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The Electronic Permit (E-Permit) system simplifies the 

permit application process. E-Permit integrate with 

the PTPACS system for a seamless online payment. 

Accessible from anywhere with an internet 

connection, making it easier for workers to manage 

their permits on the go. 
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1.0 WorkFx Registration 

 

Step 1: Go to https://workfx.ptp.com.my or scan QR code  

 

 

 

Step 2 : Click  ‘Account Management’ apps 

 

  

https://workfx.ptp.com.my/
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Step 3: Select ‘External’ requestor type, fill up registration form and click on  button at 

the bottom of the page 

 

 

 

Step 4: Click  button 
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Step 5: Check messages inbox for username and temporary password. Username and 

temporary password will be given through SMS to registered mobile number after getting an 

approval from administrator 

 

 

Step 6: Use given username and temporary password to login. Click  button 
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Step 7: Insert given username in ‘Username’ field and temporary password in ‘Password’ 

field then click  

 

 

Step 8: Insert temporary password in ‘Password’ field, create new password following the 

password policy stated and click  button 

 

**Notes: Change Password is required for first time login only. New password will be used 

as password for credentials during login 
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2.0 Job Permit Application 

 

Step 1: Go to https://workfx.ptp.com.my 

 

 

Step 2: Click  button 

 

 

  

https://workfx.ptp.com.my/
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Step 3: Insert ‘Username’ and ‘Password’, then click  

 

 

Step 4: Click  icon 
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Step 5: Click  Apply Job Permit’ under ‘Permit Application’ on left menu 

 

 

Step 6: Fill up JP Application form and click  button at the bottom of the page 

 

 

**Notes:  

i. Any field with * is mandatory field and require input 

ii. For Ship Chandelling work, Job Owner will be Ops Shift Manager Team and Area 

Owner will be Ops Shift Executive Team 
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Step 7: Confirm submission by clicking  button on the dialog box 

 

 

Step 8: Waiting page to be loaded 
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Step 9: Click  button on the dialog box 

 

 

Step 10: Waiting the next page to be loaded 
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Step 11: Click  button to proceed with online payment 

 

 

Step 12: Choose payment method, select bank, tick on Terms and Conditions checkbox and 

click  button to proceed make payment. 
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Step 13: Click  button to redirect to online banking site based on selected bank. 

 

 

Step 14: Login to your online banking account, complete payment and return to merchant’s 

page. 

(Above image as an example purposes only) 
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Step 15: Merchant’s page will show payment status and transaction details. 

 

 

Step 16: Check email inbox to retrieve the payment receipt from Razer and PTPACS. 

 

(Refer Appendix I & II for example of receipt) 
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3.0 Job Permit Save As Draft Application 

 

Step 1: Follow Step 1 – Step 5 of 2.0 

Step 2: Fill up JP Application form and click  button at the bottom of the page 
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4.0 Permit To Work Application 

 

Step 1: Follow Step 1 – Step 4 of 2.0 

Step 2: Click  ‘Apply Permit To Work’ under ‘Permit Application’ on left menu 

 

 

Step 3: Fill up PTW Application form and click  button at the bottom of the page 

 

 

**Notes: Reference No field only listed the Job Permit with high-risk activity that have been 

issued  
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Step 4: Confirm submission by clicking  button on the dialog box 

 

 

Step 5: Waiting page to be loaded 
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Step 6: Click  button on the dialog box 

 

**Notes: 

i. Any field with * is mandatory field and require input 

ii. Selected date and time in field ‘Work Start Time’ will be the datetime for user to start 

work and will be expired after 12 hours  
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5.0 Monitor Submitted Job Permit Application Status 

 

Step 1: Follow Step 1 – Step 4 of 2.0 

Step 2: Click  ‘All Submitted Job Permit’ under ‘Report-User’ on left menu 

 

**Notes:  

i. User can refer to ‘Current Status’ field to get to know the current status of job permit 

submitted  

ii. User can view application details by clicking on JP reference number  
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6.0 List of Draft Job Permit 

 

Step 1: Follow Step 1 – Step 4 of 2.0 

Step 2: Click  ‘Job Permit Draft(s)’ under ‘My Application’ on left menu 

 

 

**Notes:  

i. User can click on ‘EDIT DRAFT’ url to get to edit draft  

ii. Draft submission will only be available for 48 hours 
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7.0 Monitor Submitted Permit To Work Application Status 

 

Step 1: Follow Step 1 – Step 4 of 2.0 

Step 2: Click  ‘All Submitted Permit To Work’ under ‘Report-User’ on left menu 

 

**Notes:  

i. User can refer to ‘Current Status’ field to get to know the current status of permit to 

work submitted  

ii. User can view application details by clicking on PTW reference number  
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8.0 List of Action Required For Job Permit 

 

Step 1: Follow Step 1 – Step 4 of 2.0 

Step 2: Click  ‘Job Permit Application [PENDING]’ under ‘My Application’ on left 

menu 

 

 

**Notes:  

Action Details 

Pending Resubmission Job Permit pending user resubmit 

application due to rejected by any 

approver (Job Owner/Area Owner/HSE) 

Make Payment Pending user to make payment for 

submitted Job Permit 

Check Payment Status Job Permit pending payment verification 

from user, to check either payment 

success or fail 
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9.0 List of Action Required For Permit To Work 

 

Step 1: Follow Step 1 – Step 4 of 2.0 

Step 2: Click  ‘Permit To Work Application [PENDING]’ under ‘My Application’ on 

left menu 

 

 

**Notes:  

Action Details 

Pending PTW Resubmission PTW pending user resubmit application 

due to rejected by any approver (Area 

Owner/HSE) 

PTW Pending User Close Out PTW pending user to do a close out 

inspection after doing work 
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10.0 Request To Access Ship Chandelling Work Activity 

 

Step 1: Follow Step 1 – Step 4 of 2.0 

Step 2: Click  ‘Ship Chandler Registration’ on left menu 

 

**Notes:  

Registration Status Action 

Company has already been registered. 

Please continue to apply for ship 

chandelling work 

Can continue apply for ship chandelling 

work 

Company does not exist. Please contact: 

AllARTeam@ptp.com.my or contact no: 

07-5042222 ext: 7794 / 3374 / 7757 for 

registration process 

Contact AR Team to register company 

under PTP 

Company has already been registered. 

Please click submit button to request for 

access Ship Chandelling work 

Click on  button to request access 

for ship chandelling work 

Application has been made. Please wait 

for registration process by admin 

Waiting admin to add your company to 

access ship chandelling work 

Company has already been registered 

and inactive 

Click on  button to request 

activate your company 

Company has already been registered. 

Please wait for activation by admin 

Waiting admin to activate your 

company 
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11.0 Permit To Work Close Out Inspection 

 

Step 1: Follow Step 1 – Step 4 of 2.0 

Step 2: Click  ‘Job Permit Application [PENDING]’ under ‘My Application’ on left 

menu 

 

 

Step 3: Select Permit To Work application with status ‘PTW Issued’ and action ‘PTW 

Approved. Pending User Close Out’. Click on Action URL 
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Step 4: Tick on checkbox to close Permit To Work and click  button at the bottom of 

the page 

 

**Notes: Any field with * is mandatory field and require input 
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12.0 Appendix 

Appendix I 

 

Example of online payment receipt from Razer 
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Appendix II 

 

Example of online payment receipt from PTPACS 
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13.0 Contact Information 

 

For inquiries regarding: 

 

i. Ship Chandelling and Provision Activities: 

Job Owner 

Shift Manager : +607-504 2285 

Area Owner 

• Shift Executive 1 : +6019-759 4443 

• Shift Executive 2 : +6019-736 6151 

• Shift Executive 3 : +6019-726 2335 

• Shift Executive 4 : +6019-779 8622 

HSE on Duty : +6019-777 6841 

HSE on Duty : +6019-776 8304 

 

ii. Bunkering Activity: 

Job Owner 

Shift Manager : +607-504 2285 

Area Owner 

• Shift Executive 1 : +6019-759 4443 

• Shift Executive 2 : +6019-736 6151 

• Shift Executive 3 : +6019-726 2335 

• Shift Executive 4 : +6019-779 8622 

HSE on Duty : +6019-777 6841 

HSE on Duty : +6019-776 8304 

 

iii. Other Inquiries: 

For all other activities, please contact the job owner and area owner as specified in 

the contract. 


