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1 System Requirements

1.1 Compatibility Operating System (OS) and Browser

Table 1 Compatibility Multi OS and Browser

OS Browser Result
Windows 8 1. Microsoft Edge 1. Accessible
2. Chrome (V) 2. Accessible
Windows 10 1. Microsoft Edge 1. Accessible
2. Chrome (V) 2. Accessible
Windows 11 1. Microsoft Edge 1. Accessible
2. Chrome (V) 2. Accessible

Note: Y recommended browser
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2 Portal MyCIEDS

Iﬁf}% {}‘ 7*% Malaysian Customs Import/Export Document system (MyCIEDS)
L) L@l Royal Malaysian Customs Department

Home About MyCIEDS User Guide FAQ MyCIEDS Application v @® Help ¢ Feedback :%: Sitemap [] ContactUs Q MyCIEDS Login

Pelaksanaan Sistem Dokumen Sokongan Import Eksport (SDSIE) Sistem D Import Eksport (SDSIE)

Pemakluman Gangguan Capaian SDSIE pada 8 September 2024 (Ahad) YBhg. Datuk/ Dato’/ YBrs. Dr./Tuan/Puan,
Dimaklumkan bahawa SDSIE telah dilaksanakan sepenuhnya pada 5 Ogos 2024 di Jabatan Kastam Diraja
Malaysia Zon Tengah Unit (1I) Selangor. Sehubungan dengan itu, semua penghantaran dokumen

sokongan K1, K2, dan K3 (Penghantaran) perlu dilakukan melalui sistem yang telah ditetapkan.

Sekian, Terima Kasih.

Figure 1 MyCIEDS Portal

1. Open Windows Edge or Chrome.
2. Type the URL address https://mycieds.customs.gov.my to access to official
Portal of Malaysian Customs Import / Export Document System (MyCIEDS)

website.

== -

}g g A Malaysian Customs Import/Export Document system (MyCIEDS)
. i,_ T Royal Malaysian Customs Department

IU@;@]

Home About MyCIEDS User Guide FAQ MyCIEDS Application v @ Help 4 Feedback % Sitemap [] ContactUs Q MyCIEDS Login

MyCIEDS Application @
Check Application Status

Pelaksanaan Sistem Dokumen Sokongan Import Eksport (SDSIE) Sistem D« Import Eksport (SDSIE)

Pemakluman Gangguan Capaian SDSIE pada 8 September 2024 (Ahad) 'YBhg. Datuk/ Dato’/ YBrs. Dr./Tuan/Puan,
Dimaklumkan bahawa SDSIE telah dilaksanakan sepenuhnya pada 5 Ogos 2024 di Jabatan Kastam Diraja
Malaysia Zon Tengah Unit (I1) Selangor. Sehubungan dengan itu, semua penghantaran dokumen

sokongan K1, K2, dan K3 (Penghantaran) perlu dilakukan melalui sistem yang telah ditetapkan.

Sekian, Terima Kasih.

Figure 2 Application tab

3. Click on MyCIEDS Application (A) tab to view drop-down list below: (Refer
Figure 1)
e MyCIEDS Application - to submit MyCIEDS application
e Check Application Status — to check status MyCIEDS application
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3 MyCIEDS Registration

3.1 One-Time-Password (OTP) Verification

M ‘,ﬁ A Malaysian Customs Import/Export Document system (MyCIEDS)
Lonr) U0 Royal Malaysian Customs Department

Home About MyCIEDS User Guide FAQ MyCIEDS Application v

MyCIEDS Application @

Check Application Status

Pelaksanaan Sistem Dokumen Sokongan Import Eksport (SDSIE)

@ Help ] Feedback & Sitemap [] ContactUs Q MyCIEDS Login

Sistem D Import Eksport (SDSIE)

Pemakluman Gangguan Capaian SDSIE pada 8 September 2024 (Ahad) YBhg. Datuk/ Dato’/ YBrs. Dr./Tuan/Puan,

Dimaklumkan bahawa SDSIE telah dilaksanakan sepenuhnya pada 5 Ogos 2024 di Jabatan Kastam Diraja
Malaysia Zon Tengah Unit (I1) Selangor. Sehubungan dengan itu, semua penghantaran dokumen
sokongan K1, K2, dan K3 (Penghantaran) perlu dilakukan melalui sistem yang telah ditetapkan.

Sekian, Terima Kasih.

Figure 3 MyCIEDS Registration

1. Click on MyCIEDS Application (A) to register in MyCIEDS (Refer Figure 3).

& English~

MyCIEDS Application

OTP Verification

Please enter your company email for confirmation email.

Company Email

Figure 4 OTP Verification page

2. System will display OTP Verification page (Refer Figure 4).
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Please enter your company email for confirmation email.

T English -

MyCIEDS Application

OTP Verification

ropim89710@nongnue. com

©

®

|
=

Figure 5 Get OTP Page

3. Enter valid company email (A) to receive the OTP Verification Code (Refer

Figure 35).
4. Click on GET OTP (B) button to receive the OTP Verification Code (Refer Figure

5).

5. System will send the OTP Verification Code to the email entered (A) by

applicant (Refer Figure 6).

) feh

MyCIEDS Application - Email Verification
Permohonon MyCIEDS - Pengesahan Email

Jump to Malay Version

Dear SifMadam,
Greetings
You have requested an OTP code to register an account for the Malaysian

Customs Import/Export Document System (MyCIEDS).
Here is your verification code

| veritication code: sozo7s |

This code will expire in 5 minutes. Do not share this code with anyone

If you did not request to register an MyCIEDS account, please disregard this
email

Royal Malaysian Customs Department
Malaysian Customs Import/Export Document System

Should you need assistance or encounter any issues, please contact us at 1-

300-88-8500.
Thank you for your aftention

Best regards,
MyCIEDS Administrator

Figure 6 Email — Verification Code
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6. Applicant will be direct to enter OTP number page after click GET OTP button
(Refer Figure 7).

G5 English ~

MyCIEDS Application

OTP Verification

OTP (One Time Password) has been sent
Please check your email for 6 digit code.

Please enter the OTP in the field provided to continue.

Figure 7 Insert - OTP Verification Code

7. Applicants need to enter 6 OTP Number received via email then Click on Verify

button (Refer Figure 7).

Email Verification

Company email has been verified

®

Figure 8 Email successfully verified message

8. System will verify the OTP Number entered, if successful verified, pop-up
message company email has been verified will displayed (Refer Figure 8).

9. Click on OK (A) button (Refer Figure 8).

10. Then, applicant will be direct to Application page (Refer Figure 9).
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3.2 Submit MyCIEDS Registration

" English-

MyCIEDS Application

Important Notes: If you howve registered please check the status of the applicotion_here

1. Please refer to MyCIEDS Guide.
2. Plzase refer to the attachment to fill in the fields that require code.

3. Column with (*} is 2 mandatory field.

4. Please contact Customs Call Center at 1-200-888-500 / 03-78067200 or email ccc@customs.gov.my for further enguires.

Part A: Company Details

Company Email*

ropimB2710@nongnue.com

Company Name*

Company Name |

Company name is required

Business Registration No.*

| Business Registration No. |

Business Registration M. is reguired

Address*

| Address 1 |

Address 1 is required

Address 2

Address 3

Postcode n City
Postoode is reguired City is required

State

State is required

Company Telephone No.* Agent Code*
Company Telephone No. | | AGENT CODE
Company Mo. telephone is required Agent code is required

Part B: Director Details

Director Name*

| Director Name |

Director name is required

Director Identity No.*

IC - Identity Card No ~ | Please enter ldentity Card No. |

Identity Card No. is required

Telephone No.* Director Email*

Telephone Mo. | | Director Email |

Director telephone no. required Director email is reguired @
Back Registar

Figure 9 Application Form page
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1. Under this section, applicant can click the following buttons: -

a. Register — To submit MyCIEDS Application (Refer Figure 9).

b. Back —To close MyCIEDS Application page (Refer Figure 9).
2. Fill all the mandatory field to submit MYCIEDS Application (Refer Figure 9).
3. Applicant may click on Register (A) button o find out mandatory fields.

4. Table 2 below shows all mandatory fields on Company and Director Details

page.
Table 2 Company and Director field details
No. | Field Name Type Mandatory Remarks
Field
Section A: Company Details

1. | Company Email | Text Yes Auto-populated  from
OTP Verification.

2. | Company Text Yes -

Name
3. | Business Alphanumeric Yes Example: -
Registration No. A123456

4. | Address Alphanumeric Yes -

5. | Postcode Selection Yes Applicant may click
on Search button tfo
find the postcode
number.

6. | City Text Yes Auto-populated
based of Postcode

7. | City Text Yes Auto-populated
based of Postcode

7. | Company No. | Numeric Yes Format: -

Telephone Start with
O##H#HH#HH#HH#H
# - Number

8. | Agent Code Alphanumeric Yes Example: -

HFOOO1
Section B: Director Details
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No. | Field Name Type Mandatory Remarks
Field
9. | Director Name | Text Yes -
10. | IC/Passport Alphanumeric Yes -
Number
11. | Telephone No. Text Yes -
12. | Director Email Text Yes -

5. For Director Email, applicant may enter director personal email as System wiill

also CC the registration status to the Director Email.
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T English -

MyCIEDS Application

Important Notes: if you hove registered pleose check the status of the applicotion_ here

1. Please refer to MyCIEDS

2. Please refer to the attachment to fill in the fields that require code.
3. Column with (*) is 3 mandatory field.

4. Please contact Customs Call Center at 1-300-888-500 / 03-78067200 or email ccc@customs.gov.my for further enquires.

Part A: Company Details

Company Email*

ropim89710@nongnue.com

Company Name*

SAMPLE COMPANY SDN BHD

Business Registration No.*

sD12212

Address*

NO 12, TAMAN ADWA 5

Address 2

Address 3
01009 n KANGAR
PERLIS

Company Telephone No.* Agent Code*
013223322122 TR1223

Part B: Director Details

Director Name*

ABU SAMAH

Director ldentity No.*

IC - Identity Card No ~ anzzanazan
Telephone No.* Director Email*
012211123323 ropim.89710@nongnue.com ®

Back Register

Figure 10 Filled mandatory field

After filing in all mandatory fields, click on Register (A) button to submit
MyCIEDS Application (Refer Figure 10).
System will show all submitted details for checking before proceed to register

(Refer Figure 11).




JABATAN KASTAM DIRAJA MALAYSIA

User Manual

Doc Ref: EIT/ICPAD001/TS/UM

Doc ID: MyCIEDS_APPLICANT_REGISTRATION_UM_V1.0

Important Motes:

Company Email*

Company Name*

Business Registration
Mo.*

Address*

Company Telephone
Mo.*

Agent Code*

Director Mame*

Director ldentity No.*

Telephone No.*

Director Email*

1. Please refer to MyCIEDS Guide.

A English~

MyCIEDS Application

If you hove registered pleose check the stotus of the application here

2. Please refer to the attachment to fill in the fields that reguire code.
3. Column with (*} is a mandatary field.

4. Please contact Customs Call Center at 1-200-888-500 / 02-78067200 or email coco@customs.gov.my for further enguires.

Part A: Company Details

- ropim8871@nongnue.com
- SAMPLE COMPANY SDMN BHD

s5D22n2

SNOZ, TAMAN ADWA 5
- 01008
: KANGAR

< PERLIS

s013223322122

:TR1223

Part B: Director Details

c ABU SAMAH

- |dentity Card Mo.

Sanzzanzen

s 012211123323

- ropim. 897 10@nongnue.com @

Figure 11 All mandatory fields filled

Page No. 10

8. Applicants need to click on Register (A) button once again for confirmation to

register the application (Refer Figure 11).

9. MyCIEDS successfully submitted applications pop-up will appear (Refer Figure

12).
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MyCIEDS application has been submitted

We will inform you once your application has been
approved

®

-]

10. Pop-up message of successful submit MyCIEDS Application, click on OK button

Figure 12 Pop-up confirmation to proceed

to close the pop-up message (Refer Figure 12).

11. System will direct to MyCIEDS Login Page.
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o L7
M (}f?@’}% Royal Malaysian Customs Department
\ S Lt R, ___ Malaysian Customs Import/Export Document System

s ——

MyCIEDS Application Received
Permohonon MyCIEDS telah Diterima

Jump to Malay Version

Dear SirfMadam,
Greefings,
Thank you for submitting your application for the Malaysian Customs

ImportExport Document System (MyCIEDS) account
Here are the defails of your application

MyCIEDS Application No.: R10-01-25/00003
Agent Code: TR1223

Your application will be reviewed shortly. If you did not apply for an account
with the Malaysian Customs Import/Export Document System (MyCIEDS)
please disregard this email.

If you encounter any technical issues, please contact us at 1-300-88-8500 for
further assistance.

Thank you for your attention.

Best regards,
MyCIEDS Administrator

Figure 13 Email of MyCIEDS Application Received

12. Applicant will then receive an email (Refer Figure 13).

13. MyCIEDS Application Received email will show (A): -
a. MyCIEDS Application No
b. Agent Code

14. During this status, Officer will review the MyCIEDS application before granting

approval.

15. Applicant should wait until they receive an email notification regarding their

MyCIEDS Registration application.
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4 Check MyCIEDS Registration Status

M .&‘ 7’% Malaysian Customs Import/Export Document system (MyCIEDS)
Rty 5 2 ;@i Royal Malaysian Customs Department

Home About MyCIEDS User Guide FAQ MyCIEDS Application v

MyCIEDS Application
®
Announcement

Pelaksanaan Sistem Dokumen Sokongan Import Eksport (SDSIE) Sistem D

@ Help ] Feedvack % Sitemap [] ContactUs

Import Eksport (SDSIE)

MyCIEDS Login

“\ E%H
%

= Announcement List

Sekian, Terima Kasih.

Pemakluman Gangguan Capaian SDSIE pada 8 September 2024 (Ahad) YBhg. Datuk/ Dato’/ YBrs. Dr./Tuan/Puan,

Dimaklumkan bahawa SDSIE telah dilaksanakan sepenuhnya pada 5 Ogos 2024 di Jabatan Kastam Diraja
Malaysia Zon Tengah Unit (II) Selangor. Sehubungan dengan itu, semua penghantaran dokumen
sokongan K1, K2, dan K3 (Penghantaran) perlu dilakukan melalui sistem yang telah ditetapkan.

Figure 14 Check Application Status

1. Click on Check Application Status to check status of MyCIEDS Application

(Refer Figure 14).

2. MyCIEDS Registration Status Page will appear (Refer Figure 15).

information.

Business Registration MNo.

Business Registration No. *

Agent Code *

KOO

I'm not & robot

MyCIEDS Registration Status

Please select one of the searching criteria information and key in the relevant

™

reCARTCHA

¥ " Tar=a

- © - |
f you hove not re qistered, plegse go [0 the poriav o mMake New subimis

7 English -

®

s Siom

Figure 15 MyCIEDS Registration Status page

1. Under this section, applicant can click the following buttons: -
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a. Submit (A) — To check MySDSIE Registration Application Status (Refer
Figure 15).

b. Reset (B) — To clear all the fields (Refer Figure 15).

c. Back (C) -To close the page (Refer Figure 15).

7 English -

MyCIEDS Registration Status

Please select one of the searching criteria information and key in the relevant @

information.

Business Registration Mo. i

Business Registration No. *

Business registration no. is required

Agent Code *

HEXEBR |

Agent code is required
I'm not a robot

Please complete Captcha

Figure 16 MyCIEDS Registration Status - Mandatory Field

2. Fillall mandatory fields to check MyCIEDS Registration Application status (Refer
Figure 16).
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4 English -

MyCIEDS Registration Status

Please select one of the searching criteria information and key in the relevant
information. @

Business Registration No. R
Application Mo
Company Mame

Company Emal
Tl M any. i3

| REXERK

Agent code is required

I'm not a robot

Please complete Captcha

Back Reset

new submission

Figure 17 List of Checking Registfration Status Criteria

3. To check the status, applicant may click on drop-down list to select criteria (A)
below: (Refer Figure 17)
a. Business Registration No.
b. Application No.
c. Company Name
d. Company Email
4. Table 3 below shows all fields on MyCIEDS Registration Status page.
Table 3 Checking MyCIEDS Registration Status Criteria and Mandatory Fields
No. | Field Name Type Mandatory Remarks
Field
1. | Business Alphanumeric Yes Example: -
Registration No. A123456
2. | Application No. | Alphanumeric Yes Example: -
B16-12-24/00001
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No.

Field Name

Type

Mandatory

Field

Remarks

Company

Name

Text

Yes

Company Email

Alphanumeric

Yes

Example: -

sample@gmail.com

Agent Code

Alphanumeric

Yes

Example: -
HFOO01

information.

TR1223

Back

MyCIEDS Registration Status

Application Mo

Application Mo *

R10-01-25/00003

Agent Code *

Please select one of the searching criteria information and key in the relevant

& English -

\/ I'm not & robot

reCARTCHA

Frivezy " T

Reset

Figure 18 MyCIEDS Registration Status —reCAPTCHA

After fill all mandatory fields, tick on reCAPTCHA (A) (Refer Figure 18).

Click on Submit (B) button to proceed checking MyCIEDS Registration

Application status (Refer Figure 18).

MyCIEDS Registration status details.
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G English~

MyCIEDS Registration Status

= |®

TR1223

R10-01-25/00003
Company Email: ropim898710@nongnue.com
Company Name: SAMPLE COMPANY SDN BHD

Business Registration No. SD122112

Back

Figure 19 MyCIEDS Registration Status — Details

8. System displayed details of current MyCIEDS Registration Application status (A)
with:
a. Agent Code
b. Application No. (If selected criteria were Application No.)
c. Company Email
d. Company Name
e. Business Registration No. (Refer Figure 19)

9. Click on Back (B) button to close the page (Refer Figure 19).
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5 MyCIEDS Registration — Email Notification

Applicant will receive an email notification regarding their MyCIEDS Registration

application after Officer review the application.

5.1 Approval - Email Notification

1. After the MyCIEDS Registration application has been approved, applicant will

receive an email notification (Refer Figure 20).

2. Email will send to email provided during the OTP Verification.

o L7
M ?f' '%E Royal Malaysian Customs Department
LoUe o), ) Malaysian Customs Import/Export Document System
"____,_,' . —

MyCIEDS Application Approved
Permohonon MyCIEDS Diluluskan

Jump to Malay Version

Dear SivMadam
Greetings

‘We are pleased to inform you that your registration request has been
successfully processed. To proceed, please click the button below to set up
your password and log into your account

‘ Password Setup

Alternatively, you may click or copy this link to set your password

Please take note of the following important guidelines:
1. You are required to set a password for your first login.
2. Once your password is set, you will be able to log in

Below are your login details:
Registration No.: R10-01-25/10001
Company Name: SAMPLE COMPANY SDN BHD

Agent Code: TR1223
Login ID: ropim&9710@nongnue.com @

Best regards,
MyCIEDS Administrator

Figure 20 Approval Email Notification

3. Login details below (A) will appear on email: (Refer Figure 20).

Q.
o.
C.
d.

Registration No
Company Name
Agent Code
Login ID

4. Password Setup (B) button will appear to allow applicant to setup the Password

(Refer Figure 20).
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5.1.1 Password Setup
1. From Approval Email, applicant needs to click on Password Setup (B) button
to set up a password (Refer Figure 20).

2. System will direct to Reset Password page (Refer Figure 21).

~

S

Reset Password & English~

Please enter your new password.

Password *

Confirm (repeat) the password *

,—\‘
Back to login | m @

Figure 21 Reset Password

3. Click on Submit (A) button without insert new password to get secure password
Requirement (Refer Figure 21).

4. To set a password, applicant needs to follow the Secure Password
Requirement.

5. The requirement is mandatory (Refer Figure 22).

6. All five requirement (A) should be included to successfully create a password.

(Refer Figure 22).
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©®©

Reset Password

Please enter your new password.

Password *

3 English ~

3

Password is required

Password must have at least 8 characters
Password must have at least 1uppercase {A-7) @
Password must have at least 1lowercase (a-z)

Password must have at least 1digit (0-9)

Password must have at least 1special character ('@","*"'!")

Confirm (repeat) the password *

Jl®

oI repeaE Mew raseworg required

| - [c

Figure 22 Requirement to Set New Password

7. Applicant needs to re-enter the password in Confirm (repeat) the password (B)
fields (Refer Figure 22).
8. If applicant want to see the inserted password, click on & symbol (Refer Figure
22).
9. Table 4 below shows all field on Reset Password page.
Table 4 New Password Details
No. | Field Name Type Mandatory Remarks
1. | Password Alphanumeric Yes Example: -
Abcd1234_
2. | Confirm Alphanumeric Yes Example: -
(repeat) the Abcd1234_
password

10. Click on Submit (C) button to submit new password (Refer Figure 22).

11. Click on Back to Login (D) button to go to Login Page (Refer Figure 22).
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e

12. After successfully setup the password, system will display message “Your

password is successfully reset” (Refer Figure 23).

c

Reset Password & English -

Your password is successfully reset.

=3

Figure 23 Success Setup Password

13. Click on Back to login (A) button to go to Login page (Refer Figure 23).
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5.2 Reject - Email Notification

1.

2. Email will send to email provided during the OTP Verification.

3. Reason Rejected (A) will appear on rejected email (Refer Figure 24).
4,

After the MyCIEDS Registration application has been rejected, applicant will

receive an email notification (Refer Figure 19)

MyCIEDS Application Rejected
MyCIEDS Penolakan Permohonan

Jump to Malay Version

Dear TESTING COMPANY SDN BHD ,

Greetings,

been rejected due to the following reasons:

REJECT SYARIKAT INI @

physically at the Unit Kawalan Ejen for further action.

administration team at [Email Address] or 1-300-88-8500.

cooperation in the future.

Thank you for your attention.

Best regards,
MyCIEDS Administrator

3 Ly
_ ff' 'a’(, Royal Malaysian Customs Department
X L L R, /~.4. Malaysian Customs Import/Export Document System
--—a-" : - -

Please be informed that your company's application to register an account in
the Malaysian Customs Import/Export Document System (MyCIEDS) has
If you wish to reapply, you may resubmit your application online or attend
If you require further clarification regarding this decision, please contact our

We appreciate your interest in MyCIEDS and look forward to potential

Figure 24 Rejected - Email Notification

If the Application in Rejected Status, system allow applicant to submit new

application with previous email.
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5.3 Query - Email Noftification

1. After the MyCIEDS Registration application has been Query, applicant will

receive an email notification (Refer Figure 19).

2. Email will send to email provided during the OTP Verification.

3 £
A Ef' % Royal Malaysian Customs Department
A il =0, “_ - ) Malaysian Customs Import/Export Document System
e ¥ o

MyCIEDS Application - Query
Permohonon MyCIEDS - Kuiri

Jump to Malay Version

Dear SirfMadam,
Greetings,

Please be informed that your application under TESTING COMPANY SDN
BHD with the Agent Code of BF1111 has been submitted for review, and the
officer has raised a query regarding the application.

Kindly make the necessary corrections as indicated below:

Remarks: QUERY DARI PIHAK OFFICER BERKENAAN SSM @

Lo Bt 10 olo o Lol op th o Dol b lon,

hitp://10.89.6.35:4100/regisiry/application/query ?id=3a173cb3-2912-6b90-
2a66-0811d182e507&inquiryld=3a173cb3-1580-1628-23d0-3f67dabcfas

If the link above does not work, you may copy and paste it into your web
browser.

Failure to file the changes within 30 days will result in your application being
automatically cancelled.

For any inquiries or feedback, please contact us at 1-300-88-8500.

Thank you for your attention.

Best regards,
MyCIEDS Administrator

Figure 25 Query - Email Nofification

3. Reason Query (A) will appear on Query email (Refer Figure 25).

4. Respond Query Link (B) will appear on Query email (Refer Figure 25).

5. If the Application in Query Status, system allow applicant to respond query and

re-submit previous application.

6. The link is valid within 30 days to re-submit application.

7. Status will change to cancelled if no respond within 30 days after get the query

email.
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53.1

Respond Query - Registration

1. Click on Respond Query Link (B) (Refer Figure 25) to respond query from Officer

and re-submit the application.

2. Query Company Application page will appear (Refer Figure 26).

Query Company Application
Application No: R10-01-25/00002

Part A: Company Details

Company Email*

sonife4390@nongnue.com

@ English~

®

Company Name*
TEST QUERY

Business Registration No.*
234567890

Address*
WERTYUIOP

Address 2

Address 3

01009

PERLIS

Company Telephone No.*

032122345666

KANGAR

Agent Code*
LL9877

Part B: Director Details

Director Name*

1234567890

Director Identity No.*

IC - Identity Card No.

Telephone No.*

1221234567

mmmmzs

Director Email*

sonife4330@nongnue.com

Part C: Query Feedback

Remarks*
%
Document
Select files... Drop files here to select

©

G

Back

1
E

Figure 26 Query - Query Company Application

3. Table 5 below shows all fields on MyCIEDS Update Registration Details Tab Page

screen.
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Table 5 Query Company Application Details

No. | Field Name Type Mandatory Remarks
Field
Section A: Company Details

1. | Company Email | Text Yes Auto-populated from
OTP Verification.

2. | Company Text Yes -

Name
3. | Business Alphanumeric Yes Example: -
Registration No. A123456

4. | Address Alphanumeric Yes -

5. | Postcode Selection Yes Applicant may click
on Search button to
find the postcode
number.

6. | City Text Yes Auto-populated
based of Postcode

7. | City Text Yes Auto-populated
based of Postcode

8. | Company No. | Numeric Yes Format: -

Telephone Start with
OH#H#AH##HHH#HAH
# - Number
9. | Agent Code Alphanumeric Yes Example: -
HFOOO01
Section B: Director Details
10. | Director Name | Text Yes -
11. | IC/Passport Alphanumeric Yes -
Number
12. | Telephone No. Text Yes -
13. | Director Email Text Yes -

4. List of field Query Company Application can update (A, B): (Refer Figure 26)
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Company Name
Business Registration No
Address

Postcode

City

State

Company Telephone No

0 a0 T QO

o @

Agent Code

Director Nome

j. Director Identity No
k. Telephone No
|.  Director Email
Insert Remark (C) and Document (D) to re-submit the application (Refer Figure
26).
Click on Submit (E) button to re-submit the application (Refer Figure 26).
. Successful Re-Submit application Popup will appear (Refer Figure 26).

Click on Back (F) button to back to login page (Refer Figure 26).

Resubmit MyCIEDS Application

Resubmit MyCIEDS application successfully

®c

Figure 27 Successfully Re-submit MyCIEDS Application

9. Click on OK (A) button to back to login page (Refer Figure 27).
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6 Forgot Password

Login 5 English -
Agent Code ‘ Switch |
HFO119 ; ’

Not registered yet? Register

User name or email address

Password &

Remember me @ Forgot password?

Figure 28 Forgot Password Hyperlink

1. Click on Forgot Password? hyperlink to reset password if agent forgot their

password (Refer Figure 28).

2. The screen of Forgot Password will appear (Refer Figure 29).

Forgot password? % Eng"Sh@
Agent Code |m|
HFO119 h )

Please make sure the Agent Code is entered first. Leave it
blank if you are an Officer. A password reset link will be sent
to your email to reset your password. If you don't get an
email within a few minutes, please re-try.

Email address

( Login

® ©

Figure 29 Forgot Password page
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3. Toreset the password, agent need to fillin the mandatory field as below (Refer
Error! Reference source not found.:
a. Agent Code (A)
Note: Only applicable if user is Agent.
b. Email Address (B)
4. Click on Submit (C) button after filled in the mandatory field (Refer Figure 29).
5. Click on Login (D) button to back to login Page (Refer Figure 29).

6. Confirmation nofification forgot password will appear (Refer Figure 30).

Forgot password? @ English -

Agent Code

FF6666

Account recovery email sent to your e-mail address. If you
don't see this email in your inbox within 15 minutes, look for it
in your junk mail folder. If you find it there, please mark it as -
Not Junk-.

+ Back to login

Figure 30 Confirmation Notification Forgot Password page

7. Table 6 below shows field Agent Code and Email Address in the Forgot
Password page.

Table 6 Password Reset

No. | Field Name Type Mandatory Remarks
Field
1. | Agent Code Number Yes Agent Code:
SF#H#H##

S - Station Code
F - Agent Type
# — Agent Number

2. | Email Address Alphanumeric Yes Example: -

sample@gmail.com

8. Click on Back to Login (A) button to back to login Page (Refer Figure 30).
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9. Email will be sent to agent based on the registered email with a link for agent

to reset to new password.

3 L7
4 \a‘f‘ ﬂé Royal Malaysian Customs Department
N, Sl it R, ) Malaysian Customs Import/Export Document System
— "

MyCIEDS Forgot Password
MyCIEDS Lupa Kata Laluan

Jump to Malay Version

Dear Sir/Madam,

Greetings

Please be informed that your request to reset the account password in the
Malaysian Customs Import/Export Document System (MyCIEDS) has been
received.

Please use the link below to reset your password:

Password Reset

Alternatively, you may click or copy this link to reset your password.

If you did not request a password reset, please disregard this email

IT you encounter any issues or require further assistance, please contact our
administration team at [Email Address] or 1-300-88-8500

Best regards,
MyCIEDS Administrator

Figure 31 Email to reset password

10. Agent then can set new password by click on Password Reset button to
proceed to reset to new password (Refer to Figure 31).

11. System will redirect to reset password page (Refer Figure 32).
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|

i

:

Reset Password

Please enter your new password.

Password *

English ~

Confirm (repeat) the password *

-

Back to login

Figure 32 Reset Password Page

12.To set new password, agent need to key-in (Refer Figure 32): -

a. Password (A)

b. Confirm (repeat) the password (B)

13. Fill all the field to set new password in MyCIEDS (Refer Figure 32).

14. Table 7 below shows all field on MyCIEDS Reset Password Page screen.

Table 7 Reset Password Page

(repeat) the

password

No. | Field Name Type Mandatory Remarks
Field
1. | Password Alphanumeric Yes -
2. | Confirm Alphanumeric Yes -
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st

G

Reset Password @ English -
Please enter your new password.

Password *

Strength

Confirm (repeat) the password *

sssssssse @

- 3
‘ Back to login @
| S

Figure 33 MyCIEDS Reset Password Page

15. After fill in the field, click on Submit (A) button to proceed to reset password
(Refer Figure 33).

16. System will redirect to login page MyCIEDS system.

17. Agent may login to the system using the new password (Refer Figure 33).

18. Click on Back to Login (B) button to back to login Page (Refer Figure 33).

19. After successfully setup the password, system will display message “Your

password is successfully reset” (Refer Figure 34).

Aol

ED

Reset Password @ English ~

Your password is successfully reset.

[ 8

Figure 34 MyCIEDS Reset Password Page

20. Click on Back to login (A) button to go to Login page (Refer Figure 34).
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7 Login
7.1 Loginto Agent Account in MyCIEDS

=
N
Login
Agent Code

Not selected

MNot res\stered yet? Register

@3 English ~ @

=

User name or email address

Password

oL

©
®

Remember me

® Back to Portal

Forgot password?

T

Figure 35 MyCIEDS Log Masuk Page
1. If Agent wants to change language, they may click on English (A) (Refer Figure

35).

2. System will display list of available languages.
3. Insert Agent Code by click on Switch (B) button (Refer Figure 35).

Switch Agent

Agent Code

®

©

Leave the agent code field blank if you are Customs OHic:

Cancel

4

Figure 36 Switch Agent Code Field
4. Insert Agent Code (A) if login as agent (Refer Figure 36).

5. Click on Save (B) button to save the agent Code to proceed with login process

(Refer Figure 36).

6. Click on Cancel (C) button to back to login page (Refer Figure 36).
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7. Insert email in User name or email address (C) field (Refer Figure 35).

8. Insert password in Password (D) field (Refer Figure 35).

9. If agent want to see the inserted password, click on Z symbol (E) (Refer Figure
35).

10. Click on Login (F) button to login to the system (Refer Figure 35).

11. System will display agent Homepage MyCIEDS (Refer Figure 35).

12. Table 8 below shows all field on Login Page screen.

Table 8 Login Page

No. | Field Name Type Mandatory Remarks
Field
1. | User name or | Alohanumeric Yes Example: -
Email Address 82061606XXXX
or
sample@customs.gov.my
2. | Password Alphanumeric Yes -

13.The dashboard of Malaysian Customs Import/ Export Document System

(MyCIEDS) will appear (Refer Figure 37).

Dashboard

sssssssssss

Figure 37 Dashboard for Agent (Admin)
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