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9.2.1 New Registration: Section 352,354 – Statement of Particulars 

to be lodged with the Charge. 

1. Under Application details: 

 
a. Select Application Type = NEW 

 
b. Select Section = 352,354 – Statement of Particulars to be lodged with the Charge. 

 
c. Enter [Company Number]. 

 
d. Click on the Search button. 

 
e. [Company Name] will be populated. 

 
f. If need to re-enter other Company Number, Click on the Clear button. 
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g. Select date for [The Charge was created on]. 

 
i. If submission exceed 30 days from Charge Created Date (event date), court 

order is required, and system will prompt out confirmation message if court 

order is ready. 

 

ii. If YES, system will allow proceeding on new registration. 

 
iii. If NO, system will exit to Home page. 

 
h. Enter File Reference No. if applicable. 
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2. Under Type of Charges (Section 353, Companies Act 2016): 

 
a. Select at least one Type of Charges or can select multiple Type of Charges. 

 
 

 

3. Under 1. Charge is Created By: Company Name was auto populated. 
 

4. Under 2. The Charge was created on: Charge Date was auto populated. 
 

5. Under 3. The Charge is: Select from dropdown list – FIXED or FLOATING or FIXED AND 

FLOATING. 

 
 

6. Under 4. Description of instrument(s) creating or evidencing the charge: Fill in free text. 

 



MyCoID 2016 User Manual Page 183 
 

7. Under 5. Describe briefly the nature of liability (present or prospective) secured by the charge 
a. Select Mortgage Type from dropdown list – OPEN TYPE or FOREIGN CURRENCY 

or AMOUNT or MULTIPLE CURRENCIES. 

 

 

b. If select Mortgage Type = OPEN TYPE. Fill in free text. 

 

 
 

c. If select Mortgage Type = FOREIGN CURRENCY 

 
i. Select Currency Type from dropdown list. 

ii. Fill in Amount. 

iii. Fill in Description. (Optional) 

 
 

d. If select Mortgage Type = AMOUNT 

 
i. Fill in Amount. (RM) 

ii. Fill in Description. (Optional) 
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e. If select Mortgage Type = MULTIPLE CURRENCIES. 

 
i. Click Add button. 

ii. Select Currency Type from dropdown list. 

iii. Fill in Amount. 

iv. Fill in Description. (Optional) 

v. Click Save button. 
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8. Under 6. The Liability secured is for benefit of the company or for another party. 

 
a. If select ‘Yes’ – Company Name will be populated. 

 

 

 

 
 

b. If select ‘No’ – Click Add button. 
 

 



MyCoID 2016 User Manual Page 186 
 

i. Select Individual or Company from dropdown list. 

 
ii. Fill in Liability Details 

 
iii. Click Save button. 
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9. Under 7. The creation of subsequent charges *is/*is not restricted or prohibited. 

 
a. Select from dropdown list: 

i. Is Restricted or Prohibited 

ii. Is NOT Restricted or Prohibited 

 

 
 

10. Under 8. A short description of the property affected. 

 
a. Click Add button. 

b. Fill in Property Details. 

c. Click Save button. 
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11. Under 9. The name and address of the chargee. 
 

a. Click Add button. 

b. Select Registered Company or Individual or Others from dropdown list. 

c. Fill in Chargee Details 

d. Click Save button. 
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12. Under 10. Important covenants or terms and conditions of instrument of charge. Fill in free 

text. 

 

 
 
 

13. Under 11. An instrument of charge or a copy thereof is kept at the registered office of the 

company and is open to the inspection of any creditor or member of the company for a fee of 

RM 5.00 or of any other person on the payment of a fee of RM 10.00. 
 

a. Court Order Attachment 
i. Click Add button. 

ii. Select Court Order Date 
iii. Fill in Court Order Ref No. 
iv. Choose file to be attached and Upload. 
v. Click Save button. 
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b. Other Attachment 

i. Click Add button. 

ii. Fill in Tittle. 

iii. Choose file to be attached and Upload. 

iv. Click Save button. 

 

 

 
 
 

14. Under Signatory Information. 

 
a. Select Document Date. 

b. Fill in Signatory 1 (Mandatory) 

c. Fill in Signatory 2 (Optional) 
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15. Under Declaration. 

 
a. Tick on Declaration and click Save button. 

 

 
 

16. System will proceed to Registration of Charge Preview. 

 
a. Click Cancel button to edit main form. 

b. Click Submit button to proceed confirmation and payment. 
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17. Payment process 
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18. Upon successful payment, receipt will be produced. 
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19. Transaction will be stored under MY APPLICATION → ECHARGES. 

 
a. Status = Submitted. Pending SSM Officer Approval. 

               
If payment has been made but the status is pending at third party eg EGHL/Bank, system 
will display status “Payment in Process”. Application shall be not open by user until status 
payment has been finalized. 
 
If payment is failed, status will display Payment Is Failed. Cosec/lawyer able to make 
another payment. 

 
 

 
b. Status = Queried. SSM Officer Query 

i. Click on Lodging Reference No and refer to remarks. 
 

ii. Click on Edit Data to edit main form. 
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iii. Click on Save button to confirm changes. 

 

iv. Click on Save and Submit. 
 

 
 
 



MyCoID 2016 User Manual Page 199 
 

c. Status = Resubmitted. Pending SSM Officer Approval. 

 

 

 
d. Status = Approved. SSM Officer approved. 

i. Click on Lodging Reference No to print PDF format. 

ii. Click Download Certificate. Button is available for 14 days only. 
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20. Preview on PDF format. 
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21. Sample certificate for new registration of charges 
 
 
 


