
How to submit GST using Mr Accounting software 
 

There are 2 methods to submit using Mr Accounting software: 

1) Create TAP txt file and upload on Customs website 

You can use Mr Accounting to generate a special text file that stores information for the 19 

fields in Part B and C of the GST-03 form. Then, log in to the Customs website and upload the 

file there. 

 

2) Print out GST Return Form and manually submit at the counter 

You can also use Mr Accounting to print out a GST-03 form to submit at the counter in the 

Customs department or put the form in an envelope to mail to the Customs department. 

Note: Make sure you submit your GST return at least 1 week before the due date. You may not be 

able to log in to the Customs website in the final week as there is usually a lot of traffic during this 

time. Also, there is a long queue at the Customs department during this time. There are 250,000+ 

registered GST companies in Malaysia! 

  



Method 1: Create TAP txt file and upload on Customs website 
 

Step 1: From the main menu, select GST module -> GST Return -> New (see below). 

 
 

Step 2: Next screen (see below) 

 
  

1. Make sure your GST 

number is entered correctly 

in Company Profile 

2. Set your 

taxable period 

correctly 

(monthly or 

quarterly). You 

can set monthly 

or quarterly in 

Default Settings 

3. After setting 

taxable period, click 

on Calculate 

5. Select Next to 

move to next screen 

1. Carry forward 

refund: The tax 

refunded will 

remain in tax 

control account 

to set off against 

GST payable in 

the next period 
3. Select Next to 

move to next screen 

2. Scroll down 

to make sure 

the amounts 

are correct for 

Part C 

4. Make sure the 

amounts are 

correct for 5 a)/b) 



Step 3: Last screen (see below) 

 
 

4. Select Reconcile to reconcile the GST Return. Note: You may want to backup first in case of errors 

 

1. It is 

recommended 

that you fill in 

your MSIC 

code. Search 

for this online. 

Note: The value 

of output tax 

involves only the 

tax amount not 

the sales amount 

2. Enter the 

personal details of 

authorised person. 

This person is 

responsible and 

held accountable 

for the accuracy of 

this GST Return 

3. Save the GST 

Return form 

1. Select the GST Return  

2. Select Reconcile 

3. Select Confirm 

Reconcile 



5. Reconcile screen (see below) 

 
 

6. Select Print TAP file in the GST Return Quick View, then select Confirm Generate TAP file in the 

new window. 

 
  

1. Set the date to the last 

day of the taxable period 

2. Check your 

amounts 

3. Select Save 4. Select Yes in the 

new window 



7. Save the TAP file in your desired folder. (e.g. in TAP file folder in Desktop) 

 
 

8. Follow the steps below to upload the TAP file on the Customs website. (this information is from 

the Customs website) 

  

Example: Create a new folder on 

Desktop called TAP file 



 
  



 
 

 
  



 
 

 
  



 
 

 
  



 
  



 
 

 
  



9. After uploading the TAP file following the steps above, select Submit in the GST Return Quick View. 

 
 

10. After you select Yes, the submit checkbox will be ticked. *FIN* 

 
  

1. Select the GST Return 

2. Select Submit 

3. Select Yes. You will 

not be able to delete or 

amend this GST Return. 



Method 2: Print out GST Return Form and manually submit at the counter 
 

Step 1: From the main menu, select GST module -> GST Return -> New (see below). 

 
 

Step 2: Next screen (see below) 

 
  

1. Make sure your GST 

number is entered correctly 

in Company Profile 

2. Set your 

taxable period 

correctly 

(monthly or 

quarterly). You 

can set monthly 

or quarterly in 

Default Settings 

3. After setting 

taxable period, click 

on Calculate 

5. Select Next to 

move to next screen 

1. Carry forward 

refund: The tax 

refunded will 

remain in tax 

control account 

to set off against 

GST payable in 

the next period 
3. Select Next to 

move to next screen 

2. Scroll down 

to make sure 

the amounts 

are correct for 

Part C 

4. Make sure the 

amounts are 

correct for 5 a)/b) 



Step 3: Last screen (see below) 

 
 

4. Select Reconcile to reconcile the GST Return. Note: You may want to backup first in case of errors 

 

1. It is 

recommended 

that you fill in 

your MSIC 

code. Search 

for this online. 

Note: The value 

of output tax 

involves only the 

tax amount not 

the sales amount 

2. Enter the 

personal details of 

authorised person. 

This person is 

responsible and 

held accountable 

for the accuracy of 

this GST Return 

3. Save the GST 

Return form 

1. Select the GST Return  

2. Select Reconcile 

3. Select Confirm 

Reconcile 



5. Reconcile screen (see below) 

 
 

6. After reconciling, double click on the GST Return and select Print in the last screen. 

 
  

1. Set the date to the last 

day of the taxable period 

2. Check your 

amounts 

3. Select Save 4. Select Yes in the 

new window 



7. In the new screen, check your amounts then select the Printer button and select your printer to 

print.  

 

 
 

 

 

 

 

 

 

 

8. You need to submit the printed form at a counter in the Customs department. Or, put it in an 

envelope and mail it to the below address (some time needs to be allowed for mailing time). 

 

 
  

Note: The newest version 

of reports has a bar code 

on top. You can 

download the latest 

version from our website 

www.mr-accounting.com 

1. Select the 

printer setup 

button 

2. Select your printer 

3. Select OK 

4. Select the Print 

Report button 

5. Select OK 



9. After submitting the form at the counter or mailing it to the Customs department, select Submit 

in the GST Return Quick View. 

 
 

10. After you select Yes, the submit checkbox will be ticked. *FIN* 

 

1. Select the GST Return 

2. Select Submit 

3. Select Yes. You will 

not be able to delete or 

amend this GST Return. 


