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Pre-requisites

1. Completed CIMS Company registration.

2. Company has declared all project.

3. Levy project has been paid.

CIMS Expatriate Guide v3.00 Page 1

Kindly refer to Bahagian Pendaftaran Kontraktor

CIDB should you require further clarification on the 

above issues.



CIMS Expatriate Guide
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CIMS URL

http://cimsapp.cidb.gov.my

1. Login with company 

CIMS Username and 

Password

2. Click View Details in 

Construction 

Personnel button



CIMS Expatriate MENU

1. Click Expatriate in top 

Menu 1

2 2. System display the Expatriate screen
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APPLICATION PROCESS

1
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Application Steps

Step 1:

Employee Job Designation

Step 2:

Register New Job Vacancy 

(Except Directors)

Step 3:

Apply For New Application

Step 4:

Organizational Structure

Step 5: 

Applications Pending for 

Submission
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Step 1
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1
Step 1 :

Employee Job Designation

Note :  

1. Key in all personnel and 

position in the company.



Step 2
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Step 2 :

Register New Job Vacancy

Notes : 

1. The Job Title taken from 

Step 1

2. Job Title advertised must 

be the same position as 

the Expatriate application.

2



Step 3
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Step 3 :

Apply For New Application

Notes :

1. RENEW is only applicable 

for extension pass working 

with the same company. 

2. Supporting Document  (CV, 

Certificate, letter offer,EP) 

(Maximum File Size : 5 

Megabyte, in single PDF).

3. Organization Chart clearly 

identify local & foreign 

personel. 



Step 4
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Step 4 :

Organizational Structure

Notes :

1. Enter both Expatriate and 

Local personnel name 

and  positions.

2. Please key in 

organizational structure 

as Step 4 : Guide to Key 

In Level and Sub Level.



Step 4: Guide To Key In Level & Sub Level
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Sample 1 : DEPARTMENT Sample 2: DEPARTMENT

James Garrett
Director
Level 1-1

Abdul Bakar
Senior Manager

Level 2-1

Teruchelwam
Manager
Level 3-1

Annil Kapoor
Supervisor
Level 4-1

Hazwani Meslan
Asst Supervisor

Level 5-1

Management Level

James Garrett
HR Manager

Level 1-1

Abdul Bakar
Asst Manager

Level 2-1

Nur Atiqah
Asst Manager

Level 2-3

Teruchelwam
Asst Manager

Level 2-2

Person 1
Supervisor
Level 3-1

Person 2
Supervisor
Level 3-1

Person 3
Supervisor
Level 3-1

Person 4
Supervisor
Level 3-2

Person 5
Supervisor
Level 3-2

Person 6
Supervisor
Level 3-2

Person 7
Supervisor
Level 3-2

Person 8
Supervisor
Level 3-2

Person 9
Supervisor
Level 3-2

FOREIGN LOCAL

Department Level



Step 5

CIMS Expatriate Guide v3.00 Page 10

5

Step 5 :

Application Pending for 

Submission

Notes :

1. Review and confirm the 

Application

2. Click 

to finalize the application
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Step 5

Step 5 :

Application Pending for 

Submission

Review the Application

Note : If the system detects no 

error, it shall display the 

SUBMIT button.



Application Status

You can check the Status of 

the Application

Step 6:

Print the supporting Letter 

(“Surat Sokongan”)

Step 7:

You can submit an Appeal for 

Applicants who are Not 

Recommended
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Check Supporting Letter
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Steps 6 :

Supporting Letter

1. Click the Print icon button 

to display the Supporting 

Letter

2. Print or Save the 

Supporting Letter



Sample Supporting Letter
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Appeal
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Steps 7 :

Appeal

1. Please justify the appeal 

clearly for evaluation.
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Select Candidates for Appeal

7 Steps 7 :

Appeal

1. Click the X icon to remove 

an applicant from the 

Appeal.



Cancel Appeal
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Steps 7 :

Appeal

1. Click “Applications for 

Appeal”.

2. Click the Cancel Appeal 

button.

3. The Appeal application 

shall be removed.

The Project shall appear 

back in the On-going List



CIMS Expatriate Guide

For any enquiries, kindly email to

papd@cidb.gov.my


