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1.1 Privacy and Confidential 

Disclaimers 

 

The information contained in this document is the proprietary and exclusive 

property of MC Crenergy Sdn Bhd except as otherwise indicated. No part of this 

document, in whole or in part, may be reproduced, stored, transmitted, or used 

for design purpose without the prior written permission of MC Crenergy Sdn Bhd. 

 

The information contained in this document is subject to change without notice. 

 

The information in this document is provided for informational purposes only. MC 

Crenergy Sdn Bhd specifically disclaims all warranties, express or limited, 

including, but not limited, to the implied warranties of merchantability and fitness 

for a particular purpose, except as provided for in a separate software license 

agreement. 

 

1.2 Proprietary and Confidential Information 

This document may contain information of a sensitive nature. This information 

should not be given to persons other than those who are involved in the Malaysia 

eClaim System or who will become involved during the lifecycle. 
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2.1 GST Implementation in Staff Travel Expenses Claim  

2.1.1 Create New Staff Travel Expenses Account Claim  

 

1. Please key in the valid Login ID and Password to login the Malaysia eClaim 

System. The Home Page of Malaysia eClaim System will be displayed as below 

after login successfully. 

Link of Malaysia eClaim System: 

UAT – http://mypetaap05:7508/myeclaim/eng/INDEX.ASP  

Live - http://mypetaap05/myeclaim/eng/INDEX.ASP  

 

 

Figure 1 : Home Page 

 

2. Please click on the Staff Travel Expenses Claim icon to create new Staff Travel 

Expenses Claim. The New Staff Travel Expenses Claim page will be displayed 

as below: 

 

 

Figure 2 : New Staff Travel Expenses Claim Page 

3. New columns will be added to New Staff Travel Expenses Claim page as 

itemize level. The new columns are: 

a. Oversea Receipt. 



 

 

b. Receipt with GST No. 

c. Receipt with Tax Amount. 

d. Invoice not in Company Name. 

e. Tax Code. 

f. Tax Rate (%). 

g. GST Tax Amount. 

 

4. In addition, new fields will be added at the bottom of New Staff Travel 

Expenses Claim page. The new fields are: 

a. Claim Amount Before GST 

b. GST Tax Amount 

c. Total Claim Amount Including GST 

 

5. Please key in the claim information in New Staff Travel Expenses Claim page 

as screen below: 

 

 

Figure 3 : New  Staff Travel Expenses Claim Page 

 

6. Please select the Claim Type and key in the Claim Amount in the column 

“Claim Amt Before GST”.   

*For example, Claim Type “Communication – Handphone Charges for 

Business Calls” has been selected. 

 

7. Please define the Tax Code criteria by tick/un-tick the relevant criteria check 

box.   

 



 

 

8. The Tax Code will auto populated when those relevant criteria (“Oversea 

Receipt”, “Receipt with GST No.”, Receipt with Tax Amount”, and “Invoice not 

in Company Name”) of Tax Code is met.  

 

9. The Tax Rate will be auto displayed based on the Tax Code. User is not 

allowed to edit the Tax Rate in claim page as Tax Rate is maintained in 

“Manage Tax Code” module in Malaysia eClaim Admin Portal. 

 

10. The GST Tax Amount will be auto calculated by system based on the value of 

Claim Amt Before GST and Tax Rate (%). 

*User will be able to edit the GST Tax Amount in order to tally with the 

amount as stated in receipt/invoice. 

*User is only allowed to edit the GST Tax Amount based on Tolerance 

Variance which setup in Tax Code master module (in Admin Portal). 

For example: 

• Claim Amt Before GST: 100.00 

• Tax Code: TX 

• Tax Rate (%): 6 

� GST Tax Amount = 100.00 x 0.06 

= 6.00 

 

11. The Total Amt Including GST will be auto calculated based on the value of 

Claim Amt Before GST and GST Tax Amount. 

*The Total Amt Including GST is not editable field. 

For example: 

• Claim Amt Before GST: 100.00 

• GST Tax Amount : 6.00 

� Total Amt Including GST = 100.00 + 6.00 

          = 106.00 

 

12. After verify the information in New Staff Travel Expenses Claim page is 

correct, please click on Submit / Save as draft button to submit / save the 

Staff Travel Expenses Claim.  

  

13. The Staff Travel Expenses Claim will be submitted / saved successfully. 

 

14. The Verifier and Approver will be able to verify and approve the submitted 

Staff Travel Expenses Claim. 



 

 

*Only Finance Approver is allowed to edit the submitted Staff Travel Expenses 

Claim. 

 

 

 



 

 

2.1.2 Generate SAP Output file for Staff Travel Expenses Claim 

 

1. Please key in the valid Login ID and Password to login the Malaysia eClaim 

System as Finance Approver. The Claim Reports Page of Malaysia eClaim System 

will be displayed as below after login successfully. 

Link of Malaysia eClaim System: 

UAT – http://mypetaap05:7508/myeclaim/eng/INDEX.ASP  

Live - http://mypetaap05/myeclaim/eng/INDEX.ASP  

 

 

Figure 4 : Claim Reports Page 

 

2. Please click on the option “FI-Create Upload” to generate the SAP output file for 

Staff Travel Expenses Claim. The completed Claim record will be displayed 

accordingly as screen below: 

 



 

 

 

Figure 5 : Completed Claim Record 

 

 

3. Tick on the check box of Claim record(s) and click on the link “Regenerate 

Download Documents”. 

 

4. The SAP output file will be generated successfully based on selected Claim 

record(s). 

 



 

 

2.2 GST Implementation in Staff Promotional & Sponsorship Expenses 

Claim 

2.2.1 Create New Staff Promotional & Sponsorship Expenses Account Claim  

 

1. Please key in the valid Login ID and Password to login the Malaysia eClaim 

System. The Home Page of Malaysia eClaim System will be displayed as below 

after login successfully. 

Link of Malaysia eClaim System: 

UAT – http://mypetaap05:7508/myeclaim/eng/INDEX.ASP  

Live - http://mypetaap05/myeclaim/eng/INDEX.ASP  

 

 

Figure 6 : Home Page 

 

2. Please click on the Staff Promotional & Sponsorship Expenses Claim icon to 

create new Staff Travel Expenses Claim. The New Staff Promotional & 

Sponsorship Expenses Claim page will be displayed as below:  

 

 

Figure 7 : New Staff Promotional & Sponsorship 

Expenses Claim Page 



 

 

3. New columns will be added to New Staff Promotional & Sponsorship Expenses 

Claim page as itemize level. The new columns are: 

a. Oversea Receipt. 

b. Receipt with GST No. 

c. Receipt with Tax Amount. 

d. Invoice not in Company Name. 

e. Tax Code. 

f. Tax Rate (%). 

g. GST Tax Amount. 

 

4. In addition, new fields will be added at the bottom of New Staff Promotional & 

Sponsorship Expenses Claim page. The new fields are: 

a. Claim Amount Before GST 

b. GST Tax Amount 

c. Total Claim Amount Including GST 

 

5. Please key in the claim information in New Staff Promotional & Sponsorship 

Expenses Claim page as screen below:  

 

 

Figure 8 : New  Staff Promotional & Sponsorship 

Expenses Claim Page 

 

6. Please select the Claim Type and key in the Claim Amount in the column “Claim 

Amt Before GST”.   



 

 

*For example, Claim Type “Communication – Handphone Charges for Business 

Calls” has been selected. 

 

7. Please define the Tax Code criteria by tick/un-tick the relevant criteria check box.   

 

8. The Tax Code will auto populated when those relevant criteria (“Oversea 

Receipt”, “Receipt with GST No.”, Receipt with Tax Amount”, and “Invoice not in 

Company Name”) of Tax Code is met.  

 

9. The Tax Rate will be auto displayed based on the Tax Code. User is not allowed 

to edit the Tax Rate in claim page as Tax Rate is maintained in “Manage Tax 

Code” module in eClaim System. 

 

10. Please key in the Claim Amount in the column “Claim Amt Before GST”. The GST 

Tax Amount will be auto calculated by system based on the value of Claim Amt 

Before GST and Tax Rate (%). 

*User will be able to edit the GST Tax Amount in order to tally with the amount 

as stated in receipt/invoice. 

*User is only allowed to edit the GST Tax Amount based on Tolerance Variance 

which setup in Tax Code master module (in Admin Portal). 

For example: 

• Claim Amt Before GST: 100.00 

• Tax Code: TX 

• Tax Rate (%): 6 

� GST Tax Amount = 100.00 x 0.06 

= 6.00 

 

11. The Total Amt Including GST will be auto calculated based on the value of Claim 

Amt Before GST and GST Tax Amount. 

*The Total Amt Including GST is not editable field. 

For example: 

• Claim Amt Before GST: 100.00 

• GST Tax Amount : 6.00 

� Total Amt Including GST = 100.00 + 6.00 

          = 106.00 



 

 

 

12. After verify the information in New Staff Promotional & Sponsorship Expenses 

Claim page is correct, please click on Submit / Save as draft button to submit / 

save the Staff Promotional & Sponsorship Expenses Claim.    

  

13. The Staff Promotional & Sponsorship Expenses Claim will be submitted / saved 

successfully. 

 

14. The Verifier and Approver will be able to verify and approve the submitted Staff 

Travel Expenses Claim. 

*Only Finance Approver is allowed to edit the submitted Staff Travel Expenses 

Claim. 

 



 

 

2.2.2 Generate SAP Output file for Staff Promotional & Sponsorship 

Expenses Claim 

 

1. Please key in the valid Login ID and Password to login the Malaysia eClaim 

System as Finance Approver. The Claim Reports Page of Malaysia eClaim System 

will be displayed as below after login successfully. 

Link of Malaysia eClaim System: 

UAT – http://mypetaap05:7508/myeclaim/eng/INDEX.ASP  

Live - http://mypetaap05/myeclaim/eng/INDEX.ASP  

 

 

Figure 9 : Claim Report Page 

 

2. Please click on the option “FI-Create Upload” to generate the SAP output file for 

Staff Promotional & Sponsorship Expenses Claim. The completed Claim record will 

be displayed accordingly as screen below: 

 



 

 

 

Figure 10 : Completed Claim Record 

 

 

3. Tick on the check box of Claim record(s) and click on the link “Regenerate 

Download Documents”. 

 

4. The SAP output file will be generated successfully based on selected Claim 

record(s). 


