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TOPIC 1 | HRD CORP CLAIMABLE COURSES
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TOPIC 1 | HRD CORP CLAIMABLE

STEP1 STEP 3

Training Providers
register their course
into the system.

Approval by
HRD Corp.

STEP 2

Employers apply
training grant via the
system.

COURSES (HCC)

STEP 5
Training providers
submit course fee

claims after fraining
is completed.

STEP 4 STEP 6

Training Providers Employers submit
conduct training. claims for other

allowances.
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TOPIC 2 | TYPE OF COURSES UNDER HCC

AND REQUIRED DOCUMENTS




TOPIC 2

General
Courses

Trainers’ profile

2. HRD Corp
accreditation
certificate

3. Comprehensive

course content

—_

Course fee:
Subjected to HCC
Scheme ACM.

For more info, please
refer to HRD Corp
Allowable Cost Matrix
(ACM).

Professional
Certificates

Trainers' profile

2. HRD Corp accreditation
cerfificate

3. Comprehensive course
content

4. Documentary
evidence/agreement
from certification bodies

5. Sample of professional

certificate(s)

—

Note: Training Provider (TP)
needs to indicate
assessment/examination
(including passing marks) in
the course content.

Course fee: As charged.

For more info, please refer to
HRD Corp Allowable Cost
Matrix (ACM).

| TYPE OF COURSES UNDER HCC
AND REQUIRED DOCUMENTS

4 hours

Minimum trainers

required

Focus Area
Courses

1. Trainers’ profile

2. HRD Corp accreditation
certificate

3. Comprehensive course
content

4. Acknowledgement letfter
(Obtained after course
verification)

Note: For MicroCredential
Focus Areq, TP is required to
get endorsement by MQA.

Course fee: As charged.

For more info, please refer to
HRD Corp Allowable Cost
Matrix (ACM).

Minimum
hours required

Minimum one trainer with
HRD Corp Accreditation Certificate

Industry-Specific Special
Courses Approval

1. Trainers’ profile

2. HRD Corp
accreditation
certificate

3. Comprehensive
course content

4. Acknowledgement
letter (Obtained
after course
verification)

Course fee: As charged.
For more info, please
refer to HRD Corp
Allowable Cost Matrix
(ACM).

1. Employers must
obtain special
approval to
receive financial
assistance for
fraining
programmes
conducted
outside Malaysia.

Note: Approval is
subject to higher
management’s
discretion.

Please email to:
programmeregistration
@hrdcorp.gov.my
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Licensed Training Material Application

LICENSED TRAINING MATERIAL DEFINITION

Proprietary training content developed and owned by an original publisher, institution or principal, which is officially authorised
for the usage of fraining providers in the delivery of approved training programmes. These materials may include physical
workbooks, e-manuals, e-books or online access platforms.

REQUIRED DOCUMENTS

1. Application Letter

Addressed to the Head, Training Levy Department, HRD Corp, indicating:

+ Type of Licensed Training Materials (e.g., hardcopy or digital copy).

+ Approved training course details, title and programme code number requesting for the licensed fraining
material

» Purpose or justification for using licensed training material to deliver the approved course(s).
* Price in MYR, including SST.

2. Principal Letter

A letter from the Principal granting approval for the Training Provider (TP) to use the materials.
The letter should specify:

» The programmes for which the materials will be ufilised.
+ The price of the material in its original currency.
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Licensed Training Material Application

3. Licensed Training Material Copy

A copy of the physical licensed training material or digital licensed training material (e.g., E-Manual/E-Book/Online Access
Link) must be submitted for HRD Corp review.
Please also provide samples of the report/assessment for review in PDF.

Note: Physical materials can be collected from HRD Corp after the review.

4. Previous Pre-Approval Letter (For Renewal Only)
For renewal purposes, kindly provide a copy of the previous pre-approval letter.

Training providers to submit the required documents by

* Hand (for physical materials) | Wisma HRD Corp, Bukit Damansara, 50490 Kuala Lumpur.
« Email (for digital materials) | programmeregistration@hrdcorp.gov.my or officer-in-charge’s email address

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp
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Example of Professional Certification Documents

Agreement between Training Provider and Certification Body

Exemplar
Global

Training Provider
Recognition Agreement

19th July, 2022
BETWEEN
Exemplar Global Inc.

AND

Parties
EXEMPLAR GLOBAL INC.
(Principal)

(Training Provider)

The Parties mentioned in this Agreement are in all cases the signatories to this
Agreement. Where Principal is mentioned it means Exemplar Global and where Training
Provider is mentioned it means

Background

A The Principal and the Training Provider agree that the signed proposal between the
parties s to be read in conjunction with this Agreement

8 The Principal provides a comprehensive range of assessment, certification and
information services, and has an putation in the Industry.

c The Training Provider provides a range of learning, assessment and certification
services

D. The Principal and the Training Provider mutually agree to collaborate in a range of

market activities to deliver value to the Training Provider, its clients and the
broader industry.

E The Principal will provide recognition and the requisite authorisation and approval
to the Training Provider that permits access by its clients who attend training
courses to a range of support services as detailed in the signed proposal, issued by
the Principal and accepted by the Training Provider.

F This relationship is defined as a recognition and approval of the Training Provider
by the Principal and will only be communicated as such by both parties.

1. Scope of Agreement
1.1. This Agreement shall apply only to the Training Provider
1.2. Training Provider will provide the Principal with a list of courses they intend to be
included in the Recognition Agreement
2. Term

2.1. This Agreement commences on the date of signing and s in force for 12 months
The Agreement shall renew automatically, unless either party provides 30 days
written notice of their intention to terminate this Agreement

www.hrdcorp.gov.my Copyright © 2025 HRD Corp
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Sample of Professional Certificate

Certification Number : xx00
Issue Date DD- MM-YYYY

This is to certify that

XX XXX XXXX

has successfully’ completed the competency course
assessment and examination for the

Exemplar Global Certified
Anti-bribery Management Systems
Internal Auditor Course

b d on ISO 3

on DD-MM-YYYY till DB MM-Y¥YY

/ Managing Direcior
Dr. Kenny Chan

W AT,
> Exemplar ,{ “/—,

&>
N Global

Issued by
ternational Certifications (M) Sdn Bhd

2A.Jalan Astana 1D, Bandar Bukit Raja. 41050 Klang Selangor
www kiwacert.com
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Example of Acknowledgement Letter Upon Approval by IEC

MINISTRY OF HUMAN RESOURCES  WUmAN AFSGURCE SEVELGPENT CORPORATION

COURSE TEMPLATE

Our Ret - 182] PSMB/46/11/1 Kyt 1
Date _- 17 Fsbruary 2025

«Company_Namen

wAddressy

Dear SirfMadam.

HRD CORP INDUSTRY-SPECIFIC COURSE ACKNOWLEDGEMENT

The above matter kindly refers.

2. We are pleased to inform you that your course has been successfully
evaluated by our Industry Expert Committes [EC), and it meets the
requirements based on the HRD Corp Industry Specific Course Verification
Guigeline and Criteria.

Application No
Course Name

: uSubmission_IDn
: «Course_Namen

Course Type Course_Categoryn
Industry & Sector
3. The general conditions for the course’s implementation are stated in I

Appandix A. Should you have any inguiries, kindly email our officers ot
programmeregistration@hrdcorp.gov.m

Thank you

‘Delivering Quality, Developing Excell s
‘Malaysia MADANI"

Training Levy Depariment

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp 11



Example of Pre-Approval Licensed Training Material Letter
I

@ Fgoconp

Ref. No.
Date

50480. Kuala Lumpur,

Dear Sir/Ma
RE: PRE-APPROVAL FOR PHYSICAL LICENSED TRAINING MATERIAL

We would fike fo refer to your email dated regarding pre-approval
for physical licensed tralning material.

2 Please be informed that we have reviewed your applcation for pre-
approval for physical licensed training material used in your trainings and supplied
to your clients. We are pleased to inform that we agree to your proposed pricing

as per below:
No. | Course/licensed Training Materials Title Price MYR (Per
Unit/Pax)
Inclusive SST
1 Physical Manual
Licensed Training Materials:
00 nett

Participant Guide
Approved fraining courses:

a

= Physical Manual
Licensed Training Materials:

00 nett

™

Approved fraining courses:
a. 1000

PEMBANGUNAN SUMBER MANUSIA BERHAD (2000c

na HRD Corp, Jalan Berngin, Damansara Heights

<)

490 Kusla Lumpur, Melaysia
15c0 30

i

1000 | wwehvdearp govmy

MINISTRY OF HUMAN RESOURCES

TOMAN RESGURCE BEVELGPMENT CORPORATION

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp
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TOPIC 3 | COURSE REGISTRATION PROCESS




TOPIC 3 | COURSE REGISTRATION PROCESS

Step 1 Step 3

& |.I
Application > 993
Profile Management >
Training Programme > Fill in the Click ‘Submit’
Login to your Register for Course Registration
e-TRiS account Training Form

Programme

Step 2 Step 4

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp ]4



Step 1: Login to your e-TRiS account

Go to https://www.hrdcorp.gov.m
2 FRDcore ' D =[] =

POWERING
MALAYSIA’S | ] _
TALENT — | -] :
DEVELOPMENT B8 .
ASPIRATIONS

Agency Undes Ministry of Human Resources Malaysia - *
AN

Pembangunan Sumber Manusia Berhad

Appications |Your Session vill expire within 119 minute(s) and 11 second(s). UAT_V230.1 Bialgey |

« To request for usemame and password please fax or wiite a letter to us by using a company's letterhead

www.hrdcorp.qov.my | Copyright © 2025 HRD Corp



Step 2: Go to Profile Management > Training Programme > Gt ST
Register for Training Programme e S

v @ Profile Managemsnt

Applications v L":I:h_nur

v @ Survay Managemant ¢ Suniey Managaman ¥ @ Training Prowidar
¢ @ Event Managament v @ Ewert Managemani b @ THAHR Carmulbani
v Claim b Claimn P @ RAD
. @ Paymant Gatmway b Payrnant Gataway B raining Programma
v Loy b LAy % Trairer Profile Managemani
v @ Special Trus! Fund F & =pecial Tnst Fund & Regskr for Trining Programme
v @ Aopreniceship b Apprenticeship o Manage Documen| Chacklil

& Lagal Managamant @ Lagal Managamen .

E2L Trainng Progranea Listing

v Grant ¥ @ Grard N Wies' Wy Progranes
v g Profis Managemant ol T anagomer PROLUS Paticipasts

@ Employer

[ ]

Maraga Training Minkmem Raguieman

v @ Traming Pravider Renswal Traitding Programime

k@ MAHR Congullard

Form 2 - E-Slp Fom

-
r @mRED & Manage Training Frogesrims |nleraction Medinry
¢ @@ Traning Pragramma Requesi for Progearnme: Canceliation

% Traieews Wedificaton

www.hrdcorp.gov.my |

16

Copyright © 2025 HRD Corp



Step 3: Click the ‘New Register for Training Programme’ tab

& Applications

=2 =R =

Applications > Profile Management > Trainjg Programme > Register for Training Programme

New i for

Continue Registration Delete

Default Search

Unsubmitted Applications

Search Search  Reset

Customize List

Search Result

Records Per Page : 25, 50, 100, All

’:) records found to display

www.hrdcorp.gov.my |

Copyright © 2025 HRD Corp
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Step 4: Click the ‘Programme Information’ tab and fill in the

details

RDCORP

MINISTRY OF HUMAN RESOURCES  WUmAN AFSGURCE SEVELGPENT CORPORATION

< Programme Information Course [ Content Outline I Topic ! Module I Trainer List I Fee For Each Trainee

Programme Information

Scheme Name
Training SkKill
Skill Area

Course Title

Micro Credential
Indicator

Course Summary

Type Of Training

Training Mode

Select ~
Select ~ |
Select el
H Kindly ensure the course fitle is keyed in Gccurcfkly
-
MICAS Application
Select ~
No.
File - Edit - Insert = View - Format - Table - Tools -
> - Formats - Font Sizes - B . == = == =
= = = = A - A -
. Face-to-face or Remote Online Training
. E-learning (self-paced platform)
P

Select . Type of Programme ® Technical J Non-Technical
* Full Time
* Part Time

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp ]8




Step 5: Click the ‘Programme Information’ tab and fill in the details

& Applications = 5
Key in the Total Training
Hours

E.g. 2 Days =14 Hours

* Minimum 4 Hours

Applications = Profile Management > Training Programme > Register for Training Programme > New Registration for Training Programme

Submit Save Close

II Course / Content Qutline I Topic / Module I Trainer List I Fee For Each Trai

Total Training Hours (Excludin
Lunch)

Duration * Day(s)

Minimum Training Qualification Select v

Target Group (By Designation)

+ Non E-Learning: Face-to-Face or Remote Online Training
(Tfeams/Zoom/Webex)

+ E-Learning (self-paced platform) - Provide link and access o the platform

Targeted IndustryIndustries for
+ Non-certification programme (cerfificate of attendance): Leave this section blank

Certification (Please state the + Professional certification programme (recognised by any body): Enter the
certification body if applicable and certification body’s name

Methodology

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp
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Step 6: Click the ‘Course / Content Outline’ tab and fill in the details D FRUDcorp

WINISTRY OF HUMAN RESOURCES RN sSsucs Sevriommeny Commamsn
Submit Save Close
Programme Information Topic / Module I Trainer List I Fee For Each Trainee I Document Attachment I Declaration
Course / Content Outline
File ~ Edit ~ Insert ~ View ~ Format ~ Table ~ Tools ~
= Formats ~  Font Sizes ~-|B I | E E E E|i= = E =E A~ H-~

Il It is compulsory for training providers to fill in the course content in this section.

Course Outline _ The actual complete course information must be submitted during the
course registration process, and it is subject fo the approval of each
individual grant application.

Applications = Profile Management > Training Programme > Register for Training Programme > New Registration for Training Programme

Submit Save Close

I Programme Information I Course / Content Outline

Trainer List I Fee For Each Trainee I Document Attachment I Declaration _

re than 600 hours.

Topic | Module

Fill in Topic/Module if you want to claim as modulus programme or your total training is'
Topic / Module

Duration (Hours)

Fee (RM) 000 *

Please leave this section ‘Topic / Module’ tab empty

Back Next

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp 20



Step 7: Click on the ‘Trainer List’ tab and fill in the details

. Applications

Applications = Profile Management = Training Programme > Register for Training Programme = New Registration for Training Programme

Submit Save Close

I Programme Information I Course / Content Outline I Topic | Module II Fee For Each Trainee I Document Attachment I Declaration _

Trainer List

select Trainer &
\ Back Next

» Click the ‘Search’ icon to select a trainer.

+ Atleast one (1) trainer is mandatory. However, due to current system limitations, the training provider is still
obligated to register and choose a minimum of two (2) trainers. Nevertheless, the presence of the second
frainer is not obligatory when conducting training for the registered course.

+ If the trainer is not listed in the Trainer List, please proceed to create ‘New Trainer Profile Management'.
After adding the profile, the frainer’'s name will appear on your Trainer List.
*The steps are as follows:- Login into e-Tris > Application > Profile Management > Training Programme >
Trainer Profile Management > Create New Trainer Profile Management

» If the trainer has been listed, kindly ensure that their ‘Trainer Profile Management' has been updated.
*To check and update as follows:- Go to Applications > Profile Management > Training Programme > Trainer Profile
Managementi > Search the frainer

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp



Step 8: Leave the ‘Fee for Each Trainee’ tab blank =5 FRDcore

. Applications = B

Applications > Profile = Training Pr > Register for Training Programme > New Registration for Training Programme

Submit Save Close

l Programme Information I Course / Content Qutline I Topic / Module I Trainer List

Fee For Each Trainee

Training Fee (RM)

Exam Fee (RM) * Please leave this section empty.

Training Material Fee (RM) * The course fee must be submitted during grant application.
Administrative Fee (RM)

Total (RM) 0.00

Back Next

Step 9: Click on the ‘Document Attachment’ tab and upload accordingly.

& Applications = =3

Applicati > Profile > Training Programme > Register for Training Programme > New Registration for Training Programme

Submit Save Close

I Programme Information I Course ! Content Outline I Topic / Module I Trainer List I Fee For Each Trainee Declaration

Document Attachment

Attachment

File Description

Please convert the file into the PDF format and rename it accordingly before uploading if.

Allowed (Only JPG.JPEG.BWR.G) o Required Supporting Documents (Refer to the previous slide according to course type):
o_Trainer's profile (please rename the file with ‘Lead Trainer’ if you wish to proceed with only ONE
trainer).

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp 22



Step 10: Click the ‘Declaration’ tab and fill it {’ 33& R
accordingly.

MINISTRY OF HUMAN RESOURCES  uman ResOURCE DeveLOmERT

& Applications

Applications = Profile Management = Training Programme > Register for Training Programme > New Registration for Training Programme
_

We declare that the facts states
or misleading statements, we may be
status immediately.

Director { M, ing Director / G I M

Person Details * + Please ensure that all information in the declaration part is keyed in correctly.
+ Click the ‘Save’ icon. Before clicking ‘Submit’, it is advisable to check all the tabs to
Name : ensure that the information has been keyed in correctly.
Nationality Select v - + The training provider will be notified with a pop-up message upon successful
IC/Passport No. . registration following the submission.

Pergonal Contact *

Please include '60" as country code for Malaysian phone number

Mobile/Phone No. =

Email =

Officer In-Charge

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp



RDCORI:

MINISTRY OF HUMAN RESOURCES  uan ResouRcs peveLommen

OTHER INFORMATION

Applications = Profile Management > Training Programme > Register for Training Programme

New Register for Training P Close

Register for Training Programme

Unsubmitted Applications

+ Courses that are unsuccessfully submitted will be displayed in the ‘Unsubmitted
Applications’ section.

» Kindly tick on ‘Select Any’ and click ‘Continue Registration’ to re-submit the

Continue Registration Delete Gpp“COTion

Unsubmitted Applications
Default Search

Search Search Reset Advance Search

Records Per Page : 25, 50, 100, All
Customize List

Search Result

| Select Any | Course Title | Created Date |

Digital Marketing 2 021

One record found. 1

* Courses that have been successfully submitted will be listed under
‘Submitted Applications’.

Submicid Appications . —— (4

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp
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TOPIC 4 | COURSE REGISTRATION STATUS

The Processing Officer processes the application within three (3)
working days
G

Query for incomplete application (if any)
. )

Training Provider responds and returns the revised application

Approval
D

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp 26



Step 1:
Training Programme > View My Programme

Login into e-TRiS > Click ‘Application’ > Profile Management >

RDCORP

MINISTRY OF HUMAN RESOURCES  WUmAN AFSGURCE SEVELGPENT CORPORATION

50 records found, displaying 1 to 5 records.

Default Search
Search Search Reset Advance Search
SRR ‘Pending Status’ signifies that a query has been issued for the application,
R o ® and aresponse has yet o be received.
SSL-Khi MANAGING ]- F‘\_ CE ABS ‘_:_‘/ 777777
,Z} 3 '\r;; ‘ .‘ ' ‘* ? o
P SEE S ‘:' EER
S 0. n .\
N - ‘?’ “"\ & ‘\fé-') L .? & 2%

[First/Prev]

annan.nm|

Step 2: Respond and return query application 1. Logininto ETRiS > Inbox
2. Training provider will receive the ‘Register for Training —
m Programme’ query in their inbox.
ELLaEcndng feoks i 3. Click on the ‘Document Number’ to respond
SrND. Subject Dacument Numbsar S

Description

1
- 4el - (BB EEET
Py

Legends

1 Records found, displaying 110 1 Records.
I group Job

Ouery repliedAeturmed

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp 27



Step 3: View query details

Aclions Cloaa

Summary I Drafts I Basic Info

Cuery Detalls
PEC ARC - g o5 | [ =
= ¥F 0 E & 3 I (X [ ] o
an Cin o A&~ | D

MINISTRY OF HUMAN RESOURCES

& RDCORP

TOMAN RESGURCE BEVELGPMENT CORPORATION

m HADF - Google Chrome

1. Go to ‘Query Details’

2. Click ‘View comment and attachment’ to view the query reason

Attachment

Fila Dascription

Allowed (Only JPGLJPEG,: BMPLGIFJP NG TIF,..PFPM,

Comments

avasonpbopenComments( 1000140460357

Attach Flla

Al & rtachment

OOC DT K, PO, ATF, KL 5 ALEX, . TET,.PPT.PPTX, JPFEX are allowed)

DENA021

Sant Date

13:27

A Mot secur etrisuat.hraf.com.myy/DigiGov/dig
o

| Comiment |
=G ERYREASCN=»

2021/3B70800010324

Cartifiad I nbarnst of Thing Technologst

Fleasa check on whethar this Is sciual carfification
courss= of just a preparation course for the certification
@Xam | awareness iraming program. |IF certdcation
program, pleasa provice suppariing evidenca
cooperatinn agreament between cerific ation body and
training provicker. [T not. ploase amend the course Tilc
ACeOrdingl.

Wiew commant

and attachmank

gevs, e ?wi
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Step 4: Update or respond

Luery Details

Programme Information Course / Content Outing I Topic / Modula I Trainer List Document Attachmeant
Pragra e 1nfonmation
Scheme M 3 5BL-Hhas o .
ereme Tame - il iy 1. Update the necessary details in the ‘Basic Info’ tab
e S e Sl — 2. Upload the supporting documents in the ‘Attachment Tab’ as required in the
SKill Arca Zomputar or Information query defOilS.
Certifizd Internst of Thing Technolooiat R ‘ ’
Couree Title 3. Click ‘Save’.
File = Edit ~ Insart = View - Format ~ Tabke ~ Tools ~
o Fommats = Font Sizes - B 7 = = = == = 5 = | A~ H-
Course Summarny
P
Typa OF Training Maon E-Laarning - Type of Programime % Technical . Mon-Technical
Training Mode Full Time -
Interaciion Medium English -
| Duraticn 400 |~ Dawisl e I R I HE T 2800 | = Minimum 4 Hours

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp 29



File Information

I Summary I Drafts I

Step 5: Add remarks to queried details

] & E 5% Eo= % % 1 Training Provider is required to insert remarks or a note in the ‘Query Details’ tab.
B F U e X, X = = = 2. Click ‘Action’ > ‘Return’ tab
Stylos T ceme tomal - mm| 3. Asuccessfully returned application will be displayed in the outbox below. ;
Ciear QMicear,
All af the document raquirad nas nesan Uplasded,
Thank iau.
Acfions  Closs
Return
bedy
i | Retum
# Sumr‘ﬁﬂ_‘
File Descrniption

etrisuathrdf.com.my says

Drafts I Basic Info

Filz2 will be Returmed to Pembangunan Sumber Manusia Berhad [PSME
Guery Details

Add A Tachnent

“ caneel

www.hrdcorp.gov.my |

Copyright © 2025 HRD Corp
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TOPIC 5 | TRAINER MODIFICATION




TOPIC 5 | TRAINER MODIFICATION

MINISTRY OF HUMAN RESOURCES  WumAN RESGUACE SEVELGPENT CORPORATION

Please ensure:

+ The trainer’s profile is added to the training provider’s e-TRiS account.
+ The trainer has a HRD Corp Accreditation Certificate.

« Trainer’'s background is in line with the approved course.

Step 1: Login into e-TRiS > Application > Profile Management > Trainer Modification

LDgDu‘t « @ Profile Management

» @ Training Provider

» @ TMAMR Consultant

» m R&D

= @ Iraining Programme
® Trainer Profile Management
@ Register for Training Programme
™ SBL Training Programme Listing
o View My Programme
® PROLUS Participants
® Form 2 - E-Slip Form
® Request for Programme Cancellation
® Trainer Modification

32
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Step 2: Update trainer’s information

v | IR)corp

MINISTRY OF HUMAN RESOURCES  uman o FIGURCE DEVELGPMENT CORPORATION

& Applications

Applications > Profile Managgass

Add Trainer To Programme

Trainer Modification

ent > Training Programme > Trainer Modification

ace Programme Trainer Remove Trainer From Programme Submit Close

1. Search for the approved training course

G 2. Click ‘Add Trainer to Programme’.

Search Training Programme Q

Select | Training Programme No. J Course Title
100011 MANAGING WORKPLACE ABSENTEEISM
Save Close
Add to Programime

Trainer Details

) ™ L -~y
Search !’2‘* _.?-;‘ 1 Search J| Reset
.

3. Search for the trainer

| oman L 4. Click ‘Add to Programme’ and ‘Save’ [ocord
Search Result 4
| SeloctiDesslect All | Trainar Name IC | Paasport Mo. T Cln.'rﬁc . [ Telephona Mo, Email
AT S 0 L Yo AT AL D ST - P U St PR L SEE L )

‘One record found.

Add to Programme

www.hrdcorp.gov.my | Copyrig 025 HRD Corp 33



Step 3: Complete the submission

' Applications

Applications = Profile Management > Tiaining Piogramme > Trainer Modilication

[A:IdTrliml To Prnwm]

Replace Programme Trainsr

Remove Trainer From Programme

Trainer Modification
Searen Training Programme
| select | Training Frogramms No. Course N Scheme Mame Siatus Expiry Date |
DU 159 | MAMAGING WORKPLAGE ABSENTEEISH \ SBL-Khos Active 201112022
—— Adged Trainer Datalle
| 51 Mo, | Training Frogramms No. Trainer Name IC | PEsBpOIL ND. Tlu|tlunl M. :I

00311550 T ——— l’ 'i" X
——— ¥
10021165EE ] P ———

'f‘ ﬁ *"""7 T,}" '.
' 5 q..ll"‘" J

Your request has been Submitted Successfully.

+ Once the selected trainer has been added to the
approved course, click on the ‘Submit’ icon.

* A pop-up message, “Your request has been
submitted successfully”, will appear on screen. oK
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TOPIC 6 | PROGRAMME CANCELLATION




TOPIC

6 |

PROGRAMME CANCELLATION o PRDcore

Step 1: Login into e-TRiS > Click ‘Applications’ > Profile Management > Training Programme >
Request for programme cancellation

A

pplicati = Profile M

t = Training Programme > Request for Proaramme Cancellation

Default Search

Search

Customize List

Search Result

Programme Cancellation Close

» Search for the approved fraining course

» Tick on ‘Select/Deselect All' and click ‘Programme Cancellation’

* A message will appear as below. Please click ‘OK’.

* The system will show the message that ‘Your request has been submitted

successfully.’
Search Reset Advance Search

Records Per Page : 25, 50, 100, All

| SelectiDeselect All

| L | a 121.123.23.167 says

One record found. Programme(s). Press Ok to continue or Cancel to abort. -

wdvanced Defensive Dri)  Please confirm whether you want to cancel the selected Training

“ Cancel
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TOPIC 7 | PROCESS FLOW FOR FOCUS AREA AND
INDUSTRY-SPECIFIC COURSES




MINISTRY OF HUMAN RESOURCES  WumAN RESGUACE SEVELGPENT CORPORATION

TOPIC 7 | PROCESS FLOW FOR FOCUS AREA AND 00 R

INDUSTRY-SPECIFIC COURSES

« Training Providers must submit the Course Verification Form for Industry Expert Committee (IEC) review.
» Upon receiving IEC's recommendation, Training Providers may proceed with course registration.
* The acknowledgement letter must be attached during course registration. End

Screening Recommendation
Training provider Processing Eligible IEC reviews and Final decision is
submits course Officer screens applications are recommends recorded in HRD
template and fill the application forwarded to the approval, rejection, or Corp's tracking
up application for completeness Industry Expert enhancement based system and
through the HRD and eligibility Committee (IEC) on the course’s communicated to
Corp portal for evaluation alignment with Industry the training
Specific or Focus Area : : :
provider via email.
\. J \. J \criteria v, \ Y

Start

© 2025 HRD Corp
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Step 1: Visit hitps://hrdcorp.gov.my/program-registration-hrd-corp-claimable-

course > scroll to ‘VERIFICATION’

VERIFICATION <=

Follow the steps below to verify your training programme:

Verification Template is encouraged.

Click ‘'DOWNLOAD GUIDELINE ON COURSE REGISTRATION’, to
understand the requirements, definition and description

v Further inquiries can emailed to programmeregistration@hrdcorp.gov.my

v Course verification process is ONLY applicable for Focus Area and Industry Specific Courses.
v Reference to Course Verification Guideline and Frequently Asked Questions (FAQ), prior to downloading the Course

Click ‘DOWNLOAD COURSE VERIFICATION TEMPLATE’ & Complete the form

a Ciilhmiccinn ~f aAdAItiAanal ciimmartine Anaci iraante e am ﬁdded advantage tOJuStlfy the re‘evamcy Ofthe urse Coﬂtentl based

DOWNLOAD GUIDELINE ON COURSE DOWNLOAD COURSE VERIFICATION
REGISTRATION

TEMPLATE

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp
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Step 2: Click ‘DOWNLOAD COURSE VERIFICATION TEMPLATE’ > Fill up the form i RDcore

COURSE TEMPLATE

Application Details

Course Defails

*Coursa Objectiv

Complete the Course Template at the ‘Form’ Tab

B e ol o
‘ Sample ' Evaluation G I 4 CEEEE—

‘f& Accessibility: Investigate

Y

« Sample tab is provided as reference for training providers to fill in the form.
« Evaluation tab is only applicable for Industry Expert.
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MINISTRY URCES

Step 3: Scroll to COURSE VERIFICATION FORM > Complete the form and upload the Course
Verification Template > Click ‘SUBMIT’

Course Category *

- Choose one -

Course Name *

Document Submission

Course Verification Form (Maximum file size limit is TOMB) *

m * Click here to upload
verification form

Supporting Documents (Maximum file size limit is TOMB)

Choose File » Click here to submit

» Click here to upload additional supporting
document(s)

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp
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IMPORTANT POINTS
FORCOURSE
VERIFICATION

For any application that does not
comply with the Course Verification

Guidelines, the officer reserves the right
to approve the application under the
General Course category.

*Subject to T&C

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp
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MINISTRY OF HUMAN RESOUI

Seminar and conference-type programmes are
NOT applicable.

Training must be conducted in Malaysia only.

The ACM for HRD Corp Industry-Specific and
Focus Area courses is applicable to frainees
from specific approved industries.

Trainees from non-approved industries that
aftend HRD Corp Industry-Specific or Focus
Area courses will be accounted under HRD
Corp General Course ACM.
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NEXT ACTION ONCE APPROVED

Application No  : 1850940

Course Name : Autodesk Revit Architecture - Structure - MEP
( Mechanical, Electrical & Plumbing )

Course Type : Focus Area

Area : Industry 4.0

Scheme Name
—_—

MINISTRY OF HUMAN RESOURCES  JumaN SESOURCE SIVILOPRENT CORPORATION

Programme Information

Course / Content Outline I Topic / Module I Trainer List I D I D i I For PY

HRD Corp Claimable C( v | *
Future Technology v I

Applicafion No  :23491436

Course Name : Credit Risk Modelling

Course Type : Industry Specific

Industry & Sector : Financial and Insurance Takaful Activities [Other
financial service activifies, except insurance and
pension funding acfivities]

Focus Area

Skill Area Sales, Marketing, Custo v *
Procurement Negotiation

Course Title

Micro Credential Indicator

Course Summary

Type Of Training
Training Mode
Interaction Medium
Duration

Minimum Training Qualification

Non Micro Credential v o* MiCAS Application No.
File - Edit~ Insert~ View~ Format~ Table ~ Tools ~

[ Formats ~ FontSizes ~ B 1

Negotiation, in general, is a process of communication between two or more parties who have differing interests, goals, o
process between a buyer (often an organization or company) and a supplier or vendor to agree on the terms and conditio

P

Non E-Learning v Type of Programme O
Full Time v

English v o*

2.00 *Day(s) Total Training Hours (Excluding Lunch)

Cert. from Polytechnica v *

Copyright 5 HRD Corp

All Industry
Target Group (By Designation)
4l -
Via Physical
Methodology
AR
: All Type Of Industries
Targeted Industry/ Industries for the Appilcation No : 22691357
Courses
—
Certification (Please state the certification
body if applicable and the supporting
evidence) Yz
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HRD CORP LOGO AND BRANDING

Please refer to the link for the guidelines on the usage of HRD Corp’s Logo https://hrdcorp.gov.my/usage-of-hrd-corp-logo

HRD Corp Registered
Training Provider Logo

To indicate that the Training
Provider is registered and active.

HRD Corp Claimable Logo

For marketing of training
programmes,  conferences,
seminars  and any other
events which are claimable
from the HRD Corp levy.

44
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CONTACT US




CONTACT US o FRDcore

Grant application, claim application
and any other matters
support@hrdcorp.gov.my

HCC Course Registration

Focus Area and

Industry-Specific Courses Verification
programmeregistration@hrdcorp.gov.my

Troubleshooting
helpdesk@hrdcorp.gov.my

www.hrdcorp.gov.my | Copyright © 2025 HRD Corp 46
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RDCORP

MINISTRY OF HUMAN RESOURCES HUMAN RESOURCE DEVELOPMENT CORPORATION

THANK YOU
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