
MyCoID 2016 User Manual Page 238 
 

9.2.4 Cancellation: Section 361 – Cancellation of Charge. 

 
1. Under Application details: 

 
a. Select Application Type = CANCELLATION 

 
b. Section = 361 – CANCELLATION OF CHARGE will be populated. 

 
i. Court order is required and system will prompt out confirmation message if 

court order is ready. 

 

ii. If YES, system will allow proceeding on application. 

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

 
 

 

c. Enter [Company Number]. 

 
d. Enter [Charge Number]. 

 
e. Click on the Search button. 

 
f. [Company Name] will be populated. 

 
g. Enter File Reference No. if applicable. 

 

2. Under The Charge was created on: Charge Date was auto populated. 
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3. Under Court Order Attachment 
 

 

a. Click Add button. 
b. Select Court Order Date 
c. Fill in Court Order Ref No. 
d. Fill in extension of time. (Optional) 
e. Choose file to be attached and Upload. 
f. Click Save button. 

 

 

4. Under Other Documents 

 
a. Click Add button. 
b. Fill in Tittle. 
c. Choose file to be attached and Upload. 
d. Click Save button. 
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CHARGE NO 2017-001 IS CANCELLED PURSUANT 
 

TO COURT ORDER DATED 17/03/2017. 

5. Under Declaration. 

 
a. Tick on Declaration, fill in Remarks and click Save button. 
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6. Payment process 
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7. Upon successful payment, receipt will be produced. 
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8. 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 = Approved. SSM Officer approved. 

i. Click on Lodging Reference No to preview. 
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9. Preview. 
 

 


