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Logging on for the first time

0 Go to https://ideal.dbs.com/ and Enter in your log-in credentials

sation ID

HKGTS

BONNIELAI

Login
Forgot Login PIN / Unlock Account
FAQ
User Guide
About Security

Enter in 8-digit Security
Access Code provided by
your Digital / Physical
Token and click Submit

Enterin 6-
digit
registration
code sent via

|

mail for first - -
J )
time log in =) m
d click - -
and clic 1. Launch IDEAL Mobile App 1. Press @ toactivate Press @ to get your
Login 2. Tap on “IDEAL Digital Token” 2. Enter your 6 digit pin S'E“PA‘W*" Y | Sy s g ‘éd
g 3. Tap on “Login to your IDEAL 3. Press @ to get your ecurity Access Code  Securlty Access Lode

account” Security Access Code

e Access the Customer Self Administration function via the Admin tab

xDBS DEaL v

F] Approvals

Accounts

o Announcement

9 L PONNE »  DBS-IDEAL CORP1 ¥
Payments Files Reports Forex (FX) Trade Finance Admin
[ —
HE FP ICus ‘u|<—
[ ——

Hi BONNIE

* 14 new message
e View business calendar
© MY PENDING ITEMS

¥ My approvals (51

ACCOUNT DETAILS

o Arrive at the Customer Self Service Admin Dashboard

IDEAL Dashboard

Users My Profile Company

v My outstanding requests (11) & Admin

audit trail report
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Creating New Users — Enquiry User

o Access Users tab and Click on Create a new user

IDEAL Dashboard Users My Profile Company
Back ta IDEAL 3.0 Home fiew and manage users View and manage my profile Setup and profile
ser Library
Manage your organization's users. Y or delete existing users, &) Admin audit trail report
I
: Create a new user
v Show additional filters ¥

o Enter in User Particulars of the user you would like to create

e Enter in IDEAL Settings of the user you would like to create. You may
enter your preferred user id for the new user.

o Set up the User Entitlement for the user you would like to create.
You may copy from an existing enquiry user or set up entitlement

manually

e T
: Copy from existing user :

1
1 5 user v :
: 1
All initial setting below will be taken from 5 Oy 1nese 5e 1
I . K = d i
1
l 1 \® Setup entitlement manually 1
1 1
L e e 1

Company name (Ong 10} . . . .
SEAL (OEE 1 (HGTSA @ Click on Yes if created user is a designated contact person

o o e e e e e e e e e o e o e e e 1

1
:ﬁnnl-m.l. person 1
1 this user an offsal contact persan or regresentative of your company ho _.':: Tatiers (A mamimu ol & users can be designated as contacl persc 3 |
1 ) 1
I & & 1
L e e e e e e e o o P o e P o o 1

Enquiry access
” 5 user chedtiview account mio
. e }

@ Click on Yes for Enquiry access and specify accounts

Enquiry details

Advanced encuiry options can be used 10 customize enguiry access Lo chegue slatuses, loans, and FX contracts

Transaction access

USET CAn Creabe or approve payments (of payment templates
Cancel
I
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Creating New Users — Enquiry User

e Verify user details
Create a New User

Create or add your colleag

them access to DBS IDEAL

2. Verify Details

Preview your new user's details
User particulars

Full name CHAN TAI MAN

Contact details bonlai@gts.com
+852 96357
Nationality/citizenship HONG KONG
Identity type S - Local Identity Number: A123456
Date of birth 01 Jan 2000
Ideal settings
User ID JANUARY
Language Traditional Chinese (Hong Kong)
Security device Digital Token (on IDEAL mobile app)

User entitlement
Parent company access
Company name (Org ID) DBS-IDEAL CORP 1 (HKGTSA)

Contaclt person User is the official contact person or representative for DBS matters
Enquiry access
Access of account statement

Hide advanced enquiry detail /%

Accounts

Current and
savings
accounts

DBS-IDEAL CORP 1-490000188-CNY
DBS-IDEAL CORP 1-781143618-HKD

DBS-IDEAL CORP 1-490000188-CNY
Cheque status | ppcinEAL CORP 1-781143618-HKD
Loan enguiry

FX contract
enquiry

Fixed deposit

0 Click Submit upon verification

e Pending Approval user creation alert will pop up at the top of the page
Your request has been submitted

#  User CHAN TAI MAN on 2019-04-17 has been created succe:

Create another user q

e Click Finish to complete Enquiry User creation to send for approval

Affected user name Last action by $

User (D)

CHAN TAl MAN BONNIELAL Pending approval
UANUARY) 15:27 , 17 Apr 2019
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Creating New Users — Transaction Maker User

o Access Users tab and Click on Create a new user

IDEAL Dashboard Users My Profile Company

User Library

Manage your organization’s users. You may add new users, suspend or delete existing users & Admin audit trail report

/  Filter by i D

0 Enter in User Particulars of the user you would like to create

Show additional filters

e Enter in IDEAL Settings of the user you would like to create. You may
enter your preferred user id for the new user.

Q Set up the User Entitlement for the user you would like to create.
You may copy from an eX|st|ng enquiry user or set up entitlement
manually

| Contact person
: Is this user an official contact person or representative of your company for DBS matters (& maximum of 5 users can be designated as contact person/s)

Enquiry access

o ki ~ccount o @ Click on Yes for Transaction access
¢ o and Select the option for Transaction
P e e e e e e - maker

I Transaction access
:_sa car create or approve paymenls (or payment termplates)

1
1'% e Ho <

Transaction access details

+| Transaction maker - user can create payments (or payment templates)

Transaction approver - user can approve payments (or payment templates)
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Creating New Users — Transaction Maker User

@ Select types of transactions (Payment / Payroll) and confidential Payroll
viewing permissions for the intended Transaction Maker User

Payments Transaction Template
Accounts Maker Approver Maker Approver
N N
All 18 accounts ~
1
Accounts Maker Approver Maker Approver
N N
AutoPay “
v ol
DBS-IDEAL CORP 1-781143618-HKD x
CHATS
v v
DBS-IDEAL CORP 1-781143618-HKD =
Telegraphic Transfer
v ol
DBS-IDEAL CORP 1-781143618-HKD x
ntra Company Transfer
v v
DBS-IDEAL CORP 1-781143618-HKD =
Account Transfer
v v
DBS-IDEAL CORP 1-781143618-HKD x
Bulk AutoPay
v v
DBS-IDEAL CORP 1-781143618-HKD %= 7
HK - Faster Payment
v v

DBS-IDEAL CORP 1-781143618-HKD x
Transaction management

User can help approvers submit offline approval requests
@ Select/Restrict types of accesses for
the intended Transaction Maker User

v|  User can modify or edil transactions created by others
v| User can delete transactions created by others
¥|  User can upload transaction files to initiale transactions

File upload enly- user cannot creale ransaction manually

File management Maker Approver
File upload ~/

File services el
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Creating New Users — Transaction Maker User

0 Select payee management parameters and Click Continue

Payee (beneficiary) management

Can this user create or manage payees

® s Mo
Payee (beneficiary) management details Maker Approver
v|  Local payee v
Foreign currency payment or international payee Payees created by this user
requires approval
Cancel
o Verify user details
g D 2. Verify Details
. , .
Preview your new user's details
User particulars
Full name LEE SIU MING
borisigt=@gmail.com
+852 96357
CANADA
P - Passport Number; ABC123456
Da rth 01 Feb 2000
Ideal settings
User ID FEBRLIARY
English (UK)
Security device Digital Token {on IDEAL mobile app)
Physical token
User entitlement
Parent company access
Company name (Crg ID) DES-IDEAL CORP 1 (HKGTS4)
Contact person User is not the official contact person or representative for DBS matters
Transachion Access User
- is @ transaction maker
Payments
Hide advanced payment options ,/\
Payment type Accaunts Transaction Template
AutoPay DBS-IDEAL CORP 1-781143618-HKD Maker Maker
CHATS DB5-IDEAL CORP 1-781143618-HKD Maker Maker
JelegWaphic | DBS-IDEAL CORP 1-781143618-HKD Maker Maker
ransfer
Intra Company g ’ 9
i D85-IDEAL CORP 1-781143618-HKD Maker Maker
Account
Transfer D85-IDEAL CORP 1-781143518-HKD Maker Maker
HK-Faster | paciDEAL CORP 1-781143618-HKD Maker Maker
Payment
Payrall

Show advanced payroll options 37
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Creating New Users — Transaction Maker User

0 Verify user details (Cont’d) and Click Submit

Transaction management User
- can modify or edit transaction created by others
- can delete transaction created by others
- can upload transaction files to initiate transactions

File management

File upload Maker
File services Maker
Payee management Payee maker ( Domestic )

User can make payee .

@ Pending Approval user creation alert will pop up at the top of the page

Your request has been submitted

+  Lser LEE 5IU MING on 2019-04-17 has b eated successfully with status Pending Approval.

@ Click Finish to complete Transaction Maker User creation to send for approval

S —— q

Request Affected user name Last action by Status
(User ID)
LEE SIU MING BONNIELA] Pending approval

(FEBRUARY) 17:50, 17 Apr 2019
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Creating New Users — Transaction Approver User

0 Access Users tab and click on Create a new user

IDEAL Dashboard Users My Profile Company
ser Library
Manage your organization’s users. You may add new users, suspend or delete existing users & Admin audit trail report
/  Filter by i D
4 Show additional filters %

e Enter in User Particulars of the user you would like to create
e Enter in IDEAL Settings of the user you would like to create. You may
enter your preferred user id for the new user.

0 Set up the User Entitlement for the user you would like to create.
You may copy from an existing enquiry user or set up entitlement
manually =TT T T T T m e

1'®  Set up entitlernent manual y
b e e e e e e e e e e e e e e e e e e e e e e
l @CIick on Yes if created user is a designated contact person
SRR S oottty -2t vty
1

Contact person H
I s this user an official contact person or representative of your company for DBS matters (A maximum of 5 users can be designated as contact person/s)i
I

1 ® Mo
I i

Enquiry access
Can this user checkf/view account info

@ Click on Yes for Transaction access and Select

Yes @ No the option for Transaction Approver
[fransaction access 1
: USEr CaN Create or approve payments (or payment emplates) 1
1
1® Yes Ma < 1
1 1
1 1
: Transaction access details :
1 1
: Transaction maker - user can creale payments (or payment lemplates) :
1 1
: +|  Transaction approver - User Can approve payments (or payment templates) < :
1 1
:_ 4—:— You may also Select

types of payments
Approver User can
Approve

Note: Dual admin control is required
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Creating New Users — Transaction Approver User

@ Select the approval group, Transaction types (Payments, Payrolls)

and confidential payroll viewing rights for this new User
User belongs to the following group of approvers

o
Transaction type
& & Transactson Ternplate
Accounts Maker Appeover Maker Aporover
i i
e e e el i s sl Rp——
=
Accounts Maker Appeover Mlaker Aporover
e I I SIS
| IR 1
I 1
I 1
K e e e e e e e e e e e e e e e e 1
v
DES-1IDEAL CORP 1-781 14361 8-HKD =
CHAT
L CORP 1 1=
aph
(| 1-7811a H
- o
14 -
risles
Ds-IDEAL CORP 1781 14361 8-HKD
1 14 H
HE - F

e Select Payee management settings for this new User

Payee (beneficiary) management

5 UsEr create or manage [ayes

Payee (beneficiary) management details Maker Approver
L oo o o
| F menl of inlernational payee «| Payees crealed Dy this use
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Creating New Users — Transaction Approver User

0 Acknowledge documentation requirements for submission, and Click Continue

All new approvers need to submit identity and proof of residential address documents to DBS

Note: Please print the cover letter
here for document submission

- _..-..’- l § I*

Cancel
e Verify user details m

@ 1. Input Deta 2. Verify Details

Preview your new user's details

User particulars

Sl nam Bonnie Lai
Contact details bonligm@gmail.com
+852 963500
ny/auzenship HONG KONG
5 - Local Identity Number: 123123
01 Feb 2000

Date of birtk

Ideal settings
User ID CSAUSERT
English (UK
Security device Digital Token (on IDEAL mobile app)
User entitlement
Company name (Org 1D DBS-IDEAL CORP 1 (HKGTSA)
Cont User is the official contact person or representative fior DBS matters

« Is @ transaction approver
- can only approve payments created by others (dual control)

Belong to Group A of approvers

Payments.
Hide advanced payment options /A

AutoPay DBS-IDEAL CORP 1-781143618-HKD Approver Approver
CHATS DES-IDEAL CORP 1-781143618-HKD Approver Approver
Telegraphic | nac inEAL CORP 1-781143618-HKD Approver Approver
Transfer
Intra Company | r
e DES-DEAL CORP 1-781143618-HKD Approver Approver
ety DES-IDEAL CORP 1-781143618-HKD Appe
HEK - Faster
=i DBS-IDEAL CORP 1-781143618-HKD Appraver Approver

Payroll
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Creating New Users — Transaction Approver User

e Verify user details (Cont’d) and Click Submit

Fayroll
Hide advanced payroll options
Teayol |
. R . (Confidential 1 " P 1. 18-
Note: Confidential :Darﬂ” detals : Das-IDEAL CORP 1-781143618-HKD Approver Approver
Payroll details will larevisinle}
. . —pl 1
be visible to this ! Payroll DBS !
1 {Confidential ? ; ;
user 1 payrol details : DBS-IDEAL CORP 1-781143618-HKD Approver Approver
Vo visible) 1
e -
Fayee management Payee maker and approver { Domestic and international )

User can make and approve payee

payee created by this wier requares approval

Cancel Save as draft m

9 Complete User creation request by submitting hard-copy supporting
documents (for Approver) and Click Finish

Your request has been submitted

+ User Bonnie Lai on 2019-04-17 has been created successfully with status Pending Approval

All new approvers noed to submit identity and proof of residential address documents to DBS

. Print this request form via
e I €<— C(licking this link to submit with
= supporting documentation

Create another user

@ Approver User creation request submitted with Pending Approval
status reflected on the Dashboard tab
(Note: Upon receipt and completion of verification for Approver’s
supporting documents, Bank will further proceed approval for this
new Transaction Approver request)

| New user crea Bonnie La MARS 14 Pending approva

(CSALUSER1 10:18, 14 Jan 2019
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Creating New Users — Copying an Existing User Profile

o Access Users tab and Click on Create a new user

IDEAL Dashboard Users My Profile Company
ser Library
Manage your organization’s users. You may add new users, suspend or delete existing users & Admin audit trail report
Show additional filters %

0 Enter in User Particulars of the user you would like to create
e Enter in IDEAL Settings of the user you would like to create

o Select the option to “Copy from existing user” and Click continue to
complete User Set-up

Step 3: User Entitlement

&
|

® Copy from existing

uses
MARS1S dHE aT54 BOMMIE LA e

BONNIE LANMARS14) entithement has been pre-populated below.

Parent company access

Company name (Org ID)

DBS-IDEAL CORP 1 (HKGTSA)
Contact person

Note: User
entitlement list will

* Y N ™

Enquiry access
r or checkfview 2

. e N ) be copied and
Transaction access — automatica”y
5 . create m:”p'm R expanded for review.
Transaction access details You may further edit
B Transaction maker - user can create payments (of payment templates — these entitlements

Cance
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Creating New Users — Copying an Existing User Profile

e Verify user details and Click Submit
Create a New User

(] ' 2. Verify Details

Preview your new user's details /!
User particulars
LEE SIU MING
bonl | _@gmad.com
+852 9637

CANADA
P - Passport Number: ABC1 23456
ate of bint 01 Feb 2000
Ideal settings
User ID FEBRLIARY
English (UK}
Digital Toker {on IDEAL mobile Sppd
Physical tolen
User entitlement
Parent company access
ompsany Org ID) DESIDEAL CORP 1 (HEGTSA)
User is not the official contact person of representative for DES matters

User
is a transaction malker

Payments

Autofay DESADEAL CORF 1-781143618-HKD L Maker
Mlaier

CHATS DESADEAL CORP 1-781143618-HED Maker

Liser
can madify of edit trarsaction created by othen
can delete trarsaction created by others
oo uphond tranaaction el o iniate tranaacions

File upload MAaker

Fibe servced Wsker

Payer maker | Domessic |

Uiser can make payoe

Cancel

e Pending Approval user creation alert will pop up
Your request has been submitted

~  User LEE SIU MING on 2019-04-17 has b

o Click Finish to complete “Copy from existing user”

Create another user
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Viewing / Modifying Existing Users

@ Access the Users tab to view all Users within your organisation

@ Search for existing user in the Search Bar
@ Click on User to View User settings

IDEAL Dazhbeaed @ i Users E My Profile Coemparry
__________________ ]
User Library
o 1
Qisoiernr |
'------I |-;----'|
—— LA
:':_;7““.
Copy H
i Edit @ :
; I
e Click on User Particulars, IDEAL Settings or Entitlements for | ™ i
- - Suspend 1
Viewing bt e e
) SSDEZELILTELE
User Particulars IDEAL Settings Entitlements @
Full name Bonnie Lai AT
ontact details b Dgtcom
4852 9635
Mationaltywatizenship HOMNG KONG
identity type 5 - Local ldentity Number: 123123
Date of birth 01 Jan 2000

@ Click on Edit to Modify User Particulars, IDEAL Settings or
Entitlements in the “Edit a User” screen and modify User profile

Edit a User

Edit an existing user and access to IDEAL

1. Input Details

OR
@ Click on Action and Click Edit to access User modification page directly

o Click on Continue after necessary modifications have been made
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Viewing / Modifying Existing Users

o Verify modified user details and Click Submit
Edit a User

[ ] 2. Verify Detadls
Preview your new user's details
User particulars

Bonnie Lai
bei@gts.com
+852 963500
HONG KONG

dentity hyp 5 - Local identity Number: 123123
Date of t : 01 Jan 2000

Ideal settings

o Tragitonal Chirese (Hong Kong)

ALY R Dugital Token (on IDEAL mobile app)

User entitlement

Parent company access

DES-DEAL CORP 1 (HXGTSA)

User is the officlal contact person of representative for DBS matters
User

5 3 trargaCton Aporover
an only approve payments created by others (dual control)

Belong to Group A of approvers
Payment

Hids adeanond eatant coliong
HK-Faster | DBSIDEAL CORP 1-781143618-HKD Approver Approves
Pavment

Fayee maicer and approver ( Domestic and international )

e

* payee creatiod by the Uner requines

} SPLIOWE

e Pending Approval user modification alert will pop up
Your request has been submitted

0 Click Finish to submit Modify User Request for approval

Create another user m
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Deleting Existing Users

@ Access the Users tab
@ Search for existing user in the Search Bar
@ Click on User’s ID to View User settings

IDEAL Dashboard 1 Users

My Profile Cormpary

User Library

________ pmmmme B
I Copy H
: Edit :
: Delete @ i
e Click on User Particulars, IDEAL Settings or i> spend !
. . . 1
Entitlements for Viewing } Unlock  securty device I
User Particulars IDEAL Settings Entitlements @

@ Click on Delete to Delete User

OR

@ Click on Action and Click Delete to delete User directly from User Search page

o Click on Delete and Dismiss when “Confirm Delete” pop-up appears

User APPLE CHAN (APPLECHANT) will be

1
1
1
1
: Deletion of user APPLE CHAM (APPLECHAMN1) has
| permanently deleted.

1

1

1

1

1

been sent for approval.

Note: Deletion of Users is an irreversible function
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Suspending Existing Users

@ Access the Users tab
@ Search for existing user in the Search Bar

IDEAL Dashoard I Lsars 1 %4y Profile Cornparry

User Library

o Click on Action and Click Suspend to Suspend User

e Click Confirm and Dismiss when Suspend user pop-ups

appear
I © Suspend user i I N lear memdime ot et S
1 @ Susp i I @ User pending suspension !
1 1
1 1
: Organisation HEGTSA : : :
i 1 | Suspension of user BON(MARS35) has been sent for H
| UserID MARS3S 1 ) i
I :—»: approval. i
| Full name BON I : I
| i ; !
1 1 : 1
1 Cancel [ 1 1
1 ! H 1
e e e e e e e e e - L e e e e e —— A

ALAR -
VIARS 14 Pending approval
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Activating Existing Users

@ Access the Users tab
@ Search user to be re-activated in the Search Bar

AARS 3G A3k == =-==%1
MARS35 Ma 1 =Uuspend | Aporoved
Appro Leeeem -
pom=mmmm22
: Copy
Account Status | 9t
should reflect | Delete
1
Suspend : Re-activate
1
1 Unlock a security device
L

0 Click on Action and Click on Re-activate to activate suspended User

e Click Confirm and Dismiss when Re-activate user pop-ups appear

1 ; e -
1 - 1 . . . 1
i @ Re-activate user i @ User pending re-activation |
1 1 1
I I i
| Organisation HEGTSA 1 Re-activation of user BON(MARS35) has been sent for |
1 ! approval. H
| UseriD MARS3S H H
1 1 1
| Full name BON H H
1 1 1
1 S S g 1
1

1 Cancel

1

S S g

Request Allecled user name Lasl aClsan Dy Slalus

BON BOMNNIELA Pending approva
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Unlocking Security Devices

@ Access the Users tab

@ Search user whose security device requires to be unlocked in the Search Bar

: IDEAL : Dashboard @: i.l‘.v!f! : My Profile : Company
L 4
User Library
| R
- Balee = Afcount Swatis =  Apor 1
BOMNNIE Maker Active Approved E_[-"_":-ﬁ-cr-:ra-i
y——— |
e R !
. . . Copy
@ Click on Unlock a security device P E
[t 1
. o . 1
0 Enter in unlock challenge code and Click Confirm | Delete E
= . 1
© Unlock security device I Suspend ® E

el
————————————— 4
Organisation HKBRGTSA This unlock challenge
code will be the 8-digit

I BONNIE .
yser 1D code displayed on the
Full name BON locked security device
Security Device 1234567890

Serial Number

1
lunlock Challenge 3636394

Cance

e Unlock security device request will be sent for approval

@ User pending unlock security device

ce for user BON (BOMMIE) has been sent for

i

BOM MARS33 Pending approval

{BONNIE) 11:25, 16 Dec 2018
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Approving Requests

o After maintenance request (Create / Modify / Suspend / Re-activate) has been
submitted, the designated Approver will be able to Access All Pending
Approval Requests via the Dashboard tab

]
IDEAL H Dashboard 1 Users My Profile Company
Back 0 (DB 2.0 Hoss [ | View and raanage y peoill wous and cxrofie

v My outstanding requests(10) @ Admin audit trai repor

. 1
Show all (10) Saved (0} l ®  Pending approval (5) 1 Partially approved (0) Rejected (1)
______________
Pending document check (0) Pending bank pracessing (0) Bank rejected (0 Completed (4) Approved (0)
I'H . '
L Show additional filters
Requ s nar Last actio =Ll
ser |
| L sTTTTT"T"T"T""T""T" """ """

I
a Click on type of Request to Delete, Reject or Approve submitted request
Re-activate suspended user request

Status Pending approva
Initiated by C Jz 8 hrs
Last action by BONNIELAI 15 Jan 2019 15:18 hrs
Organisation 1D HKBRGTS4 o mmm——— —————————————— 1
_::gj.dcrjn,; BA%rtuNe i.Canrp_ l Delete l Reject j
e Follow the Approval steps and Click Approve to approve request
i ===
© Confirm Approval : DBS IDEALS :
Following request's will be approved: : ALERTE YO':I' are :
o user for e approving
i BONNIE- son : request(s). If you :
! did not approve this H
1 request please call 1
Approve | DBS. To proceed H
1 use this Challenge: 1
. i 2Wyh-50655825. ]
@ S2nN3 ng o YO g5 20 5m one L ____________________ 1
Get Challenge via SMS
@ Enter the Challenge into either of these security tokens to generate a Response
f ra
Qv .. 98
® erorespon ’
I Approve

@ 21



b

DBS IDEAL

Approving Requests

o Approve request notification pop-up will appear and approval status
on the Dashboard tab will reflect “Completed” and the new user
profile will be updated in the bank’s system

® Request approved
Note: Dual Authorization
BONNIE - BON is Completed must be in place — Each
Administrator cannot approve

m his/her own request

Request Affected user name Last action by Status
(User 1D}
BON MARS14 Completed
(BOMNIE) 19:01, 10 Apr 2019

e Email and SMS notification alerts will be sent to all IDEAL administrators as
well as IDEAL approvers upon successful admin request approval

Wed 4/10/2019 7:02 PM
DBS eAdvice Corporate
<DBS IDEAL = CSA request created (Activate User - BONNIE PO SHAN LAI)

To Bonniel

We have recerved approval from MARS14@HKGTSA for (Activate User - BONNIE PO
SHAN LATI). The request status is now Completed. If unauthorised, please call DBS
BusinessCare.

<DBS IDEAL>

We have received
approval from
MARS14@HKGTSA
for (Activate User -
BONNIE PO SHAN
LAl). The request
status is now
Completed.

If unauthorised,
please call DBS
BusinessCare.
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Viewing Company’s Profile

0 Access Company tab and Click on Company Profile to view company details

IDEAL Dashboard Users My Profile Company
: Company Profile
Company settings Gmpmﬂy
P - ma
: Company Profile JI Bank Account Settings  Approval Policies Approval Groups  Trad
. (BF
Clickon — | &, 1
DBS-IDEAL CORP 1 e
er Print @
Yes to save
11/F THE CENTER Company
99 QUEEN'S ROAD CENTRAL Profile as
CENTRAL
99999 PDF or
NA print
st code NA
ountry HONG KONG
Active Corporation

in-.i I'--\_--_-_-I ed Bank, 24-Mar-2019, 11:39
o Scroll down to view Company’s contact person(s)

Company contact person

Cantact information Contact Name one no Mobile no Ermail Address

USER2 96357244 bonnielai@dbs.com
e Scroll down to view Company’s Service / Approval Information and

Payee / Beneficiary Categories and Details

Service information )
Click on User ID
th the right entitlement can approve their own payments

" to zoom into
User’s profile

Single control - Ap

Payee / beneficiary approval 1

IDEAL Customer Self Administratio 1
n approval

unt for IDEAL fees 7811436180HKD
HKD

Click on “View
details” to view payee

1
1
1
1
1
1
i
H / beneficiary details
1
1
1
1
1
1
1
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Viewing Company’s Bank Account(s)

G Access Company tab and Click on Company Profile to Access the Bank
Account Settings tab and view Bank Account Settings

IDEAL Dashboard Users My Profile Company
Company settings CompamgProtie
Jeo tt creen to view and manaae re - Graupl@cw
Company Profile | Bank Account Settings 1 Approval Policies Approval Groups ~ Trg 2r€ Payments more elcenty
e @ e

Hide additional filters

4

Approval status Show a v Utilize filters to zoom
into a particular bank
Account type Show a ~ et | Search
ShowAll acco 5 by *Accoun 1

DBS-IDEAL CORP 1-781143618-HKD

Deposit
Active 016 (478) bank, 11:02, 24 Mar 2019 Approved
e e e e e e 1
1 Show more details 3y 1
gttty @._I
Services Subscribed
Enquiry Payments Payro Collection
Current and savings accounts  HK - Account Transfer HK - Management Payroll HK - Bulk Collection
Cheque status HK - AutoPay Payment HK - Payroll
HK - Bulk Payment HK - Payroll - 02
HK - CHATS Payment
HK - FPS

HK - Telegraphic Transfer
Intra Company Transfer

Others

Proxy Addressing

4
Click on Show more details
to view subscribed services
within the Bank Account
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Creating a New Approval Policy

0 Access Company tab and Click on Company Profile to Access the Approval
Policies tab and Click on Create a new policy

IDEAL Dashboard Users Iy Profile Compary

Group Cvenarw

Company settings Company Proti

1 5
Company Profile  Bank Account Settings : Approval Policies : Approval Groups Tz ™

Cash management = policy
Trade finace approval A
T STOG] B STiowy o, I

ow all policies, sort by 2 Policy name

CASH

Key in Policy name and Policy description and Select approval policy to
be created for Payments or Files

IDEAL Dashboard Users My Profile Company

Create a New Approval Policy - Cash Management

1. Input Details

Step 1: Approval policy details

Policy name
TESTING!

Policy description
TESTING

Approval policy for
& For payments Fries
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Creating a New Approval Policy — Approval Policy Per Payments

@ Select accounts, payment types and set amount tiers and approval
flows and Click continue for Approval Policy Per Payments

Accounts

1
Select 5

Accounts e e

for This policy will apply to the following payment types.
approval
policy Select payment
creation < Payments more opti types for
approval policy
Payyoll ow more ot and Click ‘show
more options’
Collections 1 opi to Select
detailed
Others e applicable
payment types
Step 2: Set amount tiers and approval flows
Select ek
Il:urr\dl-l'u:yI 1
Currency e _ I
and Define | :
amount 1 :
tiers by | From amountiHKD)  To amount{HKD) :
inputting i [100.01 !
) 1

From and b

To amounts Set the approval flow fo amoun
Approval order
L Unorderad appeoweal '.':u.'.
Approval flow
Select the authoriser groups need in approval flow
o
Select
Approval® -
Groups

Select approval
order and
approval flow

| Click to aFid
amount tiers
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Creating a New Approval Policy — Approval Policy For Files

@ Select for Approval Policy for Files and select approval policy by File
total or File highest amount

IDEAL Dashiboard Users My Profie Compary

Approval policy for

Create approval

policy by File o e kel b et ot arailast e e i
total or File
highest amount

File highest amount - bated on the highest ar

Step 2: Set amount tiers and approval flows

I I

Select Currency icusrency !
. I !

and Define I WG w H
amount tiers by : |
inputting From 1 |
I From amount(HKD)  To amount(HKD) 1

and To amounts | i
I | IEEE |

Set the approval fiow for this amount range

Approval order
®  Unordered approval flow Ordered approval flow Select approval
Appwrwal flow order and
Select the authonser QOIS eed i approval fiow approval fIOW
Vierifier needed before 3 Releausr ronded befone al
AR OVErS APPrOVETS
Select
Approval <— w
Groups
T "

Click to afjd
amount tiers

27
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Managing Existing Approval Policies

G Access Company tab and Click on Company Profile to Access the
Approval Policies tab to view existing Approval Policies

IDEAL Dashboard Users My Profile Coempany

Company settings

Company Profile Bank Account Settings  Approval Policies Approval Groups  Trade Finance Settings

Sparch results displayed for
Mty Seasch | show All, Show All, Show Al

BN e -
E i i i Click to sort
C_ASH H existing
' H : H Approval
d ] Policies
View details of ,_____________________________________l _____
Approval Policy <—} """ Bank 17:21 14 5ep 2018 Approved
and amount tiers "'f,'.:,z't._.._.... i i ! Click Action to
and approval flows i s Modify or
fm:namount—lo amount Unwﬁfn:.-d approval flow : ‘ Dt : Delete existing
e hd gl — H Approval

Policies

From amount - to amount Unordered approval flow
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Creating a New Approval Group

0 Access Company tab and Click on Company Profile to Access the
Approval Groups tab and Click on Create a new group

IDEAL Dashipoag Users Nty Prodie Compary

Company settings

1
Company Profile  Bank Account Settings  Approval Policies | Approval Groups iaﬁe Finance Settings
1

a Enter in Group name and Group type and Add users into the Approval group
Create a New Approval Group

1. Input Details

Step 1: Approval group details

Group name

Group type
®  Approver

Ste;ﬁ' 2: Add users to group
Ui

Users
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Creating a New Approval Group

e Verify Details and Click Submit
Create a New Approval Group

(] it Dt 2, Verify Details

dh
hY

Preview the approval group

prame  Group 2
G Approve
SIOUP LSETS BON-BONNIE (Transfer from Group & )

@ 1. input Detail @ 2 verity Det 3. Submit for Approval

Create a New Approval Group

Hll

Approval group has been submitted

sfully with status Pending Approval.

¥ Approval Group Group Z om 2019-04-12 has beer

Group name  Group Z
Group type  Approver

GIoUp Lsers BON-BONNIE (Transfer from Group A

. ] r
e e aorover” ! I TN
L 1

complete Approval Lo S e e —
Group creation or

Click Create

another Group
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Managing an Existing Approval Group

0 Access Company tab and Click on Company Profile to Access the
Approval Groups tab and Click on Action to modify or delete approval

group

IDEAL Deshboard Users My Profile Company

Company settings

1 1
Company Profile  Bank Account Settings  Approval Policies : Approval Groups | Trade Finance Settings
p g 10 per g
i by -. |
TEM Apnrover Prp— 1 [F/g] Action
" ' " =
i Modity
19:15 02 Apr 2019
Dalete
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Viewing Group Overview Details

0 Access Company tab and Click on Group Overview to Access the Group Overview

IDEAL Dashboard Users My Profile Company

Sompony Profie

Group Overview iGroup Overview |

e Click on individual company names to access selected company profile

Note: You may access selected company profiles only if you are an administrator
for that company
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Generating Audit Reports

o To generate Admin audit reports, Access the Dashboard tab and
Click Admin audit trail report

IDEAL Dashboard Lisers Wy Frofile Company
» My outstanding requests (11) 5 Admin auai vad report__ |
&
®  Show a3l (1 Sawed {0 Pending approval (6 Partially approved (0
7 2 1
a SOpro a
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Frequently Asked Questions

0 How many approvals are required for an maintenance request to be fully
approved?
A: The number of approvals required is as per the administrator setup form.
IDEAL Customer Self Administration module requires a minimum of one
administrator to approve the request. Companies can choose to have a more
stringent approval requirement, if needed. IDEAL Customer Self
Administration module supports a maximum of 5 levels of approval.

@ Why is the challenge code sent to my mobile phone. Can it be sent to my

email instead? Is it possible to show it on the screen?

A: In our ongoing effort to make banking simple and secure for our
customers, it is required that all requests triggered from IDEAL Customer Self
Administration module are authorised via a challenge code triggered to the
administrators registered mobile only. IDEAL Customer Self Administration
module will also send real-time notifications to administrator when any new
request is triggered or approved by them.

Q Will | be notified when | approve a new maintenance request?
A: Yes. DBS will notify administrator when he/she approves a request to
add/edit/delete any user. The notification is extended to all administrators plus
all transaction approvers with in the company. IDEAL Customer Self
Administration module will reflect the updated status of the request as soon
as the approval is done.

Q What happens after my request to add/edit/delete an user is approved?
A: When the request is approved, IDEAL Customer Self Administration
module will check if additional approvals are required from another
administrator and it will route the request for further approval. If additional
approval is not required, then the request will be processed by the bank and
the changes will take effect immediately.

Except for the case where you are adding a transaction approver or
upgrading a user to transaction approver access, additional supporting
documents are required from the approver. IDEAL Customer Self
Administration module will guide you to submit required documents to DBS

to activate your user.
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Frequently Asked Questions

Q What happens if | do not submit the additional documents required for a
new transaction approver user?
A: The process of your user creation will be delayed. Supporting documents
are required to activate new transaction approvers. If the required supporting
documents are not submitted, user record will not be activated.

Q How do | entitle a user to have access to enquire / create Documentary
Trade instruments?
A: Currently, access to trade module cannot be granted via IDEAL Customer
Self Administration module. Kindly fill up the IDEAL maintenance form for this.
You can find the IDEAL Maintenance form on www.dbs.com

Q How do | suspend / terminate Administrators? How long does it take?
A: You may suspend / delete Administrators via IDEAL Customer Self
Administration module, the same way you will suspend / delete normal
users. It will take effect as soon as the request is fully approved.
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Thank you!

Thank you for choosing DBS IDEAL as your online banking business tool! More new
screen experience will be coming soon in this year! Now you can go to try out all

these newly designed screens and let us know your experience by taking this simple
survey.

Disclaimer

The document is published by DBS Bank Ltd. (company registration no.:
196800306E) ("DBS") for DBS IDEAL customers and is for information only.

The information in this document is property of DBS and is protected by
applicable intellectual property laws. No reproduction, sale, distribution,
publication, broadcast, circulation, modification, dissemination, or commercial
exploitation of such information in any manner is permitted.

DBS accepts no liability for any losses or damages (including direct, special,
indirect, consequential, incidental or loss of profits) of any kind arising from or in
connection with any reliance and/or use of the information in the User Manual.

DBS Reserves the right to amend the information in this document.

© 2019 DBS Bank Ltd. All rights reserved.



