
License Renewal 

Application Process



Login as Shipping agent/Forwarding agent

Message showed there are a number of License Expiry Notification for expiry license through the system.

Click at the number



Inbox message showed a list of application request for renewal of license.

Click at the reference number given.



The APPLICATION FOR LICENSE form appears. Click on Request for Renewal button



Renewal Request Details appear. Key in Renewal Remarks before click at “create” button at the bottom of the 
page. 



Next, go to “Surety Details”. Fill in the required fields * and click “Create” button.   



The SURETY TRANSACTION DETAILS section appears below. Click on the “associate” button to associate
with the surety number.



The SURETY LIST appears. Select on the checkbox under the surety list and click “Save Selection” icon
button.



On the SURETY TRANSACTION DETAILS section, enter the Guaranteed Amount field. Click “Save”.



The system navigates back to RENEWAL REQUEST DETAILS form and click “Submit” button.



The status of the application form changes to SUBMITTED.



Now Shipping Agent/Forwarding Agent can log in to the system to check their status of license application.

Message showed that there are a number of Approved License Renewal Request(s).

Click at the number.



Inbox message showed the License Renewal Request has been approved and license application is renewed.

Click at the reference number given.



APPLICATION FOR LICENSE page below showed the Status of RENEWAL APPROVED.



THANK YOU


