
 

 

 

  

TradeNet2.0 

Importer/Exporter 

Registration Certificate and 

Other Registration Cards 

User Guide 

Ministry of Commerce 

 

Supported by Prepared by 

 

 

 

English Version 



Importer/Exporter Registration & Cards User Guide | 
Page 1 of 118 

 
 

Contents 

Introduction ................................................................................................................................................... 3 

Member Dashboard ....................................................................................................................................... 3 

Importer/Exporter Registration Certificate (Pa Tha Ka) ............................................................................... 4 

Pa Tha Ka .................................................................................................................................................. 4 

Existing Pa Tha Ka ................................................................................................................................... 5 

Apply Pa Tha Ka (New) ........................................................................................................................... 7 

Search Pa Tha Ka .................................................................................................................................... 15 

Amend Pa-Tha-Ka .................................................................................................................................. 16 

Extension Pa-Tha-Ka .............................................................................................................................. 23 

Cancellation Pa-Tha-Ka .......................................................................................................................... 24 

Business Service Agency ............................................................................................................................ 25 

Apply Business Service Agency (BSA) .................................................................................................. 26 

Amend Business Service Agency ........................................................................................................... 34 

Extension Business Service Agency ....................................................................................................... 35 

Cancellation Business Service Agency ................................................................................................... 37 

Sale Center .................................................................................................................................................. 38 

Apply Sale Center for Commercial Vehicles .......................................................................................... 38 

Amend Sale Center Commercial Vehicles .............................................................................................. 46 

Extension Sale Center Commercial Vehicles ......................................................................................... 48 

Cancellation Sale Center Commercial Vehicles ..................................................................................... 49 

Apply Sale Center for Motor Vehicles ................................................................................................... 50 

Amend Sale Center Motor Vehicles ....................................................................................................... 57 

Extension Sale Center Commercial Vehicles ......................................................................................... 59 

Cancellation Sale Center Motor Vehicles ............................................................................................... 60 

Show Room ................................................................................................................................................. 61 

Apply Show Room for Brand New Motor Vehicles ............................................................................... 62 

Amend Show Room Brand New Motor Vehicles ................................................................................... 69 

Extension Show Room Brand New Motor Vehicles............................................................................... 71 

Cancellation Show Room Brand New Motor Vehicles .......................................................................... 72 

Apply Show Room for Machinery and Mechanical ............................................................................... 73 



Importer/Exporter Registration & Cards User Guide | 
Page 2 of 118 

 
 

Amend Show Room Machinery and Mechanical ................................................................................... 80 

Extension Show Room Machinery and Mechanical ............................................................................... 81 

Cancellation Show Room Machinery and Mechanical ........................................................................... 82 

Alcoholic Beverages Importing Cards ........................................................................................................ 83 

Apply Alcoholic Beverages Importation ................................................................................................ 83 

Amend Alcoholic Beverages Importation ............................................................................................... 91 

Extension Alcoholic Beverages Importation .......................................................................................... 93 

Cancellation Alcoholic Beverages Importation ...................................................................................... 94 

Duty Free Shop Cards ................................................................................................................................. 95 

Apply Alcoholic Beverages Importation ................................................................................................ 95 

Amend Duty Free Shop ........................................................................................................................ 102 

Extension Duty Free Shop .................................................................................................................... 104 

Cancellation Duty Free Shop ................................................................................................................ 105 

Whole Sale/Retail ..................................................................................................................................... 106 

Whole Sale (or) Retail (or) Whole Sale/Retail ....................................................................................... 106 

Apply Whole Sale .................................................................................................................................. 106 

Amend Whole Sale ............................................................................................................................... 114 

Extension Whole Sale ........................................................................................................................... 115 

Cancellation Whole Sale ....................................................................................................................... 117 

 

 

  



Importer/Exporter Registration & Cards User Guide | 
Page 3 of 118 

 
 

Introduction 

In this document is intended to guide the online processing system for export/import traders to 

apply the Importer/Exporter Registration Certificate (Pa Tha Ka) including secure online 

payment features via the Myanmar Payment Union (MPU) and also to apply the following 

cards –  

 Business Representative Cards 

 Sale Center Cards for commercial vehicles 

 Sale Center Cards for motor vehicles 

 Show Room Cards for brand new motor vehicles 

 Show Room Cards for machinery and mechanical 

 Alcoholic Beverages Importing Cards 

 Duty Free Cards 

 Whole Sale Cards 

 Retail Cards 

 Whole Sale Retail Cards 

Member Dashboard 

When you login with your registered email and password is success and following Dashboard 

will appear. 

Member/Sub-member can view all process of updated status. 

Make Payment List – It is showing the applications which need to be made payment. 

Message from MOC List – It is showing the applications which have the message from the 

MOC officer. 

In Progress List – It is showing the applications which have been submitted to MOC section. 

Completed List – It is showing the application which have needed to print by Trader. 
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Figure – Dashboard 

Importer/Exporter Registration Certificate (Pa Tha Ka) 

Pa Tha Ka  

When you click on Pa Tha Ka from the Card List of side bar, you can check the status of 

individual trading application. 

Inbox – display the application, which has been approved by MOC officer, need to be made 

payment and notify from MOC officer. 

Drafts – display the application, which has not been sent to MOC officer. 

In Progress – display the application, which has been submitted to MOC officer but not 

approved yet. 

Approved – display the application, which has been approved by MOC officer. 

Dashboard 

Card List 

Search HS 

Dashboard 

Notification 

Sub-member  

Profile           

Change Password 

Recommendations 

Payment History 
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Figure: Pa Tha Ka Card Section 

Existing Pa Tha Ka 

If you already have a Pa Tha Ka (9 digits), you have to apply from Existing Pa Tha Ka. You do 

not need to apply a new Pa Tha Ka. 

Step 1: Click on Existing Pa Tha Ka from the Apply Cards menu. 

 

Figure: Existing Pa-Tha-Ka 

Step 2: When you click on Existing Application, following Pa-Tha-Ka the following form will 

appear. 
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Figure: Existing Pa Tha Ka form 

Step 3: Enter your Pa Tha Ka (9 digits) in the Business Registration No. If your Pa Tha Ka (9 

digits) is correct the company information will appear in the form fields and attached the require 

supporting documents. 

 

Figure: Showed company information 
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If enter your Pa Tha Ka is already connected by other member, you will see the following 

message. 

 

Figure: Show error message 

Step 4: After review the company information and upload the supporting document, click on 

Submit button to submit to the MOC and wait for approval of Pa-Tha-Ka application by MOC 

officer. 

After approved the Pa-Tha-Ka application by MOC officer, this member and the Pa Tha Ka is 

combined and you can make import/export license/permit processing shown as below. 

 

Figure: Member combined the existing Pa Tha Ka 

Apply Pa Tha Ka (New) 

Step 1: Click on Apply New Application from the Apply Pa Tha Ka of Apply Cards menu. 
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Figure: Apply Pa-Tha-Ka Card 

Step 2: When you click on New Application, following Pa-Tha-Ka card step1 form will appear. 

(1) Enter your Pa Tha Ka (9 digit) in the Business Registration No.  

(2) If you choose Pa Tha Ka Type is Company, there is Get Data From DICA button will 

be appeared. 

(3) Click on Get Data From DICA button to get the company information from DICA. 

 

Figure: Apply Pa-Tha-Ka – step1 Company Information 

Step 3: Fill up the rest of information, click on Next button, the following step2 form will 

appear. 

Enter Pa Tha Ka (9 digit) 
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Figure: Apply Pa-Tha-Ka – step2 Director Information 

Step 4: Review the director information and then click on Next button, the step3 form screen 

will appear as below. 

 

Figure: Apply Pa-Tha-Ka – step3 Permit Business Information 

Step 5: (1) Select the permit business from the Permit Business dropdown list and click on Add 

button. 

 (2) If you want to remove/delete the permit business, click on Delete from the Actions 

dropdown. 

After defined the permit business, click on Next button to go to step4 and following step4 screen 

will appear. 
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Figure: Apply Pa-Tha-Ka – step4 Supporting documents 

Step 6: Attach the required documents and if you want to delete/remove the attached file click 

on Delete icon. 

After attached the required documents, click on Next button to go to the step5 and following 

step5 screen will appear. 

Before you submit, you can make edit the Pa-Tha-Ka information, click on each steps. 
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Figure: Apply Pa-Tha-Ka – step5 Review the Pa-Tha-Ka information 

After reviewed the Pa-Tha-Ka information, click on Submit button to submit to the MOC and 

wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 7: After approved the Pa-Tha-Ka application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 
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Figure: Apply Pa-Tha-Ka – make payment message 

(1) Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Pa-Tha-Ka – check payment amount 

(2) Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 
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Figure: Apply Pa-Tha-Ka – MPU payment portal 

(3) Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

 

Figure: Apply Pa-Tha-Ka – MPU payment success 
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Step 8: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 

 

Figure: Apply Pa-Tha-Ka – print the payment voucher 

Step 9: Click on Continue button to print your Pa Tha Ka card, following screen will appear. 

(1) Click on Send OTP button send OTP code to your registered email. 

(2) Check your email get the OTP code. 

 

Figure: Apply Pa-Tha-Ka – send OTP code 

(3) Enter your OTP code and click on Validate OTP. 

(4) If you did not get OTP code, click Resend OTP to send again. 
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Figure: Apply Pa-Tha-Ka – verify the OTP code 

Step 10: If your OTP code is verified, below print preview will appear. You can print the 

Importer/Exporter Registration Certificate, click on Print button and Permit Business, click on 

Print Permit Business button as show in below. 

 

Figure: Apply Pa-Tha-Ka – step 7 print 

Search Pa Tha Ka 

Step 1: Click on Search Application from the Apply Pa Tha Ka of Apply Cards menu, 

following screen will appear. 

Enter OTP Code 
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Figure: Search PTK application 

Step 2: Click Search icon, following Pa-Tha-Ka information screen will appear. You can make 

Amend, Extension and Cancellation. 

If you want to make the amendment of PTK click on Amend button. 

If you want to make the extension of PTK click on Extension button. 

If you want to make the cancellation of PTK click on Cancel button. 

 

Figure: Pa-Tha-Ka information 

Amend Pa-Tha-Ka 

When you made changes on company information in DICA, your Pa Tha Ka will be at the 

amend process and you cannot do any other applications. First you have to do Pa Tha Ka amend 

as below image. 
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Figure: Alert message to make Pa Tha Ka 

Step 1: Click on Search Application from the Apply Pa Tha Ka of Apply Cards menu and 

Pa-Tha-Ka information screen will appear. 

Step 2: Click on Amend button, following step1 form page will appear and you can make edit.  

Remark: Please do not forget to check on the checkbox of amended fields. 

Notes: Some of company information fields will be disabled after getting API integration with 

DICA for company information you cannot make amend on those fields. 
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Figure: Amend Pa-Tha-Ka Step1 

Step 3: After making edit, click on Next button and then following step2 screen will appear. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Notes: Some of director information fields will be disabled after getting API integration with 

DICA for director information you cannot make amend on those fields. 
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Figure: Amend Pa-Tha-Ka Step2 

Step 4: After making edit, click on Next button and then following step3 screen will appear. 

 

Figure: Amend Pa-Tha-Ka Step3 

Step 5: After making edit, click on Next button and then following step4 screen will appear. 
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Figure: Amend Pa-Tha-Ka Step4 

Step 6: After making edit, click on Next button and then following step5 screen will appear to 

review the Pa-Tha-Ka information and director information. 

 

Figure: Amend Pa-Tha-Ka Step5 

After reviewed the Pa-Tha-Ka information, click on Submit button to submit to the MOC and 

wait for approval of Pa-Tha-Ka application by MOC officer. 



Importer/Exporter Registration & Cards User Guide | 
Page 21 of 118 

 
 

Step 7: After approved the Pa-Tha-Ka application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 

 

Figure: Amend Pa-Tha-Ka – make payment message 

(1) Click on Make Payment button you can check the amount of payment. 

(2) Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

(3) Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 8: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 
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Figure: Amend Pa-Tha-Ka – print the payment voucher 

Step 9: Click on Continue button to print your Pa Tha Ka card, following screen will appear. 

(1) Click on Send OTP button send OTP code to your registered email. 

(2) Check your email get the OTP code. 

(3) Enter your OTP code and click on Validate OTP. 

(4) If you did not get OTP code, click Resend OTP to send again. 

Step 10: If your OTP code is verified, below print preview will appear. You can print the amend 

Importer/Exporter Registration Certificate, click on Print button and Permit Business, click on 

Print Permit Business button as show in below. 
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Figure: Amend Pa-Tha-Ka – step 7 print 

Extension Pa-Tha-Ka 

Step 1: Click on Search Application from the Apply Pa Tha Ka of Apply Cards menu and 

Pa-Tha-Ka information screen will appear. 

 

Figure: Pa Tha Ka information page 
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Step 2: Click on Extension button, you can review all information but you cannot make edit. 

Step 3: Choose your Extension Period and review information step by step.  

After reviewed the Pa-Tha-Ka information, click on Submit button to submit to the MOC and 

wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the Pa-Tha-Ka application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 

(1) Click on Make Payment button you can check the amount of payment. 

(2) Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

(3) Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your Pa Tha Ka card, following screen will appear. 

(1) Click on Send OTP button send OTP code to your registered email. 

(2) Check your email get the OTP code. 

(3) Enter your OTP code and click on Validate OTP. 

(4) If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, below print preview will appear. You can print the 

extension Importer/Exporter Registration Certificate, click on Print button. 

Cancellation Pa-Tha-Ka 

Step 1: Click on Search Application from the Apply Pa Tha Ka of Apply Cards menu and 

Pa-Tha-Ka information screen will appear. 
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Figure: Pa Tha Ka information page 

Step 2: Click on Cancel button, you can review all information but you cannot make edit. 

Step 3: Review information step by step.  

After reviewed the Pa-Tha-Ka information, click on Submit button to submit to the MOC and 

wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the Pa-Tha-Ka application by MOC officer, your Pa Tha Ka has been 

cancelled.  

Note: If your Pa Tha Ka has been cancelled, all of your Pa Tha Ka’s related cards will also be 

cancelled. 

Business Service Agency 

When you click on BSA Card from the Card List of side bar, you can check the status of 

individual trading application. 

Inbox – display the application, which has been approved by MOC officer, need to be made 

payment and notify from MOC officer. 

Drafts – display the application, which has not been sent to MOC officer. 

In Progress – display the application, which has been submitted to MOC officer but not 

approved yet. 
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Approved – display the application, which has been approved by MOC officer. 

 

Figure: Business Service Agency (BSA) card section 

Apply Business Service Agency (BSA) 

Step 1: Click on Apply New Application from the Apply BSA Card of Apply Cards menu. 

 

Figure: Apply BSA Card 

Step 2: When you click on New Application, following BSA card step1 Pa-Tha-Ka information 

is showing and click on Next button, to go to the step 2 form. 
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Figure: Apply BSA Card – step 2 

When you click on Search Directors company’s director list will be appear and you can choose 

the director from the list click on Select button as shown in below. 

 

Figure: Apply BSA Card – step 2 
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Step 3: Fill up the BSA information and click to Next button, to go to step3 as follow image. 

 

Figure: Apply BSA Card – step 3 

Step 4: After attached the supporting documents and click on Next button to review the 

information as below. 
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Figure: Apply BSA Card – step 4 

Step 5: Click on Submit button to submit the application to MOC and wait the approval for 

application. 

Step 6: After approved the card application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 
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Figure: Apply Card – make payment message 

1. Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Card – check payment amount 
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2. Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 

 

Figure: Apply Card – MPU payment portal 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 
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Figure: Apply Card – MPU payment success 

Step 7: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 

 

Figure: Apply Card – print the payment voucher 
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Step 8: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

 

Figure: Apply Card – send OTP code 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

 

Figure: Apply Card – verify the OTP code 

Step 9: If your OTP code is verified, below print preview will appear. You can print the Card, 

click on Print button as show in below. 

Enter OTP Code 
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Figure: Print Card  

Amend Business Service Agency 

Step 1: Click on Search Application from the Apply BSA Card of Apply Cards menu and 

then Search button, following screen will appear. 

 

Figure: Search application 
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Step 2: When you click on Amend button following card form will appear step by step. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Step 3: After making amendment the card information, click on Submit button to submit to 

MOC and wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, you can print the card, click on Print button. 

Extension Business Service Agency 

Step 1: Click on Search Application from the Apply BSA Card of Apply Cards menu and 

then Search button, following screen will appear. 
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Figure: Search application 

When you click on Extension button following screen will appear. 

 

Figure: Review the information for extension 

Step 2: After reviewed the information, click on Submit button to submit to the MOC and wait 

for approval from MOC officer. 

Step 3: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 
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3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 4: After payment is success, you can print the Payment Voucher click on Print button. 

Step 5: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 6: If your OTP code is verified, below print preview will appear. You can print the 

extension Importer/Exporter Registration Certificate, click on Print button. 

Cancellation Business Service Agency 

Step 1: Click on Search Application from the Apply BSA Card of Apply Cards menu and 

then Search button, following screen will appear. 

 

Figure: Search application 

Step 2: Click on Cancel button, you can review all information but you cannot make edit. 

Step 3: Review information step by step.  

After reviewed the information, click on Submit button to submit to the MOC and wait for 

approval of the application by MOC officer. 

Step 4: After approved the application by MOC officer, your BSA has been cancelled.  
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Note: If your BSA has been cancelled, all of your BSA’s related cards such as Show Room and 

Sale Center cards will also be cancelled. 

Sale Center 

There are two kinds of sale center card as follow –  

1. Sale Center for Commercial Vehicles and 

2. Sale Center for Motor Vehicles 

If you want to apply sale center for motor vehicles you will already have a BSA card. 

When you click on Sale Center Card from the Card List of side bar, you can check the status 

of individual trading application. 

Inbox – display the application, which has been approved by MOC officer, need to be made 

payment and notify from MOC officer. 

Drafts – display the application, which has not been sent to MOC officer. 

In Progress – display the application, which has been submitted to MOC officer but not 

approved yet. 

Approved – display the application, which has been approved by MOC officer. 

 

Figure: Sale Center card section 

Apply Sale Center for Commercial Vehicles 

Step 1: Click on Apply New Application from the Apply Sale Center Commercial Vehicles 

Card of Apply Cards menu. 
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Figure: Apply Sale Center Card 

Step 2: When you click on New Application, following sale center card step1 Pa-Tha-Ka 

information is showing and click on Next button, to go to the step 2 form. 
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Figure: Apply Sale Center Card – step 2 

When you click on Search Directors company’s director list will be appear and you can choose 

the director from the list click on Select button. 

Step 3: Fill up the Sale Center information and click to Next button, to go to step3 as follow 

image. 
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Figure: Apply Sale Center Card – step 3 

Step 4: After attached the supporting documents and click on Next button to review the 

information as below. 

 

Figure: Apply Sale Center Card – step 4 

Step 5: Click on Submit button to submit the application to MOC and wait the approval for 

application. 
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Step 6: After approved the card application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 

 

Figure: Apply Card – make payment message 

1. Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Card – check payment amount 

2. Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 
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Figure: Apply Card – MPU payment portal 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

 

Figure: Apply Card – MPU payment success 

Step 7: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 
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Figure: Apply Card – print the payment voucher 

Step 8: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

 

Figure: Apply Card – send OTP code 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 
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Figure: Apply Card – verify the OTP code 

Step 9: If your OTP code is verified, below print preview will appear. You can print the Card, 

click on Print button as show in below. 

Enter OTP Code 
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Figure: Print Card 

Amend Sale Center Commercial Vehicles 

Step 1: Click on Search Application from the Apply Sale Center Commercial Vehicles Card 

of Apply Cards menu and then Search button, following screen will appear. 
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Figure: Search application 

Step 2: When you click on Amend button following card form will appear step by step. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Step 3: After making amendment the card information, click on Submit button to submit to 

MOC and wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, you can print the card, click on Print button. 
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Extension Sale Center Commercial Vehicles 

Step 1: Click on Search Application from the Apply Sale Center Commercial Vehicles Card 

of Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search applications 

When you click on Extension button following screen will appear. 

 

Figure: Review the information for extension 
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Step 2: After reviewed the information, click on Submit button to submit to the MOC and wait 

for approval from MOC officer. 

Step 3: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 4: After payment is success, you can print the Payment Voucher click on Print button. 

Step 5: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 6: If your OTP code is verified, below print preview will appear. You can print the 

extension Importer/Exporter Registration Certificate, click on Print button. 

Cancellation Sale Center Commercial Vehicles 

Step 1: Click on Search Application from the Apply Sale Center Commercial Vehicles Card 

of Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search application 
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Step 2: Click on Cancel button, you can review all information but you cannot make edit. 

Step 3: Review information step by step.  

After reviewed the information, click on Submit button to submit to the MOC and wait for 

approval of the application by MOC officer. 

Step 4: After approved the application by MOC officer, your sale center cards has been 

cancelled. 

Apply Sale Center for Motor Vehicles 

Step 1: Click on Apply New Application from the Apply Sale Center Commercial Vehicles 

Card of Apply Cards menu. 

 

Figure: Apply Sale Center Card 

Step 2: When you click on New Application, following sale center card step1 Pa-Tha-Ka 

information is showing and click on Next button, to go to the step 2 form. 
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Figure: Apply Sale Center Card – step 2 

When you click on Search Directors company’s director list will be appear and you can choose 

the director from the list click on Select button. 

Step 3: Fill up the Sale Center information and click to Next button, to go to step3 as follow 

image. 
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Figure: Apply Sale Center Card – step 3 

Step 4: After attached the supporting documents and click on Next button to review the 

information as below. 

 

Figure: Apply Sale Center Card – step 4 

Step 5: Click on Submit button to submit the application to MOC and wait the approval for 

application. 
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Step 6: After approved the card application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 

 

Figure: Apply Card – make payment message 

1. Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Card – check payment amount 

2. Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 
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Figure: Apply Card – MPU payment portal 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

 

Figure: Apply Card – MPU payment success 

Step 7: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 
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Figure: Apply Card – print the payment voucher 

Step 8: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

 

Figure: Apply Card – send OTP code 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 
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Figure: Apply Card – verify the OTP code 

Step 9: If your OTP code is verified, below print preview will appear. You can print the Card, 

click on Print button as show in below. 

Enter OTP Code 
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Figure: Print Card 

Amend Sale Center Motor Vehicles 

Step 1: Click on Search Application from the Apply Sale Center Motor Vehicles Card of 

Apply Cards menu and then Search button, following screen will appear. 
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Figure: Search application 

Step 2: When you click on Amend button following card form will appear step by step. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Step 3: After making amendment the card information, click on Submit button to submit to 

MOC and wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, you can print the card, click on Print button. 
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Extension Sale Center Commercial Vehicles 

Step 1: Click on Search Application from the Apply Sale Center Commercial Vehicles Card 

of Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search applications 

When you click on Extension button following screen will appear. 

 

Figure: Review the information for extension 
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Step 2: After reviewed the information, click on Submit button to submit to the MOC and wait 

for approval from MOC officer. 

Step 3: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 4: After payment is success, you can print the Payment Voucher click on Print button. 

Step 5: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 6: If your OTP code is verified, below print preview will appear. You can print the 

extension Importer/Exporter Registration Certificate, click on Print button. 

Cancellation Sale Center Motor Vehicles 

Step 1: Click on Search Application from the Apply Sale Center Mortor Vehicles Card of 

Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search application 
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Step 2: Click on Cancel button, you can review all information but you cannot make edit. 

Step 3: Review information step by step.  

After reviewed the information, click on Submit button to submit to the MOC and wait for 

approval of the application by MOC officer. 

Step 4: After approved the application by MOC officer, your sale center card has been cancelled. 

Show Room 

There are two kinds of show room card as follow –  

1. Show Room for Brand New Motor Vehicles and 

2. Show Room for Machinery and Mechanical  

If you want to apply these two types of show room you will already have a BSA card. 

When you click on Show Room Card from the Card List of side bar, you can check the status 

of individual trading application. 

Inbox – display the application, which has been approved by MOC officer, need to be made 

payment and notify from MOC officer. 

Drafts – display the application, which has not been sent to MOC officer. 

In Progress – display the application, which has been submitted to MOC officer but not 

approved yet. 

Approved – display the application, which has been approved by MOC officer. 

 

Figure: Show Room card section 
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Apply Show Room for Brand New Motor Vehicles 

Step 1: Click on Apply New Application from the Apply Show Room Brand New Motor 

Vehicles Card of Apply Cards menu. 

 

Figure: Apply Show Room Card 

Step 2: When you click on New Application, following show room card step1 Pa-Tha-Ka 

information is showing and click on Next button, to go to the step 2 form. 
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Figure: Apply Show Room Card – step 2 

When you click on Search Directors company’s director list will be appear and you can choose 

the director from the list click on Select button. 

Step 3: Fill up the Sale Center information and click to Next button, to go to step3 as follow 

image. 
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Figure: Apply Show Room Card – step 3 

Step 4: After attached the supporting documents and click on Next button to review the 

information as below. 

 

Figure: Apply Show Room Card – step 4 

Step 5: Click on Submit button to submit the application to MOC and wait the approval for 

application. 



Importer/Exporter Registration & Cards User Guide | 
Page 65 of 118 

 
 

Step 6: After approved the card application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 

 

Figure: Apply Card – make payment message 

1. Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Card – check payment amount 
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2. Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 

 

Figure: Apply Card – MPU payment portal 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

 

Figure: Apply Card – MPU payment success 

Step 7: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 
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Figure: Apply Card – print the payment voucher 

Step 8: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

 

Figure: Apply Card – send OTP code 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 
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Figure: Apply Card – verify the OTP code 

Step 9: If your OTP code is verified, below print preview will appear. You can print the Card, 

click on Print button as show in below. 

Enter OTP Code 
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Figure: Print Card 

Amend Show Room Brand New Motor Vehicles 

Step 1: Click on Search Application from the Apply Show Room Brand New Motor Vehicles 

Card of Apply Cards menu and then Search button, following screen will appear. 



Importer/Exporter Registration & Cards User Guide | 
Page 70 of 118 

 
 

 

Figure: Search application 

Step 2: When you click on Amend button following card form will appear step by step. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Step 3: After making amendment the card information, click on Submit button to submit to 

MOC and wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, you can print the card, click on Print button. 
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Extension Show Room Brand New Motor Vehicles 

Step 1: Click on Search Application from the Apply Show Room Brand New Mortor 

Vehicles Card of Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search applications 

When you click on Extension button following screen will appear. 

 

Figure: Review the information for extension 

Step 2: After reviewed the information, click on Submit button to submit to the MOC and wait 

for approval from MOC officer. 
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Step 3: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 4: After payment is success, you can print the Payment Voucher click on Print button. 

Step 5: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 6: If your OTP code is verified, below print preview will appear. You can print the 

extension Importer/Exporter Registration Certificate, click on Print button. 

Cancellation Show Room Brand New Motor Vehicles 

Step 1: Click on Search Application from the Apply Show Room Brand New Motor Vehicles 

Card of Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search application 

Step 2: Click on Cancel button, you can review all information but you cannot make edit. 
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Step 3: Review information step by step.  

After reviewed the information, click on Submit button to submit to the MOC and wait for 

approval of the application by MOC officer. 

Step 4: After approved the application by MOC officer, your show room card has been 

cancelled. 

Apply Show Room for Machinery and Mechanical 

Step 1: Click on Apply New Application from the Apply Show Room Machinery and 

Mechanical Card of Apply Cards menu. 

 

Figure: Apply Show Room Card 

Step 2: When you click on New Application, following show room card step1 Pa-Tha-Ka 

information is showing and click on Next button, to go to the step 2 form. 
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Figure: Apply Show Room Card – step 2 

When you click on Search Directors company’s director list will be appear and you can choose 

the director from the list click on Select button. 

Step 3: Fill up the Sale Center information and click to Next button, to go to step3 as follow 

image. 
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Figure: Apply Show Room Card – step 3 

Step 4: After attached the supporting documents and click on Next button to review the 

information as below. 

 

Figure: Apply Show Room Card – step 4 

Step 5: Click on Submit button to submit the application to MOC and wait the approval for 

application. 

Step 6: After approved the card application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 
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Figure: Apply Card – make payment message 

1. Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Card – check payment amount 

2. Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 
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Figure: Apply Card – MPU payment portal 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

 

Figure: Apply Card – MPU payment success 

Step 7: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 
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Figure: Apply Card – print the payment voucher 

Step 8: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

 

Figure: Apply Card – send OTP code 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 
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Figure: Apply Card – verify the OTP code 

Step 9: If your OTP code is verified, below print preview will appear. You can print the Card, 

click on Print button as show in below. 

 

Figure: Print Card 

Enter OTP Code 
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Amend Show Room Machinery and Mechanical 

Step 1: Click on Search Application from the Apply Show Room Machinery and Mechanical 

Card of Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search application 

Step 2: When you click on Amend button following card form will appear step by step. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Step 3: After making amendment the card information, click on Submit button to submit to 

MOC and wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 
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4. If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, you can print the card, click on Print button. 

Extension Show Room Machinery and Mechanical 

Step 1: Click on Search Application from the Apply Show Room Machinery and Mechanical 

Card of Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search applications 

When you click on Extension button following screen will appear. 
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Figure: Review the information for extension 

Step 2: After reviewed the information, click on Submit button to submit to the MOC and wait 

for approval from MOC officer. 

Step 3: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 4: After payment is success, you can print the Payment Voucher click on Print button. 

Step 5: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 6: If your OTP code is verified, below print preview will appear. You can print the 

extension Importer/Exporter Registration Certificate, click on Print button. 

Cancellation Show Room Machinery and Mechanical 

Step 1: Click on Search Application from the Apply Show Room Machinery and Mechanical 

Card of Apply Cards menu and then Search button, following screen will appear. 
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Figure: Search application 

Step 2: Click on Cancel button, you can review all information but you cannot make edit. 

Step 3: Review information step by step.  

After reviewed the information, click on Submit button to submit to the MOC and wait for 

approval of the application by MOC officer. 

Step 4: After approved the application by MOC officer, your show room card has been 

cancelled. 

Alcoholic Beverages Importing Cards 

When you click on Alcoholic Beverage Importing Card from the Card List of side bar, you 

can check the status of individual trading application. 

Inbox – display the application, which has been approved by MOC officer, need to be made 

payment and notify from MOC officer. 

Drafts – display the application, which has not been sent to MOC officer. 

In Progress – display the application, which has been submitted to MOC officer but not 

approved yet. 

Approved – display the application, which has been approved by MOC officer. 

 

Figure: Alcoholic Beverages Importation card section 

Apply Alcoholic Beverages Importation  

Step 1: Click on Apply New Application from the Apply Alcoholic Beverages Importation 

Card of Apply Cards menu. 
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Figure: Apply Alcoholic Beverages Importation Card 

Step 2: When you click on New Application, following show room card step1 Pa-Tha-Ka 

information is showing and click on Next button, to go to the step 2 form. 

 

Figure: Apply Alcoholic Beverages Importation Card – step 2 
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When you click on Search Directors company’s director list will be appear and you can choose 

the director from the list click on Select button. 

Step 3: Fill up the Sale Center information and click to Next button, to go to step3 as follow 

image. 

 

Figure: Apply Alcoholic Beverages Importation Card – step 3 

Step 4: After attached the supporting documents and click on Next button to review the 

information as below. 
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Figure: Apply Alcoholic Beverages Importation Card – step 4 

Step 5: Click on Submit button to submit the application to MOC and wait the approval for 

application. 

Step 6: After approved the card application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 
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Figure: Apply Card – make payment message 

1. Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Card – check payment amount 

2. Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 
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Figure: Apply Card – MPU payment portal 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

 

Figure: Apply Card – MPU payment success 

Step 7: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 
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Figure: Apply Card – print the payment voucher 

Step 8: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

 

Figure: Apply Card – send OTP code 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 
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Figure: Apply Card – verify the OTP code 

Step 9: If your OTP code is verified, below print preview will appear. You can print the Card, 

click on Print button as show in below. 

Enter OTP Code 
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Figure: Print Card 

Amend Alcoholic Beverages Importation 

Step 1: Click on Search Application from the Apply Alcoholic Beverages Importation Card 

of Apply Cards menu and then Search button, following screen will appear. 
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Figure: Search application 

Step 2: When you click on Amend button following card form will appear step by step. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Step 3: After making amendment the card information, click on Submit button to submit to 

MOC and wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

4. Click on Make Payment button you can check the amount of payment. 

5. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

6. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your card, following screen will appear. 

5. Click on Send OTP button send OTP code to your registered email. 

6. Check your email get the OTP code. 

7. Enter your OTP code and click on Validate OTP. 

8. If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, you can print the card, click on Print button. 
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Extension Alcoholic Beverages Importation 

Step 1: Click on Search Application from the Apply Alcoholic Beverages Importation of 

Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search applications 

When you click on Extension button following screen will appear. 

 

Figure: Review the information for extension 

Step 2: After reviewed the information, click on Submit button to submit to the MOC and wait 

for approval from MOC officer. 
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Step 3: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 4: After payment is success, you can print the Payment Voucher click on Print button. 

Step 5: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 6: If your OTP code is verified, below print preview will appear. You can print the 

extension Importer/Exporter Registration Certificate, click on Print button. 

Cancellation Alcoholic Beverages Importation 

Step 1: Click on Search Application from the Apply Alcoholic Beverages Importation of 

Apply Cards menu and then Search button, following screen will appear. 

 

Figure: Search application 

Step 2: Click on Cancel button, you can review all information but you cannot make edit. 
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Step 3: Review information step by step.  

After reviewed the information, click on Submit button to submit to the MOC and wait for 

approval of the application by MOC officer. 

Step 4: After approved the application by MOC officer, your show room card has been 

cancelled. 

Duty Free Shop Cards 

When you click on Duty Free Shop Card from the Card List of side bar, you can check the 

status of individual trading application. 

Inbox – display the application, which has been approved by MOC officer, need to be made 

payment and notify from MOC officer. 

Drafts – display the application, which has not been sent to MOC officer. 

In Progress – display the application, which has been submitted to MOC officer but not 

approved yet. 

Approved – display the application, which has been approved by MOC officer. 

 

Figure: Duty Free Shop card section 

Apply Alcoholic Beverages Importation  

Step 1: Click on Apply New Application from the Apply Duty Free Shop Card of Apply 

Cards menu. 
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Figure: Apply Duty Free Shop Card 

Step 2: When you click on New Application, following show room card step1 Pa-Tha-Ka 

information is showing and click on Next button, to go to the step 2 form. 

 

Figure: Apply Duty Free Shop Card – step 2 

When you click on Search Directors company’s director list will be appear and you can choose 

the director from the list click on Select button. 
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Step 3: Fill up the Sale Center information and click to Next button, to go to step3 as follow 

image. 

 

Figure: Apply Duty Free Shop Card – step 3 

Step 4: After attached the supporting documents and click on Next button to review the 

information as below. 

 

Figure: Apply Duty Free Shop Card – step 4 

Step 5: Click on Submit button to submit the application to MOC and wait the approval for 

application. 
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Step 6: After approved the card application by MOC officer, there will be shown in Make 

Payment List of member dashboard. 

 

Figure: Apply Card – make payment message 

1. Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Card – check payment amount 

2. Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 
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Figure: Apply Card – MPU payment portal 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

 

Figure: Apply Card – MPU payment success 

Step 7: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 
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Figure: Apply Card – print the payment voucher 

Step 8: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

 

Figure: Apply Card – send OTP code 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 
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Figure: Apply Card – verify the OTP code 

Step 9: If your OTP code is verified, below print preview will appear. You can print the Card, 

click on Print button as show in below. 

Enter OTP Code 
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Figure: Print Card 

Amend Duty Free Shop 

Step 1: Click on Search Application from the Apply Duty Free Shop Card of Apply Cards 

menu and then Search button, following screen will appear. 
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Figure: Search application 

Step 2: When you click on Amend button following card form will appear step by step. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Step 3: After making amendment the card information, click on Submit button to submit to 

MOC and wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, you can print the card, click on Print button. 
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Extension Duty Free Shop 

Step 1: Click on Search Application from the Apply Duty Free Shop of Apply Cards menu 

and then Search button, following screen will appear. 

 

Figure: Search applications 

When you click on Extension button following screen will appear. 

 

Figure: Review the information for extension 

Step 2: After reviewed the information, click on Submit button to submit to the MOC and wait 

for approval from MOC officer. 

Step 3: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 
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1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 4: After payment is success, you can print the Payment Voucher click on Print button. 

Step 5: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 6: If your OTP code is verified, below print preview will appear. You can print the 

extension Importer/Exporter Registration Certificate, click on Print button. 

Cancellation Duty Free Shop 

Step 1: Click on Search Application from the Apply Duty Free Shop of Apply Cards menu 

and then Search button, following screen will appear. 

 

Figure: Search application 

Step 2: Click on Cancel button, you can review all information but you cannot make edit. 

Step 3: Review information step by step.  
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After reviewed the information, click on Submit button to submit to the MOC and wait for 

approval of the application by MOC officer. 

Step 4: After approved the application by MOC officer, your show room card has been 

cancelled. 

Whole Sale/Retail 

Whole Sale (or) Retail (or) Whole Sale/Retail  

Trader can apply three types of whole sales/retail card as follow. 

1. Apply whole sales card – click on Apply Whole Sale Card from Apply Cards menu. 

2. Apply retail card – click on Apply Retail Card from Apply Cards menu. 

3. Apply whole sales/retail card – click on Apply Whole Sale/Retail Card from Apply 

Cards menu. 

When you click on Whole Sale/Retail from the Card List of side bar, you can check the status 

of individual trading application. 

Inbox – display the application, which has been approved by MOC officer, need to be made 

payment and notify from MOC officer. 

Drafts – display the application, which has not been sent to MOC officer. 

In Progress – display the application, which has been submitted to MOC officer but not 

approved yet. 

Approved – display the application, which has been approved by MOC officer. 

 

Figure: Whole Sale/Retail Card Section 

Apply Whole Sale 

Step 1: Click on Apply New Application from the Apply Whole Sale Card from Apply Cards 

menu. 
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Figure: Apply Whole Sale Card 

Step 2: When you click on New Application, following whole sale card step1 Pa-Tha-Ka 

information is showing and click on Next button, to go to the step 2 form. 

 

Figure: Apply whole sale card – step 2 
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Step 3: Fill up the whole sale information and click to Next button, to go to step3 as follow 

image.

 

Figure: Apply whole sale card – step 3 

Step 4: After attached the supporting documents and click on Next button to review the 

information as below. 
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Figure: Apply whole sale card – step 4 

Step 5: Click on Submit button to submit the application to MOC and wait the approval for 

application. 

Step 6: After approved the apply card by MOC officer, you can get the notification from the 

dashboard and there is a new record to make payment in the make payment list. 
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Figure: Apply Whole Sale – make payment message 

1. Click on Make Payment button you can check the amount of payment. 

 

Figure: Apply Whole Sale – check payment amount 
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2. Click on Make Payment button to make payment and then go to the MPU payment page 

as below. 

 

Figure: Apply Whole Sale – MPU payment portal 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 
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Figure: Apply Whole Sale – MPU payment success 

Step 8: After payment is success, you can print the Payment Voucher click on Print button as 

show in below. 
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Figure: Apply Whole Sale – print the payment voucher 

Step 9: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

 

Figure: Apply Whole Sale – send OTP code 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

 

Figure: Apply Whole Sale – verify the OTP code 

Step 10: If your OTP code is verified, below print preview will appear. You can print the Card, 

click on Print button. 

Enter OTP Code 
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Figure: Apply Whole Sale – step 6 print 

Amend Whole Sale 

Step 1: Click on Search Application from the Apply Whole Sale Card of Apply Cards menu 

and then Search button, following screen will appear. 

 

Figure: Search application 
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Step 2: When you click on Amend button following card form will appear step by step. 

Remark: Please do not forget to check on the checkbox of amended fields. 

Step 3: After making amendment the card information, click on Submit button to submit to 

MOC and wait for approval of Pa-Tha-Ka application by MOC officer. 

Step 4: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 5: After payment is success, you can print the Payment Voucher click on Print button. 

Step 6: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 7: If your OTP code is verified, you can print the card, click on Print button. 

Extension Whole Sale 

Step 1: Click on Search Application from the Apply Whole Sale Card of Apply Cards menu 

and then Search button, following screen will appear. 
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Figure: Search application 

When you click on Extension button following screen will appear. 
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Figure: Review the information for extension 

Step 2: After reviewed the information, click on Submit button to submit to the MOC and wait 

for approval from MOC officer. 

Step 3: After approved the application by MOC officer, there will be shown in Make Payment 

List of member dashboard. 

1. Click on Make Payment button you can check the amount of payment. 

2. Click on Make Payment button to make payment and then its goes to the MPU payment 

page. 

3. Fill up the MPU information and click on CONFIRM PAYMENT button. If your 

payment is success your payment result status with Approve. 

Step 4: After payment is success, you can print the Payment Voucher click on Print button. 

Step 5: Click on Continue button to print your card, following screen will appear. 

1. Click on Send OTP button send OTP code to your registered email. 

2. Check your email get the OTP code. 

3. Enter your OTP code and click on Validate OTP. 

4. If you did not get OTP code, click Resend OTP to send again. 

Step 6: If your OTP code is verified, you can print the Card, click on Print button. 

Cancellation Whole Sale 

Step 1: Click on Search Application from the Apply Whole Sale Card of Apply Cards menu 

and then Search button, following screen will appear. 

 

Figure: Search application 
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Step 2: Click on Cancel button, you can review all information but you cannot make edit. 

Step 3: Review information step by step.  

After reviewed the information, click on Submit button to submit to the MOC and wait for 

approval of the application by MOC officer. 

Step 4: After approved the application by MOC officer, your Whole Sale has been cancelled. 


