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1.0 WorkFx Registration

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

v = o x
< « 0
APP CENTER ' ‘LW“
Q
rrrrrrrr
e
P
Step 2: Click
£ Joget DX > App Center x 4 v - o x
« C & workfxptp.commy/jw/web/userview/sppcenter/v/_/home e w 0P
APP CENTER ‘ ‘an!
Q
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Step 3: Select ‘External’ requestor type, fill up registration form and click on button at
the bottom of the page

@ 5 workbptpcomm

Account Management

# Request New Account

% Quick Links

New Account Request

NRIC/Passpart Ho *

Company Informaticn

Step 4: Click button

€« X % workhptp.comm * 0@ ¢

workfx.ptp.com.my says
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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 nhumber after getting an
approval from administrator

Wednesday, 1 Nov - 12:34

RMO Reminder from WorkFX: Please login
with username: __ _~_~ ~ "~ and password:

@ F'@ [Text message

Step 6: Use given username and temporary password to login. Click button




Qrre
E-Permit User Manual

A Member of < MMC Group

Step 7: Insert given username in ‘Username’ field and temporary password in ‘Password’
field then click

€ 9 C = workfcptp.commy/jw/web/login Ay 0P

JOGET DX APP CENTER

Port of Tanjung Pelepas

Step 8: Insert temporary password in ‘Password’ field, create new password following the
password policy stated and click button

€ 3 @ % workbeptpcommy/jwiweb/loginlogin_errors1 Cad 0P ¢

JOGET DX APP CENTER

CHANGE PASSWORD

Submit

P S

**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

. JogetDX > Agp Center x +

« C @ worklxptp.commy/jw/web/userview/sppcenter/y

Step 2: Click button

. Joget DX > App Center x +

€« C @ workixptp.commy/jw/web/userview

appcenterfy

» = o x
3 « 0
APP CENTER ' ‘Lm
Q
Account
Management
v - o0 x
[T 2 | H
=
Q

Account
Management
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Step 3: Insert ‘Username’ and ‘Password’, then click

£ Joget DX > App Center x |+

€« C @ workbptp.commy/jw/web/login

JOGET DX APP CENTER

Port of Tanjung Pelepas

Password:

Step 4: Click

& Joget DX > App Center

€ 3 C | @ wonkppcommy/wiweblusenview/appcentervl fhome

g X
e I0O0&

APP CENTER #
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Step 5: Click Apply Job Permit’ under ‘Permit Application’ on left menu

£ Joge 0> App Cemer % & coemi> Wekame B S

C @ workfptp.commy T e w 08
& EPerRMIT #
* ° -

News. Important!t

A Home °

Welcome
&  Pomit Appiication e

Apply Job Permit

B ™y Application
Lt Report - User °

R Ship Chandier Registration

The Job Permit & Permit to Work (PTW) system is a safety net for workers who do hazardous work. s like a checklist that everyone involved in the job has to agree on before any work can start This helps to make
sure that everyone is on the same page and that the work is done safely

The PTW system covers all sorts of work, from routine tasks to high-risk activities. If you're a contractor or doing anything that's not part of your normal routine, you'll need o get a permit. This is especially important
for high-risk activities like hot work, cold work, lifting, excavation, confined space entry, electrical work, and lifting heavy objects in busy areas.

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

£ Joget D> Agp Center x| @ chemit> hopylonpemit x| e @
« C @ workipipcommy e w 04 ¢
& e-PerRMIT -

* e # Homa> | Parmit Apglication

JP APPLICATION

& Home °
& Permit Application °®

Apply Job Permit Jab Tide

Apply Permit To Wark Campany Registration No
B Wy Application [] Campany Name
L Report - User ° Stant Date MMOOAYYY
& Ship Chandier Registration End Date MDY

Duration (Days)

Description of Work

Location

Sub-Location

Contractor Details

Applicant’s Name

Email Address

Cantact No g 01123110001

Blsrmative Cnntart Nn = N1121410001 =

CANCEL ~SAVEASDRAF  SUBMIT

**Notes:
. 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

. Joget Dt > Agp Geter X @ Goemits AophlobFerit X |

€« C & wokbptpcommy/

Supporting Documents 1 [ o [
(]

Drop fles here or cick to upload

Jptestpdl  remove
& Home o
Supporting Documents 2
& PermitApplcation ° Drop files here or cick to upload
EINsTRLER Supporting Documents 3
T Drap files here or ek 1o upload
B Application © Supposting Documents 4
Drop files here o cick ta upload
L Report . User o
. Supporting Documents 5
A& Ship Chandier Registraion v s hor o 55k 1o upond
Desclaimer «[W “I hereby acknowledge that | have satisfied all the requirements for the process.
stated in the i 2

Department of Pelabuhan Tanjung Pelepas”

Signature

Z’>

Clear

canceL  swveasorart  [JEBWT)

PTP T Division, Smart Technolagy

Step 8: Waiting page to be loaded

£ Joget DX > App Center x E-Pemit > Appiy Job Pemit. X | 4

€« X @ workixptp.commy

[
»
Q
»

Waiting for workxptp commy.
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Step 9: Click button on the dialog box

¥ Joget DK > App Center R & voitiptpcoma ebiuse % |
€« X @ workbptp.commy,

workfptp com.my says

Step 10: Waiting the next page to be loaded

. Joget D » App Center X e e + v - o x

s X @ workheptp.com.my T2 O&

& E-PERMIT #
"

&

tome LOADING...

w
L]
B Applicstion
L

10
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Step 11: Click button to proceed with online payment

. Joget DK > App Center X @ c-Pamit > Oriins Paymes X+ v - 8 x

« C @ workbepip.comm, 2w O& ¢

JP APPLICATION-ONLINE PAYMENT - PROCEED PAYMENT

# Home
" . Name Esu ara Job Permit Ref No JP-NOVZ3-0003
B Application
Email Address ra@ptp com my Job Details
L4l Report - User
Contact Number 01111783005 Amount (MYR) 000
R Ship Chandier Registration
ICIPassport No 990514018851
Company.
Complete.

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

click button to proceed make payment.

- € % acsptpcoms « 0@

Payment

Applicationid:  ePer

PayeeName: Esw
PayeeEmail: 2

PayeeContact: 011

Faymentfor b Mainte
Personal
& Maybank R CImMBBANK @ o aane
Maybarizu e Cick Public Bank
8 m
RHB® P yem——
RHB Now Hong Leong Connect Ambark

== #uoB

MyBSN Bank Rakyat uos
3 AFFIN BANK BANK(SLAM HSBC <»
At Ban Bank Isiam HSEC Onine

Agree with the Terms & Conditions

Proceed Payment

11
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Step 13: Click button to redirect to online banking site based on selected bank.

€ ¢ 5 aaptpo * O @

Payment Metnod

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

page.

« d = mayt * 0P

maybank2u.com

Welcome

Login to Maybank2u.com online banking
Hote:

* Yousreinasecuredsite,

Username:

Forgot login detalls?

Don't have 3 Maybank2u sccount?
Click here to sign up now

Security information:

vord to anyone
transactions, please call our fraud hotline

166456 or 4037844 3696 I you re oversess (24

(Above image as an example purposes only)

12
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Step 15: Merchant’s page will show payment status and transaction details.

e a5 workd e 0P ¢

E "

A Home Payment SUCCESS

Belaw is the delall of your transacin for your reflerence ‘Your anline payment has been authorized successk

@y
L Report o1
M  Ship Chandier Registration 8
100
Order Kumber 1P.DEC
Sarvice ltems Paymant for b Maintenan ing At H

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

« C = oma ®ex 0P :
= mail Q searchn #® (ONECHE- I ']
1+ ¢ i > .
& Compose o - (o]
a @ Promol tions (D 5 | CIZD
Q x 909
% d Razer [RMS] Payment Successful for [ JP-DEC23-0¢ 46]-n 9:40AM ¢
(¢} ze ptpacs PTPACS - Payment Receipt - 717 FI9AM
b set @ Freacs a -
D orafts
+
Labels +

(Refer Appendix I & II for example of receipt)

13
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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

E Joget DX > App Center

€ C & workbeptp.commy

& e-PerRMIT

E-Permit > Apply Job P + v - 8 x

*

& Home

4 Permit Application ®

Apply Job Permit

Apply Parmit To Work

B Application

E

Report - User

M Ship Chandler Regisiration

JP APPLICATION

Job Title

Campany Registration No

Campany Name

Start Date MMDOYYYY

End Date [

Duration (Days)

Description of Work

Location

Sub-Location

Contractor Details

Applicant’s Name

Email Address

Cantact No &g 01123110001

BMormative Cnntact N

CANCEL ~ SAVEASDRAFT  SUBMIT
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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
& E-PERMIT ) | .

# e ’

News Important!!
A Home )

Welcome
4  Permit Application )

Aoy loh Pecit

Apply Permit To Work

B M Application °
Lt Report - Usor °

& Ship Chandier Rogistration

The Job Permit & Permit to Work (PTW) system ts a safety net for workers who do hazardous work. It's like a checklist that everyone involved in the job has to agree on before any work can start. This helps to make
sure that everyone is on the same page and that the work is done safely

The PTW system covers all sorts of work, from routine tasks to high-risk activities. If you're a contractor or doing anything that's not part of your normal routine, you'll need to get a permit. This is especially important
for high-risk activities like hot work, cold work, lifting, excavation, confined space entry, electrical work, and lifting heavy objects in busy areas.

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

. Joget D » App Center x| @ cremit> dopy Pemit oW x || Ll e
« C @ workbuptp.commy E e o D&
& E-PERMIT #

PTW APPLICATION
& Home °

#  Pemit Application ° Vendor Details

Apply Job Permit Reference No

Apply Permit To Work
NRIC/Passport No
B Wy Application []
Vendor Name
L4 Report . User ]
Vendor Email
M Ship Chandler Registration
Contact No * g 01123110001
Location . v
Sub-Location
Listof Work . ~
Work Start Time * WMDY HH M

Tieme cut wall be 12 hours after selected tme i,

All High Risk Activities Yes Mo
Risk Assassment & Methad af work takes into account al associated hazards and other people, workers are aware?
Compeient supervision avadable?

Workers appropriately qualified (e g. with training certificate, greencard, etc.) and fit far type of wark being carried out?

Ve ® @ @

Rescus pian n plce, f nacessary?

**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

k. Joget D> App Center x

€« C & wokbiptpcommy,

& E-PERMIT

Home
Permit Application

Apply Job Permit

Apply Permit To Work
B Wy application
L Report - User

A& ship Chandler Regisiration

@ Erumit> ppy PemitTower % |

workfptp com.my says
Confirm to Submit ?

Compstant supsrvision avalabls?

ST T eTp—,

Rescue plan in place il necassary?

Has the task jewed to ensurs the high risk be avoidsd ner method
Suitable PPE available for workers (2.g including ifa jackst whan working al naar water)

Warkers emergencyl rescue Ir

ned, as appropriste?
Workers have sccess to sutable washingholst faciies?

Are barriers in place to profect the work area?

Desclaimer “[& “ request penmission 1o canry out the work described in this pemit 1o work |
understand the conditions and the restrictions described. All peaple within my
‘control shall be provided proper supervision, instruction, training, Information and
PPE to ensure that the work is carried out safely”

Signature

L’

Clear

el

PTP T Division, Sman Technolagy

Step 5: Waiting page to be loaded

& soget O > A Conter x

€ X @ workhptp.commy

‘Wasting for werkbu ptpcommy,

x4+

16

button on the dialog box

v - B8 x
©w % 0 &

®

@

®

®

@
-
w &« 0O &
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Step 6: Click button on the dialog box

x +
<

ki ptp.com.my says

**Notes:

i Any field with * is mandatory field and require input

@Pw

A Member of .4 MMC Group

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

17
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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

£ Ioget D » o Certer X @ EPemit AlSubmitedJob P X | 4 v - 0 x

« C @ workbcptp.commy 2w 0 &

0 E-PERMIT #

& Home 10 v Reference PR
#  Pemit Application REF NO ONLINE PAYMENT REF NO JOB TITLE RISK TYPE LOCATION SUB LOCATION START DATE END DATE STATUS CURRENT STATUS
Bi ™ Application JP.NOVZ3.0001 JP-NOV23-0001-ABESSCSE TESTING EPERMIT 1125 High Risk Wisma A Level 2 2023-11-06 20231115 JP Terminated JP Terminated
L Report - User ) JP-NOVZ3.0003 TESTING EPERMIT 0859 High Risk Viisma A Level 2 20231108 20231116 New JP Submited P Pending Payment
All S JP-NOVZ3.0002 JP-NOVZ3.0002 D38C0262 TESTING EPERMIT 1644 High Risk Viisma A Level 2 20231106 20231115 1P Issued IP Appraved
Al S

L

Ship Chandler Registration

**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

18
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6.0 List of Draft Job Permit

Step 1: Follow Step 1 — Step 4 of 2.0

B rerappicaton °

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

« @ 5 workxptpcom.

w :
# Home 10 v Daw Created F T Show
& Pemith RFERENCE NO J0B TITLE LOCATION SUB LOCATION START DATE END DATE STATUS
B My application ) JPHov2: TESTING EPERMIT 1225 Wisma B Level 2 20231120 0231123 Saved as Draft EDIT DRAFT
Gre fom | e
Job Permit Drafts)

IT Divizlon, Smart Technalog,

**Notes:

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

/ii. — Draft submission will only be available for 48 hours

19
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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

. Joget DK > Agp Cent

‘All Submitted Permit To Work” under ‘Report-User’ on left menu

v - 8 X

e w 04 ¢

© E-PermT «

LR [P
REFERENCE NO DATE TIME IN DATE TIME OUT WORK LOCATION SUB LOCATION STATUS CURRENT STATUS

PTW-NOVZ3-0002-0001 20234106 16:58 20231407 0458 Electrical Wisma A

Lavel 3 Panding HSE Closing PTW Pending HSE Close Out Inspection
e PTWNOVZ3-0001-0001 0231106 1554 20231107 0354 Eleetrical Wisma A Level 3 PTW Terminated PTW Clased
PTW.NOVZ3-0002-0002 20231108 1020 20231082220 Eleetrical Wisma A Level 3 PTW Submined PTW Pending A Approval

Al Submitied Parmit To Wor

& Ship Chandier Registration

**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

20
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8.0 List of Action Required For Job Permit

Step 1: Follow Step 1 — Step 4 of 2.0

B whsiole @

Step 2: Click L_==""_1"Job Permit Application [PENDING]’ under ‘My Application’ on left

« ¢ (=T A =0 &
& erermiT &
#
@  Pemit Applicatio
B My Application ®

LD

**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

21
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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 L |‘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

22
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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 L2

SHIP CHANDLER COMPANY REGISTRATION

‘Ship Chandler Registration’ on left menu

L
- mpany Name AB SUCCESS MARINE (M) SON BH
B w Company Registration
e Registration Status: Company has already been registered. Please click submit button to request for access Ship Chandelling work.
M Ship Chandier Regisuation Request for ships chandelling work @ ves
‘Submit
**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 =22 pytton 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 *21 putton to request

activate your company

Company has already been registered.
Please wait for activation by admin

Waiting admin to activate your
company

23
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11.0 Permit To Work Close Out Inspection

Step 1: Follow Step 1 — Step 4 of 2.0

Bi oy hsiication °

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

menu

< @ % werkfuptpcom e 0P ¢
& EpermiT #

# Home
#  Permit Application REFERENCE NO DATE TIME IN DATE TIME OUT STATUS
By Application PTW.DEC23-0008-0001 Eswaran Sangara 2023-12-11 1500 2023-12-12 0300 Wisma B Lovel 3 PTW Issued PTW Pending User Close Out
b G o o
| Excel | XML| P

Parmit Ta Work Agplication
[PENDING]

L8 Report - User

& Ship Chandier Regisiration

Step 3: Select Permit To Work application with status ‘PTW Issued’ and action ‘PTW
Approved. Pending User Close Out’. Click on Action URL

€« @ 5 workfeppcom Ea O0P ¢

& e-PerRMIT #

* b
# Home v | snow
@ Pemit Application REFERENCE NO VENDOR NAME DATE TIME IN 'DATE TIME OUT LOCATION SUB LOCATION STATUS ACTION .
B W appication ° PTVDECZY-0008.0001 Exvaran Sangara 20231241 1500 021220900 Wisma Lovel3 [E— PTW Panding Usar Closs Out

T
Drais o
CSV| Excel | XML| POF
o
Permit Ta Work Application
[PENDING] o
S

L Reort - Us

& Ship Chandier Regisiration

24
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Step 4: Tick on checkbox to close Permit To Work and click button at the bottom of
the page

€ @ 5 workicptp.commy - - B - - B e O
#
ngara Close Permit To Work? - ves
Close Out Inspection by Vendor
& Home
Has the activity caosed? O s O
& PormitApplication
Has all squipment and supplias bean removed? Q ves Q He
B Wy Applcator
Has the work arsa besn satisfactorily cleansd and tidied? QO ves O
[ Report - User
Work area Inspaction satisfactory? Q ves Q Mo
M Ship Chandler Registration
Lock-out.Tag.out: Lock remaved! retumad? QO Yes Q o

Clase out comments {Record incidents, near miss reports and non
conformance)

Attachments

Attachment 1
Drop fies hars or click to pload

Attachment 2
Drop files here o cick to upload.

Autschment 3
Drop files hars or click to upload,

Atiachment 4
Drop fils here or cick 1o upload.

**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

FELAEUHAN TANJUNG PELEPAS SDN BHD
MULL

logo ELOCK A, WISMA PTF, JALAN PELABUHAN TAMJUNG PELEPAS, TST 307,
81360 GELANG PATAH, JOHOR
81360 GELAMG PATAH, JOHOR,

NULL logo NUILL Inga MULL logo
BO75042222 R e N e Yo MULL

Payment Successful

Below is the detsil of your transaction for your reference :

Payment
Transacian amount Method
RM 00 FPX_MBZU
Dale Paid
11-12-2023
Order Number
JP-DECZ e mEFN G

Transacion Number
oEwas

Authorized datefime -
11-12-2023 05:38:46

Hame
[N e

E-mail

OUNER R MOSmgmail.com

Caontact number
AT ENNE

Service |lems
Payment for job: Maintenance ;
Working At Height

THANK | =117}

26
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Appendix II

Example of online payment receipt from PTPACS

Pelabuhan Tanjung Pelepas Sdn. Bhd. (328713-K)
PTP Biok A, Wisma PTF, Jalan Pelabuhan Tanjung Pelepas,
TST 507, 81580 Gelang Patah, Johor Darul Takzim, Malaysia.
Tel: +607-504 2222 Fax: +807-504 2171
A Member of n'_i MMC Group Website wiwwpip.com.my
Billing Details Receipt No. * ACS-20231200048560
Mame RS e s Cirder Mo. : JP-DECZFENNWE NS
E-Mail : I LN Y Egmail .com Recsipt Date 111202023 2039:27 AM
Contact Mumber 011 5T Amount (MYR) - NYR 20
Mo. ltems Guantity Unit Price (MYR) Paid Amount (MYR)
1. (JP-DECZ3-O0SF BUEWE G 1 mao a0
Mame : ESIAENE
NyHad/Passport ©

Company : EFERMIT

Total Amount (MYR) - MYRT00

THIS RECEIFT IS WALID UPON CLEARING OF THE PAYMENT. 1 JEA =)
{COMPUTER GEMERATED RECEIPT, NO SIGNATURE REQUIRED) == ¥ ¥

27
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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
e Shift Executive 1 : +6019-759 4443
e Shift Executive 2 : +6019-736 6151
e 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
e Shift Executive 1 : +6019-759 4443
e Shift Executive 2 : +6019-736 6151
e Shift Executive 3 : +6019-726 2335
e 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.
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