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Preface 

About this Manual 

This User Manual helps to understand and use the Registration Module of uCustoms. It describes the 

features of Registration Module, and explains the procedures to be followed for performing the 

system functions in the Registration Module. 

Prerequisites 

The course assumes the attendees are to have basic knowledge on Customs operations and 

familiarity with the business terms related to Customs activities. Although this is not an absolute 

requirement, lack of basic Customs knowledge and familiarity may affect the learning rate of the 

course. 

The uCustoms application is a standardized Web Application. Once the attendee learns the basic 

functions, using similar features will become easy and intuitive.  

During the training, fictitious accounts will be provided for various type of users based on their 

specific roles.  

Intended Users and their Roles 

Registration 

Users User Role Description 
Users - Single Sign On (SSO) 1. SSO Registration. 

2. Register (Individual, Organization or Governmental 
User (SSO)). 

Business Stakeholder (Individual) 1. Register Business Stakeholder (Individual) Online. 
i. Create Business Stakeholder (Individual). 
ii. Create Bank Details. 
iii. Associate or Disassociate Ports. 
iv. Associate or Disassociate Customs Station. 
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Registration 

Users User Role Description 
v. View or Upload Documents. 
vi. View History. 

2. Submit and Activate Business Stakeholder 
(Individual). 

3. Edit Profile Information. 
4. Create New Agent Association. 

i. Associate or Disassociate Customs Stations. 
ii. View or Upload Documents. 

5. Submit Agent Association. 

Business Stakeholder (Organization) 1. Register Business Stakeholder (Organization) 
Online. 
i. Create Business Stakeholder (Organization). 

2. Create Bank Details. 
3. Associate Ports. 
4. Associate Customs Stations. 
5. Associate Business Stakeholder Category. 
6. Associate Profiles. 
7. Create Additional Organization Information. 
8. Create Additional Address Information. 
9. View or Upload Documents. 
10. View History. 
11. View Organization Information (SSM). 
12. View Organization Information (uCustoms). 
13. View Organization Members. 
14. Submit and Activate Business Stakeholder 

(Organization). 
15. Edit Profile Information. 
16. Reset Password. 
17. Add Additional Users (Organization).  

i. Create New Additional User Information. 
i. Associate Ports. 
iii. Associate Profiles. 
iv. Associate Customs Stations. 
v. View or Upload Documents. 

18. Activate User Information. 
19. Cancel User. 
20. Create and Submit Ceiling Limit Request. 
21. Submit Additional Organization (Sabah, Sarawak or 

Labuan Authority). 

Sabah, Sarawak State Authority or Labuan 1. Approve or Decline uCustoms Registration Form. 
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Registration 

Users User Role Description 
Authority (External Other Governmental 
Agency (OGA) Authorities) 

i. Print uCustoms Registration Form. 
2. Approve, Amend or Return Additional 

Organization Information (Sabah, Sarawak or 
Labuan) for Correction. 

Governmental Stakeholder (OGA) , Permit 
Issuing Agency (PIA) or Authorities) 

1. Edit Profile Information. 
2. Add Additional Users. 

i. Associate Ports. 
ii. Associate Profiles. 
iii. Associate Customs Stations. 
iv. View or Upload Documents. 

3. Activate User Information. 
4. Cancel User. 
5. Create Business Stakeholder (Individual). 
6. Create Business Stakeholder (Organization). 
7. Create and Submit Ceiling Limit Request. 
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Typographical Conventions Used in Manual 

The following table lists the typographical conventions used in this document. 

Formatting/Writing Convention Type of Information 
Buttons, Form names, List names, Section names, 
Subsection names, Column names, Menus, 
Submenus, Figure Numbers, and Cross References 
appear in Title Case and are bold-faced. 

Commands and Screen elements. 
Example: On the Government Stakeholders 
submenu, click New. 

Blue text underlined. 
 

URLs, links and hyperlinks. 
Example: http://www.customs.gov.my/en 

Note: <text> 
Bold Note font and the text highlighted with grey. 

Note refers to additional information related to 
the described content. 
 
Example: 
Note: Click the message count to navigate 
directly to the Inbox instead of viewing the 
message count details. 

<Field Name:> - Italic Field labels. 
Example: Enter the Full Name. 

<Glossary Term> - Bold, Title Case Glossary terms. 
Example: 
Consignee – A person or company to whom 
commodities are shipped. 

Enter and select  Example: 
Enter and select the name of the Country from 
where the Passport number is issued. 

 
Split Image  If the image is long, then for better visibility of 

screen elements, the image is split into parts and 
the figure caption is added to the last part of the 
image.   

 

  

http://www.customs.gov.my/en


 
                       
 
 

 

Issue 1.2              Page 8 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

TABLE OF CONTENTS 

GETTING STARTED ........................................................................................................................ 16 

Logging in ............................................................................................................................................ 17 

uCustoms Home Page ......................................................................................................................... 22 

UCUSTOMS USABILITY CONVENTIONS .......................................................................................... 34 

COMMON FEATURES .................................................................................................................... 36 

Search .................................................................................................................................................. 36 

Calendar .............................................................................................................................................. 37 

Sort ...................................................................................................................................................... 37 

ScreenTip............................................................................................................................................. 38 

ToolTip ................................................................................................................................................ 38 

Link Repository .................................................................................................................................... 39 

Common Icons in uCustoms ............................................................................................................... 39 

1. REGISTRATION ...................................................................................................................... 41 

1.1 Roles and Functionality Matrix ................................................................................................ 43 

1.2 Features in Registration Module ............................................................................................. 45 

1.3 SSO Registration....................................................................................................................... 47 

1.3.1 Register (Individual/Organization/Governmental) User (SSO) ........................................ 47 

A. Business Stakeholder (Individual) .......................................................................................... 58 

1.4 Register Business Stakeholders (Individual) Online ................................................................ 58 

1.4.1 Create Business Stakeholders (Individual) ....................................................................... 58 

1.4.2 Create Bank Details .......................................................................................................... 66 

1.4.3 Associate/Disassociate Ports ............................................................................................ 69 

1.4.4 Associate/Disassociate Customs Station .......................................................................... 73 

1.4.5 View/Upload Documents ................................................................................................. 76 

1.4.6 View History...................................................................................................................... 80 

1.5 Submit and Activate Business Stakeholders (Individual) ......................................................... 82 

1.6 Edit Profile Information ........................................................................................................... 87 

1.7 Create New Agent Association ................................................................................................ 89 

1.7.1 Associate/Disassociate Customs Station .......................................................................... 92 

1.7.2 View/Upload Documents ................................................................................................. 92 

1.8 Submit Agent Association ........................................................................................................ 93 

B. Business Stakeholder (Organization)...................................................................................... 96 

1.9 Register Business Stakeholder (Organization) Online ............................................................. 96 

1.9.1 Create Business Stakeholder (Organization) .................................................................... 96 

1.9.2 Create Bank Details ........................................................................................................ 110 

1.9.3 Associate/Disassociate Ports .......................................................................................... 110 

1.9.4 Associate/Disassociate Customs Stations ...................................................................... 110 



 
                       
 
 

 

Issue 1.2              Page 9 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

1.9.5 Associate Business Stakeholder Category ...................................................................... 111 

1.9.6 Associate/Disassociate Profiles ...................................................................................... 115 

1.9.7 Create Additional Organization Information .................................................................. 119 

1.9.8 View/Upload Documents ............................................................................................... 128 

1.9.9 View History.................................................................................................................... 130 

1.9.10 View Organization Information (SSM) ............................................................................ 130 

1.9.11 View Organization Information (uCustoms)................................................................... 132 

1.9.12 View Organization Members .......................................................................................... 135 

1.10 Submit and Activate Business Stakeholder (Organization) ................................................... 137 

1.11 Edit Profile Information ......................................................................................................... 141 

1.12 Reset Password ...................................................................................................................... 144 

1.13 Add Additional Users (Organization) ..................................................................................... 145 

1.13.1 Create New Additional User Information ....................................................................... 145 

1.13.2 Associate/Disassociate Ports .......................................................................................... 152 

1.13.3 Associate/Disassociate Profiles ...................................................................................... 152 

1.13.4 Associate/Disassociate Customs Stations ...................................................................... 152 

1.13.5 View/Upload Documents ............................................................................................... 152 

1.14 Activate User Information ..................................................................................................... 152 

1.15 Cancel User ............................................................................................................................ 156 

1.16 Create and Submit Ceiling Limit Request .............................................................................. 157 

1.17 Submit Additional Organization Information (Sabah/Sarawak/Labuan) .............................. 159 

C. Sabah/Sarawak State Authority/Labuan Authority (External OGA State Authorities) ........... 164 

1.18 Approve/Decline uCustoms Registration Form ..................................................................... 164 

1.18.1 Print uCustoms Registration Form ................................................................................. 169 

1.19 Approve/Amend/Return Additional Organization Information (Sabah/Sarawak/Labuan) for 
Correction ......................................................................................................................................... 172 

D. Governmental Stakeholder (OGA/PIA/Authorities) .............................................................. 178 

1.20 Edit Profile Information ......................................................................................................... 178 

1.21 Add Additional Users ............................................................................................................. 180 

1.21.1 Associate/Disassociate Ports .......................................................................................... 185 

1.21.2 Associate/Disassociate Profiles ...................................................................................... 185 

1.21.3 Associate/Disassociate Customs Stations ...................................................................... 185 

1.21.4 View/Upload Documents ............................................................................................... 185 

1.22 Activate Additional User Information .................................................................................... 185 

1.23 Cancel User ............................................................................................................................ 186 

1.24 Create Business Stakeholder (Individual) .............................................................................. 186 

1.25 Create Business Stakeholder (Organization) ......................................................................... 187 

1.26 Create and Submit Ceiling Limit Request .............................................................................. 188 

1.27 Module Summary .................................................................................................................. 188 



 
                       
 
 

 

Issue 1.2              Page 10 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

QUICK REFERENCE ...................................................................................................................... 191 

GLOSSARY .................................................................................................................................. 197 

INDEX ........................................................................................................................................ 198 



 
                       
 
 

 

Issue 1.2              Page 11 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

LIST OF TABLES 

Table 1.1-1: Roles and Functionality Matrix .................................................................................. 44 

Table 1.3-1: uCustoms Registration Form – Individual ................................................................. 56 

Table 1.3-2: uCustoms Registration Form – Organization ............................................................ 57 

Table 1.4-1: uCustoms Registration Form – Individual ................................................................. 59 

Table 1.4-2: uCustoms Registration Form – Create ...................................................................... 64 

Table 1.4-3: Bank Details – Create ................................................................................................ 68 

Table 1.4-4: Upload Documents .................................................................................................... 78 

Table 1.7-1: Agent Association ...................................................................................................... 90 

Table 1.9-1: uCustoms Registration Form – Organization ............................................................ 99 

Table 1.9-2: Organization Business Stakeholder Registration .................................................... 105 

Table 1.9-3: Approvers for different Registration Authority and Business Entities .................... 108 

Table 1.9-4: Organization Member Details – Create ................................................................... 123 

Table 1.9-5: Additional Address Information - Create ................................................................ 128 

Table 1.13-1: User Information Form - Create ............................................................................ 150 

Table 1.16-1: Ceiling Limit Request – Create .............................................................................. 158 

Table 1.21-1: User Information Form – Create ........................................................................... 184 

  



 
                       
 
 

 

Issue 1.2              Page 12 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

LIST OF FIGURES 

Figure 1.3-1: RMCD  Home Page – uCustoms ............................................................................... 48 

Figure 1.3-2: RMCD Home Page – eSERVICES ............................................................................... 49 

Figure 1.3-3: RMCD Home Page – Login ........................................................................................ 50 

Figure 1.3-4: RMCD Sign In Page ................................................................................................... 51 

Figure 1.3-5: New User Registration Form .................................................................................... 52 

Figure 1.3-6: Registration Successful............................................................................................. 53 

Figure 1.3-7: Account Activation ................................................................................................... 53 

Figure 1.3-8: Account Activation Successful ................................................................................. 53 

Figure 1.3-9: uCustoms Portal ....................................................................................................... 54 

Figure 1.3-10: RMCD Sign in Page ................................................................................................. 55 

Figure 1.3-11: uCustoms Registration Form – Individual .............................................................. 56 

Figure 1.3-12: uCustoms Registration Form – Organization ......................................................... 56 

Figure 1.4-1: uCustoms Registration Form – Individual ................................................................ 58 

Figure 1.4-2: uCustoms Registration Form – Individual ................................................................ 60 

Figure 1.4-3: Designation - Others ................................................................................................ 62 

Figure 1.4-4: City List ..................................................................................................................... 63 

Figure 1.4-5: Customs Station List ................................................................................................. 64 

Figure 1.4-6: uCustoms Registration Form – Business Stakeholder Category .............................. 65 

Figure 1.4-7: Checklist ................................................................................................................... 65 

Figure 1.4-8: UCustoms Registration Form – Create Bank List ..................................................... 67 

Figure 1.4-9: Bank Details – Create ............................................................................................... 68 

Figure 1.4-10: Bank Details – Created ........................................................................................... 68 

Figure 1.4-11: uCustoms Registration Form – Bank Details .......................................................... 69 

Figure 1.4-12: Available Ports List – Associate .............................................................................. 70 

Figure 1.4-13: Available Ports List – Associated ............................................................................ 71 

Figure 1.4-14: Available Ports List – Disassociate ......................................................................... 71 

Figure 1.4-15: Confirm Disassociate .............................................................................................. 72 

Figure 1.4-16: Available Ports List – Disassociated ....................................................................... 72 

Figure 1.4-17: Available Customs Stations – Associate ................................................................. 73 

Figure 1.4-18: Available Customs Stations - Associated ............................................................... 74 

Figure 1.4-19: Available Customs Stations – Disassociate ............................................................ 75 

Figure 1.4-20: Confirm Disassociate .............................................................................................. 75 

Figure 1.4-21: Available Customs Stations – Disassociated .......................................................... 76 

Figure 1.4-22: Upload Documents Form ....................................................................................... 77 

Figure 1.4-23: Uploaded Document List ........................................................................................ 78 

Figure 1.4-24: Uploaded Document List – Delete ......................................................................... 79 

Figure 1.4-25: Confirm Delete ....................................................................................................... 79 



 
                       
 
 

 

Issue 1.2              Page 13 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

Figure 1.4-26: Individual History ................................................................................................... 80 

Figure 1.4-27: Individual History Details ....................................................................................... 81 

Figure 1.4-28: History Details Form ............................................................................................... 81 

Figure 1.5-1: uCustoms Registration Form – Submit .................................................................... 83 

Figure 1.5-2: Registration Confirmation ........................................................................................ 84 

Figure 1.5-3: New Individual/Organization Registered – Inbox Notifications .............................. 84 

Figure 1.5-4: Individual Registered Successfully – List Inbox ........................................................ 85 

Figure 1.5-5: uCustoms Registration Form – Activated ................................................................ 86 

Figure 1.6-1: Individual Business Stakeholder Home Page ........................................................... 87 

Figure 1.6-2: Individual Stakeholder – Edit Profile Information ................................................... 88 

Figure 1.7-1: New Agent Association ............................................................................................ 89 

Figure 1.7-2: Agent Association ..................................................................................................... 89 

Figure 1.7-3: Agent Association List .............................................................................................. 90 

Figure 1.7-4: Agent Association – Created .................................................................................... 91 

Figure 1.7-5: Checklist ................................................................................................................... 91 

Figure 1.8-1: Agent Association Form – Submit ............................................................................ 93 

Figure 1.8-2: Agent Association Form – Submitted ...................................................................... 93 

Figure 1.8-3: uCustoms Registration Form - Updated Agent Association Details......................... 95 

Figure 1.9-1: uCustoms Registration Form – Organization ........................................................... 96 

Figure 1.9-2: Alert – Duplicate BRN ............................................................................................... 98 

Figure 1.9-3: Duplicated BRN - Prefix ............................................................................................ 99 

Figure 1.9-4: uCustoms Organization Business Stakeholder Registration .................................. 100 

Figure 1.9-5: Designation - Others .............................................................................................. 103 

Figure 1.9-6: City List ................................................................................................................... 104 

Figure 1.9-7: Customs Station List ............................................................................................... 105 

Figure 1.9-8: Created Organization Business Stakeholder .......................................................... 106 

Figure 1.9-9: uCustoms Registration Form (Organization) – Link Repository ............................. 109 

Figure 1.9-10: Checklist ............................................................................................................... 110 

Figure 1.9-11: Business Stakeholder Category List ..................................................................... 111 

Figure 1.9-12: Business Stakeholder Category – Associate ......................................................... 111 

Figure 1.9-13: uCustoms Registration Form – Associated Stakeholders .................................... 113 

Figure 1.9-14: Business Stakeholder Category - Disassociate ..................................................... 114 

Figure 1.9-15: Confirm Disassociate ............................................................................................ 114 

Figure 1.9-16: uCustoms Registration Form – Associate Profiles ............................................... 116 

Figure 1.9-17: Available User Profile List – Associate ................................................................. 117 

Figure 1.9-18: Available User Profiles List – Associated .............................................................. 117 

Figure 1.9-19: Available User Profile List – Disassociate ............................................................. 118 

Figure 1.9-20: Confirm Disassociate ............................................................................................ 118 

Figure 1.9-21: Available User Profile List - Disassociated............................................................ 119 



 
                       
 
 

 

Issue 1.2              Page 14 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

Figure 1.9-22: uCustoms Registration Form – Additional Organization Information ................. 120 

Figure 1.9-23: Organization Information – Create ...................................................................... 121 

Figure 1.9-24: Organization Information - Created ..................................................................... 122 

Figure 1.9-25: Organization Member Details - Create ................................................................ 123 

Figure 1.9-26: Organization Information – Updated Organization Member List........................ 124 

Figure 1.9-27: Organization Member Details – Delete ............................................................... 125 

Figure 1.9-28: Confirm Delete ..................................................................................................... 125 

Figure 1.9-29: Organization Information – Additional Address Information .............................. 126 

Figure 1.9-30: Additional Address Information - Create ............................................................. 127 

Figure 1.9-31: City List ................................................................................................................. 127 

Figure 1.9-32: Additional Address Information – Save ............................................................... 128 

Figure 1.9-33: uCustoms Registration Form – View/Upload Documents ................................... 129 

Figure 1.9-34: uCustoms Registration Form – Organization Information (SSM) ........................ 131 

Figure 1.9-35: Organization Information Form ........................................................................... 132 

Figure 1.9-36: uCustoms Registration Form – Organization Information (uCustoms) ............... 133 

Figure 1.9-37: Organization Information – Create ...................................................................... 134 

Figure 1.9-38: Organization Information – Created .................................................................... 135 

Figure 1.9-39: uCustoms Registration Form – Organization Members ...................................... 136 

Figure 1.9-40: Organization Members Pop-up Window ............................................................. 137 

Figure 1.10-1: uCustoms Registration Form – Submit for Approval ........................................... 138 

Figure 1.10-2: Registration Confirmation .................................................................................... 139 

Figure 1.10-3: uCustoms Registration Form – Registered .......................................................... 140 

Figure 1.10-4: Checklist ............................................................................................................... 141 

Figure 1.11-1: Organization Business Stakeholder Home Page .................................................. 142 

Figure 1.11-2: Organization Stakeholder – Edit Profile Information........................................... 143 

Figure 1.12-1: Reset Password .................................................................................................... 144 

Figure 1.12-2: Reset Password Confirmation .............................................................................. 144 

Figure 1.12-3: Alert Message – Password Reset ......................................................................... 144 

Figure 1.12-4: Email Message – Password .................................................................................. 145 

Figure 1.13-1: uCustoms Registration Form – Additional Users ................................................. 146 

Figure 1.13-2: User Information Form ........................................................................................ 147 

Figure 1.13-3: Designation - Others ............................................................................................ 149 

Figure 1.13-4: City List ................................................................................................................. 150 

Figure 1.13-5: User Information – Created ................................................................................. 151 

Figure 1.14-1: User Information Form (Organization) – Activate ............................................... 153 

Figure 1.14-2: Activate User ........................................................................................................ 153 

Figure 1.14-3: User Information Form (Organization) – Active .................................................. 154 

Figure 1.14-4: uCustoms Registration Form - Additional Users .................................................. 155 

Figure 1.15-1: Cancel Additional User ......................................................................................... 156 



 
                       
 
 

 

Issue 1.2              Page 15 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

Figure 1.15-2: Cancel User ........................................................................................................... 156 

Figure 1.15-3: Cancelled Additional User .................................................................................... 156 

Figure 1.16-1: Alert Message – Ceiling Limit ............................................................................... 157 

Figure 1.16-2: Ceiling Limit Request List ..................................................................................... 157 

Figure 1.16-3: Ceiling Limit Request - Create .............................................................................. 158 

Figure 1.16-4: Ceiling Limit Request – Created ........................................................................... 158 

Figure 1.16-5: Ceiling Limit Request – Submitted ....................................................................... 159 

Figure 1.17-1: Approved Organization – Inbox Notifications ...................................................... 159 

Figure 1.17-2: Organization Registered Successfully – List Inbox ............................................... 160 

Figure 1.17-3: uCustoms Registration Form – Additional Organization Information ................. 161 

Figure 1.17-4: Organization Information – Send for Approval .................................................... 162 

Figure 1.17-5: Organization Information – Sent for Approval .................................................... 163 

Figure 1.18-1: New Individual/Organization Registered – Inbox Notifications .......................... 164 

Figure 1.18-2: Registered Individual/Organization – List Inbox .................................................. 165 

Figure 1.18-3: uCustoms Registration Form – Submitted for Approval ...................................... 166 

Figure 1.18-4: uCustoms Registration Form – Activated ............................................................ 168 

Figure 1.18-5: uCustoms Registration Form – Print .................................................................... 170 

Figure 1.18-6: uCustoms Registration Form – Print .................................................................... 171 

Figure 1.19-1: Registered Organization Additional Information – Inbox Notifications .............. 172 

Figure 1.19-2: Organization Information Submitted for Approval – List Inbox .......................... 173 

Figure 1.19-3: Organization Information – Approve ................................................................... 174 

Figure 1.19-4: Organization Information – Approved ................................................................. 175 

Figure 1.19-5: Additional Organization Information – Amend ................................................... 176 

Figure 1.19-6: Organization Information – Amended ................................................................. 177 

Figure 1.20-1: Governmental Stakeholder (OGA) uCustoms Home Page ................................... 178 

Figure 1.20-2: Governmental/Authorities Information – Edit Profile Information .................... 179 

Figure 1.21-1: User Information – Create ................................................................................... 181 

Figure 1.21-2: Designation – Others ............................................................................................ 182 

Figure 1.21-3: City List ................................................................................................................. 183 

Figure 1.21-4: User Information form – Created ........................................................................ 184 

Figure 1.24-1: Business Stakeholders – Create ........................................................................... 186 

Figure 1.24-2: uCustoms Registration Form – Individual ............................................................ 186 

Figure 1.25-1: Business Stakeholders – Create ........................................................................... 187 

Figure 1.25-2: uCustoms Registration Form – Proceed .............................................................. 187 

 



 
                       
 
 

 

Issue 1.2              Page 16 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

GETTING STARTED 

Registered user can login to uCustoms by entering the Customs URL in the address bar of the web 

browser. 

The RMCD home page appears as shown below: 
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Logging in  

To login to uCustoms: 

1. On the RMCD home page, click uCUSTOMS as shown below. 

 

Or 

2. On the RMCD portal, select eSERVICES menu and then click uCustoms as shown below. 
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3. On the uCustoms home page, click Login as shown below. 
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Portal uCustoms page appears as shown below. 
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4. Click the External Stakeholders logo to sign in as an External User. 

The following RMCD sign in page appears. 
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5. Enter the Login ID for example, jpatil@agility.com. 

6. Enter the Password. 

7. Click Sign in. 

If the Stakeholder (Individual or Organization) is registered with only one Login ID, then after 

login, the uCustoms home page appears as shown below. 

 

If the Stakeholder is registered with more than one organization, or if the Login ID is the same 

for an Individual or Organization Stakeholder, then the following Organization Selection form 

appears. 
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8. Select the Organization / Individual Name and Default User Profile from the respective drop-

down lists and click Continue to proceed to the uCustoms home page. 

uCustoms Home Page  

The uCustoms home page is shown below. 

 

 
My Profile 

 
Sub Module 

 
Sign out 

 
User Details 

 
Menu Bar 

 
Mailbox 

 
Page Navigation 

 
Items per List 

 

The uCustoms home page features are listed below: 

 My Profile, 

 Sub Module,  

 Sign Out, 



 
                       
 
 

 

Issue 1.2              Page 23 of 198 

 

 

 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

 User Details, 

 Menu Bar, 

 Mailbox, 

 Page Navigation, and 

 Items per List. 

I. My Profile 

On the home page, click  to view additional options, such as Preferences, Edit Profile 

and the option to switch languages as shown below. 

 

Preferences 

To edit the preferences: 

1. Click . 

The Preferences pop-up window appears as shown below. 

 

2. Select the Default User Profile from the drop-down list. 

Note: Default User Profile can be changed only if multiple profiles are associated to the user. 

3. Click Save and Close. 
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Edit Profile – This link allows user to view and/or edit the profile-related details. To edit the profile 

details: 

1. Click . 

2. Make the required changes in the respective Registration Form.  
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3. Click Save. 
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The profile changes are saved successfully. 

Switch Language: By default, the application’s content appears in English (EN). To view the content in 

Bahasa Melayu, click BM.  

 

II. Sub Module  

This includes the  link. 

III. Sign Out  

Click  to sign out of uCustoms. 

IV. User Details  

The User details display the Login ID and the User Profile as shown below.  

 

Login Id – Displays the logged in user’s ID. 

User profile – The user’s role is displayed based on the profile configuration. 

V. Menu Bar 

To access a menu: 

 Click the particular menu on the menu bar as shown below. 

 

Or 
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 Click  to view the pictorial list of menus accessible to the profile as shown below. 

 

On the home page, click  to hide the header as shown below. 

 

 The home page appears as shown below. 

 

Note: To view the header again, click . 

Submenu 

To access a submenu: 

 Click the menu to view the list of submenus in an expandable list as shown below and then 

click the submenu. 
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The list of submenus can also be viewed through the pictorial list as shown below. 

 

VI. Mailbox 

Mailbox allows user to view all the messages received from and sent to other uCustoms users. 

On the home page, click  to view the Mailbox options as shown below. 

  

Inbox 

 Inbox is displayed by default on the Home page once the user logs in to uCustoms. Whenever 

a new message is received or sent, system displays an alert as shown below.  
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 Click the message to view the details. 

Or  

 Click  and then click Inbox submenu. 

The Notification Modules List and Inbox Notifications appear as shown below.  

 

Notification Modules List 

 It specifies the list of modules for which notifications have been received or sent. 

 Click  to search the notifications for a specific module as shown below. 

 

 Click  to view the Message Groups for which notifications are available for a module as 

shown below. 
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 Click  to collapse the Notification Modules List. 

 In the Message Group, click  to view the details such as the number of Read messages, 

Unread messages, Pending Task, Completed Task and the Total count of Read and Unread 

messages as shown below. 

 

 Click  to collapse the Message Group details. 
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Inbox Notifications 

 The messages received are grouped as per different Message Types.  

 Clicking the Message Group flips and shows the Message Count for each Message Type which 

includes details such as the number of messages received on that day, the number of Read 

messages, Unread messages, Pending Task, Completed Task and the Total count of Read and 

Unread messages as shown below. 

 

 Click the message count to view the messages received in the message group as shown 

below. 

 

 To view the message details, click . 

The Message Details appears as shown below. 

 

 Click Back to navigate back to the Inbox. 
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 In to the Inbox click the Reference to navigate to the relevant form and view further details or 

perform an action.  

Sent Items 

To view sent messages, click  and then click Sent Items. The Sent Items Notifications appear as 

shown below. 

 

VII. Page Navigation 

uCustoms displays ten (10) records per page, with the rest of the records displayed on the remaining 

pages. While navigating through the record pages, page navigation links will appear 

 which are located below the list of records. Click 

 to move to the next page, or  to navigate to the previous page. To navigate to first page of 

the records list, click  and to navigate to last page of the records list, click . To directly navigate 

to a page, enter the page number and then press TAB.  
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VIII. Items per List 

The number of items listed per page can be selected from the drop-down list . 

The page refreshes with the selected number of items. 
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UCUSTOMS USABILITY CONVENTIONS 

The common conventions used in uCustoms are explained in this section. The following table lists the 

common features of uCustoms: 

Identification Description 
Identify the 
Module 

 

Used to identify the module or menu name. The module name is highlighted when 
any process within its sub-module is being executed. 
A menu bar is located below the uCustoms logo on the home page. The menu bar 
shows all the modules accessible to the user. 

Identify Sub-
menu 

 

 

Used to identify the submenu. 
The submenu bar is displayed as an expandable list below the menu bar. All the 
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Identification Description 
submenus available in a particular menu are displayed on clicking that menu. 

View/edit 
record details 

 

To view or edit any record details, click  corresponding to the particular record. 

Identify page 
or screen 

 

Any page header or screen title indicates the page or screen name. The sections on 
the page are also seen in the above image. The section header shows the section 
name. 
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COMMON FEATURES 

uCustoms includes some common features across all modules. Functions for these features are same 

throughout the application. These common features are grouped and described with their functions 

below. 

Search 

uCustoms allows searching for a particular record by entering the keyword(s) associated with that 

record. User can search a record by entering the keyword(s) in the Search window located on the left 

side of the submenu, main list or sub list. 

 

To search:  

 Enter or select any or all the search parameters in the respective search fields and click 

Search. 

The search results appear which help the user to easily navigate to the required record. 

 Click Reset Search to clear the search parameters and reset the list or sub list. 

To perform a smart search (i.e. search by entering partial characters): 
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 In  fields, enter the values followed by ‘%’. 

 In  fields, enter or select the exact values. 

 In  fields, filter the records by selecting the date from the calendar. 

Calendar 

Calendar helps to fetch the records based on the selected Day, Month, and Year. The downward 

pointing arrow icon  on the calendar helps the user to select the required year and month. 

  

Note: By default, the current date is highlighted in the calendar. 

Sort 

Sort function in uCustoms enables the user to sort the records in ascending or descending order. 

Click the column heading in a list to sort the records. 

Click the date to list all 

the records related to 

that date. 
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ScreenTip 

ScreenTip is provided in some of the forms to help the user to understand the type of characters to 

be used in that field as shown below. 

 

The screentip can also be used to indicate certain validations as shown below. 

 

ToolTip 

ToolTip helps the user to view the names of controls used across the application. Rest the mouse on 

the controls to view its details as shown below. 

Click the Column 

heading to sort 

the records in 

ascending or 

descending 

order. 
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Link Repository 

The Link Repository helps to view all the links associated to the current form page or section. To 

navigate to the Link Repository, click Link Repository  icon. All the links associated to that form 

page or section is displayed in an expandable list as shown below. 

 

To add details in a link, click the link. The corresponding pop-up window appears. 

Common Icons in uCustoms 

Following are the common icons in uCustoms: 

Icon Description 

 
Open icon: Used to open a record. 

 New icon: Used to create a new record. 

 Link Repository icon: Consists of all the links associated to the module. 

 Smart search: Used to perform a smart search by entering partial characters. 

 Exact search: Used to perform exact search by selecting or entering the exact 
details. 

 Calendar icon: Used to open the calendar window to select a date. 

 Close icon: Used to close a window. 

 Navigation icon: Used to navigate to the first page of the list or sub list. 

 Navigation icon: Used to navigate to the previous page of the list or sub list. 

 
Navigation icon: Used to navigate to the next page of the list or sub list. 

 
Navigation icon: Used to navigate to the last page of the list or sub list. 

 Navigation icon: Used to navigate to the beginning of the form. 

 Associate icon: Used to associate record(s). 
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Icon Description 

 Disassociate icon: Used to disassociate record(s). 

 Save icon: Used to save the record details. 

 Save Selection icon: Used to save the selected records for association. 

 Delete icon: Used to delete record(s). 

 Duty Details icon: Used to view the applicable duties and taxes. 

 Download icon: Used to download sample documents. 

 Download Template icon: Used to download the template. 

 Search icon: Used to search items in a list. 

 
Screentip icon: Used to provide additional information about a field. 

 
Tooltip icon: Used to provide additional information about a field. 

 Collapse Form icon: Used to collapse a form. 

 
Expand Form icon: Used to expand a form. 

 
Collapse List icon: Used to collapse a list. 

 
Expand List icon: Used to expand a list. 
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1. REGISTRATION 

Registration module describes the steps to register Individual Business Stakeholder, Organization 

Business Stakeholder and Governmental Stakeholder (OGA, PIA or Authorities) in uCustoms. 

Individual Business Stakeholder, Organization Business Stakeholder and Governmental Stakeholder 

can register either online or over the counter of Customs Registration Department. Governmental 

Stakeholder needs to register through RMCD Portal. After successful registration, Governmental 

Stakeholder receives Single Sign On (SSO) ID. After receiving the SSO ID, Governmental Stakeholder 

needs to approach Customs Registration Department for registration. 

SSO Registration 

The respective user (Individual, Organization or Governmental) needs to be registered in RMCD 

portal before registering in uCustoms application. The new user needs to login to the RMCD portal 

and complete the registration by entering basic information such as Email ID, Address and so on. 

After successful registration, user receives the SSO ID to proceed with uCustoms Registration 

process. 

Individual Business Stakeholder  

Upon successful SSO registration, the respective user (Individual, Organization or Governmental) can 

access uCustoms application to complete the registration process. In uCustoms by default, the 

Individual Business Stakeholder is registered as a Trader. After successful registration and activation, 

Individual Business Stakeholder can perform all the activities that are accessible to the Trader’s 

profile. The Individual Stakeholder can also create and register an Organization with the same Login 

ID or with a different Login ID. 

Organization Business Stakeholder  

Organization Business Stakeholder represents an Organization. Upon successful SSO registration 

confirmation, the Organization Business Stakeholder can access the uCustoms application to 

complete the registration process. The registration process includes associating Ports, Profiles and 
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Customs Stations. The activated Organization Business Stakeholder can then add additional users and 

request for Additional User Management if the limit to create additional users exhausts. 

Online registration of Organization Business Stakeholder who belong to Sabah, Sarawak, Labuan 

Authority, Limited Liability Partnership (LLP) and Registrar of Society (ROS) requires approval from 

their respective state authorities and Customs Sabah, Sarawak or Labuan Authorities. Once activated, 

if there is any change in the address, the respective Organization Business Stakeholder can send the 

additional organization information to the respective State Authority for approval. However, this is 

applicable to Sabah, Sarawak and Labuan Authority. The respective state authorities can approve, 

amend and return the additional organization information for correction. 

Governmental Stakeholder (OGA, PIA or Authorities) 

Governmental Stakeholder needs to register through RMCD Portal. After successful registration, 

Government Stakeholder receives SSO ID. After receiving the SSO ID, Governmental Stakeholder 

needs to approach Customs Registration Department for registration. The Governmental Stakeholder 

Registration process involves creating Departments, associating Ports, Profiles and Customs Stations. 

The activated Master User can create Business Stakeholders (Organization, Individual and OGA) and 

can create, modify and delete new users. However, this is restricted to Malaysians only. 
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1.1 Roles and Functionality Matrix 

Following is the mapping of the different roles to the activities they perform: 
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Table 1.1-1: Roles and Functionality Matrix 
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1.2 Features in Registration Module  

The features available in the Registration module include: 

 SSO Registration. 

o Register (Individual, Organization or Governmental User (SSO)). 

 Register Business Stakeholder (Individual) Online. 

o Create Business Stakeholder (Individual). 

o Create Bank Details. 

o Associate or Disassociate Ports. 

o Associate or Disassociate Customs Station. 

o View or Upload Documents. 

o View History. 

 Submit and Activate Business Stakeholder (Individual). 

 Edit Profile Information. 

 Create New Agent Association. 

o Associate or Disassociate Customs Stations. 

o View or Upload Documents. 

 Submit Agent Association. 

 Register Business Stakeholder (Organization) Online. 

o Create Business Stakeholder (Organization). 

o Create Bank Details. 

o Associate or Disassociate Ports. 

o Associate or Disassociate Customs Stations. 

o Associate or Disassociate Business Stakeholder Category. 

o Associate or Disassociate Profiles. 

o Create Additional Organization Information. 
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 Create Additional Address Information. 

 View History. 

o View or Upload Documents. 

o View History. 

o View Organization Information (SSM). 

o View Organization Information (uCustoms). 

o View Organization Members. 

 Submit and Activate Business Stakeholder (Organization). 

 Edit Profile Information. 

 Reset Password. 

 Add Additional Users (Organization).  

o Create New Additional User Information. 

o Associate or Disassociate Ports. 

o Associate or Disassociate Profiles. 

o Associate or Disassociate Customs Stations. 

o View or Upload Documents. 

 Activate User Information. 

 Cancel User. 

 Create and Submit Ceiling Limit Request. 

 Submit Additional Organization Information (Sabah, Sarawak or Labuan). 

 Approve or Decline uCustoms Registration Form. 

o Print uCustoms Registration Form. 

 Approve, Amend or Return Additional Organization Information (Sabah, Sarawak or Labuan) 

for Correction. 

 Edit Profile Information. 

 Add Additional Users. 
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o Associate or Disassociate Ports. 

o Associate or Disassociate Profiles. 

o Associate Customs Stations. 

o View or Upload Documents. 

 Activate User Information. 

 Cancel User. 

 Create Business Stakeholder (Individual). 

 Create Business Stakeholder (Organization). 

 Create and Submit Ceiling Limit Request. 

1.3 SSO Registration 

SSO is an authentication process that allows a user to access multiple applications through a single 

login. 

1.3.1 Register (Individual/Organization/Governmental) User (SSO)  

Individual, Organization or Governmental Stakeholder can register through the RMCD portal using a 

valid email ID. Once the RMCD registration process is completed successfully, the Stakeholder 

receives an activation message link from RMCD to their Primary Email ID. Using the activation 

message link, the Stakeholder can complete the registration process and login to uCustoms. To 

register Individual, Organization or Governmental User through SSO: 

1. On the RMCD home page, click uCUSTOMS as shown in Figure 1.3-1. 
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Figure 1.3-1: RMCD Home Page – uCustoms 

Or 

2. On the RMCD portal, select eSERVICES menu and then click uCustoms as shown in Figure 1.3-

2. 
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Figure 1.3-2: RMCD Home Page – eSERVICES 

3. On the uCustoms home page, click Login as shown in Figure 1.3-3. 
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Figure 1.3-3: RMCD Home Page – Login 

RMCD Sign in page appears as shown in Figure 1.3-4. 
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Figure 1.3-4: RMCD Sign In Page 

4. On the RMCD Sign in page, click Sign Up. 

Note: Registered users can directly sign in by using their login credentials. 

The New User Registration form appears as shown in Figure 1.3-5. 
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Figure 1.3-5: New User Registration Form 

5. Once all the required details are entered, click Submit. 
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The Registration Successful confirmation page appears as shown below. 

 

Figure 1.3-6: Registration Successful 

6. Open the Login email ID and view the RMCD Account Activation message as shown below. 

 

Figure 1.3-7: Account Activation 

7. Click the Account Activation. 

Account Activation Successful page appears as shown below. 

 

Figure 1.3-8: Account Activation Successful 
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8. Once the Account is activated, click ‘Please click here to access the RMCD services’ to navigate 

to the uCustoms Portal. 

9. In the uCustoms Portal, click External (Individual/Organization/Governmental) Stakeholder 

logo as shown below. 

 

Figure 1.3-9: uCustoms Portal 

RMCD Sign in page appears as shown in Figure 1.3-10. 
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Figure 1.3-10: RMCD Sign in Page 

10. In the RMCD Sign in page, enter the registered Login ID in the Sign in with your organizational 

account field and the password in the Password field. 

Note: In the RMCD Sign in page, Forgot Your Login Name/Password link allows recovering the forgotten 

Password or Login ID. 

11. Click Sign in. 

The uCustoms Registration Form appears as shown in Figure 1.3-11. 
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Figure 1.3-11: uCustoms Registration Form – Individual 

12. Enter or select the following fields as described below. 

No. Field Name Description 
1.  Stakeholder Type Select the Stakeholder Type as Individual. 

 
Note: By default, the Stakeholder Type is selected as Individual. 

2.  Nationality Select the Nationality as Malaysian or Non-Malaysian. 

 If the Business Stakeholder (Individual) is a Malaysian citizen, 
select Malaysian; or 

 If the Business Stakeholder (Individual) is a Foreigner, select 
Non-Malaysian. 

3.  ID Type System auto-selects the ID Type as NRIC Number if the user is a 
Malaysian; or else Passport Number if the user is a Non-Malaysian.  

4.  NRIC No. Enter the NRIC No. or Passport No. National Registration Identity Card 
(NRIC) number is numeric and accepts 12 digits. Passport number is 
alpha-numeric and should not contain any special characters (!, @, #, $, 
%, ^, &, *, (, ), -, =, /,.,).  

5.  Full Name Enter the Full Name. 

Table 1.3-1: uCustoms Registration Form – Individual 

13. Click Proceed to proceed with the Registration process. 

If the Stakeholder Type is selected as Organization, the uCustoms Registration Form appears 

as shown below. 

 

Figure 1.3-12: uCustoms Registration Form – Organization 
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14. Enter or select the following fields as described below. 

No. Field Name Description 
1.  Stakeholder Type Select the Stakeholder Type as Organization. 

2.  Registration Authority Select the Registration Authority from the drop-down list. 

3.  Business Entity Select the Business Entity from the drop-down list. 

4.  BRN Enter the Business Registration Number (BRN).  
 
Note: BRN should contain only alphanumeric characters. 

5.  Organization Name Enter the Organization Name. 
 
Note: Organization Name should match the registered BRN details. 

Table 1.3-2: uCustoms Registration Form – Organization 

15. Click Proceed to proceed with the Registration process. 

Note: System validates the entered NRIC No. against Jabatan Pendaftaran Negara (JPN) and BRN against 

Suruhanjaya Syarikat Malaysia (SSM) to check whether the details are accurate.  

For more details, refer sections 1.4  

Register Business Stakeholders (Individual) and 1.9 Register Business Stakeholder (Organization) 

for further process. Governmental Stakeholder needs to approach the Customs Registration 

Department for registration. 
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A. Business Stakeholder (Individual) 

Individual Business Stakeholder needs to complete SSO Registration to proceed with uCustoms 

Registration process. After receiving the SSO ID, Individual Business Stakeholder needs to login 

through RMCD sign in page to register in uCustoms.  

1.4 Register Business Stakeholders (Individual) Online 

Individual Business Stakeholders can complete the uCustoms registration process online. After 

successfully completing the uCustoms registration process, Individual Business Stakeholders can login 

into uCustoms and perform all the activities accessible to their profile. 

1.4.1 Create Business Stakeholders (Individual) 

Business Stakeholders (Individual) can register online with the default profile as Trader. To create 

Business Stakeholders (Individual): 

1. Once the registered Business Stakeholder receives the SSO Registration Confirmation, the 

uCustoms Registration Form appears as shown below. 

 

Figure 1.4-1: uCustoms Registration Form – Individual 

2. Enter or select the following fields as described below. 

No. Field Name Description 
1.  Stakeholder Type Select the Stakeholder Type as Individual. 

 
Note: By default, Stakeholder Type is selected as Individual. Individual 
can be a person or an organized body of people with particular purpose, 
such as business, society, association, etc. 
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No. Field Name Description 
2.  Nationality Select the Nationality as Malaysian or Non-Malaysian. 

 If the Business Stakeholder (Individual) is a Malaysian citizen, 
select Malaysian; or 

 If the Business Stakeholder (Individual) is a Foreigner, select 
Non-Malaysian. 

 
Note: If the Nationality is selected as Non-Malaysian, then ID Type 
automatically changes to Passport No. 

3.  ID Type System auto-selects the ID Type as NRIC Number if the user is a 
Malaysian; or else Passport Number if the user is a Non-Malaysian.  

4.  NRIC No. Enter the NRIC number or Passport number. NRIC number is numeric 
and accepts 12 digits. Passport number is alpha-numeric and should not 
contain any special characters (!, @, #, $, %, ^, &, *, (, ), -, =, /,.,).  

5.  Full Name Enter the Full Name. 
 
Note: Full Name should be as per the registered NRIC or Passport. 

Table 1.4-1: uCustoms Registration Form – Individual 

3. Click Proceed. 

The uCustoms Registration Form appears as shown in Figure 1.4-2. 
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Figure 1.4-2: uCustoms Registration Form – Individual 

4. Enter or select the following fields as described below. 

No. Field Name  Description 
1.  Status System displays the status as New indicating that the process has started. 

2.  Stakeholder Type System auto-selects the Stakeholder Type as Individual based on the value 
selected in the previous uCustoms Registration Form. 

3.  Registration Date System auto-displays the current date as the Registration Date by default. 

Personal Details 

4.  Nationality System auto-selects the Nationality as Malaysian or Non-Malaysian based on the 
value selected in the previous uCustoms Registration Form. 

5.  ID Type System auto-selects the ID Type as NRIC No. or Passport No. based on the 
details provided in the previous uCustoms Registration Form. 

 If the Nationality is selected as Malaysian, then ID Type is auto-selected 
as NRIC No.; or 

 If the Nationality is selected as Non-Malaysian, then ID Type is auto-
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No. Field Name  Description 
selected as Passport No. 

6.  Full Name System auto-displays the Full Name based on the values entered in the previous 
uCustoms Registration Form and it is non-editable. 
 
Note: For Malaysians, Full Name should be same as per the NRIC.  

7.  Gender System auto-selects the Gender as Male, Female or Neuter Gender based on the 
entered NRIC No. or Passport No. provided in the previous uCustoms 
Registration Form. 

8.  NRIC No. System auto-displays the NRIC number based on the details provided in the 
previous uCustoms Registration Form. 
 
Note:  

 This field is displayed only if the Nationality is selected as Malaysian. 

 System validates the NRIC No. and Full Name against the JPN. 

9.  Passport No. System auto-populates the Passport number based on the values entered in the 
previous uCustoms Registration Form. 
 
Note: Passport No. field is displayed only if the Nationality is selected as Non-
Malaysian in the previous uCustoms Registration Form. 

Note: System auto-displays the Passport No. and Full Name as per the details entered in the previous uCustoms 
Registration Form. 

10.  Passport Expiry Date Click  to select the Passport Expiry Date from the calendar. 

11.  Country Enter and select the Country name from where the Passport number is issued.  

12.  Passport Issued From Enter the place from where the Passport is issued. 

13.  Login ID System auto-populates the SSO registered Login ID of the Individual Business 
Stakeholder. 

14.  GST No. If an individual is Malaysian citizen and registered with Goods and Services Tax 
(GST), then system auto-fetches the GST number from SSM based on the 
entered NRIC No. 

15.  Communication Email 
ID 

Select the Communication Email ID as Primary Email ID or Alternative Email ID. 

16.  Primary Email ID System auto-populates the SSO registered Login ID as the Primary Email ID of 
the Individual Business Stakeholder.  

17.  Designation Select the Designation of the Individual Business Stakeholder from the drop-
down list. 
Designation drop-down list values includes: 

 Managing Director, 

 Directors, 

 Manager,  

 Senior Executive, 

 Executive, 
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No. Field Name  Description 
 Non-Executive, 

 Supervisor, 

 Owner, 

 Partnership, 

 Ordinary Partnership, 

 Sole Partnership, 

 Secretary, 

 Clerk, and  

 Others. 

18.  Others Enter the relevant designation of the Individual Stakeholder as shown below. 

 

Figure 1.4-3: Designation - Others 

Note: This field is displayed only if the Designation is selected as Others. It is 
mandatory to enter Other Designation details. 

19.  Alternative Email ID By default, this field is disabled and displays the email ID entered in SSO.  
  
Note: It is mandatory to enter the Alternative Email ID of the Individual Business 
Stakeholder if the Communication Email ID is selected as Alternative Email ID. 

Individual Primary Contact 

20.  Mobile Number System auto-populates the Mobile number based on the entered Login ID. 

21.  Telephone Number 2 Select the Country Code from the drop-down list and then enter the Telephone 
number 2. 
 
Note: Telephone Number should be in the format Country Code - number. 

22.  Telephone Number 1 System auto-populates the Telephone number 1 based on the entered Login ID. 

23.  Fax Number Select the Country Code from the drop-down list and then enter the Fax 
number. 

Individual Primary Address 

24.  Address System auto-populates the Address based on the entered NRIC No. However, it 
is editable. 

25.  Postal Code Enter and select the Postal Code. Postal code is numeric and accepts five (5) 
digits. 

26.  City/Town/Area/Land Click  to browse and select the City, Town, Area or Land. 
The City List appears as shown in Figure 1.4-4. 
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No. Field Name  Description 

 

Figure 1.4-4: City List 

In the City List: 

1. Click the required City/Town/Area/Land from the list, or enter the 

City/Town/Area/Land, State and/or Country in the search panel, and 

click Search. 

The available Cities are filtered based on the search criteria provided. 

2. In the City List, click the required City/Town/Area/Land. 

 
Note:  

 Click Reset Search to clear the search criteria in the list. 

 The City/Town/Area/Land values are displayed based on the selected 
Postal Code. 

27.  State System auto-populates the State based on the selected City/Town/Area/Land. 

28.  Country System auto-populates the Country based on the selected 
City/Town/Area/Land.  
 
Note: For Non-Malaysians, enter the Address, Postal Code, 
City/Town/Area/Land, State and Country fields. 

Registration Customs Station 

29.  Registration Station 
Name/Code 

System auto-populates the default Registration Station Name or Code for Non-
Malaysians i.e., Customs Station headquarters name by default. For Malaysians, 
system auto-populates the Registration Station Name or Code based on the 
selected Postal Code if there is only one Customs Station. 

If there are multiple Customs Stations, then click  to browse and select the 
Registration Station Name/Code. 
The Customs Station List appears as shown in Figure 1.4-5. 
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No. Field Name  Description 
Figure 1.4-5: Customs Station List 

In the Customs Station List: 
1. Click the required Station Name from the Customs Station List, or enter 

the Station Name and/or Station Code in the search panel, and click 
Search. 
The available Customs Stations are filtered based on the search criteria 
provided. 

2. In the Customs Station List, click the required Station Name. 
 
Note:  

 Click Reset Search to clear the search criteria in the list. 

 Customs Stations are displayed based on the selected Postal Code. 

 If the selected Postal Code includes only one Customs Station, then 
system auto-populates the Registration Station Name/Code. 

Table 1.4-2: uCustoms Registration Form – Create 

5. Click Next to continue the Business Stakeholder (Individual) Registration process. 

The uCustoms Registration Form refreshes with Created status and Business Stakeholder 

Category section with the default Stakeholder Category as Trader, Bank List section, links and 

checklist as shown in Figure 1.4-6. 
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Figure 1.4-6: uCustoms Registration Form – Business Stakeholder Category 

Click  to view the next steps to complete the registration process as shown below. 

 

Figure 1.4-7: Checklist 
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Note: Once the steps mentioned in the checklist are completed, the  changes to . However, completing 

all the steps in checklist is not mandatory. 

Once the uCustoms Registration Form for Individual is created, the links associated to the 

Registration Form appear in the Link Repository. Click  to view the Link Repository. The available 

links are displayed in an expandable list as listed below. 

 Associate Ports. 

 Associate Customs Stations. 

 History. 

 View/Upload Documents. 

1.4.2 Create Bank Details 

Business Stakeholder (Individual) can create the Bank Details. To create Bank details: 

1. On the uCustoms Registration Form, in the Bank List section, click  as shown in Figure 1.4-

8. 
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Figure 1.4-8: UCustoms Registration Form – Create Bank List 

The Bank Details form appears as shown in Figure 1.4-9. 
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Figure 1.4-9: Bank Details – Create  

2. Enter or select the following fields as described below. 

No. Field Name  Description 
1.  Status System auto-displays the status as New indicating that the process 

has started. 

2.  Bank Name Enter and select the Bank Name. 

3.  Bank Branch Enter and select the Bank Branch.  

4.  Bank/Swift Code System auto-populates the Bank or Swift Code based on the selected 
Bank Branch. 

5.  SPIC Code System auto-populates the SPIC Code based on the selected Bank 
Branch. 

6.  Bank A/C No. Enter the Bank Account number. 

Table 1.4-3: Bank Details – Create 

3. Once all the required fields are entered, click Create. 

The Bank Details form refreshes with Created status as shown below. 

 

Figure 1.4-10: Bank Details – Created 

4. Click Back to navigate back to uCustoms Registration Form. 

The uCustoms Registration Form appears with the updated Bank List section as shown in 

Figure 1.4-11. 
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Figure 1.4-11: uCustoms Registration Form – Bank Details 

1.4.3 Associate/Disassociate Ports 

Individual Business Stakeholders can associate the Ports for registration if required.  

Note: The Individual Stakeholders can be activated even without associating ports. 

To associate Ports: 
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1. In the uCustoms Registration Form, click  and then click Associate Ports. 

The Available Ports List appears as shown below. 

 

Figure 1.4-12: Available Ports List – Associate 

2. Select the check box from the Available Ports List or enter the Port Name, Port Type and/or 

Port Code in the search panel, and click Search.  

The available Ports are filtered based on the search criteria provided. 

Note: Click Reset Search to reset the search parameters in the list. 

3. In the Available Ports List, select the check box corresponding to the Port Name and click 

. 

The selected Ports appear in the Associated Ports List as shown in Figure 1.4-13. 
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Figure 1.4-13: Available Ports List – Associated 

4. Click  to save the associated ports and click  to close the Available Ports List. 

Individual Business Stakeholder can disassociate the associated Ports if required. To disassociate the 

Ports:  

1. In the Associated Ports List, select the check box corresponding to the Port Name that needs 

to be disassociated as shown below. 

 

Figure 1.4-14: Available Ports List – Disassociate 
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Note: Individual Business Stakeholder can set the required port as default by selecting Is Default option if 

required.  

2. Click  to disassociate the selected ports. 

System prompts to confirm the disassociation as shown below. 

 

Figure 1.4-15: Confirm Disassociate 

3. Click OK to disassociate or click Cancel to discard the action. 

The disassociated Ports are listed back in the Available Ports List as shown below. 

 

Figure 1.4-16: Available Ports List – Disassociated 

4. Click  to close the Available Ports List. 

Note: Individual Business Stakeholder information can be registered without associating the Ports. 
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1.4.4 Associate/Disassociate Customs Station 

Individual Business Stakeholders can associate the Customs Stations for registration if required. 

Individual Business Stakeholders can disassociate the associated Customs Stations if required.  

Note: It is optional to associate Custom Stations to register Individual Business Stakeholders. 

 To associate Customs Station: 

1. In the uCustoms Registration Form, click  and then click Associate Customs Station. 

The Available Customs Stations list appears as shown below. 

 

Figure 1.4-17: Available Customs Stations – Associate 

2. Select the check box from the Available Customs Stations list or enter the Station Name 

and/or Station Code in the search field, and click Search.  

The available Customs Stations are filtered based on the search criteria provided. 

Note: Click Reset Search to reset the search parameters in the list. 

3. In the Available Customs Stations list, select the check box corresponding to the Station 

Name to be associated and click . 

The selected Customs Stations appear in the Associated Customs Stations List as shown in 

Figure 1.4-18. 
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Figure 1.4-18: Available Customs Stations - Associated 

Note: 

 Individual Business Stakeholder can associate single or multiple Customs Stations. 

 All the available Customs Stations are displayed for selection. 

4. Click  to save the associated Customs Stations. 

5. Click  to close the Available Customs Stations list. 

Individual Business Stakeholder can disassociate the associated Customs Stations if required. To 

disassociate the Customs Stations:  

1. In the Associated Customs Stations List, select the check box corresponding to the Station 

Name that needs to be disassociated as shown in Figure 1.4-19. 
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Figure 1.4-19: Available Customs Stations – Disassociate 

Note: Individual Business Stakeholder can set the required customs station as default by selecting Is Default 

option if required. 

2. Click  to disassociate the selected Customs Stations. 

System prompts to confirm the disassociation as shown below. 

 

Figure 1.4-20: Confirm Disassociate 

3. Click OK to disassociate or click Cancel to discard the action. 

The disassociated Customs Station is listed back in Available Customs Stations list as shown in 

Figure 1.4-21. 
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Figure 1.4-21: Available Customs Stations – Disassociated 

4. Click  to save the associated Customs Stations.  

5. Click  to close the Available Customs Stations list. 

1.4.5 View/Upload Documents 

Individual Business Stakeholder needs to upload the required documents to register Individual 

Business Stakeholder only if the Nationality is selected as Non-Malaysian. To upload the documents: 

1. In the uCustoms Registration Form, click  and then click View/Upload Documents. 

The Upload Documents form appears as shown in Figure 1.4-22. 
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Figure 1.4-22: Upload Documents Form 

2. Enter or select the following fields as described below.  

No. Field Name  Description 
1.  Document Type Select the Document Type from the drop-down list.  

Document Type drop-down list includes:  

 NRIC Copy, and  

 Others. 
 
Note:  

 The Document Type with Prefix O indicates that the 
document is Optional to upload and M denotes that it 
is mandatory to upload the document. 

 For Malaysians, it is optional to upload the NRIC Copy. 
The documents other than NRIC copy can be uploaded 
by selecting the Document Type as Others. 

 For Non-Malaysians, the drop-down list value includes 
Passport Copy, which is mandatory to upload. 

2.  Other Document Type Enter the Other Document Type. 
 
Note: The Other Document Type field is displayed only when 
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No. Field Name  Description 
the Document Type is selected as Others and it is mandatory. 

3.  File Upload Click  and select the file to be uploaded.  
 
Note:  

 Only .doc, .docx, .xls, xlsx, .pdf, .jpeg, .jpg, .gif, .txt, .rtf, 
.bmp, .png and .zip type files can be uploaded.  

 Maximum size allowed for each file to be uploaded is 3 
MB; and files up to a limit of 10 MB, or 25 files can be 
uploaded. 

4.  Document Reference No. Enter the Document Reference Number. 

5.  Expiry Date 
Click  to select the Document Expiry Date from the 
calendar. 
 
Note: The Expiry Date should be greater than or equal to the 
current date. 

6.  Remarks Enter Remarks (if any). 

Table 1.4-4: Upload Documents 

3. Click Upload to upload the file.  

The uploaded file is displayed in the Uploaded Document List section as shown below. 

 

Figure 1.4-23: Uploaded Document List 
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4. In the Uploaded Document List, click View/Download to view the uploaded document and 

download it. 

5. Click Close to close the form. 

Individual Business Stakeholder can delete the uploaded document if required. To delete the 

uploaded documents: 

1. In the Uploaded Document List, select the uploaded document to be deleted as shown 

below. 

 

Figure 1.4-24: Uploaded Document List – Delete 

2. Click  to delete the uploaded document. 

System prompts to confirm the deletion as shown below. 

 

Figure 1.4-25: Confirm Delete 
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3. Click OK to delete or click Cancel to discard the action. 

1.4.6 View History 

Individual Stakeholders can view the history details of the uCustoms Registration Form. To view the 

History details: 

1. In the uCustoms Registration Form, click  and then click History. 

The Individual History list appears as shown below. 

 

Figure 1.4-26: Individual History  

2. In Other Information field, select the required information type and click Search. 

Note: Other Information field helps to view the history of changes for the selected transaction.  

The Other Information drop-down values include: 

 All, 

 Address, 

 Agent Association, 

 Banks, 

 Contact Details, 

 Individual Details, 
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 Personal Details, 

 User Customs Stations, and 

 User Ports. 

The Individual History list displays the selected information as shown below. 

 

Figure 1.4-27: Individual History Details  

3. Click History Details to view the details.  

The History Details form appears as shown below. 

 

Figure 1.4-28: History Details Form 

4. Click  to close the form. 
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1.5 Submit and Activate Business Stakeholders (Individual) 

Individual Business Stakeholder can submit the uCustoms Registration Form for activation with or 

without associating Ports and Customs Stations.  

Note: Individual Stakeholder can click Logout in uCustoms Registration Form to logout from uCustoms. If 

Individual Stakeholder logs into uCustoms again, then the Stakeholder is navigated to the same uCustoms 

Registration Form.  

To submit and activate Business Stakeholder (Individual): 

1. In the uCustoms Registration Form, click Submit as shown in Figure 1.5-1. 
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Figure 1.5-1: uCustoms Registration Form – Submit 

Once the registration is submitted, the following Registration Confirmation form appears as 

shown in Figure 1.5-2. 
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Figure 1.5-2: Registration Confirmation 

2. Click OK. 

Note: A notification is sent to the Individual Stakeholder’s uCustoms Inbox. 

3. In the Inbox Notifications, click New Individual/Organization Registered message as shown 

below. 

 

Figure 1.5-3: New Individual/Organization Registered – Inbox Notifications 

Note: Inbox Notifications page appears by default after login. All the notifications received are grouped as per 

the message type, displaying the number of messages received in each group. 

The Registered Successfully – List Inbox appears with From, Subject, Received Date and 

Reference columns as shown in Figure 1.5-4. 
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Figure 1.5-4: Individual Registered Successfully – List Inbox 

4. Click Open to open the New Individual or Organization registered message. 

The uCustoms Registration Form appears with Activated status as shown in Figure 1.5-5. 
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Figure 1.5-5: uCustoms Registration Form – Activated 
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1.6 Edit Profile Information 

Individual Business Stakeholder can edit the Profile information and create New Agent Association 

for delegation after activation of uCustoms Registration Form. To edit Profile Information: 

1. On the Home page, click  and then click  to edit the 

Individual Business Stakeholder profile information as shown below. 

 

Figure 1.6-1: Individual Business Stakeholder Home Page 

The uCustoms Registration Form appears as shown in Figure 1.6-2. 
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Figure 1.6-2: Individual Stakeholder – Edit Profile Information 

2. Make the necessary changes. 

3. Click Save to save the changes. 
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Note: System automatically generates Registration Ref No. after the Individual Stakeholder is activated. The 

Individual Stakeholder can print the uCustoms Registration Form after activation. 

1.7 Create New Agent Association 

The activated Individual Business Stakeholder can create new Agent Association to delegate goods 

declaration on their behalf if required. After associating the Forwarding Agent, system notifies the 

Forwarding Agent about the association. Forwarding Agent can Acknowledge or Deny the requested 

Agent association. 

Note: Agent Association section is displayed only if the User Profile is selected as Trader. 

To create New Agent Association: 

1. On the uCustoms Registration Form, in the Agent Association section, click  to create 

new Agent Association as shown below. 

 

Figure 1.7-1: New Agent Association 

The Agent Association form appears as shown below.  

 

Figure 1.7-2: Agent Association 

2. Enter or select the following fields as described below.  

No. Field Name  Description 
1.  Status System auto-displays the status as New indicating the process 
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No. Field Name  Description 
has started. 

2.  From Trader System auto-displays the From Trader field based on the 
Trader login and it is non-editable. 

3.  To Agent Click  to browse and select the Agent.  
The Agent Association List appears as shown below. 

 

Figure 1.7-3: Agent Association List 

In the Agent Association List: 

1. In the Agent Association List, click the required 

Organization Name, or enter the Agent Code, 

Organization Name and/or BRN in the search panel, 

and click Search.  

The available Organizations are filtered based on the 

search criteria provided. 

2. In the Agent Association List, click the required 

Organization Name. 

 
Note:  

 Click Reset Search to clear the search criteria in the 
list. 

 Only activated Forwarding Agents are listed in the 
Agent Association List for association. 

4.  Agent Code System auto-populates the Agent Code based on the selected 
To Agent. 

5.  Remarks Enter Remarks (if any). 

Table 1.7-1: Agent Association 

3. Once all the required details are entered, click Create.  

The Agent Association form refreshes with Created status and checklist  as shown in 

Figure 1.7-4. 
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Figure 1.7-4: Agent Association – Created 

4. Click  to view the next steps to complete the Agent association process. 

 

Figure 1.7-5: Checklist  

Note: Once the steps mentioned in the checklist are completed, the  changes to . However, completing 

all the steps in checklist is not mandatory. 

Once the Agent Association form is created, the links associated to the Agent Association form 

appear in the Link Repository. Click  to view the Link Repository. The available links are displayed 

in an expandable list as listed below. 

 Associate Customs Station. 

 View/Upload Documents. 

These links are provided to add, view or upload required details for the Agent Association 

information. The Agent Association form with the list of links is shown in Figure 1.7-6. 
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Figure 1.7-6: Agent Association – Link Repository 

All these links and their functionalities are explained below. 

1.7.1 Associate/Disassociate Customs Station 

Individual Business Stakeholder can associate Customs Stations if required before submitting the 

Agent Association. To associate Customs Station: 

 In the Agent Association form, click  and then click Associate Customs Station to associate 

the Customs Station. 

For more details, refer section 1.4.4 Associate/Disassociate Customs Station. 

1.7.2 View/Upload Documents 

Individual Business Stakeholder can upload the required documents to submit Agent Association. 

However, this is optional. To upload the documents: 

 In the Agent Association form, click  and then click View/Upload Documents to upload the 

documents.  

For more details, refer section 1.4.5 View/Upload Documents. 

Note: If no Customs Station is associated, then the Agent can work in all the Customs Stations. 
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1.8 Submit Agent Association 

Individual Business Stakeholder can submit the Agent Association form. To submit the Agent 

Association: 

1. In the Agent Association form, click Submit as shown below. 

 

Figure 1.8-1: Agent Association Form – Submit 

The Agent Association form refreshes with Submitted status as shown below. 

 

Figure 1.8-2: Agent Association Form – Submitted 

2. Click Back to navigate back to uCustoms Registration Form. 

System notifies the respective Forwarding Agent about the submitted Agent Association. Once 

Forwarding Agent acknowledges, the Agent Association form refreshes with Acknowledged status 

and if denies, the Agent association form refreshes with Denied status.  

Note:  

 In the Agent Association form, if Customs Stations are associated for the Agent, then after 

acknowledgement the Agent can work only for those Customs Stations. If Customs Stations are not 
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associated, then Agent can work for any Customs station. However, Business Stakeholder (Trader) can 

associate maximum three (3) Forwarding Agents to each Customs Station. 

 If the Agent Association is Denied, then the Trader can associate the same Forwarding Agent once 

again, or else same Organization of the Forwarding Agent can be used for association. 

The uCustoms Registration Form refreshes with the updated Agent Association details as 

shown in Figure 1.8-2. 
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Figure 1.8-3: uCustoms Registration Form - Updated Agent Association Details 

Note: A registered Individual Business Stakeholder can register an Organization with the same Login ID.  



 
                       
 
 

 

Issue 1.2              Page 96 of 198 

 

 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

B. Business Stakeholder (Organization) 

The Organization Business Stakeholder can complete the uCustoms registration process after 

receiving SSO registration confirmation. The registration process includes associating Ports, Profiles 

and Customs Stations. The activated Organization Business Stakeholder can then add additional users 

and request for Additional User Management if the limit to create additional users exhausts. 

Organization Business Stakeholders of Sabah, Sarawak or Labuan Authorities can update and send 

the Additional Organization information for approval if there is any change in Organization details, or 

else can approach Customs Registration Department for amendment. The updated Additional 

Organization Information is sent to the respective authority for approval. 

1.9 Register Business Stakeholder (Organization) Online 

Organization Business Stakeholders can complete the uCustoms registration process online. After 

successfully completing the uCustoms registration process, Organization Business Stakeholders can 

login into uCustoms and perform all the activities accessible to their profile. 

1.9.1 Create Business Stakeholder (Organization) 

Organization Business Stakeholder can register online. To create Business Stakeholder (Organization): 

1. Once the registered Organization Business Stakeholder receives the SSO Registration 

Confirmation, the uCustoms Registration Form appears as shown below. 

 

Figure 1.9-1: uCustoms Registration Form – Organization 

2. Enter or select the following fields as described below. 
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No. Field Name Description 
1.  Stakeholder Type Select the Stakeholder Type as Organization. 

2.  Registration Authority Select the Registration Authority from the drop-down list. 
 
Note: The drop-down list values include: 

 Sabah State Authority - Registration Authority of companies that 
belong to Sabah state (East Malaysia). 

 Sarawak State Authority - Registration Authority of companies that 
belong to Sarawak state (East Malaysia). If the Organization 
belongs either to Sabah or Sarawak State Authorities, then that 
Organization’s uCustoms Registration Form needs to be approved 
for activation by the respective State Authority or by the respective 
Customs state authorities. 

 SSM (Companies Commission of Malaysia) - If the Organization 
belongs to SSM (Companies Commission of Malaysia) and the 
Business Entity is selected as Registrar of Business (ROB)/ Registrar 
of Company (ROC), then system automatically activates the 
Organization’s uCustoms Registration Form. If the Organization 
belongs to SSM (Companies Commission of Malaysia) and if the 
Business Entity is selected as LLP, then the uCustoms Registration 
Form needs to be approved for activation by the respective State 
Authority or by the respective Customs state authorities. 

 Registrar of Society (ROS) - If the Organization belongs to ROS, 
then that Organization’s uCustoms Registration Form needs to be 
approved for activation by the respective State Authority or by the 
respective Customs state authorities. 

 Labuan Authority - If the Organization belongs to Labuan Authority, 
then that Organization’s uCustoms Registration Form needs to be 
approved for activation by the respective State Authority or by the 
respective Customs state authorities. 

3.  Business Entity Select the Business Entity from the drop-down list. 
 
Note: Business Entity drop-down list values change based on the selected 
Registration Authority.  
For ROS, the drop-down list values include: 

 Politics,  

 Welfare,  

 Social,  

 Recreation,  

 Mutual Benefit (Funeral Expenses),  

 Culture and Arts,  

 Iktisas,  
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No. Field Name Description 
 Human Rights,  

 Safety/Security/Salvation, 

 Religious, and 

 Trading/Commercial. 
For Sabah State Authority, the drop-down list values include: 

 Partnership, 

 Sole Proprietor, 

 Individual, 

 Registrar of Business (ROB), 

 Registrar of Company (ROC), and 

 Others. 
For Sarawak State Authority, the drop-down list value includes: 

 Registrar of Business (ROB). 
For SSM, the drop-down list values include: 

 Registrar of Business (ROB),  

 Registrar of Company (ROC), and 

 Limited Liability Partnership (LLP). 
For Labuan Authority, the drop-down list value includes: 

 Registrar of Business (ROB). 

4.  BRN Enter the BRN.  
 
Note: BRN should contain only alphanumeric characters. 

 If an Organization is already registered with same BRN, then 
system shows the Alert message for duplicate BRN as shown 
below. 

 

Figure 1.9-2: Alert – Duplicate BRN 

 An Organization BRN registered with Sabah/Sarawak authorities 
can be duplicated within the same or local authorities. When the 
BRN is duplicated, a prefix is added to the BRN as shown in Figure 
1.9-3.  
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No. Field Name Description 

 

Figure 1.9-3: Duplicated BRN - Prefix 

o If an Organization is registered with Sabah Authority, and if the 
same Organization is registered with Sarawak Authority, then a 
prefix SB is added to the BRN. 

o If an Organization is registered with Sarawak Authority, and if 
the same Organization is registered with Sabah Authority, then 
a prefix SW is added to the BRN. 

 If a BRN has multiple companies, then user can select the Company 
name when logged into uCustoms. 

 If an Organization registration is cancelled, then the same BRN can 
be used for registering a new Organization. 

5.  Organization Name Enter the Organization name. 
 
Note: Organization Name should match as per the registered BRN. 

Table 1.9-1: uCustoms Registration Form – Organization 

3. Once all the required details are entered, click Proceed. 

The uCustoms Registration Form appears as shown in Figure 1.9-4. 
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Figure 1.9-4: uCustoms Organization Business Stakeholder Registration 

4. Enter or select the following fields as described below. 

No. Field Name  Description 
1.  Status System displays the status as New indicating the process has 

started. 

2.  Stakeholder Type System auto-displays the Stakeholder Type as Organization based 
on the information selected in the previous uCustoms 
Registration Form. 

3.  Registration Date By default, system auto-populates the current date as the 
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No. Field Name  Description 
Registration Date and it is non-editable. 

Organization Information 

4.  Organization Name  System auto-displays the Organization Name based on the details 
entered in the previous uCustoms Registration Form. However, it 
can be edited. 

5.  BRN System auto-displays the Business Registration Number (BRN) 
based on the details entered in the previous uCustoms 
Registration Form. However, it can be edited. 
 
Note: 

 BRN is a unique number issued by the Suruhanjaya 
Syarikat Malaysia (SSM) while registering a business in 
Malaysia. 

 Organization Name and BRN are verified with SSM. If the 
provided BRN and Organization Name do not validate 
with SSM, then system notifies Registration failure to the 
Applicant. 

 SSM handles the registration of new businesses, renewal 
and amendments of registered businesses in Malaysia. 

6.  Registration Authority System auto-displays the Registration Authority based on the 
value selected in the previous uCustoms Registration Form. 

7.  Business Entity System auto-displays the Business Entity based on the value 
selected in the previous uCustoms Registration Form. 

8.  GST No. System auto-populates the GST number from SSM if it is 
registered with the entered NRIC No. or BRN. 

Personal Details 

9.  Nationality Select the Nationality as Malaysian or Non-Malaysian. 

 If the Business Stakeholder (Individual) is a Malaysian 
citizen, select Malaysian; or 

 If the Business Stakeholder (Individual) is a Foreigner, 
select Non-Malaysian. 

 
Note: If Nationality is selected as Non-Malaysian, then ID Type 
automatically changes to Passport No. 

10.  ID Type System auto-selects the ID Type as NRIC No. 

 If the Nationality is selected as Malaysian, then ID Type is 
auto-selected as NRIC No.; or 

 If the Nationality is selected as Non-Malaysian, then ID 
Type is auto-selected as Passport No. 

11.  Full Name  Enter the Full Name as per the NRIC or Passport. 
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No. Field Name  Description 
Note: Full Name should match with the name on the NRIC or 
Passport. 

12.  Gender Select the Gender as Male, Female or Neuter Gender. 

13.  NRIC No. Enter the NRIC number. NRIC number is numeric and accepts 12 
digits. The NRIC number should not contain any special characters 
(!, @, #, $, %, ^, &, *, (, ), -, =, /,.). 
 
Note: This field is displayed only if the Nationality is selected as 
Malaysian.  

14.  Passport No. Enter the Passport number. Passport number is alphanumeric and 
it should not contain any special characters (!, @, #, $, %, ^, &, *, 
(, ), -, =, /,.,).  
 
Note: The fields Passport No., Passport Expiry Date, Country and 
Passport Issued From are displayed only if the Nationality is 
selected as Non-Malaysian. 

15.  Passport Expiry Date 
Click  to select the Passport Expiry Date from the calendar. 

16.  Country Enter and select the name of the Country from where the 
Passport number is issued. 

17.  Passport Issued From Enter the place from where the passport is issued. 

18.  Login ID System auto-displays the Login ID of the Organization Business 
Stakeholder, which is registered in SSO. 

19.  Communication Email 
ID 

Select the Communication Email ID as Primary Email ID or 
Alternative Email ID. 

20.  Primary Email ID System auto-populates the entered Login ID as the Primary Email 
ID of the Organization Business Stakeholder. 

21.  Designation Select the Designation of the Organization Business Stakeholder 
from the drop-down list. 
Designation drop-down list values include: 

 Managing Director, 

 Director, 

 Manager, 

 Senior Executive, 

 Executive, 

 Non-Executive, 

 Supervisor, 

 Owner, 

 Partnership, 

 Ordinary Partnership, 

 Sole Proprietorship  
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No. Field Name  Description 
 Secretary, 

 Clerk, and 

 Others. 

22.  Others Enter the Others designation of the Organization Stakeholder as 
shown below. 

 

Figure 1.9-5: Designation - Others 

Note: This field is displayed only if the Designation is selected as 
Others. It is mandatory to include the Designation details. 

23.  Alternative Email ID By default, this field is disabled and it displays the email ID 
entered in SSO. It is mandatory to enter the Alternative Email ID 
of the Organization Business Stakeholder if the Communication 
Email ID is selected as Alternative Email ID. 

Organization Primary Contact 

24.  Mobile Number System auto-populates the Mobile Number with the Country Code 
based on the entered Login ID.  

25.  Telephone Number 2 Select the Country Code from the drop-down list and enter the 
Telephone Number 2. 
 
Note: Telephone Number should be in the format Country code-
Number. 

26.  Telephone Number 1 System auto-populates the Telephone Number 1 with the Country 
Code based on the entered Login ID. 

27.  Fax Number Select the Country Code from the drop-down list and enter the 
Fax Number. 

Organization Primary Address 

28.  Address System auto-displays the Address, which can be edited. 

29.  Postal Code System auto-displays the Postal Code, which can be edited. Postal 
Code is numeric and accepts minimum five (5) digits. 

30.  City/Town/Area/Land 
Click  to browse and select the City, Town, Area or Land.  
The City List appears as shown in Figure 1.9-6. 
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No. Field Name  Description 

 

Figure 1.9-6: City List 

In the City List: 

1. Click the required City/Town/Area/Land from the pop-up 

window or enter the City/Town/Area/Land, State and / or 

Country in the search panel and click Search.  

The available Cities are filtered based on the search 

criteria provided. 

2. In the City List, click the required City/Town/Area/Land. 

 
Note: Click Reset Search to reset the search parameters in the list. 

31.  State System auto-populates the State based on the selected 
City/Town/Area/Land. 

32.  Country System auto-populates the Country based on the selected 
City/Town/Area/Land. 
 
Note: For Non-Malaysians, enter the Address, Country, Postal 
Code, City/Town/Area/Land and State fields. 

Registration Customs Station 
33.  Registration Station 

Name/Code 
System auto-populates the default Registration Station Name or 
Code for Non-Malaysians. For Malaysians, system auto-populates 
the Registration Station Name or Code based on the selected 
Postal Code, if there is only one Customs Station. 
 
Note: For Non-Malaysians, if the Country is selected as Malaysia, 

then the Registration Station Name/Code includes  using 
which the Business Stakeholder (Online) can select the Customs 
Station, which is editable. 

If there are multiple Customs Stations, click  to browse and 
select the Registration Station Name/Code. 
The Customs Station List appears as shown in Figure 1.9-7. 
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No. Field Name  Description 

 

Figure 1.9-7: Customs Station List 

In the Customs Station List: 

1. Click the required Station Name from the list or enter the 

Station Name and/or Station Code in the search panel and 

click Search. 

The available Customs Stations are filtered based on the 

search criteria provided. 

2. In the Customs Station List, click the required Station 

Name. 

Note: Click Reset Search to reset the search parameters in the list. 

Table 1.9-2: Organization Business Stakeholder Registration 

5. Click Next to continue the Business Stakeholder (Organization) Registration process. 

The uCustoms Registration Form refreshes with Created status, Business Stakeholder 

Category, Master User, Bank List sections and checklist  as shown in Figure 1.9-8. 
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Figure 1.9-8: Created Organization Business Stakeholder 
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Once the Registration Form for Organization is created and Business Stakeholder Category is 

associated, the links associated to the Registration Form appear in the Link Repository. Click  to 

view the Link Repository. The available links are displayed in an expandable list as listed below and 

shown in Figure 1.9-9. 

 Additional Organization Information (for Sabah, Sarawak or Labuan Authority). 

 View/Upload Documents (for all Registration Authorities). 

 View History (for all Registration Authorities). 

 View Organization Information (SSM) (if the Registration Authority is selected as Companies 

Commission of Malaysia (SSM) and Business Entity as ROB/ROC). 

 View Organization Members (if the Registration Authority is selected as Companies 

Commission of Malaysia (SSM) and Business Entity as ROB/ROC). 

 View Organization Information (uCustoms) (if the Registration Authority is selected 

Companies Commission of Malaysia (SSM) and Business Entity as ROB, ROC or LLP). 

 Based on the selected Registration Authority and the Business Entity type, the uCustoms 

Registration Form links are displayed as listed below. 

No. Registration 
Authority 

Business 
Entity 

Available Links Respective Approver  

1.  Sabah State Authority Any  Additional Organization 
Information. 

 View History. 
 View/Upload Documents. 

Sabah State Authority 

2.  Sarawak State Authority ROB  Additional Organization 
Information. 

 View History. 
 View/Upload Documents. 

Sarawak State Authority 

3.  Companies Commission 
of Malaysia (SSM) 

ROB/ROC 
 
 
 
 
 
  

 View History. 

 View/Upload Documents. 

 Organization Information 
(uCustoms). 

 Organization Members. 

 Organization Information 

System automatically 
activates the Business 
Stakeholder 
(Organization). 
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No. Registration 
Authority 

Business 
Entity 

Available Links Respective Approver  

(SSM). 

4.  Registrar of Society 
(ROS) 

ROS  View History. 

 View/Upload Documents. 

ROS Approver 
 

5.  Labuan Authority ROB  Additional Organization 
Information. 

 View History. 
 View/Upload Documents. 

Labuan Authority  

6.  Companies Commission 
of Malaysia (SSM) 

LLP  View History. 
 View/Upload Documents. 
 Organization Information 

(uCustoms). 

LLP Approver  
 

Table 1.9-3: Approvers for different Registration Authority and Business Entities 

The uCustoms Registration Form with the links is shown in Figure 1.9-9. 
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Figure 1.9-9: uCustoms Registration Form (Organization) – Link Repository 
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Click  to view the next steps to complete the registration process as shown below. 

 

Figure 1.9-10: Checklist  

Note: Once the steps mentioned in the checklist are completed, the  changes to . However, completing 

all the steps in checklist is not mandatory. 

1.9.2 Create Bank Details 

Organization Business Stakeholder can create the Bank details. For more details, refer section 1.4.2 

Create Bank Details. 

1.9.3 Associate/Disassociate Ports 

Organization Business Stakeholder can associate the required ports to submit Organization Business 

Stakeholder information. For more details, refer section 1.4.3 Associate/Disassociate Ports. 

1.9.4 Associate/Disassociate Customs Stations 

Organization Business Stakeholder can associate the required customs stations to register 

Organization Business Stakeholder. For more details, refer section 1.4.4 Associate/Disassociate 

Customs Station. 
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1.9.5 Associate Business Stakeholder Category  

After creating the uCustoms Registration Form, the Organization Business Stakeholder can associate 

Business Stakeholder Category. To associate Business Stakeholder Category: 

1. On the uCustoms Registration Form, in the Business Stakeholder Category section, click  

to associate the stakeholders as shown below. 

 

Figure 1.9-11: Business Stakeholder Category List 

The Business Stakeholder Category list appears as shown below. 

 

Figure 1.9-12: Business Stakeholder Category – Associate 

2. Select the check box from the available Business Stakeholder Category list or enter the 

Stakeholder Category in the search panel, and click Search.  

The available Stakeholders are filtered based on the search criteria provided. 

3. In the Business Stakeholder Category list, select the check box corresponding to the required 

Stakeholder Category and click  to save the selection. 
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The uCustoms Registration Form appears with the updated Business Stakeholder Category 

section as shown in Figure 1.9-13. 
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Figure 1.9-13: uCustoms Registration Form – Associated Stakeholders 
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Note: 

 If the associated Business Stakeholder Category is Trader or Manufacturer, then these stakeholder 

categories are activated once the Organization is activated and do not require license. 

 If the associated Business Stakeholder Category is other than Trader or Manufacturer, then these 

stakeholder categories are activated only when the respective licenses are approved. 

To disassociate the Business Stakeholder Category: 

1. On the uCustoms Registration Form, in the Business Stakeholder Category section, select the 

check box corresponding to the Stakeholder Category to be disassociated. 

2. Click  to disassociate the selected Stakeholder Category as shown below. 

 

Figure 1.9-14: Business Stakeholder Category - Disassociate 

System prompts to confirm the disassociation as shown below. 

 

Figure 1.9-15: Confirm Disassociate 

3. Click OK to disassociate or click Cancel to discard the action. 

Note: If a Business Stakeholder Category is associated to the user and set as default, then it cannot be 

disassociated. 
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1.9.6 Associate/Disassociate Profiles 

Organization Business Stakeholder needs to associate Profiles to submit Organization Business 

Stakeholder. To associate Profiles: 

1. On the uCustoms Registration Form, in the Master User section, click Associate Profiles as 

shown in Figure 1.9-16. 
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Figure 1.9-16: uCustoms Registration Form – Associate Profiles 
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The Available User Profile List appears as shown below. 

 

Figure 1.9-17: Available User Profile List – Associate 

Note: The User Profiles are displayed as per the associated Business Stakeholder. 

2. Select the check box from the Available User Profile List or enter the Name in the search 

panel, and click Search.  

The available User Profiles are filtered based on the search criteria provided. 

Note: Click Reset Search to reset the search parameters in the list. 

3. In the Available User Profile List, select the check box corresponding to the Name and click 

 to associate the User Profile. 

The selected User Profile appears in the Associated User Profile List as shown below. 

 

Figure 1.9-18: Available User Profiles List – Associated 

4. Click  to save the associated user profiles.  

5. Click  to close the Available User Profile List. 
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To disassociate the Profiles:  

1. In the Associated User Profile List, select the check box corresponding to the profile Name 

that needs to be disassociated as shown below. 

 

Figure 1.9-19: Available User Profile List – Disassociate 

Note: The default user profile cannot be disassociated. To disassociate the default user profile, set another 

user profile as default and then disassociate. 

2. Click  to disassociate the associated Profile. 

System prompts to confirm the disassociation as shown below. 

 

Figure 1.9-20: Confirm Disassociate 

3. Click OK to disassociate or click Cancel to discard the action. 

The disassociated Profiles are listed back in Available User Profile List as shown in Figure 1.9-

21. 
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Figure 1.9-21: Available User Profile List - Disassociated 

1.9.7 Create Additional Organization Information  

Organization Business Stakeholder can create Additional Organization Information based on the 

selected Registration Authority. To create Additional Organization Information: 

1. In the uCustoms Registration Form, click  and then click Additional Organization 

Information to create and save the Organization details as shown in Figure 1.9-22. 
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Figure 1.9-22: uCustoms Registration Form – Additional Organization Information 
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The Organization Information form appears as shown below. 

 

Figure 1.9-23: Organization Information – Create 

Note: System auto-displays the Organization information except the Company Category and Expiry Date, 

based on the details entered in the uCustoms Registration Form. 

2. Click  to select the Organization’s Expiry Date from the calendar. 

3. Enter the Company Category. 

4. Click Create.  



 
                       
 
 

 

Issue 1.2              Page 122 of 198 

 

 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

The Organization Information form refreshes with the Last Updated Date, Created status and 

Organization Member List section as shown below.  

 

Figure 1.9-24: Organization Information - Created 

5. In the Organization Member List section, click  to create new organization member details.  

The Organization Member Details form appears as shown in Figure 1.9-25. 
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Figure 1.9-25: Organization Member Details - Create 

6. Enter or select the following fields as described below.  

No. Field Name  Description 
1.  ID Type By default, system auto-selects the ID Type as NRIC No. Select 

Passport No. if the organization member is a Non-Malaysian. 

2.  Designation Select the Designation of the Business Stakeholder from the drop-
down list. 
Designation drop-down list values include: 

 Managing Director, 

 Director, 

 Manager, 

 Senior Executive, 

 Executive, 

 Non-Executive, 

 Supervisor, 

 Owner, 

 Partnership, 

 Ordinary Partnership, 

 Sole Proprietorship  

 Secretary, 

 Clerk, and 

 Others. 

3.  Full Name  Enter the Full Name as per the NRIC No. or Passport No. 

4.  NRIC No. Enter the NRIC number or Passport number.  

5.  Address Enter the Address. 

Table 1.9-4: Organization Member Details – Create 

7. Once all the required details are entered, click Create. 

The Organization Information form refreshes with the new Organization Member List details 

as shown in Figure 1.9-26. 
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Figure 1.9-26: Organization Information – Updated Organization Member List 

8. Click Save to save the details and click Back to navigate back to uCustoms Registration Form. 

To delete the Organization Member details: 

1. On the Organization Information form, in the Organization Member List section, select the 

check box corresponding to the Full Name to be deleted. 

2. Click  to delete the selected Organization Member details as shown in Figure 1.9-27. 
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Figure 1.9-27: Organization Member Details – Delete 

System prompts to confirm the deletion as shown below. 

 

Figure 1.9-28: Confirm Delete  

3. Click OK to delete or click Cancel to discard the action. 

Once the Additional Organization Information is created, the links associated to the Additional 

Organization Information form appear in the Link Repository. Click  to view the Link Repository. 

The available links are displayed in an expandable list as listed below. 

 Additional Address Information. 

 History. 

1.9.7.1 Create Additional Address Information  

Organization Business Stakeholder can create Additional Address Information for the Organization. 

To create Additional Address Information: 

1. In the Organization Information form, click  and then click Additional Address Information 

to create the Additional Address Information as shown in Figure 1.9-29. 
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Figure 1.9-29: Organization Information – Additional Address Information  

The Additional Address Information form appears as shown in Figure 1.9-30.  
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Figure 1.9-30: Additional Address Information - Create  

2. Enter or select the following fields as described below. 

No. Field Name  Description 
1.  Address Enter the Address. 

2.  Postal Code Enter and select the Postal Code. 

3.  City/Town/Area/Land 
Click  to browse and select the City, Town, Area or Land.  
The City List appears as shown below. 

 

Figure 1.9-31: City List 

In the City List: 

1. Click the required City/Town/Area/Land from the list or 

enter the City/Town/Area/Land, State and / or Country 

in the search panel and click Search.  

The available Cities are filtered based on the search 

criteria provided. 

2. In the City List, click the required City/Town/Area/Land. 

 
Note: Click Reset Search to reset the search parameters in the 
list. 

4.  State  System auto-populates the State based on the selected 
City/Town/Area/Land. 
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No. Field Name  Description 
5.  Country System auto-populates the Country based on the selected 

City/Town/Area/Land. 

Table 1.9-5: Additional Address Information - Create 

3. Once all the required details are entered, click Create.  

The Additional Address Information form refreshes as shown below.  

 

Figure 1.9-32: Additional Address Information – Save 

4. Click Save to save the details or click Close to navigate back to the Organization Information 

form. 

1.9.7.2 View History  

Organization Business Stakeholder can view the history details of the Organization Information form. 

To view the History details: 

 In the Organization Information form, click  and then click History.  

For more details, refer section 1.4.6 View History. 

1.9.8 View/Upload Documents 

Organization Business Stakeholder can view or upload the required documents to submit the 

Registration Form. To view or upload the documents: 

 In the uCustoms Registration Form, click  and then click View/Upload Documents as 

shown in Figure 1.9-33. 
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Figure 1.9-33: uCustoms Registration Form – View/Upload Documents 
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Note: The mandatory documents to be uploaded to register Business Stakeholder (Organization) are: 

 For ROS, it is mandatory to upload Certificate of Society document. 

 For Sarawak, it is mandatory to upload Registration Certificate (Form R.22 – Amendments 1/96). 

 For Sabah State Authority, it is mandatory to upload Business Licensing document. 

 If the Registration Authority is selected as SSM, and the Business Entity is selected as LLP, then it is 

mandatory to upload Form D/Certificate of Incorporation document. 

To know how to view or upload documents, refer section 1.4.5 View/Upload Documents. 

1.9.9 View History 

Organization Business Stakeholder can view the history details of the uCustoms Registration Form. To 

view the History details: 

 In the uCustoms Registration Form, click  and then click History.  

For more details, refer section 1.4.6 View History. 

1.9.10 View Organization Information (SSM) 

Organization Business Stakeholder can view the Organization Information (SSM) of the uCustoms 

Registration Form.  

Note: This section is applicable if the Registration Authority is selected as Companies Commission of Malaysia 

(SSM) with Business Entity as Registrar of Business (ROB) or Registrar of Company (ROC). If the Registration 

Authority is selected as Companies Commission of Malaysia (SSM) with Business Entity as LLP, then View 

Organization Members link is not applicable and these links appear only after activation so that the 

Organization Business Stakeholder can make any change in the Organization Information. 

To view the Organization Information (SSM): 

1. In the uCustoms Registration Form, click  and then click Organization Information (SSM) as 

shown in Figure 1.9-34. 
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Figure 1.9-34: uCustoms Registration Form – Organization Information (SSM) 
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The Organization Information (SSM) form appears as shown below. 

 

Figure 1.9-35: Organization Information Form 

2. Click Close to navigate back to uCustoms Registration Form. 

1.9.11 View Organization Information (uCustoms) 

Organization Stakeholder can view the Organization Information (uCustoms) of the uCustoms 

Registration Form. To view the Organization Information (uCustoms): 

1. In the uCustoms Registration Form, click  and then click Organization Information 

(uCustoms) as shown in Figure 1.9-36. 
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Figure 1.9-36: uCustoms Registration Form – Organization Information (uCustoms)  
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The Organization Information form appears as shown below. 

 

Figure 1.9-37: Organization Information – Create 

Note: System auto-displays the Organization information except the Company Category and Expiry Date, 

based on the details entered in the uCustoms Registration Form. 

2. Click  to select the Organization’s Expiry Date from the calendar. 

3. Enter the Company Category (if any). 

4. Click Create.  

The Organization Information form refreshes with the Last Updated Date and Created status 

as shown in Figure 1.9-38.  
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Figure 1.9-38: Organization Information – Created 

5. Click Save to save the entered details and click Close to close the form. 

1.9.12 View Organization Members 

Organization Stakeholder can view the Organization members of the uCustoms Registration Form. To 

view the Organization Members: 

1. In the uCustoms Registration Form, click  and then click Organization Members as shown 

in Figure 1.9-39. 
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Figure 1.9-39: uCustoms Registration Form – Organization Members 
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The Organization Members pop-up window appears as shown below. 

 

Figure 1.9-40: Organization Members Pop-up Window 

2. Click  to close the pop-up window. 

1.10 Submit and Activate Business Stakeholder (Organization) 

Organization Business Stakeholder can submit the uCustoms Registration Form. Once the form is 

submitted, based on the selected Registration Authority, system activates the form directly or it is 

sent to the respective Registration Authority for approval. For more details, refer Table 1.9-3. To 

submit Business Stakeholder (Organization): 

1. In the uCustoms Registration Form, click Submit as shown in Figure 1.10-1. 
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Figure 1.10-1: uCustoms Registration Form – Submit for Approval 
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Note: System automatically generates Registration Ref No. once the Organization Business Stakeholder is 

activated.  

Once the registration is completed, the following Registration Confirmation form appears as 

shown below. 

 

Figure 1.10-2: Registration Confirmation 

2. Click OK. 

The uCustoms Registration Form appears with Registered status as shown in Figure 1.10-3. 
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Figure 1.10-3: uCustoms Registration Form – Registered 
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Note:  

 A notification is sent to the Registration Authority for approval. After approval, the Organization is 

activated.  

 If the Business Stakeholder Category is selected as Trader, then the Agent Association section is 

displayed once the Organization Business Stakeholder Information is activated. For more details, refer 

sections 1.7 Create New Agent Association and 1.8 Submit Agent Association. 

Click checklist  to validate whether the checklist items are completed as shown below.  

 

Figure 1.10-4: Checklist  

Note: To submit the uCustoms Registration Form, completing all the steps in checklist is not mandatory.  

1.11 Edit Profile Information 

Organization Business Stakeholder can edit the Profile information. To edit the Profile Information: 

1. On the uCustoms Home page, click  and then click  

to edit the profile information of Organization Business Stakeholder as shown in Figure 1.11-

1. 
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Figure 1.11-1: Organization Business Stakeholder Home Page 

The uCustoms Registration Form appears as shown in Figure 1.11-2. 
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Figure 1.11-2: Organization Stakeholder – Edit Profile Information 
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2. Make the necessary changes. 

3. Click Save to save the changes. 

1.12 Reset Password 

Master User can reset the Password for the Login ID once the Organization information is activated. 

To reset the password: 

1. On the uCustoms Registration Form, in the Maser User section, click Reset Password 

corresponding to the Login ID as shown below. 

 

Figure 1.12-1: Reset Password 

System prompts to confirm resetting the password as shown below. 

 

Figure 1.12-2: Reset Password Confirmation 

2. Click OK to reset the password or click Cancel to discard the action. 

An Alert message appears as shown below. 

 

Figure 1.12-3: Alert Message – Password Reset 
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System sends the following Email message to the Stakeholder as shown below. 

 

Figure 1.12-4: Email Message – Password 

3. In the email, click Reset Password to reset the password.  

The SSO window appears to update the password. 

1.13 Add Additional Users (Organization) 

Master User can add new users or additional users with the required Business Stakeholder Category. 

Master User can request for Additional User Management if the limit to create additional users 

exhausts.  

1.13.1 Create New Additional User Information  

Master User can create new or additional users. To create new Additional User Information:  

1. On the uCustoms Registration Form, in the Additional Users section, click  to create New 

User as shown in Figure 1.13-1. 
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Figure 1.13-1: uCustoms Registration Form – Additional Users  



 
                       
 
 

 

Issue 1.2              Page 147 of 198 

 

 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

The User Information form appears as shown below. 

 

Figure 1.13-2: User Information Form 

2. Enter or select the following fields as described below.  

No. Field Name  Description 
1.  Status System auto-displays the status as New indicating the 

process has started. 

2.  Organization Name System auto-displays the Organization Name based on the 
details provided in uCustoms Registration Form. 

3.  Nationality Select the Nationality as Malaysian or Non-Malaysian. 

 If the Business Stakeholder is a Malaysian citizen, 
select Malaysian; or 

 If the Business Stakeholder is a Foreigner, select Non-
Malaysian. 

 
Note: If Nationality is selected as Non-Malaysian, then ID 
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No. Field Name  Description 
Type automatically changes to Passport No. 

4.  ID Type System auto-selects the ID Type as NRIC No. 

 If the Nationality is selected as Malaysian, then ID 
Type is auto-selected as NRIC No.; or 

 If the Nationality is selected as Non-Malaysian, then 
ID Type is auto-selected as Passport No. 

5.  NRIC No. Enter the NRIC number. NRIC number is numeric and accepts 
12 digits and it should not contain any special characters (!, 
@, #, $, %, ^, &, *, (, ), -, =, /,.). 
 
Note: This field is displayed only if the Nationality is selected 
as Malaysian.  

6.  Passport No. Enter the Passport No. Passport number is alphanumeric for 
example, K3639262 and it should not contain any special 
characters (!, @, #, $, %, ^, &, *, (, ), -, =, /,.). 
 
Note: The fields Passport No., Passport Expiry Date, Country 
and Passport Issued From are displayed only if the 
Nationality is selected as Non-Malaysian. 

7.  Passport Expiry Date 
Click  to select the Passport Expiry Date from the 
calendar. 

8.  Country Enter the country name from where the Passport number is 
issued. 

9.  Passport Issued From Enter and select the place from where the Passport is issued. 

10.  Full Name  Enter the Full Name as per NRIC. 
 
Note: For Malaysians the Full Name should be as per the 
NRIC and it cannot be changed. For Non-Malaysians Full 
Name is editable and it should be same as in Passport. 

11.  Gender Select the Gender as Male, Female or Neuter Gender. 

12.  Login ID Enter the Login ID of the Business Stakeholder which is 
registered in SSO. 

13.  GST No. System auto-populates the GST number from SSM if it is 
registered with the entered NRIC No. or BRN. 

14.  Communication Email ID Select the Communication Email ID as Primary Email ID or 
Alternative Email ID. 

15.  Primary Email ID System auto-populates the entered Login ID as the Primary 
Email ID of the Organization Business Stakeholder. 

16.  Master User Select the check box to register a Master User.  
 
Note:  
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No. Field Name  Description 

 Current Master User can make the additional user as 
the Master user if required. Once the additional user 
is activated, the Master User profile is deactivated 
automatically. 

 The previous Master User cannot login in uCustoms 
until the new Master user activates the profile. 

17.  Alternative Email ID By default, this field is disabled and it displays the email ID 
entered in SSO. It is mandatory to enter the Alternative Email 
ID of the Organization Business Stakeholder if the 
Communication Email ID is selected as Alternative Email ID. 

18.  Designation Select the Designation of the Business Stakeholder from the 
drop-down list. 
Designation drop-down list values include: 

 Managing Director, 

 Director, 

 Manager, 

 Senior Executive, 

 Executive, 

 Non-Executive, 

 Supervisor, 

 Owner, 

 Partnership, 

 Ordinary Partnership, 

 Sole Proprietorship  

 Secretary, 

 Clerk, and 

 Others. 

19.  Others Enter the Others designation of the Business Stakeholder. 

 

Figure 1.13-3: Designation - Others 

Note: This field is displayed only if the Designation is selected 
as Others. It is mandatory to include Others Designation 
details. 

20.  Mobile Number System auto-displays the Mobile Number with the country 
code based on the entered Login ID. 

21.  Telephone Number 2 Select the country code from the drop-down list and then 
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No. Field Name  Description 
enter the Telephone Number 2. 

22.  Telephone Number 1 System auto-displays the Telephone Number 2 with the 
country code based on the entered Login ID. 

23.  Fax Number Select the country code from the drop-down list and then 
enter the Fax Number. 

24.  Address Enter the Address. 

25.  Postal Code Enter and select the Postal Code. Postal Code is numeric and 
accepts minimum five (5) digits.  

26.  City/Town/Area/Land 
Click  to browse and select the City, Town, Area or Land.  

The City List appears as shown below. 

 

Figure 1.13-4: City List 

In the City List: 

1. Click the required City/Town/Area/Land from the list 

or enter the City/Town/Area/Land, State and / or 

Country in the search panel and click Search.  

The available Cities are filtered based on the search 

criteria provided. 

2. In the City List, click the required 

City/Town/Area/Land. 

 
Note: Click Reset Search to reset the search parameters in 
the list. 

27.  State System auto-populates the State based on the selected 
City/Town/Area/Land. 

28.  Country System auto-populates the Country based on the selected 
City/Town/Area/Land. 
 
Note: For Non-Malaysians, enter the Address, Country, Postal 
Code, City/Town/Area/Land and State fields. 

Table 1.13-1: User Information Form - Create 

3. Once all the required details are entered, click Create. 
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The User Information form refreshes with Created status as shown below. 

 

Figure 1.13-5: User Information – Created 

Once the User Information form is created, the links associated to the form appear in the Link 

Repository. Click  to view the Link Repository. The available links are displayed in an expandable 

list as listed below. 

 Associate Ports. 

 Associate Profiles. 

 Associate Customs Stations. 

 View/ Upload Documents. 
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1.13.2 Associate/Disassociate Ports  

Organization Business Stakeholder can associate and disassociate the associated Ports if required. For 

more details, refer section 1.4.3 Associate/Disassociate Ports. 

1.13.3 Associate/Disassociate Profiles 

Organization Business Stakeholder can associate and disassociate the associated profiles if required. 

For more details, refer section 1.9.6 Associate/Disassociate Profiles. 

1.13.4 Associate/Disassociate Customs Stations 

Organization Business Stakeholder can associate and disassociate the associated Customs Stations if 

required. For more details, refer section 1.4.4 Associate/Disassociate Customs Stations. 

1.13.5 View/Upload Documents  

Organization Business Stakeholder can view or upload documents. For more details, refer section 

1.4.5 View/Upload Documents. 

1.14 Activate User Information 

Organization Business Stakeholder can activate the User Information. To activate the User 

Information: 

1. In the User Information form, click Activate as shown in Figure 1.14-1. 
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Figure 1.14-1: User Information Form (Organization) – Activate 

System prompts to activate the user as shown below. 

 

Figure 1.14-2: Activate User 

2. Click OK to activate or click Cancel to discard the action. 
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The User Information form refreshes with Active status as shown below. 

 

Figure 1.14-3: User Information Form (Organization) – Active 

Note:  

 Click Deactivate to deactivate the User Information. 

 Click Cancel User to cancel the User Information. 

3. Click Back to navigate back to the uCustoms Registration Form. 

The uCustoms Registration Form refreshes with the updated Additional Users section as 

shown in Figure 1.14-4. 
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Figure 1.14-4: uCustoms Registration Form - Additional Users 
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1.15 Cancel User 

Organization Stakeholder can cancel the additional user’s details. To cancel the User: 

Note: Only additional user’s details can be Cancelled. 

1. On the uCustoms Registration Form, in the Additional Users section, click Cancel User 

corresponding to the Login ID in Active status as shown below. 

 

Figure 1.15-1: Cancel Additional User 

System prompts to confirm the user cancellation. 

 

Figure 1.15-2: Cancel User 

2. Click OK to cancel the user or click Cancel to discard the action. 

The Additional Users section refreshes with Cancelled status as shown below. 

 

Figure 1.15-3: Cancelled Additional User 

Note: If the additional user is Cancelled, then the related links are disabled and the same Login ID and NRIC 

No. or Passport No. can be reused to create a new additional user. 
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1.16 Create and Submit Ceiling Limit Request  

Master User has access to add additional users. Master User can request for Additional User 

Management if the limit to create additional users exhausts. The submitted ceiling limit request is 

approved by the Customs Registration Department. In case the Ceiling limit exhausts, system displays 

an alert message as shown below. 

 

Figure 1.16-1: Alert Message – Ceiling Limit 

To create and submit Ceiling Limit Request: 

1. On the Registration menu, click Ceiling Limit Request submenu. 

The Ceiling Limit Request List appears as shown below. 

 

Figure 1.16-2: Ceiling Limit Request List 

2. In the Ceiling Limit Request List, click  to create Ceiling Limit request as shown in Figure 

1.16-3. 
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Figure 1.16-3: Ceiling Limit Request - Create 

3. Enter or select the following fields as described below. 

No. Field Name  Description 
1.  Status System auto-displays the status as New indicating the process has 

started. 

2.  Organization Name System auto-displays the Organization Name of the logged in 
Master User. 

3.  Requested Date System auto-displays the Requested Date as the current date by 
default and it is non-editable. 

4.  Allowed Ceiling Limit System displays the count of Allowed Ceiling Limit and it is non-
editable. 

5.  Requested Ceiling Limit Enter the count of ceiling limit to be increased. 
 
Note: The Requested Ceiling Limit should be greater than the 
Allowed Ceiling Limit. 

6.  Description Enter description of the Ceiling limit request. 

Table 1.16-1: Ceiling Limit Request – Create 

4. Once all the required details are entered, click Create. 

The Ceiling Limit Request form refreshes with Created status as shown below. 

 

Figure 1.16-4: Ceiling Limit Request – Created 

5. Click Save and then click Submit. 
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The Ceiling Limit Request form refreshes with Submitted status as shown below. 

 

Figure 1.16-5: Ceiling Limit Request – Submitted 

The submitted request is sent to Customs Registration Department for approval. 

1.17 Submit Additional Organization Information (Sabah/Sarawak/Labuan) 

Master User can update Additional Organization Information if required, in order to add or modify 

Address Information in the Organization Information. Master User can update and send the 

Additional Organization Information for approval to the respective authority or can approach the 

Customs Registration Department to amend and update the required information. To submit 

Additional Organization Information (Sabah, Sarawak or Labuan): 

1. In the Inbox Notifications, click Approved Organization message as shown below. 

 

Figure 1.17-1: Approved Organization – Inbox Notifications 

Note: Inbox Notifications page appears by default after login. All the notifications received are grouped as per 

the message type, displaying the number of messages received in each group. 

The Organization is Registered Successfully – Inbox List appears with From, Subject, Received 

Date and Reference columns as shown below.  
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Figure 1.17-2: Organization Registered Successfully – Inbox List 

2. Click Open to open the approved Organization message for which additional organization 

information is to be sent for approval.  

The uCustoms Registration Form appears with Activated status as shown in Figure 1.17-3. 
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Figure 1.17-3: uCustoms Registration Form – Additional Organization Information 
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3. In the uCustoms Registration Form, click  and then click Additional Organization 

Information. 

The Organization Information form appears with Submitted status as shown below. 

 

Figure 1.17-4: Organization Information – Send for Approval 

4. Click Send for Approval to send the Organization Information for approval. 
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The Organization Information form refreshes with Sent for Approval status as shown below. 

 

Figure 1.17-5: Organization Information – Sent for Approval 

Note: The submitted Additional Organization Information is sent to the respective Registration Authority i.e., 

Sabah, Sarawak State Authority or Labuan Authority for approval. 



 
                       
 
 

 

Issue 1.2              Page 164 of 198 

 

 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

C. Sabah/Sarawak State Authority/Labuan Authority (External OGA State 
Authorities) 

Sabah, Sarawak State Authority or Labuan Authority receives the Business Stakeholder (Organization) 

Registration Forms for approval if the Registration Authority is Sabah State Authority, Sarawak State 

Authority or Labuan Authority respectively. Sabah, Sarawak State Authority or Labuan Authority can 

approve, decline or return the uCustoms Registration Form to Master User for correction. Once the 

uCustoms Registration Form is approved, Master User can activate the Agent Information through 

Broker Affairs module. Sabah, Sarawak State Authority or Labuan Authority can amend the 

Additional Organization details if requested by Master User over the counter. Sabah, Sarawak State 

Authority or Labuan Authority also receives the Additional Organization Information forms updated 

by Master User for approval. Sabah, Sarawak State Authority or Labuan Authority can amend, 

approve or return the Additional Organization Information for correction. 

1.18 Approve/Decline uCustoms Registration Form  

Sabah, Sarawak State Authority or Labuan Authority can approve or decline the Business Stakeholder 

(Organization) uCustoms Registration Form. To approve Business Stakeholder’s uCustoms 

Registration Form: 

1. In the Inbox Notifications, click New Individual/Organization Registered message as shown 

below.  

 

Figure 1.18-1: New Individual/Organization Registered – Inbox Notifications 
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Note: Inbox Notifications page appears by default after login. All the notifications received are grouped as per 

the message type, displaying the number of messages received in each group. 

The New Individual/Organization is Registered Successfully – Inbox List appears with From, 

Subject, Received Date and Reference columns as shown below. 

 

Figure 1.18-2: Registered Individual/Organization – Inbox List 

2. Click Open to open the New Individual or Organization registered message. 

The uCustoms Registration Form appears with Registered status as shown in Figure 1.18-3. 
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Figure 1.18-3: uCustoms Registration Form – Submitted for Approval 
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3. Click Approve.  

The uCustoms Registration Form refreshes with Activated status as shown in Figure 1.18-4. 
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Figure 1.18-4: uCustoms Registration Form – Activated 
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Note:  

 The uCustoms Registration Form can be returned for correction if the submitted organization 

information is insufficient.  

 The uCustoms Registration Form can be declined if the submitted organization information is 

incorrect.  

 The BRN and the Organization Name of the Declined Organizations can be reused for registration if 

required. 

1.18.1 Print uCustoms Registration Form 

Sabah, Sarawak State Authority or Labuan Authority and Business (Individual, Organization and 

Governmental) Stakeholder can print the activated uCustoms Registration Form.  

Note: Print button is available for all stakeholders once the respective stakeholder information is activated. 

To print the uCustoms Registration Form: 

 In the uCustoms Registration Form, click Print to print the uCustoms Registration Information 

Form as shown in Figure 1.18-5. 
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Figure 1.18-5: uCustoms Registration Form – Print 
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Auto-generated uCustoms Registration Slip appears in PDF format as shown below. 

 

Figure 1.18-6: uCustoms Registration Form – Print 



 
                       
 
 

 

Issue 1.2              Page 172 of 198 

 

 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

Note:  

 By default, a print file is generated in PDF format. The generated print file allows to save a copy and 

also to print if the printer is configured. 

 Click  to save download a copy of the printed file. 

 Click  to print the file. 

 Click  to rotate the file clockwise. 

 Click  to fit the file to page. 

 Click  to zoom out of the printed file. 

 Click  to zoom in the printed file. 

1.19 Approve/Amend/Return Additional Organization Information (Sabah/Sarawak/Labuan) for 
Correction 

Sabah, Sarawak State or Labuan Authority can approve, amend or return the Additional Organization 

Information for correction to the Master User who is registered as Sabah, Sarawak State or Labuan 

Authorities. To approve Additional Organization Information (Sabah, Sarawak or Labuan): 

1. In the Inbox Notifications, click Registered Organization Additional Information message as 

shown below.  

 

Figure 1.19-1: Registered Organization Additional Information – Inbox Notifications 
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Note: Inbox Notifications page appears by default after login. All the notifications received are grouped as per 

the message type, displaying the number of messages received in each group. 

The Organization Information is Submitted for Approval – List Inbox appears with From, 

Subject, Received Date and Reference columns as shown below.  

 

Figure 1.19-2: Organization Information Submitted for Approval – List Inbox  

2. Click Open to open the Organization Information submitted for Approval message. 

The Organization Information form appears with Sent for Approval status as shown in Figure 

1.19-3. 
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Figure 1.19-3: Organization Information – Approve 

3. Click Approve. 

The Organization Information form refreshes with Approved status as shown in Figure 1.19-4. 
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Figure 1.19-4: Organization Information – Approved 

Note: The Return for Correction button allows returning the Organization Information to the Master User for 

correction and the status of form changes to Returned for Correction.  

To amend the Additional Organization Information: 

 In the Organization Information form, click Amend to amend the Additional Organization 

Information as shown in Figure 1.19-5. 
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Figure 1.19-5: Additional Organization Information – Amend 

The Organization Information form refreshes with Amended status as shown in Figure 1.19-6. 
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Figure 1.19-6: Organization Information – Amended  

Note: Sabah, Sarawak State Authority or Labuan Authority can amend the Additional Organization details, if 

the Master User approaches the Customs Registration Department over the Counter to amend the 

Organization Information. After amendment, the Organization Information form status changes to Amended 

by Authority. 
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D. Governmental Stakeholder (OGA/PIA/Authorities) 

Governmental Stakeholder needs to register through RMCD Portal. After successful registration, 

Government Stakeholder receives SSO ID. After receiving the SSO ID, Governmental Stakeholder 

needs to approach Customs Registration Department for registration. The Governmental Stakeholder 

Registration process involves creating Departments, associating Ports, Profiles and Customs Stations 

which are registered with the required Master User information. The activated Master User can 

create Business Stakeholder (Organization, Individual and OGA) and can create, modify and delete 

new users. However, this is restricted to Malaysians only. 

1.20 Edit Profile Information  

The activated Governmental Stakeholder can edit the profile information. To edit the Profile 

Information: 

1. On the uCustoms Home page, click  and then click  to 

edit the profile information of Governmental Stakeholder as shown below. 

 

Figure 1.20-1: Governmental Stakeholder (OGA) uCustoms Home Page 

The Governmental/Authorities Information form appears with Activated status as shown in 

Figure 1.20-2. 



 
                       
 
 

 

Issue 1.2              Page 179 of 198 

 

 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

 

Figure 1.20-2: Governmental/Authorities Information – Edit Profile Information  

2. Make the necessary changes and click Save to save the changes. 



 
                       
 
 

 

Issue 1.2              Page 180 of 198 

 

 

 

RMCD - uCustoms   Confidential 
User Manual Phase 1 – Registration (External User)  uCustoms 24.03.04 

 

 

This document constitutes confidential proprietary information of ICS and Royal Malaysian Customs Department. It may 

not, without the written consent of ICS and Royal Malaysian Customs Department, be copied, reprinted or reproduced in 

any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any 

language, in any form or by any means, be it electronic, mechanical, optical, magnetic or otherwise. 

 

Note: The user can only make changes in the Department Information and Master User sections. 

 In the Department Information section, the additional Departments and users and can be added. 

 In the Master User section, the Ports and Customs Stations can be added and the address information 

can be updated. 

1.21 Add Additional Users  

Governmental Authorities can add new users if required, once their profile is activated. To add the 

Additional users: 

1. If the Governmental/Authorities Information form is created without Department, then in 

the Additional User section, click .  

Or  

2. If the Governmental/Authorities Information form is created with Department, then the 

Additional User Information can be created in any of the following methods: 

 On the Governmental/Authorities Information form, in the Department Information 

section, click  to open corresponding Department to create Additional User 

Information under that department. 

 On the Governmental/Authorities Information form, in the Department Information 

section, click  to create Additional User Information in the new department. 

The User Information form appears as show in Figure 1.21-1. 
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Figure 1.21-1: User Information – Create 

3. Enter or select the following fields as described below.  

No. Field Name  Description 
1.  Status System auto-displays the status as New indicating the process 

has started. 

2.  ID Type System auto-selects the ID Type as NRIC No. 

3.  Nationality System auto-selects the Nationality as Malaysian. 

4.  Full Name  Enter the Full Name as per the NRIC. 

5.  Gender Select the Gender as Male, Female or Neuter Gender. 

6.  NRIC No. Enter the NRIC number. NRIC number is numeric and accepts 
12 digits and it should not contain any special characters (!, @, 
#, $, %, ^, &, *, (, ), -, =, /,.). 

7.  Login ID Enter the Login ID of the Governmental Stakeholder which is 
registered in SSO. 

8.  Primary Email ID System auto-populates the entered Login ID as the Primary 
Email ID of the Governmental Stakeholder. 

9.  Communication Email ID Select the Communication Email ID as Primary Email ID or 
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No. Field Name  Description 
Alternative Email ID. 

10.  Alternative Email ID It is mandatory to enter the Alternative Email ID of the 
Governmental Stakeholder if the Communication Email ID is 
selected as Alternative Email ID. 

11.  Master User Select the check box to register a Master User. 

12.  Designation Select the Designation of the Governmental Stakeholder from 
the drop-down list. 
Designation drop-down list values include: 

 Managing Director, 

 Director, 

 Manager, 

 Senior Executive, 

 Executive, 

 Non-Executive, 

 Supervisor, 

 Owner, 

 Partnership, 

 Ordinary Partnership, 

 Sole Proprietorship  

 Secretary, 

 Clerk, and 

 Others. 

13.  Transaction Type Select the Transaction Type as Port Based and/or Customs 
Station Based, or select both or select Permits. 
 
Note:  

 If the Transaction Type is selected as Port, then in the 
User Information form, associating the Ports to User 
Information (Master User and Additional Users) is 
mandatory. 

 If the Transaction Type is selected as Customs Station, 
then in the User Information form associating the 
Customs Stations to User Information (Master User and 
Additional Users) is mandatory. 

14.  Others Enter the Others designation of the Governmental Stakeholder. 

 

Figure 1.21-2: Designation – Others 
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No. Field Name  Description 
Note: This field is displayed only if the Designation is selected 
as Others. It is mandatory to include the Designation details. 

15.  Mobile Number System auto-displays the Mobile Number with the Country 
Code based on the entered Login ID. 

16.  Telephone Number (2) Select the Country Code from the drop-down list and then 
enter the Telephone Number 2. 

17.  Telephone Number (1) System auto-displays the Telephone Number 1 with the 
Country Code based on the entered Login ID. 

18.  Fax Number Select the Country Code from the drop-down list and then 
enter the Fax Number. 

19.  Address Enter the Address. 

20.  Postal Code Enter and select the Postal Code. Postal Code is numeric and 
accepts minimum five (5) digits.  

21.  City/Town/Area/Land 
Click  to browse and select the City, Town, Area or Land.  

The City List appears as shown below. 

 

Figure 1.21-3: City List 

In the City List: 

1. Click the required City/Town/Area/Land from the list or 

enter the City/Town/Area/Land, State and / or Country 

in the search panel and click Search.  

The available Cities are filtered based on the search 

criteria provided. 

2. In the City List, click the required City/Town/Area/Land. 

 
Note: Click Reset Search to reset the search parameters in the 
list. 

22.  State System auto-populates State based on the selected 
City/Town/Area/Land. 

23.  Country System auto-populates Country based on the selected 
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No. Field Name  Description 
City/Town/Area/Land. 

Table 1.21-1: User Information Form – Create 

4. Once all the required details are entered, click Create. 

The User Information form refreshes with Created status as shown below. 

 

Figure 1.21-4: User Information form – Created 

5. Click Save to save the details.  

Once the User Information form is created, the links associated to the form appear in the Link 

Repository. Click  to view the Link Repository. The available links are displayed in an expandable 

list as listed below. 

 Associate Ports. 

 Associate Profiles. 

 Associate Customs Stations. 
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 View/Upload Documents. 

Note: Based on the selected Transaction Type in the User Information form, association of Ports and Customs 

Stations varies as mentioned below: 

 Port – Association of Ports is mandatory. 

 Customs Station – Association of Customs Station is mandatory. 

1.21.1 Associate/Disassociate Ports  

Governmental Stakeholder can associate and disassociate the associated ports if required. For more 

details, refer section 1.4.3 Associate/Disassociate Ports. 

1.21.2 Associate/Disassociate Profiles 

Governmental Stakeholder can associate and disassociate the associated profiles if required. For 

more details, refer section 1.9.6 Associate/Disassociate Profiles. 

1.21.3 Associate/Disassociate Customs Stations 

Governmental Stakeholder Master User can associate and disassociate the associated Customs 

Stations if required. For more details, refer section 1.4.4 Associate/Disassociate Customs Stations. 

1.21.4 View/Upload Documents  

Governmental Stakeholder Master User can view or upload documents. For more details, refer 

section 1.4.5 View/Upload Documents. 

1.22 Activate Additional User Information 

Governmental Stakeholder Master User can activate the additional user information. For more 

details refer section 1.14 Activate User Information. 
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1.23 Cancel User  

Governmental Stakeholder Master User can cancel the additional user. For more details refer section 

1.15 Cancel User. 

1.24 Create Business Stakeholder (Individual) 

The activated Governmental Stakeholder can create Business Stakeholder (Individual) for Malaysians 

if required, and can submit the registration details to the Customs Registration Department for 

approval. To create Business Stakeholder (Individual): 

1. On the Registration menu, click Business Stakeholders submenu to create Business 

Stakeholder. 

The Business Stakeholders list appears as shown below. 

 

Figure 1.24-1: Business Stakeholders – Create 

2. Click  to create new Organization Business Stakeholder. 

The uCustoms Registration Form appears as shown below. 

 

Figure 1.24-2: uCustoms Registration Form – Individual 
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3. Click Proceed.  

4. To proceed to next steps, refer section 1.4  

5. Register Business Stakeholders (Individual) Online. 

1.25 Create Business Stakeholder (Organization) 

The activated Governmental Stakeholder can create Business Stakeholder (Organization) for 

Malaysians if required, and can submit the registration details to the Customs Registration 

Department for approval. To create Business Stakeholder (Organization): 

1. On the Registration menu, click Business Stakeholders submenu to create Business 

Stakeholder. 

The Business Stakeholders list appears as shown below. 

 

Figure 1.25-1: Business Stakeholders – Create 

2. Click  to create new Organization Business Stakeholder. 

The uCustoms Registration Form appears as shown below. 

 

Figure 1.25-2: uCustoms Registration Form – Proceed 
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3. Click Proceed.  

4. To proceed to next steps, refer section 1.9 Register Business Stakeholder (Organization) 

Online. 

1.26 Create and Submit Ceiling Limit Request 

Governmental Stakeholder can also request for Additional User Management if the limit to create 

additional users exhausts. For more details, refer section 1.16 Create and Submit Ceiling Limit 

Request. 

1.27 Module Summary 

Following is the summary of the activities detailed in this chapter. 

Register Users (SSO) 

 SSO Registration. 

o Register (Individual, Organization or Governmental User (SSO)). 

Business Stakeholder (Individual) 

 Register Business Stakeholder (Individual) Online. 

o Create Business Stakeholder (Individual). 

o Create Bank Details. 

o Associate or Disassociate Ports. 

o Associate or Disassociate Customs Station. 

o View or Upload Documents. 

o View History. 

 Submit and Activate Business Stakeholder (Individual). 

 Edit Profile Information. 

 Create New Agent Association. 

o Associate or Disassociate Customs Stations. 

o View or Upload Documents. 
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 Submit Agent Association. 

Business Stakeholder (Organization)  

 Register Business Stakeholder (Organization) Online. 

o Create Business Stakeholder (Organization). 

o Create Bank Details. 

o Associate or Disassociate Ports. 

o Associate or Disassociate Customs Stations. 

o Associate Business Stakeholder Category. 

o Associate or Disassociate Profiles. 

o Create Additional Organization Information. 

 Create Additional Address Information. 

 View History. 

o View or Upload Documents. 

o View History. 

o View Organization Information (SSM). 

o View Organization Information (uCustoms). 

o View Organization Members. 

 Submit and Activate Business Stakeholder (Organization). 

 Edit Profile Information. 

 Reset Password. 

 Add Additional Users (Organization).  

o Create New Additional User Information. 

o Associate Ports. 

o Associate Profiles. 

o Associate Customs Stations. 

o View or Upload Documents. 
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 Activate User Information. 

 Cancel User. 

 Create and Submit Ceiling Limit Request. 

 Submit Additional Organization Information (Sabah, Sarawak or Labuan). 

Sabah, Sarawak State Authority or Labuan Authority (External OGA Authorities) 

 Approve or Decline uCustoms Registration Form. 

o Print uCustoms Registration Form. 

 Approve, Amend or Return Additional Organization Information (Sabah, Sarawak or Labuan) 

for Correction. 

Governmental Stakeholder (OGA, PIA or Authorities) 

 Edit Profile Information. 

 Add Additional Users. 

o Associate Ports. 

o Associate Profiles. 

o Associate Customs Stations. 

o View or Upload Documents. 

 Activate User Information. 

 Cancel User. 

 Create Business Stakeholder (Individual). 

 Create Business Stakeholder (Organization). 

 Create and Submit Ceiling Limit Request. 
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QUICK REFERENCE 

uCustoms Window 

 

The Fundamentals 

To Search: Specify the search criteria in the fields and click Search.  

To Sign Out: Click  located at the top of the screen. 
To Sign in as a Different User: Sign out and then on the logon window, enter the 
alternative user information in the fields and logon. 
To Change User Preferences: Click Profile Management. In the expandable list, click 
Preferences. In the Preferences window, user can change the Default User Profile. 
To Edit Profile Details: Click Profile Management. In the expandable list, click Edit Profile. User can make 
the required changes in the Registration form.  

Common Features 

Open a record: Click  to open a record. 
Sort a column: Click the Column heading to sort the records in ascending or 
descending order. 

Delete a record: Select the record to be deleted from the list and click . 

User Types and Characteristics 

Following Stakeholders can access the Registration module: 
1. Register Users (SSO) 

 SSO Registration. 
o Register (Individual, Organization or Governmental User (SSO)). 

2. Business Stakeholder (Individual) 

 Register Business Stakeholder (Individual) Online. 
o Create Business Stakeholder (Individual). 
o Create Bank Details. 
o Associate or Disassociate Ports. 
o Associate or Disassociate Customs Station. 
o View or Upload Documents. 
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o View History. 

 Submit and Activate Business Stakeholder (Individual). 

 Edit Profile Information. 

 Create New Agent Association. 
o Associate or Disassociate Customs Stations. 
o View or Upload Documents. 

 Submit Agent Association. 
3. Business Stakeholder (Organization) 

 Register Business Stakeholder (Organization) Online. 
o Create Business Stakeholder (Organization). 
o Create Bank Details. 
o Associate Ports. 
o Associate Customs Stations. 
o Associate Business Stakeholder Category. 
o Associate Profiles. 
o Create Additional Organization Information. 
o Create Additional Address Information. 
o View or Upload Documents. 
o View History. 
o View Organization Information (SSM). 
o View Organization Information (uCustoms). 
o View Organization Members. 

 Submit and Activate Business Stakeholder (Organization). 

 Edit Profile Information. 

 Reset Password. 

 Add Additional Users (Organization).  

 Create New Additional User Information. 
o Associate Ports. 
o Associate Profiles. 
o Associate Customs Stations. 
o View or Upload Documents. 

 Activate User Information. 

 Cancel User. 

 Create and Submit Ceiling Limit Request. 

 Submit Additional Organization Information (Sabah, Sarawak or Labuan). 
4. Sabah, Sarawak State Authority or Labuan Authority (External OGA Authorities) 

 Approve or Decline uCustoms Registration Form. 
o Print uCustoms Registration Form. 

 Approve, Amend or Return Additional Organization Information (Sabah, Sarawak or Labuan) for 
Correction. 

5. Governmental Stakeholder (OGA, PIA or Authorities) 

 Edit Profile Information. 
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 Add Additional Users. 
o Associate Ports. 
o Associate Profiles. 
o Associate Customs Stations. 
o View or Upload Documents. 

 Activate User Information. 

 Cancel User. 

 Create Business Stakeholder (Individual). 

 Create Business Stakeholder (Organization). 

 Create and Submit Ceiling Limit Request. 

Functions 

How to Create Business Stakeholder (Individual)? 
On the RMCD portal, register in SSO.  Enter the required details and click Submit in New User 
Registration Form to complete the SSO registration. In uCustoms Registration Form  select the 
Stakeholder Type as Individual.  Enter all the mandatory fields in uCustoms Registration Form  click 
Next.  
The uCustoms Registration Form status changes from New to Created.  
 
How to Submit and Activate Business Stakeholder (Individual)? 

In the uCustoms Registration Form, create the Bank details and then click  to: 

 Associate Ports. 

 Associate Customs Station. 

 View/Upload Documents. 

Enter all the required details  click Submit.  
The uCustoms Registration Form status changes from Created to Activated. 
 
How to Edit Profile Information?  

On the uCustoms Home page, click  and then click .  
The uCustoms Registration Form appears to make any changes  click Save. 
 
How to Create New Agent Association? 

On the uCustoms Registration Form, in the Agent Association section, click  to create New Agent 
Association. Enter all the mandatory fields in Agent Association form  click Create.  
The Agent Association form status changes from New to Created. 
 
How to Submit New Agent Association? 

In the Agent Association form, click  to: 

 Associate Customs Station.  

 View/Upload Documents. 
Enter all the required details in Agent Association form  click Save and then click Submit. 
Agent Association form status changes from Created to Submitted. 
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How to Create Business Stakeholder (Organization)? 
On the RMCD portal, register in SSO.  Enter the required details and click Submit in New User 
Registration Form to complete the SSO registration. In uCustoms Registration Form select the 
Stakeholder Type as Organization. Enter all the mandatory fields in uCustoms Registration Form  click 
Next.  
The uCustoms Registration Form status changes from New to Created. 
 
How to Submit and Activate Business Stakeholder (Organization)? 

On the uCustoms Registration Form, in the Business Stakeholder Category section, click  to associate 
the Organization Business Stakeholder. 
 
Note: 

 If the associated Business Stakeholder Category is Trader or Manufacturer, then these stakeholder 
categories are activated once the Organization is activated and do not require license. 

 If the associated Business Stakeholder Category is other than Trader or Manufacturer, then these 
stakeholder categories are activated only when the respective licenses are approved. 

 

In the uCustoms Registration Form, click  to: 

 Add Additional Organization Information. 

 Add Additional Address Information. 

 View/Upload Documents. 

 Associate Ports. 

 Associate Customs Stations. 

 Associate Profiles. 

Enter all the required details  click Submit.  
The uCustoms Registration Form status changes from Created to Registered. 
 
Note: A notification is sent to the Registration Department for approval. After approval, the Organization is 
activated.  
 
How to Reset Password? 
On the uCustoms Registration Form, in the Maser User section, click Reset Password corresponding to the 
Login ID. The system sends an Email message to the stakeholder. In the email, click Reset Password to reset 
the password. The SSO page appears to update the password. 
 
How to Create New Additional User? 

On the uCustoms Registration Form, in the Additional Users section, click  to create new Additional 
User. Enter all the mandatory fields in User Information form click Create. 
The User Information form status changes from New to Created. 
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How to Activate New User? 

In the User Information form, click  to: 

 Associate Ports. 

 Associate Customs Stations.  

 Associate Profiles. 

 View/Upload Documents. 
Enter all the required details in the User Information form  click Activate. 
The User Information form status changes from Created to Active. 
 
How to Cancel the User? 
On the uCustoms Registration Form, in the Additional Users section, click Cancel User corresponding to 
the Login ID. System prompts to cancel the user.  
The Additional Users section status changes from Active to Cancelled. 
 
How to Create and Submit Ceiling Limit request? 

On the Registration menu, click Ceiling Limit Request submenu. In the Ceiling Limit Request List, click  
to create Ceiling Limit. Enter all the required details in Ceiling Limit Request form  click Create. The 
Ceiling Limit Request form status from New to Created.  Click Save and then click Submit.  
The Ceiling Limit Request form status from Created to Submitted. 
 
How to Submit Additional Organizational Information (Sabah, Sarawak or Labuan)? 
In the Inbox Notifications, click Approved Organization message.  Click Reference. In the uCustoms 

Registration Form, click  and then click Additional Organization Information. Click Send for Approval. 
The Organization Information form status changes from Submitted to Sen for Approval. 
 
How to Approve / Decline uCustoms Registration Form? 
In the Inbox Notifications, click New Individual/Organization Registered message.  Click Reference. 
Click Approve.  
The uCustoms Registration Form status changes from Registered to Activated. 
 
Note: Decline button allows declining the uCustoms Registration Form submitted by the Master User. 
 
How to Approve/Amend/Return Additional Organization Information (Sabah, Sarawak or Labuan) for 
Correction? 
In the Inbox Notifications, click Registered Organization Additional Information message.  Click 
Reference.Click Approve.  
The Organization Information form status changes from Sent for Approval to Approved. 
 
To amend the Additional Organization Information: 
In the Organization Information form  click Amend. 
The Organization Information form status changes from Sent for Approval to Amended. 
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Note: Sabah, Sarawak State Authority or Labuan Authority can amend the Additional Organization details, 
if the Master User approaches the Customs Registration Department over the Counter to amend the 
Organization Information. After amendment, the Organization Information form status changes to 
Amended by Authority. 
 
To return the Additional Organization Information for correction: 
In the Organization Information form  click Return for Correction.  
The Organization Information form status changes from Sent for Approval to Returned for Correction.  
 
How to Create and Submit Additional User Information? 

On the Governmental/Authorities Information form, in the Additional Users section, click . Enter all 
the required details in User Information form  click Create.  
The User Information form status from New to Created.  Click Save.  

In the User Information form, click  to: 

 Associate Ports. 

 Associate Customs Stations.  

 Associate Profiles. 

 View/Upload Documents. 
Enter all the required details in the User Information form  click Activate. 
The User Information form status changes from Created to Active. 
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GLOSSARY 

BRN - Business Registration Number (BRN) is a unique number issued by the Companies Commission 

of Malaysia (SSM) while registering a business in Malaysia. 

Company Sabah - Registration of companies that belong to Sabah state (East Malaysia). 

Company Sarawak - Registration of companies that belong to Sarawak state (East Malaysia). 

NRIC No. – National Registration Identity Card Number is a unique Identification number issued by 

the Malaysian Government for the Malaysian citizens. 

ROB - Registration of an enterprise, or a sole proprietor business. 

ROC - Registration of a company with SDN BHD or ‘Berhad’ BHD. 

SSM - Companies Commission of Malaysia (SSM) is a statutory body formed because of a merger 

between the Registrar of Companies (ROC) and the Registrar of Businesses (ROB) in Malaysia which 

regulates companies and businesses. 
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