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Pre-requisites

1. Completed CIMS Company registration.

2. Company has declared all project.

3. Levy project has been paid.

Kindly refer to Contractor Registration& Levy 

Department / CIDB State Office for further  

clarificationon the above issues (1-3).



CIMS Expatriates Login

1

2

CIMS URL

http://cims.cidb.gov.my

1. Loginwithcompany

CI MS Username and

Password

2. Click Contruction

Personnel & View

Details
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CIMS Expatriates MENU

1. Click Expatriates intop  

Menu 1

2 2. System displaythe Expatriatesscreen
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How to apply?

2

1 2Application Steps

Step 1:

EmployeeJob Designation

Step 2:
RegisterNewJob Vacancy

(Directors& shareholder 

skip this step)

Step 3:

ApplyFor NewApplication

(New / Renew)

Step 4:
Re-submitupdated returned  

applications

3
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Step 1

1
Step1 :

Employee Job Designation

NOTE:

1. Fill in the details  

positionto apply.

2. Andclick

Page 4CIMSExpatriates Guidelinev11



Step 2

Step 2 :

Register NewJob Vacancy

NOTES :

1. Click

2. Fill in all the details as  

shown.

3. Click &

p/s :

1. Please ensure that listed  

directorand shareholder in  

SSM & CIDB profile must  

besimilar – refer
ContractorRegistration

Department.
2. Engineer,Surveyor,

Architectand Interior

Designare notunder

purviewCIDB.

2
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Step 3

3

Step 1:

New Application

NOTES :

i. Key in the Expatriate details & fill up all the data.

ii. Year of Experiencebased on AcademicLevel and

minimum experiencemustbe 5 yearsand above.

iii. SupportingDocument mustbe upload in separate field 

according to each category (CV, Certificate, Letter 

Offer, Passport, Others) (Maximum File Size : 5 

Megabyte, in PDF format). “Others” Document that to 

supportthe applicant.

iv. Click Add button and the listing will appear.Added

recordcan be edit

v. Upload “OrganizationChart” andclearly identify or

differentiate colour between local & foreign

personnel.

vi. Click “Create & Save” to save theapplication.
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Continue Step 3:

RenewApplication  
NOTES :
i. Choose application type “renew”

ii. Key in the Expatriate details and 

existing record will display on screen.

iii. Update passport number on “New  

Passport No” f ield if applicable.

iv. Year of Experience based on  

Academic Level and minimum  

experience must be 5 years and  

above.

v. Supporting Document must be  

upload in separate field according to

each category (CV, Certificate, 

Letter Offer,Passport,EP,Others)

(Maximum File Size : 5 Megabyte,

in PDF format). “Others” Document

that to support the applicant.

vi. ClickAdd button and the listing will

appear.Added record can be edit

vii. Upload “Organization Chart” and

clearly identify local & foreign

personnel. i.e:- colour coding, etc.

viii. Click “Create & Save” to save the

application.
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Continue Step 3
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Applications Pending for Submission

NOTES :

1. Click pencil iconto reviewthe  

application.

2. Click “X” to delete if necessary.

3. Click (✓) for disclaimerconsent  

before proceed forpayment.

4. Click “Submit& Make  

Payment” to proceed with  

payment.

5. Click “Update” toedit the

application.

Howto submit& m akepaym ent forthe  

application?
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Proceed for Payment

NOTES :

1. Check for the expatriate details.

2. Click “Proceed” to continue with the 
transaction.

3. Please wait for the system to 

redirect to payment page.

How to proceed with payment?

ALUMINIMUM DISTRIBUTIONS SDN. BHD.
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Proceed to Payment Page

NOTES :

1. Cross check of the payment 

details.

2. Select payment option fromthe  

dropdown listing.

3. Click “Proceed with Payment”

Step 2 : Payment Page

ALUMINIUMDISTRIBUTIONSSDNBHD
LOT 111
JALANKILAUHILIRMELAKA
12345 MELAKA

FI PENDAFTARAN PENGGAJIANEKSPATRIAT 1000.004
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Payment Gateaway

NOTES :

1. Choose preferred bank (FPX)/

payment method  (creditcard / debit

card) to proceed with payment.

2. Click “Proceed” to continue  with

transaction.

3. Pleasewait for the page to  redirect

to CIMS.
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PaymentStatus Checking

NOTES :
1. Click “Payment History”

menu.

2. Choose what “Module”datato

bedisplay.

3. Choosedate to filterthe results  

shown.

4. Click on the taskbar“Payment

History” to view the receipt for  

successfulpayment.

5. Click onthe “ReceiptNo.”
hyperlink to view receipt.

6. Click on the taskbar

“OutstandingPayment”to 

continue with payment.

7. Click “Pay”.

How to check payment status?

ALUMINIMUM DISTRIBUTIONS SDN. BHD.
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Applications Pending for Submission

NOTES :

1. Click pencil iconto reviewthe

applicationreturned.

2. Registered status is to showthe  

count of the application  

returned.

3. For each returned application,

14 days is given for the

application to be re-submit.

4. Once the period of 14 days is

finished, re-submit application  

cannot be done anymore.

How to update& re-submitapplication?

CIMSExpatriates Guidelinev10 Page 13



Step 4

Step 4 : Re-submitApplication

NOTES :
i. In certaincircumstances, applicationscan be

returned for updates.

ii. Click pencil iconon applicant’sname to review the 
details.

iii. After completing the updates, click “Save”.

iv. Click “Update” to update the attachment for 

Latest LA Project / Latest Organization Chart (if

any).

v. Click “Re-Submit” to resubmit the application.

*Note: applications can be re-submit for three (3)

times only.

3
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CheckApplicationStatus

NOTES :

1. I f applicationsuccess tosubmit, itwill  

appearas shown below.

2. Greencolouredapplicationis to indicate that  

the application has been reviewed and is

readyforJKSE.

New
abc@gm

ail.com ABC Construction SDN. BHD.

How to Check Status of Application?
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k

ProfilKontraktor-Ekspatriat

NOTES :

1. Choose date to view.

2. Click the print iconto viewthe  

Profil Kontraktor- Ekspatriat

3. Clic to view the  

application.

STEP 5

ABC Construction SDN. BHD.

ABC Construction SDN. BHD.

ABC Construction SDN. BHD.

abc @gmai  

l.com

abc @gmai

l.com

abc @gmai  

l.com
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Sample Profil Kontraktor - Ekspatriat
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CIMS Expatriate Contact

For any enquiries, kindly email to

papd@cidb.gov.my
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