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1. PCS - Login 
 

User can access Port Community System (PCS) if he/she is registered in the system and 
the user profile has been configured. Below is the screen shot of the Log-In page. 

URL: https://pcs.mwani.com.qa/pcs/login.faces 

 
 

• User name: Email ID as registered in the PCS system. 
• Password:  The user shall enter his/her password as shared by PCS Helpdesk. 
• Login button: Pressing the Login button will result in the system presenting the 

‘Landing page’. 
• Language selector: User can switch language by hitting the Arabic button and 

toggle back to English. 
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2. Add New user in PCS system 
 

1. Login to PCS application as the Focal Point / Super User of the Organization. 

2. Navigate to My Organizationà Employees. 

 

        

 

 

  3. Click on Add 
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4. Enter the Employee details (First and Last name, Arabic Name) 

5. Check the ‘Eligible System user’ checkbox (This is important to enable the user in the 
system) 

6. Select the Communication Type ‘Electronic Email’ and enter the Email ID.  

7. Click on + sign to add the Email ID. Add the Communication type ‘Cellular phone’ also. 

 

8. Select and Assign Role type. Click Add 

9. Employee will be added for the Organization. Click Save. 

10. New employee will be added successfully for the Organization 
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11. Select Manage Users in the menu.  

 

 

12. In the Manage Users page, click on Add button. The below popup will appear. 
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13. Select the Contact (Previously added Employee in My Organization). Username/Email 
ID appears. 

14.  Select the Role:  Customs Clearance Agent and assign.  

15.  Click Save 

16.  New user is added successfully with the assigned role to the system. 

 

 

 

 

Note: After adding the new user in the system, kindly share the Email ID/ First Name/Last 
Name of the new user at pcshelpdesk@mwani.com.qa. We will share the credentials to the 
respective users. 
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3. Haulier Functions 

3.1 Prepayment Advise 
 

1.  Login PCS using the credentials and home page will appear. 

2.  Click on My Invoices and select My Consignments. 

 

3. Provide the Terminal > CT1 

4. Provide the Bayan Number. 

5.  Provide Container Number if payment has to be made for the specific container. 

6.  Provide the Pay Through Date and click on ‘Request Prepayment Advice’ button. 

7. Invoice screen will appear with details of charges for each specific container. 
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8. Go through the invoice  

9. Click on Invoice PDF button to get invoice in PDF format 
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10.  Click on Pay button to initiate payment process via bank 

 

11. Provide the Payment Method  

     - Credit Card 

 

 

 

 

12. Once the payment method is selected, user is routed to payment gateway. 

13. Provide the Customer Details to complete the payment. 

14. Click on Next to proceed 
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15. Provide the Payment Information. 

16. Select the Card Type (Master or Visa type) 

17. Provide the Card Number, CVN and the card Expiry Details 

18. Click on Next to proceed the payment. 
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19. The invoice will be paid. 

20. User will be directed to Payment Confirmation  

21.The user shall be directed back to PCS Consignment Invoice screen and show the 
message as ‘Payment was successful’ 

22. Following changes shall be in the Invoice: 

 

a) Paid Amount: The amount user paid 

b) Invoice Status: Change from Draft to Final 

c) Invoice PDF: It will reflect Final Invoice. 
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3.2 Vehicle Booking Management 
 

3.2.1 New Vehicle Booking  

1. Click on Vehicle Bookings  

 

 

 

2. Enter the values required in Terminal, Movement and Booking Reference Number 

1. For Import, Enter Import Delivery Order Number 

2. For Export, Enter Export Booking Order Number 

3. For Empty Return Order, Enter Empty Return Order Number 

4. For Empty Release Order, Enter Empty Release Order Number 

 

3. Click on Search 
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4.  Based on booking reference number – System shows the list of Containers on the 
left side for the booking reference number 

5.  Right side – Slot Availability for a week time is shown 

6.  Select the Container to be booked from the list of containers 

7.  Select the preferred Time slot and click ‘Go’ 
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8.   System displays the Appointment Details for the selected container with the time 
slot  

9.   Select the Vehicle from the drop down. 

10.  Click on ‘Make reservation’. 
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    11.  Once the time slot is available and request has been verified, system will indicate with 
a green   mark that booking has been confirmed 

 

 

 

12. System displays the error message in case of booking rejected. Error is shown on the 
page to indicate the user of the rejection details. 

 

 

3.2.2 View My Bookings 

1. Click on ‘Vehicle Bookings’. 

2. Click on ‘My Bookings’. 
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3.   Click on Terminal for which the user wants to see the bookings 

4.   After selection of Terminal, Provide the Start Date and End Date 

5.    Click on ‘Search’   
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      6.   System displays all the appointments booked for the selected terminal and time 
period 

7.   Click on any ‘Appointment’   

 

 

8.   On clicking on the Appointment, the details of the selected appointment will be 
shown to the users  

9.  Click on Cancel to cancel the appointment 

 

 

10.   Click on Change Appointment to update the booking. 
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11.   User can update the Vehicle Number 

12.   Trucking company associated with the truck is reflected 

13.   Provide the updated truck plate. 

14.   Click on Make Reservation 

15.   Vehicle booking will be updated with the updated vehicle number. 

 

 

 

 

 

For questions and comments, please contact PCS Helpdesk @ +974 66797863/+974 4045 
3249.   Email: pcshelpdesk@mwani.com.qa 

 


