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OPERATING ENVIRONMENT

HARDWARE
REQUIREMENTS

SYSTEM
SOFTWARE
REQUIREMENTS

INSTALLATION

TO START

Intel pentium or higher
microprocessor-based PC

640 k-bytes memory minimum
1 hard disk

1 laser printer

1 pen drive (backup purposes)

Windows XP or higher.

Insert the EC CD-ROM into a CD-ROM drive. Click
on "EC Secretarial' and follow directions.

To start EC Secretarial, double-click on EC Secretarial on desktop. Select the
company required or click "ADD" to create a new company. If you are greeted
with a message whether to create files, click on "YES" (Note: This message
whether to create files will not appear the next time you start up EC Secretarial
once the data files are created). If you want to enter the key code, please select
the directory ".\data". The system uses 5 PIN numbers. PIN O can access all the
functions of the program. Only pin O can have access to "Housekeeping-
>Menu Control Manager". You can set the accessibility in each menu and sub-
menus for other PIN users if you use PIN 0. PIN 1 is similar to PIN 0 except
PIN 1 cannot access "Menu Control Manager". PIN 2, PIN 3 and PIN 4 have
decreasing order of accessibility. For password, type "EC" and click
"ACCEPT" (This password can be changed by the user). The main menu
should now be displayed on the screen. You can select any menu from top or at
the column on the left of the screen. The menu at the left of the screen shows
only commonly used items. These items are marked by a "tick" sign or a "star"
sign in the menu shown at the top. See figure below.
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To create a new company/client, click ‘Maintenance’->’General particulars’.



Maintenance — General Particulars
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To create a new compy/client, click "New’.



General particulars. Enter new company/client.

|8 ABC Secretarial Services

Maintenance

——

Reference Mumber Aunl |[ Aoz |

Name:
Year Stated B

Incame Tax Reference Mo (C) Date Of Insorporation 20/08/2017 0
Campany Registration No: Ennployer’s Humber. [E)

[ — Business Code, [ [issue Price For Each Share: 100
‘@-—m— Lodger Information Business Type:

Declaration:
Correspondence Address: Narme:

—_— Audior Lol
Designation:

Mobile Phone No.

u [

I Fastt:
[~ Conespondence Addiess Same As Registered Addiess Email (Company)
[¥ Conespondsncs Addiess Same As Business Address OfficePhone Mo [

—

<[ T ———

Hew Edt g Dekte S Erint e

(www.£cs0ft88.com) Welcome to EC SECRETARIAL Version 6:6.12 | bm | caps | s 20082017 13:30:22

Enter the company/client number or click “Auto 17 or “Auto 2” button to let the system
generate the number. Enter the name of the company and other details. Click ~Accept’.
(Note: The particulars of the company secretary can be entered in “Housekeeping”-
>”General Setting”. The particulars of the company secretary is usually entered before
you do “Maintenance”->"General Particulars™.)

Select "Edit’, "Copy’, "Delete’, “Search’ or "Print’ if necessary.

Click “More Info”



Maintenance

General Particulars

Other Functions

| Lodger Infomation

Bark:

GST Registation Mo 00123456750 Mame: | PUBLIC BANK BERHAD
Webmal Brarch | TamanBinBranch
Last Old Narme| Address: [8Janan Tuuh

Dats o Change: [77
Website:  [abe.com

MSIC Code 2 [221
Busi Type2: [Ewpressbussevicss

MSIC Code 3 s
Busi Type 3: |Employees bus services — |

[Bandar Tasi Hieu

57300 Kuala Lumpur

[WF Kuala Lumpur

Naue:based towism focusing on achieing habitat conservation by providing information and assistance to communiles.
bushiesses, and local communiy leaders wishing to make nature-based touism an integral pan of thei business and
communily.

I Secretary To Sian
I Exempt Private Company

[ Other Setting

Enter Nature Of Business and other details if necessary.
Click “Other Setting”.




I
Maintenance

General Particulars

Transaction Reference,  Transaction Reference,  Certificate
Allotment Transter Murnber

No. Of Characters

Prefix

Starting Humber

|H Lodger Information
-

Enter or change “Transaction Reference” and “Certificate Number” if necessary. These
detail will appear when you do “Transaction->Share Transaction”.



Maintenance — Address

21|
M ame —
£ 00000106
T0000001 05 TEF Sdn Bhd
-
4| | -
| dccept " Erint " Frirt &1 ” Exit

Click the company/client required and click “Accept’. (To search for a particular client,

right click on the listbox.)




Maintenance — Address

Address (A D000D106, ABC Sdn Bhd) -

1. Update Registered Address

2. Copy Address

3. Edit

Ii E. EXIT

Select 1, 2 or 3. To update the registered address form Housekeeping, select “1”. Left
and right click on the company required. To select all companies, just click “Accept”.
To select from, say, Company A to Company K, first left and right click on Company K.
Then left click on company A. Click “Accept”. To copy address, select “2”. Click
“Company From” and “Company To”. Click “Accept”. To change company address,
click “3”. Press “Enter” to select the field required. Press “Enter” to accept.



Forms  Housekeeping
Maintenance

General Particulars

2hd
T 00000117 207 | TPP Sdn Bhd

M Other Functions

‘Mw

Audltul

| Edit || Tezn || Fiint || Print All || Ext

Malntenance Lodger Information
Click company and click “Edit” to change particulars. Right click to search by name.

Maintenance

——

M Other Functions

Lodgel Information

“ r
Tansh Lek

~bum | ceos | o 200802017 180238

Click or hit “Enter” to change item such as “Name”. Click “Accept” to accept change.

9



Maintenance

oot

7 hd
T 00000117 TPP Sdn Bhd

e 20082017 182136

Maintenance — Director
Click company and click “Accept”. Right click to search by name.

Housekeeping
Maintenance

General Particulars

| = 4. Passport Expiry Date
M Other Functions || ==y
. 5. Export To Manager File

‘M Lodgsr nformatio I | |6 ExportTo sharenotder File
‘ . 7. Print Register Of Directors.
-

| Nom | Cons o 20082017 18:16:31

10



Housekeeping
Maintenance

General Particulars

| Director (4 00000117, ABC Sdn Bhd

Other Functions

Lodger Information

| New || Edt || Bint || Piint Al || Ext |

(www.6cs0fi88.com) Welcome to EC SECRETARIAL Version 66,12 | Num | Caps | os | 200802017 182753

Click item such as “Edit”.
Click “New” to enter a new director. Click “Edit” to change.

Housekeeping
Maintenance

s .

Delcriﬁiml

Address, line 1
Address, line 2

Address, line 3
1.C. No.
Passport lo.
Date Of Birth

Other Functions
Gender (Male/Female) (M/F)
1.C. Colour (eg. B)

ity (If Hot ian) (eg. British)
|Race (eg. Malay, Chin o)

etc)
‘ Business Occupation r, Accountant, Lawyer)
— A Managing Director (Y/
Chairman (Y/H)
Particulars Of other Di ips (eg. XYZ Sdn. Bhd.)

Date Appointed

Date Resigned
Liquidator
A »

Tan Fang King

Click or hit “Enter” to change item such as “Name”. Click “Accept” to accept change.

Note: If “Date Resigned” is not empty, it will not appear in the “Annual Return”. If you

enter “1” in “To Sign Resolution As No. (1/2/3...), it will appear as the first signatory.
11



Maintenance — Manager

Maintenance

oot

Other Functions

Ladger Information

| Num | Caps | o 20082017 20:48:31

Click company and click “Accept”. Right click to search by name.

Maintenance

oot

Other Functions

Ladger Information

| Num | caps | s 20082017 205007

Click itesuch as “Edit”.

12



Forms  Housekeeping
Maintenance

General Particulars

| Manager (A 00000117, ABC Sdn BF

Other Functions

Lodger Informati

" Frint " Piint Al || Ed

| Nom | Caps | os [20m8017 2128:34

Maintenance

e

Re!ldentlll Address, Line 1

Address, Line 2

1 — Residential Address, Line 3
Other Functions Other O (if any) (eg. Managing Director)

el tEn Nature Of Appaintment Or Change And Relevant Date, Line 3 (g. 01/02/2006)
IC Number
Passport Humber
Gender (Male/Female) (MIF)
“
m

Date Of Birth

Date Appointed
|oe Appomzd__

Date Resigned
Race (eg. Malay, Chinese, Indian, etc)

Nationality (I Hot Malaysian)

< b

Tan Fong King

t88.com) Welcome to EC SECRETARIAL Version 66,12

Click or hit “Enter” to change item such as “Name”. Click “Accept” to accept change.
Note: If “Date Resigned” is not empty, it will not appear in the “Annual Return”.

13



Maintenance — Secretary

Maintenance

oot

Other Functions

Ladger Information

Housekeeping
Maintenance

s

M Other Functions

‘M Lodger \nlmmatmn

Aud\lm

Click item such as “Import From Housekeeping” or “Edit”.

14



Housekeeping
Maintenance

General Particulars

| Secretaries (A 00000117, ABC Sdn Bhd]

Other Functions

Lodger Infamation
“

Hew || Edit || Biint || Piint Al || Exit

{www ecsoft38 com) Welcome to EC SECRETARIAL Version 6612

Maintenance

—

ial) Address, Line 1
Hlnal(ﬂe:ﬂemnl)Addrels Line 2
Address, Line 3
Other Business Occupation (eg. Chartered Secretary)

Name Of Firm

Address Of Firm, Line 1

Address Of Firm, Line 2

Address Of Firm, Line 3

Hature Of Or Change And Relevant Date, Line 1 (eg. Appointed)
Nature Of Appointment Or Change And Relevant Date, Line 2 (eg. w.e.f)
Hature OF Or Change And Relevant Date, Line 3 (eg. 31/09/2006)
Licence Issued On

Licence Expired On

Telephone No., Residence

Ll v
Tandh Lek

. com) Welcome to EC SECRETARIAL Version 66.12 | s 20082017 21:5258

Click or hit “Enter” to change item such as “Name”. Click “Accept” to accept change.
Note: If “Date Resigned” is not empty, it will not appear in the “Annual Return”.

15



Maintenance — Auditor

& ®
Click company and click “Accept”. Right click to search by name.

1165.com) Ueloome fo EC SECRETARIAL Version 66,12 | Wum| Ceps | ns | 220847 181401

16



Print || Pint Al || Ext

ion (eg. Chartered

Date Appointed
Date Resigned

(ww w ecsoft38 com) Welcome to EC SECRETARIAL Version 6.6

Click or hit “Enter” to ane item such as “Name”. Click “Accept” to accept change.
Note: If “Date Resigned” is not empty, it will not appear in the “Annual Return”.

17



Maintenance — Tax Agent

Forms  Housekesping

117 2| hd
T 00000117 2017 | TPP Sdn Bhd

Click item such as “Edit”.

18



g [ Fma [ E

Description.

Licence Ho.iMembership No.
Address, Line 1
Address, Line 2
Address, Line 3
Other Business Occupation (eg. Chartered Accountants)
Dele Appoaied

4
Wang & Co

Click or hit “Enter” to chane item such as “Name”. Click “Accept” to accept change.

19



Maintenance — Mortgages

Secretar
Transaction  Forms  Housekeeping

2hd
T 00000117 207 | TPP Sdn Bhd

[ Mortgages (4 00000117, ABC Sdn Bhd

| |3 printRegister ormortgages

Click item such as “Edit”.

20



[Mame Of Chargee

Print || Pint Al ||

Particulars (Nature) Of Charge, Line 1
Particulars (Hature) Of Charge, Line 2
Particulars (Hature) Of Charge, Line 3
Amount

Rate of Interest
Certificate Of Registra Of Companies {
Date Of Discharge Of Charge.
Remarks, Line 1
Remarks, Line 2

Remarks, Line 3

]
/o0t

- i
Click or hit “Enter” to change item such as “Date Of Registration”. Click “Accept” to
accept change.

21



Maintenance — Shareholder

Forms

Housekeeping

| Sharholder (4 00000117, ABC

1. Copy Address
2. Edit

3. Delete

4. Check For Shareholders With Same L.C. No. (For Individual Person Only)

5. Check For Shareholders With Same Passport No. (For Individual Person Only)
6. Check For Shareholders With Same Company No. (Not For Individual Person)
7. Check For Shareholders With Same Name

8. Export To Manager File

9. Export To Director File

A. Print Register Of Members

22



Forms  Housckeeping

[ shareholder (4 00000117, ABC Sdn Bt

ew || Edt || Biint || Print Al || Et

(www ecsoftd8 com) Welcome to EC SECRETARIAL Version 66.12

Housekeeping

D:lcriEiDll

Address, Line

Address, Line 2
Address, Line 3
I.C. Number
Passport Number

Date of Birth

1.C. Colour (£g. B)

ity (If Not Malaysian Citizen) (eg. British)

Race (eg. Malay, Chis Indian, etc)
[Occupation

If Body Corporate, ification For Body Corporate (eg. Company Ho.)
Director (Y/N)

Gender (Male/Female} (M/F)

Folio In Register Ledger Containing Particulars
WMalays Or Hative (Y/N)

Citizens Who Are Hon-Malay Or Non-Native (Y/N)
Hon-Citizen (V/)

Tan fang King

Click or hit “Enter” to change item such as “Name Of Shareholder”. Click “Accept” to
accept change.

Note: If you enter “1” in “To Sign Resolution As No. (1/2/3...), it will appear as the first
signatory.

23



Maintenance - Liquidator

Forms  Housekesping

117 2| hd
T 00000117 2017 | TPP Sdn Bhd

[ Liquidator (A 00000117, ABC Sdn Bhd

Click item such as “Edit”.

24



Eorms  Housekecping

|| Pint Al ||

(ww w.ecsoftBs com) Welcome to EC SECRETARIAL Version 6.6

Maintenance  Iransaction  Forms  Housckecping

I.lqmdmnr(A m].l7 ABC

LlDenDe I(n.

ial) Address, Line 1
U:nal(ne:ﬂemnl}ﬂddrels Line 2

ial) Address, Line 3
Other Business Occupation (eg. Chartered Secretary)
Hame Of Firm
Address Of Firm, Line 1
Address Of Firm, Line 2
Address Of Firm, Line 3

Hature Of A Or Change And Relevant Date, Line 1 (eg. Appointed)
Hature Of Appointment Or Change And Relevant Date, Line 2 (eg. w.e.f)
Hature Of A Or Change And Relevant Date, Line 3 (eg. 31/09/2006)
Licence Issued On
Licence Expired On
Telephone Ho., Residence

]
TandhLek

t88.com) Welcome to EC SECRETARIAL Version 6.6.°

Click or hit “Enter” to ange item such as “Name Of Liquidator”. Click “Accept”
accept change.

25



Maintenance — Promoter

Forms  Housekesping

117 2| hd
T 00000117 2017 | TPP Sdn Bhd

[ Promoter (A 00000117, ABC Sdn Bhd

. 4. Post To Director File

|
Click item such as “Edit”.

26



|| [ ||

1.C. No.
Address, Line 1
Address, Line 2
Address, Line 3
Passport Number

Malaysian (Y/)
Gender (Male/Female) (MIF)
1.C. Colour (€g. B)
Nationality (If Hot i

| ion (eg. Direct Lawyer)
[No. of Shares i
|Date of Birth

Race (eg. Malay, Chinese, Indian, etc)
Income Tax No. (SGIOG)

Telephone Ho. Part 1
Telephone No. Part 2

£

Tan Kong Kina

E Ol

Click or hit “Enter” to change item such as “Name”. Click “Accept” to accept change.

27



Maintenance — Options

Housekesping

Click company and click “éept”. Right click to search by name.

[ Options (A 00000117, ABC Sdn Bhd

1. Import From Shareholder File

Click item such as “Edit”.

28



Maintenance

—

[ Options (A 00000117, ABC Sdn Bh

(www ecsoftd8 com) Welcome to EC SECRETARIAL Version 66.12

Maintenance

——

Address, Line 2
Address, Line 3
I.C. Humber

Passport Number

If Body Corporate, Identification For Body Corporate (eg. Company Ho.)
Gender (Male/Female) (MiF)

Telephone No. Part 1

Telephone No. Part 2

Mobile Phone No. Part 1

Tan Fong King

Caps | ns | 2200817 | 204027

Click or hit “Enter” to change item such as “Name”. Click “Accept” to accept change.

29



Maintenance — Business Branches

Forms  Housekeeping
Maintenance

General Particulars

117 2 Bhd
T 00000117 207 | TPP Sdn Bhd

‘M Other Functions

‘MM

Audltul

Maintenance

——

Business Branches (A 000001

Other Functions

Lodger Informeation

bum | s | s | 220817 | 204328

Click item such as “Edit”.

30



Forms  Housekeeping
Maintenance

General Particulars

[ Business Branches (4 00000117, A

Other Functions

M Lodger Infomation
- “

(wwr i 2507188, com) Weicome to EC SECRETARIAL Version 6.6. | hum | csps | ns | 2200817 | 204946

General Particulars

Description

Tel. Ho.
Email
Post To Annual Return (Y/N)

Other Functions

|M Lodger Information
-

«
87, Jalan Tiga Tamar Merah 58000 KUALA LUMPUR

Click or hit “Enter” to change item such as “Address”. Click “Accept” to accept change.

31



Maintenance — Beneficial Owners

Es Housekeeping
Maintenance

s .

A 17 2hd
T 00000117 2017 | TPP Sdn Bhd

|M Other Functions
e —

7

(www ecsoftdd.com) Welcome to EC SECRETARIAL Version 6.6.12

- - ® N
Click company and click “Accept”. Right click to search by name.

Maintenance

S

|M Other Functions
® o]

7

32



Maintenance

oot

[ Beneficial Owners (A 00000117, ABC Sdn Bhd)

Other Functions

«

I Pint Break | Hew || Edit || Biint || Tust Deed || Ext

| Num | caps | s | 220817 | 205247

Maintenance

S

ANHEXURE: PARTICULARS OF BENEFICIAL cMmEns, De

ANNEXURE: PARTICULARS OF BENEFICIAL OWNERS, Def

ANNEXURE: PARTICULARS OF BENEFICIAL OWHERS, Def

ANHEXURE: PARTICULARS OF BENEFICIAL OVWNERS, Def

ANNEXURE: PARTICULARS OF BENEFICIAL OVNERS, Def i

ANNEXURE: PARTICULARS OF BENEFICIAL OWHERS, Det

ANNEXURE: PARTICULARS OF BENEFICIAL OVNERS, Details of beneficial owners, Date of birth

ANHEXURE: PARTICULARS OF BENEFICIAL OWNERS, Details of beneficial awners, Hationality

ANNEXURE: PARTICULARS OF BENEFICIAL OWNERS, Details of beneﬁclnl owners, Race

ANHEXURE: PARTICULARS OF BENEFICIAL OWNERS, Details of , Place of ion ar orig

ANNEXURE: PARTICULARS OF BENEFICIAL OWINERS, Details of beneficial owners, Humber of shares held by ex
IC Number Of Regi: (For ion Of Trust Only)
Address O Registered Shareholder (For Declaration Of Trust Only)

Town (For Of Trust Only)

Declaration, State (For Declaration Of Trust Only)

Date (For Of Trust Only)

| Nom | Cops | s | 22m8N7 | 205328

Click or hit “Enter” to change item such as “Name”. Click “Accept” to accept change.

33



Maintenance — Retainer Fee

Maintenance

[—

Other Functions

Lodger Information

Auditor |

Retainer Fee |

| Num | coos | s [04n2i2018 15:58:35

Click company and click “Accept”. Right click to search by name.
Click item such as “Edit”.

= ABC Secretarial Servi
rms

Maintenance

[S—

Reference Number: 4 00000117
Name: ABC SDN BHD'

"M Other Functions
1 T Retainer Fee
Lodger Infarmation of Bark Signatery 0.00

Virtual Office:

M Provision Of Local Address
e | | Nominee Director

Auditor |

Narminee Shareholder

Others

| e |

(vww.ecsonBs com) Welcome to £C SECRETARIAL Version 66,43 | um| coos | oo 04120018 16:03:33
21
Enter amount required. Click Accept.

34



ransaction

hare Transaction
dit Share Transaction
clete Share Transaction
Register Of Members
Register Of Transfer
hare Certificate
Print Allotment Listing

5 o

Lodger Information

| | oo | | oo |

Shareholder |

= =

Select “Share Transaction”. Select the company required. Right click to search if
necessary. Click “Ordinary”-> “Cash”->"Allotment”. Click the shareholder required.
Click “Accept”. Enter the “Transaction Reference”, “Certificate No.”, “Transaction
Date” and “Number Of Shares”. Click “Accept”.

(Note: If you want to enter “Otherwise Transactions”, go to “Housekeeping”->“General
Setting”->“Page 4”, enable “Enter Otherwise Transaction”.

To edit transactions entered, click “Edit Share Transaction”.

To delete transactions, click “Delete Share Transaction”.

Select “Print Register Of Members”, “Print Register Of Transfer”, “Print Share
Certificate” and “Print Allotment Listing” if necessary.

35



Share Transaction

Maintenance

General Particulars

Bhd
T 00000117 207 | TPP Sdn Bhd

}. [P ; | Other Functions

‘M odger Infomation

Click comany and click “Acept”. Right click to search by name.

ntenance  Transaction  Forms  Housekeeping

Maintenance

S

[ Share Transaction (A 00000117.AF

No. |Ordinary/Preference/Otherwise Cash/Otherwise |AllotmentTransfer/Buy Back

2 |Ordinary Cash Transfer

22008117 | 21:01:38

AL e m B ,
Share Transaction for “Ordinary”, “Cash”, “Allotment” and “Ordinary”, “Cash”,
“Transfer”.

36



Iransaction  Forms  Housekeeping
Transaction

Share Transaction

Cash/Otherwise Allotment/Transfer/Buy Back

Otherwise Allotment
3 Cash Transfer
[4 [Ordinary i Transfer
5 | Ordinary Cash Buy Back/Cancel
[6 |Ordinary i Buy Back/Cancel
7 |Preference Cash Allotment
& |Preference Otherwise Allotment
9 |Preference Cash Transfer
10| Preference Otherwise Transfer
—_— 11| Preference Cash Buy Back/Cancel
12_|Preference Otherwise Buy Back/Cancel
13| Other Kinds Cash Allotment
——————— 14| Other Kinds Otherwise Allotment
[15 | Other Kinds Cash Transfer
16| Other Kinds Otherwise Transfer
[17 [ Other Kinds Cash Buy Back/Cancel
[18_|Other Kinds Otherwise Buy BackiCancel
[T

Transaction

Share Transaction

13400 KUALA L 530505085453 | 577567E

Num | Cops | s | 2200847 | 211430

Share Transaction — select shareholder.

37



Transaction

SRl

[ Ordinary Share, Cash, Allotment. Z
| Ordinary Share, Cash, T )

Transaction Reference: A03

Certfcate Ho (]
Transaction Date: 210817 0

Mumber Of Shares: 1

O
s

LIS

(www.2csoftas.com) Welcome to EC SECRETARIAL Version 6.6.12 ~bm | ceos | s | 22008017 | 21:16:08

Share Transaction — enter transaction detail.

Transaction

Share Transaction

T
Chan Ah Kow

TE R O Funcions
& e

-

Num | oo | s | 220817 214747

Share Transfer — select shareholder.

38



Maintenance  Iransaction  Forms  Housekeeping
Transaction

Share Transaction

[ Ordinary SharesCash, Titer =

Transaction Reference: o
Cartlicate No: 04
Transaction Date: 22706717 0

Number Of Shares: 1

[ Other Functions

‘M Register OF Members|

o

DOld Certificate No.:

Share Transfer — enter detail with name of transferor on top. Click “Transfer To” to get
name of transferee. Click button “B” to get “Old Certificate No.” if necessary.

39



Transaction

Share Transaction

‘M Other Functions
‘M Register Of Members,

E —

L= ABC Secretarial Servic

Maintenance

General Particulars

117
T 00000177

2017 | TPP Sdn Bhd

ion
|APPLICATION FOR REGISTRATION OF A C

/APPLICATION AND RESERVATION FOR AVAILABILITY OF NAMES

APPLICATION FOR CHANGE OF NAME

LODGEMENT OF CONSTITUTION

NOTIFICATION OF ALTERATION OR AMENDMENT TO CONSTITUTION

Other Functions

NOTICE OF CONVERSION FROM AN UNLIMITED COMPANY TO A LIMITED COMPANY

NOTIFICATION OF CHANGE IN THE REGISTERED ADDRESS

NOTIFICATION WHERE REGISTERS OR RECORDS ARE NOT KEPT AT THE REGISTERED ADDRESS

Lodger Information I

NOTIFICATION OF CHANGE IN THE ADDRESS WHERE REGISTERS OR RECORDS ARE NOT KEPT AT THE REGISTERED AL

NOTIFICATION WHERE BRANCH REGISTER IS KEPT
NOTICE TO CLOSE REGISTER OF MEMBERS

NOTIFICATION OF CHANGE IN THE REGISTER OF DIRECTORS, MANAGERS AND SECRETARIES
NOTIFICATION OF ISSUANCE OF DEBENTURES
ANNUAL RETURN

!
Suditor

ANNUAL RETURN VWHERE PARTICULARS ARE UNCHANGED
NOTICE OF APPROVAL FOR ALLOTMENT OF SHARES OR GRANT OF RIGHTS.

RETURN OF ALLOTMENT OF SHARES.

STATUTORY DECLARATION BY A PERSON BEFORE APPOINTMENT AS DIRECTOR, OR BY A PROMOTER BEFORE INCOI

NOTICE OF SITUATION WHERE CONTRACT OF SERVICE OF DIRECTORS ARE KEPT
DECLARATION BY A PERSOH BEFORE APPOINTMENT AS SECRETARY
NOTICE OF INTENTION TO VACATE THE OFFICE OF SECRETARY

FORM OF TRANSFER OF SECURITIES.

REGISTER OF MEMBERS

APPLICATION TO STRIKE OFF COMPANY

RECTIFICATION OF REGISTERS

/APPLICATION FOR EXTENSION OF TIME FOR LODGING DOCUMENTS WITH REGISTRAR

ettt S R 0

LODGEMENT OF CERTIFICATE RELATING TO A EXEMPT PRIVATE COMPANY

Click to select function required. Click button “D” to search if necessary.

40
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Section 14. Select the form required. Click “OK”. Click “Edit”. Click the company
required. Click “Edit”. Press “Enter” to select the field required. Enter the data and press
“Enter”. Press “Accept”.

To print the form, press “Print”.

To delete the form, press “Delete”.

Similar steps apply to other forms.

41



>

Secti 7_;“%
Sectia] Section 58 (A 00000117, ABC _

Sectiof

Sectio| 1. Edit
Sectia|

2. Delete

[No. [Form ! Section
1
2
3
4
5 |
6
T
|8 |
9

RED AL

T

INCOI

TR

| Num | caps | ns | 230817 | 154747

2 2 o9
Section 58. Click item such as “Edit”.

Forms

Foims

Form [ Section Description |

Secti
T
Sectic —

RED AL

INCOI

Y O OE O as - BEC e e R

™ Pint Break | =D || Edit || Fiint || it

%

12 | Wum | Cops | os | 230817 154828

Click “New” to enter a new form. Click “Edit” to change.

42



. [Form / Section iptie
Secti EOR BEGISTRATION OF 4 COMPALY.
sectig] section 58 (A 00000117, W

I~ & Change In The Particulars Of Directar

I™ B. New Diector

I™ C. Cessation As Directar

I™ D. Change In The Paticulars Df Manager
I~ E. New Manager

I™ F. Cessation s Manager

I™ G. Change In The Patticulars Df Secretary
I™ H. New Secretary

I” . Cessation s Secretan

ps | ns | 230817 | 1549:30

| sectic

=

— | 15 | Secti
16_| Secti

. o7 Sext
 — 18 | Secti

19 | Sectic

‘2 8 ﬁ|=‘g|“ W|"'“5=

E INCOI

12 | Wum | cops | os | 2308M7 | 1550

| ) _
For a new director. Click “Marked”.
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Maintenance  Iransaction

Forms  Housekezping

=[Sl el

L i Company Name (Covering Letter) l4s -

T ——

AddressiRecords
Name Of Public | Private Company

55 ~

255

¥ Flush.Justified
I~ Print All Sections

" Covering Letter Format 1
& Covering Letter Format 2
" No Cavering Latter
 frial 8

@ fisl 10

-
*

*Print Break

options.

If “Flush Justified” is disabled, you can adjust number of characters for items such as

address.

(www ecsoft38 com) Weicome to EC SECRETARIAL Version 6.6
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Section 68.

4= ABC Secretarial Services
Maintenance  Transaction  Forms  Housekeeping

L Descripti
Secia Anpul Rt (A G007, ABC S ) 14
Sectio|

1. Import From Director, Manager, Secretary, Auditor And Share Transaction File

2. Edit (Page1,2,3,7,8 9And 10)
3. Delete

4. Particulars Of

C. Auditor (Page 5)
Indebtedness (Page 4)

Other Functio M

5. Delete Particulars OT D. Delete Auditor b

6. Director (Page 5) F. Shareholder (Page 6) :D
7. Delete Director G. Delete Shareholder I

8. Manager (Page 5)

9. Delete Manager | BRE incol

A. Secretary (Page 5)

B. Delete Secretary

BEE
H

Sectio||

= D =

~oNER
£

n oo ssss
Al LW _.
Click “Import Form Director, Manager, Secretary, Auditor And Share Transaction File”
for a new form. Click “Edit (Page 1, 2, 3,7, 8,9 And 10)” to print page(s) required. To
output to MBRS, go to “Misc->Text File/XML File->Annual Return (XML). Remember
to save the file generated as .xml.

Other Functic|

LR ¢ R

Click item such as “Print (P1,2, 3).
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Maintenance  Iransaction  Forms  Housekeeping

Transaction

Share Transaction

[No. [Form i Section
‘Sectic L OR REGISTRATIONOF & COMBANY
Prt L ek (No.ofcmw =) w—

Company Name (Cavering Letter) [46 = | Branch Address 40 >
Webmail 75 - Branch Email l_:I )

MNature Of Business 100 - | Name Of Registered Shareholder

Name Of Beneficial Shareholder
¢ Coveiing Letier Format 1 Before Page 1
& Covering Letter Format 2 Before Page 1

" No Cavering Letter Address Of Beneficial Shareholder

€ Al € Frint "M It AL o
& ial10 " P

€ Print"Not Appicable” If AN

& Pt AN

€ Blank FAIN

% Shareholding Summaty Zero Amount Display "Ni"
 Shareholding Summaty Zero Amount Display
© Shareholding Summaty Zero Amount Display Blank

BEEEEEEEEEEE

Nom | Coos | s | 220847 21:37:08

Options for “Print Break (PB)”.
If “Flush Justified” is disabled, you can adjust number of characters for items such as
address.

ABC Secretarial Services

Maintenance Forms  Housekeeping  Misc

Forms

Annual Return (A 00000117, ABC Sdn

Section |Descrij n
|Company N
Company No., Part 2
Hame Of Company
Goods and services tax no.
Calendar year of annual return
Date of annual return (The i of ion date)
SECTION A: PARTICULARS OF COMPANY, Address of registered office, line 1

SECTION A: PARTICULARS OF COMPANY, Address of office, line 2
SECTION A: PARTICULARS OF COMPANY, Address of registered orrme, line 3
SECTION "ARTICULARS OF COMPANY, Address of office, Postcode

10N A: PARTICULARS OF COMPANY, Address of registered office, Town
SECTION A: PARTICULARS OF COMPANY, Address of regi: office, State
SECTION A: PARTICULARS OF COMPANY, Address of register of members is kept (if other than the regi: , line 1
SECTION "ARTICULARS OF COMPANY, Address of register of members is kept (if other than the regi: office), line 2
SECTION A: PARTICULARS OF COMPANY, Address of register of members is kept (if other than the regi: office), line 3
SECTION "ARTICULARS OF COMPANY, Address of register of members is kept (if other than the registered oﬂ'lDe), Po!lDode

10N A: PARTICULARS OF COMPANY, Address of register of members is kept (if other than the

SECTION A: PARTICULARS OF COMPANY, Address of register of members is kept (if other than the registered oﬂ'lDe), State
ARTICULARS OF COMPANY, Address of financial records are kept (if other than the registered office), line 1
"ARTICULARS OF COMPANY, Address of financial records are kept (if other than the registered office), line 2
"ARTICULARS OF COMPANY, Address of financial records are kept (if other than the registered office), line 3
'ARTICULARS OF COMPANY, Address of financial records are kept (if other than the registered office), Postcode
"ARTICULARS OF COMPANY, Address of financial records are kept (if other than the registered office), Town
ARTICULARS OF COMPANY, Address of financial records are kept (if other than the registered office), State
"ARTICULARS OF COMPANY, Nature of business, 1
'ARTICULARS OF COMPANY, Hature of business, 2
SECTION A: PARTICULARS OF COMPANY, Nature of business, 3

BEEBEBEEEEEEEEEEEEEEE

1L ]

Aosept Esit

SECRETARIAL Version 6.6.12

Hum | Caps | os | 23087 | 160237

Click “Edit’ to change. Click button “D” to search.
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Other Functic

i, ABC Secretarial Serviy

Annual Return (4 00000117, ABC Sdn Elld} — ‘ ‘ ﬂ“

Section De:criﬁiun .
Company Ho., Part 2 =
Name Of C:

Goods and seny| Search B2 )
Calendar year
Date of annual rf | [Secld Description =

A SECTION A: PAR] |

A SECTION A: PAI Compary Mo, Part 2 L

A SECTION A: PAI Hame Of Compary

Iy SECTION A: PAI Gioods and services ax no.

A SECTION A: PAI Calendar pear of annual retum

3 | [ Date of annual retum [The anniversany of incorporation date)
: i:g:g: :; ';: & [ SECTION A PARTICULARS OF COMPANY. Address of tegistered office. fine 1
L & [ SECTION A PARTICULARS OF COMPANY, Address of egistered office, fine 2
Ls SECTION A: PARY)| [, SECTION A PARTICULARS OF COMPANY. Address of tegistered offics: e 3
. gl 3

A SECTION A: PART | 2 TSECTION A FARTICULES [v. Address of reqistered office, Postoode

L SECTION A: PART | 5™ TGECTION & PARTICULAS [v. Address of registered office, T own

A SECTION A: PARYI| 5 [SECTION A PERTICULAF [v, Address of registered affice, Stale

A SECTION A: PART | [4 [SECTION A PARTICULA [V, Addhess of register of members is kept

A SECTION A: PART| |4 [SECTION A PARTICULA IV, Addhress of register of members is kept _

A SECTION A: PAI

A SECTION A: PAI G

A SECTION A: PAI

A SECTION A: PAI Description (Lety | (Mid) |fm SEARCH

A SECTION A: PAI

A SECTION A: PAI

A SECTION A: PAI oK

A SECTION A: PAI =

(www.ecsoftBs.com) Welcome to EC SECRETARIAL Version 6.6.12 | Wum| caps os | 230817 | 160458

Mointenance  Transaction  Forms  Housekeeping

Annual Return (A 00000117, ABC Sdn I!I\d] — ‘ ‘ ﬂm
Section nﬂmﬁmn

Company No., Part 2
Name Of C
Goods and ser| Search 2
Calendar year of
Date of annual rd | Description
SECTION E

SECTION
SECTION
SECTION A: PAI
SECTION A: PAI
SECTION A: PAI
SECTION A: PAI
SECTION A: PAI

SECTION A: PA
SECTION A: PAI
SECTION A: PA =
SECTIOH A: PA il L I

SECTION A: PA

SECTIOH A: PAI Description [Left] | (Mid] |nrst SEARCH
SECTION A: PA office), State

SECTION A: PAI

SECTIOH A: PAI oK

SECTION A: PAI

BHEEBEBEEEEEEEEEEEEEEE
4
&
3
]
S
>
2

Aooept Esit

{www.ecsofis.com) Welcome to EC SECRETARIAL Version 6.8.12 Nom | Coos | os | 230817 | 160625

Click “Search” and click “OK”.
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Iransaction  Forms  Housckesping

[ Annual Return (A 00000117, ABE Sdn.
n

CERTIFICATE TO BE GIVEN BY ALL COMPAHIES, First Annual Return (
SECTION F: CERTIFICATE TO BE GIVEN BY ALL COMPANIES, Strike Off "Not" In

Of Share Transfer (¥ill)

SECTION F: CERTIFICATE TO BE GIVEN BY ALL COMPAMIES, Strike Off Nominee (¥/H)

SECTION F: CERTIFICATE TO BE GIVEN BY ALL COMPAHNIES, irector, 2 = Secretary

SECTION F: CERTIFICATE TO BE GIVEN BY ALL COMPANIES, Name.

SECTION F: CERTIFICATE TO BE GIVEN BY ALL COMPANIES, Date

DECLARATION, Name

DECLARATION, License no/ Membership Ho.

DECLARATION, S5M Practicing Certificate No.

Other Functic

DECLARATION, Date

LODGER INFORMATION, Name:

LODGER INFORMATION, NRIC No

LODGER INFORMATION, Address, Line 1

LODGER INFORMATION, Address, Line 2

LODGER INFORMATION, Address, Line 3

LODGER INFORMATION, Address, Postcode.

LODGER INFORMATION, Address, Town

LODGER INFORMATION, Address, State

LODGER INFORMATION, Phone No.

LODGER INFORMATION, Email

Annexure 1, number of pages

Annexure 1, marked

Annexure 1, date

ANNEXURE: PARTICULARS OF ADDITIONAL BRANCHES PLACES OF BUSINESS (if any), No., 1

ANNEXURE: PARTICULARS OF ADDITIONAL BRANCHES PLACES OF BUSINESS (if any) , Address, 1

ANNEXURE: PARTICULARS OF ADDITIONAL BRANCHES PLACES OF BUSINESS (if any), Telephone number, 1

PARTICULARS OF ADDITIONAL BRANCHES PLACES OF BUSINESS (if any), Email., 1

. ] 3

Beoept Esit

| Num | caps | s | 230807 | 16:07:50

. |Form / Section

Description -

Secti

Sectid Directors (A 00000117, ABC Sdn
Sectid —_

Sectis

Other Func |o

(Page 5)”.

To print detail for “Directors”, “Managers”, “Secretary” and “Auditor, click “6. Director
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e s e

|u m|ﬂ‘m|m‘b‘u‘~ ali

2

Other Functio

I

1 ol |

I™ Pint Break

|| Pint (P5) ||

{(www.ecsoft88.com) Welcome to EC SECRETARIAL Version 6.6.12 Mum | Cops | s 230817 | 16:1258

Sect
Sectid | jame Of DirectoriManager/Secretary 20 2| Name Of Audit Firm

1.C. Ho. Of Director/Manager/Secretary

0
Passport Expirt Date s
Nationality 70

D.0.B. Of DirectoriManager/Secretary 62

©

3

Other Functio

&

Business Occupation 2 -

C Arial 8

Flush Justified [3 Rows]
@ Aral 10

Flush Justfied (4 Rows)

SRR

.com) Weicome to EC SECRETARIAL Version 6.6.12

Print options for “Directors”, “Managers”, “Secretary” and “Auditor. If “Flush Justified”
is disabled, you can adjust number of characters for items such as name.
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I Section Description
T

EESEEEE

= b

ak Exit

— (www SECRETARIAL Version 6:6.12 | Num | caps | os | 230807 162031
To print de

Forms  Housekeeping
Forms

Forms

Cha
Tan kang King

1

[ Pint Break. I Edit || Biint IPS) || Exit

| Num | caps | s | 230817 | 162335

T . Ee
Click “Edit” or “Print”.
Note: If the number of shares is zero, the name of the shareholder will not appear in the
annual return.
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el e[ e §

H

VkOtherFuncﬁc

&

I
g

EESEEEEEERE-BE

A4

N

11

1.C. No. Of Shareholder

Date Of Birth Of Shareholder

a8
& frial 10

MName Of Shareholder 15}

© Zaa Amount Display "N
& Zera Amount Display —
' Zera Amount Display Blank

Flush Juslified (3 Frows)
Flush Justified (4 Flows)

Print optins for “Shareholders

(www ecsoft38 com) Weicome to EC SECRETARIAL Version 6.6.12

of characters for items such as name.
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HousekeeBing

IR ,
Click “General Setting”. Enter particulars of the company secretary. To change the
name of the company appearing at the top, click “Page 2”. Click “Page 3”. Change the
“USB Backup Drive” if necessary. Disable “Preview Report” if you do not want to
preview reports. To change the number of lines appearing at the bottom of a form,
change “Lodge By: (No. Of Lines)”. To have “[* and “]” for company number, enable
“Bracket For Company No.”. To sort report in alphabetical order, enable “Report In
Alphabetical Order”. Change “No. Of Entries In Attendance” for reports of meetings if
necessary. Enable “Dotted Lines Report” if necessary. Change “No. Of Rows In Report
(-ve to reduce)” if necessary. This option only apply to non report designer reports.
Change “Non Report Designer Font” if necessary. Disable “Change Menu Look™ if
necessary. Enable “Enter Otherwise Transaction” if necessary.

Click “Index All Files” when advised by your dealer.
Click “Change Password” to change to a new password.

Click “Backup And Restore” to backup your to a pen drive. You can select both the
zipped and unzipped option.

Click “Menu Control Manager” to change the accessibility of any function. This menu is
only accessible to PIN 0. Click the function to enable or disable access by other PINS.

To change any report, click “Report Designer”.
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Misc
L ABC Secretarial Servic
Maintenance  Transaction  Forms  Hi i isc  End
Maintenance e
Export Data For EC Tax/ EC Accounting

Circular Resolution

Eoard Meeting

Members' Resolution

=HEE

Annual General Meeting

=

Extraordinary General Meeting

Form Of Proxy
Constitution
Other Documents
Covering Letter

k3

Copy Particulars And Forms
Transfer To Excel File

Text File / XML File

Import From Other Program (Excel File)
Create New Directory

Program Access Record

Secretary Registration
o e
Companies ACT 1365

Check For Company By Name

Retainer Fee Promater |

=

Secietary

) W & o B0 '
After getting your result, click “Edit”-> “Copy” to copy the data if

G O

Calculator.
necessary.

Export Data For EC Tax. Enter “Export To” (eg. F: or G: or F:/ABC). Click “Directory”
if necessary.

Circular Resolution. Click the company required. Click “Accept”. Right click to search
if necessary. Click “Create Sample”. Click the sample required. Click “D” to search if
necessary. Click “OK”. Click “YES” to proceed. Click “Edit”. Click the resolution
required and click “Edit”. Click “D” to search if necessary. Click “Print” to print the
resolution. To delete the resolution, click “Delete”. To Edit the content of the resolution,
click “Detail”. To delete a line in the content, click “Delete Detail”. To interchange two
lines or to append a new blank line, click “Insert”. To append the content of one
resolution to another, click “Append”.
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17 2L hd
T 00000117 2017 | TPP ScnBhd

[ orer Funcions
5 -

L

Circular Resolution. Click company and click “Accept”. Right click to search by name.

| Circular Resolution (4 00000117, A

[ orer Funcions
B o

L

| Mum | caps | s | 2300817 | 165135

Click “Create Sample” to create a new resolution.
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Housekeeping

Forms

Foims

ERS Gl Funcions
|
L

| Wum | caps | os | 230817 | 165138

2

Circular Resolution. Click company and click “Accept”. Right click to search by name.

Click “Create Sample” to create a new resolution.

Housekeeping

Forms

Foims

Circular Resolution (A 00000117, ABC Sdn Bhd)

T S
Mo [Cis Resolution
1 |a; ent of Company Secretary

2 |Adoption Of Common Seal
Opening OF Bank Account (Solely To Sign)
Opening Of Fixed Deposit Account
Of Bank Facilities

Appointment Of Additional Director

i 0Of Carporate
Change Of Bank i
Closure Of Bank Account
First Financial Year
Resignation Of Director

i Of Additional Secretary
Change Of Registered Office
Declare Interim Dividend
Purchase Of Motor Venhicle And H.P. Facility
Transfer Of Share

ERS Gl Funcions
|

L

EIEIEIEAEIFN

[z

Click button “F” to search. Click to select resolution required.
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TR .. urcions
B o

-

«
S
I Flush Justied N (=

{(www._ecsoftB8 com) Welcome to EC SECRETARIAL Version 66.12

L {
1
LT}

Click “Print” to print resolution. If you have entered “1” in “To Sign Resolution As No.
(1/2/3...)” in “Maintenance->Director”, it will appear as the first signatory and so on.

ABC Secretarial

IV Flush Justified

‘M Other Functions I Use Lot Head

I Resolutions Signed By Directors And Members

[~ Certfied True Copy (Director & Secretary]
I~ Certfied True Copy (Secretary]
‘#H ol s 2

| Mum | Cops | os | 23087 | 170129

Click “Flush Justified” to get options for printing.
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[ Circular Resolution (Detail) (A

Other Functions

mmﬂmummmsﬁﬂ—\ ‘Num (‘ﬂps—‘-hs 2300817 | 17:04:26

OPENING OF FIXED DEPOSIT ACCOUNT WITH PUBLIC BANK BERHAD
HAT the Company do open a Fired Deposit Account wih PUBLIC BANK BERHAD
ank Name __: PUIBLIC EANK BERHAD

sanch Mame - Taman Biu Branch
ddiess 8 Janan Tujth
Bandar Task Hiau
57300 Kuala Lumpur
WP KUALA LUMPUR

OPERATION
THAT the folowing persan be and he/she i hereby authorised to operate

the said fived depost account for and on behal of the Company by placing any sum
of monies from ime to time for any duration of time and to withdraw the said sum/s so
place as and when deem fi -

Hame: T an Kang King
NEW IC: 540205085759

¥ ]

I Flush Justified | Hew || Edt " Bt ” it

Click the line required and click “Edit”. .
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Circular Resolution (Detail) (4 00

Description
Item No.

Bold (Y/N}
[Align Left (¥iH)
Paragraph

i Other Functions [number of Rows

«
Bank Mame  : PUBLIC BANK BERHAD

P <

Click “Detail”. Edit and click “Accept”.
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Board Meeting. Follow Circular Resolution as explained above.
Members’ Resolution. . Follow Circular Resolution as explained above.

Annual General Meeting. Follow Circular Resolution as explained above (Note: Before
you create, you must complete the function “Maintenance”-> “AGM”.

Extraordinary General Meeting. Follow Circular Resolution as explained above.

Form Of Proxy. Follow Circular Resolution as explained above (Note: Before you
create, you must complete the function “Maintenance”-> “AGM”.

Other Documents. Select “Letters (eg. Appointment)”, “Letter Of Resignation (eg.
Director)”, “Removal Of Director”, “Removal Of Manager, etc”, “Notice Of Removal
Of Director” or “Share Application Form”. Follow Circular Resolution as explained
above.
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trike Off Company - Directors Resolution
trike Off Company - Members Resolution
Section 262(1) - Notification Of Of Auditor

Company Secretary To Company
ry To Company

Maintenance

[S—

§ Other Functions |

Lodge Information I

|
Auditor

Retainer Fes Pramatz .
9. Financial Year End By Month

| Wum | cocs | s [oanzmmg 174828

Optlons for “F111ng Deadhne” Select “2.30 days Of Anniversary Of Incorporation
Date” to check filing deadline for annual return. Select “4. Enter Opening And Closing
Date Of Accounts” if you want to check filing deadline for financial statements (6. 6
Months And 30 Days From Financial Year End).
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Copy Particulars And Forms. Select the particulars such as a director’s particulars,
Forms, Resolutions, Letter or Notice. Click “Copy To Reference No.”. Click the
company "to copy form’. Click “F” to search if necessary. Click “Accept”.

Forms  Housekeeping  Misc

Misc
— —
]
J“

Ciicular Resalution

4. Annual General Meeting

|M Other Functions

|M Com. ACT 1965

5. Circular Resolutions To
Members' Resolutions

6. Board Meeting

7. Extraordinary
General Meeting

8. Form Of Proxy

8. Letter

A. Letter Of Director
Resignation

B. Removal Of

Director

B i | Num | caps | os | 230817 | 174058
¢yl e ﬁj Bl Vil 7‘ iR KD
Options for “Copy Particulars And Forms”,

i ABC Secretarial Servi

Eorms Misc  End

Maintenance

) .

(v w ecsoftBE.com) Welcome to EC SECRETARIAL Version 6.5.13 | Wum | coos | os | 0anz018 175026
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Transfer To Excel File”. Select range for Reference Number. Click “Print”.
To transfer FS-MPERS to excel file. Select “FS-MPERS”.

Text File. Select “Circular Resolution”, “Board Meeting”, “Members’ Resolution”,
“Annual General Meeting”, “Extraordinary General Meeting”, “Memorandum And
Articles”, Notes On AGM”, “Filing Dateline”, “Government Fee” or “Business Code”.
Select the company required. Right click to search if necessary. Click “Accept”. Select
the resolution, etc, required. Click “Accept”. To transfer Annual Return to MBRS, click
“Annual Return (XML). Please make sure you have created the Annual Return in

“Forms-.Forms”. Remember to save the file as .xml.

Import From Other Program (Excel File). Change file name if necessary. Enter start row
and end row. Change columns for fields such as ‘reference no.’. Click “Accept”.

Create New Directory. Click “Yes” to proceed. Changes to your report designer will not
have an effect on this new directory.

Program Access Record. A report on the date and time of access of each PIN No.
for the current program. Click “Print” for report.

Renew Licence. Click “Import Form Housekeeping” or “Import Form Secretary File”.
To change the content, click “Edit”. To delete the form, click “Delete”.

Document Manager. This option allows you to search and print any document in
formats such as pdf, doc, xls, mdb, bmp, jpg, etc. Click “New”. Enter the reference
number to click auto button. Enter the description of the document. Enter the type of
document. Enter “To/Form”. Enter the date. Enter “Notel “ and “Note 2” if necessary.
(Note: The default directory of the documents in C:\ECS\DOCUMENT. In order that
that document can be found and printed, the document must be in this directory. To save
a document to this directory, after you clicked “Print” for a form (eg. Form 6), click
“File”-> “Save As” to store the document. You can also put any other documents in the
directory C:\ECS\DOCUMENT. The file name of the document must exit in
“Document Manager” in order that for the document to be printed. You can also print
the document when you click “Modify” and click “Document”.)
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Cireular Resalution Baard hlesting Members' Resaltion Capy Patticulars
[ ]

| Other Functions

|H Cam ACT 1985

| Num | Caos | s | 230817 | 171658

if a folder exist for the company in “Document Manager”.

Check For Company By Name. Enter a few characters for the name of the company.
Click “Accept”. Click “Print”
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