
Lesson Plan  

Instruction Methods  

 

 

 

Copyright © 2022 PMI Online 
All rights reserved. No part of this manual may be reproduced, distributed or transmitted, in any form or by 

any means, electronic, mechanical, photocopying, recording or otherwise, or stored in any database or 
retrieval system of any nature, without the prior written permission of Petra Kencana Sdn Bhd 

 

 

 

PETRA KENCANA SDN BHD 

 
 

PMI Online 
 

 

  

User Manual for P3MI 

 
  



 

 

 

TABLE OF CONTENTS 
 

1.1 Introduction ............................................................................................ 3 
1.2 Login to PMI Online Website ................................................................. 4 
1.3 Dashboard .............................................................................................. 6 
1.4 Maintenance ......................................................................................... 7 

1.4.1 Manage User ................................................................................... 7 
1.4.2 Manage Company Profile ........................................................... 12 

1.5 Payment ............................................................................................... 15 
1.5.1 Manage Payment ......................................................................... 15 
1.5.2 View Transaction ........................................................................... 16 
1.5.3 View Account Ledger .................................................................. 19 

1.6 Manage Worker ................................................................................... 21 
1.6.1 Register Worker .............................................................................. 21 
1.6.2 Apply Card .................................................................................... 29 
1.6.3 View Account Ledger .................................................................. 37 

1.7 Glossary ................................................................................................ 39 
1.8 Appendix .............................................................................................. 40 

1.8.1 User Category and Menu ............................................................. 40 
 
 

 



  P3MI User Manual 

 

3  

 

 1.1 Introduction 

 PMI Online is a customized system developed by Petra Kencana Sdn 

Bhd (PKSB), that automates the whole workers registration and card 

application process; connecting worker’s P3MI through interconnected 

business flow that automates the process starting from worker 

registration until the PMI card issuing process. 

 

Please refer to the following sections for details explanation. 
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1.2 Login to PMI Online Website 

 User should login to the system in order to use PMI Online application. 

Notes: PMI Administrator will provide the user id and password after P3MI 

registration is done. 

 

Steps: 

1. Key in the URL address http://pmi-online.care/ and Landing Page will 

be prompted as in Figure 1.2-1. 

2. Click on P3MI button and PMI Login page will be displayed as in Figure 

1.2-2. 

 

 

 

Figure 1.2-1: PMI Online Landing Page 
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Steps: 

3. Key in an Email as user id and Password. 

4. Click on SIGN IN button and Agent’s main page will be displayed as in 

Figure 1.3-1. 

 

 

Figure 1.2-2: PMI Login Screen 
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1.3 Dashboard 

Steps: 

1. Click on the Dashboard side menu as in Figure 1.3-1. 

2. Data summary of Registered Worker, Pending Approval and Card 

Applied will be displayed. 

 

 

 

Figure 1.3-1: Agent Dashboard Screen 
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1.4 Maintenance 

1.4.1 Manage User  

1.4.1.1 Edit User 

 Steps: 

1. Click on the Maintenance side menu and sub-menu will be listed. 

2. Click on the Manage User side sub-menu and page will be displayed 

as in Figure 1.4-1. This is for updating Agent Profile information. 

3. Click on the Edit  icon and Edit User page will be displayed as in 

Figure 1.4-2. 

 

 

 

Figure 1.4-1: Agent List Screen 
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Steps: 

4. Click on the Profile Tab and page will be displayed as in Figure 1.4-2. 

5. Update For Login information such as Email, Password and Confirm 

Password. 

6. Update Profile information such as Name, Phone No., Position, Branch, 

ID No., License No., Joined Date, Confirmation Date and Category. 

7. Click on SAVE button to update new agent profile. 

 

 

Figure 1.4-2:   Update Agent Profile Screen 
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Steps: 

8. Click on Document tab and page will be displayed as in Figure 1.4-3. 

9. Upload Profile Picture, Identity Card and Staff ID Card documents. 

10. Click on Choose File button and upload documents from file resources. 

11. Click on SAVE button to upload agent‘s documents. 

 

 

 

Figure 1.4-3:   Upload Agent Documents Screen 
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Steps: 

12. Successful notification screen will be displayed. Click OK. 

 

 

 Figure 1.4-4:   Upload Agent Documents Notification Screen 

 

 

1.4.1.2 Create User 

Steps: 

1. Click on the Manage User side sub-menu and page will be displayed 

as in Figure 1.4-1.  

2. Click on the CREATE USER button. 

 

 

Figure 1.4-5: Agent List Screen 
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Steps: 

3. Key in For Login information which are Email for User Login ID and 

Password and Confirm Password (minimum 8 characters). 

4. Key in Profile information which are Name, ID No., Phone No., Position, 

Branch, License No, Joined date, Confirmation date and select 

Category (Register Officer, Finance Officer and Super Admin). 

5. Click on the SUBMIT button. 

 

Figure 1.4-6: Create User Screen 

 

Steps: 

6. Successful notification screen will be displayed. Click OK. 

 

Figure 1.4-7: Create User Notification Screen 
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1.4.2 Manage Company Profile 

Steps: 

1. Click on the Maintenance side menu and sub-menu will be listed. 

2. Click on the Manage Company Profile side sub-menu and page will be 

displayed as in Figure 1.4-8. This is for updating P3MI Company Profile 

information. 

3. Update Agent Profile information which are P3MI Name, Registration 

No., Date of Establishment, Address 1, Address 2, Address 3, Postcode, 

Country, Phone Number, Fax No., Email, MD (Managing Director) 

Name. Membership No. is system auto generated number. 

4. Update Contact Person information which are Name, Position, Email 

and Phone No. 

5. Click the SAVE button. 

 

 

Figure 1.4-8:   Manage Company Profile Screen 
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Steps: 

6. Successful notification screen will be displayed. Click OK. 

 

 

Figure 1.4-9:   Update Company Profile Notification Screen 
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Steps: 

7. Click on the Document tab to upload P3MI Company Documents. 

8. Upload Documents such as Company Logo, License, Premise and Bank 

Statement documents. 

9. Click on Choose File button and upload each of documents from file 

resources. 

10. Click on UPLOAD FILES button to upload documents. 

 

Figure 1.4-10:   Update Company Document Screen 

Steps: 

11. Successful notification screen will be displayed. Click OK. 

 

 Figure 1.4-11:   Update Document Notification Screen 
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1.5 Payment 

1.5.1 Manage Payment  

Steps: 

1. Click on the Payment side menu and sub-menu will be listed. 

2. Click on the Manage Payment side sub-menu and page will be 

displayed. 

3. Click on deposit amount provided in the Quick Amount information; 

OR  

4. Click on the OTHER AMOUNT button and key in the deposited amount. 

5. Key in Payment Details information which are Amount, Bank Name, 

Receipt Reference No. and Upload Receipt document as a proof of 

payment. 

6. Click on SUBMIT button. 

 

 

 

 Figure 1.5-1:   Manage Payment Screen 
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Steps: 

7. Successful notification page will be displayed. Click OK. 

 

Figure 1.5-2:   Manage Payment Notification Screen 

 

 
1.5.2 View Transaction  

Steps: 

1. Click on the View Transaction side sub-menu and page will be 

displayed. 

2. Transaction status is NEW for approval process. 

3. Click on Receipt Reference No. and payment details page will be 

displayed as in Figure 1.5-4. 

 

Figure 1.5-3:   View Transaction Screen 
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Steps: 

4. Click on the VIEW button and uploaded receipt will be displayed as in 

Figure 1.5-5. 

 

 

Figure 1.5-4:   Payment Details Screen 

 

 

Figure 1.5-5:   Payment Details Receipt Screen 
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Steps: 

5. Transaction status will change to APPROVED after approval process 

done by Finance Department.  

 

 

Figure 1.5-6:   View Transaction Screen 
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1.5.3 View Account Ledger  

Steps: 

1. Click on the View Account Ledger side sub-menu and page will be 

displayed. 

2. Agent’s Current Balance is updated with the approved deposit 

amount. 

3. Click on Deposit Tab and deposit transaction page is displayed. 

4. The deposit transaction Status will display as APPROVED by Finance 

Department. 

5. Click on Bank Reference No. and payment details will be displayed as 

in Figure 1.5-8. 

 
 

  

Figure 1.5-7:   View Account Ledger Screen 
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Steps: 

6. Click on the VIEW button and uploaded receipt page will be displayed 

as in Figure 1.5-9. 

 

 

Figure 1.5-8:   Payment Details Screen 

 

 

 

 Figure 1.5-9:   Payment Details Receipt Screen 
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1.6 Manage Worker 

1.6.1 Register Worker  

Steps: 

1. Click on the Manage Worker side menu and sub-menu will be listed. 

2. Click on the Register Worker side sub-menu and page will be 

displayed. 

3. Click on the REGISTER WORKER button and page will be displayed as in 

Figure 1.6-2. 

 

 

Figure 1.6-1:   Manage Worker Screen 
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Steps: 

4. Click on the Create Worker Profile tab; information on Personal Details, 

Address, Passport Details and Next of Kin will be displayed. 

  

 

 

 

 Figure 1.6-2:   Register Worker Screen 

 

 

4 



 

23  

 

 

 Steps: 

5. Key in Personal Details information such as Name, Gender, Nationality, 

Worker Category, Sector, National ID, Date of Birth, Highest Education, 

Phone No. and Email (is optional). 

 

 

Figure 1.6-3:   Register Worker Screen – Personal Details 

 

Steps: 

6. Key in Address information such as Address 1, Address 2, Address 3, 

Postcode and Country. 

 

Figure 1.6-4:   Register Worker Screen – Address 
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Steps: 

7. Key in Passport Details information such as Passport Number, Issue 

Date, Expiry Date, Place of Issuance and Country of Issuance. 

 

 

Figure 1.6-5:   Register Worker Screen – Passport Details 

 

Steps: 

8. Key in Next of Kin information such as Name, Relationship, Gender, 

Address 1, Address 2, Address 3, Postcode, Country, Phone No and 

Email. 

9. Click on SAVE button. 

 

 

 

Figure 1.6-6:   Register Worker Screen – Next of Kin 
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Steps: 

10. Successful notification page will be displayed. Click OK. 

 

Figure 1.6-7:   Register Worker Notification Screen 

 

 Steps: 

11. Click on the Upload Worker Document tab. 

12. Upload Passport Picture, Passport Main Page and Passport Observation 

Page documents. 

13. Click on Choose File button and upload document from the file 

resource. 

14. Click on UPLOAD FILES button. 

 

Figure 1.6-8:   Upload Worker Documents Screen 
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Steps: 

15. Successful notification page will be displayed. Click OK. 

 

Figure 1.6-9:   Upload Worker Documents Notification Screen 

 

Steps: 

16. Click on the SUBMIT button for data quality approval. 

 

 

Figure 1.6-10:   Upload Worker Documents Submission Screen 
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Steps: 

17. Notification page will be displayed. Click OK. 

 

 

Figure 1.6-11:   Register Worker Notification Screen 

 

 

Steps: 

18. Worker registration status is QUALITY CHECK and will be checked and 

approved by data quality team. 

 

 

Figure 1.6-12:   List of Register Worker Screen 
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Steps: 

19. Worker Registration status is QUALITY CHECK APPROVED after worker 

registration data is checked and approved. 

 

 

  

 Figure 1.6-13:   List of Register Worker Screen 
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1.6.2 Apply Card  

Steps: 

1. Click on the Manage Worker side menu and sub-menu will be listed. 

2. Click on the Apply Card side sub-menu and page will be displayed. 

3. Click on the Edit  icon and page will be displayed as in Figure 1.6-15. 

 

 

  

Figure 1.6-14:   List of Registered Worker Screen 
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Steps: 

 4. Click on Update Worker Profile tab. 

5. Worker’s Personal Details, Address, Passport Details and Next of Kin 

information will be previewed as in Figure 1.6-15. 

6. Click on the Next button and page will be displayed as in Figure 1.6-16. 

 

 Figure 1.6-15:   Apply Card Worker Profile Screen 
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 Steps: 

7. Worker’s Passport Picture, Passport Main Page and Passport 

Observation Page uploaded documents will be displayed. 

8. Click on the Next button and Data Quality page will be displayed as in 

Figure 1.6-17. 

  

Figure 1.6-16:   Apply Card Worker Document Screen 

 

Steps: 

9. Data Quality Status and Remarks for worker registration will be 

previewed. 

10. Click on the Next button and Apply PMI Card application page will be 

displayed as in Figure 1.6-18. 

 

  

 Figure 1.6-17:   Apply Card Worker Approval Screen 
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Steps: 

 11. In PMI Details, key in VDR (Visa Dengan Rujukan) information such as 

VDR Reference No., VDR Approval Date and upload VDR Approval 

Letter. 

 

Figure 1.6-18:   Apply PMI Card Screen – PMI Details 

 

Steps: 

12. Key in Employer Details information which are Employer Name, Type 

(Company or Personal), Company Registration No. or IC No., Address, 

Postcode, Country, Region, Subregion, Phone No, Fax No., and Email. 

13. Click on SAVE button. 

 

Figure 1.6-19:   Apply PMI Card Screen – Employer Details 
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Steps: 

14. Successful notification page will be displayed. Click OK. 

 

 

 Figure 1.6-20:   Apply PMI Card Notification Screen 

 

 15. Click on the Next button and Declaration page will be displayed as in 

Figure 1.6-22. 

 

 

 

Figure 1.6-21:   PMI Card Screen 
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Steps: 

16. Worker Details, Passport Details, Next of Kin, Employer Details and VDR 

Details will be previewed in Declaration page (Figure 1.6-22.) 

17. Tick on check box  in Declaration Form section to declare and 

agree all information displayed is true. 

18. Click on SUBMIT button. 
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Figure 1.6-22:   Declaration Screen 
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Steps: 

 19. Successful notification page will be displayed if Agent’s current 

balance is sufficient for service fee. Click OK. 

 

 

 

  

Figure 1.6-23:   Declaration Notification Screen 

 

Steps: 

20. Worker status is APPLY CARD and card is being processed by card 

processing department.  

21.  Click Print  icon to print declaration form. 

 

  

Figure 1.6-24:   List of Registered Worker Screen 
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1.6.3 View Account Ledger  

Steps: 

22. To check the latest updated account balance, click on the Payment 

side menu and sub-menu will be listed. 

23. Click on the View Account Ledger side sub-menu and page will be 

displayed. 

24. Updated Current Balance is displayed. 

25. Deposit (cash in) transaction history is displayed. 

 

 

Figure 1.6-25:   View Account Ledger Screen - Deposit 
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Steps: 

25. Click on Transaction tab to view transaction list details. 

26. Transaction List displays details of Worker, PMI Service Fee Amount, 

Commission and Final Fee. 

 

 

Figure 1.6-26:   View Account Ledger Screen - Transaction 
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1.7 Glossary 
 

Term Definition 

P3MI Perusahaan Penempatan Pekerja Migran Indonesia 

 

PMI Pekerja Migran Indonesia 

 

Agent Perusahaan Penempatan Pekerja Migran Indonesia Staff 

 

PKSB Petra Kencana Sdn Bhd 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

40  

 

1.8 Appendix 

1.8.1 User Category and Menu 

 

No. User Category Main Menu Sub Menu 

 

1 Super Admin Dashboard  

 

  Maintenance Manage Company Profile 

   Manage User (All) 

 

  Payment Manage Payment 

   View Transaction 

   View Account Ledger 

 

  Manage Worker Register Worker 

   Apply Card 

    

2 Register Officer Dashboard  

 

  Maintenance Manage User (Own) 

 

  Manage Worker Register Worker 

   Apply Card 

    

3 Finance Officer Dashboard  

 

  Maintenance Manage User (Own) 

 

  Payment Manage Payment 

   View Transaction 

   View Account Ledger 

 

Figure 1.7-1:   List of User Category and Menu in PMI Online 

 


