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1. Setup  
 

i. Download zip file from 

https://download.sage.my/pages/sage_payroll.html#Tools_and_Utilities_MCO_Author

ization_Letter 

 

ii. After extracting the files, Copy mco.exe to UBSpay90\tools folder 

 

 

iii. Next, copy reports listed below to UBSPAY90\reports folder 

a. mco3.FRX 

b. mco3.FRT 

c. mco3b.FRX 

d. mco3b.FRT 

 
 

  

https://download.sage.my/pages/sage_payroll.html#Tools_and_Utilities_MCO_Authorization_Letter
https://download.sage.my/pages/sage_payroll.html#Tools_and_Utilities_MCO_Authorization_Letter


 

 

2. Add External Application to Sage Payroll 
 

i. Run Sage Payroll, Go to Miscellaneous > A. External Application 

 
 

ii. Click “Add” to add an external application 

 
  



 

 

iii. Fill in Description and select location of mco.exe (UBSPAY90\TOOLS\MCO.EXE). Click 

OK when done.  

 
 

 
 

iv. Run Application 

 



 

 

3. Malaysia MCO Travel Authorization Letter Email Screen 
 

 

i. Letter Language – 2 languages are made available 

a. English 

b. Bahasa Malaysia 

ii. Directory – Select location to generate report. (Mandatory) 

iii. Add Logo, Add Signature, Add Company Stamp – Upload picture of your company logo, 
signature and company stamp. This will be shown in the generated report. 

iv. Show company address – check to show address 
v. Destination address – default address will be the company address. (Housekeeping > 

Parameter Setup > Company Details.) 
vi. Travel to work/Travel Inter-state – select either option  
vii. Employee Table – Select employee that you want to send email to, emails can be changed in 

this table too. 
viii. Customize Report – User can change the wordings of the letter(strings) but NOT the 

variable names. 
ix. Generate PDF – Generate letter  

x. View PDF – This button will only be enabled once letter is generated. Select an employee 

from the table to view the pdf. 

xi. Send Email – This button will only be enabled once letter is generated. Click to send email 

once customization is completed. 

xii. Exit – Close screen 



 

 

4. Send Email  
 

Pre-requisites:  

i. Ensure your system has Outlook running to send email.  

ii. Ensure Employee emails are valid and not blank 

 

 

  



 

 

Sample Reports: 

i. Language: English, Travel to work 

 

  



 

 

ii. Language: English, Travel Inter-state 

 

  



 

 

iii. Language: BM, Travel to work  

 

  



 

 

iv. Language: BM, Travel Inter-state  

 

 

 

******  The End   ****** 


