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1. Introduction 

This comprehensive guide is designed to help users navigate the 

system and effectively utilise its features and functions. It 

includes step-by-step instructions, supported by illustrations, to 

assist users in completing key tasks within the system. 

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

navigation, and key procedures. 

Users must have valid CRS access and the appropriate 

permissions to perform the transactions. 
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2. Payment Services 

2.1 Access CRS to Pay Lodgement's fee after Pre-
lodgement 

This process occurs when a payment request is generated from a 

pre-lodgement submission and the lodger (public user) receives 

an email notification to make the payment. 

Field 
Num. 

Description 

1.  From the Dashboard, go to the Payment Cart icon in the 

navigation bar.  
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2.  Click the Payment cart. The system displays the Order List. Next, 

click View All. 

 

3.  Tick the checkbox for the respective payment in the Cart list and the 

system will enable the Proceed to Payment button. 
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4.  Click the Proceed to Payment button. The system displays a 

confirmation pop-up. Click Yes button. 

 

5.  The system redirects the user to Payment Order page. The user 

must complete all required fields. Click the Pay Now button. 

 

6.  The user will be able to make the payment and the payment status 

will change to successful. 
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2.2 Access CRS to Pay Lodgement's fee When Additional 
Payment Applicable After Application Has Been Queried 

This scenario happens when the Data Entry admin issues a query to 

the public user and imposes an additional fee. The lodger must 

respond to the query first before the system redirects the user to 

payment cart. 

 

Field 
Num. 

Description 

1.  From the Dashboard, go to the Tasklist.  

 

2.  Go to My Tray, filter the respective application.  

3.  The system redirects to form application. 

4.  Go to Tab Query & Response section >click Edit to enter Remark. 
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5.  Click Response Query and system redirects user to Payment Cart 

and lodger shall proceed to make payment. 

 

6.  Click the Payment cart. The system displays the Order List pop-

up. Next, Click View All. 
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7.  Tick the checkbox for the respective payment in the Cart list and the 

system will enable the Proceed to Payment button. 

 

8.  Click the Proceed to Payment button. The system displays a 

confirmation pop-up. Click Yes button. 

 

9.  The system redirects the user to Payment Order page. The user 

must complete all required fields. Click the Pay Now button. 

10.  System redirects to Payment Gateway and choices of payment 

method can be selected/used by user. 

 

 



 
 

 

CRS - EXTERNAL USER MANUAL 

CRS_ROC – [OTC] Over the Counter Page 10 of 11 

3. Response To Query 

3.1 Response To Query 

Field 
Num. 

Description 

1.  From the Dashboard, go to the Tasklist.  

 

2.  Go to My Tray, filter the respective application.  

3.  System redirects to the form application. 

4.  Go to Tab Query & Response section >click Edit to enter Remark. 

 

5.  Click the Response Query button. The user’s response is 

submitted successfully and the workflow is returned to the Data 

Entry Admin. 
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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 
SSM’s official website at www.ssm.com.my. 
 
 

http://www.ssm.com.my/
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