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Chapter 1 INTRODUCTION 
 

This user manual will walk you through the process of Filling in each Section and Print Preview 

Annual Performance Report (APR) Survey Form by providing step-by-step instructions with 

illustrations to help you understand each step. 

1.1 INTENDED USER 

This user manual is targeted for: 

• Company appointed Contact Person 

1.2 WEB BROWSER 

Best viewed in 1024 x 768 using Google Chrome or Mozilla Firefox. This website is mobile 

responsive. 

1.3 URL 

https://investmalaysia.mida.gov.my 
 

1.4 COMMON FIELDS AND DESCRIPTIONS 

No. Field Description 

1.  Textbox A box that allow user to type-in information. Usually, it has 

characters limit. 

 

If there is an asterisk (*) mark at the textbox, it means the 

information is required/mandatory. 

https://investmalaysia.mida.gov.my/
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No. Field Description 

2.  Button An item that allow user to click and it will respond according to it’s 

purpose; usually denoted as the button’s name. 

 

3.  Radio button A selection features that allows the user to choose only ONE 

selection from the data sets. Usually it’s round-shaped. 

 

4.  Check Box A selection features that allows the user to check/uncheck 

selections from the data sets. Usually it’s box-shaped. 

 

5.  Dropdown A features that allows user to select a value from a series of option. 

Usually when user click a dropdown, a list of options will be 

displayed vertically and user may select one value from the list. 

 

6.  Calendar A features that allows user to select a date from a calendar and/or 

time from a time range. 
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No. Field Description 

 

7.  Success 

Message 

A message that is displayed once an action taken was successful. 

It is displayed in green color. 

   

8.  Error/Failure 

message 

A message that is displayed once an action taken was failed. It is 

displayed in red color. 
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Chapter 2 Quick Guide 

2.1 Log in to InvestMalaysia 

 

 

1. Open web browser. 

Insert URL: http://investmalaysia.mida.gov.my 

 

 

1 

2 

http://www.investmalaysia.mida.gov.my/
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1. Click the Login link. New login page will be displayed. 

2. Enter username (must use the email that has been registered); 

3. Enter password; and 

4. Click the [Continue] button 

System will redirect to the ‘Dashboard’ page. 

 

3 

4 

5 
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2.2 Forgot Password 
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1. Click ‘Forgot Password?’ . The system will display and popup screen. 

 

2. Enter your email address (must use the email that have been registered). 

3. Click ‘Submit’ button an email notification will be sent to your email. 

 

1 

2 

3 
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4. Go to your email account.  Click on the link and Reset Account Password page 

will be displayed. 

 

5. Enter your new password; and 

6. Re-enter new password. 

4 

5 

6 

7 
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7. Click ‘Reset Password’ button. The system will redirect to ‘InvestMalaysia’ login 

page. 

 

Chapter 3 Email Notification 
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3.1 Email Page 

1. Company will receive email notification from InvestMalaysia. 

 

 

3 

2 
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2. For the existing user click on https://www.investmalaysia.mida.gov.my.  

Refer to Chapter 2, section 2.1 for the next step. 

3. For the first time user, they will be a link [Click Here to Activate Email] in email 

content. Click on the link to activate your account. 

https://www.investmalaysia.mida.gov.my/
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4. The system will redirect to an activation page. Enter password.  

5. Click  button. 

 

6. The system will redirect to a new page. Click  to redirect 

to login page. Refer section 2.1 

 
 
 
 
 
 

3 

4 
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Chapter 4 How to Respond APR Survey 

4.1 Dashboard 

1. Log in to InvestMalaysia (https://investmalaysia.mida.gov.my). Refer to the Chapter 

2, section 2.1.  

 

1 

2 

https://investmalaysia.mida.gov.my/
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2. Click  button. The system will redirect to the Company Operation 

Status Confirmation page. 

4.2 Company Operation Status Confirmation Page 

 

1. At Company Operation Status Confirmation page, user will need to confirm the company 

status by selecting one (1) of the radio buttons: 

a. In Production 

b. Temporary Closed / Dormant 

c. Complete Closed Down 

d. Others 

1 
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2. Selecting [In Production] and [Yes] radio button will display a Table 

3. Please specify the following information: 

a. Number of Retrenchment/s for Malaysian & Foreign (textbox entry) 

b. Date of Retrenchment (date picker) 

c. Reason / Remarks (textbox entry) 

 

4. Selecting Temporary Closed / Dormant radio button will display more information to be 

entered: 

2 

3 
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a. Please specify the reason (textbox entry) 

b. Number of years for temporary closure/dormant (textbox entry)  

 

5. Selecting [Complete Closed Down] radio button will display a Table. 

6. Please specify the following information in the table: 

a. Number of Retrenchment/s for Malaysian & Foreign (textbox entry) 

b. Date of Retrenchment (date picker) 

c. Reason / Remarks (textbox entry) 
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7. Selecting [Others] radio button will display more information to selected: 

a. No longer undertaking the approved project by MIDA (checkbox) 

b. Other Reasons (checkbox) 

8. Selecting [Other Reasons] checkbox button will display a textbox to enter reason 

(mandatory). 

 

9.  Click   button to start the Survey. The system will redirect to Section A 

page. 

7 

8 
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4.3 Section A – Company Profile 

 

1. At Company Profile page, Company Profile section will display: 

a. Company Name 
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b. Registration Type 

c. Registration No 

d. New SSM Registration No (if any) 

e. Correspondence Address 

f. City 

g. Postcode 

h. State. 

2. At Contact Person section, it will display all the contact person assigned to this 

company. 

3. At Factory/Premises Address section, it will display the address, product/activity, 

Tariff Code, and MSIC code. 

 

4. Click button. 

5. System will redirect to Section B page. 
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4.4 Section B – Financing Structure 

 

1. At Financing Structure page, user will need to key in information for: 
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a. Shareholders’ Funds 

b. Total Loan Outstanding 

c. Other Financing Sources 

d. Total Fixed Asset (Net Book Value) 

e. Pre-Operational Expenditure 

f. Working Capital (Current Assets-Current Liabilities) 

g. Operating Expenditure 

  

2. At Foreign Equity section, click on [Add Record] button to select: 

a. Country (drop-down menu) 

b. Value (RM) (textbox entry). 

3. Click on  button to save the figures. 

 

4. Click  button to go back to Section A page. 

5. Click   button. The system will redirect to Section C page. 

2 

3 

4 5 
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4.5 Section C – Organization Structure 

 

1. At Organization Structure page, user can view Ultimate Holding Company or 

Parent Company information if available. 

2. User also can view Subsidiaries in Malaysia information if available. 
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3. At the Subsidiaries in Malaysia section, click [Add Subsidiaries Company] button to 

enter new data for (if any): 

a. Company Name (textbox entry) 

b. Registration Type (drop-down menu) 

c. Company Registration No (textbox entry) 

4. Click on  button to save the company. 

5. Click   button. The system will redirect to Section C page. The system will 

redirect to Section D page. 

3 

4 



Annual Performance Report Survey  

Page 26 of 41 
 

4.6 Section D – Income / Production Cost & Sales Values 
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1. At Income / Production Cost & Sales Value page, user will need to enter the following 

information: 

a. Total Annual Income 

b. Export Sales 

c. Major Export Destination 

d. Production Cost (RM) 

e. Research & Development Cost 

 

2. At Major Export Destination section, user will need to select Country (if any) using 

[Drop-down Menu] and enter Percentage of Export Sales (%) textbox. 

Note: Total percentage (%) must be 100%. Major export destination cannot be zero if 

Export Sales has been filled in. 

 

3. Click button to save the information entered for this page. 

4 5 

3 
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4. Click button to go back to Section C page. 

5. Click   button. The system will redirect to Section E page. 

4.7 Section E – Earnings 

 

1. At Earnings page, user can enter information for: 

1 
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a. Earnings before Interest, Tax, Depreciation & Amortisation (EBITDA) (textbox 

entry). 

b. Net Profit After Tax (textbox entry). 

 

2. Click button to go back to Section D page. 

3. Click   button. The system will redirect to Section F page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 3 
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4.8 Section F – Service Operating Expenditure 

 

1. At Service Operating Expenditure page, user can enter information for: 

a. Expenditure for the financial year (RM). 

b. Percentage on Utilisation of Local Services (%). 

c. Reasons for using Foreign Services 

1 
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2. At Others (Please Specify) column, user can enter reason in textbox provided. 

3. Click button to go back to Section E page. 

4. Click   button. The system will redirect to Section G page. 

 

2 

3 4 
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4.9 Section G – Employment / Salary & Wages 

 

1. At Employment / Salary & Wages page, user can either: 

a. Download an excel template by clicking 

button. 

1 
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b. Upload an excel template by clicking  button. 

 

2. Or at Full Time Employment table, user adds information by clicking [Add Employee 

Salary Wages] button. 

3. A new row will be displayed, and user need to enter information for: 

a. Job Category (drop-down menu). 

b. Nationality (drop-down menu). 

c. Monthly Salary (Including Allowance) (RM) (textbox entry) 

d. Number of Employees (textbox entry). 

4. Click on  button to save the entry. 

3 

2 

4 
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5. At Outsourced Workers (Not Under Company Payroll) table, user will need to enter 

information for: 

a. Number of Workers, Malaysian & Foreign (textbox entry). 

b. Total Outsourced Cost (RM) (textbox entry). 

 

6. Clicking [Preview Salary Structure] button will display an Employment / Salary & 

Wages summary table. 
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7. Click button to go back to Section F page. 

8. Click   button. The system will redirect to Section H page. 

 

7 8 
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4.10 Section H – Future Investment Plan 

 

1 

5 4 

2 

3 
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1. At Future Investment Plan page, click  button. 

The system will display pop-up page to select either Manufacturing or Services.  Tick 

on the checkbox selection and click . 

 

2. Please key in information for: 

a. Details of Investment Plan (textbox entry). 

b. Proposed Additional Investment (RM) (radio button). 

c. Proposed Additional Manpower (Full Time Employment) (radio button). 

3. At Future Investment Plan for Green Technology Activities section, user can select 

checkbox for the following: 

a. Detail on Investment Plan (checkbox) 

b. Proposed Investment (RM) (radio button). 

c. Proposed Manpower (Full Time Employment) (radio button). 

4. Click button to go back to Section G page. 
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5. Click   button. The system will redirect to Section I page. 
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4.11 Section I – Declaration  

 

1. At Declaration page, user will be able to submit the completed survey. 

Note: User will not be able to make any changes once survey have been submitted. 

2. Click button to go back to Section H page. 

3. Click button. The system will display a pop-up confirmation box. 

2 
3 

1 
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4. Click button to return to Declaration page. 

5. Click button to submit the APR Survey. 

 

6. Upon submission, the system will display a successful message.  

7. User may click company profile from the company dashboard and navigate to “Annual 

Performance Report (APR) Survey” tab to print or save the survey form. 

 

4 5 
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