
USER MANUAL 
APPLICATION FOR EXEMPTION UNDER SCHEDULE A,  

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

A: Sign Up (for first time only) 

 

1. On top of the MySST Portal, click ‘Exemption’ panel then click ‘Sign Up: Schedule A’ 

 

 
 
  

ITEM 
4, 5, 7, 8, 12 & 13 



 

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 

registered email.  

  

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Notes: Guides of ‘No. Pendaftaran Syarikat/ Kod Jabatan/ Kementerian/ Individu’ for 

Federal/ State Government Department, Local Authority and Badan Berkanun (including IPTA) 

& Individual please refer to lampiran  Cadangan BRN kerajaan/PBT/IPTA/Badan 

Berkanun/Individu 

. 

 

 

https://mysst.customs.gov.my/assets/document/SST%20Exemptions/Cadangan%20BRN%20kerajaan%20persekutuan%20dan%20negeri.pdf
https://mysst.customs.gov.my/assets/document/SST%20Exemptions/Cadangan%20BRN%20kerajaan%20persekutuan%20dan%20negeri.pdf


 

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.  

 
 
 
  



B. APPOINTED PERSON     
 

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)  
 

 

Please change your password for 1st login 

 



3. System will bring you to the Homepage of Non-Registered User Dashboard. Click on 
the ‘Schedule A’ menu, then click the ‘Application’ menu. 
 

  

 

 
4. Click radio button ‘Pilih Kategori/ Choose categories’ and click ‘Wakil’ 

 

 

 

[Grab your reader’s attention with a 

great quote from the document or 

use this space to emphasize a key 

point. To place this text box 

anywhere on the page, just drag it.] 



 

5. Select the related item you want to apply and select type ‘Wakil Yang Dilantik’  

 



 

6. Click ‘Create Application’ button 

 

 

 

  



7. Read the term and conditions carefully. If understand and agree with the term and 
conditions tick the checkbox and click  ‘Confirm’ button. The conditions may be vary 
base on the item applied. 
 

 

  



8. Key in the Appointment Approval Number given by the federal/ state government, 
local authority or IPTA then click the search button.  
 

 
 

9. Fill in the necessary information on each part. 
 

 

 

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

 



 

 

 

 

  



11. System will automatically generate the certificate number. Click ‘Confirm’ button to 
proceed. 
  

 

12. System will automatically bring you to the ‘Manage My Schedule A List’. Click on the 
‘Action’ button then select ‘View Certificate’ to view or print the certificate together 
with the attachment. You can also select ‘View’ to view the application form , ‘View 
Appointed Letter’ button to view the appointment letter or ‘Print Form’ to print the 
application form. 
 

 



 

 

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.  

 


