
USER MANUAL 
APPLICATION FOR EXEMPTION UNDER SCHEDULE C ITEM 3 OR 4,  

 SALES TAX (PERSON EXEMPTED FROM PAYMENT OF TAX) ORDER 2018  
 

PERSON ACTING ON BEHALF (APPOINTED PERSON BY THE REGISTERED MANUFACTURER) 

Sign Up (for first time only)  

1. On the top of the MySST Portal, click ‘Exemption’ panel then click ‘Sign Up Schedule B, C3 & C4’  

 
 

2. Fill in the necessary information and click ‘Submit’. Please make sure your email address is in 

correct spelling especially the capital letter. System will sent the notification through that email.  

 



3. System will generate an application number with pending approval status. Take note of that 

application number for your future reference. Wait until further notice from customs for 

verification. 

 

 
 

4. Once customs officer (controlling station) approve your application, system will sent notification 

to your registered email address. 

 
 
 
  



Generate the Certificate (C3 & C4) 
 

1. Log in into MySST system by click log in button from MySST portal 
 

 
 
 
 
 
 

2. Log in into the system by  using Registration Number, User ID and password (detail 
from your email notification)  

 

 
  



3. Click on the ‘Item C3’ or ‘Item C4’ menu 
 

 

 

4. Click ‘Add Exemption’ button 
 

 

 

  



5. Read the term and conditions carefully. If understand and agree with the term and 
conditions tick the checkbox and click  ‘Confirm’ button. 

 

 

  



6. Key in the ‘Appointment Approval No’ given by the registered manufacturer and 
click search button 

 

 

 

7. Fill in the necessary information 
 Most of the information will auto populate from the appointment information 

 



 At the item information trader need to key in the value and supplier information. 

Click ‘Action’ on each item, then click ‘Edit’ and key in the information 

 

 

  



 

8. Once finish tick the acknowledgement check box and system will show the ‘Submit’ 
button. Click that button. 

 

 

 

 

 

  



9. Click ‘OK’ button on the pop up message. 
 

 

 

10. Click ‘Print Certificate’ to view and print the certificate. 

 

 



 

 

Note: The certificate number shall be produced to the proper officer of Customs at the 

point of importation or to the registered manufacturer for local purchase. For import 

purposes please use the SMK Registration No. to declare the customs form. 


