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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 ContractorRegistration& Levy 

Department / CIDB State Office for further  

clarificationon the above issues (1-3).
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1 CIMS CIDB URL

http://cims.cidb.gov.my

1. Login with registered CIMS 

username & password.

2. Click “login” .

2

CIMS Expatriate's Guideline v11

http://cims.cidb.gov.my/


CIMS Expatriates Login
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1. Click “Construction 

Personnel” on the sidebar 

menu.

2. Click “View Details” .
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CIMS Expatriates MENU
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1. On the top right corner of the taskbar, click on the expatriate's menu.

CIMS Expatriate's Guideline v11

2. CIMS will display submenu for expatriate’s screen.



Steps to apply?
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21Application Steps:

Step 1:

Employee Job Designation.

Step 2:

Register New Job Vacancy

(Post of Director / Shareholder may 

skip this step)
“Ensure the applied post for Director (s) and 

Shareholder (s) are registered and similar to 

the e-SSM & CIDB Contractor  Registration 

Profile)”

Step 3:

Apply For New Application (New / 

Renew).

Step 4:

Submit & make payment for

Applications / Update & re-submit 

returned applications.

Step 5:

Profil Kontraktor-Ekspatriat
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4
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Step 1 :

Employee Job Designation

NOTE:

1. Find “Employee Job 

Designation” menu in expatriate 

submenu.

2. Click “New” to create a new job 

designation.

3. Fill in the mandatory fields 

with red asterisk (*).

4. Click “Save”.

5. New job designation successfully 

saved will be listed on the job title 

listing.

6. Click “Delete” to remove saved job 

designation
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Step 2:

Register New Job Vacancy

NOTES:

1. Find “Register New Job Vacancy” menu 

in expatriate submenu.

2. Choose saved job designation & job 

category from the job title dropdown. 

3. Fill in the mandatory fields with 

red asterisk (*).

4. Click “Save”.

5. Click “Publish” to publish the job to CIMS.

6. New job title successfully published will be 

listed on the job apply on the application 

form.
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*P/S:

A. Ensure the applied post for Director (s) and 

Shareholder (s) are registered and similar 

to the e-SSM & CIDB Contractor  

Registration Profile)”

B. Posts as Engineer or Quantity Surveyor or 

Architect or Interior Designer are not under 

CIDB purview.

2

Step 2: Register New Job Vacancy
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Step 3: APPLY FOR NEW APPLICATION

NOTES :

1. Find “Apply for New Application” menu in expatriate 

submenu.

2. Choose projects from the listing

3. Choose application type “New ”.

4. Key in all Expatriate details.

5. Years of Experience are calculated upon the date of the 

granted Academic / Non-Academic Certification. Please 

refer the FAQ document for details. 

6. Upload the necessary Supporting Documents accordingly 

(Maximum file size: 5MB in PDF format). Please note that 

you may upload other supported documents under Others. 

7. Click “Add” button and the listing will appear in the 

Expatriate Details (in the blue color table). You may edit the 

details necessarily before submitting. 

8. Upload LOA/Agreement/Contract/PO/Work Order/other 

document representing the job award as a proof

9. Upload “Organization Chart”. Clearly identify or 

differentiate by color/text/label between local & foreign 

personnel.

10. Click “Create & Save” to save the application.
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Step 3: Apply for New Application
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Step 3: APPLY FOR RENEW

NOTES :

1. Find “Apply for New Application” menu in expatriate 

submenu.

2. Choose projects from the listing

3. Choose application type “Renew ”.

4. Key in the Passport No. and existing record will be displayed.

5. Update passport number on “New Passport No” field (if 

applicable).

6. Key in all Expatriate details.

7. Years of Experience are calculated upon the date of the 

granted Academic / Non-Academic Certification. Please refer 

the FAQ document for details. 

8. Upload the necessary Supporting Documents accordingly 

(Maximum file size: 5MB in PDF format). Please note that you 

may upload other supported documents under Others. 

9. Click “Add” button and the listing will appear in the Expatriate 

Details (in the blue color table). You may edit the details 

necessarily before submitting. 

10.Upload LOA/Agreement/Contract/PO/Work Order/other 

document representing the job award as a proof.

11.Upload “Organization Chart”. Clearly identify or differentiate 

by color/text/label between local & foreign personnel.

12.Click “Create & Save” to save the application.”
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Continue to Step 3: Renew Application
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Step 4: Applications Pending for 

Submission

NOTES :

1. Find “Applications Pending for 

Submission” menu in expatriate 

submenu.

2. Click pencil icon to review the 

application.

3. Click “X” to delete the application if 

necessary.

ALUMINIMUM DISTRIBUTIONS
SDN. BHD.
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How  to submit &  make  payment for the

application?
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Continue Step 4: Applications 

Pending for Submission

NOTES :

1. Click (✓) for disclaimer 

consent before proceed for 

payment.

2. Click “Submit & Make 

Payment” to proceed with 

payment.
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Continued



ALUMINIMUM DISTRIBUTIONS SDN. BHD.

Page 11

1478512P

CIMS Expatriate's Guideline v11

Proceed for Payment

NOTES :

1. Check for the payment details.

2. Click “Proceed” to continue  with the 

transaction.

3. Please wait for the system to  redirect 

to payment page to proceed with 

payment.

Proceed for Payment
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FI PENDAFTARAN PENGGAJIANEKSPATRIAT 1000.004 4000.00

4000.00

Redirect to Payment Details Page

NOTES :

1. Cross check of the payment details.

2. Choose payment option from the 

dropdown listing.

3. You may only choose FPX payment 

for a transaction above RM1,000.00

4. Click “Proceed with Payment” to 

proceed to payment gateway.

CIMS Expatriate's Guideline v11
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Payment Details Page



Page 13

Payment Gateway

NOTE S :

1. Choose preferred bank to proceed 

with payment.

2. Click “Proceed” to continue 

with the transaction.

3. Please wait for the page to 

redirect to CIMS.

1
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How to check payment status?
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How to Check Payment 

Status?

NOTES :

1. Find “Personnel Card” 

on the top right corner of 

the main menu taskbar.

2. Find “Payment History” 

menu.

3. Click on the taskbar 

“Payment History” to 

view the receipt for  

successful payment.

4. Choose what “Module” 

data to be display.

5. Choose date to filter the 

results shown.

6. Click on the “Receipt 

No.” hyperlink to view 

receipt.

4
5

3
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How to proceed with payment?
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How to proceed with 

payment?

NOTES :

1. Find “Personnel 

Card” on the top right 

corner of the main 

menu taskbar.

2. Find “Payment 

History” menu.

3. Click on the taskbar 

“Outstanding 

Payment”.

4. Choose what 

“Module” data to be 

display.

5. Choose date to filter 

the results shown.

6. Click on the “Pay” 

hyperlink to proceed 

with payment.

4
5

3
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Update & Re-submit Returned 

Application

NOTES :

1. Find “Applications 

Pending for Submission” 

menu in expatriate 

submenu.

2. Click pencil icon to review 

the returned application.

3. Registered status is to 

show the count of the 

returned application

4. You may receive 3 time 

returned applications. Note 

that the date of application 

will be reflecting the date 

of your resubmission.
ALUMINIMUM
DISTRIBUTIONS
SDN. BHD.
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Re-submit Application

NOTES :

1. Please refer to CIDB 

Remarks column to identify 

the action to be taken.

2. Click on the pencil icon to 

edit the applicant’s details.

3. After completing the 

updates, click “Save”.

4. Click “Update” to update 

necessary attachment.

5. Click “Re-Submit” to 

resubmit the application.

*Note: applications can be re-

submit for three (3) times only.

1
2

3

4 5
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Check Application Status

NOTES :

1. Find “Check Application 

Status” menu in expatriate’s 

submenu.

2. If the application is 

successfully submitted, it will 

appear in the listing below in 

yellow .

3. Green colored applications is 

to indicate that the application 

has been reviewed and is 

ready for first level review.

CIMS Expatriate's Guideline v11
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How to Check Status of Application?
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Step 5: Profil Kontraktor – Ekspatriat

NOTES :

1. Find “Profil Kontraktor-

Ekspatriat” menu in expatriate’s 

submenu.

2. Choose a date (time frame) for the 

data to be displayed.

3. Click “Submit”.

4. Green colored printer icon is to 

indicate that the application is 

“Recommended”.

5. Red colored printer icon is to 

indicate that the application is “Not 

Recommended”.

6. Click on the printer icon to display 

the Profil Kontraktor-Ekspatriat.

CIMS Expatriate's Guideline v11
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Step 5: Profil Kontraktor – Ekspatriat
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Sample of Profil Kontraktor-Ekspatriat



For any enquiries, kindly email to

papd@cidb.gov.my
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