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ABBREVIATIONS ROLE  

ABBREVIATION  ROLE  DESCRIPTION  
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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 utilize 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: +603-7890 4242  

  Email: itsupport@fimm.com.my  

  Website: https://www.fimm.com.my/  
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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 (https://fcs.fimm.com.my/) 

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  
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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.  

  

Diagram 1: FCS Homepage Display  

Enter Your Credentials  

4. System will show log in page, and User will need to insert these items:  

• 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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Diagram 3: User Dashboard  

6. If log is not successful, the system will display an error message.  

  

  

Diagram 4: Incorrect User Id and Password Message Display  

7. User needs to re-enter ID, password or verification and click  button.   

8. If user is still unable to log in to the system, please call system administrator.  

    

2.1.2 Update Account and Password  

  

Update Account  

1. Click icon at the far right of the system. The system will display Profile update submenu.  

 

  

  

Diagram  5 :   Submenu   –   Profile   

Click ‘ Account ’   
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2. Click ‘Account’ and system will show profile update page.   

i. User can update the following information   

• Profile Picture  

• Email  

• Phone Number (Request TAC)  

• TAC number  

  

ii. Click   button and system will update profile picture.  

iii. Click   button and system will send email verification to 

your email.  

iv. Click  button and system will update the phone number.   

  

  

  

Diagram 6: My Profile Display  

Update Password  

3. Click ‘Change Password’ on the ‘Account’ page. System will display Change Password page.  
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Diagram 7: Reset Password Page  

a. User needs to insert the following information:   

• Current Password  

• New Password  

• Confirmation New Password  

b. Click  button to update new password.   

i. If the entered password does not meet the format, the system will display an error 

message.  

  

Diagram 8: Error Message Display  

ii. If the current password entered is not the same, the system will display an error message.  
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Diagram 9: Error Message Display  

iii. If the password is successfully updated, the system will display a notification message.  

  

Diagram 10: Successful Message Display  

2.1.3 Forgot Password  

  

1. Click ‘Forgot Password’   

 

Diagram 11: Log In Display  

2. The system will display the 'Forgot Password' page. The user needs to enter User ID and click 

 button.  

  

      

Click ‘Forgot Password’   
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Diagram 12: Forgot Password Page  

  

3. If the User ID exists, the system will display a notification message and send an email verification 

link to the registered email.  

  

Diagram 13: Notification Message Display  

  

4. User will receive a password reset email and needs to click on 'Here' to proceed.  

 

  

5. The system will display the 'Reset Password' page. The user needs to enter:  

• New Password  

• Confirm Password  

  

6. Click  button and the user will be logged in with the new password.  

  

  

Diagram  14 :  Email Reset Password   

Click ‘ Here’   
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Diagram 15: Reset Password Page  
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2.1.4 Multiple Roles  

  

1. Click the role icon at the far right of the system. If the user has multiple roles, the system will 

display a list of available roles. The user can select the preferred role.  

  

 

  

2.1.5 Log Out  

  

1. Click the icon at the far right of the system. The system will display the Profile submenu.  

2. Click ‘Logout’. The system will redirect the user to the portal.  

 

  

  

Diagram  16 :  Change Role   

Click ‘ User Role ’   

    

Diagram  17 :  Logout   

Click ‘Logout’   
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2.2 Dashboard  

2.2.1 Pending Task  

1. Click the ‘Dashboard’ menu. The system will display the Dashboard page.  

2. Dashboard will show the user's Pending Tasks. User clicks the Action button, and the system 

will display the Pending Tasks page.  

  

Diagram 18: Dashboard  

2.2.2 Dashboard Notification  

  

1. Click the notification icon at the far right of the system. The system will display the list of 

notification messages.  

 

  

Diagram  19 :  Dashboard Notification     

Click ‘ Notification icon ’   
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CHAPTER 3: CDS REPORTS & STATISTICS MODULE  
  

The CDS Reports & Statistics Module (M09) is a key component of the Federation of 

Investment Managers Malaysia (FIMM) Registration System, designed to manage the 

generation, submission, and access control of the Centralised Database System (CDS) 

reports and statistics. This module ensures that industry stakeholders receive timely and 

accurate reports.   

Sub-Modules of the CDS Report and Statistics Module:  

1. Request Access to CDS Reports  

• Allows Distributor Administrator to request access to CDS reports.  

• Requires approval from the distributor’s CEO or Authorized Representative (AR).  

• Implements a structured approval process involving the R&A Department.  

• Grants access to authorized report recipients upon approval.  

2. Published Report  

• Allows authorized CDS Report Recipient to view and download reports and statistics.  

• Enables CDS Report Recipient to search for previous years’ reports and statistics.   

3. Report Recipients   

• Allows Distributor Administrator to change the CDS status of report recipients.  

• Enables Distributor Administrator to view the list of report recipients.  

    

 3.1  Request Access to CDS Report  

3.1.1 Create Application  

3.1.1.1 Process Flow   

  

  

3.1.1.2 Manual Steps  
1. Click menu CDS Reports & Statistics  
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2. Click submenu List of Request Access  

 

3. System will display the list of request access applications  

  

Diagram  20 :   CDS Reports & Statistics   Menu   

  

Diagram  21 :  S ubmenu  –   List of Request Access   
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Diagram 22: List of Request Access Applications  

4. From the list of request access applications, user can filter the list for more specific  

search by clicking   

i. Audience Category   

ii. Creation Date   

iii. CDS Status iv.  Application Status  
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Diagram 23: List of Request Access Applications  

  

5. Click button  to create new request access application.   

6. System will display a list of users under the same Distributor.  

  

7. Click on button   

8. System will display the request access form/page. User is required to fill in all mandatory fields.   
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Diagram 24: Request Access Form  

9. User can click on  to save the application as draft.   

10. Click on button  to submit application for approval process  

i. If mandatory fields are not filled in, system will prompt validation message.  

Click OK to proceed.   

  

Diagram 25: Validation Message  

    

ii. If mandatory fields are filled in, confirmation message will appear. Click ‘Yes’ 

to proceed.  
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Diagram 26: Confirmation Message  

  

iii. System will display successful application message.  

  

Diagram 27: Successful Message  

  

  

    

Deactivate and Activate on Existing Report Recipient  

11. User clicks on submenu Report Recipients.  

 

  

Diagram  28 :  S ubmenu  –   Report Recipient s .   
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12. System will display the list of report recipients.  

  

Diagram 29: List of Report Recipients.  

  

13. User can click on  button to deactivate report recipient’s access.  

14. User can click on  button to reactivate report recipient’s access.  

3.1.2 View Published Report  

3.1.2.1 Process Flow  

  

3.1.2.2 Manual Steps  
  

1. Click menu CDS Reports & Statistics   

 

  

Diagram  30 :   CDS Report s &   Statistics Menu   
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2. Click submenu Published Report   

 

    

3. System will display the list of published reports.  

  

Diagram 32: List of Published Reports.  

  

4. In the list of published reports , user can filter the list for more specific search by  

clicking   

i. Report Type   

ii. Frequency  

iii. Publish Date  

iv. Year  

  

Diagram  31 :  S ubmenu  –   Published Report   
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5. In the list of published reports under column Action, User click button   

    

6. System will display the CDS report. User is unable to make any changes and can only view and 

download the report.   

  

Diagram 33: CDS Report  


