
HRD CORP CLAIM PROCESS 
WORKFLOW

20th – 22nd May 2026 | KLCC, Hall 6 & 7 

Lead Platform Wellness Collaborator
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Employer registers as delegates

Organiser will provide
• Conference programme & speakers with pricing

• HRDC quotation addressed to company

These documents are required for HRDC grant application

Step 1 – Register For Conference
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Employer must submit application in eTRiS
(Deadline: At least 1 day before event)

Document required
• Conference programme & speakers with pricing

• HRDC quotation addressed to company

 Without approval before event               claim rejected

Step 2 – Apply HRDC Grant (VERY IMPORTANT)
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eTRis Application Flow

(1) Login to Employer’s e-TRiS account 
(2) Click Application 
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eTRis Application Flow

(3) Click Grant on the left side under Applications 
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eTRis Application Flow

(4) Click Apply Grant on the left side under Applications 
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eTRis Application Flow

(5) Click Apply 
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(6) Choose a Scheme Code and select HRD Corp Claimable Courses: Skim
       Bantuan Latihan Khas. Then, click Apply 

eTRis Application Flow
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eTRis Application Flow

(7) Select your Immediate Officer and click Next 
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eTRis Application Flow

(8) Select a Training Provider, then click Next 



|

eTRis Application Flow

(9) Please select a training programme from the list, then key in all the required
       details and click Next 

Note: Select your desired 
training programme.

Note: Give an explanation on why the participant 
is required to attend the training. E.g., related to 

their tasks/ career development, etc.

Note: Select a relevant focus area. For 
Employer-Specific Courses, select ‘Not 

Applicable’. 

Note: Explain the background and 
objective of this training. 



|

eTRis Application Flow

(9.1) If the training programme is a micro-credential programme, you are required
           to complete these 3 fields. Save and click Next 

Note: Micro-
Credential 

Note: MiCAS Application 
number 

Note: MC Acknowledgement 
letter
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eTRis Application Flow

(9.2) Please select a Course Title and Type of Training 
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eTRis Application Flow

(10) Please key in the Training Location and click Next 
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eTRis Application Flow

(11) Please select the Level of Certification and click Next 
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eTRis Application Flow

(12) Please follow the instructions and key in trainee details 
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eTRis Application Flow

(12.1) Click Add Batch, then click Save 
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eTRis Application Flow

(12.2) Click Add Trainee Details 
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eTRis Application Flow

(12.3) Please key in all the required details, then click Add 
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eTRis Application Flow

(12.4) Click Add if there are more participants. Once done, click Save 



|

eTRis Application Flow

(12.5) Click Next 



|

eTRis Application Flow

(13) Please key in the course fees and allowance details, then click Save 
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eTRis Application Flow

(13.1) Select Upfront Payment to Training Provider and key in the percentage from
             1% to 30%. Then, click Save and Next 
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eTRis Application Flow

(14) Complete the declaration form and select a desired officer 
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eTRis Application Flow

(14.1) Add all the required documents, then click Add Attachment. Then, click
             Save and Submit Application 



|

Once the New Grant Application is successfully 
submitted, the Grant Officer will evaluate the 
application accordingly. The application may be 
queried if additional information is required. 

The application status will be updated via the 
employer’s dashboard, email, and the eTRiS inbox. 

eTRis Application Flow
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THE CONFERENCE CHECKLIST

BEFORE CONFERENCE DURING CONFERENCE

Employer must verify:

✓  Approval received before event
✓  Company name correct
✓  Delegates approved
✓  Approved claim amount confirmed

          Only approved delegates can claim

Delegates MUST:

✓  Sign IN and OUT daily
✓  Attend full conference hours
✓  Visit HRDC counter at registration
 

Attendance proof is mandatory for claim 
approval
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AFTER CONFERENCE

HRDC will deduct:
4 % service fee from approved claim 
amount

A tax invoice for the service fee will be 
issued.

THE CONFERENCE CHECKLIST

After submission:

1. HRDC review claim
2. Approval letter issued
3. Payment processed to training provider
 
Estimated timeline: 30 – 60 working days

Organiser will:

1. Issue HRDC invoice
2. Compile all claim documents
3. Submit claim in eTRiS within 6 months

Document submitted:

➢ Invoice
➢ JD14 & T3 forms
➢ Attendance records
➢ Programme & trainer profile
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COMMON MISTAKE (CAUSE REJECTION)

Did not apply before event

Missing sign-out attendance

Name mismatch with approval

Invoice higher than approved amount

Late claim submission

Attendance hours mismatch

One mistake may cause full company claim rejection
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Thank 
you
for your attention

donna@qube.com.my

www.sea-healthcare.com

+60362119973

Ms. Donna Quick | Project Manager

Website

Qube Integrated Malaysia Sdn Bhd (Headquarters)

yingpei@qube.com.my

josephinechia@qube.com.my

Mr. Kevin Teo | Show Director

Ms. Josephine Chia | Sales & Marketing Manager
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