company (Section 567(1)(a), (b) or (g)) 

 

Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar to 

proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Foreign > Lodgement of 
Particulars of Change or Alteration Relating to a Foreign Company 
(Section 567(1)(a), (b) or (g)). 
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3 
 

Lodgement of Particulars of Change or Alteration Relating to a Foreign 

Company (Section 567(1)(a), (b) or (g)). Form will be displayed. The 

user may enter the company’s Old Registration Number, New 

Registration Number or Company Name. Please ensure that the status of 

selected company is “Existing” and Type of Company should be 

“Foreign”. After entering the required information, click the Search 

button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 
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5 The user is required to select a Submission Option for the lodgement. 

1. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are required 
to be filled in. 

 

6 System will display Section Constitution and Change Particular of 
Directors of The Foreign Company. 
 

1. If user wants to make update related to Constitution, please refer 
to item 6a. 

2. If user wants to make update on Particulars of Director, please 
refer to item 6b. 

 
Note: User can choose to submit either option or both option in one (1) 
lodgement. 
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6a Section Constitution will display sub-section “Changes or Alteration in 
Constitution/ Statutes/ Charter/ Memorandum or Articles / 
Other Instruments” where user is required to select the type of 
Alteration/Changes user wants to make. 
 

1. If user wants to make changes for “Constitution”, please refer to 
item 6a.i. 

2. If user wants to make changes for “Statutes”, please refer to item 
6a.ii. 

3. If user wants to make changes for “Charter”, please refer to item 
6a.iii. 

4. If user wants to make changes for “Memorandum or Articles”, 
please refer to item 6a.iv. 

5. If user wants to make changes for “Other Instruments”, please 
refer to item 6a.v. 

6a.i User selects option “Constitution” and is required to complete all 

mandatory fields. 
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6a.ii User selects option “Statutes” and is required to complete all mandatory 

fields. 

 

 
6a.iii User selects option “Charter” and is required to complete all mandatory 

fields. 
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6a.iv User selects option “Memorandum or Articles” and required to 

complete all mandatory fields. 

 

 

6a.v User selects option “Other Instruments” and required to complete all 

mandatory fields. 
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6b In the section Change Particular of Directors of The Foreign 
Company, the system will display sub-section “List of Directors”. 

1. If user wants to add New Director to the company, please refer to 
Item 6b.i 

2. If user wants to make an update to Existing Director, please refer 
to Item 6b.ii. 

3. If user wants to Ceased Existing Director, please refer to Item 
6b.iii. 

4. If user wants to add New Alternate Director to the company, please 
refer to Item 6b.iv. 

5. If user wants to make an update to Existing Alternate Director, 
please refer to Item 6bv. 

6. If user wants to Ceased Existing Alternate Director, please refer to 
Item 6b.vi. 

6b.i 1. Type of Director=Individual 
 

a. Click “Add”. 

 
b. Input all mandatory fields and click “Search”. 

 
c. Complete all mandatory fields and click “Save”. 
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2. Type of Director=Body Corporate. 
 

a. Click “Add”. 

 
b. Input all mandatory field and click “Search”. 

 
c. Complete all mandatory fields and click “Save”. 
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6b.ii Click the hyperlink “View All Director”. 

 
 
Click “Edit” and complete all mandatory fields. Click button “Save”. 
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6b.iii Click the hyperlink “View All Director”. 

 
 
User clicks “Ceased” and complete all mandatory fields. Click “Save”. 
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6b.iv 4. User clicks “Add” at the Add Director/ Update Director screen. 

 

5. Input all mandatory fields and click “Search”. 

 

6. Click “Save”. 
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6b.v 3. User clicks  “Update” at the Update Director screen. 

 

4. Complete all mandatory fields. Click “Save”. 
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6b.vi 3. User clicks “Ceased” at the Update Director screen. 

 

4. Complete all mandatory fields. Click button “Save”. 

 

7 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 
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Note: This section is optional. 

8 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 

 

9 Screen will display the preview of the submission and user can download 

PDF for own records. Draft Watermark will be applied and then click 

“Submit”. 

 

10 Upon successful submission, the user will receive a notification within the 

system and via email, providing a summary of the lodgement. 
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7.4 Notice of Share Capital by Foreign Company (Section 567(3)) 

 
Field 
Num. 

Description 

1 After successful login, the Dashboard will be displayed. The user is 

required to select the Application menu from the top navigation bar 

to proceed with the desired application. 

 

2 Then, click on Application -> Register of Company (ROC) -> 
Company Information Update > Foreign > Lodgement of Notice 
of Increase in the Share Capital of a Foreign Company (Section 
567(3)).  
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Field 
Num. 

Description 

3 
 

Lodgement of Notice of Increase in the Share Capital of a Foreign 

Company (Section 567(3)). Form will be displayed. The user may enter 

the company’s Old Registration Number, New Registration Number or 

Company Name. Please ensure that the status of selected company is 

“Existing” and Type of Company should be “Foreign”. After entering 

the required information, click the Search button. 

 

4 The system will automatically populate the company’s details based on 

the search. The user can then verify that the populated information is 

correct. 

 

5 The user is required to select a Submission Option for the lodgement. 
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Field 
Num. 

Description 

3. If the user selects “With Court Order”, the user must complete 

the mandatory fields, including Court Location, Date of Court 

Order, Court Case Number, Court Case Details/Summary and 

upload the Court Order document.  

 
Note: The Time Frame to Comply with Court Order field is optional. 
  

1. If the user selects “Without Court Order”, no fields are 
required to be filled in. 

 

6 
The user is required to choose the Declaration for “The company have 

authorized capital in the origin country”. 
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Field 
Num. 

Description 

7 
At the section “Capital Structure”, system will display a Summary 

of Share for the company. User needs to click “Edit” and the section 

“Increase Share” will be displayed. 

 

 

8 
Click “Select/ Edit”.  
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Field 
Num. 

Description 

 

9 
System will display the screen “Select Shareholders”. 

 

1. If user wants to Add new shareholder, please refer to item 9a. 

2. If user wants to Add Different Share Type for Existing 

Shareholders, please refer to item 9b. 

9a 
Click “Add”. 
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Field 
Num. 

Description 

 
 

1. Click “Yes” if user wants to add via uploading the excel function. 
User can download template from the hyperlink “Download 
Template”. Click “Browse” to upload the file and click 
“Upload”. 

 
2. Click “No” if user wants to add by via Search function. 

a. If user wants to add Type of Member=Individual, please 
refer to item 9a.i. 

b. If user wants to add Type of Member=Body Corporate, 
please refer to item 9a.ii. 

c. If user wants to add Type of Member=Other Entity, please 
refer to item 9a.iii. 
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Field 
Num. 

Description 

 

9a.i User selects Type of Member=Individual. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”.  

 
User is required to complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

 

 

9a.ii User selects Type of Member=Body Corporate. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number. Once completed, click “Search”. 
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Field 
Num. 

Description 

 
Note: For ESOS and Remaining Shareholders, please refer to hyperlink 
“Reference Guide for Entering Identification Numbers of 
Identified Entities”. 
 
User is required to complete all mandatory fields and click “Save”. 

 

 

 



 

CRS EXTERNAL USER MANUAL 

CRS_ROC - [CIU] Company Information Update Page 459 of 465 

 

 

Field 
Num. 

Description 

 

 

9a.iii User selects Type of Member=Other Entity. Then, user selects 
Category of Members, Sub-Category of Members, Sub-Category 
of Member Details, Identification Type and insert Identification 
Number.  Once completed, click “Search”.   

 
Note: Please refer to the hyperlink “Reference Guide for Entering 
Identification Numbers of Identified Entities” for the Company 
Reg Number. 
 
User is required to complete all mandatory fields and click “Save”. 
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Field 
Num. 

Description 

 

 

 

 

9b 
User is required to tick the checkbox for the selected shareholder. Click 

button “+”and user is required to complete all mandatory fields and 

click “Save”. 
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Field 
Num. 

Description 

 

 

10 User is required to select “Date of Increase Share Capital”. 

 

11 System will display the section Analysis of Share where user is 

required to fill in the value. 
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Field 
Num. 

Description 

    

 

12 The user can upload any supporting documents in the Supporting 

Documents section by clicking the Browse button. 

 
 
Note: This section is optional. 

13 In the General Declaration section, the user is required to tick the 

Declaration checkbox and click the Preview Submission button. 
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Field 
Num. 

Description 

 
14 Screen will display the preview of the submission and user can 

download PDF for own records. Draft Watermark will be applied and 

then click “Submit”. 

 

15 Upon successful submission, the user will receive a notification within 

the system and via email, providing a summary of the lodgement. 
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Field 
Num. 

Description 
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Field 
Num. 

Description 

 

 

Disclaimer: The information contained in this guide is intended to assist users in 
understanding the processes and procedures relating to the use of the Corporate 
Registry System (CRS). The Companies Commission of Malaysia (SSM) reserves 
the right to revise, update and/or amend the contents of this guide from time to 
time without prior notice. Users are advised to refer to the relevant provisions of 
law, circulars, guidelines, practice notes and practice directives that are currently 
in force. Users may refer to the SSM’s official website at www.ssm.com.my. 

 

 

http://www.ssm.com.my/
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