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Disclaimer 

 
 

This User Guide is disclaimer for a proper use of the eGateway System. Rank Alpha 

Technologies Sdn Bhd disclaims liability for deviant usage of this system. The information 

contained in this document is the proprietary and exclusive property of Rank Alpha 

Technologies Sdn Bhd except as otherwise indicated. No part of this document, in whole or in 

part, can be reproduced in any manner including transmitting or storing in any medium or 

translating into any languages, in any form or any means, be it electronic, mechanical, 

magnetic or otherwise. All information are strictly not allow to be used for any design or 

development purposes without the prior written permission of Rank Alpha Technologies Sdn 

Bhd. 

  
The information contained in this document is subject to change without notice. The contents 

in this document are provided for informational purposes only. Accuracy and precision of its 

systems are subjected to users’ compliance with this guidance. This document may contain 

information of a sensitive nature. System and documentation are provided solely for the use 

of customers of Rank Alpha Technologies Sdn Bhd. 

  
  
About This User Guide 
 

This User Guide helps to understand and perform the registration to the eGateway System as 

any of the user eithers Shipping Agent, Forwarding Agent, Freight Forwarder, Warehouse 

Operator, Haulage, Depot, Marine Service Provider, Private Jetty Owner or Passenger Agent. 

It was designed to help acquaint user with the eGateway System. 

  

This guide describes every specific features and procedures of every users in each specific 

modules and options. Explains the procedures and steps to be followed for performing the 

system functions and every procedures that user need to be aware of for the system to function 

successfully. Note, Warning and Tips provided with each graphical to clearly highlight in this 

user guide to ease user during executing the system. 
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Table Conventions 

 
 

Key Symbol 

Table 1: Described the key icons and elements used in this User Guide. 
 

Table 1 

 
 
 
 
 
 
 
 

 

 

 

 

Symbol Description 

 

Note : Symbol accompanies important additional information or instruction of which   
users must take note. 

 

Caution : Symbol accompanies important information regarding action that may cause   
minor error 

 

Warning : Symbol accompanies important information regarding actions that may 
cause fatal errors. 

 

Tips: Symbol accompanies usefull information on how to perform a task. 

text 
Bold text indicate a link, button, dropdown list value or keyboard control that is 
clickable. 

text Bold and italicized text indicate an entries name 

italics Text in italics indicate field name 

mono Monospace indicate text you enter from keyboard 
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Navigations 

 
 

eGateway System was designed so you can access the functions you need with as few 

mouse clicks as possible. A few navigational elements remain consistent through the 

system. Icons have been used to identify the various types of functions used in eGateway 

System. Below are the most commonly used icons in the system. 
 

Icon Description 

 
To view details records or to expand grid listing childs record. 

 
To colaps the child records of the grid listing 

 
Go to previous record 

 
Go to next record 

 
Check box to select a record 

 
Selected record 

 
Date Time picker 

 
Upload file in pdf, jpg or png  

 To display a search windows 

 To print a report 

 
To print the current report 

 Export a report and save in to the disck 

 Export a report and show it in a new window 

 To choose any type of document to save 

 
Go to the first page 

 Go to previous page 

 Go to next page 

 
Go to the last page 

 
Go to Home default page of eGateway System 

Table 2 
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Chapter 1 : Getting Started 

 
 

1.1 Before you begin 
 
This guide assumes that the resources you need to access the system are available 

and that you are familiar with how to use them. If you are not sure whether your 

system meets the requirements or how to use required third-party tools, seek for your 

manager or system administrator. 

 

1.1.1 Technical Requirement 
 
Before you begin using the system, ensure that you have the appropriate 

software installed and configured on your system. All you will need is : 

 
 A current Web Browser running on your computer. 

 

eGateway System has been tested with and supports a variety of 

browsers. The following browsers are acceptable for use with eGateway 

System. 

 

O Chrome version 30 and higher - www.google.com/chrome/ 

O Microsoft Internet Explorer version 8.0 and higher - 

www.microsoft.com/ie 

O Microsoft Edge browser version 20 and higher - 

https://www.microsoft.com/en-ca/windows/microsoft-edge 

 

 
 
 
 
 
 
 
 
 

Both Java Script and cookies support must be enabled in the security 

settings of your browser and is usually turned on by default. 

 
If you encounter problems accessing the system, check your browser 

configuration to ensure both JavaScript support and cookies support are 

enabled.  

 

(See Tools > Internet Options > Privacy and Security tabs in Internet 

Explorer, or Tools > Options > Privacy and Web Features tabs in Firefox.) 

 
 

For the very best results, use the current release of Chrome  

You will encounter problems if you try to access eGateway System 

using older or unsupported web browsers. If you are unsure about 

which web browser version you are using, click Help >Aboutor 

similar options on the menu bar in your browser. The version 

number will be displayed. 

file:///C:/Users/user/Desktop/www.google.com/chrome/
file:///C:/Users/user/Desktop/www.microsoft.com/ie
https://www.microsoft.com/en-ca/windows/microsoft-edge
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 A Popup Blocker 

Please make sure Popup Blocker for your browser is always turn OFF. 

This is to ensure that windows popup that are used by any popup 

message or report can be executed correctly. 

 

Internet Explorer 

 

 

Figure 1 

 

Google Chrome 

 

 

Figure 2 
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Microsoft-Edge 

 

Figure 3 

 
 Internet access to the URL of eGateway System. Your system or network 

administrator will be able to provide you with an Internet address (URL) 

from which the system can be accessed. 

 

 

1.1.2 Web Browser 
 

eGateway System dynamically creates the HTML screens displayed by the web 

browser when you click certain buttons. 

 

Using and  buttons can cause problems displaying these dynamically 

generated pages. For this reason, we do not recommend using these controls on 

your browser when operating eGateway System. 

 
eGateway System is designed for a minimum 1024x768-pixel screen display 

resolution, with a 1280x768 or greater screen size preferred. 

 

1.1.3 Login Information 
 
To login into eGateway System, you must have an authorized User Id and 

Password.  If you have not yet received your login information, contact your 

System Administrator as you will need to be added into authorized user 

before you can access eGateway System. 

 

 
 

Do not share your login information with anyone. eGateway System 

provide system access id and module access right according to job 

responsibility.  
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Chapter 2 New Registration 
 

2 New Registration Module 

1. Browse eGateway System from URL http://www.egateway.com.my/ and you can see 
the Home Page of eGateway System. 
 

 

Figure 4 

2. Click on and system will navigate you to the Login page and New 
Registration button will be available for access. 
 

 

Figure 5 

3. Or you may click on Company Registration icon  right on top next to login 
icon. 

 

  Figure 6 

http://www.egateway.com.my/
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2.1 Company Particulars 
 

 

 
1. System will always default to start from the Company Particulars. Entry page 

will display as below.  
 

2. Registration Type will always default and display as SA – Shipping Agent. To 
change to other Registration Type, you have to select from the drop down list and 
choose the one you require. 

 

3. You will need to fill up all mandatory fields as below in Figure 3. 
 

 

Figure 7 
 

4. Select Registration Type from the drop down listing. 

 

Figure 8 

 
 
 

 
 

Agent Code field only enable when Registration Type is SA / 

FA / FF / WH / MSV / PJO / PA 

Agent Code field will be disable if Registration Type is HR / DP 

Every new user should register their Company details with 

correct Registration Type in eGateway System to create new 

registration. 
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5. You need to fill in Authorized Contact Person tab where all information is 
mandatory. 
 

 

Figure 9 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

6. Whenever there is Business Contact details to be filled in, information can be 
entered under Business tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Administrator Login ID must be more than 6 characters length. Otherwise 

system will shows a warning message “Administrator Login ID length must 

be more than 6 characters.” 

 Authorised Contact Person must be more than 10 characters length. Otherwise 

system will give a warning message” Authorised Contact 1 length must be 

more than 10 characters”. 
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Figure 10 

 

7. Once click on Save button, system will pop up Confirm Message screen for 

confirmation to save the Company Name with the stated ROC No. You need to 

click on Yes button to proceed if not click on No button. 

 

 

Figure 11 

 

8. Answer  will save the information and activate Director Particular 
tab for further entries. Otherwise system will be back to the Company 
Particular page. 
 
 

2.2 Director Particulars 
 
 
 
 

 

 

1. Entry page for Director Particulars will be shown as below. For the Type field, 

choose Person radio button as below. You need to fill up all the mandatory fields.  

 
 

Once user saved company details, then only system will allow to key in 

Director Particular details. Here system allow to key in more than 1 

director particular details. 
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Figure 12 

 

2. Click on  to start new particular entry and system will default Type as 

Corporate. 

3. Choose the require Type to indicate either Person or Corporate and the 
appropriate entry page will be shown accordingly. 

 

 

Figure 13 

 

4. Nationality will be defaulted to MY-Malaysia and Gender will be defaulted to Male 
but you can still change it to other valid value. 
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Figure 14 

 

 

Figure 15 

 

5. Select Director Particular’s menu. Type field is set as Corporate as below. You 

need to fill up all mandatory fields. 

 

Figure 16 

 
 
 
 

 
 

When Type is Person others information for Gender, Designation and 

Nationality will be required. 

As for Type is Corporate. Country will be activated.  
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2.2.1   Add Record 

1. Go to Director Particulars and click on  and system will activate 

the entries to proceed further. 

 
2. You need to fill up all mandatory fields in yellow text box then click on

 button to save records. 

 

3. System will show message Save successfully! and record will be listed in the grid 

listing. 

 

 

Figure 17 

 

2.2.2 Edit Record 

1. Go to Director Particular and listing will shows if any existing records.  

2. Tick on the record and click on  button to start editing. 
 

 

Figure 18 
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3. After complete editing, click on to save the changes. 

4. System will show message Save successfully! and record will be listed in the grid 

listing. 

 

 

Figure 19 

 

5. Click on  button to enter next page. 

 

2.2.3 Delete Record 

1. Go to Director Particular > Delete  

Delete listing page will appear as below. Tick on the check box to select the 

record and click button to proceed with deletion. 

 

Figure 20 

 

2. Confirmation message will be prompted to confirm deletion. Otherwise click on 

 button if user doesn’t want to delete the record. 
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Figure 21 

 

3. System will show message ”Record Deleted! ” and deleted record will disappear 

from the listing. 
 

2.3 Shareholder Particulars 

 

 

 
 
1. Select Shareholder Particulars menu. Type field is set as Person as below. You 

need to fill up all the mandatory fields. 

 

Figure 22 

 

2. Click on to proceed with Shareholder entries. 

 

 

 

 

 

 

 

 

Once user saved Director Particulars, then only system will activate and 

allow to key in Shareholder Particulars 
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Figure 23 

 
3. Nationality and Country will be defaulted to MY-Malaysia to minimize data 

entries. 

 

Figure 24 

 

 

Figure 25 
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4. Select Director Particular’s menu. Type is set as Corporate as below. You need 
to fill up all the mandatory fields. 

 

 

Figure 26 

 

 

Figure 18 

 

 
 
 
 

 

 

 

 

 

 

If Type is Person users need to fill up extra information for Gender and 

Nationality. 

Otherwise if Type is Corporate users need to fill up extra information for 

Country only.  
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2.3.1 Add Record 

1. Go to Shareholder Particulars and click on button. 

 

 

Figure 19 

 

2. You need to fill up all mandatory fields then click on  button to 

save your records. 

 

 

Figure 20 

 
 

3. System will show message “Save successfully!” and record will be listed in the 

grid listing. 
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2.3.2 Edit Record 

1. Go to Shareholder Particulars and listing will display if any existing records. 

2. Tick on the selected record and click on  button to proceed with the 

changes. 

 

 

Figure 21 

 

3. After complete editing, click on  to save the changes. 

4. System will show message “Save successfully!” and record will be listed in the 

grid listing. 

 

 

Figure 22 

 

 

 

 

 



 RANK ALPHA TECHNOLOGIES SDN BHD                          
eGateway System                                                                                                                                                                LEMBAGA PELABUHAN JOHOR  

COMPANY REGISTRATION USER GUIDE        Page 21 of 57 

 

 

2.3.3 Delete Record 

1. Go to Shareholder Particulars Entry and listing page will display if any existing 

records.  

2. Tick on the check box for the selected record and click  button to 

proceed with deletion 

 

 

Figure 27 

3. Confirmation message will be prompted to confirm deletion. Click  to 

confirm delete otherwise click on  button if user doesn’t want to delete 

the record. 

 

Figure 28 

 

4. Successfully System will show message ”Record Deleted! ” and deleted record 

will disappear from the listing. 
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2.4 Supp. Documents 

 

 

 
1. Select Supp. Documents from left menu. Entry page to upload required 

supporting documents will be displayed as below. 

 

Figure 29 

 

2. Once you click the Form 9 drop down menu, you can see another option for SSM.  

 

Figure 30 

 

IMPORTANT 

 

3. If you select Form 9, fields for Form 29, Form 42 and SMK/SPAD will be activated 
and this requires uploading documents in pdf format. 

4. When select SSM, only SSM and SMK/SPAD require to be uploaded. 

 

 

 

Once user saved shareholder details, system will allow uploading 

supporting documents to get approval from Port Authority.  
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Note: Below is the explanation of Form 9, 49 and 24  

 

No Form Type Description 

1 Form 9 Certificate of Registration from Companies Commission of Malaysia (CCM) 

2 Form 49 Name and the address of the directors 

3 Form 24 List of the shareholders 

   

 
 

 

 

 

 

 

 

3. Click on  button to select and upload required supporting documents. 
 

 

Figure 31 

 

1. Select Form 9 will require to upload Form 9, Form 49, Form 24 and SMK/SPAD 

2. Select SSM Form will require SSM and SMK/SPAD to be uploaded. 

3. If Company Registration Type is Forwarding Agent / Shipping Agent, system requires 

Custom Certificate to be uploaded. 

4. For Haulier and Depot Company Registration, it will require SPAD Permit if 

Registration to be uploaded. 
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4. Click on  button once complete upload all the required 
documents. 

5. System will show message “Form 9, Form 49, Form 24, Form Custom cert, Save 

successfully!” Supp. Documents Listing will list out all uploaded documents in the 

list. 

  

Figure 32 
 

2.4.1 Add Record 

1. Go to Supp. Document and click on  button. 

2. User need to fill up all mandatory fields. Click on Browse button for each form 

type, select the files then click on  button to save records. 

 

 

Figure 33 
 



 RANK ALPHA TECHNOLOGIES SDN BHD                          
eGateway System                                                                                                                                                                LEMBAGA PELABUHAN JOHOR  

COMPANY REGISTRATION USER GUIDE        Page 25 of 57 

 

 

 

3. You can also add other additional documents as show in below figure.  

 

 

Figure 34 

 

4. Enter the Subject, Remark and click on Browse button to select any document  

then click on  button to save records with message display 

“Additional Document save successfully!” 

5. Save uploaded Additional Documents will be shown on the Supp. Documents 

Listing. 

 

Figure 35 
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2.4.2 Delete Record 

 

1. Go to Supp.Documents and listing page will display if any existing records.  

2. Tick on the record and click on  button to delete. 

 

 

Figure 36 

 

3. Click  to confirm delete the record. Click on cancel button if you 

want to cancel deletion 
 

 

Figure 37 
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2.5    Acknowledgement 

1. Select Acknowledgement from left menu and the page will display as below.  

 

Figure 38 
 

 

2. Tick on the check box of  before you can 

proceed to submit the registration. 

 

 
 
 

3. If check box “I agree Term & Condition Above” is not ticked, system will not 
proceed further until you tick it 

 

Figure 39 

 

 

 

 

 

 

 

 

 

If you not agree and tick the above Terms & Condition, system will 

not allow submit any company registration. 
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2.6    Submit Registration 

1. Select Submit Registration from left menu and below page will display. 

 
Figure 40 

 

4. Declarant details will auto display. This info is retrieved from registration 

information. 

5. Tick on the check box before proceed to 

click on  button.  

 
6. System will prompt a message during your submission. 

 

 

Figure 41 

 

7. Tick on the will allow system process the submission and send 

an email notification on your registration.  
 

8. Untick the check box if you do not require to receive any acknowledgement on 

your registration. 

 
9. Your registration will be submitted to Johor Port Authority and you will be notified 

on registration status via registered email. 
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2.7   Term and Conditions 

1. Select Term and Conditions from left menu. The page will display as below.  

2. Term & Conditions will be different according to the Registration Type. 

 
Warehouse 

 

Figure 42 

 
 

FF/SA/FA (Non Warehouse Operator) 

 

Figure 43 
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Haulier 

 

 

Figure 44 

 

Container Depot 

 

 

Figure 45 
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2.8    Email Notification 

 2.8.1   Successfully Registered 
 

 
 

1. Once submitted registration is successful and acknowledged, you will receive 

below email notification on your registration with subject eGateway - New 

Company Registration. 

 
 

 

Figure 46 
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2. Approved registration by Johor Port Authority will notify you via your registered 
email with subject eGateway - New Company Approval. 
 

 

 

Figure 47 
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3. Upon receiving the User ID and Password, you should be able to access 

eGateway System from the Login Page. 
 
 

 

Figure 48 

 
 

4. Upon receiving this email, User can start login to the website using the assigned 

user ID and password given in the email.  
 

Account No : [ This is your account number to be entered during login ] 

User ID : [ User ID to be entered during login ] 

Password : [ Temporary password for user first time login ] 

 

5. System will prompt Change Password screen after you’ve login with given 

temporary password successfully. 
 

 

Figure 49 

 

 

6. It is mandatory to change the password in order to proceed with login into 

eGateway System. 
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2.8.2 Hold/Reject Registration 

 
1. You will get an email notification if registration is rejected by Johor Port 

Authority with subject eGateway - New Company Rejected/Hold. 

 

 

Figure 50 
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2. Any registration that is put on hold by Johor Port Authority will also trigger an 

email notification to your registered email address with subject eGateway - New 

Company Rejected/Hold. 

 

 

Figure 51 

 

3. To amend your registration, you have to re-Submit your registration and system 

will let you modify and complete the information whichever necessary. 
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Chapter 3 Re-Submit Registration 
 

3    Re-Submit Registration Module 

Click on Re-Submit Registration button. 

 

 

Figure 52 

 

3.1    Re-Submit User Registration 
 
1. Re-Submit can be done for 3 situations : 

i. Registration is rejected or put on hold by Johor Port Authority. 

ii. Resubmit after Security Code has expired during Port Authority 

rejection or on hold registration. 

iii. Save registration without submission 

 

2. If registration is Rejected or put on Hold by Johor Port Authority, you still need to 

amend and re-submit the registration with the security code provided. 

 

3. Once Security Code is expired, you need to request for a new security code in 

order to proceed with resubmission. 

 

4. For the case of incomplete data entry and user exit before submission, you can 

still continue the registration via Re-Submit option. 
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3.1.1 Re-Submit due to Rejected or Hold 

 

1. All registration that is rejected or put on hold can still proceed for 

amendment via Re-Submit option. 
 

2. You will receive an email notification with subject eGateway - New 

Company Rejected/Hold. 
 

3. Security Code for both rejected and on hold registration is provided in the 

email sent by Port Authority during rejection or on hold. 
 

 

Figure 53 
 

4. Enter all required information from Re-Submit Registration with Security 

Code provided. 

 

 

Figure 54 
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5. Click  button to search the required record and system will 

bring you to registration page once you have entered valid information. 
 
 

 

Figure 55 
 

6. You may proceed to do any changes and submit the registration as usual. 
 

 
 

 

 
 

7. If company registration has been approved from previous resubmission, 

system will shows message “Company Profile is approved. Please Login 

for amendment”  
 

 

Figure 56 

 Security Code will be expired within 3days 

 During expiry, Security Code can be request from the link on  

Re-Submit page. 

 From the email also you can resubmit your application by clicking  

on the link given. 
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3.1.2 Re-Submit with Expiry Security Code 

 
1. Security Code provided in Reject/Hold email notification during New 

Registration process will expire in 3 days. 
 

 

Figure 57 

 

2. Once click on  button, system will check if the Security 
Code is still valid or expired. 
 

3. A message will display to notify that your Security Code has expired.  

“Security Code expired! Please request new Security Code!”. 

 

 

Figure 58 

 

4. You have to click on Request New Security Code to request for new 
security code before can proceed for resubmit. 
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5. Successful request will show a message as below. 
 

 

Figure 59 

 

6. You will receive an email notification with subject eGateway - Request 
Security Code. 
 

7. New Security Code can be retrieved from your registered email as below. 
 

 

Figure 60 

 

8. You may use the provided Security Code to proceed with Re-Submit 
registration. 
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3.1.3 Re-Submit for saved registration before submission 
 

1. Any saved registration before submit can still be continued from             

Re-Submit Registration option. 
 

 

Figure 61 
 

 

2. Enter all required information including Security Code. 

3. Security Code can be requested by clicking on Request New Security 
Code link. 

4. Message “New Security Code has been sent to your registered email!” will 
appear once request is processed successfully. 

 

 

Figure 62 

 

 

 Security Code will be expire within 3days 

 Security Code can be requested from the link Request New 

Security Code. 
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5. You will receive an email notification with subject eGateway - Request 
Security Code 
 

 

Figure 63 
 

6. Enter the provide Security Code and click on  button to 
find the record in the System. 

   

 

 

 

 

. 

 

 

 

 

 

 When you receive a message “Invalid Security Code”, this means you have 

entered wrong security code or you have submitted your New Registration 

and your Security Code no more valid. 

 

 Please wait for the response from Port Authority for the status of your 

registration. 
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Figure 64 
 

7. Once record is found, system will show the registration details and you 
can amend before submitting the registration. 
 

 

Figure 65 

 

8. Registration can be submitted as usual from Submit Registration option. 
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Chapter 4 Forgot Password 
 

4 Forgot Password 

 

Figure 66 
 

1. Clicking on will navigate you to the Forgot Password screen. 

 

 

Figure 67 

2. Enter the same email address used during registration. 

3. Enter ROC No. of your registered company. 

4. Select your company category from the drop down list. 

5. All fields are mandatory and must be filled in before you can request for 
password. 

6. Click on  button to proceed with the request and 

system will display a message “Password sent to your email. Please check your 

email.“ after your request is successfully sent.  
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Figure 68 
 

7. If ROC No entered does not exist in the system, you will be getting a message 

”Company not found!”. 
 

8. You will get an email from eGateway System with the details of your newly 

assigned password and subject eGateway - Reset Password. 
 

 

Figure 69 
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Chapter 5 Admin 
 

5 Admin Module 

 

Figure 70 

 

5.1 Company Details 

1. As a registered company in eGateway System, system enables you to 

view your company details from Admin module via Company Details 

option. 

 

Figure 71 

 

2. All information displayed is based on your company details registered in 

eGateway System 
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3. System will navigate you to the Company Details page 

 

 

Figure 72 

 

4. You can edit any of your company details information except Online ID, 

Account No., ROC NO, and Company Type. 

 

5. In this page you can upload a photo or company logo. 

 

6. Click  button to upload an image from your directory. 

 
 

 

Figure 73 

 
 



 RANK ALPHA TECHNOLOGIES SDN BHD                          
eGateway System                                                                                                                                                                LEMBAGA PELABUHAN JOHOR  

COMPANY REGISTRATION USER GUIDE        Page 48 of 57 

 

 

7. Click  button to upload the image into the system and the 

selected image will be shown on the page.  

 

8. Click on  to update the changes and system will show 

message ”Successfully updated.” 

 

5.2 User Login 
 

 

Figure 74 

 
1. Select User Login menu from menu icon as the above.  

   

 

 

 
 

 
2. When you registration is approved by Johor Port Authority, you will get an 

email with your Administrator Login ID. 

 

Figure 75 

 

Admin is able to add maximum of 5 users for the same account and can be 

activate or deactivate user logins accordingly. 

 

Only Admin has  full access right to create or add a user login 
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3. User ID on the email is referring to your Administrator Login ID which has 
been registered. 
 

4. Login to eGateway System using the given login Id and password will  

show you as Admin in User Login page 

 

Figure 76 

 

5. You now can create others User Login ID by clicking on Add link and User 

Login Entry page will shows as below 

 

Figure 77 

 

6. Enter all required information and select the specific Expiry Days for your 
selected user. 
 

 

Figure 78 
 

7. Base on the selected Expiry Days, user login will expire and need to 
renew to reactivate the user login 

 

8. Click  button to confirm save the entries and system will show 

message “Record Successfully Saved!“, otherwise click on  to 

close the page without saving the record. 
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9. Click on Edit link to edit an existing user login and system will navigate the 

user login page as below  
 

 

Figure 79 

 

10. Click  button to confirm save the entries and system will shows 

message “Record Successfully Saved!“, otherwise click on  to 

close the page without saving the record. 

 

11. As an Admin, you can Deactive any user under your same account and 

system will prompt a confirmation message before removing the user. 
 

 

Figure 80 

   

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Personal Email cannot be duplicate email among users within the same 

Account. Each user should a valid individual email address. 

 Notify Email can be filled in with group email address.  All users in the 

same account can have the same Notify Email. 

 All email notification from eGateway System will be sent to your Notify 

Email. Example : Vessel ID Application submission. 
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12. System will prompt a message after deactivating a user as below. 
 

 

Figure 81 

 

13. Deactivated user will be removed from the Active User Login Listing and 

moved to Deactive User Tab Listing. 

 

 

Figure 82 

 

14. User can be activated again when clicking on Active link from Deactive 
User Tab listing. 
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5.3 User Access Right 

 

1. Admin has the right to assign the access rights to users from User 

Access Right option. 

 

Figure 83 

 

2. Select any user to maintain user access. Access Right Entries will show 

the list of modules for you to select the correct user access accordingly. 

 

 

Figure 84 
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3. New user login created by Admin will be assigned with full access right 

automatically except for Maintenance module which is exclusive for Admin 

use only. 

 

4. You can still tick and untick those necessary Module ID according to the 

privilege given to your user. 
 

5. Click  button to save the entries and system will shows 

message “Record Successfully Saved!“, otherwise click on  to 

close the page without saving the record. 
 

 
 

6. Message will appear once access right is saved successfully "Record 

successfully saved!”. 
 

   

 

 

 

Figure 85 

 

  

System will prompt an alert message if a user tries to access a restrict 

module. Only System Administrator can set the grant access right. 
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7.4 Transfer Admin 
 

1. Transfer Admin will allow user to change Admin access right to another 
user. Admin access right can be exchanged easily from this option. 

 

 

Figure 86 

 
2. Click on Transfer link and system will prompt a confirmation message 

before proceed for Transfer Admin. 
 

 

Figure 87 

 

3. Once successfully transferred, Admin access right will be given to the new 
user selected. 
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7.5 Email Notification 
 

1. Email Notification will allow you to set notification email address used for 
your eGateway System account. 
 

 

Figure 88 

 

2. Accessing Email Notification option will navigate you to the Email 
Notification page. 
 

 

Figure 89 

 

3. Click on New link to create and setup an email notification address. 
 

 

Figure 90 
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4. Select the require Module ID from drop down lookup. 

 

 

Figure 91 

 
5. Define the User Id from the lookup table where all created users will be 

displayed. 
 

 

Figure 92 

 
6. System will retrieve the information belonging to the selected User Id and 

display in the entries. 
 

 

Figure 93 
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7. Click on  button to save the entries and message “Record 

successfully saved!” will be displayed. 
 

8. Created records will be displayed on the listing and you will be allowed to 
edit or delete the require records accordingly. 

 

 

Figure 94 

 
9. Click Edit link to edit your existing records and entries screen will let you 

edit any necessary information. 
 

10. Click Delete link will let you delete unnecessary record after confirming 
deletion. 

 

 

Figure 95 

 
 
 
 
 
 

{End of User Guide} 


