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ASSIST &IS Portal User Guide for PERKESO

21 Aug 2019
PERKESO

1.0 INTRODUCTION
1.1 What is ASSIST Portal?

ASSIST Portal is a sefservice portal , a newly introduced medium of payment where contributing
employers are able to submit Contribution Schedule and subsequently perform contribution
payment via online starting from 1 January 2018

1.2 What employers can do through the ASSIST Portal

Generate

ACR/ECKEIS)

Contribution
_Submission

ASSIST Update
Profile

Employee

An online medium where employers are able to:

1.2.1 Generate ACR (Acknowledgement Contribution Received) for Akta 4 and
ECR (Employer Contribution Received) for Akta 800.

a. The ACR and ECR can be generated respectively, by completing the Contribution
Schedule provided in the ASSIST portal. The ACR and ECRserves as a reference when
an employer makes a contribution payment , for Akta 4 and Akta 800 respectively,
using the ASSIST portal, a collection bank or at any PERKESO o ffice.

b. Please be mindful that without the ACR (or ECR for EIS) no contribution payment can
be made as the ACR (or ECR for EIS)acts to reconcile between the Contribution
Schedule and the Contribution Payment made.

C. The submission of Contribution Schedule v ia ASSIST portal and contribution payment
with ACR (or ECR for EIS)will be effective from January 2018 onwards. Therefore,
employers are not allowed to do physical submission of Contribution Schedule at any
collection bank or PERKESO office from that date onwards .

Please refer Section 4.1 to 4.3, for further details
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1.2.2

1.2.3

1.2.4

Update profile: Employer and employees (existing & new)

Every employer registered with PERKESO are able to create and maintain their employer
profile, such as the employer name, address, contact information/person and the profile
of their employees.

With the ASSIST portal, employers are able to update their profile if there are any changes
to the name of company (if required), address, contact information. Beside that employers

are also allowed to add new employee records and updating the records when an
employee has resigned.

Please refer Section 3.3 for further details

Make Contribution submission and payments (including arrears and short -
pay)

Contribution submission is where an employer submits information of the employees who
are eligible to contribute  on monthly basis . The rate of contribution is subject to their salary

based on P E RK E SFd€i &and Second Schedule of Contribution. The submission of
information can be made v ia text -files in the form of softcopy (CD or  pendrive ).

There are two options in making monthly contribution payments as described below:
Option 1: Employer enters data / information:

I Based on salary entered, the contribution amount is generated

i They no longer need to refer to Schedule 1 as the amount is automatically
calculated and displayed.

1 An ACR (or ECR for EIS)will then be generated by ASSIST.

1 Proceed to perform online payment upon ACR (or ECR for EIS) generation .

Option 2: Upload contribution Text  File

1 ACR (or ECR for EIS)will be generated
1 Proceed to online payment upon ACR (or ECR for EIS)generation

Besides monthly contribution, there are also cases where an employer needs to make an
arrears payment and short -pay of contribution. Arrears  isincu rred when an employer fail s
to make monthly contributions on time thus making late payments for that particular

month or previous months. Whereas short -pay ment is incurred when there is a deficit of
payment or in other words, when the payment falls short o f the actual contribution rate
required .

Through the ASSIST portal, employers are now able to make monthly contributions, arrears
or short-pay online.

Please refer Section 4.1 to 4.4 and 5.1. to 5.2, for further details

Paying FCLB and making appeal against FCLB

Faedah Caruman Lewat Bayar (FCLB) is a form of liability imposed on e mployers who failed
to make monthly contribution on time or delays the contribution payment required to
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PERKESOThe rate of FCLB currently is fixed at 6% per annum fo r each day upon passing
the stipulated timeline.

However, employers are allowed to appeal against FCLB imposed on them. Through ASSIST
portal, employers are now able to appeal against FCLB

Please refer Section 4.5 and 5.1 to 5.2 for further  details

1.2.5 Paying Compound

Any employer that has contravened certain provisions under the Social Security Act (Akta
Keselamatan Sosial Pekerja) such as failure to register as an employer or fails to make
contribution for employees under payroll are subjectto be serveda compound notice .

Please refer Section 5.1 to 5.2 for further detail

All the above (i.,e 1.2.1 to 1.2.5) which are previously done at PERKESO branch counters
are now available online to employers anytime, anywhere at their conven ience.

Employers no longer need to queue at the PERKESO branch counters.

1.3 The type of records that can be accessed by employers via ASSIST
Portal are:

1. Employer Record

1 view & update profile
9 view contribution & payment history
1 FCLB view & appeal

2. Employee Record

1 view, add, update, remove

Please refer Section 3.3 for further details

1.4 How employers can enroll into ASSIST portal

3. Submit form to
PERKESO office or 4, Counter will
email to generate User ID

1. Download
Application Form

from
www.perkeso.gov.my

2. Fill up the form
with Company
Stamp and sign

6. Complete
enrolment. Start

5. Refer to your

using ASSIST portal email, click url link
feorm 11512018 and reset password
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1. Download the Application Form from PERKESO website: www.perkeso.gov.my or
obtain from the physical form from any PERKESO branch counters.

2. Complete the form (show checklist: 1) Filled form 2) Company chop & sign).

3. Submit completed form to any PERKESO Branch counter. Alternatively, employer could
email to idportal@perkeso. gov.my or email or fax to PERKESO office.

4. Counter will generate User ID and an automated email will be sent to employer inbox
(please check your spam folder).

5. Refer to the email and click the link, follow on -screen instruction to reset password.

6. Upon compl etion of registration of enrolment into ASSIST Portal, employer can start
using ASSIST Portal from 1 Jan 2018 onwards.

1.5 Recommended Operating System and Browser types

1. Recommended Operating System type is: Microsoft Windows
2. Recommended Web Browser:
i Google Chrome version 59 or above;
ii. Microsoft Internet Explorer 11.0;
iii. Mozilla Firefox version 54
3. Java script enabled.
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2.0 SETTING UP YOUR PROFILE AS EMPLOYER

2.1 Basic Features
2.1.1 Employer Login Screen

Step 1: This is the employer login screen. To login, enter the login email and click next.

EN BV

PERKESO

& | Email Address

NEXT

Forgot Password?

LYY

Step 2: The user may enter the password and then click on login button or click on back button to
go to the previous screen.

Your Security Phrase is

123
Do not proceed if this is not your secure phrase

LOGIN

doorbell.marriage@gmail.com ‘

‘_

Step 3: This is the screen after the employer successfully login. The employer could see the
welcome screen after the user login.
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BASE

Portal ID ~ Profile ~

Thank you for registering on the PERKESO ASSIST Portal. Please visit the
PERKESO website for latest updates on the new features of this portal.

2.1.2 User Change Password for Portal ID

Step 1: This screen is only shown in the first time login to the account. Enter the password and
repeat it in the next column to confirm the password.

Once successful, the following screen will be displayed

BASE

MyASSIST Portal ID ~ Profile ~

Please set a new password

New Password

Password

Confirm Password
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2.1.3 Update Portal ID Information (One to Many)

This is for employers (Parent Employer) who would like to manage their own as well as their
managed employers Portal ID information.
Step 1: Select PortalID 6 Updat ed fr om \Sikes)mailBresue ( My

v MACROCODE SDN. BHD.
BASE EN &M

PERKESD

MyASSIST Portal ID = Profile + User Manual

Portal

Change Password

Information

Step 2: Edit information of Parent Employer, if required.

Portal ID Registration

Application Type Employer Code Narme *
Existing Employer A3100000189M CHUNG SUN MELCN SEEDS FACTORY
Registration Type Registration No.

Registration No. (SSM No. / MyColD, Professional Bodies, Society, Association, Co-operative Societies)
Postal Address *

19 A JLN GELANG

K LUMPUR

State* City Postcode *
WILAYAH PERSEKUTUAN KUALA LUMPUR KUALA LUMPUR 55200

‘Owner / Representative Information

Full Name * Identification Type Identification No. *
TESTING New Identification No. 123456789011
Contact No.*

Email * Security Phrase *

+60 | 1234567890 testemployer@gmail.com test employer

SAVE & CONTINUE

Step 2: Click Save & Continue.
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This screen displays Employer Management Information. Here Parent Employers are able to add
managed employers, as detailed in the following steps.

Portal ID Registration MySies ® (@)TESTNG &

*Portal Id Information" has been successfully saved
ASSIST allows for.
1. A user can manage more than one company implying users can add more than one company.
2. More than cne user can manage a company, alowing more than one admin to register undsr one company.
3. In doing so, | hereby certify that the information given are true and correct relating to the companies registered under my account

Draft Employer Management Information

ADD DRAFT EMPLOYER

KEDAI RUNCIT DAN ROT DB20000TB08K

Employer Management Information
S S AN

SYKT MISLA KILANG BISKUT DAN ROTI D62000014 2]
2 TAl SAN KELANG ROTI D6200001796M z]
3 TONG HONG KEDAI ROTI DB300000059Z z]
4 SEASON KEDAI KEK & ROTI ®
5 IMBI KEK DAN ROTI &
B FAM WEE TUCK KILANG ROTI E2300000872Z 2]

Step 3: Click Add Draft Employer and a pop up Employer Management screen will be displayed.

Step 4: Search for employers using Employer Code (this is mandatory) and Registration Number.

Employer Management

Search Information

Employer Code *

A3700086129K

Registration Type Registration No.

-- Please Select - d

Step 5: Click Search.
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Step 6: Once the relevant employer is reflected in the Employer Information section, Click Save.
Employer Management
Search Information
Employer Code *
A3700086129K
Registration Type Registration No.

-- Please Select --

Employer Information

m Employer Name Employer Code
1

TIFFANY HAIR AND BEAUTY SALOON A3700086129K

Step7:A successful O6Employer Mappingd notification wil!/l
to upload the O6Letter of Authorization.

Step 8: Click Close.
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