
PERMIT APPROVAL
(By Agency)



User Profiles Involved

1. Permit Admin (Configuration)
2. Permit Assigning Officer
3. Permit Verification Officer
4. Permit Recommendation Officer
5. Permit Approver



1. Permit Admin 
(please refer Training Manual)



2. Permit Assigning Officer



Login as Permit Assigning Officer.

Click at the inbox that shows “Permit Application Submitted”.



Click at respective reference.



The PERMIT ALLOCATION LIST appear as shown below.

Click on the browse button      to browse the officer available to verify the permit application.



Click at respective Permit Verification Officer name.



The name selected will appear as shown below.

Tick √ at the checkbox before click “Assign To” button in order to assign to the officer for permit 
verification.



Permit Allocation List shows no more permit application awaited for assigning.



3. Permit Verification Officer



Login as Permit Verification Officer.

Click at the inbox that shows “Permit Application Assigned for Reviewer”.



Click at respective reference.



Status of the permit is “SUBMITTED FOR REVIEWER”.  



Next, click on the link repository       at the top right of the form, and click on “Reviewer Details”.



Review Details pop-up page appear as shown.  

Fill in the “Review/Verify Remarks” field as required , and then click “Create” button, followed by 
“Close” button.  



Review Details section now updated with the remarks.  In “Reviewer Decision” field, choose 
“Verified” from drop down menu.  

Then click “Review Completed” button.  



Assign Request pop-up page will appear.

Click at respective Permit Recommendation Officer list, and then click “Assign” button to proceed.



Status now changed to  “SUBMITTED FOR RECOMMENDATION”.  



4. Permit Recommendation Officer



Login as Permit Recommendation Officer.

Click at the inbox that shows “Permit Application Assigned for Recommendation”.



Click at respective reference.



Click on the link repository       at the top right of the form, and click on “Recommendation Details”.



Recommendation Details pop-up page appear as shown.  

Fill in the “Recommender Remarks” field as required , and then click “Create” button, followed by 
“Close” button.  



Recommendation Details section now updated with the remarks.  In “Recommendation Decision” 
field, choose “Approved” from drop down menu. 

Then click “Recommendation Completed” button.  



Assign Request pop-up page will appear.

Click at respective Permit Approver list, and then click “Assign” button to proceed.



Status now changed to  “SUBMITTED FOR APPROVER”.  



5. Permit Approver



Login as Permit Approver.

Click at the inbox that shows “Permit Application Assigned for Approver”.



Click at respective reference.



Scroll down the page to go into Permit Item Details section.



In Permit Item Details section, click at “View/Edit” button to see the details. 



Click on the link repository       at the top right of the form, and click on “Consignee Details”.



At this page, click at “View/Edit” button to see the details of Consignee. 



Consignee Details appear, with “CREATED” status.

Check all the details before click “Approve” button.



Status of Consignee Details now changed to “APPROVED”.

Then, click “Back” button. 



Click close       icon. 



Click on the link repository       at the top right of the form, and click on “Consignor Details”.



At this page, click at “View/Edit” button to see the details of Consignor. 



Consignor Details appear, with “CREATED” status.

Check all the details before click “Approve” button.



Status of Consignor Details now changed to “APPROVED”. 

Then, click “Back” button. 



Click close       icon. 



Click “Approve” button to approve the application. 



Status now changed to “APPROVED”.



Scroll down the page and click “Back” button to proceed.



Click on the link repository       at the top right of the form, and click on “Approver Details”.



Approval Details pop-up page appear as shown. 

Fill in the “Approver Remarks” field as required , and then click “Create” button, followed by 
“Close” button.  



Approval Details section now updated with the remarks.  In “Approver Decision” field, choose 
“Approved” from drop down menu.  

Then click “Approved” button.  



Status of the Permit now changed to “ACTIVATED”.



THANK YOU


