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How to Access CSA Module
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How to Access CSA Module

1. Click on Manage company & users on the main menu

X DBS IeAL g Tt 0 554

DBS-IDEAL i
Hi
Ln_l Dashboard We no longer support some non-mandatory SMS alerts. To continue receiving alerts, please ensure that your registered e
Accounts
DBS-IDEAL
HKD-Hong Kong 999.86
AUD-A 0.00
A 0.00
CHF-Swiss Franc 0.00
hinese Yuan 0.00
rone 0.00
Manage HK FPS Proxy EUR-E 0.00
Unlock and Reset Logins GBP-Pound Sterling 0.00
Manage company & users - 0
Customer Self Administration
z Ze 0.00
e 0.00
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How to Access CSA Module

2. Arrive at the Customer Self Service Admin Dashboard

X DBS IDEAL CUSTOMER SELF ADMINISTRATION Ryan

DBS-IDEAL

IDEAL Dashboard Users My Profile Company Reports

mmary View and manage users View and manage my profl

w

Setup and profile fiew and manage reports

v My outstanding requests (3) @ Admin audit trail report

®  Showall(3) Saved (0) Pending approval (0) Partially approved (0)
Rejected (0) Pending document check (0) Pending bank processing (0) Bank rejected (0)

Completed (3) Approved (0}

Yy Hite eque ected user name, user 1L =St atto Show additional filters Y
View up to 10 per page
Request Lastaction by & Status

nrofile Cash Management RAPHAEL' Completed

14:22, 27 May 2022

orofile Cash Management RAPHAEL1 Completed

08:33, 27 May 2022
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Creating New Users
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Creating New Users

1. Select Users — View and manage users

Ryan
DBS-IDEAL

X DBS IDEAL CUSTOMER SELF ADMINISTRATION

] Summary Wigw an ¢

IDEAL Dashboard Users My Profile Company Reports

View and manage my profile Se

v My outstanding requests (3) @ Admin audit trail report

®  Showall(3) Saved (0) Pending approval (0) Partially approved (0)

Rejected (0) Pending document check (0) Pending bank processing (0) Bank rejected (0)

Completed (3) Approved (0}

Yy Filter by request, atected User name, user [1, or last action by Show additional filters %/
View up to 10 per page
Request Lastaction by & Status

lodify policy profile Cash Management RAPHAELT Completed

14:22, 27 May 2022

lodify policy profile Cash Management RAPHAEL1 Completed

08:33, 27 May
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Creating New Users

2. Click on Create a new user

X DIBS IDEAL CUSTOMER SELF ADMINISTRATION Ryan

DBS-IDEAL

IDEAL Dashboard Users My Profile Company Reports

Back to IDEAL Home Summary View and manage users ‘iew and manage my profile Setup and profile View and manage reports

Create a new user sers, suspend or delete existing user
vl e er or usar ID N .
= Show additional filters %7
View Up 10 10 per page
ysers UserID Roles Account Status & Approval Statu Action

Crysta CRYSTAL Maker Active Approved [W) Action
Approver

cnguiry

ERIC Maker Active Approved [W) Action
Approver -Group B...

enguiry
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Creating New Users

X DIBS IDEAL CUSTOMER SELF ADMINISTRATION e IDEAL

3. Enter the required information to create a new user
* Full name
+ Email address
* Mobile phone number 1. Input Details
« Nationality/ citizenship
* ldentity type
* ldentity number
« Date of birth

IDEAL Dashboard Users My Profile
Back to IDEAL Ho summarn ew and manage and manage m

Company
iew a etup and profile

S8

Create a New User

Step 1 : User Particulars

Full name (s in identity document/passport)

Contact details
Email address

Used for one-time passwords

Mobile phone number

Nationality/citizenship

HONG KONG SAR v
Identity type Identity number

X - 1D Document v
Date of birth

01 Jan 1931 B

=(DBS



Creating New Users

4. Edit IDEAL settings of the user you want to create. You may enter your preferred used id for the new user.

Step 2: IDEAL Settings

User ID

DBSSTAFF2

Language

English (UK) v

o

Security device <
v'|  Digital Token (on IDEAL mobile app)

Physical device - additional fee

You may choose either Digital
Token or Physical device, or both.

ric characters,i.e. A-Z,0-9

=(DBS




Creating New Users

5. Assign an entitlement to the user you want to create. You may either copy from an existing user or set up manually.

Step 3: User Entitlement

® Copy from existing user

Select a user

Copy from existing user

Felect a user v
YHISANG a

RAPHAEL

GTSTY

RYAN

ERICK

All initial setting below will be taken from this user. You can modify these setting.

Set up entitlement manually

=(DBS

Parent company access

Company name (Org ID)
DBS-IDEAL CORP 6 (HKGTSZ)

Contact person
Is this user an official contact person or representative of your company for DBS matters (A maximum of 5

® Yes No

Enquiry access
Can this user check/view account info

® Yes No

Enquiry details

Advanced enquiry options can be used to customize enguiry access to cheque statuses, loans, and

11



Creating New Users

If you want to set up entitlement manually:
» Select the account(s) that the user can check/view account info

Parent company access

Company name (Org ID)
DBS-IDEAL CORP & (HKGTSZ)

Contact person
Is 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)

® Yes No

Enquiry access
Can this user check/view zccount info

® VYes No

Enquiry details

Advanced enquiry options can be used to customize enquiry access to chegue statuses, loans, and FX contracts.

Accounts

All 12 accounts ~

Show advanced enquiry detail Y

Transaction access
User can create or approve payments (or payment templates)

® Yes No

=(DBS

Tra
use

Accounts

All 12 accounts

v Select all 12 accounts

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

v DBS-IDEAL

DBS-IDEAL

*hkkkkkkkkkhkk

*kkkkkkkkkkkkk

*kkkkkkkkkkkkk

*kkkkkkkkkkkkk

Fkkkkkkkkkkkkk

Fkkkkkkkkkkkkk

*kkkkkkkkkkkkk

*kkkkkkkkkkkkk

Fkkkkkkkkkkkkk

*kkkkkkkkkkkkk

Fkkkkkkkkkkkkk

*kkkkkkkkkkkkk

“CNY
“AUD
-EUR
-UsD
DKK
“NZD
“HKD
CHF
NOK
-CAD
JPY

-HKD




Creating New Users

If you want to set up entitlement manually:
» Select the transaction type(s) and respective role(s) that the user can process

. Transaction type
Transaction access

user can create or approve payments (or payment templates)
TS Maker Approver Maker Approver
Transaction access details No sccounts selectad ~
Transaction maker - user can create payments (or payment templates) IR EEIEREIEED
Transaction approver - user can approve payments (or payment templates) /| AutoPay
~
Transactfon Releaser - user can release payments (after all the approvers have approved the payment)
v| CHATS
Transactfon Verifier - user can verify payments (before the approver start to approve the payment). Note that user who created the payment ~
transactiof cannot verify the same payment transaction by himself/herself.
v|  Telegraphic Transfer
Transarctinn fune
v|  Intra Company Transfer
If you want to set up a Transaction Approver, please submit the
required documents to avoid any delays in the approval process. S e
For details, please refer to P.25.
v|  Bulk AutoPay
>

=(DBS
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Creating New Users

If you want to set up entitlement manually:

» Select the transaction type(s) and respective role(s) that the user can process

Transfer Letter of Credit

Hide additional filters

Transfer LC Issuance

Import Bill under Transferred LC

Inquiry

Create/
Modify/
Delete

Template
Create/
Modify/
Delete

Settlement
Instruction
Alternate

Workflow *

Approve/
Delete

Offline
Approve/
Delete

Import Bill under Collection

Inquiry

Create/
Modify/
Delete

Template
Create/
Modify/
Delete

Settlement
Instruction
Alternate

Workflow *

Approve/
Delete

Offline
Approve/
Delete

Expert Bill under Collection

Hide additional filters Ay

Export Bill under Collection Application

Export Bill under Collection Discounting

=(DBS

Inquiry

Create/
Modify/
Delete

Template
Create/
Modify/
Delete

Settlement
Instruction
Alternate

Workflow *

Approve/
Delete

Offline
Approve/
Delete

Documentary Letters of Credit (Export)

Hide additional filters sy

Export LC Advising

Export Bill under LC Application

Export Bill under LC Discounting

Shipping Guarantee / Air Waybill
Endorsement

Inquiry

Inquiry

Create/
Modify/
Delete

Create/
Modify/
Delete

Template
Create/
Modify/
Delete

Template
Create/
Modify/
Delete

Settlement
Instruction
Alternate

Workflow *

Settlement
Instruction
Alternate

Workflow *

Approve/
Delete

Approve/
Delete

Offline
Approve/
Delete

Offline
Approve/
Delete

14



Creating New Users

If you want to set up entitlement manually:

» Click on Continue after selecting the transaction type(s) and the respective role(s)

Administration Inquiry Create/
Modify/

Show additional filters %% Delete

Inquiry Create/
Modify/
Delete

Show additional filters %%

Template
Create/
Modify/
Delete

Template
Create/
Modify/
Delete

Settlement
Instruction
Alternate

Workflow *

Settlement
Instruction
Alternate

Workflow *

Approve/
Delete

Approve/
Delete

Offline
Approve/
Delete

Offline
Approve/
Delete

I/We also acknowledge that the Bank will be updating its records with the details herein which would replace any existing details which the Bank may have in its

records.

In addition, the Bank may use and rely on any personal data provided by me/us, and may disclose such personal data to service providers, to communicate,
authenticate or otherwise deal with me/us and my/our office holders or employees in connection with the provision of banking products and services to me/us.

=(DBS

Cancel
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Creating New Users

6. Review user details and click on Submit upon verification

Create a New User

Create or add your colleague t

give them access to DBS IDEAL.

o 1. Input Details 2. Verify Details 3. Submit for Approva

Preview your new user's details

PERLIY U I L G U S ] A Rl

- can delete transaction created by others
- can upload transaction files to initiate transactions

File management

User particulars

File services Maker
Approver

Proxy Addressing

Full name RYAN  **** . Maker
Proxy Addressing Approver

. Fx Contracts
Contact details ryan **x+*  @dbs.com e
+B52  kkdokkkokk Book

FX Contracts B
Merchant Portal

Nationality/citizenship Sl
Audit Confirmations

Identity type X - ID Document: 12%*23

PR MR Payee maker and approver ( Domestic and international )
R User can make and approve payee .
Date of birth P




Creating New Users

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

1 I Piesaile A Varids Daraile
@ ' Input Details @ 2 very Detals

3. Submit for Approval

Your request has been submitted

¥ User RYAN LEUNG on 2022-06-06 has been created successfully with status Pending Approval.

User particulars

Full name RYAN  **x*

Contact details ryan *xxex @dbs.com

+852  xhkkkdokk

Mationality/citizenship rdkdk
dentity type X - ID Document: 12%%23
Date of birth kA |

=(DBS
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Creating New Users —

Copying an Existing User Profile
L
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Copying an Existing User Profile

X DIBS IDEAL CUSTOMER SELF ADMINISTRATION e IDEAL

1. Enter the required information to create a new user
* Full name
+ Email address
* Mobile phone number 1. Input Details
« Nationality/ citizenship
* ldentity type
* ldentity number
« Date of birth

IDEAL Dashboard Users My Profile
Back to IDEAL Ho summarn ew and manage and manage m

Company
iew a etup and profile

S8

Create a New User

Step 1 : User Particulars

Full name (s in identity document/passport)

Contact details
Email address

Used for one-time passwords

Mobile phone number

Nationality/citizenship

HONG KONG SAR v
Identity type Identity number

X - 1D Document v
Date of birth

01 Jan 1931 B

=(DBS



Copying an Existing User Profile

2. Edit IDEAL settings of the user you want to create. You may enter your preferred used ID for the new user.

Step 2: IDEAL Settings

User ID
6-20 alphanumeric characters,i.e. A-Z,0-9

DBSSTAFF2

Language
. The Language displayed on IDEAL
English (UK) v
I You can choose either

Security device < Digital Token or Physical

I device, or both.

v|  Digital Token (on IDEAL mobile app)

Physical device - additional fee

=(DBS
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Copying an Existing User Profile

3. Select Copy from existing user and click on Continue to complete user setup

Step 3: User Entitlement

®  Copy from existing user

Select g user LT

GTSTY

TONY

YHTSANG

GT5TY1

=(DBS



Copying an Existing User Profile

4. User entitlement list will be copied and automatically expanded for review. You may edit these entitlements if needed.

Parent company access

Company name (Org ID)
DBS-IDEAL CORP & (HKGTSZ)

Contact person

I= this user an official contact person or representative of your company for DBS matters (A maximum of 5 users can be designated as

Yes ® No
Enquiry access
Can this user check/view sccount info

®  Yes No

Enquiry details

Advanced enquiry options can be used to customize enguiry access to chegue statuses, loans, and FX contracts

Accounts

All 12 accounts ~

Show advanced enquiry detail %

Transaction access
user can create or approve payments (or payment templ ates)

®  Yes No

=(DBS

Contact person/s)

If you want to set up a Transaction Approver, please submit the

required documents to avoid any delays in the approval process.

For details, please refer to P.25.

Transaction access
USEr CEM Create or approve payments (or oayment templates)

8 Yes Mo

Transaction access details

B Transaction maker - ussr Can Create peyments (or peyment templates)

B Transaction approver - user C2n spprove

User can unly Spprove peyments creat

R TR T P = e [ [fems e e oy eF e e (=
®. [NOT RECOMMEMDED] Use ve their own p

rs have approved the payment)

[

Transaction Verifier - user can verify payments (before the approver start to approve the payment). Mote that user who created the payment
transacion cannot verify the same payment transaction by himsshi/harseli.

Transaction type

22



Copying an Existing User Profile

5. Tick the confirmation box before submitting the request

6. If the new useris a transaction approver, he/she is required to submit HKID and proof of residential address documents for
identity verification.

— - (R L=

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

Please send us the following documents to avoid any delay in your IDEAL Approver setup.

1) Printed copy of this request (you can print a copy after submission of this

A )

| Certified true copy of Residentisl address proof (e.g. recent utility or phone kill, bank statement or correspondence from & government agency)
| Certified true copy of either Hong Kong ldentification card OR. Passport

| RYAN hs

(8]

reed this reguirement on 06 Jun 2022

/We also acknowledge that the Bank will be updsating its records with the details herein which would replace any existing details which the Bank may have in its
records.

n addition, the Bank may use and rely on any personsl dsts provided by mefus, snd may disclose such personsl dsts to service providers, to communicate,

authenticate or otherwise desl with me/us and my/our office holders or employees in connection with the provision of banking products and services to mefus.

=(DBS
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Copying an Existing User Profile

7. Review user details and click on Submit upon verification

Create a New User

Create or add your colleague to give them access to DBS IDEAL

@ . input Details 2. Verify Details

Preview your new user's details

L1 NI U A L PRI | e e L A P 3

- can delete transaction created by others
- can upload transaction files to initiate transactions

File management

User particulars File services Maker

Approver

Proxy Addressing

. Maker

Full name RYAN  #xkx Proxy Addressing Approver
FX Contracts

Contact details AN kkkkk bs.com

- Ty @d FX Contracts Book
$852  Fxkkkkkx Contracts

Merchant Portal

Nationality/citizenship L Audit Confirmations

Identity type X - ID Document: 12%*23 Payee management

Payee maker and approver ( Domestic and international )
User can make and approve payee

Date of birth ]

Save as draf

=DBS



Copying an Existing User Profile

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

Your request has been submitted

¥ User RYAN LEUNG WAI YIU on 2022-06-06 has been created successfully with status Pending Approval.

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

Please send us the following documents to evoid any delay in your IDEAL Approver setup

1) Printed copy of this request (you can print 5 copy after submission of this request

For creating a transaction approver or
upgrading an existing IDEAL user to a

transaction approver, please take note of these
required documents and submit them to DBS to

avoid any delays in the approval process.

In case you did not print a copy of the request
as stated in point 1, you may need to recreate
the CSA request.

2) Certified true copy of Residentisl address proof (e.g. recent utility or phone bill, bank statement or correspondence from & government agency)

3) Certified true copy of either Hong Kong Identification card OR Passport

User particulars

Full name RYAN  sokoxx

=(DBS
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Modifying Existing User Profiles

=_DBS 26



Modifying Existing User Profiles

User Library

M.

S o o eer 1T
I Y Filter by user or user ID Show additional filters %/

View Up to 10 per page

User & UserID Roles Account Ststus 3 Appraval Status Action

ABC TESTINGTESTING Enguiry Active Approved @A(tion
CHARISE CHARISE Enquiry Active Approved @A(tinn
Eric ERIC Maker Active Approved @A(tiﬂn

Approver -Group B..

Admin

Enguiry
JACOB JACCE Enquiry Active Approved
Johnson JOHNTO Maker Active Approved

=(DBS

[ Action
[ Action

Review user access

Search the existing user in the search bar, or click Show additional filters to sort users

RYAD

Hide additional filters #%

Status Show all
Group Show All
fele Show A.H
View up to 10 per page
Users User Zoles fecoumt Stzus e Approval Ststus fetion
an RYAL Maker Active Approved [ Action
Approver -Group B...
Enquiry
Ryan RYAL Maker Active Approved [ Action

Approver -Group B

Admin

Enquiry

27



Modifying Existing User Profiles

2. Click on Action and then Edit to access user modification page

View up to 10 per page 100 per page

User % UserID = Foles Account Ststus 5 Approval Status = Action

a1}

n RYAN Iaker Active Approved
Approver -Group B...
Enguiry

yan RYAN Izker Active Approved @ Action
Approver -Group B...
Admin
Enquiry

WA RYAN Maker Active Approved (& Action
Approver -Group B..
Enguiry

View up to 10 per page 100 per page

=(DBS

Copy

Delete
Suspend

Unlock a security device

28



Modifying Existing User Profiles

3. Modify user particulars, IDEAL settings, or entitlements

1. Input Details

Step 2: IDEAL Settings

Step 1 : User Particulars Heertp R

Full name (as in identity document/passport) Language

ryan The Langusge displayed on IDEAL

English (LK) A

. Security device
Contact details Y
Email address

+| Digital Token {on IDEAL mebile app)
Used for one-time passwords

ryan  okkkkk ;-;des.:o‘n

«'| Physical device - additional fze

Mabile phone number
Used for chsllenge code snd one

+852 v 1234 5678 J——

time passwords

Step 3: User Entitlement

Nationality/citizenship ik .
Copy from existing user
Identity type Identity r b Select a3 user '
X - 1D Document Note: Natlona“ty’ Identlty type’ Identlty Al ial setting belov De teken from this user. You can modity these setting

number, and date of birth can only be
Date of birth changed via IDEAL Maintenance Form.

JHkEdkkEEk]

@ Set up entitlement manually

“ DBS 29



Modifying Existing User Profiles

4.
5.

Tick the confirmation box before submitting the request

If the existing user is upgrading to a transaction approver, he/she is required to submit HKID and proof of residential address
documents for identity verification.

Trade Finance access
USer can create or approve rade INsTrUmMEntI(or rade instrument templates)

Yes ® o

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

Please send us the following documents to svoid sny delay in your IDEAL Approver setup

ertified true copy sidential address pro g recent utility or phone bill, bank staterment or correspondence from a government agency)

ertified true copy of either Hong Kong Identification card OR Passport

=
N
=
N

w RYAMN has read this requirement on 06 Jun 2022

n addition, the Bank may use and rely on any personal date provided by mefus, end may disdese such personal dste to service providers, to communicate,

=
rs or employees in connection with the provision of benking products and senaces to mefus

authenticate or otherwise deal with me/us and my/our office holde

=(DBS
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Modifying Existing User Profiles

5. Verify modified user details and click on Submit

o 1. Input Details 2. Verify Details

Modifications

Full name ryar )
ryan leung
Contact details HEEZ-  orrnnnk

+852 I kekkkkokokk

dentity type X=1b-Document:
X - ID Document;

Parent company access - DBS-IDEAL CORP 4

Transaction access User
- is a transaction maker and approver
- can approve the transactions they created
- Belong to Group B of approvers

You will see your deleted
items in PINK and updated
items in GREEN.

=(DBS —
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Modifying Existing User Profiles

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

o 1. Input Details o 2. Werify Details 3. submit for Approval

Your request has been submitted

¥ User ryan leung wai yiu on 2022-06-06 has been modified successfully with status Pending Approval.

User particulars

Full name ryan leung

Contact details ryam *xkekk @dbs.com
FHGD  Fkkkkokkk

Mationality/citizenship Frddd
dentity type X- 1D Document:
Date of birth Ak ]

m DBS 32



Modifying Your Own Profile
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Modifying Your Own Profile

1. Select My Profile to view your own profile

Ryan Wai Yiu Leung

X DIBS IDEAL CUSTOMER SELF ADMINISTRATION ren e Y Leurne

i e oo e A e
My Profile
User Particulars IDEAL Settings Entitlements
Lo A Edic # Delzte
Full name Ryan *kkk
Contact details ryan **** @dbs.com
+852 kkkkkkkk
Nationality/citizenship dedckdchd
dentity type X - ID Document: Y1 ****11
Date of birt FhdkkkARRRE

=(DBS



Modifying Your Own Profile

2. Click on Edit to modify your user particulars, IDEAL settings, or entitlements

Dashboard Users My Profile Company

LF ADMINISTRATION o Edit a User

Dashboard Users My Profile Company

1. Input Details

My Profile

User Particulars IDEAL Settings Entitlements
. R Step 1: User Particulars
—E Edit ADelete
Full name (s in identity document/passport
name Ryan Ryan
——
Contact detalls ryan @dbs.com
L -

Contact details
Email address

aos.com

D b P 5
+252 v Feckdok ok 'E_i S=snoens
Nati lity/citi hi ik . . . . . .
FHonayleitzenship Note: Nationality, identity type, identity
Identity type Identity number number, and date of birth can only be
X- 1D Document Kbl changed via IDEAL Maintenance Form.

=(DBS



Modifying Your Own Profile

3. Verify modified profile details and click on Submit

Contact details B T
+852 *kkkhhkk

Parent company access - DBS-IDEAL CORP

Enquiry access
Access of account statement

Account

- Accounts
type/Services

CUrrentantd | pac inEAL CORP  wmkkmntt  -USD
ﬂfeﬂﬂﬁﬁ B'BS‘I'B&L_EGRP_ *kkkkkkkk -HKB

Fixed-deposit

=(DBS

You will see your deleted
items in PINK and updated
items in GREEN.




Modifying Your Own Profile

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

=(DBS

@ 1. Input Details @ 2. Verify Details

3. Submit for Approval

Your request has been submitted

¥ User Ryan Wai Yiu Leung on 2022-08-04 has been modified successfully with status Pending Approval.

User particulars

Full name Ryan

Contact details ryan #xekx  r@dbs.com
+852 *kkkkkkk

Nationality/citizenship ek e

Identity type X - ID Document: Y1****11

DFFkrhhhIHE

Date of birth

37



Creating a New Approval Policy
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Creating a New Approval Policy

1. Access Company tab and click on Company Profile
2. Under Approval Policies tab, select Create a new policy
3. Choose either cash management or trade finance approval policy

=(DBS

Dashboard Users

Summary View and manage users

Company settings

Use this screen to view and manage your company sEtup

My Profile

age my profile

I Company
Setup and profile

Company Profile

Enrol Company Product

payments mare €
Company Profile Bank Account Settings | Approval Policies I Ap. )

Cash management approval policy

Trade finance approval policy

o TR

Snow all policies, sort by 4 Policy name

Cash Management
Cash Management

Selected Payments kkkkkokok
Intra Company Transfer, HK - AutoPay Payment, HK - CHATS Fkkkkrdk
Payment, HK - Telegraphic Transfer, HK - Account Transfer, HK

- Bulk Payment, HK - FPS

Selected Payroll

HK - Payroll, HK - Payroll - 02, HK - Management Payroll, HK -
Management Payroll - 02

Selected Collections

HK - Bulk Collection

Selected Others

DBS-IDEAL CORP 4 (HKD)
DBS-IDEAL CORP 4 (USD)

39



Creating a New Approval Policy

4. Enter policy name and policy description

Create a New Approval Policy - Cash Management

1. Input Details

Step 1: Approval policy details

Policy name
I CSAtraining deck I

Policy description

I demonstration on how to create a new approval po Cy I

=(DBS
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Creating a New Approval Policy

5. Select approval policy to be created for payments, files, or stop payments
6. Select account(s) for approval policy creation

Approval policy for
(@) Per payments Fles Stop Payment

Accounts

All 8 accounts -

Select all & accounts

N

DBS-IDEAL CORP  *+sesmins _HKD)

DBS-IDEAL CORP  skewsenss  -LUSD

NN

show more options %%

DBS-IDEAL CORP  wiewieniens  -EUR

N

DBS-IDEAL CORP  swmionnnnnx <|PY

show more options 3
DBS-IDEAL CORP  tetdorionior _SEK

N

N

DBS-IDEAL CORP  wwmiormines CNY

show more options ¥

N

DBS-IDEAL CORP  wsionnnionx - -CAD

N

DBS-IDEAL CORP  wiewieiens  -ALD

show more options ¥

=(DBS



Creating a New Approval Policy

7. Select payment types for approval policy and click on show more options to select detailed applicable payment types

This policy will apply to the following payment types.

Payments hide more options #

Intra Company Transfer
HK - AutoPay Payment
HK - CHATS Payment

HK - Telegraphic Transfer
HK - Account Transfer
HK - Bulk Payment

HK-FP5

LR L AP L L L L E [

Fixed Deposit Instructions

Payroll show more options 3w

D

| | Collections show more options 3w

| | Others show more options %

=(DBS
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Creating a New Approval Policy

8. Select currency and define amount tiers by entering From and To amounts
9. Select approval order and approval flow
10. Select the authoriser groups required in the approval flow

Step 2: Set amount tiers and approval flows

Currency
u HKD \v4

You might also add another
amount tier with different
approval group(s) for the same

policy

From amount(HKD)  To amount(HKD) |
Set the approval flow for this amount range

Approval order
®  Unordered approval flow Ordered approval flow

Approval flow

Select the authoriser groups need in approval flow.
Verifier needed before all Releaser needed after all
approvers approvers
Group A ~ |and Group B v |and Group C

=(DBS

+ Add alternative approve flow

+ Add another amount tier
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Creating a New Approval Policy

11. Verify details and submit the new approval policy

Create a New Approval Policy - Cash Management

Use this screen to setup a new authorisation CC“CJ'

@ 1 Input Details 2. Verify Details

Preview the approval policy

Policy Name CSA training deck

Policy Description Demonstration on how to creae a new approval policy
Approval policy Per-Payment

Accounts *rkxkxkk - DBS-IDEAL CORP 4 (HKD)

sxkkkxkk - DBS-IDEAL CORP 4 (USD)
*kxkkkkk - DBS-IDEAL CORP 4 (EUR)
xkxkxkxx - DBS-IDEAL CORP 4 (JPY)

Fxkkxxkk - DBS-IDEAL CORP 4 (SEK)

*Hxkxixk - DBS-IDEAL CORP 4 (CNY)
sxwkkxxx - DBS-IDEAL CORP 4 (CAD)
sxxxixrx - DBS-IDEAL CORP 4 (AUD)

Payment type Payments

Payrall

=(DBS



Suspending Existing Users

BDBS s



Suspending Existing Users

1. Access the User tab
2. Click on Action and then Suspend to suspend user

ryan RYAN Enquiry Active Approved @ Action
Copy B
RYANBACKUP RYANBACKUP1 Enguiry Active Approved Edit
RYANLY RYANLY1 Enquiry Active Approved Delete
Reset login details ]
RYANPAT RYANPAT1 Enquiry Active Approve Suspend

Unlock a security device

View up 10 10 per page 100 per page

© Suspend user

@ User pending suspension

Organisation HKGTSC
Suspension of user ryan wai yiu leung(RYANLEUNGSS8)
User ID RYAN has been sent for approval.

Full name ryan

=(DBS




Retriggering Welcome Pack
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Retriggering Welcome Pack

1. Access the User tab
2. Click on Action and then Reset login details

(W) Action

Copy
Edit

Delete

Reset login details I

ryan’ RYAN Enquiry Active Approved
RYANBACKUP RYANBACKUP1 Enquiry Active Approved
RYANLY RYANLV Enquiry Active Approve
RYANPAT RYANPAT1 Enquiry Active Approve

View Up 10 10 per page 100 per page

Suspend

Unlock a security device

Reset login details

details.

User name RYANLV

Phone number +852 63066785

New login details will be sent through email and SMS, please verify the contact

Email RYANWAIYIULEUNG@DBS.COM

A Existing login details including security token will be reset once this request

is approved.

=(DBS

© Reset login details pending approval

Reset login details request for RYANBACKUP has been sent for approval.
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Approving Requests
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Approving Requests

1. Access Dashboard tab and click on the request you want to approve

X DI3S IDEAL CUSTOMER SELF ADMINISTRATION yan

DBS-IDEAL:

Dashboard Users

0alk 10 IDEAL mome summary ew and manage users /1Y

My Profile Company Reports

v and manage my profile Setup and prcfile View and manage reports

v My outstanding requests (3) @ Admin audit trail report

®  Showall(3) Saved (0) Pending approval (0) Partially approved (0)
Rejected (0) Pending document check (0) Pending bank processing (0) Bank rejected (0)
Completed (3) Approved (0)
Ny e sque acted user name. user 1D . .
- Show additional filters %7/
View up to 10 per page
Request Sername Last action by & Status

Authorization Policy
Cash Management RAFHAEL1 Completed
14:22, 27 May 2022
orofile Cash Management RAFHAEL1 Completed

08:33, 27 May 2022

B(DBS



Approving Requests

2. Verify the details and click on Approve to confirm the approval request

Status Pending approval
Initiated by RYAN| 29 Sep 2022 10:25hrs
Last action by RYAMN| 29 Sep 2022 10:29hrs
Date and Time
User info
29 Sep 2022 10:29
User name RYANLY
Emiail RYAN sxtoioecex  (@DBS.COM
Phone number +852 63066785 Cancel ‘ Delete ‘ ‘ Reject

=(DBS



Approving Requests

3. Confirm approval with push notification, digital token, or hard token

If you approve the request using IDEAL Mobile:
» Click on Approve now and use the IDEAL Mobile app to approve
» Tap on the push notification and then swipe to approve

On mobile app
On desktop
Dashboard Users My Profile Company
Summary - . - . - = up and prefile

_ o
© Confirm Approval e 1444

[ Friday, 30 September

Following request/s will be approved:

New user creation for BOSS123 - BOSS1

A p p rove wnps  YOU are approving 1item.

ansaction m Tap to see more.

i Jeo tha [NEAL Mobile 200 10 2oeeus Transaction
Approve now
Alternatively, use your digital token or security device for approval 3

Cancel
wer

Mer(Hant porla

yee management Payee maker and approver ( Domestic and international )

=(DBS

14:44
< WhatsApp

Digital Token

®

30 Sep 2022 - 14:44

You are approving 1 request.

New user creation

wl 56 =

SWIPE TO APPROVE




Approving Requests

If you approve the request using digital token:

Select Approve 1537 P . .
On mobile app transactions < IDEAL Digital Token IDEAL Digital Token
= we. . Approve transactions
IDEAL Digital Token Approve transactions

Enter the challenge displayed on your

desktop / laptop

Login to your IDEAL account Enter the challenge displayed on your

Get Security Access Code desktop / laptap
Approve transactions >
Generate Response for transaction ap) in 1D 24541602

q o o o0 0 0P

On desktop
|
Dashboard Users
Summary - -
© Confirm Approval WHATS NEW
Following request/s will be appr vy <. B o ot i A S ; _ :
1.New user creation for BOSS123 - BOSS1 . _‘__ * 1 .2 3 ——
4 5 6
Approve :
insaction 7 8 9
Use the IDEAL Mobile app to approve tra :
: DONE  e—c— ] L
j l Approve | ;

&

Approve

Enter this Challengé

7116 5512

o your Digital Token or Security Device

@ Enterthisichal\enge to your Digital Token or Security Device

7116 5512

A 4

Enter Response

nter Response

59835018 53



Approving Requests

If you approve the request using hard token:

On hard Token

Enter your 6-digit PIN Press 3 Enter Challenge Code Return Response Code

On desktop
|
Dashboard Users
Summary - :

© Confirm Approval

Following request/s will be approveu.:

1.New user creation for BOS5123 - BOSS1

Approve

insaction m

Use the IDEAL Mobile app to approve tra
) APPLQ Approve
(*i%"f' ely, use your digital token or security device for approval )7

Enter this Challenge\o your Digital Token or Security Device

7116 5512

@ Enter this Challenge to your Digital Token or Security Device

7116 5512

v

@ Enter Response

=(DBS




Approving Requests

4. A successful notification message will pop up

ISTRATION

ird Users My Profile

g

_ O ] e ———— 5] Ly _
i cor frr iy WS TES W AR

d userrequest .. T

)

Pending app!

RYAN 29 Sep 2022 10:12hrs
RYAN 29 Sep 2022 10:12hrs
HKGTSC

=(DBS
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