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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.

i Brilliance Information 5dn. Bhd.
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Registration

Users User Role Description
v. View or Upload Documents.
vi. View History.
2. Submit and Activate Business Stakeholder
(Individual).
Edit Profile Information.
4. Create New Agent Association.
i. Associate or Disassociate Customs Stations.
ii. View or Upload Documents.
5. Submit Agent Association.

w

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.
i Brilliance Information 5dn. Bhd.
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Registration

Users User Role Description

Authority (External Other Governmental i.  Print uCustoms Registration Form.

Agency (OGA) Authorities) 2.  Approve, Amend or Return Additional
Organization Information (Sabah, Sarawak or
Labuan) for Correction.

Governmental Stakeholder (OGA) , Permit 1. Edit Profile Information.

Issuing Agency (PIA) or Authorities) 2. Add Additional Users.

i. Associate Ports.

ii. Associate Profiles.

iii. Associate Customs Stations.

iv. View or Upload Documents.

Activate User Information.

Cancel User.

Create Business Stakeholder (Individual).
Create Business Stakeholder (Organization).
Create and Submit Ceiling Limit Request.

Nouew
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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, Commands and Screen elements.
Subsection names, Column names, Menus, Example: On the Government Stakeholders

Submenus, Figure Numbers, and Cross References submenu, click New.
appear in Title Case and are bold-faced.

Blue text underlined. URLs, links and hyperlinks.
Example: http://www.customs.gov.my/en
Note: <text> Note refers to additional information related to

Bold Note font and the text highlighted with grey. 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.

Country = pMaldives| x
= Malawi
Maldives
Mali
Malta
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.
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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:

JABATAN KASTAM DIRAJA MALAYSIA

B
LYJ“’) Royal Malaysian Customs Department
&=

PAUTAN PANTAS

Quick Links
PORTAL
Portal Rasmi Jabatan Kastam Diraja
Malaysia
Official Portal of Roval Malaysian Customs
Department
. uCUSTOMS GST TaP
. Laman Sehenti bagi Sistem
Custome . D Laman Sehenti bagi Maklumat berkaitan Cukai Portal akses bagi pembayar cukai
{5 Barang dan Perkhidmatan malaysia TaxPayer Access Paint
Cust One Stop Portal for uCustoms One Stop Portal For Information On Goods & Services v }
u‘u 5 °".1_5: System i “ Tax Malaysia

semakan Syarikat Berdaftar GST (Berdasarkan Pendaftaran Syarikat, Senarai Barangan Bercukai & Tidak Bercukai
Nama Syarikat atau Nombor GST) List of Taxable & Non-taxable ltems
I D Check For GST Registered Company (By Company Registration, Company ‘ D

name or G5T Number)

Sesuai dipapar menggunakan Chrome versi terkini dengan paparan 1280 x 800 Hak Cipta Terpelihara 2015, Jabatan Kastam Diraja Malaysia.Hak terpelihara.
Best viewed in Chrome latest version with screen 1280 x 800 Copyright Reserved 2015, Royal Malaysian Customs Department.All righis reserved
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Logging in

To login to uCustoms:

1. Onthe RMCD home page, click uCUSTOMS as shown below.

JABATAN KASTAM DIRAJA MALAYSIA

B
“’YJJ} Royal Malaysian Customs Department
o

PAUTAN PANTAS
Quick Links

PORTAL

Portal Rasmi Jabatan Kastam Diraja
Malaysia

Official Portal of Royal Malaysian Customs
Department

uCUSTOMS GST

QD Laman Sehenti bagi Sistem -, Laman Sehenti bagi Maklumat berkaitan Cukai I;[F; akses baei pembavar cukai
\ s uCustoms GS D Barang dan Perkhidmatan Malaysia TaxPayer A“eﬂ?;;aem i

uCustoms ?ﬂsi:r;qn Portal for uCustoms One Stop Pertuf For Information On Goods & Services
- =] - Tax Malaysia

Senarai Barangan Bercukai & Tidak Bercukai

semakan Syarikat Berdaftar GST (Berdasarkan Pendaftaran Syarikat,
Nama Syarikat atau Nombor GST) List of Taxable & Non-taxable ltems
D Check For GST Registered Company (By Company Registration, Company D
I name or GST Number) ’

sesuai dipapar menggunakan Chrome versi terkini dengan paparan 1280 x 800 Hak Cipta Terpelihara 2015, Jabatan Kastam Diraja Malaysia.Hak terpelihara.
Best viewed in Chrome latest version with screen 1280 x 800 Copyright Reserved 2015, Roval Malaysian Customs Department.All rights reserved

Or

2. Onthe RMCD portal, select eSERVICES menu and then click uCustoms as shown below.
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vl

2T

v 4 ROYAL MALAYSIAN
~) _5'_.‘2 A CUSTOMS DEPARTMENT

NOME B, COMORATENIO  STrearuicHT P consumacss = mousTies B roumst [ rRocrouns & Guonunas [ M mmacn

3. On the uCustoms home page, click Login as shown below.
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O 1Akses Search Engine

o Portal
ROYAL MALAYSIAN
CUSTOMS DEPARTMENT

& customs STAFF

SR o
.
if HOME ;) CORPORATEINFO : A consumer Y npustRY  ([B TRAVELLERS PROCEDURE & GUIDELINES  ['] MULTIMEDIA
Individual > Import

Traders Export

Good & Services Tax (GST) Facilities

Home / uCustoms / uCustoms Homepage

iistoms Homepags uCustoms EVENT CALENDAR
Latest News & Announcement Check out what's happening

Introduction
FAQ
uCustoms Bulletin

Quick References

2R

Video Guide

USEFUL LINKS
Browse other government
agencies and NGOs websites from

Strategic 8 5 4 the list
Centres ‘ Gltsters Modises

Other References

Web Based Electronic
End-to-End Solution

{
uCustoms

Minimum Human [ 3 P Centralized Assesment ne Stop Examination
'.-0 and Risk Management Centre (CEA)

&I
O oone % Integration with more =
and Collaboration %Yk than 100 CBRA/PIA/Ports
‘ﬁ Ease of Doing <A World Class Customs
Business ﬁ Admi —

COMPLAINT & SUGGESTION
Public Complaint System

BENEFITS

What is uCustoms? What does uCustoms mean? What are the benefits of uCustoms? DOWNLOAD
uCustoms is a fully intergrated , end-to-end, The "u" stands for "Ubiquitous" - Consistent operating procedures Download form and document

Portal uCustoms page appears as shown below.
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: %~ JABATAN KASTAM DIRAJA MALAYSIA
}%’%'J“g« Royal Malaysian Customs Department

Internal
A D Customs Stakeholders

Portal uCustoms
uCustoms Portal

Sesuai dipapar menggunakan Chrome versi terkini dengan paparan 1280 x 800 Hak Cipta Terpelihara 2015, Jabatan Kastam Diraja malaysia.Hak terpelihara.
Best viewed in Chrome latest version with screen 1280 x 800 Copyright Reserved 20135, Royal Malaysian Customs Department.All rights reserved

External
Individual /Organization/Governmental
Stakeholder

4. Click the External Stakeholders logo to sign in as an External User.

The following RMCD sign in page appears.
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,’2 O > %
<) ey et
<R Welcome to
ROYAL MALAYSIAN CUSTOMS
DEPARTMENT

s NNy ) P
i Pemeriksaan Kastam / Keselamatan Custom / Securi.
3R 22H2-H10 = %12=C1-C37 =G1-G10 i

Sign in with your organizational account

Forgot Your Login Name/Password
Sign Up

RMCD Website FAQ External

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.

" . & MY PROFILE # SUB MODULE ¢& SIGN QUT
m \g@% uCustoms User : panshin@pos.com.my °
- BVl e e R 1 Mal jan Cust D - t Port : Port Klang (Pelabuhan Klang) | “
e = oyal Malaysian Lustoms Ueparimen User profile : shipping Agent

* ‘ | - | » REGISTRATION » BROKER AFFAIRS » CARGO » PAYMENTS » PERMIT » SURETY » QUOTAS » ACCOUNTING » LICENSE » LEGAL AFFAIRS » FREE ZONE »SHIP CLEARI > B¢

= NOTIFICATION MODULES LIST = INBOX NOTIFICATIONS

Cargo

License 5 9 3
Activated License Approved License -
Application(s) Application(s) Auto Created Journeys Arrived Journeys Vessel Approval

Ship Clearance 1 1 1 1 2

Ttems per list | 15 *

Page 1 Of1 Total 5 Item(s)

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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= ORGANIZATION SELECTION
Organization / Individual Name * KFC (SARAWAK) SDN BHD
Default User Profile * Trader (Importer/Exporter)

Note : Please Select Organization/Individual Name to Continue

Continue I Back

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.

oa MY PROFILE 4 SUB MODULEL SIGN OUT

#@h uCustoms rort ra s

o
p)
e - Port : Port Kiang (Pelabuhan Kiang) |
Y @
— Royal Malaysian Customs Department User profile : Shipping Agent <

» REGISTRATION  » BROKER AFFAIRS » CARGO  » PAYMENTS » PERMIT  » SURETY  » QUOTAS » ACCOUNTING » LICENSE » LEGAL AFFAIRS » FREE ZONE  » SHIP CLEAR/ D 3¢
= NOTIFICATION MODULES LIST O = INBOX NOTIFICATIONS

Cargo

License

Activated License 5
=T e Auto Created Journeys Arrived Journeys

Ship Clearance 1 1 1

] Page| 1| OF 1 Total 5 Item(s) ) reems periist (15

My Profile

Sub Module

Sign out

User Details

Menu Bar

Mailbox

Page Navigation

Items per List

0OOLoO0O

The uCustoms home page features are listed below:
e My Profile,
e Sub Module,

e Sign Out,
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e User Details,

e Menu Bar,

e Mailbox,

e Page Navigation, and

e Items per List.

I. My Profile

& 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.

3 PREFEREMCES

& EDIT PROFILE

EN BM

Preferences

To edit the preferences:

£+ PREFERENCES

1. Click

The Preferences pop-up window appears as shown below.

= PREFERENCES -]

Default User Profile = Trader (Importer/Exporter) ﬂ

Note : On clicking Save and Close, the selected preferences would be affected.

Save and Close

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:

& EDIT PROFILE

1. Click

2. Make the required changes in the respective Registration Form.
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UCUSTOMS REGISTRATION FORM

Registration Ref No.

Stakehelder Type Individual ' Organization Registration Date * 19-06-2015

ORGANIZATION INFORMATION

Organization Name * PanOcean Shipping Co Ltd BRN * 724012p
Registration Authority * Select the value v Business Entity * Partnership v
GST No.

PERSONAL DETAILS

Natienality “ Malaysian  Nen-Malaysian 1D Type & MRIC No. ' Passport No,
Full Name * John i} Gender * Male  Female

NRIC No. * 78965214

Login ID * panship@pos.com.my

Communication Email ID @ Primary Email ID ) Alternative Email D Primary Email ID * panship@pos.com.my
Designation * Executive v Alternative Email ID panship@pos.com.my

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 ¥  +632015487 (i ] Telephone Number 2 +60 v

Telephone Number 1 +60 v Fax Number +60 v

ORGANIZATION PRIMARY ADDRESS

Address * LCC Terminal, Jalan KLIA 53
Sourthern Support Zone, KLIA,64000
Selangor Darul Ehsan,Malaysia
Postal Code “ 01512 City/Town/Area/Land * Penasihat Undang-Undang Negeri H

State perlis Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS * R10 H

B BUSINESS STAKEHOLDER CATEGORY

] oo

1 Shipping Agent Active

D AGENT ASSOCIATION =

« < Page 1 Of1Total1ltem(s) > »

NO RECORDS AVAILABLE
(5] +]

MASTER USER

T T Ty

panship@pos.com.my John Yes Associate Ports Associate Profiles Associate Customs Station Reset Password Active =

« < |page 1 Of1Totallltem(s) > » Items perlist 5 v

B ADDITIONAL USERS

OEmET -——-_-I

Krishanacustoms@customs.gov.my Associate Ports ~ Associate Profiles  Associate Customs Station  Deactivate Reset Password Cancel User  Active

E Max Allowed Users: 20 No.OfUsers: 1 © ¢ page 1 OF1Total5Item(s) > o Items per list

B BANK LIST e

NO RECORDS AVAILABLE
(5] +]

o

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

The profile changes are saved successfully.

Bahasa Melayu, click BM.

EN EM

Il. Sub Module

This includes the & MYcoo link.
ll. Sign Out
|t 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 : falcon@fg.com.my .
. |
User profile : Troder (importer/Exporter) “

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:

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

» REGISTRATION #» BROKER AFFAIRS » CARGO #» DECLARATION PROCESSING » INSPECTION

Or
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# 5 i | »REGISTRATION »BROKERAFFAIRS ~3CARGO  »PAYMENTS  »PERMIT  »SURETY 3ACCOUNTING  »LICENSE  »LEGALAFFAIRS »FREEZONE  »SHIP CLEARANGE XML UPLOAD

H -~
£

L ]
XML Upload

&z 2

Legal Affairs Ship Clearance

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

o M EOFILE @ SUB MODULE & S1GM OO

ik fi@) uCustoms pet: et ot | &
e B e e Provral Malaysian Custoers Departmendt e parofibe © dhipging Agrest

Activ e Licenses

Application{s)

1

Fage | Of 1 Total 5 [emis Barrch pur Bt | 15 ¥

The home page appears as shown below.

» REGISTRATION » BROKER AFFAIRS » CARGO » PAYMENTS » PERMIT » SURETY » QUOTAS » ACCOUNTING » LICENSE » LEGAL AFFAIRS » FREE ZONE » SHIP CLEARI D

= NOTIFICATION MODULES LIST = INBOX NOTIFICATIONS
Cargo

License Activated License Approved License
. | Application(s) Application(s)
Ship Clearance 1 1 1 1

Auto Created Journeys Arrived Journeys

Page 1 Of 1 Total 5 Item(s) Items per list | 15 ¥

Note: To view the header again, click E
Submenu
To access a submenu:
e 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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# | = | » REGISTRATION

Ceiling Limit Request
Menu

Related Submenu

Organization User
Activated

2

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

] ‘ (=] iii‘ #»REGISTRATION ~ »BROKER AFFAIRS ~»CARGO  »PAYMENTS  »PERMIT  »SURETY

»ACCOUNTING  »LICENSE

»LEGAL AFFAIRS ~ »FREEZONE  »SHIP CLEARANCE  »XML UPLOAD

B $ & m &
Permit Surety Accounting Legal Affairs Free Zone Ship Clearance

Business Stakeholders
Agent Acknowledgement

Ceiling Limit Request

XML Upload

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.

Sent Items

Inbox

e 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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New Inbox Notification
FUADDODDZ2 Vessel Advise Form(PKP)
FUADDDDZ2 has been Requested for
Maritime Declaration. at :
11/17/2016 3:32:14 PM

e Click the message to view the details.
Or
e Click =l and then click Inbox submenu.
The Notification Modules List and Inbox Notifications appear as shown below.

= NOTIFICATION MODULES LIST £ = INBOX NOTIFICATIONS

Cargo

License

Activated License Approved License 5
Application(s) T=Frri) Auto Created Journeys Arrived Journeys

Ship Clearance 1 1 1 1

Page 1 Of 1 Total 5 Item(s) Items per list | 15 ¥

Notification Modules List
e |t specifies the list of modules for which notifications have been received or sent.

e Click 2 to search the notifications for a specific module as shown below.

» REGISTRATION » BROKER AFFAIRS »* CARGO * PAYMENT:

0 EINBOX NOTIFICATIONS

Module

Select the value v =

Message group

%

Type

Select the value v =

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

shown below.
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NOTIFICATION MODULES LIST

Cargo

Auto Created Joumeys

Amived Joumeys

License

Ship Clearance

e Click = to collapse the Notification Modules List.

e 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.

NOTIFICATION MODULES LIST

Today 1
Read 0
Unread 1
Pending Task 0

Completed Task 0

Info 1

Amived Joumeys

License

Ship Clearance

e Click = to collapse the Message Group details.

Brilliance Information 5dn. Bhd.

Issue 1.2 Page 30 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
lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



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

Inbox Notifications
e The messages received are grouped as per different Message Types.
e 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.

= INBOX NOTIFICATIONS -]

Activated Surety

3

H o ook

Page 1 Of 1 Total 2 Item(s) Items perlist| 15 ¥

e C(lick the message count to view the messages received in the message group as shown

below.

= INBOX

Tow [ o[ o]

RMCD - RD - Registration Department GULFSHIP AGEMNCIES SDN BHD is Registered Successfully 29-12-2015 22:05:28 &l open

Page 1 Of 1 Total 1 item(s) Items per list

e To view the message details, click L,

The Message Details appears as shown below.

Sent Date dF=12-201%
Sent Time 17:-40:30
Gubfect SO SUMSHIPPING SDN BHD Organization Information was Amended by Sabah/Sariwak duthority
Hessnm :;’;II-.;I;!;;';EH:WI-‘.-j S0N BHID Organization Infemation was Amended by Sabah/Sarawak
=

e Click Back to navigate back to the Inbox.
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e Into 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 =l and then click Sent Items. The Sent Items Notifications appear as

shown below.

= SENT ITEMS NOTIFICATIONS

Immigration Clearance
has been Submitted

Vessel Advice Form
SSC issuance port not
configured

1 1

No Transit Cargo
General Declarations

1

Delivery Order Issued

1

« < Page 1 Of1 Total 11 Item(s) > || ®

Items per list

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

“ < page 1 Of 6 Total 58 item(s)

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 all 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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Items per list |5 W

VIIl. 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 a | » REGISTRATION  »BROKER AFFAIRS  » CARGO  » DECLARATION PROCESSING
Module Name
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
# | »carco
Start
/ Import Journey
Sub Export Journey
MENY  manifest
Bill of Lading
MNOC
Vessel
Container
FOT
S0C
Vehicles
L ——

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

= CUSTOMS ORGANIZATION INFORMATION

1 Royal Malaysian Customs Department RMCD Activated E4

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

Identify page
or screen

= CUSTOMS ORGANIZATION INFORMATION

Organization Name * Royal Malaysian Customs Department

Page Name Royal Malaysian Customs Department
Description

ORGANIZATION PRIMARY CONTACT —fp Section in the page

Full Name * Smith

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.

p Search

Journey MNo.

%

Port of Crigin

%

Expected Arrival Date

B

Status

Select v

m Reset Search

To search:
e 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.
e 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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4]
e In fields, enter the values followed by ‘%’.

e In = fields, enter or select the exact values.

e |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 EI on the calendar helps the user to select the required year and month.

August v 2015 ¥

Click the date to list all

2 3 4 ] B 7 %] the records related to
9 10 11 12 13 14 1Y ot are
i 17y 18 19 20 21 22

23 24 25 26 27 28 29

o 3

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.
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\rCIick the Cqumn\

heading to sort

Cargo Terminal

Freight Forwarder

\

Freight Forwarder ascending or

descending

Freight Forwarder the records in

Freight Forwarder
order.

KTM User \ j

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.

MRIC Mo. * (1]
Plegse do not use special character (1@ 85 %= ()-=/} on your
NRIC/Posspart number {NRIC No. eg : 81( E' 0125542 - Malaysian
applicants)or (Passport No. e.g: AD2315522- international applicants)

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

Full Mame (]

Plegse enterthe same name as Registered NRIC /

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.
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Delete

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 E icon. All the links associated to that form

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

STATUS : APPROVED ==

View History
View / Upload Documents

View Organization Details

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).

I O Ooonod oEDn
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a
o
S

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.

o] @WEEEEEE&?

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

Delete

Collapse Form icon: Used to collapse a form.

Expand Form icon: Used to expand a form.

Collapse List icon: Used to collapse a list.

oloE O

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:

Responsibilities

imi

SSO Registration
Register /Create Individual
Business Stakeholders (Online)
Submit and Activate Business
Stakeholders (Individual)
Edit Profile information
(Individual/Organization/Governm
ental Stakeholders)
Create and SubmitAgent
Association (if one of the profiles
is Trader)

Register /Create Business
Stakeholders (Organization)Online
Submit and Activate Business
Stakeholder (Organization)

Create and Submit Ceiling L
Request

Submit Additional Organization

Information (Sabah/ Sarawak /
Labuan)

Approve /Decline uCustoms
Registration Form
Approve /Amend /Return

Add /Cancel New Additional User
Activate /Cancel User Information

Additional Organization
Information (Sabah/Sarawak /

Labuan) for Correction

Individual Business
X

Stakeholders ‘/ ‘( ‘{

{
{
<
{
{
<
<
<

Organization Business ®

Stakeholders v v v v v v v 4 v v v v
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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:
e SSO Registration.
o Register (Individual, Organization or Governmental User (SSO)).
e 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.
e Submit and Activate Business Stakeholder (Individual).
e Edit Profile Information.
e (Create New Agent Association.
o Associate or Disassociate Customs Stations.
o View or Upload Documents.
e Submit Agent Association.
e 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.
e Submit and Activate Business Stakeholder (Organization).
e Edit Profile Information.
e Reset Password.
e 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.
e Activate User Information.
e Cancel User.
e Create and Submit Ceiling Limit Request.
e Submit Additional Organization Information (Sabah, Sarawak or Labuan).
e Approve or Decline uCustoms Registration Form.
o Print uCustoms Registration Form.
e Approve, Amend or Return Additional Organization Information (Sabah, Sarawak or Labuan)
for Correction.
e Edit Profile Information.

e 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.
e Activate User Information.
e Cancel User.
e Create Business Stakeholder (Individual).
e Create Business Stakeholder (Organization).

e 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. Onthe RMCD home page, click uCUSTOMS as shown in Figure 1.3-1.
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JABATAN KASTAM DIRAJA MALAYSIA

Royal Malaysian Customs Department

PAUTAN PANTAS
Quick Links

PORTAL

Portal Rasmi Jabatan Kastam Diraja
Malaysia

Official Portal of Royal Malaysian Customs
Department

UCUSTOMS osT ap
Laman Sehenti bagi Sistem N " . .
QD Laman so g Laman Sehenti bagi Maklumat berkaitan Cukai @ Portal akses bagi pembayar cukai

Barang dan Perkhidmatan Malaysia B aKos g e
?;i:;"ﬂ Portal for uCustoms One Stop Portal For Information On Goods & Services axrayer Access Poin

Tox Malaysia

Semakan Syarikat Berdaftar GST (Berdasarkan Pendaftaran Senarai Barangan Bercukai & Tidak Bercukai
Syarikat, Nama Syarikat atau Nombor GST) List of Taxable & Non-taxable Items
D Check For GST Registered Company (By Company Registration, Company D
1 name or GST Number) .v

Sesuai dipapar menggunakan Chrome versi terkini dengan paparan 1280 x 800 Hak Cipta Terpelihara 2015, Jabatan Kastam Diraja Malaysia.Hak terpelihara.
Best viewed in Chrome latest version with screen 1280 x 800 Copyright Reserved 2015, Royal Malaysian Customs Department.All rights reserved

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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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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st viewed in chrome latest version with screen 1280 x 800

Privacy Policy Safety Policy Disability Access Disclaimer Site Map @RS’S Feed Bes
Copyright Reserved @ 2014, Royal Malaysia Customs Department.All right reserved)

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.

Official Portal

@"Q ROYAL MALAYSIAN

A CUSTOMS DEPARTMENT
e For Trade Faciltation

You registration was successful. An activation Link has been sent to your Primary Email address.

Please click the activation link in the email to activate your account.
(Please check your spam/junk folder if the email is not found in your inbox.)

(If this page does not redirect automatically in 60 seconds, click here )

Figure 1.3-6: Registration Successful

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

GO g[e in:spam “ iif  jamestradersso@gmail.com ~
Gmail ~ “- Delete forever Not spam [} > More 10f1 E v o
BT Actvation Account s ™
Inbox {4) @ donotreply@cutoms.gov.my 2:34 PM (2 minutes ago) - -
Starred tome [
Sent Mail /A i A T e o i S (s = moy i e b ey et ey e e (e e
Drafts
Less+
Important
Dear James,
S James Q .
@

You are successfully registered in RMCD Portal

Please activate your account within 24 hours from this email date to avoid cancellation
account. Once your account is cancelled, re-registration of your account is required

Please click on the following link to activate your account:

ster ssotest com/UserActivation aspx ?userquid=8fabd7ba 378f 416c aGaL
a9478c36b827&mp=

Start a new one

enquiry please contact RMCD Customer Service Desk at +61300888500 or +60378067200
or visit our website at http.//www.customs.gov.my.

e
-]

Figure 1.3-7: Account Activation

7. Click the Account Activation.

Account Activation Successful page appears as shown below.

Official Portal

o ROYAL MALAYSIAN

=+, CUSTOMS DEPARTMENT

~ For Trade Facilitation

Your account is activated successfully.

Please click here to access the RMCD services.

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. Inthe uCustoms Portal, click External (Individual/Organization/Governmental) Stakeholder

logo as shown below.

v M o
SUNS% . JABATAN KASTAM DIRAJA MALAYSIA

@E J) ;
Yw‘ Royal Malaysian Customs Department

Portal uCustoms
uCustoms Portal

Internal External
y D Customs Stakeholders 3 D Individual/Organization/Governmental
y Stakeholder
16} ey

u l'll'IS

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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= UCUSTOMS REGISTRATION FORM

Stakeholder Type @ Individual® O Organization @ Nationality (@ Malaysian () Non-Malaysian
ID Type @ NRIC No. (DPassport No.
MNRIC No. * 700101713555 (i} Full Name * ALI ZAMAR BIN LIAS (i}

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.

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

e 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 (!, @, #, S,
%, " & *(,),-=1.).

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.

= UCUSTOMS REGISTRATION FORM

Stakeholder Type OIndividual @ @ Organization ©
Registration Authority * Sabah State Authority ﬂ Business Entity * Partnership ﬂ
BRMN * 52720K o Organization Name * WILRON PRODUCTS SDN. BHD. i}

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.

= UCUSTOMS REGISTRATION FORM

Stakeholder Type @ Individual® O Organization @ Nationality (@ Malaysian () Non-Malaysian

ID Type @ NRIC No. (DPassport No.

NRIC No. *700101713555 o Full Name * ALI ZAMAR BIN LIAS i)
e

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.

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

e 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 (!, @, #, S, %, *, &, *, (,), -, =, /,.,).
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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= UCUSTOMS REGISTRATION FORM STATUS : NEW = @

Information: To complete the Business Stakeholder Individual Re:
>3 Create Individual Business Stakeholders >3 Associate Ports >3 As

on process
ate Profiles > Upload required document

Stakeholder Type @®Individual () Organization Registration Date *19-01-2017

PERSONAL DETAILS

Nationality ®Malaysian (O MNen-Malaysian 1D Type @®NRIC No. (OPassport No.

Full Name = SUHAIMI BIN ABD WAHID i Gender @Male (OFemale () Neuter Gender
NRIC Mo. ~ 880529045333

Login ID = spatil@agility.com GST No.

Communication Email ID @ Primary Email ID () Alternative Email ID Primary Email ID * gpatil@agility.com

Designation Manager ﬂ Alternative Email ID krishana.org@gmail.com

INDIVIDUAL PRIMARY COMNTACT

Mobile Number +60 [v] 8790550621 o Telephone Number 2 +60 [v]| 445555343

Telephone Number 1 +60 [v] 8790550621 Fax Number +60 [v] 667555555

INDIVIDUAL PRIMARY ADDRESS

Address = Jalan 24-33, Building 56

Selangor
Pastal Code * 87033 City/Town/Area/Land * Labuan - Peti surat 82301 - 82330 u
State Wilayah Persekutuan Labuan Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Code = WISMA KASTAM LABUAN/ * E10 ... |

Next | Logout

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.
o If the Nationality is selected as Malaysian, then ID Type is auto-selected
as NRIC No.; or
o 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:
e This field is displayed only if the Nationality is selected as Malaysian.
e 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 CIick 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 | Select the Communication Email ID as Primary Email ID or Alternative Email ID.

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:
e Managing Director,
e Directors,
e Manager,
e Senior Executive,
e Executive,
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No. Field Name Description
e Non-Executive,
e Supervisor,
e Owner,
e Partnership,
e Ordinary Partnership,
e Sole Partnership,
e Secretary,
e C(Clerk, and
e Others.
18. | Others Enter the relevant designation of the Individual Stakeholder as shown below.
Designation Others v
Others * System analyst
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 CIicku 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
Search E Iy LisT 2
City/Town/Area/Land
1 Wilayah Persekutuan Labuan Malaysia
State ﬂ Page 1 Of 1 Total 1 Item(s) Items per list| 10 v
[ search [ reset et |
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. Inthe City List, click the required City/Town/Area/Land.
Note:
e Click Reset Search to clear the search criteria in the list.
e 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 H to browse and select the
Registration Station Name/Code.

The Customs Station List appears as shown in Figure 1.4-5.

[68) Search £ CUSTOMS STATION LIST

Station Name

R10

Station Code Page | Of 1 Total 1 Item(s)

Ttems per list| 10 ¥
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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. Inthe Customs Station List, click the required Station Name.

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

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

e 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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Information: To complete Individual Registration process
>3 Create Individual Business Stakeholders > Associate Ports >3 Upload required document

ICUSTOMS REGISTRATION FORM STATUS : CREATED
Stakeholder Type @®1Individual (O Organization Registration Date *19-01-2017 Associate Ports
PERSONAL DETAILS Associate Customs Station
Nationality (@ Malaysian () Non-Malaysian ID Type @ NRIC No. () History
Full Name = SUHAIMI BIN ABD WAHID i Gender @®Male  OFem View / Upload Documents
NRIC No. ~ 880529045333
Login ID = spatil@agility.com GST No.
Communication Email ID @ Primary Email ID () Alternative Email ID Primary Email 1D = spatil@agility.com
Designation Manager Alternative Email ID krishana.org@gmail.com

INDIVIDUAL PRIMARY CONTACT

Mobile Number +60 8790550621 ] Telephone Number 2 +60 445555343

Telephone Number 1 +60 8790550621 Fax Number +60 667555555

INDIVIDUAL PRIMARY ADDRESS

Address = Jalan 34-33, Building 56

Selangor
Postal Code * 87033 City/Town/Area/Land * Labuan - Peti surat 82301 - 82330 u
State Wilayah Persekutuan Labuan Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * WISMA KASTAM LABUAN/ * E10 -
B BUSINESS STAKEHOLDER CATEGORY 2
oo o ]
1 Trader (Importer/Exporter) Created
Page 1 Of 1 Total 1 Item(s) Items per Iist
B Bank LIST )

NO RECORDS AVAILABLE

[6]+]

Figure 1.4-6: uCustoms Registration Form — Business Stakeholder Category

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

CHECKLIST

X Associate Default Port (Optional).

X Associate Default Customs Station (Optional).

Figure 1.4-7: Checklist
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Note: Once the steps mentioned in the checklist are completed, the X changes to v . 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 E to view the Link Repository. The available
links are displayed in an expandable list as listed below.

e Associate Ports.

e Associate Customs Stations.

e History.

e 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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Information: To complete Individual Registration process
> Create Individual Business Stakeholders > Associate Ports &3 Upload required document

= UCUSTOMS REGISTRATION FORM STATUS : CREATED = @
Stakeholder Type @®1Individual (O Organization Registration Date *19-01-2017

PERSOMAL DETAILS

Nationality (@ Malaysian (O Non-Malaysian 1D Type (@NRIC No.  ()Passport No.

Full Name * SUHAIMI BIN ABD WAHID i Gender @Male (OFemale (0 Neuter Gender
NRIC No. ~ 880529045333

Login ID = spatil@agility.com GST Mo.

Communication Email ID ®Primary Email ID () Alternative Email ID Primary Email ID > spatil@agility.com

Designation Manager Alternative Email ID krishana.org@gmail.com

INDIVIDUAL PRIMARY CONTACT

445555343

8790550621 (i Telephone Number 2 +60

Mobile Number +60

Telephone Number 1 +60 8790550621 Fax Number +60 667555555

INDIVIDUAL PRIMARY ADDRESS

Address = Jalan 34-33, Building 56

Selangor
Postal Code * 87033 City/Town/Area/Land * Labuan - Peti surat 82301 - 82330 u
State Wilayah Persekutuan Labuan Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Code  * WISMA KASTAM LABUAN/ * E10 .. |
B BUSINESS STAKEHOLDER CATEGORY =
oo o o]
1 Trader {Importer/Exporter) Created
Page 1 Of 1 Total 1 Item(s) Items per list
B BANK LIST -]

NO RECORDS AVAILABLE

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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Bank Name * AFFIN BANK BERHAD
Bank Branch * AFFIN BANK BERHAD
Bank / Swift Code PHBMMYKL Bank A/C No. * 0002323399921
SPIC Code

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.

Bank Name = AFFIN BANK BERHAD
Bank Branch * AFFIN BANK BERHAD
Bank / Swift Code PHBMMYKL Bank A/C No. * 0002323399921
SPIC Code
E3Ea

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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= UCUSTOMS REGISTRATION FORM STATUS : CREATED = 8

Information: Tc complete Individual Registration process
=2 Create Individual Business Stakeholders > Associate Ports >3 Upload required document

Stakeholder Type @ Individual (O Organization Reagistration Date *19-01-2017

PERSONAL DETAILS

Nationality (@ Malaysian () Non-Malaysian 1D Type (®NRIC Mo. ()Passport No.

Full Name * SUHAIMI BIN ABD WAHID i} Gender @®Male (OFemale (O Meuter Gender
NRIC No. * 880529045333 o

Login ID = spatil@agility.com GST Mo.

Communication Email 1D @ Primary Email ID () Alternative Email ID Primary Email ID > spatil@agility.com

Designation Manager Alternative Email ID krishana.org@agmail.com

INDIVIDUAL PRIMARY CONTACT

Mobile Number +60 8790550621 i) Telephone Number 2 +60 445555343

Telephone Number 1 +60 8790550621 Fax Mumber +60 667555555

INDIVIDUAL PRIMARY ADDRESS

Address # Jalan 34-33, Building 56

Selangor
Postal Code = 87033 City/Town/AreafLand = Labuan - Peti surat §2301 - 82330 n
State Wilayah Persekutuan Labuan Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * WISMA KASTAM LABUAN/ * E10 -
B BUSINESS STAKEHOLDER CATEGORY -]
1 Trader (Importer/Exporter) Created
Page 1 Of 1 Total 1 Ttem(s) Items per Iist

B BANK LIST

e r— m-

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0002323399921 Created

“ Page 1 Of 1 Total 1 Item(s) Items per Iist

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 E and then click Associate Ports.

The Available Ports List appears as shown below.

b Search == AVAILABLE PORTS LIST e
Port Name L
Yo [v] 1 Langkawi DFS MYLGK
Port Type [ 2 Johor Bahru DFS MYIHB
Select th | e =
clect the value M ¥ 3 Pengkalan Kubor DFS MYPKK
Port Code
O 4 Temerloh DFS MYTEM
Yo
O 5 Port Klang (Pelabuhan Klang) DFS MYPKG
G Page i Of 90 Total 447 Item(s) Items per list
= ASSOCIATED PORTS LIST -]
NO RECORDS AVAILABLE

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. Inthe 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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= AVAILABLE PORTS LIST -]
I e S [ S
%o O Temerloh MYTEM
Port Type | 2 Port Klang (Pelabuhan Klang) DFS MYPKG
v
Select the value = O 3 Westport/Port Klang Warehouse MYWSP
Port Code
O 4 Tanjung Pelepas Warehouse MYTPP
Yo
O 5 Sungai Way Warehouse MYSUW
Reset Search
Page 1 Of 89 Total 444 Item(s) Items per list

= ASSOCIATED PORTS LIST

3 e T S [ S

1 Pengkalan Kuber MYPKK
gl

] 2  3ohorBahru @] DFS MYIHB

O 3 Langkawi @] DFS MYLGK

Page 1 Of 1 Total 3 Item(s) Items per list

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. Inthe Associated Ports List, select the check box corresponding to the Port Name that needs
to be disassociated as shown below.

IB search = AVAILABLE PORTS LIST e
N e [ S [
Yo O 1 Temerloh MYTEM
Port Type | 2 Port Klang (Pelabuhan Klang) DFS MYPKG
v
Select the value = O 3 ‘Westport/Port Klang Warehouse MYWSP
Port Code
O 4 Tanjung Pelepas Warehouse MYTPP
Yo
| 5 Sungai Way Warehouse MYSUW
Page 1 Of 89 Total 444 Item(s) Items per list

ASSOCIATED PORTS LIST -]

L T T S [ S
™ 1 Pengkalan Kubor MYPKK

1 2 IJohor Bahru O DFS MYIHE

O 3 Langkawi @] DFS MYLGK

E Page 1 Of 1 Total 3 Item(s) Items per list

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.

o
2. Click to disassociate the selected ports.

System prompts to confirm the disassociation as shown below.

Message from webpage @

| Areyou sure you want to disassociate selected items?

0K Cancel

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.

b Search = AVAILABLE PORTS LIST —
Port Name L
% O 1 Johor Bahru DFS MYJHB
Port Type O 2 Temerlch DFS MYTEM
W
Select the value JE [] 2 PortKlang (Pelabuhan Klang) DFS MYPKG
Part Code
O 4 Westport/Port Klang Warehouse MYWSP
%
™ 5 Tanjung Pelepas Warehouse MYTPP
% Page 1 Of 89 Total 445 Item(s) Items per list
= ASSOCIATED PORTS LIST -
||
| 1 Pengkalan Kubor ® DFS MYPKK
| 2 Langkawi @] DFS MYLGK
E Page 1 Of 1 Total 2 Item(s) Items per list

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

1.4.4 Associate/Disassociate Customs Station

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. Inthe uCustoms Registration Form, click E and then click Associate Customs Station.

The Available Customs Stations list appears as shown below.

|B Search = AVAILABLE CUSTOMS STATIONS 2
Station Name L
E [l 1 3M MALAYSIA S.B. B1F Selangor
Station Code [l 2 ABLE AUTOMOBILE S.B. B2B Selangor
o
O & ABLE BONDED WAREHOUSE (2) B75 Selangor
State Name
. O 4 ABLE BONDED WAREHOQUSE S.B. B62 Selangor
%
O 5 ABLE BONDED WAREHOUSE S.B. (3} B1S Selangor
O 6 AGATE (M) S.B. B35 Selangor
O 7 AGATE DUTY FREE (M) S.B. B81 Selangor
O 8 AGM DUTY FREE (TENGAH) SDN BHD c24 Pahang
O a ALOR SETAR,KEDAH K10 Kedah
O 10 AMAM FREIGHT (M) 5.B. (1) B62 Selangor
% page 1 Of 106 Total 1055 Item(s) Items per list [10 ~|
= ASSOCIATED CUSTOMS STATIONS LIST -]
NO RECORDS AVAILABLE

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. Inthe Available Customs Stations list, select the check box corresponding to the Station
Name to be associated and click n

The selected Customs Stations appear in the Associated Customs Stations List as shown in
Figure 1.4-18.
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IB Search = AVAILABLE CUSTOMS STATIONS

Station Name

1 ABLE BONDED WAREHOUSE (2) B75 Selangor

Station Code 2 ABLE BONDED WAREHOUSE S.B. B52 Selangor

n
O
|
O = ABLE BONDED WAREHOUSE S.B. (3) B1S Selangor
State Name

H O 4 AGATE (M) S.B. B35 Selangor
O 5 AGATE DUTY FREE (M) S.B. BB1 Selangor
O 6 AGM DUTY FREE (TENGAH) SDN BHD Cc24 Pahang
] 7 ALOR SETAR,KEDAH K10 Kedah
O 8 AMAN FREIGHT (M) S.B. (1) B63 Selangor
O 9 AMAN FREIGHT S.B. B29 Selangor
O 10 AMAN LOGISTIK SDN BHD BG4 Selangor
Page 1 Of 106 Total 1053 Item(s) Items per |i5t

ASSOCIATED CUSTOMS STATIONS LIST -]

L]

O 1 3M MALAYSIA S.B. B1F Selangor

O 2 ABLE AUTOMOBILE 5.B. O B28 Selangor

S| B|® Page 1 Of 1 Total 2 Item(s) Ttems per Iist

Figure 1.4-18: Available Customs Stations - Associated
Note:
e Individual Business Stakeholder can associate single or multiple Customs Stations.

e 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. Inthe 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.

& BRINFD Brilliance Information 5dn. Bhd.

Issue 1.2 Page 74 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 [EErE T IIETTITETT

lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



RMCD - uCustoms Confidential

User Manual Phase 1 — Registration (External User) uCustoms 24.03.04
B Search £ AVAILABLE CUSTOMS STATIONS =2
Station Name u
m O 1 ABLE BONDED WAREHOUSE (2) B73 Selangor
Station Code O 2 ABLE BONDED WAREHOQUSE S.B. B62 Selangor
E O 3 ABLE BONDED WAREHOUSE S.B. (3) B1S Selangor
State Mame
H ] 4 AGATE (M) S.B. B35 Selangor
O 5 AGATE DUTY FREE (M) S.B. B81 Selangor
O ] AGM DUTY FREE (TENGAH) SDN BHD C24 Pahang
] 7 ALOR SETAR,KEDAH K10 Kedah
] 8 AMAN FREIGHT (M) S.B. (1) B63 Selangor
O 9 AMAN FREIGHT 5.B. B29 Selangor
O 10 AMAN LOGISTIK SDN BHD B64 Selangor
% Page 1 Of 106 Total 1053 Item(s) Items per list
= ASSOCIATED CUSTOMS STATIONS LIST -]
n
[ 1 3M MALAYSIA S.B. Q B1F Selangor
O 2 ABLE AUTOMOBILE S.B. @] B2B Selangor
E Page 1 Of 1 Total 2 Item(s) Items per list

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.

Message from webpage ﬁ

| Areyou sure you want to disassociate selected items?

QK Cancel

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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IB Search = AVAILABLE CUSTOMS STATIONS

Station Name

1 ABLE BONDED WAREHOUSE (2) B75 Selangor

Station Code 2 ABLE BONDED WAREHOUSE S.B. B62 Selangar

n
O
|
O = ABLE BONDED WAREHOUSE S.B. (3) B1S Selangor
State Name

H O 4 AGATE (M) S.B. B35 Selangor
O 5 AGATE DUTY FREE (M) S.B. B81 Selangor
O 6 AGM DUTY FREE (TENGAH) SDN BHD C24 Pahang
] 7 ALOR SETAR,KEDAH K10 Kedah
O 8 AMAN FREIGHT (M) S.B. (1) B63 Selangor
O 9 AMAN FREIGHT S.B. B29 Selangor
O 10 AMAN LOGISTIK SDN BHD BG4 Selangor
Page 1 Of 106 Total 1053 Item(s) Items per Iist

ASSOCIATED CUSTOMS STATIONS LIST 2

L

O 1 3M MALAYSIA S.B. BIF Selangor

O 2 ABLE AUTOMOBILE S.B. B2B Selangor

E Page 1 Of 1 Total 2 Item(s) Items per Iist

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. Inthe uCustoms Registration Form, click E and then click View/Upload Documents.

The Upload Documents form appears as shown in Figure 1.4-22.
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= UPLOAD DOCUMENTS =

Document Type * |0-NRIC Copy VlE

) Browse...
File Upload
p Remove Template.pdf

Maximum size allowed for each file is 3 MB and can attach upto 10 MB/25 filas &

Document Referance Mo. 2233455

Expiry Date 31-03-2017

Remarks Uploading the NRIC Copy

= UPLOADED DOCUMENT LIST -]

NO RECORDS AVAILABLE

Close

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:

e NRIC Copy, and

e Others.

Note:

e 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.

e 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.

e 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 = Browse... | gnd select the file to be uploaded.
Note:

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

e 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.

= UPLOAD DOCUMENTS =2

Document Type - |Please Select Document Type V‘E
File Upload b Browse...
Maximum size allowed for each file is 3 MB and can attach upto 10 MB/25 files &
Document Reference No.
Expiry Date
Remarks
[0 NRIC Copy NRIC Copy.png 2233456 31-01-2017 Uploading the NRIC Copy L?;‘ie.;:—tgrfExpgrter)
v
Page 1 Of 1 Total 1 Item(s) Items per list | 10 ¥

Figure 1.4-23: Uploaded Document List
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4. Inthe 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. Inthe Uploaded Document List, select the uploaded document to be deleted as shown

below.
= UPLOAD DOCUMENTS 2
Document Type = |Plea5e Select Document Type V‘E
File Upload = Browse...
Maximum size allowed for each file is 3 MB and can attach upto 10 MB/25 files €

Document Reference No.
Expiry Date
Remarks
= UPLOADED DOCUMENT LIST -]

2233456 STl Trader View wnloa
Wl NRIC Copy NRIC Copy.png 31-01-2017 Uploading the NRIC Copy e ew [ Downloa

4

E Page 1 Of 1 Total 1 Item(s) Items per list | 10 ¥

Figure 1.4-24: Uploaded Document List — Delete

2. Click E to delete the uploaded document.

System prompts to confirm the deletion as shown below.

Message from webpage ﬁ

:I Are you sure you want to delete selected items?

[ 0K | [ Cancel .II

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. Inthe uCustoms Registration Form, click E and then click History.

The Individual History list appears as shown below.

EINDIVIDUAL HISTORY

Individual Name RUSLAN BIN HUSIN NRIC No. 214357689

Other Information ALL [v]
= INDIVIDUAL HISTORY -]

1 700107085555 RMCD Update 22-09-2016 12:18:27 Organization Activate Individual Details History Details

2 700107085555 RMCD Update 22-09-2016 12:18:18 Organization Deactivated Individual Details History Details

3 700107085555 RMCD Update 22-09-2016 12:18:13 Organization Details Updated Individual Details History Details

4 uCustoms System RMCD Update 22-09-2016 12:17:30 Organization Registered Individual Details History Details

5 700107085555 RMCD Update 22-09-2016 12:16:44 Organization Updated Individual Details History Details

6 214357689 EXT Insert 19-09-2016 10:02:17 Save New Organization Individual Details History Details
Page 1 Of 1 Total 6 Item(s) Items per list

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:

o Al

e Address,

e Agent Association,

e Banks,

e Contact Details,

e Individual Details,
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e Personal Details,
e User Customs Stations, and
e User Ports.

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

=INDIVIDUAL HISTORY

Individual Name MICHELE CHEW PEI SIAN NRIC Mo. 820329045006
Other Information ALL [v]
= INDIVIDUAL HISTORY =2
1 820329045006 EXT Update 23-01-2017 13:48:15 Organization Details Updated Personal Details ; Details
2 820329045006 EXT Update 23-01-2017 13:48:15 Organization Details Updated Personal Details History Details
3 820329045006 EXT Update 23-01-2017 13:48:15 Organization Details Updated Contact Details
4 820329045006 EXT Update 23-01-2017 13:46:25 Organization Details Updated Business Stakeholder Category History Details
5 820329045006 EXT Update 23-01-2017 13:46:25 Organization Details Updated Individual Details History Details
Page| 1 Of 6 Total 26 Ttem(s) Items per list[5 V|

Figure 1.4-27: Individual History Details

3. Click History Details to view the details.

The History Details form appears as shown below.

= HISTORY DETAILS =

Details Previous Information Updated Information

Mobile Number +60 89652147 +60 89652147

Telephone Mumber 1

Telephone Number 2 +60 76785645364
Fax Number
Status Registered Activated

Figure 1.4-28: History Details Form

4. Click to close the form.
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Individual Business Stakeholder can submit the uCustoms Registration Form for activation with or

1.5 Submit and Activate Business Stakeholders (Individual)

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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Information: To complete Individual Registration process
>3 Create Individual Business Stakeholders > Associate Ports >3 Upload required document

= UCUSTOMS REGISTRATION FORM

STATUS : CREATED

Stakeholder Type (@ Individual () Organization Registration Date *19-01-2017

PERSONAL DETAILS

Nationality (@®Malaysian () Non-Malaysian ID Type @®NRIC Mo.  (OPassport No.

Full Name = SUHAIMI BIN ABD WAHID Gender @Male (OFemale () Neuter Gender

NRIC No. ~ 880529045333

Login ID = spatil@agility.com GST Ma.

Communication Email ID (OPrimary Email ID  (® Alternative Email 1D Primary Email 1D = gpatil@agility.com

Designation Manager Alternative Email ID krishana.org@gmail.com
INDIVIDUAL PRIMARY CONTACT

Mobile Number +60 8790550621 (i} Telephone Number 2 +60 445555343

Telephone Number 1 +60 8790550621 Fax Number +60 667555555
INDIVIDUAL PRIMARY ADDRESS

Address # Jalan 34-33, Building 56

Selangor

Postal Code # 87033 City/Town/Area/Land * Labuan - Peti surat 82301 - 82330 n

State Wilayah Persekutuan Labuan Country Malaysia
REGISTRATIOM CUSTOMS STATION

Registration Station Name / Code * WISMA KASTAM LABUAN/ * E10 -

B BUSINESS STAKEHOLDER CATEGORY -]
N o
1 Trader {Importer/Exporter) Created
Page 1 Of 1 Total 1 Item(s) Items per Iist
Y BanK LIST
I S =~ S [~ -
1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0002323399921 Modified
n Page 1 Of 1 Total 1 Ttem(s) Items per list
Save | Submit | Logout w

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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= REGISTRATION CONFIRMATION =

Dear SUHAIMI BIN ABD WAHID,

You are now successfully registered in uCustoms. Registration confirmation details are sent to your registered Email ID.

For further enguiry, please contact Customs Registration Office stated below:

WISMA KASTAM LABUAN/PENCEGAH LABUAN,SABAH,

LOT D-G-6 & D-G-7 TINGKAT BAWAH, BLOK D PLAZA TG. ARU,,
JALAN MAT SALLEH ,

88100 KOTA KINABALU SABAH,

Contact Number :088-538471.

Please click OK to Continue.

Thank you.

Regards,

Rovyal Malaysian Customs Department

Figure 1.5-2: Registration Confirmation
2. Click OK.
Note: A notification is sent to the Individual Stakeholder’s uCustoms Inbox.

3. Inthe Inbox Notifications, click New Individual/Organization Registered message as shown
below.

= NOTIFICATION MODULES LIST O = INBOX NOTIFICATIONS

Registrations

New Individual /
Organization Registered

Page 1 Of 1 Total 5 Item(s) Items per list

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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= NOTIFICATION MODULES LIST D | = INBOX

Registrations + |
SUHAIMI BIN ABD WAHID SUHAIMI BIN ABD WAHID Is Registered Successfully 19-01-2017 13:41:38
Page 1 Of1Total 1 Item(s) Ttems per list[10 V|

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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UCUSTOMS REGISTRATION FORM

Registration Ref No.

REG-I-E10-1701-0001

Communication Email ID

(CPrimary Email ID (8 Alternative Email ID

Primary Email 1D

Stakeholder Type @1Individual (O Organization Registration Date *19-01-2017

PERSONAL DETAILS

Nationality @®Malaysian  (ONon-Malaysian ID Type (@®NRIC No.  (OPassport No.

Full Name * SUHAIMI BIN ABD WAHID Gender @®Male (OFemale () Neuter Gender
NRIC No. * 880529045333

Login ID = spatil@agility.com GST No.

* spatil@agility.com

Designation Manager Alternative Email ID * krishana.org@gmail.com
INDIVIDUAL PRIMARY CONTACT
Mobile Number +60 8790550621 i ] Telephone Number 2 +60 445555343
Telephone Number 1 +60 8790550621 Fax Number +60 667555555
INDIVIDUAL PRIMARY ADDRESS
Address * 1alan 34-33, Building 56
Selangor
Postal Code * 87033 City/Town/Area/Land * Labuan - Peti surat 82301 - 82330 -
State Wilayah Persekutuan Labuan Country Malaysia
REGISTRATION CUSTOMS STATION
Registration Station Name / Code * WISMA KASTAM LABUAN/ * E10 u
B BUSINESS STAKEHOLDER CATEGORY -]
e o e
i Trader {Importer/Exporter) Active

X < 'Page 1 Of 1 Total 1 Item(s) > [

B AGENT ASSOCIATION =

NO RECORDS AVAILABLE
& [+]

B BANK LIST
e e T—— -

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0002323399921 Modified

Items per list

n “ < Page 1 Of1Total1Item(s) >

Figure 1.5-5: uCustoms Registration Form — Activated

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

1.6 Edit Profile Information

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

& PROFILE MAMNAGEMENT & EDIT PROFILE

1. Onthe Home page, click and then click
Individual Business Stakeholder profile information as shown below.

to edit the

& PROFILE MANAGEMENT # SUB MODULE ¢ SIGN OUT

& PREFERENCES poisegmaicom - @

file : Forwarding Agent
& EDIT PROFILE

@ HELP

REGISTRATION BROKER AFFAIRS »C G DECLARATION PROCESSING INSPECTION

= NOTIFICATION MODULES LIST O = INBOX NOTIFICATIONS en | Bm

NO RECORDS AVAILABLE

Figure 1.6-1: Individual Business Stakeholder Home Page

The uCustoms Registration Form appears as shown in Figure 1.6-2.

& BRINFD Brilliance Information 5dn. Bhd.
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UCUSTOMS REGISTRATION FORM

Registration Ref No. REG-I-E10-1701-0001

Stakeholder Type @ Individual (O Organization Registration Date *19-01-2017

PERSONAL DETAILS

Nationality (@ Malaysian  (Non-Malaysian ID Type (@ MNRIC No.  (Passport No.

Full Name * SUHAIMI BIN ABD WAHID (i Gender @mMale (OFemale () Neuter Gender
NRIC No. * 880529045333

Login ID * spatil@agility.com GST Mo.

Communication Email ID (OPrimary Email ID (@ Alternative Email ID Primary Email 1D = spatil@agility.com

Designation Manager Alternative Email 1D = krishana.org@gmail.com

INDIVIDUAL PRIMARY CONTACT

Mobile Mumber +60 8790550621 (i ] Telephone Number 2 +60 445555343

Telephone Number 1 +60 8790550621 Fax Number +60 667555555

INDIVIDUAL PRIMARY ADDRESS

Address * Jalan 34-33, Building 56

Selangor
Postal Code * 87033 City/Town/Area/Land * Labuan - Peti surat 82301 - 82330 -
State Wilayah Persekutuan Labuan Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * WISMA KASTAM LABUAN/ * E10 u
B BUSIMESS STAKEHOLDER CATEGORY -]
I s
i Trader {Importer/Exporter) Active
< < 'Page 1 Of 1 Total 1 Item(s) 3
E» AGENT ASSOCIATION -]

NO RECORDS AVAILABLE
o[ +]

B BANK LIST
O S I S T -

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0002323399921 Modified

n < |Page 1 Of1 Total 1 Item(s) > || 3 Items per list

Figure 1.6-2: Individual Stakeholder — Edit Profile Information

€

2. Make the necessary changes.

3. Click Save to save the changes.

ance Information Sdn. Bhd.
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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.

B AGENT ASSOQCIATION

NO RECORDS AVAILABLE

o]+

Figure 1.7-1: New Agent Association

The Agent Association form appears as shown below.

STATUS : NEW = @

£ AGENT ASSOCIATION

From Trader * SUHAIMI BIN ABD WAHID
To Agent * GULFSHIP AGENCIES SDN BHD u
Agent Code AS8965
Agent Assodiation
Remarks

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

& BRINFD Brilliance Information Sdn. If_l'v:l._
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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 CIicku to browse and select the Agent.

The Agent Association List appears as shown below.

& AGENT ASSOCIATION LIST

Agent Code

Organization Name As5252 72589124

BRN5463456

BRN435345

1
2

3 AG4354
4 AVS464
s

V4543 BRN54634563456

> |
|
- |

page 1 ofaTowalnoremis) | Items per list[5_ V|

Figure 1.7-3: Agent Association List

In the Agent Association List:

1. Inthe 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. Inthe Agent Association List, click the required
Organization Name.

Note:
e Click Reset Search to clear the search criteria in the
list.
e 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.

aition Sdn. Bhd.
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From Trader * SUHAIMI BIN ABD WAHID

To Agent * GULFSHIP AGENCIES SDN BHD

Agent Code ASB965

Agent Association F
Remarks «

EnEmEen

Figure 1.7-4: Agent Association — Created

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

CHECKLIST

X Associate Customs Stations (Optional).

Figure 1.7-5: Checklist

Note: Once the steps mentioned in the checklist are completed, the X changes to v . 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 E to view the Link Repository. The available links are displayed
in an expandable list as listed below.

e Associate Customs Station.

e 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.

& BRINFD Brilliance Information 5dn. Bhd.
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From Trader * SUHAIMI BIN ABD WAHID Associate Customs Station
To Agent * GULFSHIP AGENCIES SDN BHD View / Upload Documents
Agent Code ASB965
Agent Association
Remarks
EDEEnER

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 E 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 E 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.

& BRINFD Brilliance Information 5dn. Bhd.
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Individual Business Stakeholder can submit the Agent Association form. To submit the Agent

1.8 Submit Agent Association

Association:

1. Inthe Agent Association form, click Submit as shown below.

= AGENT ASSOCIATION STATUS : CREATED = Q

From Trader * SUHAIMI BIN ABD WAHID
To Agent * GULFSHIP AGENCIES SDN BHD
Agent Code ASB965

Agent Association

Remarks

Submit | Back

Figure 1.8-1: Agent Association Form — Submit

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

= AGENT ASSOCIATION STATUS : SUBMITTED = @

From Trader *SUHAIMI BIN ABD WAHID
To Agent * GULFSHIP AGENCIES SDN BHD
Agent Code ASB965

Agent Association

Remarks

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:

e Inthe 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

& BRINFD Brilliance Information 5dn. Bhd.
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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.

e |f 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.

& BRINFD Brilliance Information 5dn. Bhd.
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Registration Ref No.

REG-I-R10-1701-0006

Stakeholder Type @® Individual O Organization

PERSONAL DETAILS

Registration Date

*19-01-2017

Nationality @ Malaysian () Mon-Malaysian
Full Name = MICHELE CHEW PEI SIAN
NRIC Mo, ~ 820329045006

Login ID ~ SParate@agility.com

Communication Email ID @ Primary Email ID (O Alternative Email ID

Designation Select the value

INDIVIDUAL PRIMARY CONTACT

1D Type

Gender

GST No.

Primary Email ID

Alternative Email ID

@ NRIC No. (OPassport No.

@Male (OFemale () Neuter Gender

951123968
~ SParate@agility.com

spatil@agility.com

REGISTRATION CUSTOMS STATION

Maobile Number +60 89652147 Telephone Number 2 +60

Telephone Number 1 +60 Fax Number +60

INDIVIDUAL PRIMARY ADDRESS

Address * Jalan 23, Selangor

Postal Code b 01007 City/Town/Area/Land * Kangar - Peti surat -
State Perlis Country Malaysia

Registration Station Name / Code

B BUSINESS STAKEHOLDER CATEGORY

“ KANGAR,PERLIS * R10 H

1 Trader (Importer/Exporter)

“ < Page 1 Of 1 Total 1 Item(s)

»

Active

Items per \ist

B AGENT ASSOCIATION

1 GULFSHIP AGEMCIES SDN BHD

“ < Page 1 Of1Total 1 Item(s)

View / Upload Documents

> »

O e

Associate Customs Station

Submitted =

Items per list

B BANK LIST

1 BANK KERJASAMA RAKYAT MALAYSIA BERHAD

< page 1 Of1 Total 1 Item(s)

e T r— -

BANK KERJASAMA RAKYAT MALAYSIA BERHAD

9P767856457357

Created

Items per \ist

©

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.
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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.

= UCUSTOMS REGISTRATION FORM

Stakeholder Type Olndividual® @ Organization @
Registration Authority * Sabah State Authority [v] Business Entity * Partnership [v]
BRN * 100280T Li] Organization Name = KFC (SARAWAK) SDN BHD [i

Proceed | Back

Figure 1.9-1: uCustoms Registration Form — Organization

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

Brilliance _r"_::-"":.:_'.'--r Sdn. Bhd.
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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,

Issue 1.2

Page 97 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 L
any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any [EErE T IIETTITETT

lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.




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

No. Field Name Description

e Human Rights,
Safety/Security/Salvation,
e Religious, and
e Trading/Commercial.
For Sabah State Authority, the drop-down list values include:
e Partnership,
e Sole Proprietor,
e Individual,
e Registrar of Business (ROB),
e Registrar of Company (ROC), and
e Others.
For Sarawak State Authority, the drop-down list value includes:
e Registrar of Business (ROB).
For SSM, the drop-down list values include:
e Registrar of Business (ROB),
e Registrar of Company (ROC), and
e Limited Liability Partnership (LLP).
For Labuan Authority, the drop-down list value includes:
e Registrar of Business (ROB).

4. | BRN Enter the BRN.

Note: BRN should contain only alphanumeric characters.
e If an Organization is already registered with same BRN, then
system shows the Alert message for duplicate BRN as shown
below.

An organization with the same BRN - 592672V is already
registered.Kindly contact the nearest Customs Office to continue
with the registration.

Figure 1.9-2: Alert — Duplicate BRN

e 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.

& BRINFD . Brilliance Information 5dn. Bhd.
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No. Field Name Description

ORGANIZATION INFORMATION

Organization Name SABAH ORGANIZATION BRN sB ASD1234567

Registration Authority Sarawak State Authority v Business Entity Registration Of Business (R0B)

GST No,

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.

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

e 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.

i Brilliance Information 5dn. Bhd.
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Information: To complete the Business Stakehelder Organization Registration process
>> Create Organization Business Stakeholdars 2> Associate Business Category > Associate Ports >3 Associate Profiles > Upload required documant

= UCUSTOMS REGISTRATION FORM STATUS : NEW =@

Stakeholder Type O Individual @® Organization Registration Date *19-01-2017

ORGANIZATION INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD BRN * 1002807
Registration Authority * Sabah State Authority ﬂ Business Entity * Partnership ﬂ
GST Mo.

PERSOMNAL DETAILS

Nationality (Malaysian (® Non-Malaysian 1D Type (ONRIC No. (®Passport MNao.

Full Name * ROHAYU BINTI ABDUL RAHIM a Gender (O Male @ Female () Neuter Gender

Passport No. * MYEP333W [i] Passport Expiry Date *31-01-2019
Country = Australia Passport Issued From > Australia

Login ID * sraghavan9898981@gmail.com

Communication Email ID @ Primary Email ID (O Alternative Email ID Primary Email ID = sraghavan9898981@gmail.com

Designation ~ Director ﬂ Alternative Email ID sraghavanl@gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 ﬂ 8886668007 Li] Telephone Number 2 +60 ﬂ 603377778

Telephone Number 1 +60 ™ Fax Number +60 [v] 780006688

ORGANIZATION PRIMARY ADDRESS

Address * Jalan 34-B-3, Building 43
Selangor, KL
Country = Malaysia
Postal Code * 01007 City/Town/AreafLand * Kangar - Peti surat u
State perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code = KANGAR,PERLIS * R10 -

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

Brilliance Information 5dn. Bhd.
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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:

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

e 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.

e 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.

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

e [f 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.

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

e 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
(!I @I #I sl %I AI &I *I (I )I _I :I /I')'

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 (|, @, #, S, %, », &, *,

(l )l S /l'l)'

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 Select the Communication Email ID as Primary Email ID or

ID 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:

e Managing Director,

e Director,

e Manager,

e Senior Executive,
Executive,
Non-Executive,
Supervisor,

Owner,

e Partnership,

e Ordinary Partnership,
e Sole Proprietorship
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No. Field Name Description

e Secretary,

e Clerk, and

e Others.

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

Designation Others v

Others * System analyst

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 H 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

Page 1| 0F 1 Total 1 Item(s Ttems per fist | 10

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. Inthe 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 System auto-populates the default Registration Station Name or
Name/Code 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 u 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

Station Code Page 1 Of 1 Total 1 Item(s) Items per list| 10 ¥

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. Inthe 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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Information: To complete Organization Registration process.
> Crests Organization Business Stakeholders > Associste Business Category 3> Associate Ports 33> Associate Profiles > Upload required document

UCUSTOMS REGISTRATION FORM

US : CREATED =8

Stakeholder Type (O 1ndividual (® Organization Registration Date *19-01-2017

ORGANIZATION INFORMATION F«
Organization Name * KFC (SARAWAK) SDN BHD BRN * 100280T

Registration Authority * Sabah State Authority Business Entity * Partnership

GST No.

PERSONAL DETAILS

Nationality (OMalaysian @ Non-Malaysian ID Type (ONRIC No. @ Passport No.

Full Name = ROHAYU BINTI ABDUL RAHIM o Gender (OMale @Female () Neuter Gender
Passport No. * MYEP333W {i] Passport Expiry Date *31-01-2019

Country = Australia Passport Issued From = Australia

Login ID * sraghavan9898981@gmail.com

Communication Email 1D

rimary Email ID (O Alternative Email ID Primary Email 1D * sraghavan9898981@gmail.com

Designation * Director Alternative Email ID sraghavan1@gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 8886668007 (3] Telephone Number 2 +60 503377778

Telephone Number 1 +60 Fax Number +60 780006638

ORGANIZATION PRIMARY ADDRESS

Address * Jalan 34-B-3, Building 43
Selangor, KL
Country * Malaysia
Postal Code = 01007 City/Town/Area/Land * Kangar - Peti surat u
State Perlis

REGISTRATIOMN CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS *R10 -

B BUSINESS STAKEHOLDER CATEGORY -]

NO RECORDS AVAILABLE

B MASTER USER

nm———-

1 sraghavan9898981@gmail.com ROHAYU BINTI ABDUL RAHIM Associate Ports Associate Profiles Associate Customs Station Created E{
Max Allowed Users: 20 No.Of Users: 1 Page 1 Of 1 Total 1 Item(s) Items per list
B Bank LIST =

NO RECORDS AVAILABLE

8] +]

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 E to
view the Link Repository. The available links are displayed in an expandable list as listed below and
shown in Figure 1.9-9.
e Additional Organization Information (for Sabah, Sarawak or Labuan Authority).
e View/Upload Documents (for all Registration Authorities).
e View History (for all Registration Authorities).
e View Organization Information (SSM) (if the Registration Authority is selected as Companies
Commission of Malaysia (SSM) and Business Entity as ROB/ROC).
e View Organization Members (if the Registration Authority is selected as Companies
Commission of Malaysia (SSM) and Business Entity as ROB/ROC).
e View Organization Information (uCustoms) (if the Registration Authority is selected
Companies Commission of Malaysia (SSM) and Business Entity as ROB, ROC or LLP).
e Based on the selected Registration Authority and the Business Entity type, the uCustoms

Registration Form links are displayed as listed below.

No. | Registration Business | Available Links Respective Approver
Authority Entity
1. | Sabah State Authority Any e Additional Organization Sabah State Authority
Information.

® \View History.
® View/Upload Documents.

2. | Sarawak State Authority | ROB e Additional Organization Sarawak State Authority
Information.

® View History.

® View/Upload Documents.

3. | Companies Commission | ROB/ROC e View History. System automatically
of Malaysia (SSM) e View/Upload Documents. activates the Business
e Organization Information Stakeholder
(uCustoms). (Organization).

e Organization Members.
e Organization Information
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No. Registration Business | Available Links Respective Approver
Authority Entity
(SSM).
4. | Registrar of Society ROS e View History. ROS Approver
(ROS) e View/Upload Documents.
5. | Labuan Authorlty ROB ) Additional Organization Labuan Authonty
Information.

® View History.
® View/Upload Documents.

6. | Companies Commission | LLP e View History. LLP Approver

of Malaysia (SSM) ® View/Upload Documents.

e Organization Information
(uCustoms).

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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Information: To complete Organization Registration process.

=> Create Organization Business Stakeholders =3 Associste Business Categary 3> Associate Ports >3 Associate Profiles > Upload required document

= UCUSTOMS REGISTRATION FORM STATUS : CREATED = @

Stakeholder Type (DIndividual @ Organization Registration Date + 19,91,24 Additional Organization Information

ORGANIZATION INFORMATION History FV

Organization Name * KFC (SARAWAK) SDN BHD BRN + wuzauTl View / Upload Documents

Registration Authority * Sabah State Authority Business Entity * Partnership

GST No.

PERSONAL DETAILS

Nationality (O Malaysian (® Non-Malaysian ID Type (CJNRIC No. (@) Passport No.

Full Name * ROHAYU BINTI ABDUL RAHIM o Gender OMale ®Female () Neuter Gender

Passport No. * MYEP333W (i Passport Expiry Date = 31-01-2019

Country = Australia Passport Issued From * Australia

Login ID * sraghavan9898981 @gmail.com

Communication Email ID (® Primary Email ID () Alternative Email ID Primary Email 1D * sraghavan9898981@gmail.com

Designation * Director Alternative Email ID sraghavan1@gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 8886668007 (i ] Telephone Number 2 +60 603377778

Telephone Number 1 +60 Fax Number +60 780006688

ORGANIZATION PRIMARY ADDRESS

Address * Jalan 34-B-3, Building 43

Selangor, KL

Country * Malaysia

Postal Code = 01007 City/Town/Area/Land * Kangar - Peti surat u

State Perlis

REGISTRATIOM CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS *R10 -
B BUSINESS STAKEHOLDER CATEGORY -]

NO RECORDS AVAILABLE
|

D MASTER USER

nm_———m-

1 sraghavan9898981@gmail.com ROHAYU BINTI ABDUL RAHIM Assodiate Ports Associate Profiles Associate Customs Station Created
Max Allowed Users : 20 No.Of Users: 1 Page 1 Of 1 Total 1 Item(s) Ttems per list
B BANK LIST =
NO RECORDS AVAILABLE
o]+ n
bt

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.

CHECKLIST

X Associate Default Port (Optional).

X Associate Default Customs Station (Optional).
X Associate User Profiles.

X Business license under the Business Licensing.
X Associate Business Stakeholder Category.

X submit Additional Organization Information.

Figure 1.9-10: Checklist

Note: Once the steps mentioned in the checklist are completed, the X changes to v . 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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After creating the uCustoms Registration Form, the Organization Business Stakeholder can associate

1.9.5 Associate Business Stakeholder Category

Business Stakeholder Category. To associate Business Stakeholder Category:

1. On the uCustoms Registration Form, in the Business Stakeholder Category section, click H
to associate the stakeholders as shown below.

B BUSINESS STAKEHOLDER CATEGORY

NO RECORDS AVAILAELE

5[%]

Figure 1.9-11: Business Stakeholder Category List

The Business Stakeholder Category list appears as shown below.

|§ Search = BUSINESS STAKEHOLDER CATEGORY 2

Stakeholder Category

Yo

1 Trader (Importer/Exporter)
X Shipping Agent

3 Forwarding Agent

4 Carrier Agent

Warehouse Operator

3 Port Operator

7 Free Zone Operator

=]

Duty Free Shop Operator

w

KTM User

O000O00oR & &AL
w

-
o

Freight Forwarder

Page 1 Of 2 Total 20 Item(s) Ttems per list [10 V|

iL}
L

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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Information: To complete Organization Ragistration process
>3 Create Organization Business Stakeholders >3 Associate Business Category 3 Associate Ports >3 Associate Profiles >3 Upload required document

UCUSTOMS REGISTRATION FORM

Stakeholder Type (O 1Individual @ Organization Registration Date =~ 19-01-2017

ORGANIZATION INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD BRN *100280T
Registration Authority * Sabah State Authority Business Entity = Partnership
GST No.

PERSONAL DETAILS

REGISTRATION CUSTOMS STATION

Nationality (O Malaysian (@) Non-Malaysian 1D Type (ONRIC No. @ Passport No.
Full Name = ROHAYU BINTI ABDUL RAHIM i} Gender OMale @Female O Neuter Gender
Passport No. = MYEP333W [i] Passport Expiry Date * 31-01-2019
Country * Australia Passport Issued From * Australia
Login ID * sraghavan9898981@gmail.com
Communication Email ID (@ Primary Email ID () Alternative Email ID Primary Email ID * sraghavan9898981@gmail.com
Designation * Director Alternative Email ID sraghavanl@gmail.com
ORGANIZATION PRIMARY CONTACT
Mobile Number +60 8886668007 1] Telephone Number 2 +60 603377778
Telephone Number 1 +60 Fax Number +60 780006688
ORGANIZATIONM PRIMARY ADDRESS
Address * Jalan 34-B-3, Building 43

Selangor, KL
Country = Malaysia
Postal Code * 01007 City/Town/Area/Land = Kangar - Peti surat -
State Perlis

Registration Station Name / Code * KANGAR,PERLIS *R10 -

E BUSINESS STAKEHOLDER CATEGORY

1 Trader (Importer/Exporter) Created
O 2 Shipping Agent Created
(| 3 Forwarding Agent Created

Ll Lo e

B MASTER USER

55| ] Page 1 Of 1 Total 3 Item(s) 3 Items per list[5 V|

DENET: ————_

sraghavan9898981@gmail.com ROHAYU BINTI ABDUL RAHIM Associate Ports Associate Profiles Associate Customs Station Created C{
Max Allowed Users: 20 No.OfUsers: 1 « < |Page 1 Of1Total1Ttem(s) > > Items per |i5t
B sank LsT e

NO RECORDS AVAILABLE

Figure 1.9-13: uCustoms Registration Form — Associated Stakeholders
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e |[f 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.

e 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. Onthe 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.

B BUSINESS STAKEHOLDER CATEGORY -]
L]
W 1 Trader (Importer/Exporter) Created
| 2 Shipping Agent Created
O 3 Forwarding Agent Created
hx) H Page 1 Of 1 Total 3 Item(s) Items per Iist

Figure 1.9-14: Business Stakeholder Category - Disassociate

System prompts to confirm the disassociation as shown below.

Message from webpage ﬁ

| Areyou sure you want to disassociate selected items?

oK Cancel

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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Organization Business Stakeholder needs to associate Profiles to submit Organization Business

1.9.6 Associate/Disassociate Profiles

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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Information: Te complete Organization Registration process
>3 Create Organization Business Stakeholders »> Associate Business Catsgory >3 Associate Ports >3 Associate Profiles 33 Upload requirad document

= UCUSTOMS REGISTRATION FORM

Stakehaolder Type (Olndividual @ Organization Registration Date *19-01-2017

ORGANIZATION INFORMATION

Organization Name = KFC (SARAWAK) SDN BHD BRN = 100280T
Registration Authority = Sabah State Authority Business Entity = partnership
GST No.

PERSOMAL DETAILS

Nationality (O Malaysian (® Non-Malaysian 1D Type (ONRIC No. ®Passport No.

Full Name * ROHAYU BINTI ABDUL RAHIM i) Gender (OMale @Female O Neuter Gender
Passport No. = MYEP333W {i] Passport Expiry Date = 31-01-2019

Country = Australia passport Issued From * Australia

Login ID ~ sraghavan9898981@gmail.com

Communication Email ID @ Primary Email ID ) Alternative Email ID Primary Email ID = sraghavan9898981@gmail.com
Designation * Director Alternative Email ID sraghavanl@gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 8886668007 ;] Telephone Number 2 +60 603377778

Telephone Number 1 +60 Fax Number +60 780006688

ORGANIZATION PRIMARY ADDRESS

Address = Jalan 34-B-3, Building 43
Selangor, KL
Country * Malaysia
Postal Code = 01007 City/Town/AreafLand * Kangar - Peti surat -
State Perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS *R10 -

B BUSINESS STAKEHOLDER CATEGORY

Ll Joe o TR

1 Trader (Importer/Exporter) Created

O 2 Shipping Agent Created

] 3 Forwarding Agent Created
H < Page 1 Of 1 Total 3 Item(s) 3 Items per list n

B MASTER USER

n-———m-

sraghavan9898981@amail.com ROHAYU BINTI ABDUL RAHIM Associate Ports Associate Customs Station Created E4
Max Allowed Users: 20 No.OfUsers: 1 < Page 1 Of 1 Total 1 Item(s) 3 Ttems per list[5_~]
B BANK LIST =l

NO RECORDS AVAILABLE

»
4

Figure 1.9-16: uCustoms Registration Form — Associate Profiles

Brilliance Information 5dn. Bhd.

Issue 1.2 Page 116 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
lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



RMCD - uCustoms

Confidential
User Manual Phase 1 — Registration (External User) uCustoms 24.03.04

The Available User Profile List appears as shown below.

B search = AVAILABLE USER PROFILE LIST

Name

Reset Search

L]

[ 1 Trader (Importer/Exporter)
[ 2 Shipping Agent
O

3 Forwarding Agent

&

. Page 1 Of 1 Total 3 Item(s) Items per list [10 V]

= ASSOCIATED USER PROFILE LIST

NO RECORDS AVAILABLE

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. Inthe 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.

B Search = AVAILABLE USER PROFILE LIST e
Name u
E O 1 Forwarding Agent
Page 1 Of 1 Total 1 Item(s) Items per Iist
= ASSOCIATED USER PROFILE LIST -]
| ]
O 1 Trader (Importer/Exporter) (O]
O 2 Shipping Agent
HEE Page 1 Of 1 Total 2 Ttem(s) Ttems per list[10 V|

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. Inthe Associated User Profile List, select the check box corresponding to the profile Name

that needs to be disassociated as shown below.

= ASSOCIATED USER PROFILE LIST

1 Trader (Importer/Exporter)

&I O B

2 Shipping Agent

E Page | 1 Of 1 Total 2 item(s)

Items per list

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.

o
2. Click to disassociate the associated Profile.

System prompts to confirm the disassociation as shown below.

ra

Message from webpage

=

| Areyou sure you want to disassociate selected items?

oK

Cancel

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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b Search = AVAILABLE USER PROFILE LIST
e ﬂﬂ_

(] 1 Shipping Agent

Page 1 Of 1 Total 2 Item(s) Items per list| 10 ¥ |

E I

= ASSOCIATED USER PROFILE LIST

1 Trader (Importer/Exporter)

Page 1 Of 1 Total 1 Item(s)

®
il

Ttems per list| 10 ¥ |

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. Inthe uCustoms Registration Form, click E and then click Additional Organization
Information to create and save the Organization details as shown in Figure 1.9-22.
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Information: To complete Organization Registration process
>3 Craate Organization Business Staksholders >3> Assaciats Business Category > Associate Ports >3 Associate Profiles >3 Upload requirsd document

= UCUSTOMS REGISTRATION FORM STATUS : CREATED
Stakeholder Type (O Individual @ Organization Registration Date *19-01-21 I-ff\dditiﬂﬂiiI Organization Information
History
ORGANIZATION INFORMATION
Organization Name = KFC (SARAWAK) SDN BHD ERN - lUUZSUTI View / Upload Documents
Registration Authority * Sabah State Autherity Business Entity * Partnership
GST No.
PERSONAL DETAILS
Nationality (O Malaysian ® Non-Malaysian 10 Type (JNRIC No. @®Passport No.
Full Name * ROHAYU BINTI ABDUL RAHIM o Gender Omale @Female O Neuter Gender
Passport No. * MYEP333W i Passport Expiry Date * 31-01-2019
Country * Australia Passport Issued From * Australia
Login ID * sraghavan9898981@gmail.com
Communication Email ID (@ Primary Email ID () Alternative Email ID Primary Email ID * sraghavan9898981@gmail.com
Designation * Director Alternative Email 1D sraghavanl@gmail.com
ORGANIZATION PRIMARY CONTACT
Mobile Number +60 8886668007 i ] Telephone Number 2 +60 603377778
Telephone Number 1 +60 Fax Number +60 780006688
ORGANIZATION PRIMARY ADDRESS
Address * Jalan 34-B-3, Building 43
Selangor, KL
Country * Malaysia
Postal Code * 01007 City/Town/Area/Land * Kangar - Peti surat -
State Perlis

REGISTRATION CUSTOMS STATIOM

Registration Station Name / Code * KANGAR,PERLIS * R10 -

B BUSINESS STAKEHOLDER CATEGORY

Ll T

1 Trader (Importer/Exporter) Created
O 2 Shipping Agent Created
O 3 Forwarding Agent Created
55 [ | Page 1| Of 1 Total 3 Item(s) Items per list[5_ |

B MASTER USER

DEmET ———

sraghavan2898981@gmail.com ROHAYU BINTI ABDUL RAHIM Assodiate Ports Associate Profiles Associate Customs Station Created (&
Max Allowed Users: 20 No. Of Users: 1 Page 1 Of 1 Total 1 Item(s) Ttems per list[5 ™|
B sank LisT e

NO RECORDS AVAILABLE

et

Figure 1.9-22: uCustoms Registration Form — Additional Organization Information
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= ORGANIZATION INFORMATION

STATUS : NEW -]

ORGANIZATION INFORMATION
Organization Name * KFC (SARAWAK) SDN BHD BRN = 100280T
Expiry Date = 27-01-2021 Last Updated Date
Company Category
OWNER/DIRECTOR INFORMATION
1D Type (JNRIC No. (® Passport No. Passport No. = MYEP333W
Passport Expiry Date = 31-01-2019 Passport Issued From = Australia
Country = Australia
Full Name = ROHAYU BINTI ABDUL RAHIM Gender (O Male @Female () Neuter Gender
GST No. Nationality (O Malaysian (® Non-Malaysian
Designation = Director ﬂ
Login ID * sraghavan989898 L@gmail.com Alternative Email ID sraghavanl@gmail.com
COMTACT INFORMATION
Mobile Number +60 ﬂ 8886668007 e Telephone Number 2 +60 ﬂ 603377778
Telephone Number 1 +60 [¥] Fax Number +60 [v] 780006688
ADDRESS INFORMATION
Address * Jalan 34-B-3, Building 43
Selangor, KL
Country = Malaysia
Postal Code 01007 City/Town/Area/Land Kangar - Peti surat H
State Perlis

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.
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The Organization Information form refreshes with the Last Updated Date, Created status and

Organization Member List section as shown below.

= ORGANIZATION INFORMATION

STATUS : CREATED = @

ORGANIZATION INFORMATION

ADDRESS INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD BRN *100280T

Expiry Date = 27-01-2021 Last Updated Date 19-01-2017

Company Category

OWNER/DIRECTOR INFORMATION

ID Type (JNRIC Mo. (® Passport No. Passport No. = MYEP333W

Passport Expiry Date * 31-01-2019 Passport Issued From * Australia

Country * Australia

Full Name * ROHAYU BINTI ABDUL RAHIM Gender (OMale @®Female O Neuter Gender
GST No. Nationality (O Malaysian (@ Non-Malaysian
Designation * Director j

Login ID * sraghavan9898981@gmail.com Alternative Email ID sraghavan1@gmail.com
CONTACT INFORMATION

Maobile Number +60 ﬂ 8886668007 i Telephone Number 2 +60 ﬂ 603377778
Telephone Number 1 +60 [~ Fax Number +60 []| |780006688

Address

Country
Postal Code

State

B ORGANIZATION MEMBER LIST

* Jalan 34-B-3, Building 43

Selangor, KL

* Malaysia

01007 City/Town/Area/Land

Perlis

Kangar - Peti surat u

NO RECORDS AVAILABLE

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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= ORGANIZATION MEMBER DETAILS STATUS : NEW B

1D Type MRIC MNo.  ® Passport No. Designation *| Manager A
Full Name SHAHRI BIN ZAINAL ABIDIN Li ] Passport Mo. BW4423A Li]
Address * Jalan 33, Building 34, Block D, Ultra
Salengor, KL
oo [oa]

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:
e Managing Director,
e Director,
e Manager,
e Senior Executive,
e Executive,
e Non-Executive,
e Supervisor,
e Owner,
e Partnership,

e Ordinary Partnership,

e Sole Proprietorship

e Secretary,

e Clerk, and

e 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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= ORGANIZATION INFORMATION

STATUS : CREATED = @

ORGANIZATION INFORMATION

B ORGANIZATION MEMBER LIST

Organization Name * KFC (SARAWAK) SDN BHD BRN = 100280T
Expiry Date = 27-01-2021 Last Updated Date 19-01-2017
Company Category
OWNER/DIRECTOR INFORMATION
1D Type (JNRIC No. (& Passport No. Passport No. * MYEP333W
Passport Expiry Date * 31-01-2019 Passport Issued From * Australia
Country = Australia
Full Name = ROHAYU BINTI ABDUL RAHIM Gender (OMale ®Female () Neuter Gender
GST No. Mationality (O Malaysian @ Non-Malaysian
Designation = Director [~
Login 1D * sraghavan9898981@gmail.com Alternative Email ID sraghavan1@gmail.com
CONTACT INFORMATION
Mabile Number +60 ﬂ 8886668007 1] Telephone Number 2 +60 ﬂ 603377778
Telephone Number 1 +60 [v] Fax Number +60 [v] |7soo006688
ADDRESS INFORMATION
Address * Jalan 34-B-3, Building 43
Selangor, KL
Country = Malaysia
Postal Code 01007 City/Town/Area/Land Kangar - Peti surat H
State Perlis

L]
0 1

(8 ]4]

SHAHRIL BIN ZAINAL ABIDIN

BW44423A

Page 1 Of 1 Total 1 Item(s)

@
Items per list

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 E to delete the selected Organization Member details as shown in Figure 1.9-27.
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B ORGANIZATION MEMBER LIST -}
[
W 1 SHAHRIL BIN ZAINAL ABIDIN BW44423A Eg‘
Page 1 Of 1 Total 1 Item(s) Items per \ist

Figure 1.9-27: Organization Member Details — Delete

System prompts to confirm the deletion as shown below.

Message from webpage I‘ﬁ

| Are you sure you want to delete selected items?

[ 0K | [ Cancel |

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 E to view the Link Repository.
The available links are displayed in an expandable list as listed below.

e Additional Address Information.

e 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 E and then click Additional Address Information

to create the Additional Address Information as shown in Figure 1.9-29.
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(ON INFORMATION

STATUS : CREATED

ORGANIZATION INFORMATION

‘ | Additional Address Information I

Organization Name * KFC (SARAWAK) SDN BHD BRN * 1002807 | History
Expiry Date * 27-01-2021 Last Updated Date 19-01-2017

Company Category

OWNER/DIRECTOR INFORMATION

1D Type (ONRIC No. (® Passport No. Passport Mo. = MYEP333W

Passport Expiry Date * 31-01-2019 Passport Issued From = Australia

Country * Australia

Full Name = ROHAYU BINTI ABDUL RAHIM Gender OMale @Female (O Neuter Gender
GST MNo. Nationality (O Malaysian @ Non-Malaysian
Designation = Director

Login ID * sraghavan2898981@gmail.com Alternative Email ID sraghavanl@gmail.com

CONTACT INFORMATION

Mobile Number +60 8886668007 (i} Telephone Number 2 +60 603377778
Telephone Number 1 +60 Fax Number +60 780006688
ADDRESS INFORMATION
Address * Jalan 34-B-2, Building 43
Selangor, KL
Country = Malaysia
Postal Code 01007 City/Town/Area/Land Kangar - Peti surat u
State Perlis

B ORGANIZATION MEMBER LIST

nn_—

1 SHAHRIL BIN ZAINAL ABIDIN BW44423A

n Page 1 Of 1 Total 1 Item(s)

Items per \ist

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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= ADDITIONAL ADDRESS INFORMATION

Address = Jalan 444, Sri Petaling Street,
Building 43, Block-Utara
Selangor, KL
Postal Code * 01000 City/Town/Area/Land Jalan Abi Tok Hashim !

State Perlis Country Malaysia

Create | Close

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 u to browse and select the City, Town, Area or Land.

The City List appears as shown below.

search
CityTowryareaiLand
- [ pers Walaysia
state 2 perlic Malaysia
B - Perlis Malaysia
Country 4 State HamelL Zambia
a . State Namel. Zamtia
7 Perlis Malaysia
s perlis Malaysia
9 perlic Malaysia
10 perls Walaysia
[« | Page 1 Of31Totai 300 nermis) [ Items perfst 10 -

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. Inthe 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.

= ADDITIONAL ADDRESS INFORMATION -]

Address *Jalan 444, Sri Petaling Street,
Building 43, Block-Utara
Selangor, KL
Postal Code * 01000 City/Town/Area/Land Jalan Abi Tok Hashim -

State Perlis Country Malaysia

Save | Close

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:

e In the Organization Information form, click E 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:

e In the uCustoms Registration Form, click E and then click View/Upload Documents as

shown in Figure 1.9-33.
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Information: To complete Organization Registration process
>3 Create Organization Business Stakeholders > Associate Business Category 3> Associats Ports > Associate Profiles > Upload required document

UCUSTOMS REGISTRATION FORM STATUS : CREATED

Stakeholder Type (OIndividual @ Organization Registration Date *19-01-2| Additional Organization Information

History
ORGAMNIZATION INFORMATION

Organization Name = KFC (SARAWAK) SDN BHD BRN i IUUZEDTI IViEW:‘ Upload DvcumEml

Registration Authority * Sabah State Authority Business Entity * Partnership

GST No.

PERSONAL DETAILS

Nationality (O Malaysian ® Non-Malaysian ID Type (JNRIC No. ®Passport No.

Full Name * ROHAYU BINTI ABDUL RAHIM i} Gender OMale @Female O Neuter Gender
Passport No. = MYEP333W [i} Passport Expiry Date *31-01-2019

Country * Australia Passport Issued From * Australia

Login ID * sraghavan9898981@gmail.com

Communication Email ID (@ Primary Email ID O Alternative Email ID Primary Email 1D * sraghavan9898981@gmail.com
Designation * Director Alternative Email ID sraghavanl@gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 8886668007 ;] Telephona Number 2 +60 603377778

Telephone Number 1 +60 Fax Number +60 780006688

ORGAMNIZATION PRIMARY ADDRESS

Address * Jalan 34-B-3, Building 43
Selangor, KL
Country * Malaysia
Postal Code b 01007 City/Town/Area/Land * Kangar - Peti surat -
State Perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS * R10 -

D BUSINESS STAKEHOLDER CATEGORY

e e

1 Trader (Importer/Exporter) Created

O 2 Shipping Agent Created

O 3 Forwarding Agent Created
Page 1 Of 1 Total 3 Item(s) Items per Iistﬂ

B MASTER USER

DENET: e

sraghavan9898981@gmail.com ROHAYU BINTI ABDUL RAHIM Associate Ports Associate Profiles Associate Customs Station Created @

Max Allowed Users: 20 No.Of Users: 1 Page 1 Of 1 Total 1 Item(s) Items per list[5_~|

BY BanK LIST e

NO RECORDS AVAILABLE
8 +]

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.

e For Sarawak, it is mandatory to upload Registration Certificate (Form R.22 — Amendments 1/96).

e For Sabah State Authority, it is mandatory to upload Business Licensing document.

o 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:

e In the uCustoms Registration Form, click E 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. Inthe uCustoms Registration Form, cIickE and then click Organization Information (SSM) as

shown in Figure 1.9-34.
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£ UCUSTOMS REGISTRATION FORM STATUS :
Registration Ref No. History
Stakeholder Type Olndividual @ Organization Registration Date * 18- Organization Information(uCustoms)

ORGANIZATION INFORMATION

Organization Name * PERFECT FOOD MANUFACTURING (M) SDN BRN 1234 View / Upload Documents
Registration Authority = Companies Commission Of Malaysia (S[¥/] Business Entity * Re Organization Members
GST No. Gst modified
PERSONAL DETAILS
Nationality @®Malaysian O Non-Malaysian 1D Type @NRIC No.  OPassport No.
Full Name * AMINAH BINTI ABDULLAH o Gender OMale  @Female  OMNeuter Gender
NRIC No. * 700116718888 ]
Login 1D * mohofficer1181@gmail.com
Communication Emall ID @primary Email ID O Alternative Emall ID Primary Email 1D * mohofficer1181@gmail.com
Designation * Others Alternative Email ID spatil6@agility.com
Others * OTHERES
ORGANIZATION PRIMARY CONTACT
Mobile Number +60 6666666666666666666 € Telephone Number 2 +1
Telephone Number 1 +20 6666666666666666 Fax Number +1 666666665
ORGANIZATION PRIMARY ADDRESS
Address * ROOM 102 220-1 changed 6
JALAN PERKASA SATU changed 6
TAMAN MALURL,CHERAS,KUALA LUMPUR changed 6
Postal Code b 40000 & City/Town/Area/Land * shah Alam .
State Selangor Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * WISMA KASTAM,PELABL * B10 H

B BUSINESS STAKEHOLDER CATEGORY

O

1 Trader (Importer/Exporter) Active
[m] 2 Shipping Agent Created
m] 3 Forwarding Agent Created
[m] 4 Carrier Agent Created
m] 5 Warehouse Operator Created

¢ < page 1 |of3Total 13 Item(s) Items per list[5

| acenT association

nm——-

1 Kingston Agents

w / Upload Documents Associate Customs Station Created

O 2 Impoters Organization / Upload Documents Associate Customs Station Created @

m] 3 AOGExpress Shd Bhd / Upload Documents Associate Customs Station Created @

[ +] « < |page| 1 Of1Total3ltem(s) > > Items per lis

MASTER USER

1 mohofficer1181@gmail.com  AMINAH BINTI ABDULLAH  Yes Associate Ports  Associate Profiles  Associate Customs Station  Reset Password  Active (&'

© < Page 1 OfiTotalLltem(s) > * Items per list 5

P ApormonaL users

e ———

1 falcon54332@gmail.com  flacon Associate Ports  Associate Profiles  Associate Customs Station  Activate Reset Password Cancel User Created (&'
[m] 2 sankeerthi321@gmail.com  saptil Associate Ports  Associate Profiles  Associate Customs Station  Activate Reset Password  Cancel User Active (2
EIE] vexatowedusers: 20 No.Ofusers: 3 « < |page 1 Of1Totalzltems) > > Iterns per list[5

B Bank usT C

NO RECORDS AVATLABLE
]+

Figure 1.9-34: uCustoms Registration Form — Organization Information (SSM)
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The Organization Information (SSM) form appears as shown below.

= ORGANIZATION INFORMATION(SSM) STATUS : NEW B

ORGANIZATION INFORMATION

Organization Name = PERFECT FOOD MANUFACTURING (M} SI BRN * 12345678

Registration Authority Select the value ﬂ Business Entity Select the value ﬂ
Expiry Date *

Remarks

PERSOMAL DETAILS

ID Type (® NRIC No. () Passport No. NRIC / Passport No. * 700116718888

ID Expiry Date * 1D Issued From

Full Name = AMINAH BINTI ABDULLAH Gender (OMale @ Female (OMNeuter Gender
Designation = Select the value ﬂ Nationality ® Malaysian (O Non-Malaysian

Login ID Alternative Email ID

GST No. Gst modified

ADDRESS INFORMATION

Address * ROOM 102 229-1 changed 6
JALAN PERKASA SATU changed 6
TAMAN MALURI,CHERAS, KUALA LUMPUR changed &
Postal Code * 40000 City/Town/Area/Land

State Country

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. Inthe uCustoms Registration Form, cIickE and then click Organization Information
(uCustoms) as shown in Figure 1.9-36.
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= UCUSTOMS REGISTRATION FORM STATUS :
Registration Ref No. History

Stakeholder Type Olndividual @ Organization Registration Date * 18-

ORGANIZATION INFORMATION Organization Information(SSH)
Organization Name * PERFECT FOOD MANUFACTURING (M) SDA BRN *123  View / Upload Documents
Registration Authority * Companies Commission Of Malaysia (S[v] Business Entity * Re Organization Members

GST No. Gst modified

PERSONAL DETAILS

Nationality @malaysian O Non-Malaysian D Type @NRIC No.  OPassport No.

Full Name * AMINAH BINTI ABDULLAH o Gender Omale  @Female O Neuter Gender
NRIC No. * 700116718888

Login ID * mohofficer1181@gmail.com

Communication Email ID @primary Email [0 OAlternative Email 1D primary Email ID * mohofficer1181@gmail.com

Designation * Others Alternative Email ID spatil6 @agility.com

Others = OTHERES

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 6666666666666666656  © Telephane Number 2 +1

Telephone Number 1 +20 6666666666666666 Fax Number +1 666666666
ORGANIZATION PRIMARY ADDRESS

Address * ROOM 102 229-1 changed 6

JALAN PERKASA SATU changed 6
"TAMAN MALURI,CHERAS, KUALA LUMPUR changed 6
Postal Code “ 40000 & City/Town/Area/Land * Shah Alam .

State Selangor Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * WISMA KASTAM,PELABL ™ B10 H

[P BuSINESS STAKEHOLDER CATEGORY

OEmEmr

Trader (Importer/Exporter) Active
O 2 Shipping Agent Created
[m] 3 Forwarding Agent. Created
O 4 Carrler Agent Created
[m] 5] Warehouse Operator Created

¢ < |page| 1 |Of3Total 13 Item(s)

[P acenT association

T ——-

1 Kingston Agents Vi Upload Documents Associate Customs Station Created
[} 2 Impoters Organization View / Upload Documents Associate Customs Station Created Q
[m] 3 AOGExpress Shd Bhd View / Upload Documents Associate Customs Station Created @
[ +] © < Page 1 Of1Total3ltem(s) > Items per list

MASTER USER

nmm————mn

1 mohofficer1181@gmail.com  AMINAH BINTI ABDULLAH  Yes Associate Ports  Associate Profiles Associate Customs Station Reset Password  Active (&

< < |page 1 Of1Totallltem(s) > » Items per list 5

B> ~DDITIONAL USERS

1 falcon54333@gmail.com  flacon Associate Ports  Associate Profiles  Associate Customs Station  Activate Reset Password  Cancel User Created (&
[m] 2 sankeerthid21@gmail.com  saptil Associate Ports  Associate Profiles  Associate Customs Station  Activate Reset Password Cancel User Active (3
EIE] vexAlowedUsers: 20 No.OfUsers: 3 « < page| 1 Of1Total3ltem(s) > » Items per list

| o C

NO RECORDS AVAILABLE

Figure 1.9-36: uCustoms Registration Form — Organization Information (uCustoms)
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The Organization Information form appears as shown below.

= ORGANIZATION INFORMATION

STATUS : NEW 2

ORGANIZATION INFORMATION

Organization Name = PERFECT FOOD MANUFACTURING (M) SDN. BRN * 12345678

Expiry Date *31-03-2017 Last Updated Date

Company Category

OWMER/DIRECTOR INFORMATION

ID Type @ NRIC No. () Passport No. NRIC No. * 700116718888

Full Name * AMINAH BINTI ABDULLAH Gender (OMale @ Female ()MNeuter Gender
GST No. Gst modified Nationality ® Malaysian (O Mon-Malaysian
Designation * QOthers ﬂ Other Designation * OTHERES

Login ID * mohofficer1181@gmail.com Alternative Email ID spatilé@agility.com

CONTACT INFORMATION

Create | Close

Mobile Number +60 [V] s666566666666666666 i ] Telephone Number 2 +1 [v]
Telephone Number 1 +20 [v] 6666666666666666 Fax Number +1 [v] ess666666
ADDRESS INFORMATION
Address * ROOM 102 229-1 changed 6
JALAN PERKASA SATU changed 6
TAMAN MALURI,CHERAS,KUALA LUMPUR changed 6
Postal Code # 40000 € City/Town/Area/Land * Shah Alam u
State Selangor Country Malaysia

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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= ORGANIZATION INFORMATION

STATUS : CREATED

ORGAMIZATION INFORMATION

Organization Name

CONTACT INFORMATION

* PERFECT FOOD MANUFACTURING (M) SDN. BRN * 12345678
Expiry Date *31-03-2017 Last Updated Date 16-03-2017
Company Category
OWNER/DIRECTOR INFORMATION
ID Type @NRIC No. () Passport Ne. NRIC No. " 700116718888
Full Name = AMINAH BINTI ABDULLAH Gender (Male @ Female () Neuter Gender
GST No. Gst modified Nationality @ Malaysian  (O)Non-Malaysian
Designation * Others ﬂ Other Designation * OTHERES
Login ID * mohofficer1 181@gmail.com Alternative Email ID spatil6@agility.com

Mobile Number +60 [¥] 6666666666666666666 Li] Telephone Number 2 +1 [~]
Telephone Number 1 +20 [v] 6666666666666666 Fax Number +1 [v] | ce6666666
ADDRESS INFORMATION
Address * ROOM 102 228-1 changed 6
JALAN PERKASA SATU changed 6
TAMAN MALURI,CHERAS,KUALA LUMPUR changed &
Postal Code * 40000 © City/Town/Area/Land * Shah Alam H
State Selangor Country Malaysia

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. Inthe uCustoms Registration Form, cIickE and then click Organization Members as shown
in Figure 1.9-39.

Brilliance

nformation Sdn. Bhd.

Issue 1.2

Page 135 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
lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.

e-Government & Decision Support Solution



RMCD - uCustoms
User Manual Phase 1 — Registration (External User)

Confidential
uCustoms 24.03.04

UCUSTOMS REGISTRATION FORM

STATUS :

Registration Ref No. History

Stakeholder Type Olndividual ~ @ Organization Registration Date * 18- Organization Information(uCustoms)
ORGANIZATION INFORMATION Organization Information(SSM)
Organization Name * PERFECT FOOD MANUFACTURING (M) SDR BRN 1234 View/ Upload Documents
Registration Authority * Companies Commission Of Malaysia (S| Business Entity * Re IWI

GST No. Gst modified

PERSONAL DETAILS

Nationality @Malaysian O Non-Malaysian 1D Type @NRICNo.  OPassport No.

Full Name * AMINAH BINTI ABDULLAH o Gender OmMale  @Female  ONeuter Gender
NRIC No. 700116718888 o

Login ID * mohofficer1 181@gmail.com

Communication Email ID @primary Email ID OAlternative Email ID primary Email ID * mohofficer1181@gmail.com

* Others

Designation Alternative Email ID spatilé @agility.com

Others * OTHERES

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 6666666666666666666 O Telephone Number 2 +1
Telephone Number 1 +20 6666666666666666 Fax Number +1 666666666
ORGANIZATION PRIMARY ADDRESS
Address * ROOM 102 220-1 changed 6

JALAN PERKASA SATU changed 6

TAMAN MALURI,CHERAS,KUALA LUMPUR changed 6
Postal Code b 40000 & City/Town/Area/Land * shah Alam .
State Selangor Country Malaysia

REGISTRATION CUSTOMS STATION

Registration Station Name / Cade  * WISMA KASTAM,PELABL * B10

[P BusINESS STAKEHOLDER CATEGORY

D

Trader (Importer/Exporter) Active
O 2 Shipping Agent Created
[m] 3 Forwarding Agent Created
O 4 Carrier Agent. Created
[m] 5 Warehouse Operator Created

« < Page 1 Of3Total 13 Item(s)

| AcenT Association

O ——-

1 Kingston Agents View f Upload Documents Associate Customs Station Created
O 2 Impoters Organization View / Upload Documents Associate Customs Station Created l?
O 3 AOGExpress Shd Bhd View / Upload Documents Associate Customs Station Created @
B8 © < |Page 1 |Of1Total3Item(s) > » Ttems per li

MASTER USER

KN T e ——

mohofficer1181@gmail.com  AMINAH BINTI ABDULLAH  Yes Assodiate Ports Reset Password  Active [

Associate Profiles  Associate Customs Station

« < page 1 Of1Total 1 Item(s) Items per list 5

| ApormionaL users

O e T T T

i falcon54333@gmail.com  flacon Associate Ports  Associate Profiles Associate Customs Station  Activate Reset Password Cancel User Created (&
O 2 sankeerthi321@gmail.com  saptil Associate Ports  Associate Profiles Associate Customs Station  Activate Reset Password Cancel User Active (4"
EIEd voxallowed users: 20 No.ofusers: 3 “ ¢ Page 1 OfiTotal3ltem{s) > Ttems per li
| Bank usT C

an
oo o [

Figure 1.9-39: uCustoms Registration Form — Organization Members
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The Organization Members pop-up window appears as shown below.

1 YONG CHOONG HIN Director 610612106251 15 JALAN MERBUK 5 BANDAR. PUCHONG JAYA ,47100
2 YONG YOON CHIU Director 840814105058 NO. 11A, US] 19/5C UEP ,47620
3 YONG CHIEN TING Director 870306105796 NO. 11A US] 19/5C UEP ,47620
4 NG CHEE LOONG, DR. Secretary 690611105823 NO. 66 JALAN HUJAN EMAS 5 OVERSEAS UNION GARDEN ,58200
Page 1 Of 1 Total 4 Item(s) Items per list

Figure 1.9-40: Organization Members Pop-up Window

2. click Bl 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. Inthe uCustoms Registration Form, click Submit as shown in Figure 1.10-1.
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Information: To complete Organization Registration process
>3 Creats Organization Businass Staksholders >3 Associats Business Category >3 Associate Ports >3 Associate Profiles >3 Upload raquired document

= UCUSTOMS REGISTRATION FORM STATUS :

Stakeholder Type (O lIndividual @® Organization Registraticn Date *19-01-2017

ORGANIZATION INFORMATION

Organization Name = KFC (SARAWAK) SDN BHD BRN *100280T
Registration Authority * Sabah State Autherity Business Entity * Partnership
GST No.
PERSONAL DETAILS
Nationality () Malaysian (® Non-Malaysian 1D Type (OJNRIC No. (® Passport No.
Full Name = ROHAYU BINTI ABDUL RAHIM e Gender (OMale @Female ) Neuter Gender
Passport No. * MYEP333W {i] Passport Expiry Date = 31-01-2019
Country = Australia Passport Issued From = Australia
Login ID * sraghavan9898981@gmail.com
Communication Email ID (@ Primary Email ID () Alternative Email 1D Primary Email ID * sraghavan9898981@gmail.com
Designation ~ Director Alternative Email ID sraghavan1@gmail.com
ORGANIZATION PRIMARY CONTACT
HMobile Number +60 8886668007 (i} Telephone Number 2 +60 603377778
Telephone Number 1 +60 Fax Number +60 780006688
ORGANIZATION PRIMARY ADDRESS
Address ~ Jalan 24-B-3, Bui
Selangor, KL
Country *|Malaysia
Postal Code * 01007 City/Town/AreafLand * Kangar - Peti surat n
State Perlis -
REGISTRATION CUSTOMS STATION
Registration Station Name / Code * KANGAR,PERLIS * R10 n

B BUSINESS STAKEHOLDER CATEGORY

L Lo oo

1 Trader (Importer/Exporter) Created

O 2 Shipping Agent Created

O 3 Forwarding Agent Created
[ | « < |page| 1|Of 1 Total 3Ttem(s) | > = Items per list[5_v|

B MASTER USER

DR T

sraghavan9898981@gmail.com ROHAYU BINTI ABDUL RAHIM Associate Ports Associate Profiles Associate Customs Station Created @

Max Allowed Users: 20 No.OfUsers: 1 « < Page 1 Of1Total 1ltem(s) > »

B Bank LIsT
nm-
1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003332999200 Created
<« < |page 1 Of1Total 1ltem(s) | > »

Submit | Logout

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.

= REGISTRATION CONFIRMATION =

Dear ROHAYU BINTI ABDUL RAHIM,
Your registration request has been sent to State Authority Officer. Once registration is Approved, you will be notified through Email.
Registration confirmation details are sent to your registered Email Id.

For further enquiry, please contact Customs Registration Office stated below:

KANGAR,PERLIS,

JALAN KAMPONG PONDOK KANGAR, PERLIS,
01000 KANGAR, PERLIS, MALAYSIA,

Contact Number : 04-9761420.

Please click OK to Logout from uCustoms.

Thank you.

Regards,

Royal Malaysian Customs Department.

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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Information: To complete Organization Registration process
>> Create Organization Business Stakeholders > Associate Business Catagory > Associate Ports >3 Associate Profiles > Upload requirad document

= UCUSTOMS REGISTRATION FORM

Registration Ref No. REG-0-R10-1701-0031

Stakeholder Type (O Individual @ Organization Registration Date *19-01-2017

ORGANIZATION INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD BRN *100280T
Registration Authority = Sabah State Authority Business Entity * partnership
GST No.

PERSONAL DETAILS

Nationality (O Malaysian (® Non-Malaysian 1D Type (JNRIC No. ®Passport No.

Full Name = ROHAYU BINTI ABDUL RAHIM (i] Gender OMale @Female O Neuter Gender
Passport No. = MYEP333W (i) Passport Expiry Date * 31-01-2019

Country = Australia Passport Issued From = Australia

Login ID = sraghavan9898981@gmail.com

Communication Email ID @ Primary Email ID () Alternative Email ID Primary Email ID = sraghavan9898981@gmail.com
Designation * Director Alternative Email ID sraghavan1@gmail.com

ORGANIZATION PRIMARY CONTACT

Mabile Number +60 8886668007 L] Telephone Number 2 +60 603377778

Telephone Number 1 +60 Fax Number +60 780006688

ORGANIZATION PRIMARY ADDRESS

Address = Jalan 34-B-3, Building 43

Selangor, KL

Country = Malaysia
Postal Code * 01007 City/Town/Area/Land * Kangar - Peti surat H
State Perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS *R10 -

B BUSINESS STAKEHOLDER CATEGORY

D

1 Trader (Importer/Exporter) Created

[} 2 Shipping Agent Created

(m} 3 Forwarding Agent Created
H « < page| 1 Of1Total 3Item(s) > » Items per list[5_v|

B MASTER USER

OENET: ———-

sraghavan9898981@gmail.com ROHAYU BINTI ABDUL RAHIM Associate Ports Associate Profiles Associate Customs Station Modified
Max Allowed Users: 20 No.Of Users: 1 « < Page 1 Of1 Total 1 Item(s) > » Ttems per list
B> BanK LIST
nm-
1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003339999300 Created
« < |page 1|Of1Total1Ttem(s) > »

Figure 1.10-3: uCustoms Registration Form — Registered
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e A notification is sent to the Registration Authority for approval. After approval, the Organization is

activated.

o 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.

CHECKLIST

\"’ Associate Default Port (Optional).

d’. Associate Default Customs Station (Optional).
V" Associate User Profiles.

\"’ Business license under the Business Licensing.
\4” Associate Business Stakeholder Category.

¥" Submit Additional Organization Information.

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:

. & PROFILE MAMNAGEMENT . EDIT PROFILE
1. Onthe uCustoms Home page, click and then click s

to edit the profile information of Organization Business Stakeholder as shown in Figure 1.11-
1.

& BRINFD Brilliance Information 5dn. Bhd.

Issue 1.2 Page 141 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 [EErE T IIETTITETT

lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



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

& PROFILE MANAGEMENT 4 SUB MODULE & SIGN QUT

Mﬁ@% uCustoms st @
=%’ Royal Malaysian Customs Department _ e —— der (importer/Exporter) <D

» REGISTRATION » BROKER AFFAIRS CARGO » DECLARATION PROCESSING » INSPECTION » ASSE | @ HELP

= NOTIFICATION MODULES LIST 0 = INBOX NOTIFICATIONS en | Bm

NO RECORDS AVAILABLE

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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UCUSTOMS REGISTRATION FORM

Registration Ref No. REG-0-R10-1701-0031

Stakeholder Type Individual * Organization Registration Date *19-01-2017
ORGANIZATION INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD BRN “ 1002807
Registration Authority * Sabah State Authority v Business Entity * i v

Partnership

GST No.

PERSONAL DETALLS

Nationality Malaysian * Non-Malaysian 1D Type NRIC No. @ Passport No.

Full Name * ROHAYU BINTI ABDUL RAHIM (i) Gender Male @ Female (. Neuter Gender
Passport No. * MYEP333W o Passport Expiry Date * 31-01-2019

Country * Australia Passport Issued From * Australia

Login ID * sraghavan9898981@gmail.com

Communication Email ID @ primary Email ID ) Alternative Email ID Primary Email D * sraghavan9898981@gmail.com
Designation * Director v Alternative Email 1D sraghavan1@gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 v 8886668007 (i} Telephone Number 2 +60 v | 603377778

Telephone Number 1 +60 v Fax Number +60 v | 780006688

ORGANIZATION PRIMARY ADDRESS

Address * Jalan 34-8-3, Building 43
Selangor, KL
Country “ Malaysia
Postal Code * 01007 City/Town/AreafLand * Kangar - Peti surat H
state perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS * R10 H

B BUSINESS STAKEHOLDER CATEGORY

- Do

L Trader (Importer/Exporter} Active
(=] 2 shipping Agent Created
o 3 Forwarding Agent Created
« < page i Of1Total3Item(s) > » Items per list[5_ v |
[B) AGENT ASSOCIATION e

NO RECORDS AVAILABLE
5]+

MASTER USER

D T T

1 sraghavan9898981@gmail.com  ROHAYU BINTI ABDUL RAHIM  Yes Associate Ports  Associate Profiles  Associate Customs Station  Reset Password  Active [

« < |page 1 Of 1 Total 1 Item(s) > » Items per list 5 v

[B) ADDITIONAL USERS

] [ T B S B

En Max Allowed Users: 20 No. Of Users: 1 © < page|1|of1Totallltem(s) - o Items per list

B BANK LIST

R S T ST -

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003339999900 Created

En « ¢ |page|q|Of1Total1Item(s) | > » Ttems per list

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.

MASTER USER 2

Active [

1 sraghavan9893981@gmail.com ROHAYU BINTI ABDUL RAHIM Yes Assi

Page 1 Of 1 Total 1 Item(s) Items perlist 5 v

Figure 1.12-1: Reset Password

System prompts to confirm resetting the password as shown below.

Message from webpage ﬁ

:I Please confirm to reset the password.

QK | ’ Cancel

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.

Reset Password Link is sent to your Email.

Figure 1.12-3: Alert Message — Password Reset

& BRINFD Brilliance Information 5dn. Bhd.
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System sends the following Email message to the Stakeholder as shown below.

Dear Hari,
You are requested to reset password for your account.

Your Login Name: hguntu@agility.com

Please click the link below to proceed with the password reset:

Eeset Password

https:/register rmededev.gov.my/ResetPassword. aspx ?userguid=a020334b-562e-456d-b972-49dc5507c190&mp=

Link will be expired within 15 minutes. If the link has expired, please request for another password reset.

Thank you

Regards,
RMCD Portal

Disclaimer: This ia an auto generated email. Please do not reply to this email address. any enquiry please contact RMCD Customs Call Center at +601300888500 or visit our website at
hitp-/Awww customs.gov.my.

Figure 1.12-4: Email Message — Password

3. Inthe 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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UCUSTOMS REGISTRATION FORM STATUS : v

Registration Ref No. REG-0-R10-1701-0031

stakeholder Type Individual © Organization Registration Date *19-01-2017

ORGANIZATION INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD BRN * 100280T
Registration Authority * Sabah State Authority v Business Entity * Partnership v
GST No.

PERSONAL DETAILS

Nationality Malaysian  Non-Malaysian ID Type NRIC No. @ Passport No.

Full Name. * ROMAYU BINTI ABDUL RAHIM o Gender Male ©Female  Neuter Gender
Passport No. * MYEP333W i) Passport Expiry Date * 31-01-2019

Country * Australia Passport Issued From * Australia

Legin 1D * sraghavan9898981@gmail.com

Communication Email ID ® Primary Email ID ) Alternative Email ID Primary Email ID * sraghavan0898081@gmail.com
Designation *| Director v Alternative Email ID sraghavan1@gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 v 8886668007 e Telephone Number 2 +60 v | 603377778

Telephone Number 1 +60 v Fax Number +60 v | 780006688

ORGANIZATION PRIMARY ADDRESS

Address * Jalan 34-8-3, Building 43
Selangor, KL
Country * Malaysia
Postal Code * 01007 City/Town/Area/Land *| Kangar - Peti surat H
State Perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS * R10 H

[E» BUSINESS STAKEHOLDER CATEGORY

T = T

1 Trader (Importer/Exporter) Active
(=] 2 shipping Agent Created
(=] 3 Forwarding Agent Created
H « < |page 1 Of1Total3Item(s) > » Items per list
B AGENT ASSOCIATION -]

NO RECORDS AvATLATLE
5] +]

MASTER USER

KD R T I S S BN

1 sraghavan0808081@gmail.com  ROHAYU BINTI ABDUL RAHIM  Yes Associate Ports ~ Associate Profiles  Associate Customs Station  Reset Password  Active [

« < page i Of1TotalllItem(s) > » Items per list 5 7

B ADDITIONAL USERS

(8] o Juwnn ------_-

ﬂ. Max Allowed Users: 20 No.OfUsers: 1 @ < |page 1 Of1Totallltem(s) > » Items per list

B BANK LIST

nn_m-

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003339999900 Created

ﬂ <« < |page/1 of1Totallltem(s) | » » Items per list

o

Figure 1.13-1: uCustoms Registration Form — Additional Users

BRINE Brilliance Information Sdn. Bhd.

Issue 1.2 Page 146 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 M?c Hﬂ@ le ar
any manner including but not limited to photocopying, transmitting or storing it in any medium or translating it into any [EEEITED

it Solution

lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



RMCD - uCustoms
User Manual Phase 1 — Registration (External User)

Confidential

uCustoms 24.03.04

The User Information form appears as shown below.

= USER INFORMATION

0Organization Name
Nationality

Passport No.

Country

Full Name

Login ID
Communication Email ID
Master User

Designation

CONTACT INFORMATION

COMPANY SARAWAK MAIRA

(O Malaysian  (® Non-Malaysian

* AVBGET5654
* India
* JENTIA ANAK DUNDUNG

* spatil@agility.com

(@ Primary Email ID (O Alternative Email 1D

O

* Manager

ID Type

Passport Expiry Date
Passport Issued From
Gender

GST Mo.

Primary Email ID

Alternative Email ID

()NRIC No. (8 Passport No.
* 31-03-2017

* India

(®) Male (O Female

* spatil@agility.com

krishana.erg@gmail.com

STATUS : NEW &5

(JNeuter Gender

Maobile Number

+60  [v] 8790550621

Telephone Number 2

+60  [v] |235689323

Telephone Mumber 1 +60 [¥] 8790550621 Fax Number +60 [™]| |235689566

ADDRESS INFORMATION

Address * Jalan rd. 66, Stree No. 7

Country * Malaysia

Postal Code * 01009 @ City/Town/Area/Land * Kangar H
State Perlis Country Malaysia

Figure 1.13-2: User Information Form

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

select Malaysian; or

Malaysian.

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.
e If the Business Stakeholder is a Malaysian citizen,

e If the Business Stakeholder is a Foreigner, select Non-

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.

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

e 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 (!,

@#5%"&*()-=1.)

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:

Brilliance Information 5dn. Bhd.
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® 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.
e 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:

e Managing Director,

e Director,

e Manager,

e Senior Executive,

e Executive,

e Non-Executive,

e Supervisor,

e Owner,

e Partnership,

e Ordinary Partnership,

e Sole Proprietorship

e Secretary,

e C(Clerk, and

No. Field Name Description

e Others.

19. | Others Enter the Others designation of the Business Stakeholder.
Designation Others v
Others * System analyst

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
i Brilliance Information 5dn. Bhd.
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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.

page| 1 | OF 1 Total 1 Item(s) Ttems per list [10 v

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. Inthe 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.

i Brilliance Information 5dn. Bhd.
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The User Information form refreshes with Created status as shown below.

ER INFORMATION STATUS : CREATED &5
Organization Name COMPANY SARAWAK MAIRA Associate Ports
Nationality (JMalaysian  (® Non-Malaysian 1D Type ()NRIC Mo. Assodate Profiles
Passport No. * AVB675654 Li] Passport Expiry Date * 31-03-2017 |

P P Py Associate Customs Station
Country * India Passport Issued From * India

View / Upload Documents

Full Name * JENTIA ANAK DUNDUNG (1] Gender (® Male =rTETTTET =PTTETTETCTETTTeT
Login ID * spatil@agility.com GST No.
Communication Email ID (@ Primary Email ID (O Alternative Email ID Primary Email 1D * spatil@agility.com
Master User O Alternative Email ID krishana.org@gmail.com
Designation * Manager ﬂ

CONTACT INFORMATION

Mobile Mumber +60 [>] 8790550621 Li] Telephone Number 2 +60 [v] 235680323

Telephone Mumber 1 +60 [v] 8700550621 Fax Number +60 [v]| 235680566

ADDRESS INFORMATION

Address * Jalan rd. 66, Stree No. 7

Country * Malaysia

Postal Code = 01009 @ City/Town/Area/Land * Kangar H
State Perlis Country Malaysia

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 E to view the Link Repository. The available links are displayed in an expandable
list as listed below.

e Associate Ports.

e Associate Profiles.

e Associate Customs Stations.

e View/ Upload Documents.

Brilliance Information 5dn. Bhd.
diaRiIMFO i ( §

Issue 1.2 Page 151 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 [T
lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



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

Organization Business Stakeholder can associate and disassociate the associated Ports if required. For

1.13.2 Associate/Disassociate Ports

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. Inthe User Information form, click Activate as shown in Figure 1.14-1.

i Brilliance Information 5dn. Bhd.

Issue 1.2 Page 152 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

lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



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

= USER INFORMATION

STATUS : CREATED

Organization Name COMPANY SARAWAK MAIRA
Nationality (OMalaysian  (® Non-Malaysian ID Type (ONRIC No. @ Passport Mo.
Passport No. * AVB675654 (i ] Passport Expiry Date * 31-03-2017
Country * India Passport Issued From * India
Full Name * JENTIA ANAK DUNDUNG (i ] Gender ® Male (JFemale (O Meuter Gender
Login ID * spatil@agility.com GST No.
Communication Email ID @ Primary Email ID (O Alternative Email ID Primary Email 1D * spatil@agility.com
Master User O Alternative Email 1D krishana.org@gmail.com
Designation * Manager ﬂ
CONTACT INFORMATION
Mobile Number +60 [¥] 8790550621 i ] Telephone Number 2 +60 [v] |23s5689323
Telephone Number 1 +60 [»] 8790550621 Fax Number +60 [v] |23s689566
ADDRESS INFORMATION
Address * Jalan rd. 66, Stree No. 7
Country * Malaysia
Postal Code N 01009 @ City/Town/Area/Land * Kangar H
State Perlis Country Malaysia

Figure 1.14-1: User Information Form (Organization) — Activate

System prompts to activate the user as shown below.

r n
Message from webpage r— ﬁ
I: | Are you sure you want to Activate the User 7
OK Cancel
ks =)

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.

SER INFORMATION STATUS : ACTIVE EE
Qrganization Name COMPANY SARAWAK MAIRA
Nationality (O Malaysian (8 MNon-Malaysian 1D Type (JNRIC Mo.  (® Passport No.
Passport No. * AVB675654 i ] Passport Expiry Date *31-03-2017
Country * India Passport Issued From * India
Full Name * JENTIA ANAK DUNDUNG L] Gender ® Male (O Female (JNeuter Gender
Login ID * spatil@agility.com GST No.
Communication Email ID ® Primary Email ID () Alternative Email ID Primary Email 1D * gpatil@agility.com
Master User O Alternative Email ID krishana.org@gmail.com
Designation * Manager ﬂ

CONTACT INFORMATION

Mobile Number +60 [¥] 8790550621 i Telephone Number 2 +60 [v]| |23s5689323

Telephone Mumber 1 +60 [¥] 8790550621 Fax Number +60 [¥]| |235680566

ADDRESS INFORMATION

Address * Jalan rd. 66, Stree No. 7

Country * Malaysia

Postal Code * 01009 © City/Town/Area/Land * Kangar u
State perlis Country Malaysia

[see oot | o v |

Figure 1.14-3: User Information Form (Organization) — Active

Note:
e C(Click Deactivate to deactivate the User Information.
e C(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,

Brilliance Information 5dn. Bhd.
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STOMS REGISTRATION FORM

Registration Ref No. REG-0-R10-1701-0031

Stakeholder Type Individual © Organization Registration Date *19-01-2017

ORGANIZATION INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD BRN * 100280T
Registration Authority * Sabah State Authority v Business Entity * Partnership v
GST No.

PERSONAL DETAILS

Nationality Malaysian ® Non-Malaysian 1D Type NRIC No. '« Passport No.

Full Name * ROHAYU BINTI ABDUL RAHIM (] Gender Male ©Female ~ Neuter Gender
Passport No. * MYEP333W (] Passport Expiry Date *31-01-2010

Country *| Australia Passport Issued From * Australia

Login ID * sraghavan0898981@gmail.com

Communication Email ID ® Primary Email ID ) Alternative Email ID Primary Email ID * sraghavan0898981@gmail.com
Designation *| Director v Alternative Email ID sraghavan1 @gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number £60 v 3886668007 (i} Telephone Number 2 +60 v | 603377778

Telephene Number 1 460 v Fax Number +60 v | 780006688

ORGANIZATION PRIMARY ADDRESS

Address *|Jalan 34-8-3, Building 43
Selangor, KL
Country * Malaysia
Postal Code + 01007 City/Town/Area/Land * Kangar - Peti surat H
State Perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code * KANGAR,PERLIS * R10 H

B BUSINESS STAKEHOLDER CATEGORY

T e ——————————

1 Trader (Importer/Exporter) Active
o 2 Shipping Agent Created
(m] 3 Forwarding Agent Created
« < Page 1|Of1Total3Item(s) > » Ttems per list
B AGENT ASSOCIATION -]

KO RECORDS AVATLABLE
2 ]+]

MASTER USER

EEET T I R S N

1 sraghavan9898981@gmail.com  ROHAYU BINTI ABDUL RAHIM  Yes Associate Ports  Associate Profiles  Associate Customs Station ~ Reset Password  Active [
« ¢ Page 1|OfF1Total1ltem(s) | > » Ttems per list 5 v
E ADDITIONAL USERS = |
(=] v e eawe. ||| | | | |mu |
1 spatil@agility.com  JENTIA ANAK DUNDUNG  Associate Ports  Associate Profiles  Associate Customs Station  Deactivate  Reset Password  Cancel User  Active (&

EIEd vaxanowed users: 20 No.ofusers: 2 « < page 1 OF1Total2Item(s) | > Items per list [5 v |

D BANK LIST

I3 S S -

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003339999900 Created

En « < |page 1|Of1Totallltem(s) | » » Ttems per list

()

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.

ADDITIONAL USERS -]
1 spatil@agility.com  JENTIA ANAK DUNDUNG Associate Ports  Associate Profiles  Associate Customs Station Deactivate Reset Password Active :,f
n Max Allowed Users: 20 No.Of Users: 2 Page 1 ©Of 1 Total 2 Item(s) Items perlist|5 ¥

Figure 1.15-1: Cancel Additional User

System prompts to confirm the user cancellation.

Message from webpage Iﬁ

:I Areyou sure you want to Cancel the User 7

Ok ’ Cancel ]

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.

ADDITIONAL USERS -]
1 spatil@agility.com  JENTIA ANAK DUNDUNG  Asscciate Ports  Associate Profiles  Associate Customs Station Activate Reset Password Cancel User Cancelled :f
Max Allowed Users: 20 No.Of Users: 1 Page 1 Of 1 Total 2 Item(s) Items per list|5 ¥

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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Master User has access to add additional users. Master User can request for Additional User

1.16 Create and Submit Ceiling Limit Request

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.

Please request to increase the Ceiling Limit once the existing limit exhausts.

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.

|b Search = CEILING LIMIT REQUEST LIST =
Organization Name NO RECORDS AVAILABLE
| +]

Request No.

Requested Date

Status

Select the value v =

5o | et st |

Figure 1.16-2: Ceiling Limit Request List

2. Inthe Ceiling Limit Request List, click to create Ceiling Limit request as shown in Figure
1.16-3.
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= CEILING LIMIT REQUEST STATUS : NEW =B
Organization Name * KFC (SARAWAK) SDN BHD Requested Date “ 20-01-2017
Allowed Ceiling Limit 20 Requested Ceiling Limit - 23

Additional users to be added

Description

Create Back

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.

= CEILING LIMIT REQUEST STATUS : CREATED = @
Organization Name * KFC (SARAWAK) SDN BHD Requested Date * 20-01-2017
Allowed Ceiling Limit 20 Requested Ceiling Limit “ 23

Additional users to be added

Description

i

Figure 1.16-4: Ceiling Limit Request — Created

5. Click Save and then click Submit.

& BRINFD Brilliance Information 5dn. Bhd.

Issue 1.2 Page 158 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
lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



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

The Ceiling Limit Request form refreshes with Submitted status as shown below.

= CEILING LIMIT REQUEST STATUS : SUBMITTED == @@
Request No. CLR-R10-1701-0010

Organization Name * KFC (SARAWAK) SDN BHD Requested Date ¥ 20-01-2017

Allowed Ceiling Limit 20 Requested Ceiling Limit " 23

Additional users to be added

Description

En
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. Inthe Inbox Notifications, click Approved Organization message as shown below.

# ‘ - ‘ » REGISTRATION  » BROKER AFFAIRS

= NOTIFICATION MODULES LIST p = INBOX NOTIFICATIONS

Registrations

Approved Organization

1

Page 1 Of 1 Total 1 Item(s) Items per list 15 ¥

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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= NOTIFICATION MODULES LIST O | =nBox

Registrations +

RMCD - registrationofficer  KFC (SARAWAK) SDN BHD is Registered Successfully Organization Information is Approved 19-01-2017 22:10:30
Page 1 Of1Total 1 Item(s) Ttems per list [10 |

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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= UCUSTOMS REGISTRATION FORM

Registration Ref No. REG-0-R10-1701-0031

Stakeholder Type O1lndividual @ Organization Registration Date *190120  History

ORGANIZATION INFORMATION View / Upload Documents

Organization Name = KFC (SARAWAK) SDN BHD BRN * 1002807
Registration Authority = Sabah State Authority Business Entity * Partnership
GST No.
PERSONAL DETAILS
Nationality OMalaysian @ Non-Malaysian 1D Type (ONRIC No. @Passport No.
Full Name = ROHAYU BINTI ABDUL RAHIM (i} Gender Male '« Female « Neuter Gender
Passport No. = MYEP333W (] Passport Expiry Date *31-01-2019
Country = Australia Passport Issued From * Australia
Login ID = sraghavan9898981@gmail.com
Communication Email 1D @ Primary Email ID O Alternative Email ID Primary Email ID * sraghavan9898981@omail.com
Designation = Director Alternative Email ID sraghavan1@gmail.com
ORGANIZATION PRIMARY CONTACT
Mobile Number +60 8886663007 ] Telephone Number 2 +60 603377778
Telephone Number 1 +60 Fax Number +60 780006688
ORGANIZATION PRIMARY ADDRESS
Address = Jalan 34-8-3, Building 43

Selangor, KL
Country = Malaysia
Postal Code +| 01007 City/Town/Area/Land * Kangar - Peti surat -
State perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code = KANGAR,PERLIS =R10 -

|E» BUSINESS STAKEHOLDER CATEGORY

] Do

1 Trader {Importer/Exporter) Active
O 2 Shipping Agent Created
] 3 Forwarding Agent Created
« < Page 1 Of1Total3Item(s) > » Items per list[5_ V|
|P» AGENT AssociaTION )

NO RECORDS AVAILABLE

MASTER USER

1 sraghavan9898981@amail.com  ROHAYU BINTI ABDUL RAHIM  Yes Associate Ports  Associate Profiles  Associate Customs Station  Reset Password  Active (&

<« < page 1 Of1Total1ltem(s) > > Items per list 5

|2» ADDITIONAL USERS

Max Allowed Users : 20 No.Of Users : 1 © < page 1 OfiTotal1ltem(s) > » Items per list[5_ V|

P Bank Lst
L r————— -

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003339995900 Created

« < Page 1 Of1Total1ltem(s) > »

Figure 1.17-3: uCustoms Registration Form — Additional Organization Information
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3. In the uCustoms Registration Form, cIickE and then click Additional Organization

RMCD - uCustoms
User Manual Phase 1 — Registration (External User)

Information.

The Organization Information form appears with Submitted status as shown below.

STATUS : SUBMITTED = @

= ORGANIZATION INFORMATION

ORGANIZATION INFORMATION
Organization Name * KFC (SARAWAK) SDN BHD BRN *100280T
Expiry Date * 27-01-2021 Last Updated Date 10-01-2017
Company Category
OWNMER/DIRECTOR INFORMATION
ID Type CINRIC No. @ Passport No. Passport No. ~ MYEP333W
Passport Expiry Date = 31-01-2019 Passport Issued From * Australia
Country * Australia
Full Name * ROHAYU BINTI ABDUL RAHIM Gender (O Male @ Female Meuter Gender
GST Na. Nationality (O Malaysian @ Non-Malaysian
Designation * Director
Login ID = sraghavan9898981@gmail.com Alternative Email ID sraghavan1@gmail.com
CONTACT INFORMATION
Mobile Number +60 8886668007 (5] Telephone Number 2 +60 603377778
Telephone Mumber 1 +60 Fax Number +60 780006688
ADDRESS INFORMATION
Address * Jalan 34-B-3, Building 43
Selangor, KL
Country = Malaysia
Postal Code 01007 City/Town/Area/Land Kangar - Peti surat u
State Perlis
E» ORGANIZATION MEMBER LIST
O T [T -
1 SHAHRIL BIN ZAINAL ABIDIN BW44423A
n Page 1 Of 1 Total 1 Item(s) Items per list

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.

= ORGANIZATION INFORMATION STATUS : SENT FOR APPROVAL = @

ORGANIZATION INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD BRN *100280T

Expiry Date *27-01-2021 Last Updated Date 20-01-2017

Company Category

OWNER/DIRECTOR INFORMATION

1D Type (MRIC No. (® Passport No. Passport No. = MYEP333W

Passport Expiry Date * 31-01-2019 Passport Issued From * Australia

Country * Australia

Full Name “ ROHAYU BINTI ABDUL RAHIM Gender (O Male @ Female Neuter Gender
GST Mo. Nationality (O Malaysian ®Non-Malaysian
Designation * Director

Login ID = sraghavan2898981@gmail.com Alternative Email ID sraghavanl@gmail.com

CONTACT INFORMATION

Mobile Number +60 8886668007 (] Telephone Number 2 +60 603377778

Telephone Number 1 +60 Fax Number +60 780006688

ADDRESS INFORMATION

Address * Jalan 34-B-2, Building 43
Selangor, KL
Country = Malaysia
Postal Code 01007 City/Town/Area/Land Kangar - Peti surat u
State Perlis

B ORGANIZATION MEMBER LIST

nn_—

1 SHAHRIL BIN ZAINAL ABIDIN BW44423A

n Page 1 Of 1 Total 1 Item(s) Items per Iist

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.
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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. Inthe Inbox Notifications, click New Individual/Organization Registered message as shown
below.

NOTIFICATION MODULES LIST O = INBOX NOTIFICATIONS

Registrations +

Mew Individual /
Organization Registered

1

Page 1 Of 1 Total 1 Item(s)

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.

= NOTIFICATION MODULES LIST O =meox

Registrations +

KFC (SARAWAK) SDN BHD KFC (SARAWAK) SDN BHD is Registered Successfully 18-01-2017 20:50:16

page 1 Of 1 Total 1 Item(s) Items per I\st

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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Information: To complate Organization Registration process
>3 Creste Organization Business Stakeholders 3 Associate Business Category >3 Associate Ports >3 Associate Profiles >3 Upload required document.

ICUSTOMS REGISTRATION FORM

Registration Ref No. REG-0-R10-1701-0031

Stakeholder Type O1ndividual @ Organization Registration Date * 19-01-2017

ORGANIZATION INFORMATION

Organization Name * KFC (SARAWAK) SDN BHD ERN *100280T
Registration Authority = Sabah State Authority Business Entity = Partnership
GST No.

PERSONAL DETAILS

Nationality (OMalaysian @ Non-Malaysian 1D Type (ONRIC No. @ Passport No.

Full Name = ROHAYU BINTI ABDUL RAHIM (i} Gender (Male ®Female  Meuter Gender
Passport No. = MYEP333W (i} Passport Expiry Date = 31-01-2019

Country * Australia Passport Issued From * Australia

Login ID * sraghavan9898981@gmail.com

Communication Email ID @ Primary Email 1D O Alternative Email 1D Primary Email ID * sraghavan9808981@gmail.com
Designation = Director Alternative Email ID sraghavan1@gmail.com

ORGANIZATION PRIMARY CONTACT

Mobile Number +60 8886668007 (] Telephone Number 2 +60 603377778
Telephone Number 1 +60 Fax Number +60 780006688
ORGANIZATION PRIMARY ADDRESS
Address * Jalan 34-B-3, Building 43
Selangor, KL
Country = Malaysia
Postal Code * 01007 City/Town/Area/Land * Kangar - Peti surat -
State Perlis
REGISTRATION CUSTOMS STATION
Registration Station Name / Code = KANGAR,PERLIS = R10 -
REMARKS
Remarks

B BUSINESS STAKEHOLDER CATEGORY

L [ e

Trader (Importer/Exporter) Created

] 2 Shipping Agent Created

O 3 Forwarding Agent Created
« < page 1 Of1Total 3 Item(s) > = Items per Iist

B MASTER USER

e e — T [ [

=
TR

1 sraghavan2898981@gmail.com ROHAYU BINTI ABDUL RAHIM Associate Ports Assodiate Profiles Associate Customs Station Activate Medified @
Max Allowed Users: 20 No.Of Users: 1 ¢ < |page 1|Of1Total 1ltem(s) > > Items per list[s_ V|

ED Bank LIST

L r——— -

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003339999200 Created

« < Page|1 Of1Total1Item(s) > >

Emen A

App Return for Corre

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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Registration Ref No. REG-0-R10-1701-0031

Stakeholder Type Oftndividual @ Organization Registration Date = 19-01-2017

ORGANIZATION INFORMATION

Organizatien Name  KFC (SARAWAK) SDN BHD ERN ~ 100280T
Registration Authority = Sabah State Authority Business Entity = Partnership
GST No.

PERSONAL DETAILS

Nationality (O Malaysian @ Non-Malaysian 1D Type (NRIC No. @Passport No.
Full Name = ROHAYU BINTI ABDUL RAHIM (i} Gender OMale @Female  Neuter Gender
Passport No. = MYEP333W (i) Passport Expiry Date =31-01-2019
Country * Australia Passport Issued From = Australia
Login ID * sraghavan9898981@gmail.com
Communication Email 1D @Primary Email ID O Alternative Email 1D Primary Email 1D = sraghavan9898981@gmail.com
Designation * Director Alternative Email ID sraghavan1@gmail.com
ORGANIZATION PRIMARY CONTACT
Mobile Number +60 8886668007 (] Telephone Number 2 +60 603377778
Telephone Number 1 +60 Fax Number +60 780006688
ORGANIZATION PRIMARY ADDRESS
Address = Jalan 34-B-3, Building 43

Selangor, KL
‘Country * Malaysia
postal Code * 01007 City/Town/Area/Land = Kangar - Peti surat -
State Perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code = KANGAR,PERLIS *R10 -

B BUSINESS STAKEHOLDER CATEGORY

2] T o

1 Trader (Importer/Exporter) Active
O 2 Shipping Agent Created
O 3 Forwarding Agent Created
« < Ppage|1 Of1Total3Item(s) > » Ttems per list
|B» AGENT ASSOCIATION 9

NO RECORDS AVAILABLE

MASTER USER

1 sraghavan9898981@gmail.com ROHAYU BINTI ABDUL RAHIM  Yes Associate Ports  Associate Profiles  Associate Customs Station Reset Password ~ Active B
« < Ppage 1 Of1Total1ltem(s) > » Items per list 5
|B» ADDITIONAL USERS
OENET -------
Max Allowed Users : 20 No.Of Users: 1 « < |page 1 Of1Total1ltem(s) > »

B eank uist
I T S 7T e 1

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003339999500 Created

« < Ppage|q Of1Total1Item(s) > »

°©

Figure 1.18-4: uCustoms Registration Form — Activated
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o The uCustoms Registration Form can be returned for correction if the submitted organization

information is insufficient.

e The uCustoms Registration Form can be declined if the submitted organization information is

incorrect.

e 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:
e 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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Registration Ref No. REG-0-R10-1701-0031

Stakeholder Type O1ndividual ® Organization Registration Date = 19-01-2017

ORGANIZATION INFORMATION

Organization Name = KFC (SARAWAK) SDN BHD BRN = 100280T
Registration Authority = Sabah State Authority Business Entity = Partnership
GST No.

PERSONAL DETAILS

Nationality (OMalaysian @ Non-Malaysian 1D Type (ONRIC No. @Passport No.
Full Name = ROHAYU BINTI ABDUL RAHIM (i} Gender OMale ®Female  Neuter Gender
Passport No. = MYEP333W (i} Passport Expiry Date * 31-01-2019
Country = Australia Passport Issued From = Australia
Login ID = sraghavan9898981@gmail.com
Communication Email ID @ Primary Email ID O Alternative Email ID Primary Email 1D * sraghavan089898 1@gmail.com
Designation = Director Alternative Email ID sraghavani@gmail.com
ORGANIZATION PRIMARY CONTACT
Mobile Number +60 8886668007 o Telephone Number 2 +60 603377778
Telephone Number 1 +60 Fax Number +60 780006688
ORGANIZATION PRIMARY ADDRESS
Address = Jalan 34-B-3, Building 43

Selangor, KL
Country = Malaysia
postal Code < 01007 City/Town/Area/Land = Kangar - Peti surat -
State Perlis

REGISTRATION CUSTOMS STATION

Registration Station Name / Code ~ KANGAR,PERLIS *R10 -

B BUSINESS STAKEHOLDER CATEGORY

O —

Trader (Importer/Exporter) Active
O 2 Shipping Agent Created
O 3 Forwarding Agent Created
« < page 1 Of1Total3Item(s) > » Items per list[5_ V|
B> AGENT ASSOCIATION o

NO RECORDS AVAILABLE

MASTER USER
S T T S T S S S
1 sraghavan2898981@gmail.com ROHAYU BINTI ABDUL RAHIM  Yes Associate Ports ~ Associate Profiles  Associate Customs Station  Reset Password  Active E’

« < |page 1|Of1Total 1ltem(s) > > Ttems per list 5

B> ADDITIONAL USERS

ﬂ“_------_-

Max Allowed Users: 20 No.Of Users: 1 € < Ppage 1 Of1Total 1ltem(s) & > = Items per list|5 ™

B eank uist
I T~ S 7 -

1 AFFIN BANK BERHAD AFFIN BANK BERHAD 0003329999200 Created

© < Page 1 Of1Total1ltem(s) > »

o [ron oo

Figure 1.18-5: uCustoms Registration Form — Print
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ROYAL MALAYSIAN CUSTOMS DEPARTMENT
uCustoms Registration Slip

Registration Reference Number : REG-0-R10-1701-0031 Registration Customs Station : KANGAR.PERLIS/R10
Stakeholder Type : Organization Registration Date : 19012017
Status : Activated Activation Dete T 19/01/2017
Master User Information

Nationality Mon-Malaysian ‘Gender Famale

Full Name ROHAYU BINTI ABDUL RAHIM

NRIC No. / Passport MYEP333W

Designation Director

Login ID sraghavan389898 1@gmail.com

Communication Emall sraghavan389898 1@gmail.com

Organization Information
|Omu-huhn Name KFC (SARAWAK) SON BHD
[BRN No. 1002807 |asT No.
[Registretion Authorty | saban State Authoriy |Business Enty Partnership

Organization Contact Information
|I|ahl| Number |aaaﬁﬁasnn? Telephone Number (Home) 603377778
[Telephone Number (Ofice) | Fax Number 780006688

Organization Address Information

Address

Jalan 34-B-3, Building 43

Salangor, KL

Chy Kangar - Peti surat Postal Code 01007

State Perlis Country Malaysia

Associated Information

‘m Stakeholder Category Trader (Imponer/Exporer), Shipping Agent, Forwarding Agent

|Defautt Port Associated Kangar

|Defauit Customs Station Associeted KANGAR PERLIS

Default Profile Associated Trader (Importer/Exporter)

>

bl This sfipis and sig is not requir Date Slip Generated : 20/01/2017 18:03

Figure 1.18-6: uCustoms Registration Form — Print
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e 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.
e Click g to save download a copy of the printed file.
o Click E to print the file.
e Click to rotate the file clockwise.
e C(lick . to fit the file to page.
o Click . to zoom out of the printed file.

o Click E] 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. Inthe Inbox Notifications, click Registered Organization Additional Information message as

shown below.

= NOTIFICATION MODULES LIST = INBOX NOTIFICATIONS

Registrations

New Individual / Registered Organization
Organization Registered Additional Information

p

Page 1 Of 1 Total 2 Item(s)

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.

= NOTIFICATION MODULES LIST = INBOX

Registrations

KFC (SARAWAK) SDN BHD KFC (SARAWAK) SDN BHD Organization Information is Submitted For Approval 20-01-2017 04:31:14
RMCD - Registration Department  KEMASIK INDUSTRIES (M) SDN.BHD. Organization Information is Submitted For Approval 19-01-2017 22:09:20
Page| 1| OF 1 Total 2 Item(s) Items per list [10 V|

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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RGANIZATION INFORMATION

STATUS : SENT FOR APPROVAL

ORGAMIZATION INFORMATION

CONTACT INFORMATION

QOrganization Name = KFC (SARAWAK) SDN BHD BRN = 100280T

Expiry Date = 27-01-2021 Last Updated Date 20-01-2017

Company Category

OWNER/DIRECTOR INFORMATION

1D Type CNRIC No. (® Passport No. Passport No. * MYEP333W

Passport Expiry Date = 31-01-2018 Passport Issued From * Australia

Country = Australia

Full Name = ROHAYU BINTI ABDUL RAHIM Gender (O Male @ Female Neuter Gender
GST MNo. Nationality (O Malaysian @ Non-Malaysian
Designation = Director

Login ID = sraghavan9898981 @gmail.com Alternative Email 1D sraghavani@gmail.com

Mobile Number +60 8886668007 i} Telephone Number 2 +60 603377778
Telephone Mumber 1 +60 Fax Number +60 780006688
ADDRESS INFORMATION
Address * Jalan 34-B-3, Building 43
Selangor, KL
Country = Malaysia
Postal Code 01007 City/Town/Area/Land Kangar - Peti surat u
State Perlis

B ORGANIZATION MEMBER LIST

nn_—

1 SHAHRIL BIN ZAINAL ABIDIN BW44423A

Page 1 Of 1 Total 1 Item(s)

s || | | T @i

Figure 1.19-3: Organization Information — Approve

Items per list

3. Click Approve.

The Organization Information form refreshes with Approved status as shown in Figure 1.19-4.
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= ORGANIZATION INFORMATION STATUS : APPROVED = B

ORGANIZATION INFORMATION

Organization Name = KFC (SARAWAK) SDN BHD BRN *100280T

Expiry Date = 27-01-2021 Last Updated Date 20-01-2017

Company Category

OWNER/DIRECTOR INFORMATION

1D Type (ONRIC No. (® Passport No. Passport No. = MYEP333W

Passport Expiry Date * 31-01-2019 Passport Issued From * Australia

Country * Australia

Full Name * ROHAYU BINTI ABDUL RAHIM Gender (OMale @ Female Neuter Gender
GST Nao. Nationality (OMalaysian @ Non-Malaysian
Designation = Director [~]

Login ID * sraghavan9898981@gmail.com Alternative Email ID sraghavanl@gmail.com

CONTACT INFORMATION

Mobile Number +60 [¥] ssse668007 o Telephone Number 2 +60 [~] 603377778

Telephone Number 1 +60 [v] Fax Number +60 [v] 780006688

ADDRESS INFORMATION

Address * Jalan 34-B-3, Building 43
Selangor, KL
Country * Malaysia
Postal Code 01007 City/Town/Area/Land Kangar - Peti surat H
State Perlis
B ORGANIZATION MEMBER LIST e
L
O 1 SHAHRIL BIN ZAINAL ABIDIN BW44423A E‘f‘
Page 1 Of 1 Total 1 Item(s) Ttems per list[5 V|

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:
e In the Organization Information form, click Amend to amend the Additional Organization

Information as shown in Figure 1.19-5.
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(ON INFORMATION STATUS : SENT FOR APPROVAL

ORGANIZATION INFORMATION

Organization Name * KEMASIK INDUSTRIES (M) SDN.BHD. BRM * 189633D
Expiry Date = 31-01-2018 Last Updated Date 19-01-2017
KEMASIK

Company Category

OWNER/DIRECTOR INFORMATION

1D Type CNRIC No. (® Passport No. Passport No. = ASDF1234

Passport Expiry Date = 31-01-2017 Passport Issued From * singapore

Country * Malta

Full Mame = JOHN NAME Gender ®Male (JFemale Neuter Gender
GST No. Nationality (O Malaysian @ Non-Malaysian
Designation * Clerk

Login ID * moarshad@agility.com Alternative Email ID asd@gmail.com

CONTACT INFORMATION

Mobile Number +60 601234567 i} Telephane Number 2 +60 89899989

Telephone Number 1 +60 6034567890 Fax Number +60 98098080

ADDRESS INFORMATION

Address * Jalan 3423

Country = Malaysia

Postal Code 01007 City/Town/Area/Land Bangunan Komtar u
State Pulau Pinang

B ORGANIZATION MEMBER LIST

nn_—

1 SHAHRIL BIN ZAINAL ABIDIN BW44423A

Page 1 Of 1 Total 1 Item(s) Items per list[5 V]

m Return for Correction m

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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= ORGANIZATION INFORMATION

STATUS : AMENDED = Q

ORGANIZATION INFORMATION

B ORGANIZATION MEMBER LIST

Organization Name * KEMASIK INDUSTRIES (M) SDN.BHD. BRM * 1896332D
Expiry Date *=31-01-2018 Last Updated Date 20-01-2017
KEMASIK
Company Category
OWNER/DIRECTOR INFORMATION
1D Type (OMRIC No. (8 passport No. Passport No. = ASDF1234
Passport Expiry Date *31-01-2017 Passport Issued From * singapore
Country * Malta
Full Name * JOHN NAME Gender @®Male (Female Neuter Gender
GST No. Nationality (O Malaysian (® Non-Malaysian
Designation = Clerk ﬂ
Login ID = moarshad@agility.com Alternative Email ID asd@gmail.com
CONTACT INFORMATION
Mabile Number +60 [¥] 601234567 Li] Telephone Number 2 +60 [¥] sosooese
Telephone Number 1 +60 [v] 6034567890 Fax Number +60 [v] 'osoos080
ADDRESS INFORMATION
Address *Jalan 3423
Country = Malaysia
Postal Code 01007 City/Town/Area/Land Bangunan Komtar H
State Pulau Pinang

u

O 1 SHAHRIL BIN ZAINAL ABIDIM BW44423A

Page 1 Of 1 Total 1 Item(s)

Return for Correction | Back

4
Items per list

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:

|a PROFILE r-1.-1"NAGEr-1ENT| & EDIT PROFILE

and then click to
edit the profile information of Governmental Stakeholder as shown below.

1. On the uCustoms Home page, click

& PROFILE MANAGEMENT # SUB MODULE & SIGN OUT

—
M‘ i @‘? iy ucustoms 3 PREFERENCES rdonthi@agility.com | [ ]
iy “ Royal Malaysian Customs Department Py — le : 0GA Port Operator | @D

STRATION PAYMENTS PETROLEUM SUBSIDY
- = i @ HELP <>
= NOTIFICATION MODULES LIST = INBOX NOTIFICATIONS en | em =

NO RECORDS AVAILABLE

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.
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RITIES INFORMATION

Registration Ref No. REG-G-B1F-1702-0010
Registration Station Name / Code ¥ 3M MALAYSIA S.B. * B1F Department Required M
Government Agency Name * Ministry of coal and mines Government Agency Code *001

Ministry of coal and mines

Description GST No. 123456789

ORGANIZATION PRIMARY CONTACT

Full Name * ASALAM Email 1d * asalam@gmail.com E
Mobile Number +60 12345662 a Telephone Number 2 +60
Telephone Number 1 +60 Fax Number +60
ORGANIZATION PRIMARY ADDRESS
Address * plot no.31, Road no.4, Selangor, Kaulampur
Malaysia
Postal Code * 10000 & City/Town/Area/Land * Bangunan Komtar -
State Pulau Pinang Country Malaysia

B DEPARTMENT INFORMATION

nm_—m-

Accounts Department AC001
178 n « < |Page 1 Of 1 Total 1 Item(s) > || » Items per Iist-
B USER PROFILE LIST =
e

O 1 QGA Port Operator

O 2 Assigning and Approver Officer

O 3 0OGA Cargo Terminal Operator
“ < Page 1 Of 1 Total 3 Item(s) > » Items per Iist

MASTER USER

1 rdonthi@agility.com SAW SOON KIA @ SAW SQON Accounts Yes Associate Associate Associate Customs Active EI;’
KAL Department Ports Profiles Station
“ < Page 1 Of1 Total 1 Item(s) > » Items per list
a ADDITIONAL USERS e

NO RECORDS AVAILABLE

(Il Max Allowed Users: 20 No.OfUsers: 1

[ovm Lo Lo @

Figure 1.20-2: Governmental/Authorities Information — Edit Profile Information

2. Make the necessary changes and click Save to save the changes.
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e |n the Department Information section, the additional Departments and users and can be added.

Note: The user can only make changes in the Department Information and Master User sections.

e 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 u
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:

e On the Governmental/Authorities Information form, in the Department Information

section, click Y to open corresponding Department to create Additional User

Information under that department.

e 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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STATUS : NEW
ID Type (@) NRIC No. Nationality (® Malaysian
NRIC MNo. * 530412075585
Full Name * SAW SOON KIA @ SAW SOON KAI Li] Gender @mMale (OFemale (OMNeuter Gender
Login ID * rdonthi@agility.com Primary Email 1D * RDonthi@agility.com
Communication Email ID (® Primary Email ID (O Alternative Email 1D Alternative Email ID ssamal@agility.com
Master User O
Designation
Transaction Type * [wlPort [vCustoms Station [ |Agency

CONTACT INFORMATION

Mobile Number +60 [¥] 4se9000 i Telephone Number 2 +60 [v]
Telephone Number 1 +60 [v] 666679999 Fax Number +60 V]
ADDRESS

Address * C-35 SEC HOUSING

RANCA RANCA INDUSTRIAL
ESTATE
Postal Code * 87000 & City/Town/Area/Land * Kampung Batu Arang -

State Wilayah Persekutuan Labuan Country Malaysia

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 (!, @,
#I $I %I Al &I *I (I )I -I =I /I')'

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:

e Managing Director,

e Director,

e Manager,

e Senior Executive,

e Executive,

e Non-Executive,

e Supervisor,

e Owner,

e Partnership,

e Ordinary Partnership,

e Sole Proprietorship

e Secretary,

e C(Clerk, and

e Others.
13.| Transaction Type Select the Transaction Type as Port Based and/or Customs
Station Based, or select both or select Permits.

Note:

e 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.

e 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.
Designation Others v
QOthers * System analyst

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.

' [

State 2

B .
.

B .
| seorch [ eset seorch |

Malaysia

Country

Malaysia

Malaysia

Malaysia

Malaysia

Ttems per list [ 10 ¥/

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. Inthe 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
i Brilliance Information 5dn. Bhd.
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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.

USER INFORMATION STATUS : CREATED = @
ID Type @ NRIC No. Nationality (® Malaysian
NRIC No. * 530412075585
Full Name * SAW SOON KIA @ SAW SOON KAI [i] Gender @male  OFemale  (OMeuter Gender
Login ID * rdonthi@agility.com Primary Email ID * RDonthi@agility.com
Communication Email ID @ Primary Email ID (U Alternative Email ID Alternative Email ID ssamal@agility.com
Master User O
Designation
v
Transaction Type * [Port [¥Customs Station [ JAgency

CONTACT INFORMATION

Mobile Number +60  [v] 4569000 i} Telephone Number 2 +60  [v]
Telephone Number 1 +60 [¥] 666679999 Fax Number +60  [¥]
ADDRESS

Address * C-35 SEC HOUSING

RANCA RANCA INDUSTRIAL
ESTATE
Postal Code N 87000 O City/Town/fArea/Land “ Kampung Batu Arang H

State Wilayah Persekutuan Labuan Country Malaysia

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 E to view the Link Repository. The available links are displayed in an expandable
list as listed below.

e Associate Ports.

e Associate Profiles.

e Associate Customs Stations.

Brilliance Information 5dn. Bhd.
diaRiIMFO i ( §

Issue 1.2 Page 184 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 [T
lanauaae. in anv form or bv anv means. be it electronic. mechanical. ootical. maanetic or otherwise.



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

e 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:
e Port — Association of Ports is mandatory.

e 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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Governmental Stakeholder Master User can cancel the additional user. For more details refer section

1.23 Cancel User

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.

|B search = BUSINESS STAKEHOLDERS e
Organization Name / Individual Name NO RECORDS AVAILABLE
o
8+ ]

Registration Ref No.

Registration Date
Stakeholder Type

Select v =
Stakeholder Category

Select the value v =
Status

Select the value v =

Figure 1.24-1: Business Stakeholders — Create

2. Click to create new Organization Business Stakeholder.

The uCustoms Registration Form appears as shown below.

= UCUSTOMS REGISTRATION FORM

Stakeholder Type ® Individual @ (O Organization @ Nationality (@ Malaysian
ID Type ®NRIC No.
NRIC No. * 700101718228 i} Full Name * AMRIN BIN IDRIS| x |0

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.

|B Search £ BUSINESS STAKEHOLDERS 2
Organization Name / Individual Name NO RECORDS AVAILABLE
O
s+

Registration Ref No.

Registration Date
Stakeholder Type

Select v =
Stakeholder Category

Select the value v =
Status

Select the value v =

Figure 1.25-1: Business Stakeholders — Create

2. Click to create new Organization Business Stakeholder.

The uCustoms Registration Form appears as shown below.

= UCUSTOMS REGISTRATION FORM

Stakeholder Type Olndividual®  ® oOrganization &
Registration Authority * Companies Commission Of Malaysia (SS"Iﬂ Business Entity * Registration Of Business (ROB) ﬂ
BRN * 000625659M [i] Organization Name * CHONG KON POW a

Proceed | Back

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)
e SSO Registration.
o Register (Individual, Organization or Governmental User (SSO)).
Business Stakeholder (Individual)
e 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.
e Submit and Activate Business Stakeholder (Individual).
e Edit Profile Information.
e Create New Agent Association.
o Associate or Disassociate Customs Stations.

o View or Upload Documents.
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e Submit Agent Association.
Business Stakeholder (Organization)
e 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.

e Submit and Activate Business Stakeholder (Organization).
e Edit Profile Information.

e Reset Password.

e 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.
e Submit Additional Organization Information (Sabah, Sarawak or Labuan).
Sabah, Sarawak State Authority or Labuan Authority (External OGA Authorities)
e Approve or Decline uCustoms Registration Form.
o Print uCustoms Registration Form.
e Approve, Amend or Return Additional Organization Information (Sabah, Sarawak or Labuan)
for Correction.
Governmental Stakeholder (OGA, PIA or Authorities)
e Edit Profile Information.
e Add Additional Users.
o Associate Ports.
o Associate Profiles.
o Associate Customs Stations.
o View or Upload Documents.
e Activate User Information.
e Cancel User.
e Create Business Stakeholder (Individual).
e Create Business Stakeholder (Organization).

e Create and Submit Ceiling Limit Request.
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QUICK REFERENCE
‘ ‘ﬁ@%’ uCuStomS Modules Login Id : falcon@fg.com.my [ ]

|
=l S, %’ Royal Malaysian Customs Department User profile : Trader (Importer/Exporter) “

_ HH ‘ »REGISTRATION  » BROKER AFFAIRS ~ »CARGO  » DECLARATION PROCESSING ~ » INSPECTION ~ »ASSESSMENTS ~ »RELEASE  »ENFORCEMENT  » RESOURCE PLANNING ~ »PAYMENTS £ > 32

= INBOX NOTIFICATIONS

= NOTIFICATION MODULES LIST

Payments Logged in User's Inbox

—— A Group with Message

Page 1 Of 1Total 1 Item(s) Items per list [15 V|

The Fundamentals

To Search: Specify the search criteria in the fields and click Search.

¢ SIGMN QUT
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 1 to open a record. f

Sort a column: Click the Column heading to sort the records in ascending or [ k
descending order yo '
Delete a record: Select the record to be deleted from the list and click E

User Types and Characteristics

Following Stakeholders can access the Registration module:
1. Register Users (SSO)
e SSO Registration.
o Register (Individual, Organization or Governmental User (SSO)).
2. Business Stakeholder (Individual)
e Register Business Stakeholder (Individual) Online.
o Create Business Stakeholder (Individual).
Create Bank Details.
Associate or Disassociate Ports.
Associate or Disassociate Customs Station.

@]
@]
@]
o View or Upload Documents.
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o View History.

e Submit and Activate Business Stakeholder (Individual).

e Edit Profile Information.

e (Create New Agent Association.

o Associate or Disassociate Customs Stations.
o View or Upload Documents.
e Submit Agent Association.
3. Business Stakeholder (Organization)

e Register Business Stakeholder (Organization) Online.
Create Business Stakeholder (Organization).
Create Bank Details.

Associate Ports.

Associate Customs Stations.

Associate Business Stakeholder Category.
Associate Profiles.

Create Additional Organization Information.
Create Additional Address Information.
View or Upload Documents.

View History.

View Organization Information (SSM).
View Organization Information (uCustoms).
View Organization Members.

e Submit and Activate Business Stakeholder (Organization).

e Edit Profile Information.

e Reset Password.

e Add Additional Users (Organization).

e Create New Additional User Information.

o Associate Ports.

o Associate Profiles.

o Associate Customs Stations.
o View or Upload Documents.

e Activate User Information.

e Cancel User.

e Create and Submit Ceiling Limit Request.

e Submit Additional Organization Information (Sabah, Sarawak or Labuan).
4. Sabah, Sarawak State Authority or Labuan Authority (External OGA Authorities)

e Approve or Decline uCustoms Registration Form.

o Print uCustoms Registration Form.
e Approve, Amend or Return Additional Organization Information (Sabah, Sarawak or Labuan) for
Correction.
5. Governmental Stakeholder (OGA, PIA or Authorities)
e Edit Profile Information.

O 0O 0O O O O O O 0 O O O O
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e Add Additional Users.
o Associate Ports.
o Associate Profiles.
o Associate Customs Stations.
o View or Upload Documents.
e Activate User Information.
e Cancel User.
e Create Business Stakeholder (Individual).
e Create Business Stakeholder (Organization).
e Create and Submit Ceiling Limit Request.

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 E to:
e Associate Ports.
e Associate Customs Station.
e 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?

. PROFILE MANAGEMENT .
On the uCustoms Home page, cllckl" |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 E to:

e Associate Customs Station.

e 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 H to associate
the Organization Business Stakeholder.

Note:
e 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.
e 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, cIickE to:
e Add Additional Organization Information.
e Add Additional Address Information.
e View/Upload Documents.
e Associate Ports.
e Associate Customs Stations.
e 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, cIicku 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 E to:
e Associate Ports.
e Associate Customs Stations.
e 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, cIick
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 E 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 E to:

e Associate Ports.

e Associate Customs Stations.

e Associate Profiles.

e 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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