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12.1 How to lodge Notification of Change in Register of 
Director, Manager & Secretary 

 

1. To begin, enter valid username and password then click Sign in button to proceed. 
 

 
 
 

2. Enter correct captcha as shown: 

12 Notification of Change in 
Register of Director, Manager 
and Secretary 
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3. After login, at the HOME page, click on the item no. 11 to begin with the updates 

 
 

4. Enter Company Reg No in the provided box then hit Search button 
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5. Then, Company Name will be appeared in the next box as below; the rest of the section 
will also display here. 

 

 

6. There are six sections: 
 

a. Lodger Information: 

In this part, you will see your profile is auto generated here. No further action required 
from you for this part. 
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b. Particular of Company: 

Where you enter Company Reg No and search for Company Name to make updates for 
this particular company. 

 

c. Nature of Change: 

The selection of changes available for you to make updates. You may choose any of 
this section for updating. 

 

d. Extension of Time (EOT): 

If you have EOT, you can enter Granted Date here. To apply for EOT, please contact 
SSM. 

 

e. Additional Attachment: 

This might be required by the SSM Officer to request for relevant document from you to 
upload it here. 

 

f. Declaration 

To proceed with the updates, you have to make Declaration here. 
 

So, to proceed with the updates after you have the Company Name displayed in the provided 
field as shown in the item no. 5 above, please proceed to Nature of Change section. 

 
 
 

 

7. Tick the checkbox to any of the sections to make updates. In this example, all sections are 
checked to make updates to all sections. (For you information, it is not necessary to make 
updates to all sections upon submission. You might have one or few sections updated only 
or you might have all sections updated in one submission) 
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12.2 How to Make Updates on Section A - CHANGE IN THE 
PARTICULARS OF DIRECTOR? 

 

1. Under Nature of Change section, tick the checkbox for CHANGE IN THE PARTICULARS 
OF DIRECTOR (SECTION A). Details for this section will come out as below: 

 
 

 
 
 

2. Click on the any Director under Name column to make updates. Then, it will direct you to 

the form for updating. Existing information of this Director, will be auto populated in the 

form. 

 

3. Fill up all required information to make changes. For every changes you made, you must 

enter Date of Change. If you do not change existing information, you do not need to enter 

Date of Change. 
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Date of Change would need to be entered if there is any changes made. Date of change – not 
 

mandatory (for first time). 

. 
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Field Name Description 

* Identification Type 

(Dropdown list) 

Identification type (eg. NRIC, PR Number, Passport, Police ID, 

Army ID) 

* Identification No Relevant identification number based on identification type 

selected above 

Title Title conferred by the Ruler (State or Federal) or title which is 

certified by the National Registration Department/Prime 

Minister Department 

* Name Director name 
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Designation Designation of the Director in the company; either Director or 

Alternate Director.Value is automatically populated. 

Date of Birth Date of birth, Value is automatically populated if NRIC is 

entered for Identification No. 

* Gender Gender (Male or Female). Value is automatically populated if 

NRIC is entered for Identification No. 

* Race Race of the director. 

* Nationality Nationality of the director. 

*Business Occupation Business occupation of the director 

* Residential Address Residential address of director 

* Country Country of the residential address 

* State State of the residential address 

* City City of the residential address 

* Postcode Postcode of the residential address 

* Service Address Contactable address of the director 

* Country Country of the director service address 

* State State of the director service address 

* City City of the director service address 

* Postcode Postcode of the director service address 

* Email Director’s email address 

Attachment To attach relevant attachment for Section A. Changes made on 
Name and ID require user to attach attachment. 

Is this Director has any other 

directorship? 

At this point, if you click Yes, you can search for other 

directorship by typing Company No and click Search 

Company button. Before that, choose tab “Registered 

Company” or “Group of Companies/Others”. Company 

Name will be auto populated. Enter Date Appointed and 

Ceased as Director then click Add Directorship button to 

populate this data into the table Directorship below 

 

 

4. Click YES for ‘Is this Director has any other directorship?’ if there you have more than 

one directorship in different company. Choose tab “Registered Company” or “Group of 

Companies/Others”. Enter Company No and click Search Company button. Company 

Name will be auto populated. 
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5. Enter Date Appointed and Ceased as Director then click Add Directorship button 

to populate this data into the table Directorship below. 

 

 
6. Remember, for every changes you made you are required to enter Date of Change. 

Example, if you update Identification No, please enter Date of Change next to 

Identification No to declare when the Identification No has been changed (NOT the 

date when you enter the updates). Same goes to other changes. 

 
7. For every changes on Name and ID, compulsory to attach Attachment. 



MyCoID 2016 User Manual Page 278 
 

8. ’Title’ have ‘Salutation Reference’ link. User can search desired salutation. 
 
 

 
 
 

9. To enter Date of Change, click on the calendar icon and choose the date. Then, the 

date will be appeared in the text field provided. 

 

10. After all the updates have been made in Section A, click Save button to save the 

updates and proceed. Otherwise, click Cancel button to cancel the operation. 
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12.3 How to Make Updates on Section B – NEW DIRECTOR 

 
 

1. Under Nature of Change, please tick the checkbox for NEW DIRECTOR (SECTION B). 
Details for this section will come out as below: 

 
 

 

 
 
 

2. You will see Section B – New Director. Click on the Add button to add new Director. 

Below form will appear: 
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Field Name Description 

* Identification Type 

(Dropdown list) 

Identification type (e.g.;-NRIC, PR Number, Passport, Police 

ID, Army ID) 

* Identification No Relevant identification number based on identification type 

selected above 

Title Title conferred by the Ruler (State or Federal) or title which is 

certified by the National Registration Department/Prime 

Minister Department 

* Name Director name 

Designation Designation of the Director in the company; either Director or 

Alternate Director. Value is automatically populated. 

Date of Birth Date of birth, Value is automatically populated if NRIC is 

entered for Identification No. 

* Gender Gender (Male or Female). Value is automatically populated if 

NRIC is entered for Identification No. 

* Race Race of the director. 

* Nationality Nationality of the director. 

Business Occupation Business occupation of the director 

* Residential Address Residential address of director 

* Country Country of the director service address 

* State State of the director service address 

* City City of the director service address 

* Postcode Postcode of the director service address 

* Service Address 
Contactable address of the director 

* Country Country of the residential address 

* State State of the residential address 

* City City of the residential address 

* Postcode Postcode of the residential address 

* Email Director’s email address 
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Attachment To attach relevant attachment for Section A 

 

 

3. Click YES for ‘Is this Director has any other directorship?’ if there you have more than 

one directorship in different company. Choose tab “Registered Company” or “Group of 

Companies/Others. Enter Company No and click Search Company button. Company 

Name will be auto populated. 

 

4. Enter Date Appointed and Ceased as Director then click Add Directorship button to 

populate this data into the table Directorship below. 
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5. After all the required fields have been filled, click Save button to save the updates and 

proceed. Otherwise, click Cancel button. 
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12.4 How to Make Updates on Section C – CESSATION AS A 
DIRECTOR 

 
 

1. Under Nature of Change, please tick the checkbox for CESSATION AS A DIRECTOR 
(SECTION C). Details for this section will come out as below: 

 
 

 

 
 
 

2. Click any of the director to be updated with cessation. Cessation form will appear and enter 

the following information: 

 

Field Name Description 

Identification Type Identification type (e.g.;- NRIC, PR Number, Passport, Police 

ID, Army ID). Value is automatically populated. 

* Identification No Relevant identification number based on identification type 

above. Value is automatically populated. 

Title Title conferred by the Ruler (State or Federal) or title which is 

certified by the National Registration Department/Prime 

Minister Department 

* Name Director name. Value is automatically populated. 

Designation Designation of the Director in the company; either Director or 

Alternate Director. 

* Date of Cessation Date of Cessation of the director. 

* Reason of Cessation Reason of director’s cessation. 

* Attachment To attach with company resolution in case of reason for 
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Field Name Description 

 cessation is removal. 

 
 
 

3. After all the required fields have been filled, click Save button to save the updates and 
proceed. Otherwise, click Cancel button. 
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4. If left 1 director only, there have declaration: 
1) Reside Malaysia 

2) Sole Director 
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12.5 How to Make Updates on Section D - CHANGE IN THE 
PARTICULARS OF MANAGER? 

 
 

1. Under Nature of Change, please tick the checkbox for CHANGE IN THE PARTICULARS 

OF MANAGER (SECTION D). Details for this section will come out as below: 

 

2. Click on the any Manager here under Name column to make updates. Then, it will direct 

you to the form for updating. Existing information of this Manager, will be auto populated in 

the form. 

 

3. Fill up all required information to make changes. For every changes you made, you must 

enter Date of Change. If you do not change existing information, you do not need to enter 

Date of Change. 

 

Field Name Description 

* Identification Type Identification type (e.g;- NRIC, PR Number, Passport, Police 

ID, Army ID). 

* Identification No Relevant identification number based on identification type 

above. 

Title Title conferred by the Ruler (State or Federal) or title which is 

certified by the National Registration Department/Prime 

Minister Department 

* Name Director name. Value is automatically populated. 

Date of Birth Date of birth of the manager. Value is automatically populated. 

* Gender Gender of the manager. Value is automatically populated. 

* Race Race of the manager. 
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Field Name Description 

* Nationality Nationality of the manager. 

*Business Occupation Business occupation of the manager. 

* Residential Address Residential address of the manager. 

* Country Country of the manager’s residential address. 

* State State of the manager’s residential address. 

* City City of the manager’s residential address. 

* Postcode Postcode of the manager’s residential address. 

* Email Email address of the manager. 

* Attachment To attach relevant attachment of Section D 

 

 

4. Remember, for every changes you made you are required to enter Date of Change. 

Example, if you update Identification No, please enter Date of Change next to 

Identification No to declare when the Identification No has been changed (NOT the date 

when you enter the updates). Same goes to other changes. 

 

5. To enter Date of Change, click on the calendar icon and choose the date. Then, the date 

will be appeared in the text field provided. 

 

6. After all the updates have been made in Section D, click Save button to save the updates 

and proceed. Otherwise, click Cancel button. 
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12.6 How to Make Updates on Section E - NEW MANAGER? 

 
 

1. Under Nature of Change, please tick the checkbox for NEW MANAGER (SECTION E). 
Details for this section will come out as below: 

 
 

 
 
 

2. You will see Section E – New Manager. Click on the Add button to add new Manager. 

 
3. Below form will appear: 
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Field Name Description 

* Identification Type Identification type (e.g;- NRIC, PR Number, Passport, Police 

ID, Army ID). 

* Identification No Relevant identification number based on identification type 

above. 

Title Title conferred by the Ruler (State or Federal) or title which is 

certified by the National Registration Department/Prime 

Minister Department 

* Name Director name. Value is automatically populated. 

Date of Birth Date of birth of the manager. Value is automatically populated. 

* Gender Gender of the manager. Value is automatically populated. 

* Race Race of the manager. 

* Nationality Nationality of the manager. 

* Business Occupation Business occupation of the manager. 

* Residential Address Residential address of the manager. 

* Country Country of the manager’s residential address. 

* State State of the manager’s residential address. 

* City City of the manager’s residential address. 

* Postcode Postcode of the manager’s residential address. 

* Email Email address of the manager. 

* Attachment To attach relevant attachment of Section E 

 

 

4. After all the required fields have been filled, click Save button to save the updates and 

proceed. Otherwise, click Cancel button. 
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12.7 How to Make Updates on Section F – CESSATION AS A 
MANAGER? 

 
 

1. Under Nature of Change, please tick the checkbox for CESSATION AS A MANAGER 
(SECTION F). Details for this section will come out as below: 

 

 

 
 
 
 

2. Click any of the manager to be updated with cessation. Then, cessation form will appear. 

 

Field Name Description 

Identification Type Identification type (e.g;- NRIC, PR Number, Passport, Police 

ID, Army ID). Value is automatically populated. 

* Identification No Relevant identification number based on identification type 

above. Value is automatically populated. 

Title Title conferred by the Ruler (State or Federal) or title which is 

certified by the National Registration Department/Prime 

Minister Department 

Name Director name. Value is automatically populated. 

* Date of Cessation Date of cessation of the manager. 

* Reason of Cessation Reason of cessation of the manager. 
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Field Name Description 

* Attachment To attach with company resolution in case of reason for 

cessation is removal. 

 

 

3. After all the required fields have been filled, click Save button to save the updates and 

proceed. Otherwise, click Cancel button. 
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12.8 How to Make Updates on Section G - CHANGE IN THE 
PARTICULARS OF SECRETARY? 

 
 
 
 
 
 
 
 
 
 
 

 
1. Under Nature of Change, please tick the checkbox for CHANGE IN THE PARTICULARS 

OF SECRETARY (SECTION G). Details for this section will come out as below: 

 
2. Click on the Secretary under Name column to make updates. Then, it will direct you to the 

form for updating. Existing information of this Secretary, will be auto populated in the form. 
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3. Fill up all required information to make changes. For every changes you made, you must 

enter Date of Change. If you do not change existing information, you do not need to enter 

Date of Change. 

 

Field Name Description 

* Identification Type Identification type (e.g;- NRIC, PR Number, Passport, Police 

ID, Army ID). 

* Identification No Relevant identification number based on identification type 

above. 

Title Title conferred by the Ruler (State or Federal) or title which is 

certified by the National Registration Department/Prime 
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Field Name Description 

 Minister Department 

* Name Director name. 

Date of Birth Date of birth of the manager. Value is automatically populated 

if NRIC is entered as Identification number. 

* Gender Gender of the manager. Value is automatically populated if 

NRIC is entered as Identification number. 

* Race Race of the manager. 

* Nationality Nationality of the manager. 

* License No / Membership No Company secretary number or membership number. 

* Business Occupation Business occupation of the secretary. 

* Residential Address Residential address of the secretary. 

* Country Country of the secretary’s residential address. 

* State State of the secretary’s residential address. 

* City City of the secretary’s residential address. 

* Postcode Postcode of the secretary’s residential address. 

* Email Email address of the manager. 

 

 

4. Remember, for every changes you made you are required to enter Date of Change. 

Example, if you update Identification No, please enter Date of Change next to 

Identification No to declare when the Identification No has been changed (NOT the date 

when you enter the updates). Same goes to other changes. 

 

5. To enter Date of Change, click on the calendar icon and choose the date. Then, the date 

will be appeared in the text field provided. 

 

6. After all the updates have been made in Section G, click Save button to save the updates 

and proceed. Otherwise, click Cancel button. 
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12.9 How to Make Updates on Section H - NEW SECRETARY? 

 
 

1. Under Nature of Change, please tick the checkbox for NEW SECRETARY (SECTION H). 
Details for this section will come out as below: 

 
 

 
 
 

2. You will see Section H – New Secretary. Click on the Add button to add new Secretary. 

 
3. Below form will appear: 
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Field Name Description 

* Identification Type Identification type (e.g. NRIC, PR Number, Passport, Police 

ID, Army ID). 

* Identification No Relevant identification number based on identification type 

above. 

Title Title conferred by the Ruler (State or Federal) or title which is 

certified by the National Registration Department/Prime 

Minister Department 

* Name Secretary’s name. Value is automatically populated. 

Date of Birth Date of birth of the secretary. Value is automatically populated 

if NRIC is entered as Identification number. 

* Gender Gender of the secretary. Value is automatically populated. 

Value is automatically populated if NRIC is entered as 

Identification number. 

* Race Race of the secretary. 

* Nationality Nationality of the secretary. 

* License No / Membership No To enter Company Secretary license/membership no. 
  Note: 
  Format No: BC/S/1235 or LS0004567 or MAICSA1235 or    
  MACS1234 or MIA1234 or MICPA1234 or SLA1234-A1234 or    
  SAA1234-KT123 
 

If format is not correct, the message shall appear "Please enter 
correct format License No OR Membership No" 

Business Occupation Business occupation of the secretary. 

* Residential Address Residential address of the secretary. 

* Country Country of the secretary’s residential address. 

* State State of the secretary’s residential address. 

* City City of the secretary’s residential address. 

* Postcode Postcode of the secretary’s residential address. 

* Email Email address of the secretary. 
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Field Name Description 

* Attachment To attach relevant attachment of Section H 

 

 

4. After all the required fields have been filled, click Save button to save the updates and 

proceed. Otherwise, click Cancel button. 
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12.10 How to Make Updates on Section I – CESSATION AS A 
SECRETARY? 

 
 

1. Under Nature of Change, please tick the checkbox for CESSATION AS A SECRETARY 
(SECTION I). Details for this section will come out as below: 

 
 
 

 
 
 
 

 

2. Click any of the secretary to be updated with cessation. Then, cessation form will appear. 
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Field Name Description 

Identification Type Identification type (e.g;- NRIC, PR Number, Passport, Police 

ID, Army ID). Value is automatically populated. 

* Identification No Relevant identification number based on identification type 

above. Value is automatically populated. 

Title Title of the secretary. 

Name Secretary’s name. Value is automatically populated. 

* Date of Cessation Date of cessation of the secretary. 

* Reason of Cessation Reason of cessation of the secretary. 

* Attachment To attach with company resolution in case of reason for 

cessation is removal. 

 

 

3. After all the required fields have been filled, click Save button to save the updates and 

proceed. Otherwise, click Cancel button. 

 
4. Pop up will show if the company make the resignation for single secretary 
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12.11 How to Submit After I Updates All the Changes? 

 
 

1. To submit, please make sure you have tick the checkbox under Declaration section to 

confirm that the facts and information stated in the document are true and to the best of 

your knowledge. 

 

2. Then, click Save & Preview button. 

 
3. In the Preview screen, you may view your PDF. 

 
4. Click Proceed to submit the application. 


