
User Manual Document 

Confidential Document - Access Control Page 1 

 

 

Table of Contents 

Access Control ................................................................................................... 2 

1. Application for Daily/Weekly Pass .......................................................................... 3 

2. Application for Daily Weekly Pass (Foreigner) ................................................ 11 

3. Application for Temporary Wharf Entry Pass ................................................. 17 

4. Application for Biometric Card .................................................................. 23 

5. Application for Boat Crew Pass .................................................................... 29 

6. Duplicate Wharf Entry Pass ..................................................................... 36 

7. External User Access ............................................................................... 42 



User Manual Document 

Confidential Document - Access Control Page 2 

 

 

ACCESS CONTROL 

 
Access Control Application undergoes various operations like Application for Daily/Weekly 

Pass, Application for Daily Weekly Pass(Foreigner) , Application for Temporary Wharf Entry 

Pass , Application for Biometric Card, Application for Boat Crew Pass and Duplicate Wharf 

Entry Pass. 

Path To be Followed is: Customer Authorization→ Traffic Approval→CISF Approval. 
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1.Application for Daily/Weekly Pass 

When Customer click on the Application for Daily/Weekly Pass then the following screen will 

be displayed. 

Enter the Pass Details, Personnel Information and Upload Document. This section requires 

entry of some mandatory  and  non-mandatory  data.  Mandatory fields are marked with a 

red asterisk sign (*). The non-mandatory fields do not have any such symbols. 

 

 

Figure 1-1: Application For Daily/ Weekly Pass 

 
Click on Save & Exit button it save the details and give way to another page.  

 

Click on Reset button to reset the details. 

 

Click on Cancel button to exit from the current screen. 

 

On  submission     of  request    for   Wharf   Entry   pass   by  the    Registered    Port 

user/Non    Registered    Port  user  /  One time  user  through    the   CoPT portal,   an 

acknowledgement    message   containing   the  request   number   will  be  sent  to the 
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applicant's   mobile  number. It displays as Application No. “WEP2100021”. 

 Application for Daily/Weekly Pass List 
 

When Customer click on the Application for Daily/Weekly Pass List then the following screen 

will be displayed. 

 

 

The Customer can View the Application for Daily/Weekly Pass Details. 

 

 

 

 

Figure 1-2: Application for Daily/Weekly Pass List 
 

The Pass Request can view by the Traffic Officials. In Notification Menu, the list of Application Details will be 

displayed is shown as below. 
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Figure 1-3: Notification Application for Daily/Weekly Pass  

 

The Traffic Officials, can select the respective Application Details is shown as below. 

The Pass Details, Personnel Information ,Upload Document and Work Flow 

Information will be displayed directly. 

Fill the Remarks and Fee Payments Details. 

 

 

Figure 1-4: Fee Payment List 
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If the applicant  select the Fee Payment is Required as “No” then the approval is designated by 

the CISF officials  . 

The  requests    will  be  designated CISF officials  for verification/    approval. 

 

 

 

Figure 1-5: Status List 
 

 

If the applicant  select the Fee Payment is Required as “Yes” then the approval is designated by 

the Traffic Officials. 
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Figure 1-6: Fee Payment List 

 

 

click on Approve button the following screen will be displayed. Once the approval  is given, SMS 

will be sent to the applicant’s mobile Number. The SMS will be displayed as Please make the 

payment of Rs.XXXX. in the link: 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX. 

 

 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX
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Figure 1-7: Fee Payment Date 

 

 

Click on Approve button then the following  will be displayed. 
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Figure 1-8: Status List 

 

The Customer receive the SMS Message and can download the document from the respective link. 
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Figure 1-9: Wharf Entry Pass Document 
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2.Application for Daily Weekly Pass(Foreigner) 

When Customer click on the Application for Daily Weekly Pass(Foreigner) then the following 
screen will be displayed. 

Enter the Pass Details, Details of Visa and Upload Document. This section requires entry of 

some mandatory  and  non-mandatory  data.  Mandatory fields are marked with a red 

asterisk sign (*). The non-mandatory fields do not have any such symbols. 

 

 

 

 

Figure 2-1: Application for Daily Weekly Pass Foreigners 

 

 

Click on Save & Exit button it save the details and give way to another page.  

 

Click on Reset button to reset the details. 

 

Click on Cancel button to exit from the current screen. 

 

On  submission     of  request    for   Wharf   Entry   pass   by  the    Registered    Port 

user/Non    Registered    Port  user  /  One time  user  through    the   CoPT portal,   an 

acknowledgement    message   containing   the  request   number   will  be  sent  to the 

applicant's   mobile  number. It displays as Application No. “WEF210400006”. 
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Application for Daily Weekly Pass Foreigner List 
 

When Customer click on the Application for Daily Weekly Pass Foreigner List then the 
following screen will be displayed. 

 

 

The Customer can View the Application for Daily Weekly Pass Foreigner Details. 

 

 

Figure 2-2: Application for Daily Weekly Pass Foreign List 
 

The Pass Request can view by the Traffic Officials. In Notification Menu, the list of Application Details will be 

displayed is shown as below. 

 

Figure 2-3: Notification List 
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The Traffic Officials, can select the respective Application Details is shown as below. 

The Pass Details, Personnel Information ,Upload Document and Work Flow 

Information will be displayed directly. 

Fill the Remarks and Fee Payments Details. 

 

 

 

Figure 2-4: Fee Payment List 

 

 

If the applicant  select the Fee Payment is Required as “No” then the approval is designated by 
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the CISF officials  . 

The  requests    will  be  designated CISF officials  for verification/    approval. 

 

 

 

 

Figure 2-5: Fee Payment List 

 

click on Approve button the following screen will be displayed. Once the  approval  is given, SMS 

will be sent to the applicant’s mobile Number. The SMS will be displayed as Please make the 
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payment of Rs.XXXX. in the link: 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX. 

 

 

 

 

Figure 2-6: Status List 

 

The Customer receive the SMS Message and can download the document from the respective link. 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX
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Figure 2-7:  Weekly Pass Foreigners Document List 
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3.Application for Temporary Wharf Entry Pass 

When Customer click on the Application for Temporary Wharf Entry Pass(Foreigner) then the 

following screen will be displayed. 

Enter the Pass Details, Details of Visa and Upload Document. This section requires entry of 

some mandatory  and  non-mandatory  data.  Mandatory fields are marked with a red 
asterisk sign (*). The non-mandatory fields do not have any such symbols. 

 

 

Figure 3-1: Application for Temporary Wharf Entry Pass 

 
Click on Save & Exit button it save the details and give way to another page.  

 

Click on Reset button to reset the details. 

 

Click on Cancel button to exit from the current screen. 

 

On  submission     of  request    for   Wharf   Entry   pass   by  the    Registered    Port 

user/Non    Registered    Port  user  /  One time  user  through    the   CoPT portal,   an 

acknowledgement    message   containing   the  request   number   will  be  sent  to the 

applicant's   mobile  number. It displays as Application No. “WEF210400006”. 
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Application for Temporary Wharf Entry Pass List 
 

When Customer click on the Application for Daily Weekly Pass Foreigner List then the 
following screen will be displayed. 

 

 

The Customer can View the Application for Daily Weekly Pass Foreigner Details. 

 

 

 

 

 

Figure 3-2: Temporary Wharf Entry Pass List 
 

The Pass Request can view by the Traffic Officials. In Notification Menu, the list of Application Details will be 

displayed is shown as below. 
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Figure 3-3: Notification List 
 

The Traffic Officials, can select the respective Application Details is shown as below. 

The Pass Details, Personnel Information ,Upload Document and Work Flow 

Information will be displayed directly. 

Fill the Remarks and Fee Payments Details. 

 

 

Figure 3-4: Fee Payment List 
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If the applicant  select the Fee Payment is Required as “No” then the approval is designated by 

the CISF officials  . 

The  requests    will  be  designated CISF officials  for verification/    approval. 

 
 

 
 

Figure 3-5: Fee Payment List 

 
click on Approve button the following screen will be displayed. Once the  approval  is given, SMS 

will be sent to the applicant’s mobile Number. The SMS will be displayed as Please make the 

payment of Rs.XXXX. in the link: 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX. 

 

 

 

 

 

 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX
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Figure 3-6: Status List 

 
 
 
The Customer receive the SMS Message and can download the document from the respective link. 
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Figure 3-7: Temporary Wharf Entry Pass Document List 
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4.Application for Biometric Card 

When Customer click on the Application for Biometric Card then the following screen will be 

displayed. 

Enter the Pass Details, Details of Visa and Upload Document. This section requires entry of 

some mandatory  and  non-mandatory  data.  Mandatory fields are marked with a red 

asterisk sign (*). The non-mandatory fields do not have any such symbols. 

 

 
 
 
 

Figure 4-1: Application for Biometric Card 
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Click on Save & Exit button it save the details and give way to another page.  

 

Click on Reset button to reset the details. 

 

Click on Cancel button to exit from the current screen. 

 

On  submission     of  request    for   Wharf   Entry   pass   by  the    Registered    Port 

user/Non    Registered    Port  user  /  One time  user  through    the   CoPT portal,   an 

acknowledgement    message   containing   the  request   number   will  be  sent  to the 

applicant's   mobile  number. It displays as Application No. “ABP210400022”. 

 

Application for Biometric Card List 
 

When Customer click on the Application for Biometric Card List then the following screen will 

be displayed. 

 

The Customer can View the Application for Biometric Card Details. 

 

 

Figure 4-2: Application for Biometric Card List 

 

The Pass Request can view by the Traffic Officials. In Notification Menu, the list of Application Details will be 

displayed is shown as below. 
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Figure 4-3: Notification List 

 

 

The Traffic Officials, can select the respective Application Details is shown as below. 

The Pass Details, Personnel Information ,Upload Document and Work Flow 

Information will be displayed directly. 

Fill the Remarks and Fee Payments Details. 
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Figure 4-4: Fee Payment List 

 

If the applicant  select the Fee Payment is Required as “No” then the approval is designated by 

the CISF officials  . 

The  requests    will  be  designated CISF officials  for verification/    approval. 
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Figure 4-5: Fee Payment List 

 

click on Approve button the following screen will be displayed. Once the  approval  is given, SMS 

will be sent to the applicant’s mobile Number. The SMS will be displayed as Please make the 

payment of Rs.XXXX. in the link: 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX. 

 

 

 

 

 

Figure 4-6: Status List 

 

The Customer receive the SMS Message and can download the document from the respective link. 
 
 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX
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Figure 4-4: Biometric Card Document List 
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5.Application for Boat Crew Pass 

When Customer click on the Application for Boat Crew Pass then the following screen will be 

displayed. 

Enter the Pass Details, Details of Visa and Upload Document. This section requires entry of 

some mandatory  and  non-mandatory  data.  Mandatory fields are marked with a red 

asterisk sign (*). The non-mandatory fields do not have any such symbols. 

 

 

Figure 5-1: Application for Boat Crew Pass 

 

 

Click on Save & Exit button it save the details and give way to another page.  

 

Click on Reset button to reset the details. 

 

Click on Cancel button to exit from the current screen. 
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On  submission     of  request    for   Wharf   Entry   pass   by  the    Registered    Port 

user/Non    Registered    Port  user  /  One time  user  through    the   CoPT portal,   an 

acknowledgement    message   containing   the  request   number   will  be  sent  to the 

applicant's   mobile  number. It displays as Application No. “ABCP210400022”. 

 

Application for Boat Crew Pass List 
 

When Customer click on the Application for Boat Crew Pass List then the following screen will 

be displayed. 

 

 

The Customer can View the Application for Boat Crew Pass Details. 

 

 

Figure 5-2: Application for Boat Crew Pass List 
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The Pass Request can view by the Traffic Officials. In Notification Menu, the list of Application Details will be 

displayed is shown as below. 

 

 

 
 

Figure 5-3:Notification List 

 

 
The Traffic Officials, can select the respective Application Details is shown as below. 

The Pass Details, Personnel Information ,Upload Document and Work Flow 

Information will be displayed directly. 

Fill the Remarks and Fee Payments Details. 
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Figure 5-4:Fee Payment List 
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If the applicant  select the Fee Payment is Required as “No” then the approval is designated by 

the CISF officials  . 

The  requests    will  be  designated CISF officials  for verification/    approval. 

 
 

 

Figure 5-5:Fee Payment List 

 
click on Approve button the following screen will be displayed. Once the  approval  is given, SMS 

will be sent to the applicant’s mobile Number. The SMS will be displayed as Please make the 

payment of Rs.XXXX. in the link: 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX. 

 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX
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Figure 5-6:Status List 

The Customer receive the SMS Message and can download the document from the respective link. 
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Figure 5-7:Application for Boat Crew Document List 
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6.Duplicate Wharf Entry Pass 

When Customer click on the Duplicate Wharf Entry Pass then the following screen will be 

displayed. 

Enter the Pass Details, Details of Visa and Upload Document. This section requires entry of 

some mandatory  and  non-mandatory  data.  Mandatory fields are marked with a red 
asterisk sign (*). The non-mandatory fields do not have any such symbols. 

When Customer select the radio button either Loss or Damage. If the Customer select the 

Loss Radio button then the following screen will be displayed. 

 

 
 

Figure 6-1:Duplicate Wharf Entry Pass for Loss Screen 

 

If the Customer select the Damage Radio button then the following screen will be displayed. 
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 Figure 6-2:Duplicate Wharf Entry Pass for Damage Screen 

 
Click on Save & Exit button it save the details and give way to another page.  

 

Click on Reset button to reset the details. 

 

Click on Cancel button to exit from the current screen. 

 

On submission  of request    for   Wharf   Entry   pass   by  the    Registered    Port 

user/Non    Registered    Port  user  /  One time  user  through    the   CoPT portal,   an 

acknowledgement    message   containing   the  request   number   will  be  sent  to the 

applicant's   mobile  number. It displays as Application No. “DUPL210400022”. 

 

 
 

Duplicate Wharf Entry Pass List 
 

When Customer click on the Duplicate Wharf Entry Pass List then the following screen will be 

displayed. 

 

 

The Customer can View the Duplicate Wharf Entry Pass Details. 
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Figure 6-3:Duplicate Wharf Entry Pass List 

 
 
The Pass Request can view by the Traffic Officials. In Notification Menu, the list of Application Details will be 

displayed is shown as below. 

 

 

 

 

Figure 6-4:Notification List
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The Traffic Officials, can select the respective Application Details is shown as below. 

The Pass Details, Upload Document and Work Flow Information will be displayed 

directly. 

Fill the Remarks and Fee Payments Details. 

 

 

Figure 6-5:Fee Payment List 
 

If the applicant  select the Fee Payment is Required as “No” then the approval is designated by 

the CISF officials  . 

The  requests    will  be  designated CISF officials  for verification/    approval. 
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Figure 6-6:Fee Payment 
 

click on Approve button the following screen will be displayed. Once the  approval  is given, SMS 

will be sent to the applicant’s mobile Number. The SMS will be displayed as Please make the 

payment of Rs.XXXX. in the link: 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX. 

 

The Customer receive the SMS Message and can download the document from the respective link. 
 

https://www.onlinesbi.sbi/sbicollect/icollecthome.htm?corpid=XXXXX
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Figure 6-7:Duplicate Wharf Entry Pass Document 
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7.External User Access 

On submission  of request    for   Wharf   Entry   pass   by  the   Non    Registered    Port  user, the 

respective Wharf Entry Details can access the details. 

 

The Customer can select the Wharf Entry Pass link as shown in below image. 

 

 

Figure 7-1:External User Access 
 

When Customer select the New Radio button from Entry Pass Details then the following screen will be 

displayed. 

 

 

Figure 7-2:External User Access New Screen 
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When Customer select the Application Status /Download Radio button from Entry Pass Details then the 

following screen will be displayed. 

 

 

Figure 7-3:External User Access Application Status Screen 
 

Click On Get OTP  button the following  screen will be displayed. 

 

 

Figure 7-4:External User Access New Screen for OTP  
 

Enter the OTP and click on Retrieve Form, then the following screen will be displayed. 
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Figure 7-5:External User Access New Screen 
 

Click on Save & Exit button it save the details and give way to another page.  

 

Click on Reset button to reset the details. 

 

Click on Cancel button to exit from the current screen. 

 


