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1 Introduction

1.1 Purpose of Document

This manual provides step-by-step guidance for users to access and perform
business processes under the Registration of Company (ROC) Relodgement module
in the SSM Corporate Registry System (CRS - HT4).

This user guide covers the Relodging of Lost or Missing Document sub-module,
which includes the following business processes: To Relodge Lost or Missing
Document, Unable to Relodge the Lost or Missing Document and Request for

Extension of Time (EOT) for the Lost or Missing Document.

1.2 Prerequisites
This section outlines the requirements that must be fulfilled before users can

access and perform the business processes in this module.

e The user has been notified by Officer to perform the relodgement as
required.

e The Primary Actor is registered and verified in SSM4U.

e The Primary Actor has the applicable role in CRS, such as Company
Secretary, Auditor, Liquidator, Director, Business Owner, Compliance Officer

or Partner.
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2 Module Overview

This user guide covers the following business processes:

1. Relodging of Lost or Destroyed Document

e To Relodge Lost or Missing Document

e Unable to Relodge the Lost of Missing Document

e Request for EOT for the Lost or Missing Document
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3

Relodging of Lost or Missing Document

3.1 To Relodge Lost or Missing Document

No.

Description

1

From the Dashboard, go to the Tasklist. Then, go to the My Tray.

o = P [ —— Q- o Op

08 June 2026 | 08:07:10

Welcome back, Draft = Submitted Queried /
0 =, 0 /fq

Approved

Rejected Withdrawn

Lodging Ref. Entity Type  Entity Name / Proposed Name  Entity No Module/Submodule Status $ Expiry Date T Count
Asset Management > Application to

Registrar to Represent Dissolved Pending Approval
Company

1 AM-RDC26052026000001 ROC

s RLDO9062026000001 ROC Relodging of Lost or Destroyed

Docuriant Pending Relodgement 13-06-2026 4

Under My Tray, find application from the officer. Then, click the Lodging Reference No. to
open the application.

s

bashboara  Appliation ~ @_ a Ow

09 June 2026 | 08:08:02

Welcome back, Draft a Submitted ﬂ Queried el
0 Q

Manage Profile
Approved

Rejected Withdrawn B
0 0 0

Tasklist

My Tray Team Tray Task Pool
-
=
Lodging Ref. No. % Entity Type  Entity Name / Proposed Name  Entity No Module/Submodule Expiry Date
Asset Management > Application to
1 AM-RDC26052026000001 ROC Registrar to Represent Dissolved Panding Approval
Company
ROC Relodging of Lost or Destrayed pending Relodgement 13-06-2026 4
Document
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Description

The following fields will be automatically populated by the system. Please proceed to Step 4.

—— kRl

Relodgement of Lost or Destroyed Document

RLD Reference No:  RLD09062026000001

1ST PARTY DETAILS

BACKOFFICE =

It Party Details

1st Party Details

Entity Type * ROC

Entity No * H New 201301013754 Jold 1043502-w
Entity Name BEST MILENIA

Status : EXISTING

Eligible Lodgers*

No  Designation Name IDType IDNo. Date of Appointment  Date of Cessation

1 COMPANY SECRETARY MYKAD 12-02-2015

Dashboard  Application ~ o- Q ‘0!

BACKOFFICE =

INSTRUCTION FROM SSM

Lodgement Reference Number * . _

Lodged Date 27-08-2025

Event Date 27-08-2025

Document Date : 27-08-2025

Module Company Information Update

Sub Module Notification or Lodgement of Change in the Address of the Re:
Section [ Form Code : a9

Documents that required Relodgement

No Description Scanning Code
1

Application for Change of Name LLP_REG_CNL_15

Instruction to Ist Party

PLEASE SUBMIT THE DOCUMENT, THANK YOU.

Dashboard  Application ~ @_ Q ‘0 -
09 June 2026 | 08: 7

BACKOFFICE =

Due Date to Comply 13-06-2026

Relodgement Detail
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No.

Description

Scroll down to the Relodgement Details section and click Relodge.

oasnboara appicaton - () - a Ow
09 June 2026 | 08:16:30

RELODGEMENT DETAILS BACKOFFICE =

Options

Relodge

Unable to Relodge

Instruction From SSM

Request for More Time to Relodge

Click Browse to select and upload the document.

R = Dashboard  Application - - o Ow
09 June 2026 | 08:17:56

Documents that required Relodgement *

0mb & Maximum Number of File: Unlimited) BACKOFFICE =

(Maimum File

No Description Attachments

1 Application for Change of Name
@ APPUCATIONFO. )
Relodgement Details

(Maximum File Size: 30mb & Moximum Number of File: Unlimited)

Statutory Declaration Document *
[ STATUTORYDEC.. €3

Click Submit.

S Dashboard  Application ~ @ - o Ow
089 June 2026 | 08:18:11

Documents that required RE\DdgEmEnl
Aaximum F 30mb & Maxirr ile: Unlimited

Description Attachments

1 Application for Change of Name

BACKOFFICE =

§ ArPucaTiONFO- )
Relodgement Details

(Maximum File Size: 30mb & Maximum of File: Unlimited)

-
Statutory Declaration Document *

§ STaTUTORYDEC. @)
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On the Confirmation popup, click Yes.

Confirmation

Are you sure you want to submit this document?

No Yes

Once the submission is successful, the system displays a "Submitted Successfully"
message and redirects the user to the Dashboard.

mm
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3.2

Unable to Relodge the Lost or Missing Document

No.

Description

1

From the Dashboard, navigate to the Tasklist. Then, go to the My Tray.

Dashboard Application ~ @ - Q ‘0 !

09 June 2026 | 08:07:10

Welcome back, Draft . Submitted m Queried V)
e
0 0 0

° _ ——
Approved Rejected Withdrown B

0 0 0

My Tray Team Tray Task Pool

Lodging Ref. No. $ Entity Type  Entity Name / Proposed Name  Entity No Module/Submodule Expiry Date T Countc

Asset Management > Application to

| AM-RDC26052026000001 ROC Registrar to Represent Dissolved Pending Approval -
Company
| f ‘
2 RLDO90G2026000001 ROC Relodging of Lost or Destroyed Pending Relodgement  13-06-2026 4

Document

10~  Showing 2 From 2 records o

Under My Tray, find application from the officer. Then, click the Lodging Reference No. to open the
application.

Dashisoard  Application ~ @- o Ow
089 June 2026 | 08:08:02

Welcome back, Draft Submitted Queried ’
0 0 05 “

Approved Rejected E Withdrawn B

0 0 0

My Tray Team Tray Task Pool

Lodging Ref. No. T Entity Type Entity Name / Proposed Name  Entity No Module/Submodule Status o Expiry Date

Countc

Asset Management > Application to
1 AM-RDC26052026000001 ROC Registrar to Represent Dissolved Pending Approval -
Company

Relodging of Lost or Destroyed
Document

10~  Sshowing 2From 2 records o

ROC Pending Relodgement 13-06-2026 4
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The following fields will be automatically populated by the system. Please proceed to Step 4.

Dashboard Application ~ o- Q ‘0
09 June 2026

Relodgement of Lost or Destroyed Document

RLD Reference No:  RLD0S062026000001

1ST PARTY DETAILS

BACKOFFICE =

Ist Party Details

Entity Type * ROC

Status EXISTING

Eligible Lodgers*

No

nation Name ID Type 1D No. Date of Appointment Date of Cessation

COMPANY SECRETARY MYKAD 12-02-2015

bashboard  Application - 0-
08 June 2028 08:1216

BACKOFFICE =

INSTRUCTION FROM SSM

Lodgemnt Referonce umber I

Lodged Date 27-08-2025

Event Date 27-08-2025

Document Date 27-08-2025

Module Company Information Update

Sub Module Notification or Lodgement of Change in the Address of the Re:
Section [ Form Code 49

Documents that required Relodgement

Description Scanning Code

Application for Change of Name LLP_REG_CNL_15

Instruction to Ist Party

PLEASE SUBMIT THE DOCUMENT, THANK YOU.

Dashboard Application ~ @_ Q ‘0!
09 June 2026 08:12:47

BACKOFFICE =

Due Date to Comply 13-06-2026

Relodgement Details
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Scroll down to the Relodgement Details section, and click the Unable to Relodge.

s ] "
...._._._.!@..._ Dashboard  Application « @- Q ‘@ -

RELODGEMENT DETAILS BACKOFFICE =

Ist Party Details

Options

Instruction From SSM

@ Relodge Relodgement Details

(O Request for More Time to Relodge

On the Confirmation popup, click Yes.

Confirmation

Are you sure you want to change the option?
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Please enter the Reason. Then, click Confirm.

Dashboard  Application ~ °_ Q Qo‘!

RELODGEMENT DETAILS BACKOFFICE =

Options

@ unable to Relodge

Request for More Time to Relodge

Please Justify Unable to Relodge *

Reason*

200 character remaining

Click Submit.

Dashboard Application ~ e- Q ‘o !

BACKOFFICE =

Please Justify Unable to Relodge*

Reason * Testing.

182 character remaining

CONFIRM
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On the Confirmation popup, click Yes.

Confirmation

Are you sure you want to submit this document?

Once the submission is successful, the system displays a "Submitted Successfully"
message and redirects the user to the Dashboard page.

m
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3.3 Request for EOT for the Lost or Missing Document

No.

Description

1

From the Dashboard, navigate to the Tasklist. Then, go to the My Tray.

ok

Dashboard  Application ~ @_ Q ‘Og
08 June 2026 | 08:07:10

Welcome back, Draft a Submitted m Queried ol
0 0 0 -

O .
Approved Rejected Withdrawn G
0 0 0

My Tray Team Tray Task Pool

No.  LodgingRef.No. 2 Entity Type  Entity Nome [ Proposed Name  Entity No Module/Submodule

Status o ExpiryDate 5 Count
Asset Management > Application to
| AM-RDC26052026000001  ROC Registrar to Represent Dissolved Pending Approval
Company
2 RLD09062026000001 ROC Relodging of Lost or Destroyed pending Relodgement 13-06-2026 4
Document

10+  Showing 2 From 2records o
«<l

Under My Tray, find application from the officer. Then, click the Lodging Reference No. to
open the application.

bashboard  Application ~ Q- Q ‘0!

Welcome back, Draft a submitted m Queried il
0 Q

0 0
O .
Approved

Rejected E Withdrawn B
0 0 0

Tasklist i
My Tray Team Tray Task Pool
=
3=
No. Lodging Ref. No. J Entity Type  Entity Name,mepased Name Entity No Module/Submodule Status Expiry Date I Counk
Asset Management > Application to
1 AM-RDC26052026000001 ROC Registrar to Represent Dissolved Pending Approval
Company

Relodging of Lost or Destroyed pending Relodgement 13-06-2026 4
Document

10~ Showing2From 2 records o
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The following fields will be automatically populated by the system:

= e - O - ©~

Relodgement of Lost or Destroyed Document

RLD Reference No:  RLD09062026000001

1ST PARTY DETAILS

BACKOFFICE =

st Party Details

Entity Type * ROC

Status. EXISTING

Eligible Lodgers *

IDType ID No. Date of Appointment  Date of Cessation

12-02-2015

———— Bk

BACKOFFICE =
INSTRUCTION FROM SSM

Instruction From $:

Lodged Date : 27-08-2025

Event Date : 27-08-2025

Document Date : 27-08-2025

Module : Company Information Update

Sub Module : Notification or Lodgement of Change in the Address of the Re:
Section [ Form Code : 49

Documents that required Relodgement
No Description Scanning Code

1 Application for Change of Name LLP_REG_CNL_15

Instruction to Ist Party

PLEASE SUBMIT THE DOCUMENT, THANK YOU,

Dashboard  Application ~ °- Q ‘0 -
09 June 2026 | 08:12:47

BACKOFFICE =

Due Date to Comply 13-08-2026

Relodgement Details
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Scroll down to the Relodgement Details section and click Request for More Time to
Relodge.

@ ' ] Dashboard  Application ~ @_ Q ‘0 -

RELODGEMENT DETAILS BACKOFFICE =

Ist Party Details

Options

Instruction From SSM

@ Relodge Relodgement Details
() Unable to Relodge
I ) Request for More Time lonelodgel

On the Confirmation popup, click Yes.

Confirmation

Are you sure you want to change the option?




CRS EXTERNAL USER MANUAL

SURUHANJAYA SYARIKAT MALAYSIA CRS - [RLD] Relodgement Module Page 17 of 18
COMPANIES COMMISSION OF MALAYSIA

Please click the calendar button to select the date, and please insert the Justification field.

_ = bashboard  Appiication = @_ o Ow

RELODGEMENT DETAILS BACKOFFICE =

Options
Instruction From SSM

Relodge

Unable to Relodge

@ Request for More Time to Relodge

Due Date to Comply 13-06-2026

New Due Date Requested by Lodger *

Pustification ®

1000 character remaining

Click Submit.

S Dathbourd  Appliation = @_ o Ow
08 June 2026 | 08:35:10

BACKOFFICE =

Due Date to Comply 13-06-2026

New Due Date Requested by Lodger *

19-06-2026

Justification ®

Need to more time to get the required document. Thank you.

942 character remaining
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8 | On the Confirmation popup, click Yes.

Confirmation

Are you sure you want to submit this document?

9 | Once the submission is successful, the system displays a "Submitted Successfully"
message and redirects the user to the Dashboard page.

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.
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