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OPS Officer User Manual

This user manual covers the officer scope of Online Payment System (OPS). This user manual

cover:

1. Accessing to the Online Payment System.

2. System Management.

3. Transaction Listing.

4. Refund Process.

5. SCS Arrival Listing.

6. Report Listing.
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1. Accessing Online Payment System

1.1 Login System

1. To start accessing the Ship Clearance System, open up the Internet Explorer and type in the given

URL: https://payment.marine.gov.my/

Please use Internet Explorer version 9.0 and above.

2. Thiswill bringup theOnlinePayment SystemAgent Login Pageas shown below.

3. Click on the Login as Officer hyperlink. Login page for officer will appear.



Online Payment System (OPS) - Officer User Manual

Copyright © Jabatan Laut Malaysia 2023. All Rights Reserved. Page 5 of 36

4. Enter a valid Login ID & Password. Click Login button.

5. Upon successful login, system redirect to the main page as shown below.
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2. SystemManagement

2.1 Module Setup

1. Upon successful login, click Modul Setup from System Mgmtmenu.

2. Click on the Edit icon on Action column to change module name, module link, parent, sequence

and status for the menu of the entire OPS. Click Add after fill in or modify the fields or click

Cancel to cancel modifying.

3. Click on the Delete icon on Action column to delete a specific menu from OPS.
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2.2 UserManagement

2.2.1 User Setup

1. Upon successful login, click User Setup from System Mgmt -> User Managementmenu.

2. For new OPS user registration, enter all the user details.

3. Login ID must not less than 6 characters. Password for first time Login ID

created is “password”.

4. User can change password on next logon by clicking “CHG PWD” link on the

right top of the page.

5. Then click Add button to save the data. Else, click Cancel button to cancel.

6. Click on the Edit icon on Action column to modify user details.

7. ClickUpdate button after modify the data in the fields or click Cancel to cancel modifying.

8. For resetting password, click on the reset password icon in theAction column for that particular

user.

9. Upon successful reset password, system will notify user as shown below.
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2.2.2 Role Setup

1. Upon successful login, click Role Setup from System Mgmt -> User Managementmenu.

2. Fornew role registration, enter the rolename,descriptionandchoose the status details. Then, click

Add button to save the data.

3. After role has been added, click on theModule hyperlink on the right-most of the new created

role and the following screen appear.



Online Payment System (OPS) - Officer User Manual

Copyright © Jabatan Laut Malaysia 2023. All Rights Reserved. Page 9 of 36

4. Click on the checkbox of the OPS module that user wish to grant to thisnew Role. Then, click

Save button to update the user role.

5. To edit for a specific existing role, click on the Edit icon on the action column.

6. After modify the role, click on Update button to update the record.
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3. Transaction
3.1 Anggaran Tahunan (Annual Budget)

1. Upon successful login, click Anggaran Tahunan from Transactionmenu and the page below will

appear.

2. Anggaran Tahunan Page displays all the port within entire region of current year.

3. Click on the cursor > on the left of Region record to view the port and record amount. Only

related port within that region will be displayed.



Online Payment System (OPS) - Officer User Manual

Copyright © Jabatan Laut Malaysia 2023. All Rights Reserved. Page 11 of 36

4. User can choose a specific port from thedrop-down list and then enter a specific Year. Click on

Search button to retrieve the record.

5. Double-click on the specific port record to enter budget amount.

6. Click Save icon on the Action column to save the amount being entered for that particular port as

shown below.

7. Click Cancel icon on the Action column to cancel the transaction.
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3.2 Kutipan Manual (Manual Transaction)

1. Upon successful login, click Kutipan Manual from Transaction menu and the page below will

appear.

2. Kutipan Manual Page displays all the port within entire region on currentyear.

3. Click on the cursor > on the left of Region to display the port with amount and number of

collections record for 12 months on specific year. Only related port within that region will be

displayed.

4. User can choose a specific port from the drop-down list and then enter a specific Year. Click on

Search button to retrieve the record.
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5. Double-click on the specific port record to enter budget amount.

6. Click Save icon on the Action column to save the amount being entered for that particular port as

shown below. Else, click Cancel icon on the Action column to cancel the transaction.

3.3 Kutipan Online (Online Transaction)

1. Upon successful login, click Kutipan Online from Transaction menu and the page below will

appear.
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2. Select any range of payment date, Port of Arrival, Payment Status and/or enter the Ship Name.

Click Search button to retrieve the record. For advanced filter, user may choose or key-in the

particular text box below each of the field to refine the search result.

3.4 Kutipan Lain (Other Transaction)

1. Upon successful login, click Kutipan Lain from Transactionmenu and the page below will appear.

2. Kutipan Lain Page displays all the other collections transaction for 12 months on current year.
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3. Click Save icon on the Action column to save the amount being entered for current year.

4. Click Cancel to cancel the transaction.

3.5 Kemaskini Kutipan (Update Transaction)

1. Upon successful login, click Kemaskini Kutipan from Transaction menu and the page below will

appear.

2. Select any range of payment date, Port of Arrival, Payment Status and/or enter the Ship Name.

Click Search button to retrieve the record. For advanced filter, user may choose or key in the

particular text box below each of the field to refine the search result.
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3. Click on the Order No to edit the payment status as required. Once new status is selected, click

Update button.
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4. SCS
4.1 Arrival List

1. Upon successful login, click Arrival List from SCS menu and the page below will appear.

2. Select any Arrival Year, Ship Name, Official Number and/or the IMO No. Click

Filter button to retrieve the filtered arrival record.
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3. Click the View Details icon on the action column in the table for the selected record to view the

details of the arrival record as shown in the imagebelow.
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5. Refund
5.1 Refund List

1. Upon successful login, click Refund List from Refundmenu and the page below will appear.

2. Select any Year and click Filter button to retrieve the filtered refund list.
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3. Click View Details icon in the Action column on the chosen record to view the details of the

Refund as image below.

4. Click Edit icon in the Action column on the chosen record to modify the details of the Refund as

image below.



Online Payment System (OPS) - Officer User Manual

Copyright © Jabatan Laut Malaysia 2023. All Rights Reserved. Page 21 of 36

5. After modifying the details, tick the check-box of the confirmation statement at the bottom of

the details page before click Submit button. Officer may also print out the details by clicking the

Print button as in the following image.

6. To Approve a Refund Application, officer need to click the Approve icon in the Action column of

the Refund List table.

7. Then, a Refund Application Page will displays with the Approval Remarks that require Officer to

enter the remarks before approving/ rejecting the application as in the image below.
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8. After that, click Approve button to approve the refund application. Else, officer may click Reject

button to reject the refund application.

9. Click Print button to print out the refund application details.

5.2 New Refund Application

1. Usually New Refund application will be applied by Agent, however if officer wish to create new

refund application, officer may click New Refund Application from Refund menu as in the image

below.

2. After key-in all the required data for new refund application, tick the check-box of confirmation

statement at the bottomof the form. Then, click Submit button to submit the application.
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3. Officer may click Print button to print out the filled form.



Online Payment System (OPS) - Officer User Manual

Copyright © Jabatan Laut Malaysia 2023. All Rights Reserved. Page 24 of 36

6. Report
6.1 Payment Listing By Date

1. Upon successful login, click Payment Listing By Date from Reportmenu and the page below will

appear.

2. Select Payment Date From and Payment Date To in the Filter section. Then, click Preview to

generate the filtered report.

3. After that, a report will displayed in a new tab of the browser as a PDF file as shown below.
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4. The generated report also displayed in the Payment Listing By Date pageas the following image.

6.2 Statistik Kutipan Hasil (Tahun) Online &Manual

1. Upon successful login, click Statistik Kutipan Hasil (Tahun) Online & Manual from Reportmenu

and the page below will appear.

2. Select Year in the Filter section. Then, click Preview to generate the filtered report.
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3. After that, a report will displayed in a new tab of the browser as a PDF file as shown below.

4. The generated report also displayed in the Statistik Kutipan Hasil (Tahun) Online & Manual page

as the following image.
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6.3 Penyata Kutipan Hasil Mengikut Bulanan

1. Upon successful login, click Penyata Kutipan Hasil Mengikut Bulanan from

Reportmenu and the page below will appear.

2. Select Year in the Filter section. Then, click Preview to generate the filtered report.

3. After that, a report will displayed in a new tab of the browser as a PDF file as shown below.



Online Payment System (OPS) - Officer User Manual

Copyright © Jabatan Laut Malaysia 2023. All Rights Reserved. Page 28 of 36

4. The generated report also displayed in the Penyata Kutipan Hasil Mengikut Bulanan page as the

following image.

6.4 Penyata Kutipan Hasil Mengikut Bulanan Terperinci

5. Upon successful login, click Penyata Kutipan Hasil Mengikut Bulanan Terperinci from Report

menu and the page below will appear.



Online Payment System (OPS) - Officer User Manual

Copyright © Jabatan Laut Malaysia 2023. All Rights Reserved. Page 29 of 36

6. Select Year, Month From, Month To, & Payment Type in the Filter section. Then, click Preview to

generate the filtered report.

7. After that, a report will displayed in a new tab of the browser as a PDF file as shown below.

Officer may zoom into the list to view the details clearer.

8. The generated report also displayed in the Penyata Kutipan Hasil Mengikut Bulanan Terperinci

page as the following image.
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6.5 Penyata Kutipan Tahunan

1. Upon successful login, click Penyata Kutipan Tahunan from Report menu and the page below will

appear.

2. Select month for Compare Record For and field With will be automatically filled with the same

month as selected. Fill in the Year in 2 fields to compare with in the Filter section. Then, click

Preview to generate the filteredreport.

3. After that, the generated report will be displayed in the Penyata Kutipan Tahunan page as the

following image.
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6.6 FPX Charges

1. Upon successful login, click FPX Charges from Reportmenu and the page below will appear.

2. Select Port Of Arrival, Payment Date From, Payment Date To, & Account Type in the Filter section.

Then, click Preview to generate the filteredreport.

3. After that, a report will displayed in a new tab of the browser as a PDF file as shown below.

4. The generated report also displayed in the FPC Charges page as thefollowing image.
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6.7 Full Payment Report

1. Upon successful login, click Full Payment Report from Reportmenu and the page below will

appear.

2. Select Payment Date From & Payment Date To in the Filter section. Then, click Preview to

generate the filtered report.
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3. After that, a report will displayed in a new tab of the browser as a PDF file as shown below.

4. The generated report also displayed in the Full Payment Report page as the following image.
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6.8 Refund List Report

1. Upon successful login, click Refund List Report from Reportmenu and the page below will appear.

2. Select Payment Date From & Payment Date To in the Filter section. Then, click Preview to

generate the filtered report.

3. After that, a report will displayed in a new tab of the browser as a PDF file as shown below.

4. The generated report also displayed in the Refund Listing By Date page as the following image.
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6.9 ABB Report

5. Uponsuccessful login, clickABBReport fromReportmenuandthepagebelow will appear.
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6. Fill in the Payment Year in the Filter section. Then, click Preview to generate the filtered report.

7. After that, a report will displayed in a new tab of the browser as a PDF file as shown below.

8. The generated report also displayed in the Unpaid Account Listing By Year

page as the following image.
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