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Step 1. At iClaim log-in page(http://www.itasco2u.com.my/iClaim) – Enter your iTasco 
login credentials and click [Login] button . 
 

Click to login 
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http://www.itasco2u.com.my/iClaim/


Step 2. on the Dashboard click [+ New Claim]; or 
On the menu navigate to [My Claim] > [New Claim] 
  

Click to create 
new claim 
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Step 3. Select [Claim Category], enter all other details and click [Save As Draft]. 
 
 

Select Claim 
Category 

Click to save 
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Step 4. Your claim reference no will be automatically generated after saved. 
 
 

Claim reference No will be 
automatically generated 

after save. 
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Step 5. Click [Add New Item] to add claim details. 
 

Click to Add 
New Item 
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Step 6. Select [Claim Item], enter all other details and click [Save]. 
 

Click  to Save 

Select 
Claim Item 

Change the cost allocation if 
the claim is not chargeable 
to your own department 
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Step 7. Repeat step 5 and 6 to enter other details. 
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Step 8. Click on icons in rightmost columns to: 
- upload/view attachment(uploaded attachment will display icon in green) 
- edit claim details; or  
- delete claim details. 

Click to add 
attachment 

Click to 
edit claim 

details 

Click to 
delete claim 

details 
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Step 9. Other travel or another claim category need to be entered in another claim 
page. Hence click on [New Page] to create new claim page. 
 

Click to add 
new claim page 
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Step 10. Click [Submit for Approval] once your claim entry is completed. 
Note: The system will validate claim entry for a number of criteria and may caused failed submission. Resolve validation error and 
resubmit. 

Click to expand 
claim summary 

panel 

Click to submit 
claim for 
approval 
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Step 11. Email notification will be sent to approver and claimant. 
Note: The email will be sent after every approval/rejection at any workflow step. 
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Step 12a. Print Claim Summary 
Print claim summary and use it as cover page to original copy of all attachments. The 
hardcopy need to be submitted to Secretary, HQ.  

Click to view Claim 
Summary 

Click Open to 
preview the 

Summary 
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Step 12b. Print Claim Summary 
Paste supporting document that is smaller than A4-sized on the template; else use 
separator page to sort the documents. 

Paste receipt on the 
template or use it as 

separator page 
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Claim Summary to 
be the cover page 



Step 13. Check Approval Thread 
 
 

Click  to expand 
approval thread 
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Dark blue box 
Indicates step 

pending for approval 

Light blue box 
indicates 

approved step 



Step 14. After last approver approves the claim, email notification will be sent to 
claimant. 
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The adjustment 
amount is due to 

claim item amount 
rejection/correction 


