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The objective is to digitise the card office, manage applications for access cards, drive-in permits and authorisations via an online 
interface, use a single platform and make them environmentally friendly.

External staff can manage administrative matters related to access cards via the Online Card Office on the MOL Partner Portal.



Register on or log into the MOL Partner Portal to manage administrative matters.



The following pictures illustrate the registration process. It is obligatory to complete the 
fields marked with a *star* as required.



The registration shall be activated.



The screenshot shows the home 
screen of the new system, where you 

can click on the 'Card Office' menu 
item to manage administrative 

matters relating to access cards.

When you open the ‘Card Office' field, you will 
first receive a system warning that there is no 
active company registration, so the first step is 

to complete the data request form in the 
company registration menu to apply for or 
renew access cards, or to request access 

rights.



The screenshot shows the home 
screen of the new system, where you 
can click on the 'Card Office' menu 
item to manage administrative 
matters relating to access cards.

Open the 'Card Office' box to see the home page of the 
new system, which has five dropdown menus on the left to 
apply for access cards, drive-in permits, access rights, to 
register a new company and, finally, in the fifth menu, the 
data forms to apply for new access cards and to renew 
existing access cards.



New company registration:

The applicant is required to complete the fields marked with a *star*.



Application for personal access cards - New entrants:

The applicant is required to complete the fields marked with a *star*. MOL Group contact details are very important.
The card applicant shall pay attention to all instructions and act accordingly. Photos selected for upload shall meet the 
specification.



Changes in personal data:

This platform can be used if the name of the External Employee changes for any reason. It is mandatory to complete the fields 
marked with a *star* . If the applicant wishes to have a new picture on the new access card, he can upload it in the last menu item 
in compliance with the relevant specifications.



Replacing lost/damaged cards

If the External Employee has lost his access card or it is damaged and not working properly, he can request a new card on 
the page shown in the image. It is mandatory to complete the fields marked with *star*. It is also possible to upload a new 
photo as necessary.



Renewal (extension) of existing personal access cards:

In the case of External Employees, personal access cards are valid for 1 year. After 1 year, the access card shall 
be renewed, i.e. the validity of the card must be extended. It is mandatory to complete the fields marked with 
a *star*.



Application for drive-in permit

Application for a new drive-in permit:

The applicant is required to complete the fields marked 
with a *star*, according to vehicle properties. MOL Group 
contact details are very important. The card applicant shall 
pay attention to all instructions and act accordingly.



Request a new drive-in permit to replace a lost/damaged card:

If the External Employee has lost his drive-in permit or it is damaged and not working properly, he can 
request a new card on the page shown in the image. It is mandatory to complete the fields marked with a 
*star*.



Renewal (extension) of existing drive-in permits

For External Employees, drive-in permits are valid for 1 year. After 1 year, the drive-in permit shall be renewed, 
i.e. the validity of the card must be extended. It is mandatory to complete the fields marked with a *star*.



To apply for access rights:

External Employees do not have, nor can they request, access rights based on their workplace. 
Access rights can be requested for External Employees by the MOL Group contact person, so it is very 
important that the relevant contact details are completed correctly. 



For personal access cards
It is mandatory to complete the fields marked with *star*. In the case of applications for a fixed period, the period of validity shall be specified. For example, access 
rights requested for a non-regular meeting or visit may be for a fixed period, which shall be specified in the ‘reasons’ field.
The 'Access points' section is not marked with a star, but shall also be completed to ensure that the request is sent to the appropriate location.
Access rights can be requested for External Employees by the MOL Group contact person, so it is very important that the relevant contact details are completed 
correctly.
After management approval, the access right request will be forwarded to the CAS manager who will approve or reject the request. If the CAS officer approves the 
access right request, it is forwarded to the relevant card office, where the access right is granted.



Application for access rights for drive-in permits

It is mandatory to complete the fields marked with *star*. In the case of applications for a fixed period, the period of validity shall be specified. For example, access 
right requests for a non-regular meeting or visit may be for a limited period, which shall be specified in the justification section.

The applicant's drive-in permit number and the name of the vehicle owner are required.
The 'Access points' field is not marked with a start, but it shall also be completed to ensure that the request is sent to the appropriate location.
Access rights can be requested for External Employees by the MOL Group contact person, so it is very important that the relevant contact details are completed 
correctly.
After management approval, the access right request will be forwarded to the CAS manager who will approve or reject the request. If the CAS officer approves the 
access right request, it is forwarded to the relevant card office, where the access right is granted.



Company registration

External Employees may register a new company 
in the system using the platofrm shown in the 
picture.

It is mandatory to complete the fields marked with 
a *star*. If any of the fields are incorrect or 
incomplete, the company cannot be registered. 
The MOL buyer's telephone number and e-mail 
address are not marked with a *star*, but it is 
recommended to be completed.



Printable documents

To apply for a new access card, an acknowledgement 
of receipt completed and signed or stamped by the 
employer or company concerned is required. The 
employee shall bring it to the Card Office when he 
receives the access card. Without this, the card cannot 
be issued.

To renew or extend an existing access card, an 
acknowledgement of receipt completed and signed or 
stamped by the employer or company concerned is 
required. The employee can bring it to the Card Office 
or send a scanned copy to the Card Office. Without 
this, the card cannot be renewed.



THANK YOU FOR 
YOUR ATTENTION!
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