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PART A SPECIFIC INSTRUCTIONS 

1.1  The D-SIB completed reporting template (Appendix 4a) must be submitted to the 
Bank via the Integrated Submission Platform (ISP) at 
https://statsmart.bnm.gov.my/statsmart/ in accordance to guidance provided in 
parts B, C and D. 

https://statsmart.bnm.gov.my/statsmart/
https://statsmart.bnm.gov.my/statsmart/


Domestic Systemically Important Banks Framework  
BNM/RH/PD 028-107 
Appendix 5 – Submission Instructions 

 

3  

PART B GUIDELINES TO ACCESS TO THE INTEGRATED 
SUBMISSION PLATFORM (ISP) 

 
No. Activity By whom Date 

1. (i) Connect to the BNM Production 
environment (via internet) to access 
STATsmart Portal 
https://statsmart.bnm.gov.my/statsmart 

 
(ii) For new Reporting Entity (RE) Submitter 

and RE Approver, please register via 
STATsmart Portal. 
Please be guided by Sections 3.0 of the 
Integrated Statistical System (ISS) User 
Manual on STATsmart for Reporting 
Entities (July 2018) hereafter User Manual. 

(iii) For first time login, RE Submitter and RE 
Approver are required to change the 
password immediately to activate the 
account after the registration is approved by 
RE Security Administrator (SA). 

RE Submitter 
& RE 
Approver 

From 7 
February 
2020 

2. The appointed RE SA will be responsible to 
approve the registration of the new RE 
Submitter and RE Approver. 
Please be guided by Sections 4.0 of the User 
Manual. 

RE Security 
Administrator 
(SA) 

Upon 
registration 
of new RE 
Submitter & 
RE 
Approver 

3. Once the RE Submitter and RE Approver have 
been registered and activated in the STATsmart 
Portal, the appointed RE SA is required to login 
into the (ISP) via the ‘Support’ tab in STATsmart 
Portal to perform User Role Maintenance i.e. to 
assign RE Submitter and RE Approver to the 
relevant Submission Obligations as follows: 
Subject Area: Financial Statistics 
Sub-Subject Area: Industry Specific 
Reporting 
Submission Form Template: DSIB 
Submission Obligation Name: 
ASWP_DOMESTIC_SYSTEMICALLY 
IMPORTANT BANKS 

RE Security 
Administrator 
(SA) 

From 1 
March 2020 
until 31 
March 2020  
 

https://statsmart.bnm.gov.my/statsmart
https://statsmart.bnm.gov.my/statsmart
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 Please be guided by Section 9.1.4 of the User 
Manual. 

  

4. RE Submitter and RE Approver may then 
proceed with submission process accordingly. 
Please be guided by Section 9.1.10 of the User 
Manual. 

RE Submitter 
& RE 
Approver 

By 31 
March 2020  
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PART C FILE NAMING SPECIFICATIONS 
 

1.1 A RE shall name their D-SIB report in accordance with the following naming 
conventions: 

 
Component Data Type Possible Values 

Data Header CHAR(4) [DSIB] Domestic Systemically Important Banks 

FI Type NUMERIC(2)  [02] Licensed bank 

[03] Licensed Islamic bank 

[12] Licensed investment bank 

[33] Prescribed development financial 

institution 

[50] Financial holding companies 

FI ID NUMERIC(2) 01 to 99 

Data Type CHAR(4) [ISRP] Industry Specific Reporting 

Reporting Date DATE [31122019] DDMMYYYY 

Reporting 
Frequency 

CHAR(1) [A] Annually 

Example: Reporting date from 1 January 2019 
to 31 December 2019 

Form Version CHAR(4) [V1.0] VX.X 
Form version of Reporting Template as issued 
by BNM 

Extension  .xlsx 
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1.2 Below are examples of the file naming conventions for D-SIB report to be 

submitted to the Bank: 
 

(a) Commercial Banks 
DSIB_0217ISRP31122019A_V1.0.xlsx 

 
Domestic Systemically Important Banks (D-SIB) report for reporting 
date 1 January 2019 to 31 December 2019 from CITIBANK BERHAD 
on annual basis (format version 1.0). 

 
(b) Islamic Banks 

DSIB_0340ISRP31122019A_V1.0.xlsx 
 

Domestic Systemically Important Banks (D-SIB) report for reporting 
date 1 January 2019 to 31 December 2019 from BANK ISLAM 
MALAYSIA BERHAD on annual basis (format version 1.0). 

 
(c) Investment Banks 

DSIB_1215ISRP31122019A_V1.0.xlsx 
 

Domestic Systemically Important Banks (D-SIB) report for reporting 
date 1 January 2019 to 31 December 2019 from KAF INVESTMENT 
BANK BERHAD on annual basis (format version 1.0). 
 
 

(d) Development Financial Institution 
DSIB_3311ISRP31122019A_V1.0.xlsx 

 
Domestic Systemically Important Banks (D-SIB) report for reporting 
date 1 January 2019 to 31 December 2019 from BANK KERJASAMA 
RAKYAT MALAYSIA BERHAD on annual basis (format version 1.0). 
 
 

(e) Financial Holding Companies 
DSIB_5006ISRP31122019A_V1.0.xlsx 

 
Domestic Systemically Important Banks (D-SIB) report for reporting 
date 1 January 2019 to 31 December 2019 from HONG LEONG 
FINANCIAL GROUP BERHAD on annual basis (format version 1.0). 
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PART D USER MANUAL 
 
 

Note: Click on the icon to access the user manual 
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1.0 PREFACE 
 


1.1 Purpose 
 


This document provides guidance for RE Users on the usage of STATsmart 


Application. 


1.2 Acronym 
 


Acronym Definition 


BNM Bank Negara Malaysia 


ePKI Enterprise Public Key Infrastructure 


FYE Financial Year End 


ISP Integrated Submission Platform 


ISS Integrated Statistical System 


LAN Local Area Network 


OIC Officer In Charge 


REs Reporting Entities 


URL Uniform Resource Locator 


Table 1-1: Acronym 
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2.0 INTRODUCTION 
 


The STATsmart application is developed by Bank Negara Malaysia (BNM) as 


a centralised channel for Reporting Entities (REs) to perform submission, 


facilitate communication between the REs and BNM via Helpdesk and BNM 


Query and access reports and other publications upon approval by BNM. 


Submission operations and administration including tracking and monitoring 


are performed in the Integrated Submission Platform (ISP) which is accessible 


via STATsmart portal (STATsmart Applications tab). 


 
3.0 REGISTER AS MEMBER 
 


Currently, external user is able to register as a member of STATsmart portal 


by accessing from https://statsmart.bnm.gov.my/statsmart, via ‘Register as a 


Member’ function which is available from the Login page. 


 


 


Screen 3-1: Self-Registration Page



https://statsmart.bnm.gov.my/
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Screen 3-2: Registration Application Form
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Table 3-1: Registration Application Form Description


No Action Description 


1 Fill in the form and click on the 
“Register” button to submit the 
registration or click on the 
“Cancel” button to cancel the 
registration. User is  required  
to fill in the information 
specified below to proceed 
with the registration: 


 
1. Entity Type 


2. Designation 


3. Department 


4. Work Area / Reason for 
Request 


5. Work Area Description 


6. Email Address 


7. Password 


8. Verify Password 


9. Title 


10. Full Name 


11. NRIC No. 


12. Passport No. 


13. Telephone No. 


14. Mobile Phone No. 


15. Fax No. 


16. Security Questions and 
Answers 


1. All fields are compulsory except for: 


a. Telephone Number; 


b. Mobile Phone Number; and 


c. Facsimile Number. 
 


User must remember the security 
answer. In case user forgets their 
password, user needs to answer the 
security questions in ‘Forgot 
Password’ function to allow user to 
change to a new password. 
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4.0 APPROVE REGISTRATION OF MEMBER 
 


This function is only available to the Security Administrator (SA) of BNM and 


REs. If the institution has not appointed RE SA, BNM SA will approve 


registration of new user on behalf of the institution. 


 


 


Screen 4-1: My Tray Page 


 


Step Action Description Remarks 


1 To perform approval 
process  SA must click on 
the “My Tray” menu 


Upon clicking, system 
will direct user to My 
Tray page. 


Refer to 
Screen 
4-1 


2 Access to tabs in “My 
Tray” page 


Users are able to view 
the tabs available on the 
page are as follows: 


1. Summary; 


2. My Tasks; 


3. My Requests; 


4. My Group Tasks; and 


5. Alert. 


 


3 Click “My Tasks” tab Upon clicking, My Tasks 
page is displayed. 


Refer to 
Screen 
4-2 


4 Click the task with subject 
“Registration Request” and 
click “View Details” button 


Upon clicking, system 
will direct user to the 
approval page. 


 


5 Select “Reject” if to reject 
the registration 


Upon selecting, the 
“Reason for Rejection” 
field will appear. SA can 
key-in rejection remarks 
into this field. 


Refer to 
Screen 
4-3 
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Step Action Description Remarks 


6 Select “Approve” if to 
approve the registration 


No remarks field
 will appear. 


 


7 Click “Save” Decision and remarks 
will be saved but not 
submitted yet. 


 


8 Click “Submit” Upon clicking, the user 
will receive email 
notification. 


 


Table 4-1: My Tray Description 


 


 


Screen 4-2: My Tasks Tab 


 


 


 


Screen 4-3: Approval Page
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5.0 LOG IN 
 


There are two ways to access to STATsmart Portal: 


a) Via Internet (Wifi): 


https://statsmart.bnm.gov.my/statsmart/ 
 


 


b) Via NWI: 


https://statsmart.finet.bnm.gov.my/statsmart 
 
 
 


5.1 Login Page 
 


 
Screen 5-1: STATsmart Access Page 
 
 


1) At Screen 5-1, select to log in as Reporting Entities. The STATsmart 


login page for RE User’s access (Screen 5-2) will be shown as below.



https://statsmart.bnm.gov.my/statsmart/
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Screen 5-2: STATsmart Login (REs) 
 


2) At Screen 5-2, enter the User ID and Password into the respective input 


fields. *Note: Both User ID and Password are mandatory. 


 


5.2 Forgot Password 
 
 


Forgot Password function is available at Login page for RE users to 


reset their password. 


The user is required to enter his/her User ID and answer at least two 


security questions correctly to allow them to change the password. 


In case user forgets the security answers, user may request their RE SA 


to reset their password (refer to ‘Support’ section for details). 
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Screen 5-3: Forgot Password 


 


 


Step Action Description Remark 


1 From Login page, 
click on the “Forgot 
Password?” function 


User will be directed to 
“Forgot Password” page. 


Refer to 
Screen 5-2 


2 Key-in user id and 
click on “Submit” 
button 


Upon clicking, the security 
question page will be 
displayed. 


Refer to 
Screen 5-3 


3 Answer the security 
question and click on 
“Submit” button 


If two (2) questions are 
answered correctly, the 
‘Change Password’ page 
will be displayed. 


Refer to 
Screen 5-4 


4 Key-in the new 
password into “New 
Password” field and 
retype the new 
password into “Verify 
Password” field. Click 
on “Submit” button 


Upon clicking, a message 
“You have successfully 
changed your password” 
will be displayed. 


Refer to 
Screen 5-5 & 
Screen 5-6 


Table 5-1: Forgot Password Description 
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Screen 5-4: Forgot Password (Security Question page) 
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Screen 5-5: Forgot Password (Change Password page) 
 
 
 


Screen 5-6: Forgot Password (Successful Message page) 
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6.0 LOG OUT 
 


All users have to properly log out from STATsmart portal by clicking the 


‘Logout’ link at the top banner. Improper or failure to log out may cause the 


system to block the user from accessing the STATsmart portal until the RE SA 


clears the user’s session. 


 


 
 


Screen 6-1: Logout 
 


7.0 PORTAL CONTENTS 


7.1 Landing Page 
Upon successful log in, users will be able to view the STATsmart homepage 


as a landing page. The available information on the homepage is specified in 


Screen 7-1 and Table 7-1 below. 
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Screen 7-1: Homepage 
 
 
 
 







CONFIDENTIAL 


Integrated Statistical System                                      User Manual on STATsmart for RE 


 
 


Page 17 of 65  


 
 


No Item Description 


1 Landing Page After a successful log in, the user will 
see the landing page. 


2 Last Login Info Last login date and time of users. 


3 News and 
Announcement 


News and Announcement items published 
to all STATsmart internal and external 
users. 4 Search Box Functionality to search report and data 
profile. 5 Refine Search Functionality to perform a search by 
selecting the content type search fields from 
the drop down list to narrow the scope of the 
search. 6 Site Overview Overview of the portal content. 


7 Contact Us Details of BNM contact information. 


8 External Links Quick access to external links such as 
Bloomberg, Reuters, The World Bank and 
etc. 


 9 Latest Indicators Graph (data populated from selected 
reports). 10 Selected Reports Hyperlinks to static reports. 


11 Statistical Events List of statistical events held by BNM or 
related to BNM. 


12 Upcoming Events List of statistical events will be held by 
BNM or related to BNM in the future. 


13 Data Release Calendar Schedules on availability of statistical 
data to REs users. 


14 Statistical 
Research Paper 


List of statistical research papers. 


Table 7-1: Homepage Description 
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7.2 Top Navigation 


 


 
 


Screen 7-2: Top Navigation 
 


 
 


No Item Description Remark 


1 The top navigation 
contains links for 
navigating to the 
following: 


1. Home 


2. Applications 


3. Service Desk 


4. Support (Only SA can 
view) 


5. My Tray 


6. My Profile 


7. Related Links 


The detail descriptions are 
specified under the 
respective section of this 
document. 


 
The access to a particular 
page is depending on the 
access rights granted to the 
user. 


Refer to 
Screen 7-
2 


Table 7-2: Navigation Details 
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7.3 Applications 


Screen 7-3: Applications Page 
  


In the Applications page, you can navigate to the relevant STATsmart applications 
according to your access right.  For details of these applications, refer Section 9.0. 


7.4 Service Desk 


Screen 7-4: Service Desk Page 
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No Action Description Remarks 


1 In the Service Desk 
page, you can 
navigate to the 
following: 


 
1. Helpdesk 


2. BNM Query 


3. Contact Us 


1. Helpdesk: 


Channel to allow user to 
report incidents or raise 
queries. 


2. BNM Query: 


Channel to initiate query 
to the Reporting Entities 
and where REs respond 
to BNM queries 
pertaining to submission 
and data quality. 


3. Contact Us: 


Details of BNM 
contact 
information. 


Refer to 
Screen 7-4 


Table 7-3: Service Desk Page Description 
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7.5 Support 
 


Screen 7-5: Support Page 
 


 
 


No Action Description Remarks 


1 In Support page, you 
can navigate to the 
following: 


 
Security Administration 


The detailed 
functions are 
described under 
Section 10.0. 


Refer to Screen 7-5 


Table 7-4: Support Page Description 
 
 


7.6 My Tray 


Screen 7-6: My Tray Page 
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No Action Descriptio
n 


Remarks 


1 In My Tray page, you can 
navigate to the following: 


 
1. Summary 


2. My Tasks 


3. My Requests 


4. My Group Tasks 


5. Alert 


1. Summary tab: 
Indicates 
summary status of
My Requests, My 
Tasks and Alerts. 


2. My Tasks: 
To view and take 
action on tasks that 
has been assigned 
to user. 


3. My Requests: 
To view list of 
requests which 
have been 
submitted by the 
users. 


4. My Staff Tasks: 
BNM Supervisor to 
view and take 
action on tasks that 
have been assigned 
to his/her staff. 


5. My Group Tasks: 
To view and take 
action on tasks that 
have been assigned 
to user’s group. 


6. Alerts: 
To view tasks/ 
requests that 
are overdue. 


Refer to 
Screen 7-6 


Table 7-5: My Tray Page Description 







CONFIDENTIAL 


Integrated Statistical System                                      User Manual on STATsmart for RE 


 
 


Page 22 of 65  


7.7 My Profile 
 


Screen 7-7: My Profile Page 
 
 


Table 7-6: My Profile Description 
 


No Action Description Remarks 


1 In My Profile page, you 
can navigate to the 
following: 


 
1. Edit My Profile 
2. Change Password 
3. Edit Security 


Questions 


1. Edit My Profile: 
To edit own profile. 


2. Change Password: 
To change
 own password. 


3. Edit Security 
Questions: To
change security 
answers if 
forgot the password. 


 
The detailed functions are 
described under Section 
11.0. 


Refer to  
Screen 7-7 
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7.8 Related Links 


Screen 7-8: Related Links Page 
 
 
 
 


No Button/Field Description Remarks 


1 In the Related Links page, 
you can navigate to the 
following websites: 


 
1. Bank Negara Malaysia 


2. Bloomberg 


3. Reuters 


4. Islamic Financial 
Services Board 


5. Department of Statistics 


6. Kijang.Net 


7. Bursa Malaysia 


8. Bank for 
International 
Settlements 


9. International 
Monetary Fund 


10. The World Bank 


‘Related Links’ Page 
will be opened in a 
new window. 


Refer to 
Screen 7-8 


Table 7-7: Related Links Instructions 
 







CONFIDENTIAL 


Integrated Statistical System                                      User Manual on STATsmart for RE 


 
 


Page 24 of 65  


8.0 PORTAL NAVIGATION 
 


The portal navigation is divided into: 
 


i) Top level navigation menus: 
 


a. There are a total of seven top navigation tabs (varies according to 


role). Selecting one tab will show the landing page of that particular 


tab and the corresponding left navigation. 


b. Users will only see the particular top navigation tab that he/she has 


been granted access. Access to navigation and menus are configured 


by SA of respective REs. 


 


 


Screen 8-1: Top Level Navigation Menus 


 
 


ii) Left navigation menus: 


 
a. Navigation icon (triangle icon) indicates child menus are available. 


 
b. The left navigation is a three-level (parent-child-subchild) tree navigation. 


 
c. The slider on the pane divider allows user to collapse the left 


navigation and view the right content in full page. 


 


Screen 8-2: Left Navigation Menus 
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iii) Global links: 
 


Link users to Terms of Use, Privacy Statement, Copyright, Security Policy, 


Disclaimer, Site Map and Contact Us. The content of each of these links are 


self- explanatory. 


 


Screen 8-3: Global Links 
 
 


  







CONFIDENTIAL 


Integrated Statistical System                                      User Manual on STATsmart for RE 


 
 


Page 26 of 65  


9.0 APPLICATIONS 
 


9.1 Integrated Submission Platform (ISP) 
 


ISP is the platform for RE Users to perform submission operations and 


administration including tracking and monitoring. 


This section describes the step-by-step on the usage of ISP for the above 


purposes, which covers: 


1) Screen displays i.e. the user interface of the ISP; and 


2) Process flows i.e. a step-by-step guide and walkthrough in navigating 


through the whole system. 


 


9.1.1 Login 
 


 


 


Screen 9-1: STATsmart Portal Homepage 


 


1) To access to ISP, select Applications at the top menu bar of 


STATsmart Homepage (Screen 9-1) and select Integrated 


Submission Platform (ISP) on the left navigation menu. The BNM 


Web Single Sign-On (Web SSO) login page (Screen 9-2) will be 


displayed for first time login. 
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     Screen 9-2: Web Single Sign-on Login Page 


 


2) At Screen 9-2, enter the User ID and Password in respective input 


fields to access to ISP Homepage (Screen 9-3). This screen (Screen 


9-2) will be displayed for first time login or upon changing the 


password. For subsequent login, User will be redirected to ISP 


Homepage without entering the Web SSO login screen. 


 


9.1.2 Homepage 


This section illustrates the step-by-step guide to use ISP. Upon landing at the 


ISP Homepage, user will see a navigation menu at the top of the page which 


allows user to navigate to other functions within the platform. 


The ISP Homepage allows user to: 
 


1) View Announcement and/or broadcast messages; 


2) View Pending and/or Overdue Submission; 


3) Track the number of Pending and/or Overdue Submission; and 


4) Access to other links: 


a) STATsmart Portal; 


b) Bank Negara Malaysia website; and 


c) View closed broadcast messages. 


 
The top menu bar in ISP Homepage will be displayed based on the User Role 
and access control configured in STATsmart Portal. 
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Screen 9-3: ISP Homepage (REs) 


9.1.3 RE Administration 


This section illustrates the step-by-step guide for RE Security Administrator 


(SA) to perform the following functions of operation support: 


1) User Role Maintenance; 


2) View Audit Log; and 


3) Reset Session and Login Attempts. 
 


 


Screen 9-4: RE SA Homepage 
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9.1.4 User Role Maintenance 
 


Description This function allows RE SA to assign submission roles 


i.e. Submitter and Approver to the assigned obligations. 


Access By 1) RE SA – to maintain User Role(s) for all REs under 


the same Entity Group. 


2) BNM Submission Administrator – to view User Role 


for all REs that are tagged to the BNM OIC. 


Pre-requisite 1) RE Group is configured by BNM. 


2) Submission Obligation is configured by BNM. 


Table 9-1: User Role Maintenance 


 


1) At Screen 9-4, select User Roles Maintenance from Support menu. 
 


2) User will be redirected to the User Roles Maintenance Search page, as per 


Screen 9-5. 


Screen 9-5: User Roles Maintenance Search Page 
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No Field Description Remarks 


1. Reference ID Text field for user to 


search for record(s) 


based on Reference 


ID. 


Format: Free text. 


2. User ID Text field for user to 


search for record(s) 


based on User ID. 


Format: Free text. 


3. Full Name Text field for user to 


search for record(s) 


based on Full Name. 


Format: Free text. 


4. Entity Name 
 


Text field for user to 


search for record(s) 


based on Entity Name. 


Format: Free text. 


5. Submission 


Obligation Name 


Text field for user to 


search for record(s) 


based on Submission 


Obligation Name. 


Format: Free text. 


6. Submission 


Form Template 


Text field for user to 


search for record(s) 


based on Submission 


Form Template’s 


name. 


Format: Free text. 


7. Search Click the button to 


search for record(s). 


System will search 


record(s) based on 


the search criteria 


entered by user. 


Type: Button. 


8. Reset Click the button to 


reset search criteria 


and result. 


Type: Button. 


9. Assign 


Submission 


Role 


Click the button to 


assign submission 


roles. 


Type: Button. 


Table 9-2: Search Page Field Descriptions 
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9.1.5 Assign New Submission Role 
 


Screen 9-6: User Role Maintenance Search Page 


 


1) At Screen 9-6, click on <Assign Submission Role> button and user will be 


navigated to the Assign Submission Role page, as per Screen 9-7. 


 


 


Screen 9-7: Assign Submission Role Page 
 
 
 


No Field Description Remarks 


1. Reference ID Reference ID. System will generate a 


reference ID when the 


record is saved. 


2. Subject Area Dropdown for user to 


select a value. 


*Mandatory field. 


List of values: 


Based on the obligation 


tagged to the entity. 
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No Field Description Remarks 


3. Sub-Subject 


Area 


Dropdown for user to 


select a value. 


*Mandatory field. 


List of values: 


Based on the obligation 


tagged to the entity. 


4. Submission 


Form Template 


Dropdown for user to 


select a value. 


*Mandatory field. 


List of values: 


Based on the obligation 


tagged to Entity. 


5. Entity Name Dropdown for user to 


select a value. 


*Mandatory field. 


List of values: 


Based on the Entity 


Group setup. 


6. Submission 


Obligation Name 


Dropdown for user to 


select a value. 


*Mandatory field. 


List of values: 


Based on the obligation 


tagged to Entity. 


7. Add Submitter Click the button to 


add submitter. 


Type: Button. 


8. Add Approver Click the button to 


add approver. 


Type: Button. 


9. Unassign Click the button to 


unassign Submitter 


or Approver. This 


button will only 


appear when there is 


at least one record 


has been selected. 


Type: Button. 


10. Save Click the button to 


save the changes 


made. 


Type: Button. 


11. Cancel Click the button to 


cancel the changes 


made and navigate 


back to Search 


page. 


Type: Button. 


Table 9-3: Assign User Role Page Field Descriptions 
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2) To add submitter or approver, click on <Add Submitter> or <Add Approver> 


button respectively. Assign Submitter or Approver pop up screens (Screen 9-8) 


will be shown.  


*Please note that only “Active” submitter or approver will be displayed for user’s 


selection. 


 


 
 


Screen 9-8: Assign Submitter / Assign Approver pop up screen 
 
 
 


No Field Description Remarks 


1. User ID Text field for user to 


search for record(s) 


based on User ID. 


Format: Free text. 


2. Full Name Text field for user to 


search for record(s) 


based on Full Name. 


Format: Free text. 


3. Entity Name Text field for user to 


search for record(s) 


based on Entity Name. 


Format: Free text. 
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No Field Description Remarks 


4. Search Click the button to 


search for record(s). 


System will search 


record(s) based on the 


search criteria entered 


by user. 


Type: Button. 


5. Reset Click the button to reset 


search criteria and 


result. 


Type: Button. 


6. Assign Click the button to 


assign submitter or 


approver. This button 


will only appear when 


there is at least one 


record has been 


selected. 


Type: Button. 


7. Cancel Click the button to 


cancel the changes 


made and navigate 


back to the caller 


screen. 


Type: Button. 


Table 9-4: Assign User Page Field Descriptions 


1) Click on <Search> button and the corresponding search results will be 


displayed. 


2) Select a record and click on <Assign> button. Upon clicking on <Assign> 


button, the pop up screen will be closed and user will return to Screen 9-7 the 


selected record will be added to Submitter/Approver List. 


3) At Screen 9-8, user is allowed to perform the following: 


 


a. Select a record and click on <Unassign> button to unassign 


submitter or approver; 


b. Click on <Save> to save all changes; and 


c. Click on <Cancel> to cancel the changes. 
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9.1.6 Search and Edit User Roles 
 


 


Screen 9-9: User Role Maintenance Search Page 
 


1) At Screen 9-9, enter the search criteria and click on <Search>. The 


corresponding results will be displayed, as per Screen 9-10. 


 


 
Screen 9-10: Searched Results 


 


2) To unassign a user role, select a record from the searched result(s) and click 


on <Unassign Submission Role> button. 


3) Click on  to edit a record. User will be redirected to ‘Edit Submission Role’ 


page, as per Screen 9-11. 
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Screen 9-11: Edit Submission Role 
 


4) To add submitter or approver, click on <Add Submitter> or <Add Approver> 


button respectively. Please refer to Assign New Submission Role section 


(Section 9.1.5) for detailed steps to add Submitter or Approver role. 


5) To unassign submitter or approver for the selected obligation, select a record 


and click on <Unassign> button. 


6) Click on <Save> button to save all changes. 


7) Click on <Cancel> button to cancel the changes. 


 


9.1.7 View Audit Log 
 


Description This function allows RE SA to view Access Log and 


Maintenance Log. 


1) Access Log – for login and logout activities. 


2) Maintenance Log – for users’ activities. 


Access By RE SA 


Pre-requisite RE Group is configured by BNM 


Table 9-5: View Audit Log 


 


1) At Screen 9-4, select View Audit Log from Support menu. 


2) User  will  be  redirected  to  the  View  Audit  Log  Search  Page,  as per 
Screen 9-12. 
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Screen 9-12: View Audit Log Search page 


 


No Field Description Remarks 


1. Option Dropdown for user to 


select a value. 


*Mandatory field. 


List of values: 


1) Access Log. 


2) Maintenance Log. 


2. User ID Text field for user to 


search for record(s) 


based on User ID. 


Format: Free Text. 


3. Activity Date 


From 


Date picker for user to 


search for record(s) 


based on Activity Date 


range. 


Type: Date Picker. 


4. Activity Date To Date picker for user to 


search for record(s) 


based on Activity Date 


range. 


Format: Date Picker. 


5. Search Click the button to 


search for record(s). 


System will search 


record(s) based on 


criteria specified by 


users. 


Type: Button. 


6. Reset Click the button to 


reset search criteria 


and result. 


Type: Button. 


Table 9-6: Search Page Field Descriptions 
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9.1.8 Search and View Audit Log 
 


 


Screen 9-13: View Audit Logs Search Page 


 


1) At Screen 9-13, enter the search criteria and click on <Search> button. The 


corresponding results will be displayed, as per Screen 9-14. User will be able 


to view the access log and maintenance log activities based on the selection.  


 
Screen 9-14: Searched Results 
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9.1.9 Reset Session and Login Attempts 
 


Description This function allows RE SA to reset user session and 


login attempts. RE SA is responsible to reset session 


and login attempt for all users under the same RE 


Group. 


1) Reset Session - to reset/clear user session if user 


did not logout properly. 


2) Reset Login Attempt - to unlock user’s account if 


user fails to login to ISP with the correct password 


more than 3 times. 


Access By RE SA 


Pre-requisite RE Group is configured by BNM 


Table 9-7: Reset Sessions and Login Attempts 


 


2) At Screen 9-4, select Reset Sessions & Login Attempts from the Support 


menu. 


3) User will be redirected to the Reset Sessions & Login Attempts Page, as per 


Screen 9-15. 


 


 


Screen 9-15: Reset Sessions & Login Attempts Page 


 


4) Click on <Refresh> button to refresh the page. 


5) RE SA can perform the following actions from Screen 9-15. 


a. Reset user’s session – all active login sessions will be displayed in 
Session table; and 


b. Reset user’s login attempts – all locked users will be displayed in Login 


Attempts table. 
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6) Click on <Reset Session> button of the desired user to clear his/her login 


session. 


7) Click on <Reset Attempts> button to unlock user’s account. 


 


9.1.10 REs Submission Process 


This section illustrates the step-by-step guide for RE Users (Submitter and/or 


Approver) to perform submission to BNM via ISP. The following are the functions 


accessible by the users, in order to submit statistics reports to BNM: 


1) View Submission Obligation; 


2) View Submission Monitoring and History; 


3) Perform Submission; and 


4) My Tray. 


 
Screen 9-16: RE Submitter Homepage 


 


Screen 9-17: RE Approver Homepage
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9.1.11 View Submission Obligation 


 


Description This function allows RE Users to download form template 


and perform submission. 


Access By 1) RE Submitter 


2) RE Approver 


Pre-requisite 1) Obligation has been setup by BNM. 


2) User Role has been setup by RE SA. 


Table 9-8: View Submission Obligation 
 


1) At Screen 9-16 or Screen 9-17, select View Submission Obligation from 


Operation menu. 


2) User will be redirected to the View Submission Obligation Landing Page, as 


per Screen 9-18. 


 
 


 


Screen 9-18: View Submission Obligation Landing Page 
 
 


No Field Description Remarks 


1. Subject Area Text field for user to 


search for record(s) 


based on Subject Area. 


Format: Free text. 


2. Entity Name Text field for user to 


search for record(s) 


based on Entity Name. 


Format: Free text. 
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No Field Description Remarks 


3. Submission 


Obligation Name 


Text field for user to 


search for record(s) 


based on Submission 


Obligation Name. 


Format: Free text. 


4. Template Name Text field for user to 


search for record(s) 


based on Template 


Name. 


Format: Free text. 


5. Search Click the button to 


search for record(s). 


System will search 


record(s) based on 


information entered by 


user. 


Type: Button. 


6. Reset Click the button to reset 


search criteria and 


result. 


Type: Button. 


7. Download Click the button to 


download form 


template. 


Type: Button. 


Table 9-9: View Submission Obligation Landing Page Field Descriptions 
 


3) Click on <Download> button to download submission form template. 


4) To perform submission, select an obligation and double click on it. Please 
refer to Perform Submission section (Section 9.1.13) for detailed step. 


 


9.1.12 View Submission Monitoring and History 
 


Description This function allows RE Users to monitor submission 


status. 


Access By 1) RE Submitter 


2) RE Approver 


Pre-requisite 1) Obligation has been setup by BNM. 


2) User Role has been setup by RE SA. 


3) User has performed submission. 


Table 9-10: View Submission Monitoring and History 
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1) At Screen 9-16 or Screen 9-17, select View Submission Monitoring and 


History from Monitoring menu. 


2) User will be redirected to the View Submission Monitoring and History Search 


Page, as per Screen 9-19. 


 


 


Screen 9-19: View Submission Monitoring and History Search Page 


 


 


No Field Description Remarks 


1. Industry Dropdown for user to 


select a value. 


List of values: 


As maintained at 


Business Parameter 


Maintenance. 


2. Subject Area Dropdown for user to 


select a value. 


List of values: 


As maintained at 


Business Parameter 


Maintenance. 


3. Submission 


Obligation 


Name 


Text field for user to 


search for record(s) 


based on Submission 


Obligation Name. 


Format: Free text. 


4. Submission 


Form Name 


Text field for user to 


search for record(s) 


based on Submission 


Form Name. 


Format: Free text. 
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No Field Description Remarks 


5. Entity Name Text field for user to 


search for record(s) 


based on Entity Name. 


Format: Free text. 


6. Frequency Dropdown for user to 


select a value. 


List of values: 


1) Ad hoc; 


2) Annually; 


3) Daily; 


4) Half-yearly; 


5) Monthly; 


6) Monthly-Weekly; 


7) Odd Quarterly; 


8) Quarterly; and 


9) Yearly. 


7. Submission 


Date From 


Date picker for user to 


search for record(s) 


based on Submission 


Date range. 


Format: Date Picker. 


8. Submission 


Date To 


Date picker for user to 


search for record(s) 


based on Submission 


Date range. 


Format: Date Picker. 


9. Reporting 


Date From 


Date picker for user to 


search for record(s) 


based on Reporting 


Date range. 


Format: Date Picker. 


10. Reporting 


Date To 


Date picker for user to 


search for record(s) 


based on Reporting 


Date range. 


Format: Date Picker. 
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No Field Description Remarks 


11. Submission 


Status 


Dropdown for user to 


select a value. 


List of values: 


1) Accepted; 


2) Available; 


3) Closed; 


4) Failed Submission; 


5) Failed Validation; 


6) In Progress; 


7) Internal Error; and 


8) Pass Validation - 


Pending Approval. 


12. Search Click the button to 


search for record(s). 


System will search 


record(s) based on 


criteria specified by 


user. 


Type: Button. 


13. Reset Click the button to 


reset search criteria 


and result. 


Type: Button. 


     Table 9-11: View Submission Monitoring and History Search Page Field Descriptions 


 


1) At Screen 9-19, enter search criteria and click on <Search> button. The 


corresponding search result will be displayed, as per Screen 9-20. 


 


 
Screen 9-20: Searched Results
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2) There are two tabs which distinguish the list of submission obligations by status 


as follow: 


a. Submission Obligation Pending – shows all records that are pending 


submission or unsuccessful submission; and 


b. Submission Obligation History – shows all records that have been 


successfully submitted to BNM. 


3) In both tabs, double click on each of the record to view the submission details, 


Screen 9-21 will be displayed. 


 


 
Screen 9-21: Submission Details 
 


4) Click on <Perform Submission> button to perform submission. For detailed 


steps, please refer to Perform Submission section (Section 9.1.13). 


5) Click on <Back> button to navigate back to search page (Screen 9-19). 


 


9.1.13 Perform Submission 
 


Description This function allows RE Users to perform obligated 


submission. 


Access By 1) RE Submitter 


2) RE Approver 


Pre-requisite 1) Obligation has been setup by BNM. 


2) User Role has been setup by RE SA. 


Table 9-12: Perform Submission
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1) User is allowed to perform submission from the following modules: 


 


a) View Submission Obligation (Section 9.1.11); and 


b) View Submission Monitoring and History (Section 9.1.12). 
 


2) To perform submission, select an obligation and double click on it, either from 


Screen 9-18 or Screen 9-19. 


3) User will be redirected to Perform Submission page, as per Screen 9-22. 


 
 


 
 


Screen 9-22: Perform Submission 


 
 


No Field Description Remarks 


1. Submission 


Obligation Name 


Display submission 


obligation which has 


been selected by user. 


Format: Display 


Field. 


2. Submission Form 


Template 


Display the 


corresponding 


submission form 


template which has been 


selected by user. 


Format: Display 


Field. 


3. Version No. Display form version 


number. 


Format: Display 


Field. 


4. Frequency Display frequency. Format: Display 


Field. 


5. Effective Start 


Date 


Display effective start 


date of the obligation. 


Format: Display 


Field. 
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No Field Description Remarks 


6. Effective End Date Display effective end 


date of the obligation. 


Format: Display 


Field. 


7. Entity Name Display entity name. Format: Display 


Field. 


8. Reporting Month Dropdown for user to 


select a value. 


List of values: 


January to 


December. 


9. Reporting Year Dropdown for user to 


select a value. 


List of values: 


Calculated on the 


preconfigured 


system parameter. 


10. Deadline Display based on the 


selected reporting period. 


Format: Display 


Field. 


11. Submission Period 


Start Date 


Display based on the 


selected reporting period. 


It is editable if the report 


is FYE report. 


Format: Display 


Field. 


12. Submission Period 


End Date 


Display based on the 


selected reporting period. 


It is editable if the report 


is FYE report. 


Format: Display 


Field. 


13. Submission File Display the browsed 


submission file. 


Format: Display 


Field. 


14. Browse Click the button to 


browse submission file to 


be attached. 


Type: Button. 


15. Remove Click the button to 


remove attached file. 


Type: Button. 
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No Field Description Remarks 


16. Submit for 


Validation 


Click the button to submit 


report for validation. 


Type: Button. 


17. Cancel Click the button to cancel 


submission. 


Type: Button. 


Table 9-13: Perform Submission Field Descriptions 
 


4) Fill in the mandatory input field and attach a report. 


5) Click on <Submit for Validation> button to submit the report. System will perform 


Tier 1 validation (intra and inter form validations) once the report is submitted. 


User can monitor the submission status via View Submission Monitoring and 


History module.  This function is only applicable to certain type of submission. 


6) There are two outcomes from the validation process: 


a) Submission is considered as unsuccessful if Tier 1 validation fails. REs are 


required to resubmit as the submission has not been accepted by BNM. 


The validation error report is retrievable in View Submission Monitoring and 


History (Section 9.1.12). 


b) System will route the submission to the RE Approver if Tier 1 validation 


passes. The submission is considered successful and accepted by BNM 


upon approval by the RE Approver. 


7) Once the submission is accepted by the system, Tier 2 validation (inter form 


variance/threshold validation) will be carried out and Tier 2 validation error 


report will be generated. The Tier 2 validation error report is retrievable in View 


Submission Monitoring and History (Section 9.1.12) and BNM Query. This 


function is only applicable to certain type of submission.  *Please note that the 


submission status will remain as “Successful” despite the failure of Tier 2 


validation. REs are responsible to provide the justification based on the BNM 


Query within the specific deadline given.   


8) Click on <Cancel> button to cancel submission. 
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9.1.14 My Tray 
 


Description This function allows RE Approver to approve or reject a 


submission before submitting to BNM. Task will be created 


under My Tray upon submission of report by RE 


Submitter. My Tray will only display the report which has 


passed Tier 1 validation.  


Access By RE Approver 


Pre-requisite 1) Submitter has submitted a report for validation. 


2) Submitted report passed Tier 1 validation. 


Table 9-14: My Tray 


 


1) At Screen 9-3, select My Tray from the menu bar. 


2) User will be redirected to the My Tray Search Page, as per Screen 9-23. 


 


 
 


Screen 9-23: My Tray Search Page 
 
 
 


No Field Description Remarks 


1. Reference ID Text field for user to 


search for record(s) 


based on Reference ID. 


Format: Free text. 


2. Work Status Dropdown for user to 


select a value. 


List of values: 


1) New; 


2) In Progress; 


3) Rejected; 


4) Completed; and 


5) Overdue. 
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No Field Description Remarks 


3. Due Date From Date picker for user to 


search for record(s) 


based on Due Date 


range. 


Format: Date Picker. 


4. Due Date To Date picker for user to 


search for record(s) 


based on Due Date 


range. 


Format: Date Picker. 


5. Organisation Text field for user to 


search for record(s) 


based on Organisation. 


Format: Free text. 


6. Search Click the button to 


search for record(s). 


System will search 


record(s) based on 


criteria specified by 


users. 


Type: Button. 


7. Reset Click the button to reset 


search criteria and 


result. 


Type: Button. 


Table 9-15: My Tray Search Page Field Descriptions 


 


3) At Screen 9-23, enter search criteria and click on <Search> button. The 


corresponding results will be displayed, as per Screen 9-24. 


 


Screen 9-24: Searched Results
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4) Select on a record and click on        to act on the record. The details of 


the selected record will be displayed as per Screen 9-25. 


Screen 9-25: Submission Details 


 


5) Click on <Approve> button to approve the submission. 


6) For late submission, user is required to input the late submission reason 


(Screen 9-26). 


 


Screen 9-26: Reason for Late Submission 
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7) For resubmission, user is required to input resubmission reason and attach 


resubmission document (Screen 9-27). *Please note that resubmission 


document is mandatory. 


Screen 9-27: Reason for Resubmission 


 


8) For submission with Digital Signature, user needs to perform the following 


steps in the pop up screen (Screen 9-28). 


a) Insert the ePKI token and enter the correct password. 


b) Click on <Fetch Submission and Sign> button for verification purpose. 


c) Click on <OK> button after verification has taken place. 


 
 


Screen 9-28: Digital Signature
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9) Click on <Reject> button to reject the submission. Approver is required to 


input the reason for the rejection, as per Screen 9-29. 


 


 


Screen 9-29: Reject Submission 


 


10) Click on Cancel button to cancel the approval process. 
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10.0 SUPPORT 
 


Pre-requisite: User must be assigned to user group ISS0029 to perform as RE SA. 


 


10.1 User Administration 
 


Each RE will appoint its SA to administer user access for its own institution.  


However, REs are also allowed to appoint the same SA to manage user 


access across entities within the same group e.g. RE1 may appoint same SA 


to manage RE1 INV and RE1 ISL users. In this situation, BNM SA should be 


informed to configure the grouping in the system. 


 


10.2 Managing User Profile 
 


RE SA is allowed to manage user profiles by performing the following actions: 
 


1) Revoke; 


2) Block; 


3) Reset password; and 


4) Clear session. 
 


 


Screen 10-1: Manage User Profile
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Step Action Description 


1 To maintain the external user 
profile, go to Support >Security 
Administration > User 
Management 
> Manage User Profile 


SA can view the user’s profile, 
update user profile, terminate 
or block the external user by 
clicking on the “Edit” button. 


2 Key in the user’s information in 
the filtration box to search the 
user and press Enter 


The selected users will be 
displayed in the list. 


3 Click on “Group Privileges” tab This tab will show all user 
groups that have been 
assigned to the user. 4 Click on “Report Privileges” tab This tab will show all reports that 
can be accessed by the user. 


Table 10-1: Manage External User Profile 
 
 
 


Screen 10-2: Manage User Profile (Edit Page) 
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Step Action Description Remarks 


1 Click on “Edit” 
button to edit the 
selected user 


Upon clicking, the edit page 
will be displayed. 


Refer to 
Screen 
10-1 


2 Update the user’s 
details and click 
on “Ok” button 


Upon clicking, the details 
for the user will be updated. 


User ID, Community, 
Institution Type, Institution 
Name, Status and Session 
are read-only items. 


Refer to 
Screen 
10-2 


3 “Revoke” button RE SA can terminate user 
permanently from the 
system by clicking at the 
“Revoke” button. 


 


4 “Block” button 


Note: The 
‘Unblocked’ 
button will be 
activated 
immediately after 
clicking on the 
“Block” button 


RE SA is able to temporarily 
block user from accessing the 
portal by clicking at “Block” 
button. To unblock, RE SA 
can click at ‘Unblocked’ 
button. 


 


5 “Cancel” button Upon clicking, user will be 
directed to the Manage User 
Profile and the changes will 
not be saved. 


 


6 “Reset Password” 
button 


RE SA can reset password 
for user in case user forgets 
their secret answers. User 
will receive an email that 
contains the temporary 
password. 


 


7 “Clear Session” 
button 


In case user accidentally 
close the browser without 
properly logout, RE SA can 
click on the “Clear Session” 
button to change the Session 
from “Active” to “Inactive” to 
allow user to login. 


 


Table 10-3: Manage User Profile Description 
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10.2.1 Assign User to Group 
 


RE SA is allowed to assign or unassign users to group depending on 


user’s access rights. 


 


Screen 10-2: Assign User to Group 


 


Step Action Description 


1 Click on the Support on 
top navigation menu > 
Security Administration > 
User Management > 
Assign User to Group 


Upon clicking, the “Assign User to 
Group” page will be displayed. 


2 Key in the user’s 
information in the 
filtration box to search 
the user and press Enter 


The selected users will be 
displayed in the list. 


3 Select one user from the 
“List of Users” table 


The selected user will be highlighted. 


4 Select one or multiple user 
groups from “List of User 
Groups” table and click on 
the “>” button 


Upon clicking, the selected user 
group will be displayed at the 
“Assigned User Groups” table. 
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Step Action Description 


5 Click on “Save” button Upon clicking, the selected user 
group will be saved. 


6 Select one or multiple user 
groups from “Assigned 
User Groups” table and 
click on the “<” button and 
click on the “Save” button 


Upon clicking, the selected user 
group will be removed. 


Table 10-4: Assign User to Group 


 


 


10.2.2 Assign Primary User 
 


This function is available to BNM SA or RE SA. RE SA can only view 


users of their own institution. 


 


Screen 10-3: Assign Primary User 


 


 


Step Button/Field Description 


1 Click on the Support on 
top navigation menu > 
Security Administration > 
User Management > 
Assign Primary User 


Upon clicking, the “Assign Primary 
User” page will be displayed. 
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Step Button/Field Description 


2 Select user and click on 
“Assign Primary User” 
button to assign primary 
user 


Upon clicking, the primary user 
column will change from “0” to “1”. 


 
** If a primary user has already been 
set or with status 1, the system will 
prompt that the primary user has 
already been set. 


3 Select the same user and 
click on “Remove Primary 
User” button 


Upon clicking, the primary user 
column will change from “1” to “0”. 


Table 10-5: Manage User Profile Instructions 


 


Note: If REs have one primary user and wish to add another user as 


primary user without removing the existing primary user, a message 


will be displayed (refer to Screen 10-4). 


 
 


Screen 10-4: Assign Primary User Message 
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11.0 MY PROFILE 
 


RE users may edit their own profile such as full name, designation, 


department and etc., change their password and edit their security answers. 


11.1 Edit My Profile 
 


Screen 11-1: My Profile 
 
 


Step Action Description 


1 To view own user profile, click on the 
user’s name at the top navigation 
menu and click on “Edit My Profile” 
from left menu. 


Upon clicking, the user 
profiles will be 
displayed at the right 
page. 


2 Fill in the details and click on the 
“Save” button to save the new 
update. 


 
Community, Industry Type, Industry 
Name, Work Area Description and 
Email Address are read only field. 


Upon clicking, the new 
updated details will be 
saved. 
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Step Action Description 


3 Click on Group Privileges tab This tab will show all user 
groups that have been 
assigned to the user. 4 Click on Report Privileges tab This tab will show all 
reports that can be 
accessed by the user. 


Table 11-1: My Profile Description 
 
 


11.2 Change Password 
 


All RE users can change their own passwords anytime from ‘My Profile’ 
page. 


 
 


Screen 11-2: Change Password
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Step Action Description Remarks 


1 Click on the user’s name 
on top navigation menu, 
then click Change 
Password from left menu. 


Upon clicking, the 
“Change Password” 
page will be 
displayed. 


 


2 Enter current password 
into “Current Password” 
input field and followed by 
new password into “New 
Password” input field. 
Retype the new password 
into “Verify Password” 
input field. 


 Password 
entered must 
follow the 
note 
provided. 


3 Click on “Save” button to 
save the transaction. 


Upon clicking, a 
message “Password 
changed successfully” 
will be displayed. User 
can start using the 
new password 
immediately. 


 


Table 11-2: Change Password Instructions 
 


11.3 Edit Security Questions 
 


All RE users can change their security answers anytime from ‘My Profile’ 
page. 


 


Screen 11-3: Edit Security Questions 
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Step Action Description 


1 Click on user’s name at 
navigation menu, and then 
click at Edit Security 
Questions 


The ‘Edit Security Questions’ page will 
be displayed. User is able to change 
security answers here. 


2 Click on “Cancel” button Upon clicking, a message “Edit 
Security Questions have been 
cancelled.” will be displayed. 


3 Click on “Save” button Upon clicking, a message “Answers 
successfully changed” will be 
displayed. 


Table 11-3: Edit Security Questions Description  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





Bank Negara Malaysia
Attachment - User Manual
Click to access manual


	TABLE OF CONTENTS
	PART A SPECIFIC INSTRUCTIONS
	PART B GUIDELINES TO ACCESS TO THE INTEGRATED SUBMISSION PLATFORM (ISP)
	PART C FILE NAMING SPECIFICATIONS
	(a) Commercial Banks DSIB_0217ISRP31122019A_V1.0.xlsx
	(b) Islamic Banks
	DSIB_0340ISRP31122019A_V1.0.xlsx
	(c) Investment Banks
	DSIB_1215ISRP31122019A_V1.0.xlsx
	(d) Development Financial Institution
	DSIB_3311ISRP31122019A_V1.0.xlsx
	(e) Financial Holding Companies
	DSIB_5006ISRP31122019A_V1.0.xlsx

	PART D USER MANUAL

