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ACRONYM 

ACRONYM DESCRIPTION 

JSM Jabatan Standard Malaysia 

CAB Conformity Assessment Bodies 

SAMM (CT) Skim Akreditasi Makmal Malaysia ( Calibration Testing) 

SAMM (MT) Skim Akreditasi Makmal Malaysia ( Medical Testing) 

ACB Accreditation of Certification Bodies 

MIBAS Malaysia Inspection Bodies Accreditation Scheme 

GLP CP Good Laboratory Practice Compliance Programme 

MyPTP Malaysia Profiency Testing Provider Accreditation Scheme 

PHLAS Primary Healthcare Laboratory Accreditation Scheme 

MSDAM Majlis Standard dan Akreditasi Malaysia 

DO Delivery Order 

PO Purchase Order 

URS User Requirement Specification 

E- ACC E - Accreditation 

EOS Extension of Scope 

EOB Extension of Branch 

BI Business Intelligence 

ILAC MRA 
International Laboratory Accreditation Cooperation Mutual Recognition 

Arrangement 

IAF MLA Internasional Accreditation Forum Multilateral Recognition Arrangement 

AO Accreditation Officer 
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DA Director Accreditation 

DG Director General 

LHT Laporan Terimaan Harian 

ABT Akaun Belum Terima 

PT Claim Pembantu Tadbir Claim 

Table 1: Acronym Table
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CHAPTER 1: INTRODUCTION 
 

1.1 Purpose 
 

This User Manual contains all the important information for users to make full use of the E - ACC 

system. This manual includes descriptions of system functions and capabilities, contingencies 

and alternative modes of operation, and step-by-step procedures for accessing the system and 

methods of its use. 

1.2  Contact Information  

If the user needs further assistance. Users can contact the Malaysian Standards Department. 
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1.3 Work Flow 
 

Users can refer to the Workflow for 'New Application' 

 

Diagram 1: New Application workflow 
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CHAPTER 2: SYSTEM INSTRUCTION 
 

2.1 User Log in 
 

The e-ACC system application can be accessed through the main page () by registered users 

only and each user will be provided with a user ID and password. Here are the steps to activate 

the e-ACC System application 

2.1.1 Log in 
 

1. Click  button at the top right of the e-ACC portal to log into the system. 

 

 

Diagram 2: e-ACC Portal Display 
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2. System will show sign in page, User need to insert this item 

• IC Number/Passport/Others – User need to choose sign in category. 

• Login ID 

• Password 

• Verification 

 

 

Diagram 3: Log in Display 

3. Click  button and the system will display the display Dashboard if log in 

successful. 
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Diagram 4: User Dashboard 

4. If log in not successful, the system will display an error message. 

 

 

Diagram 5: Incorrect User Id and Password Message Display 

5. User need to re-enter id, password or verification and click  button.  

6. If user still cannot log in to the system. Please call system administrator. 

 

 

2.1.2 Update Profile and Password 
 

1. Click icon at the far right of the system. The system displays Profile submenu. 
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Diagram 6:Profile Submenu 

 

2. Click ‘My profile’ and system will show profile update page.  

1. User can update the following information  

• Name 

• Date of Birth 

• Gender 

• Designation 

• Home Address 

• Phone No 

• Office No 

• Fax No 

2. Emergency Contact 

• Full name 

• Relationship 

• Home Address 

• Phone no 

• Office No 

• Fax No  

3. If user want to edit following information. User need to contact System 

Administer 

• Identity Type 

• IC no/passport 

• Email address 

• Organisation Details 

4. Click  button and system will update the information.  

Click ‘My Profile’ 
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Diagram 7: My Profile Display 

 

3. Click ‘Reset Password’ at My profile page. System will show Reset Password page  
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Diagram 8: My Profile Page  

 

Diagram 9: Reset Password Page 

a. User can insert information  

• Current Password 

• New Password 

• Conformation Password 

 

b. Click  button to update new password.  

i. If the entered password does not meet the format, the system will display 

error message. 

 

Click  

‘Reset password’ 
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Diagram 10: Error Message Display 

 

ii. If the new password entered is not the same as the new password 

confirmation, the system displays an error message. 

 

 

Diagram 11: Error Message Display 

 

iii. If the password is successfully updated, the system displays a notification 

message 

 

 

Diagram 12:  Successful Message Display 
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2.1.3 Forget Password 
 

1. Click ‘Forgot Password’  

 

Diagram 13: Log In Display 

2. System will display Forget Password Page.  

 

 

Diagram 14: Forgot Password Page  

 

3. User need to insert 

• Login ID 

• Registered E-mail 

 

4. Click  button and user will receive an email to update the password at the 

specified email address 
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2.1.4 Log Out 
 

1. Click icon at the far right of the system. The system display Profile submenu. 

2. Click ‘Logout’ and system will be redirect to the portal.  

 

Diagram 15:Profile Submenu 

 

2.2 Dashboard 

1. Click menu ‘Dashboard’. System will display Dashboard. 

2. Dashboard will show Task List for the user.  

• On-going Application 

• Outstanding Payment 

 

Click ‘Logout’ 

Diagram 16: Dashboard Application Officer  
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3.1 New Application 

3.1.1 New Application – CAB 
 

1. Click Menu ‘ACCREDITATION/GLP CP’ 

 

 

Diagram 17: Accreditation Menu 

2. Click the Submenu ‘Application’. System will display Submenu under Application. 

 

 

Diagram 18:  Accreditation submenu 

 



 

 

Projek Rujukan Fail Versi Tarikh Halaman 

E - ACC 
ZANKO/E-

ACC/UM/V0.1 
User Manual Document 0.1 25/05/24 

23 

 

 

 

 

3. System will show New Application Listing Page. 

 

Diagram 19:  New Application List 

 

4. Users can search by 

• Scheme 

• Field 

• Status 

 

5. User can change the data entries on the main listing. User need to choose from 

dropdown.  

 

 

 

Diagram 20:  Entries 

6. System will show number or entries at the bottom of the list.  

 

 

Diagram 21: Entries 1 
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7. System will show pagination at the bottom of the list. User click on the ‘numbers and 

system will show the listing on the next page.  

 

 

Diagram 22: Pagination 

 

8. Click  for user to apply scheme. 

 

Diagram 23: Button New Application 

 

9. Select scheme that user wants to apply. 

 

 

Diagram 24: Scheme Selection 

 

 

Click Here 

Click Here 
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10. Click  once user selects the scheme. 

i. If the previous application on same scheme is not completed, user must complete 

it before apply new application on same scheme. 

ii. Click  to view progress of previous application. 

 

 

Diagram 25: Previous Scheme Not Complete 
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11. System will display this section after select the scheme. 

 

 

Diagram 26: New Application Form 

12. Click icon . System will show the form section  

• Conformity Assessment Body 

• Scope of Accreditation  

• PT Activities 

• PT Plan 

• Standard Requirement Checklist 

• Declaration  

• Closure 

Note:  For scheme MyPTP the form section will be  

• Conformity Assessment Body 

• Scope of Accreditation  

• Standard Requirement Checklist 

• Declaration  

• Closure 
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Diagram 27: New Application Form - Section 

 

13. Click on ‘Conformity Assessment Body (CAB) Details and system will show 

information for this section 

a. CAB Details 

i. User can edit the information if there are changes user want to make. 

 

ii. Click  button. The system will save the information that user makes 

changes. 

 

 

Diagram 28: CAB Details 
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iii. If central address is different from above, click  to make changes. 

iv. Click  button. The system will save the information that user makes 

changes. 

 

 

 

Diagram 29: CAB Details 

 

b. Supporting Information Of CAB 

i. User can fill on the information at mandatory parts. 

• Date of establishment of CAB 

• Registration Number 

• Implementation Period  

• Approximate number of report(s)/certificate(s) generated in past 

one year  

• Name of Consultant – User need to press enter to add data 

• Name of Internal Auditor - User need to press enter to add data 

• Service Provided  

• Date of Internal Audit  

• Date of Management System 

Note:   

• For scheme Mibas user will fill  

▪ Date of establishment of CAB 

▪ Registration Number 

▪ Implementation Period  

▪ Total Numbers of Clients in Past 1 Year  

▪ Total Inspector 

▪ Name of Consultant – User need to press enter to add data 

▪ Nature of Service Provided  

 

                       ii.  Click  button. The system will save the information that user makes 

changes. 
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Diagram 30: Supporting Information CAB 

 

c. Branch Details (If Applicable) 

i. User can fill on the information at mandatory parts.  

ii. Click  button. The system will save the information that user makes 

changes. 

 

Diagram 31: Branch Details 

iii. All the information filled and saved by the user will display in the table 

column. 

iv. User can edit , view and delete  details that have been filled 

previously. 
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Diagram 32: Table Column of Branch Details 

 

d. Site Details (If Applicable) 

i. User can fill on the information at mandatory parts. 

ii. Click  button. The system will save the information in the table 

column. 

iii. User can edit , view  and delete  details in the table column. 

 

Diagram 33: Site Details 

 

Table Column 
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e. List Of Key Personnel 

i.  User can fill on the information at mandatory parts. 

• CAB 

• Name 

• Designation – Choose from dropdown 

▪ User insert data at Designation column if there is no choice 

from dropdown 

• Qualification – User need to press enter to save data 

• Working Experience 

• Upload CV 

 

ii. Click  button. The system will save the information that user makes 

changes. 

 

Diagram 34: List of Key Personnel 

iii. All the information filled and saved by user will display in the table column. 

iv. User can edit  and delete   data that have been filled previously. 
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Diagram 35: Table Column of Key Personnel 

 

f. Field For Accreditation Applied  

a) Central CAB 

i. User can fill on the information at mandatory parts. 

o Category – Mandatory (Choose from Dropdown) 

o Field – Mandatory (Choose from Dropdown) 

o Sub Field – Mandatory (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

o Material/Product Tested/ Instrument Calibrated/ Measurement 

Parameter (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

Notes:  

• For scheme Mibas user will fill in  

o Category – Mandatory (Choose from Dropdown) 

o Field – Mandatory (Choose from Dropdown) 

o Sub Field – Mandatory (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

o Items/Materials/Products Inspected (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

 

• For scheme PHLAS user will fill in  

o Category – Mandatory (Choose from Dropdown) 

o Field – Mandatory (Choose from Dropdown) 

o Sub Field – Mandatory (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

o Specimen Tested (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

 

 

Table Column 
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• For scheme MyPTP user will fill in  

o Category – Mandatory (Choose from Dropdown) 

o Field – Mandatory (Choose from Dropdown) 

o Sub Field – Mandatory (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

o Proficiency Testing Items/Materials/Products/Matrix/Specimen 

Tested/Item Inspected (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

ii. Click  button. The system will save the information that user insert.  

iii. All the information filled and added by user will display in the table 

column. 

iv. If user want to delete the data user click  button and system will delete 

data in forth column first.  

v. If user want to edit the data that has been fill. User can update at ‘Scope 

of Accreditation’ Section. 

 

Diagram 36: Field of Accreditation Applied 

b) Branch and Site (if applicable)  

i. User click  button at the branch or site list. System will page to fill in 

the data. User can fill on the information at mandatory parts as shown in 

Diagram 37 

 

o Copy Field – User need to choose if want to copy scope from HQ, 

branch or site. User clicks  button and system will copy the 

scope. (Apply to all scheme except: GLP CP and ACB)  

Add field 

details here 
Table column 
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o Category – Mandatory (Choose from Dropdown) 

o Field – Mandatory (Choose from Dropdown) 

o Sub Field – Mandatory (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

o Material/Product Tested/ Instrument Calibrated/ Measurement 

Parameter (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

Notes:  

• For scheme Mibas user will fill in  

o Category – Mandatory (Choose from Dropdown) 

o Field – Mandatory (Choose from Dropdown) 

o Sub Field – Mandatory (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

o Items/Materials/Products Inspected (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

 

• For scheme PHLAS user will fill in  

o Category – Mandatory (Choose from Dropdown) 

o Field – Mandatory (Choose from Dropdown) 

o Sub Field – Mandatory (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

o Specimen Tested (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

 

• For scheme MyPTP user will fill in  

o Category – Mandatory (Choose from Dropdown) 

o Field – Mandatory (Choose from Dropdown) 

o Sub Field – Mandatory (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

o Proficiency Testing Items/Materials/Products/Matrix/Specimen 

Tested/Item Inspected (Choose from Dropdown) 

• If user choose other. User need to insert the data.  

 

ii. Click  button. The system will save the information that 

user insert.  

iii. All the information filled and added by user will display in the 

table column. 

iv. If user want to delete the data user click  button and system 

will delete data in forth column first.  

v. If user want to edit the data that has been fill. User can update at 

‘Scope of Accreditation’ Section. 
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Diagram 37: Branch and Site - Field of Accreditation Applied 

 

 

 

 

 

 

g. Documents 

i. User can upload the document by click  and the system will show the 

document that user already uploaded. 

ii. User can view  and delete  documents that have been uploaded. 

iii. User can upload document for branch if applicable.  
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Diagram 38: Document 

 

Diagram 39: Document - Branch 
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14. Click  Button. System will show ‘Scope of Accreditation’ Section. On this 

section user can edit scope that applied by CAB.   

 

a. Scope for Central CAB/ Branch/ Site  

 

Diagram 40: Scope of Accreditation  

i. For Permanent Laboratory, Branch and Site, click  button. The 

system will display the information on this section. 

o Field 

o Sub field – User can update this data 

o Material/Product Tested/ Instrument Calibrated/ Measurement 

Parameter – User can update this data 

o Detail 

ii. User click  and system will update sub field and 

Material/Product Tested/ Instrument Calibrated/ Measurement 

Parameter if user make changes.  

iii. For details user need to fill Type of Test / Properties Measured / 

Range of Measurement and Standard Test Methods / 

Equipment / Techniques using CK Editor.  

• If user want to use special character. Use can click  

and system will show special character to be choose.  
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Diagram 41: Scope Details 

iv. Appendix Name – User can choose appendix name from 

dropdown if applicable (User need to fill in the appendix 

details first. Refer step on b.) 

v. On table column, user click   for edit and click  to delete 

details. 

vi. For Nominated Signatories, user can fill the information given 

and click  button to add. The system will show the 

information that have been filled on table column. 

vii. If there is name on the list of signatories. User click . System 

will show Nominated signatories update page. User can update  

I. User need to fill up information for the signatories.  

o Field  

o Sub field  

II. User click ‘Save’ and system will update the information.  

 

Diagram 42: Nominated Signatories 

Add details 

here 

Table 

Column 

Table 

Column 

Special 

Character 
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Diagram 43: Nominated Signatories Updated Page  

 

b. Appendix List 

i. User can fill the details in the Appendix Details 

• Appendix Name – User need to insert name for the list  

• Description 

ii. click  button to add and click  button to reset. 

iii. In table column, user click   for edit and click  to delete details. 

 

Diagram 44: Scope of Accreditation –Appendix List 

 

 

Table 

Column 

Add details 

here 



 

 

Projek Rujukan Fail Versi Tarikh Halaman 

E - ACC 
ZANKO/E-

ACC/UM/V0.1 
User Manual Document 0.1 25/05/24 

40 

 

 

 

15. Click  Button. System will show ‘PT Activities’ Section. On this section, user 

can fill details of PT Activities.  

 

16. Click  button and the system  

i. System will show error message if user does not fill in mandatory fill.  

ii. System will show successful message if all mandatory fill is key in.  

iii. In table column, user click   for edit and click  to delete details. 

 

 

Diagram 45: PT Activities 

 

 

Diagram 46: Error Massage 

 

Table Column 
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Diagram 47: Successful Message 

 

17. Click  Button. System will show ‘PT Plan’ Section. On this section user can 

edit details in PT Plan by click on  button.   

 

Diagram 48: PT Plan 

i. User click  button and the system will display list of year PT Activities 

for each year. 

• PT Programmes 

• Formal ILC 

• Less Formal ILC 

ii. Click  button to save and the system will display on table 

column. 
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Diagram 49: PT Plan 

18. Click  button. System will show Standard Requirement Checklist Section. 

On this section user need to fill CAB Documents column.   

 

Diagram 50: Standard Requirement Checklist 

19. Click  button. System will show Declaration Section. On this section user can 

view Declaration and click checkbox to clarify.   
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Diagram 51: Declaration 

 

20. Click  button. System will show Closure Section. On this section the system 

will show  

a. Letter – System will show letter after application completed.  

 

Diagram 52: Closure Section – Letter 

b. Agreement – System will show agreement that user upload.  

 

Diagram 53: Closure Section – Agreement 

 

c. CAB Action – User can view the status and progress of application. 

i. Click  button to save the progress of the application. 

ii. Click  button to submit the application to JSM. 

Click Here 
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iii. Click  button and it will return to list of application. 

 

Diagram 54: Closure Section – CAB 
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3.1.2 Draft (Query)  

1. Click icon  on the list with the status Draft (Query). System will display 

application form that has been Query by JSM. 

 

 

Diagram 55: Draft Query 
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2. Click  icon and click ‘Closure’ menu. 

 

 

Diagram 56: Application form- section 

3. System will display closure section once user click ‘Closure’ menu. 

i. User can click on the section name at the query details. System will show the 

section that user need to take action.  

ii. If user want return to dashboard of application, click  button. 

 

Diagram 57: Query Details 

 

 

 

Click here 
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3.1.3 Acceptance of Team Leader (CAB) 

1. Click icon  on the list with the status Submitted (Acceptance of Team 

Leader by CAB). System will display application form that has been approved 

by JSM. 

 

 

Diagram 58: List of applications 

2. Click  icon and click ‘Closure’ menu. 

 

 

Diagram 59: Application form- section 

3. System will display closure section once user click ‘Closure’ menu. 

i. If user accept the name of the Team Leader, click  button. 

Click here 
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ii. If user does not want to accept the name of the Team Leader, click  

button. 

iii. If user want return to dashboard of application, click  button. 

 

Diagram 60: Team Leader Acceptance 

 

 

3.1.3 New Application – Application Accepted 
 

1. Click icon  on the list with the status Application Accepted. System will display 

application form that has been approved by JSM. 

 

2. User click Closure Section. System will show closure page. User can view 

acceptance letter at letter section.  

 

 

 

Diagram 61:  Letter 

3. User need to upload agreement at the agreement section.  

 

Add remark here if 

user reject Team 

Leader 
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I. Click button  to download the agreement.  

II. Click button  to upload the agreement. CAB need to send 

hardcopy to JSM. 

 

Diagram 62: Agreement 

 

3.1.5 Log History 
 

1. Click tab   . System will show log history 

for Application. 

 

 

Diagram 63: Log History 

 

2. Click  button.  System will show workflow for New Application process.  
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Diagram 64: workflow 
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3.2 Application Payment 
Application Fee Workflow  

 

Diagram 65: Application Fee workflow 
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3.2.1 CAB Review (Quotation) 
 

1. Click menu ‘Terimaan’. 

 

 
Diagram 66: Terimaan menu 

2. System will display submenu of ‘Terimaan’. Click submenu ‘Application fee’. 

 

 
Diagram 67: Terimaan submenu 
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3. User can search by  

• Scheme 

• Application Fee Category 

• Status 

4. Click the submenu ‘Application Fee’. Click  button and the system 

display quotation of application fee. 

 
Diagram 68: Application Fee Listing 

 

i. Click  button to view quotation application fee. 

ii. Click  button if user do not agree with quotation application fee. 

iii. Click  button if user agree with quotation application fee. 

iv. Click  button and system will return to list quotation of application 

fee. 

v. If user has a Purchase Order, click  to insert PO Number and upload 

PO as shown in diagram  
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Diagram 69: Quotation Acceptance 

 

 

Diagram 70: Purchase Order 
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3.2.2 CAB Review (Delivery Order) 

 

1. Click icon  on the list with the status CAB Review (DO). System will display 

DO that has been submitted by JSM. 

 

Diagram 71: Application Fee 

 

2. System will display delivery order of application fee page. 

i. Click  button to view delivery order application fee. 

ii. Click  button if user do not agree with delivery order application fee. 

iii. Click  button if user agree with delivery order application fee. 

iv. Click  button and system will return to list of application fee. 
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Diagram 72: Delivery Order Acceptance 

 

 

 

 

 

 

 

 

 

3.2.3 CAB Review (Invoice)  
 

1. Click icon  on the list with the status CAB Review (Invoice). System will 

display Invoice that has been submitted by JSM for approval 
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Diagram 73: Application fee listing 

2. System will display invoice of application fee page. 

i. Click  button to view invoice application fee. 

ii. Click   button to cancel invoice. 

iii. Click  button to submit invoice. 
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Diagram 74: Invoice acceptance 
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3.2.4 Payment 
 

1. Click icon  on the list with the status Payment Process. System will display 

payment page for user to pay.  

i. User can select which invoice that user want to make payment by click 

checkbox to select. 

ii. Click  button to proceed the payment once user select the invoice 

 

 

Diagram 75: Application fee listing 

 

 

Diagram 76: Payment Process 

 

 

Click checkbox 

here 

Click here to 

make payment 


