
PRIVATE JETTY 
(License Application)



User Role Description

1. Private Jetty Application (Trader)
2. Assign, Review, Endorse & Approve Private Jetty Application (Head of 

Centralized Licensing Unit, Licensing Officer & Customs State 
Director)



Private Jetty Application
(External stakeholder)



Log in as “Trader” and click on LICENSE RMCD tab to start Private Jetty Application.



Select License Category from the drop-down menu.



Select License Name from the drop-down menu.



Click on NEW button to create new application.



Fill in all mandatory fields marked with ‘*’ symbol and click CREATE button to create new 
application.



The status of the application will be changed to “DRAFT CREATED”.



Click on the Repository Link       and select ASSOCIATE CUSTOMS STATION.



Click on the ASSOCIATE button as shown below.



Select and “Tick” on the chosen Customs Station, then click SAVE button as shown below.



Click on the Repository Link      and select VIEW/ADD GOODS.



Click on the ASSOCIATE button as shown below.



Select and “Tick” on the chosen Item HS Code, then click SAVE button as shown below.



Click on the Repository Link and select VIEW/UPLOAD DOCUMENTS.



Select License Document Type from the drop-down menu.



Select Document Type from the drop-down menu. “M” means mandatory, while “O” is for 
optional. 



Click UPLOAD button to upload the document.



Click on the Repository Link and select SURETY DETAILS.



Fill in Remarks field and click CREATE.



Click on the ASSOCIATE button for Surety Transaction Details as shown below.
Note: This action requires pre-requisite of General Bond or any Surety to be created.



Select and “Tick” on the chosen Surety Number, then click SAVE button as shown below.



Fill in the Guaranteed Amount field and click SAVE.



“Tick” on the disclaimer, then click SUBMIT button as shown below.



The status of the application will be changed to “SUBMITTED”.



Private Jetty Application
(Internal stakeholder)



Login as “Head of Centralized Licensing Unit” to review and approve License Application. 
Click at the inbox that shows “SUBMITTED LICENSE APPLICATION”.



Inbox list appeared.  Click on the respective reference.



Assign Reviewer (Licensing Officer) for the application by clicking on the BROWSE
button to select Officer. 



List of available Licensing Officers will be displayed. Click on the selected Officer Name. 



Once Reviewer (Licensing Officer) has been selected, click on ASSIGNED TO REVIEWER 
button. 



The status of the application will be changed to “SUBMITTED TO REVIEWER”.



Login as “Licensing Officer” to review and submit License Application for endorsement. 
Click on the inbox that shows “ASSIGNED LICENSE APPLICATION”.



Inbox list appeared.  Click on the respective reference.



Fill in the Assigned Customs Station field accordingly.



Fill in Reviewer Remarks field, then click REVIEW COMPLETED.



The status of the application will be changed to “SUBMITTED FOR ENDORSEMENT”.



Login as “Head of Centralized Licensing Unit” to review and submit License Application for 
approval by Customs State Director (CSD). 
Click on the inbox that shows “LICENSE APPLICATION SUBMITTED FOR ENDORSEMENT”.



Inbox list appeared.  Click on the respective reference.



Fill in Endorser Remarks field, then click SUBMIT FOR APPROVAL.



The status of the application will be changed to “SUBMITTED FOR APPROVAL”.



Login as “Customs State Director” to review and approve License Application. Click on the inbox 
that shows “LICENSE APPLICATION SUBMITTED FOR APPROVAL”.



Inbox list appeared.  Click on the respective reference.



Fill in Approver Remarks field, then click APPROVE.



The status of the application will be changed to “ACTIVATED”.



Private Jetty Application
(External stakeholder)



Login as “Trader” to view License Application status. 
Click on the inbox that shows “APPROVED LICENSE APPLICATION”.



The status of the application will be changed to “ACTIVATED”.



PRIVATE JETTY 
(Unload/Upload Goods)



User Role Description

1. Create Unload/Upload Goods Application (Trader)
2. Review & Approve Unload/Upload Goods Application (Customs State 

Director)
3. Create Payment for Port Usage fee (Trader)



Unload/Upload Goods
(External stakeholder)



Log in as “Trader” and click on LICENSE RMCD tab to start Unload/Upload Goods for 
Private Jetty



Click on the NEW button to start creating new application to Unload / Upload Goods for 
Private Jetty



Fill in all mandatory fields marked with ‘*’ symbol and click CREATE button to create new 
application.



Click on NEW button to create Unload/Upload Goods List.



Fill in all mandatory fields marked with ‘*’ symbol and click CREATE button to create new 
application. Then click BACK button.



When done with creating Unload/Upload Goods List, click SUBMIT.



The status of the application will be changed to “SUBMITTED”.



Unload/Upload Goods
(Internal stakeholder)



Login as “Customs State Director” to review and approve Unload/Upload Goods Application. 
Click on the inbox that shows “Submitted Application for Unload/Upload Goods for Private 
Jetty”.



Inbox list appeared.  Click on the respective reference.



Review application and click APPROVE button to approve the application.



The status of the application will be changed to “APPROVED WITH PENDING FOR 
PAYMENT”.



Unload/Upload Goods
(External stakeholder)



Login as “Trader” and click on the inbox that shows “Bills Generated”.



Inbox list appeared.  Click on the respective reference.



Click on CREATE/VIEW PAYMENT button.



After reviewing and checking all details, click on SAVE button.



Under Payments Transaction List, click on the NEW button to start payment transaction. 



Select preferred Bank under the drop-down menu and fill in Customer Email field, then click 
PAY VIA FPX.



Fill in the User ID and Password, then click SIGN IN.



Select preferred account for payment, then click CONFIRM.



FPX Transaction Status will be displayed, then click CONTINUE.



The page will be directed back to uCustoms system, showing payment status as 
“COLLECTED”  



Trader can check their Application to Unload / Upload Goods for Private Jetty has been 
APPROVED as shown below.



THANK YOU


