
Audit Confirmation on DBS IDEAL

User Guide – HK



How to Apply for Audit Confirmation via 

Online IDEAL Maintenance Form 
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How to Apply for Audit Confirmation via Online IDEAL Maintenance Form 

1. Select “Add user(s) or edit existing users’ services and roles” 2. Select “Add new user” or “Update existing user’s services and roles” 

and “add specific services and roles only”
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How to Apply for Audit Confirmation via Online IDEAL Maintenance Form 

3. “Transaction Authoriser” and authoriser group must 

be selected to enable the audit confirmation service 

4. Select “Others” and enter “Audit confirmation” in 

the textbox



How to make a request



How to make a request

Step 1

Click on “Accounts” 

1 2 3

Step 2

Select “Audit Confirmation”

Step 3

Select “Create Request”

For existing DBS IDEAL users granted with Audit Confirmation access



How to make a request

Step 4

Input financial year end (FYE) to be audited - There are 2 ways to input Financial Year End (FYE) to be audited. 

4a 4b

• Please input at (1) End of month if your company’s FYE 

falls on the last day of the month. Example: 31 Dec, 30 

Nov, 30 Sep. 

• For future dates, you may select up to 3 months in 

advance. Example: if today is 16 Mar 2025, you can select 

up to May 2025.

• Please input at (2) Specific date if your company’s FYE 

does not fall on the last day of the month. Example: 15 

Oct, 11 Jan. 

• Please note this option might take up to 7 working days.



How to make a request

Step 5

Input Audit Firm Name



How to make a request

Step 6

3 delivery options are made available and fees are as per screenshot below. 

FASTEST

• We strongly encourage you to select “email only”, to enjoy greater convenience, lower fees and help us reduce our carbon footprint.

• Upon completion of the request, your auditors will receive an email with the encrypted Audit Confirmation response from us. 

+

Note: Pricing is subject to DBS’ discretion. 



How to make a request

Step 7a – 1

Click “Add new email” button

If delivery method “Email” is selected 

7a

(1)

• Input the 1st email address and Nickname and click “Add 

another contact” to add more email addresses. 

• You may indicate up to 10 email addresses in 1 request. 

Popup 

will appear 

• If you have inputted a wrong email address, click on the 

“Bin” icon to delete. 

• Once the email addresses are 

inputted, please proceed to click 

“Save & close” button.

• Please be reminded to ensure the 

accuracy & completeness of the 

email addresses inputted as the 

successful delivery of the Audit 

Confirmation response is dependent 

on the details submitted. 

• As the Audit Confirmation response will be sent directly to 

the Auditors’ email address(es), the file will be encrypted 

with the password of your choice. 

• Please be reminded to save and relay the password you 

have chosen for this request to the relevant auditor(s) in 

secured channel. Neither the bank or IDEAL will store 

your password and display to you again once the 

password was set. 

Step 7a – 2

Encrypt response document with password.

7a

(2)



How to make a request

If delivery method “Postal” is selected

Step 7b

Input addressee name and address



How to make a request

Step 8

Select account to be used for settling the fee 

• You may select from a drop-down list of Current Account / 

Savings Account (CASA) for the fee to be debited. 

• As there is a fixed fee to be debited, please be reminded to 

select a CASA with sufficient funds to prevent request from 

failing. 

8 9

Step 9

Acknowledge the declaration



How to make a request

Step 10

Once all mandatory fields are 

inputted, please click “Review”. 

Step 11

Review and submit after 

verifying details are accurate

Step 12

This indicates that your request 

is successfully submitted. 

10 11

• You may take note of the reference 

number indicated on this page & 

track the status in real time on the 

Dashboard page.

• Press Finish to return to the initial 

Audit Confirmation Dashboard page. 



You will be notified via email when…

When request is 

Received by Bank

When request is 

Modified by customer

When request is 

Completed / Rejected by Bank



Status Enquiry



Status Enquiry

Check your request status on IDEAL Audit Confirmation page
Click to view details / edit the request

Status Definition

Received Request is received by the Bank and is being processed. 

Completed Request has been processed. 

Rejected Request has been rejected by the Bank. 

Once request is 

completed, click to 

download audit reply letter. 

A similar copy is also 

forwarded via email to 

auditors if email delivery is 

selected. 



*Modification is allowed only when request is in “Received status” 

and during 9am to 830pm daily.

How to edit a request



Step 1

Login IDEAL, click on “Accounts” 

1 2

Step 2

Select “Audit Confirmation”

Step 3

Click on the reference number

3

How to edit a request



How to edit a request

Step 4

Scroll down and click Edit

4

Step 5a – If delivery method “Email” is selected 

Edit auditor’s email and password 

for document

Step 5b – If delivery method “Postal” is selected 

Edit addressee name and postal 

address

Step 6

Review and submit modification
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