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1 Public User Dashboard 
 

 

Figure 1 MySST portal 

 

1. Go to https://mysst.customs.gov.my/  and display MySST portal (Refer Figure 1). 

2. Click Log in menu (A) (Refer Figure 1). 

3. System will display Login page (Refer Figure 2). 

A 

https://mysst.customs.gov.my/
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1.1 Login 
 

  

Figure 2 Login page 

1. To insert SST Registration Number, click Enter (A) (Refer Figure 2). 

2.  System will display Please Insert SST Registration No. (E) (Refer Figure 3).  

 

Figure 3 Pop up to insert SST Registration No. 

3. Insert SST Registration No. (e.g.: STN-YYMM-XXXXXXXX) (A) and click Save button (B) 

(Refer Figure 3).  

E 

B 

A 

B 

C 

D 
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4. Insert User ID (email address) (B) (Refer Figure 2). 

5. Insert Password (C) and click Log in button (D) (Refer Figure 2). 

6. System will display user Homepage (Refer Figure 5). 

7. If registrant forgot their password, they can click Forgot Password? (E) (Refer Figure 2). 

8. System will display forgot password page (Refer Figure 4). 

 

 

Figure 4 Forgot Password Screen 

9. Click Back button (C) (Refer Figure 4) to back on Login Page. 

10. Insert Email Address (A) and click Submit button (B) (Refer Figure 4). 

11. Password reset link will be sent to registrant email to reset new password. If registrant 

don’t get an email within a few minutes, please re-try.  

  

A 

B C 
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1.2 Update Director 
 

 

Figure 5 Update Director Information 

1. It is mandatory for registrants to add new director in Registration Info (Refer Figure 5). 

 

Figure 6 Registration Info 

2. Registrant’s Dashboard screen > Registrant menu > Registration Info (A) > Director (B) 

(Refer Figure 6). 

3. Click Director tab to add new director. 

A

 

B
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Figure 7 Director 

4. Click on Add New Director (A) (Refer Figure 7). 

 

Figure 8 Create New Director form 

5. System will display Create New Director form. 

A

 

A

 

A

 

A
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6. Registrant must fill in all the required field (Refer Figure 8) (A) : 

i. Director Name 

ii. Director Address 

iii. Postcode 

iv. Telephone Number 

v. Identity Type 

vi. Appointed Date   

 

Figure 9 Postcode 

7. City and State will be auto populated once Postcode is chosen (A) (Refer Figure 9).  

A
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Figure 10 Identity Type for IC 

8. Identity Card No. is mandatory for Registrant to fill in if they chose IC as their Identity 

Type (A) (Refer Figure 10). 

9. Nationality field is auto populated (B) (Refer Figure 10). 

 

Figure 11 Identity Type for NP 

10. Passport No. is mandatory for Registrant to fill in if they chose NP as their Identity Type 

(A) (Refer Figure 11). 

11. Registrant have to choose Nationality from dropdown list (B) (Refer Figure 11).  

A

 B

 

A

 
B

B 



    JABATAN KASTAM DIRAJA MALAYSIA 

User Manual  

Doc Ref  :   EITS/CMMI/ENG/RSD/UM Version : 2.1 

Doc ID :      SST_REG_CREDIT_UM_v2.1 Page No : 8 

 

 
 

 

Figure 12 Save 

12. Registrant must click Save to save (A) (Refer Figure 12). 

 

Figure 13 New Director is added  

13. New Director is now added in the Director list in Registration Info (A) (Refer Figure 13).  

A
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Figure 14 Agreement 

14. Registrant’s Dashboard screen > Registrant menu > Registration Info > Agreement (A) 

(Refer Figure 14). 

15. Registrant has to choose the second radio button to confirm their information have 

been updated (B) (Refer Figure 14). 

16. Click Save (C) (Refer Figure 14).  

A

 

B

 

C
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1.3 Apply Sales Tax Deduction Registration Form 
 

 

Figure 15 Homepage 

1. Registrant’s Dashboard screen > Sales Tax Deduction menu > Registration Form (A) 

(Refer Figure 15). 

2. System will display Sales Tax Deduction Registration Form (Refer Figure 16). 

A 
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Figure 16 Sales Tax Deduction Registration Form 

3. Field below are auto populated (A) (refer Figure 16) :  

a) Sales Tax Registration No. 

b) Name of Firm/ Company 

c) Address of Business 

d) Postcode 

e) City 

f) State 

4. Registrant required to choose Company Director (B) (Refer Figure 16). 

A 

B 
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Figure 17 Company Director 

5. Registrant will choose Company Director (A) from dropdown list (Refer Figure 17). 

6. The selected Director Information will auto populate on declaration statement (A) 

(Refer Figure 17). 

7. Registrant required to tick the checkbox at least once (B) (Refer Figure 17). 

 

Figure 18 Others field 

8. If tick for ‘Others’ (A), registrant is required to state the reason in box provided (Refer 

Figure 18). 

A 

B 

A 
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Figure 19 Tick declaration and Submit 

9. Registrant has to tick the declaration (A) before Click Submit button (Refer Figure 19). 

10. Submit button will turn up when all information completed (B) (Refer Figure 19). 

 

Figure 20 ‘Permohonan telah Berjaya dihantar/ Your application has been successfully 

submitted’ 

11.  System will display ‘Permohonan telah berjaya dihantar. Sila rujuk Surat Kelulusan di 

Inbox / Your application has been successfully submitted. Please refer approval letter 

in Inbox’ (Refer Figure 20). 

12. Click Ok button (A) (Refer Figure 20). 

13. Registrant can view ’Surat Kelulusan Pemotongan Cukai Jualan/ Sales Tax Deduction 

Approval Letter’ in Homepage (Inbox) (Refer Figure 21). 

  

A 

B 

A 
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1.4 View Approval Letter 
 

 

Figure 21 Inbox 

1. Go to Inbox in Homepage (A) (Refer Figure 21). 

2. To view ’Surat Kelulusan Pemotongan Cukai Jualan’ in Inbox, click Action button (B) 

(Refer Figure 21) 

3. Click Actions > Print Tax Deduction Approval Letter (A) (Refer Figure 22). 

 

Figure 22 Print Tax Deduction Approval Letter 

4. Tax Deduction Approval Letter will be auto downloaded (in pdf). Can be viewed and 

print (Refer Figure 22). 

5. Sales Tax Deduction Letter contain of “No. Kelulusan Pendaftaran & Tarikh 

Berkuatkuasa” (A) (Refer Figure 23). 

A 

B 

A 
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Figure 23 Approval Letter 

 

  

Notes: 

1. Once Sales Tax Deduction Registration Form submitted and approved, Registration 

Form sub-menu will be disappeared.  

2. Refer to Sales Tax Deduction Approval Letter in Inbox. 

3. If JKDM Officer cancel the STD registration, registrant can reapply STD. 

 

 

 

 

 

 

 

A 
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2 Apply Deduction  
 

 

Figure 24 Deduction Period List 

1. Once STD’s registration status is approved, Deduction Period List (A) sub-menu will be 

appeared on dashboard (Refer Figure 24). 

 

Figure 25 Apply Deduction 

2.  Click Actions (A) > click Apply (B) to apply deduction for taxable period (Refer Figure 

25). 

 

 

 

  

A 

A 
  

B 
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Figure 26 Application Conditions 

3. System will display Application Conditions (Refer Figure 26). 

4. Registrant required to tick (A) declaration on Application Conditions (Refer Figure 26). 

5. Click No (B) button (Refer Figure 26) to cancel declare Sales Tax Deduction 

Application Form. 

6. Click Confirm (C) button (Refer Figure 26) to proceed to Sales Tax Deduction 

Application Form. 

 

          

A 

C 
          

B 
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2.1 Application Information Tab 
 

 

Figure 27 Application Information 

14. Registrant must fill in all the required field (Refer Figure 27) (A) : 

vii. Name of Declarant 

viii. Identity Type 

ix. Identity Card No. / Passport No. 

x. Designation 

15. Registrant must click Save & Continue button (B) to save and proceed to next process 

(Refer Figure 27).  

 

 

A 

B 
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2.2 Items Tab 
 

 

Figure 28 Add Invoice 

16. Click Add Invoice button (A) under Item Tab to add invoice (Refer Figure 28). 

17. System will display Add Invoice screen (Refer Figure 29). 

 

Figure 29 Add Invoice screen 

18. Fill in all the required field  (A) (Refer Figure 29): 

i. Supplier’s Name 

ii. Business Registration No. 

 

 

 

        

      

  

A 

A 

B C 
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iii. Invoice No. 

iv. Invoice Date 

19. Click Cancel button (B) to return the previous screen (Refer Figure 29). 

20. Click Save button (C) to save the Invoice details (Refer Figure 29). 

21. System will display details of invoice in table list (Refer Figure 30). 

 

Figure 30 Item Tab: Invoice Details 

22. Invoice details can be updated before submitted. 

23. Click Actions button (A) > click Edit button (B) to edit invoice details (Refer Figure 30). 

24. System will display pop up screen Edit Invoice (B) (Refer Figure 31). 

 

Figure 31 Edit Invoice 

25. All the information auto populated and can be updated (Refer Figure 31). 

26. To cancel update process, click Cancel button (A) (Refer Figure 31). System will 

display previous screen (Refer Figure 30). 

27. Click Save button (B) to save the changes (Refer Figure 31). 

 

 

 

 

 

A 

B 

A B 
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Figure 32 Items Tab - Delete Invoice 

28. To delete invoice, click Actions button (A). Then click DeleteInvoice button (B) (Refer 

Figure 32). 

29. Pop up confirmation message (Refer Figure 33). 

 

Notes: 

1. When registrant delete invoice, system will delete selected invoice and item(s) which 

related to selected invoice.  

 

 

Figure 33 Confirmation message 

30. Click Yes button (A) to delete selected invoice (Refer Figure 33). 

31. Click Cancel button (B) to cancel delete process. System will return to previous screen 

(Refer Figure 33). 

 

 

 

A  

B 

 A B 
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Figure 34 Add Items 

32. To Add Item, registrant is required to tick checkbox (A) to select an invoice in invoice 

list to enable Add Item button to displayed (B) (Refer Figure 34). 

33. Click Add Item button (B) (Refer Figure 34). 

34. System will display Add Credit Item screen (Refer Figure 35). 

 

 

 

 

A 

B 
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Figure 35 Add Credit Item screen 

35. Fill in all the required field (A)(Refer Figure 35) : 

i. Classification under Customs Duties Order 

ii. Description of Goods Purchased 

iii. Description 

iv. Rate of Sales Tax 

v. Purchase Price (RM) 

36. Click Cancel button (B) to cancel the process. System will return to previous screen 

(Refer Figure 34). 

37. Click Save button (C) to save the information (Refer Figure 35). 

38. The details of items will appear in item table list (Refer Figure 36). 

 

 

  

A 

B 
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Figure 36 Actions > Edit 

39. Items can be updated before submit. 

40. Click Actions button (A) > click Edit button (B) to edit items (Refer Figure 36). 

41. System will display Add Credit Item screen (Refer Figure 37). 

 

Figure 37 Edit Credit Item Screen 

42. All the relate field can be updated (A) (Refer Figure 37). 

 

 

 

 

A 

B 

 

A 

B 
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43. Click Cancel button (B) to cancel the process. System will return to previous screen 

(Refer Figure 37). 

44. Click Save button (C) to save the information (Refer Figure 37). 

 

Figure 38 Action > Delete 

45. Click Actions button (A) > click Delete button (B) to delete item (Refer Figure 38). 

46. System will display confirmation message (Refer Figure 39). 

 

Figure 39 Confirmation message 

47. Click Cancel button (B) to cancel delete process. System will return to previous screen 

(Refer Figure 38). 

48. Click Yes button (A) to proceed to delete item (Refer Figure 39).  

 

 

 

A 

B 

 A B 
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Figure 40 Tab Items 

49. Click View All Items button (A) to view list of all items (Refer Figure 40). 

50. Click Save As Draft button (B) to save and to continue the process later (Refer Figure 

40).  

51. System will display status as Draft for that taxable period (A) (Refer Figure 41). 

 

   

A 

B C D 
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Figure 41 Status Draft 

52. To submit the application, click Save & Continue button (C) (Refer Figure 40). 

53. Declarations Tab screen will be displayed (Refer Figure 42). 

54. Back button (D) to return to previous tab (Applicant Information) (Refer Figure 27). 

  

 A 
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2.3 Declaration Tab 
 

 

Figure 42 Declarations Tab 

1. Click Back button (B) (Refer Figure 42) to return to previous tab (Item Tab) (Refer 

Figure 28). 

2. Tick checkbox declaration (A) and click Submit button (C) (Refer Figure 42). 

3. System will display confirmation message (Refer Figure 43). 

 

Figure 43 Confirmation Message 

4. Click Yes, Submit it!  button (A) to submit the application (Refer Figure 43). 

5. To cancel the submission, click Cancel button (B) to cancel process (Refer Figure 43). 

6. Redirect to deduction period list page (Refer Figure 44). 

 

 

 

 

 

A 

B C 

A B 
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Figure 44 Deduction Period List 

7. The status will changed to Approve in Deduction Period List table list (A) (Refer Figure 

44). 

8. Total deduction will displayed on tax return (SST-02) with STD No.  

  

 A 
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3 View Application 
 

 

Figure 45 Deduction Period List screen: View 

1. Click Actions button (A), then click View button (B) to view the details of the 

application (Refer Figure 45). 

 

Figure 46 Tab Items 
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2. In Items Tab, registrant can Export Item to Excel (A), Print Applicant Information (B) 

and Print Item (C) (Refer Figure 46). 

3. To export item to excel, click Export Item to Excel button (A) (Refer Figure 46). 

4. It will auto download and can be view as in Figure 47. 

 

Figure 47 Example of Export Item to Excel (.csv) 

5. Click Print Applicant Information button (B) (Refer Figure 46). 

6. It will auto download and can be view as in Figure 48. 
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Figure 48 Example Print Applicant Information (.pdf) 

7. Click Print Item button (C) (Refer Figure 46). 

8. It will auto download and can be view as in Figure 49. 
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Figure 49  Example of Print Item (.pdf) 

9. Click Back button (D) (Refer Figure 46). 
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4 Sales Tax Deduction in SST02 (Return & Payment) 
 

 

Figure 50 MySST - Return & Payment menu 

1. To access to Sales and Service Tax (Return & Payment), click Return & Payment menu 

on left bar navigation (Refer Figure 50). 

 

Figure 51 Sales and Service Tax (Return & Payment) Login Page 

2. System will redirect to Login Page (Refer Figure 51).  

3. System will auto populated Username and SST No. field (A) (Refer Figure 51). 

4. Fill in Password field (B) and click Login button (C) (Refer Figure 51). 

 

 

A 

 
 

 

C 
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5. System will display main page of Sales and Service Tax (Return & Payment) (Refer 

Figure 52). 

 

Figure 52 Public User Dashboard 

6. Click Sales Tax (A) > Sales Tax Information (B) on left bar navigation (Refer Figure 52). 

7. STD declaration can be view via Sales Tax License Information screen (Refer Figure 

52). 

8. Find the taxable period that we apply in sales tax deduction (Refer Figure 53). 

 

  

A 
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Figure 53 Sales Tax License Information 

9. Click on the STD No. (A) to view all the item that registrant applied in MySST (Sales Tax 

Deduction) (Refer Figure 52). 

10. System will display Sales Tax deduction Application STD screen (Refer Figure 53). 

 

Figure 54 List of Item applied 

11. Total deduction amount (A) will be the same amount as registrant declared at Sales 

Tax Deduction in MySST (Refer Figure 54). 
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5 Re-application of Sales Tax Deduction Registration Form 
 

 

Figure 55 Sales Tax Deduction Registration Form (Reapply) 

1. For application that has been cancelled, registrant can reapply the Sales Tax 

Deduction (Refer Figure 55). 

2. To reapply, click Registration Form submenu (A) (Refer Figure 55). 

3. This additional details will displayed (Auto-populate) (B): 

a. Credit Approval No. 

b. Current Status 

c. Status Date 
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4. The other details will be auto populated based on registration form (C) (Refer Figure 

55). 

5. Registrant will choose Company Director (D) from dropdown list. The selected director 

information will auto populated on declaration statement (D) (Refer Figure 55). 

6. Registrant required to tick the checkbox at least once (E) (Refer Figure 55). 

7. Registrant required to tick declarations (F) before reapply Sales Tax Deduction 

Registration (Refer Figure 55). 

8. Click Reapply button (G) to submit the application (Refer Figure 55). 

 

 Note:  

1. For Cancelled status of SST No., user are unable to login to dashboard.  

2. For Cancelled status of Sales Tax Deduction (STD), user are unable to apply 

Deduction (Deduction Period List). JKDM Officer needs to reactivate or user need 

to reapply Registration Sales Tax Deduction in order for user to login to dashboard 

and apply for Sales Tax Deduction. 

If User reapply STD, the previous data will reset as a new registration. 

If JKDM Officer reactivate user STD, the previous data will restore. 


