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INTRODUCTION 

Digital Port Pass is a system which enable port user to seamlessly apply port pass 

by integrating eFORM, eSAFETY & ePAYMENT. Objective of this system is to 

move towards digitalising all process in port terminal and utilizing facial 

recognition as identification to enhance the safety and data accuracy of every 

port user. 

 

 

DIGITAL PORT PASS REGISTRATION 
All port user must register their company & all employees whom required port 

pass in the system. This guideline will shows how to submit registration for: 

1. Company 

2. Digital Port Pass Application 
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1.0 COMPANY REGISTRATION – REGISTER  
All companies are required to register themselves into the Digital Port Pass system before 

applying port pass for their employees. We suggest that company administrator or person 

who handle port pass application for the company should handle company registration as 

he/she will be considered as admin in the system. To initiate registration, navigate to Digital 

Port Pass website: https://digitalpass.cargomove.my/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

COMPANY REGISTRATION 

 

 

 

 

 

1. Click “Register” button to start 

company registration. 

2. Fill up all details accurately. Your 

password should contain minimum 

8 characters with uppercase letter, 

number & special character. 

Example: @Dmin1234 

https://digitalpass.cargomove.my/
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1.0 COMPANY REGISTRATION - REGISTER 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Please select accurate 

‘Company Type’. 

Forwarder: Forwarding agent, 

shipping agent, ship broker, etc. 

General: Company related to 

cleaning, caterer, maintenance 

service, etc. 

Haulier: Company that operates 

container truck 

Port User: Company related to 

stevedore, crane operator, tug 

boat operator or based inside port 

terminal 

Transporter: Company that 

operates cargo truck & not 

operates container truck 

4. Once all details fill up, click 

“REGISTER” to submit company 

registration. 

Notes: System will automatically 

capture company name, 

registration number & email 

address in capital letter. It is not an 

issue as long as spelling is 

accurate. 
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1.0 COMPANY REGISTRATION - REGISTER 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. A verification email 

containing a unique link will be 

sent to the registered email 

address upon successful 

registration and will expired in 

30 minutes. Please ensure you 

verified your email within the 

time period. 

6. Click ‘Verify Email’ to complete 

your company registration and 

you will be automatically to your 

company admin profile in Digital 

Port Pass system. 
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1.1 COMPANY REGISTRATION – UPDATING COMPANY 

PROFILE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Once automatically login into 

Digital Port Pass system you will 

be instructed to update your 

company profile. Click button ‘OK, 

GOT IT!’ to continue. 

2. Fill up company admin details. 

3. Upload latest company SSM 

certificate. Once all details fill up 

accurately, click button ‘UPDATE’. 



 

Guideline Created by CargoMove Operations – Faeez, Amir & Nazmi 
 

Page | 8 

1.1 COMPANY REGISTRATION – UPDATING COMPANY 

PROFILE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.2 COMPANY REGISTRATION – CHECK COMPANY 

REGISTRATION STATUS (REJECTED) 
If you received email update stating your company registration had been rejected, please 

check the reject reason. Log in to Digital Port Pass and amend your company details using the 

‘EDIT PROFILE’ button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. A notification will appear to 

confirm your company details had 

been submitted for Port Police 

approval. You will be notified via 

email once your company had 

been approved/rejected. This 

process will take 1 working day. 

1. Rejection reason will be notified 

in email. 
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1.2 COMPANY REGISTRATION – CHECK COMPANY 

REGISTRATION STATUS (REJECTED) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

-  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Log in to Digital Port Pass and 

click button ‘Edit Profile’ to make 

amendment based on rejection 

reason. 

3. Once you had done with the 

amendment, click button ‘Update’ 

and it will automatically re-submit 

your company registration. 
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1.3 COMPANY REGISTRATION – CHECK COMPANY 

REGISTRATION STATUS (APPROVED) 
You’ll received and email update once your company registration approved. Now you will 

have access as company admin in Digital Port Pass system and have access to apply port 

pass for yourself & your employees.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Email notification for approved 

company registration 

2. Access to all admin function in Digital 

Port Pass system is now available 

3. Successfully approved 

company status now showed 

as ‘Verified’ 
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2.0 DIGITAL PORT PASS APPLICATION 

To apply digital port pass, all employees or individuals must be added into the Digital Port 

Pass system by their company administrator. All individuals are required to have a valid 

individual email address & not sharing email or group email as this email address serve as 

unique individual ID in the system. All individuals may used personal email or company 

individual email address such as example below: 

a) Personal email: john@gmail.com / john@yahoo.com / john@hotmail.com 

b) Company individual email: john@penangport.com / smith@shipping.com 

 

 

2.1 DIGITAL PORT PASS APPLICATION – ADD USER 
All employee who required port pass MUST to be added into the Digital Port Pass system. 

‘Add User’ is a function in the Digital Port Pass to add employee into the registered company 

and submit their digital port pass application. This function will be done by the company 

admin. If the company admin want to submit digital port pass for him/herself, this process 

can be skip.  

 

 

 

 

 
 

 

 

 

 

  

1. On the left menu dashboard, 

click ‘Add User’ button. 

2. Fill up your employee details. Please 

ensure email address is employee individual 

email. Password is set by company admin 

with minimum 8 character and must include 

uppercase letter, number & special character. 

3. Once all details filled up, click 

on ‘Add User’ button to confirm. 

Your employee will receive an 

email verification link in their 

email. 

mailto:john@gmail.com
mailto:john@yahoo.com
mailto:john@hotmail.com
mailto:john@penangport.com
mailto:smith@shipping.com
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2.2 DIGITAL PORT PASS APPLICATION – USER VERIFY EMAIL 

Employee who had been added into the system by their company admin will receive an email 

verification link. Employee need to verify their email as confirmation that they are the 

employee of the registered company. This process required employee to check the 

verification link in their individual email address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Employee need to click on 

‘Verify Email’, please ensure 

employee completed this action 

within 30 minutes. 

User desktop view 

2. Employee will be automatically 

log-in into their Digital Port Pass 

account. 

3. Employee/user dashboard 

menu are limited compared to 

company admin dashboard 

menu 
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2.2 DIGITAL PORT PASS APPLICATION – USER VERIFY EMAIL  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Now, you had completed your company registration & added your employee (user) into the 

Digital Port Pass system. In the next page, we will go through steps how to apply new port 

pass. 

 

 

 

 

 

 

User mobile view 

4. In mobile view, click 

on the menu icon to 

open user dashboard 

menu 



 

Guideline Created by CargoMove Operations – Faeez, Amir & Nazmi 
 

Page | 14 

2.3 DIGITAL PORT PASS APPLICATION – SUBMIT ADMIN 

APPLICATION (e-FORM) 
‘Submit Admin Application’ is a function to apply digital port pass for the admin him/herself. 

This function is useable by the company admin & owner operator who control the 

administration task by themselves. If you want to submit digital port pass application for your 

employee/user, please refer page ## 

 

 

 

 

5. Type of Application 

NEW – effective 1st September 2024, all expired port pass must apply as NEW 

 

6. Designation – Applicant position in the company. Example: Driver/Operator/Crew 

 

7. Payment – Effective 1st October 2024, digital port pass application only accept cashless pay 

 

8. Resident 

LOCAL – Select LOCAL for Malaysian or PR who possessed valid MyKad 

FOREIGNER – Select FOREIGNER for foreign worker who possessed valid working permit 

 

 

1. Click ‘Submit Admin Application’ 

in the admin menu dashboard  

2. Fill up Application Info. Please 

be informed ‘Port’, ‘Application 

Number’ & ‘Date of Application’ 

is auto generated by the system. 

3 4 

5 6 7 8 

9 

3. Type of Registration 

Port User – for company admin & employee 

Visitor – for visitor of your company 

Stevedore – for stevedore workers only 
 

4. Type of Port Pass 

YEARLY – valid for 1 year 

TEMPORARY – valid for 3 months 

DAILY – valid for 1 day 
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2.3 DIGITAL PORT PASS APPLICATION – SUBMIT ADMIN 

APPLICATION 
 

9. Location Access – Select location access for new port pass 

NBCT - North Butterworth Container Terminal 

BWCT - Butterworth Container Depot 

PBCT- Prai Bulk Cargo Terminal 

PW - Prai Wharves 

SPCT - Swettenham Pier Cruise Terminal 

BDS - Bagan Dalam Slipway 

PSAH - Ferry Terminal (Butterworth) 

PRTU - Ferry Terminal (Island) 

PS - Penang Sentral 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

11. Purpose of Entry – Please state your purpose of entry. Example: Supervise operation 

 

 

 

 

 

10. Fill up all Personal Details accurately 

11 
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2.3 DIGITAL PORT PASS APPLICATION – SUBMIT ADMIN 

APPLICATION 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. Live Picture* – Capture a live photo using a webcam or phone camera (log in into Digital 

Port Pass on your phone browser), ensuring the image is clear and cropped appropriately. 

Port Police may reject applications with inappropriate or non-compliant photo. Ensure your 

photo follows all guidelines to avoid rejection. 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Upload all required documents 

13* 14* 15* 16 

17 18 19 20 

21 22 23 

(*) Compulsory document 
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2.3 DIGITAL PORT PASS APPLICATION – SUBMIT ADMIN 

APPLICATION 

 
14. MyKad Photocopies* – Upload a clear copy of your MyKad (front & back). 

 

15. Company Letter* – Upload authorization letter from your company with company stamp. 

 

16. Driving License – Upload a clear copy of your driving license & GDL if any (front & back). 

This document is compulsory for a driver. 

 

17. E-vetting Photocopies – Upload a clear copy of your e-vetting application/result. If you 

don’t have e-vetting, you may proceed to apply port pass but MUST submit e-vetting 

application within 1 month from port pass application date.  

Apply e-vetting here: https://evetting.cgso.gov.my/ 

 

18. Work Permit Photocopies – For foreign workers, upload a clear copy of valid work permit. 

 

19. Old Passport – Upload a clear old passport photocopy for foreign worker. 

 

20. Old Port Pass – Upload photo of expired port pass if any. 

 

21. Police Report – Upload police report copy if have any records of E-Sikap. 

 

22. Passport Photocopies – Upload a clear latest passport photocopy for foreign worker. 

 

23. Other Document – Upload supporting documents if required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://evetting.cgso.gov.my/
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2.3 DIGITAL PORT PASS APPLICATION – SUBMIT ADMIN 

APPLICATION 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Once your new port pass application had been submitted, wait for port police approval. This 

process should take less than 2 working days. 

 

 

 

24. Once all documents required 

uploaded, tick check box and click 

‘Submit’ to confirm your port pass 

application 

25. Successfully submitted 

application notice will appear 
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2.4 DIGITAL PORT PASS APPLICATION – CHECK APPLICATION 

STATUS (APPROVED APPLICATION) 

 
You will receive an email notification once you application approved/rejected. You may 

check application status in ‘All Application Status’ tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Application status currently 

pending for approval 

2. Successfully approved application 

will show ‘Approved’ and may 

proceed to attend online training. 
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2.5 DIGITAL PORT PASS APPLICATION – CHECK APPLICATION 

STATUS (REJECTED APPLICATION) 

 
If your port pass application was rejected, check the rejection reason & may do correction 

by click on the ‘Edit Application’ button. 

 

 

 

 

 

 

1. If status show ‘Rejected’, click on 

the application number to view the 

reject reason. 

2. Scroll to bottom page and rejection reason 

will appear. Click on ‘Edit Application’ to make 

correction 
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2.6 DIGITAL PORT PASS APPLICATION – CHECK APPLICATION 

STATUS (EDIT REJECTED APPLICATION) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.7 DIGITAL PORT PASS APPLICATION – ATTEND ONLINE 

SAFETY TRAINING 
 

After port pass application approved, you will have to attend online safety training in the 

Digital Port Pass system & complete safety training examination. 

1. Once done edit your application, click 

‘Update Application’. It will automatically 

re-submit your application. 

1. In ‘All Application Status’ tab, click 

application number to get online training link 
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2.7 DIGITAL PORT PASS APPLICATION – ATTEND ONLINE 

TRAINING (e-SAFETY) 

 

 

 

 

 

 

 

 

 

 

 

 

 
After you had completed online safety training, you will have to answer 15 questions exam 

based on online the safety training video. 

 

 

 

2. Scroll to bottom & click ‘Attend 

Online Safety Training’ to start. 

3. View online safety training video 
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2.8 DIGITAL PORT PASS APPLICATION – SAFETY TRAINING 

EXAMINATION 

 
Exam form will appear after you had completed safety training video. You are required to 

score minimum 12 correct answer to proceed. If failed, you will have to attend online safety 

training again. 

 

After you had successfully passed the examination, click ‘Close’ button and proceed to online 

payment. 

 

1. After finished answering the 

questions, click ‘Submit’ and result 

will appear. 
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3.0 DIGITAL PORT PASS APPLICATION – ONLINE PAYMENT 

(e-PAYMENT) 

 

You may check application which need to proceed with payment by navigating to ‘All 

Application Status’. You will find status of the application had changed to ‘Pay Now’. 

 

 

 

 

 

 

 

 

1. Click on the application 

number to get the payment link 

2. Scroll to bottom & you will find button 

‘Pay Now’ to proceed with online 

payment. You may also download invoice 

on the ‘Download Invoice’ button. 

3. If you need to cancel the port 

pass application, you may do so by 

click on the ‘Cancel Application’ 
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3.0 DIGITAL PORT PASS APPLICATION – ONLINE PAYMENT 

 
You may select preferred payment method as below. Choose payment method & click ‘Pay’ 

to proceed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

3. You will receive this notification 

once payment success and your 

digital port pass will be generated 

2. Click ‘Pay’ to proceed 

1. Select payment method 
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4.0 SUCCESFUL GENERATED DIGITAL PORT PASS 
  

After payment success, you may view your digital port pass. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Congratulations! Your new digital port pass is now active and ready to use. 

 

 

Note: After you had payment completed, please go to Port Pass Office to get your new 

digital port pass activated & update your physical port pass card.  

 

 

 

 

 

 

 

 

 

1. Click ‘View Digital Portpass’ to view 
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5.0 DIGITAL PORT PASS – SUBMIT USER APPLICATION 
 

Company administrator can submit digital port pass application for their employee/user. This 

function can only be access in company administrator account. To start, go to admin 

dashboard and click ‘Submit User Application’. Please ensure you had added your 

employee/user into the system before proceed with this step. Refer page 11 for ‘Add User’ 

process. 

 

 

 

 

 

4. Type of Application 

NEW – effective 1st September 2024, all expired port pass must apply as NEW 

 

5. Designation – Applicant position in the company. Example: Driver/Operator/Crew 

 

6. Payment – Effective 1st October 2024, digital port pass application only accept cashless pay 

 

7. Resident 

LOCAL – Select LOCAL for Malaysian or PR who possessed valid MyKad 

FOREIGNER – Select FOREIGNER for foreign worker who possessed valid working permit 

 

9. Location Access – Select location access for new port pass. Refer location list at page 15  

 

 

 

 

1. In admin dashboard menu, click ‘Submit 

User Application’ and fill up Application Info 

2 3 

4 5 6 7

8

2. Type of Registration 

Port User – for company admin & employee 

Visitor – for visitor of your company 

Stevedore – for stevedore workers only 
 

3. Type of Port Pass 

YEARLY – valid for 1 year 

TEMPORARY – valid for 3 months 

DAILY – valid for 1 day 
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5.0 DIGITAL PORT PASS – SUBMIT USER APPLICATION 

 
Continue to fill up your employee personal details. Please take note on ‘User’s Email Address’ and 

‘Country’ section. 

1. User’s Email Address – Fill up your employee/user individual email which was registered in 

‘Add User’ 

 

2. Country – If your employee/user is a foreigner, please select their country of origin 

accurately. 
 

Next, proceed to scroll down and upload required documents. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 2 
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5.0 DIGITAL PORT PASS – SUBMIT USER APPLICATION  

 

From this section onwards, the process is similar to submit admin application (refer page 14 

- 26) except live capture photo of employee/user is now can be upload from saved file in your 

device. Please ensure the photo uploaded is the latest update photo of your employee/user 

and complying with the guidelines.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Please ensure the uploaded photo comply with 

this guideline. Port Police have the right to reject 

application if the photo uploaded is inappropriate 
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 6.0 DIGITAL PORT PASS – EMPLOYEE/USER SUBMIT 

APPLICATION FOR THEMSELVES 

Digital Port Pass system also allowed employee/user to apply new port pass for themselves. 

This process will require employee/user who had their email verified to login into Digital Port 

Pass system using their individual email & password which had been created by the company 

admin. 

 

Refer page 14 - 26 to complete digital port pass application process. Employee/user are able 

to pay for their own port pass application OR company admin may take over the payment 

process from the admin menu dashboard once the employee had passed their safety 

examination by clicking on the employee ‘Application Number’. 

 

 

.  

 

 

 

 

Step 1: Login into Digital 

Port Pass 

Step 2: Click ‘Menu’ button 

to show dashboard 

Step 3: Click ‘New 

Application’ button 
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7.0 TRANSACTION – VIEW TRANSACTION HISTORY 

Both company admin & employee/user are able to view transaction history in the Digital Port 

Pass. As a company admin, you’re able to view all transaction for all employee while 

employee/user only able to view transaction history of their own port pass application. 

To view transaction history and download your e-receipt, click ‘Transaction’ button at the 

menu dashboard. You may download e-receipt by using the download button. 

 

 

 

 

 

 

 

 

 

 

 

 

Note: After you had payment completed, please go to Port Pass Office to get your new 

digital port pass activated & update your physical port pass card.  

Receipt Sample 
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8.0 DOWNLOAD MOBILE APP 

Your digital port pass is integrated with CargoMove Mobile App. This mobile app is used to 

generate QR code that can be use as your identification for access into port terminal. For 

haulier driver, CargoMove Mobile App also have function to serve as your digital gate pass 

where details of your job/booking are viewable in the mobile app. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1 -  Install CargoMove mobile app. Available 

in PlayStore, AppleStore & Huawei App Gallery 

Step 2: Use your IC number to 

login 

Step 3: Key in OTP number 

sent to your number 
Step 4: QR code generated 

once login number 
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Port Pass Office Operating Hours: 
Monday – Friday: 8:30 AM to 4:30 PM 

Monday – Thursday Rest Break: 1:00 PM to 2:00 PM 
Friday Rest Break: 12:30 PM to 2:45 PM 

Closed: Weekends & Public Holidays 
 

• Customer Support General Line CargoFlow Sdn Bhd: 03-2771-2765  

• Port Pass Office Penang Port: 04-3737183  

• Nazmi, Operation Executive, Penang Port: +6014 9422972  

 
If you experience any issues, please contact us immediately. 

Note: Port pass applications will be processed within 2 working days. 
 
 
 
 

 
 


