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ABBREVIATIONS ROLE  

Abbreviation  
 

DESCRIPTION  

SYS  SYSTEM   

C-CLRK  Consultant Applicant   

C-CON  Consultant   

C-APP  Consultant Applicant   

Table 2: Abbreviation Role Table  
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CHAPTER 1: INTRODUCTION  
  

The FCS System User Manual is designed to provide users with a comprehensive 

guide to effectively utilizing the FCS system. This manual serves as a reference 

document to help users understand the system’s functionalities, features, and 

processes to ensure smooth operation and efficient task completion.  

By following the instructions in this manual, users will be able to navigate the 

system with ease, perform necessary actions, and troubleshoot common issues. 

The manual is structured to accommodate both new and existing users, offering 

clear step-by-step guidance for system access and usage.  

Purpose  
  

The purpose of this manual is to equip users with the essential knowledge required to 

maximize the benefits of the FCS system. It provides:  

• A detailed overview of the system’s functions and capabilities to help 

users understand its key features.  

• Step-by-step instructions on accessing and operating the system 

efficiently.  

• Guidelines on alternative modes of operation and contingencies in case 

of system issues or errors.  

• Best practices and recommendations for optimal system use.  

This manual ensures that users can confidently navigate the system while 

maintaining security, accuracy, and efficiency in their tasks.  

  

Contact Information   

If users require further assistance or encounter any issues while using the FCS system, 

they can contact the Federation of Investment Managers Malaysia (FIMM) for support.  

Support Contact Details:  

   Phone: [Insert Contact Number]  

   Email: [Insert Support Email]  

   Website: [Insert FIMM Website]  
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CHAPTER 2: GENERAL SYSTEM INSTRUCTION  
  

2.1 User Log in  

  

The FCS system application is accessible only to registered users. Each user will be 

provided with a unique User ID and password to log in securely.  

To access the system, users must navigate to the main login page ([Insert URL]) and 

enter their credentials. For first-time users, an initial login setup may be required to 

activate their accounts.  

For security reasons:  

• Users should keep their login credentials confidential.  

• Passwords should be changed periodically to enhance security.  

• In case of forgotten credentials, users can use the "Forgot Password?" option to 

reset their password.  

  

Steps to Open the FCS System Website:   

1. Launch your web browser (Google Chrome, Mozilla Firefox, Microsoft Edge, etc.)  

2. Enter the FCS System URL in the address bar and press Enter.  

3. The login page will appear, allowing users to enter their credentials.    

2.1.1 Log in  

Access the Login Page  

1. On the homepage, locate the ‘Log in’  button and click it.  

2. In the User ID field, enter your registered User ID.  

3. In the Password field, enter your password.  
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Diagram 1: FCS Homepage 

Display Enter Your Credentials  

4. System will show sign in page, User need to insert this item  

• User ID  

• Password  

• TAC  

  

Diagram 2: Log in Display  

Successful Login  

5. Click    button and the system will be redirected to the FCS System 

dashboard.  
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  3.3  Profile Maintenance  

3.3.1 Consultant Update Profile  

 
  

3.3.1.2 Manual Steps  
  

1. Click Profile Management under the Consultant submenu.  

 

  

2. System will display the main page of consultant detail.  

3.3.1.1   Process Flow   
  

  

  

Diagram  170 :  Consultant Submenu   
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3. User click tab ‘Profile’, system will display profile details.  

 

Diagram 172: Profile Detail  

  

Diagram  171 :   Registration Info   
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4. Click , system will display submenu. System will display all 

action that can be done.  

i. Apply (Hide if both schemes registered)  

ii. Update Profile (Hide if no distributor attached)  

iii. Appeal (Hide if not revoked / no declaration done)  

iv. Renewal (Hide if not renewal period / no declaration done)  

  

 

  

5. Click “Update Profile” and system will navigate to Update Profile process.   

6. System will display the Profile Details section. User need to enters all 

desired details to be updated:  

  

Malaysian  

  

i. Name (Not updateable by consultant)  

ii. NRIC (Not updateable)  

iii. Race (Not updateable)  

iv. Nationality (Not updateable)  

v. Date Of Birth (Not updateable)  

vi. Age (Not updateable)  

vii. Gender (Not updateable)  

viii. Address  

ix. Postcode   

x. City  

xi. State  

xii. Phone Number (Not updateable)  

xiii. Alt Phone Number  

xiv. Email Address (Not updateable)  

xv. Upload Photo  

  
Diagram  173 :   Actions Menu   
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Diagram 174: Profile Update Section (Malaysian)  

  

  Non – Malaysian  

i. Name (Not updateable by consultant)  

ii. Passport No   

iii. Race (Not updateable by consultant)  

iv. Nationality (Not updateable by consultant)  

v. Passport Expiry Date   

vi. Working Permit Expiry Date   

vii. Date Of Birth (Not updateable)  

viii. Age (Not updateable)  

ix. Gender (Not updateable)  

x. Address  

xi. Postcode   

xii. City  

xiii. State  

xiv. Phone Number (Not updateable) xv.  Alt Phone Number  

xvi. Email Address (Not updateable)  

xvii. Upload Photo  

  



   

  

 

Project  Reference  File  Version  Date  Page  
Federation of Investment 
Managers Malaysia (FiMM)  ZANKO/FIMM/UM/V0.1  User Manual Document  1.0  24/03/25  

15  
  

  

 
Diagram 175: Profile Details section (non-Malaysian)  

  

  

7. Click  and system will display Academic Qualification section.  

  

 i.  Qualification Level options:  

a. SPM/SVM  

b. STPM/STAM  

c. Diploma  

d. Degree  

e. Master  

f. PhD  

  

ii.  User can add can add new academic qualification but cannot amend existing 

academic qualification.  
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Diagram 176: Update Qualification Section  

8. Click  and system will display Scheme Selection section. (No field to 

be updated here)  

  

  
Diagram 177: Scheme Selection Section  

  

9. Click  and system will display Type of Registration section. (Note: 

User can only update for Module Completion under this section)  

  

i. Examination  
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Diagram 178: Type of Registration – Examination  

  

ii. Exemption  

  

  
Diagram 179: Type of Registration Section – Exemption  

  

10. User can update the Module Completion under AP Completion section at 

Type of Registration section (For AP consultant only, must complete before AP expiry 

date, else will be terminated). User need to input these fields:  

 i.  Professional Qualification certificate (These fields depends on the  

Professional Qualification selected by user Pending AP 

Enrolment stage) ii. CMSRL No.  

 iii.  CMSRL Certificate  
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Diagram 180: AP Completion section  

11. Click  and system will display Screening Section: (No action to be done 

here)  

  

i. Under Screening section,   

  

a. Consultant can view failed CAS status.   

•  System will display an additional sub-section for CAS 

requirements, including remarks by LRA to inform the 

consultant of the requirements they need to fulfil.  

  

b. Consultant can view their bankruptcy status.  

  

  
Diagram 181: Screening Section  

12. Click  and system will display Others section.  

  

i. Upload Supporting Document  

a. User need to insert file name and choose the file to 

upload and click   

.  

b. Upon successful upload of the supporting document(s), 

system will display file details as below.  
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Diagram 182: Support Document Details  

c. If user did not insert file name, system will display an 

error message.  

  

Diagram 183: Error Message for Rename File Name  

ii. Upload Signed Consent Form (No update to be done here)  

iii. Declaration  

  

  
Diagram 184: Update Others Section  
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13. To submit the application,   

  

i. User have to read through the declaration form and is required to tick 

the agreement / declaration checkbox.  

  

 
  

a. If the detail is incomplete,  

•  System will display validation message if mandatory 

field is blank.  

b. If the detail is complete, •  System will prompt 

confirmation message “Confirm to proceed?”  

  

  
Diagram 186: Confirmation Message  

• Click , system will display successful application 

message and send the application to the Distributor.  

  

  
Diagram  185 :  Update Profile Application  -   Declaration   

ii.   User  click  ,  system will check   
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Returned  

1. In Application Status, under column Action, Consultant click button 

 at Profile Update application. (Status: Returned)  

  

 

2. System will display previously submitted application and consultant 

can edit these fields in all previous section:  

i. Profile  

ii. Academic Qualification  

iii. Scheme Selection  

iv. Type Of Registration  

v. Screening vi.  Others  

  
Diagram  187 :   Submitted Message   

•   Click  , s ystem back to   Application Status and Status  
change to ‘Submitted’.   

  

  
Diagram  188 :   Submitted Update Profile Application Status   

  
Diagram  189 :   Update Profile  Application Status  -   Returned   
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3. Consultant can view comment from distributor the reason for 

returning the application.  

  

4.  

  

5. System checking:  

i. If the detail is incomplete:  

a. System will display validation message if 

mandatory field is blank.  

  

ii. If the detail is complete:  

  
Diagram  190 :  Return Comment from Distributor   

Consultant   tick the agreement / declaration box and  clicks    to re - submit the  
application.   
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a. System will prompt confirmation message 

“Confirm to proceed?”  

  

  
Diagram 193: Submitted Update Profile Application Status  

  

Failed Bankruptcy Screening  

1. In Application Status, under column Action, Consultant click button  at 

Update Profile application. (Status: Submitted)  

  

  
Diagram  191 :   Confirmation Message   

b.   Click  , s ystem will display successful application message  
and send the application to the Distributor.   

  

  
Diagram  192 :   Submitted Message   

iii.   Click  , system back to Application Status and Status change to  
‘Submitted’.   
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2. System will display previously submitted application and consultant:  

i. Profile  

ii. Academic Qualification  

iii. Scheme Selection  

iv. Type Of Registration  

v. Screening  

vi. Others  

  

3. Under Screening section, Consultant can view failed Bankruptcy Status.  

  

  

Diagram 195: Failed Bankruptcy Screening  

  

  

                                 

  

  

  

  

  

  

  

  

  

  

  
Diagram  194 :  Application Status  –   Submitted   


