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Abbreviation DESCRIPTION 

F-PDSU FIMM PDS User 
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T-TPU TP - User 
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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: 

 

        Email: itsupport@fimm.com.my 

  Website: http://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.
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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. 

 

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 
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Diagram 2: Log in Display 

Successful Login 

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

 

Diagram 3: User Dashboard 

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

 

Diagram 4: Incorrect User Id and Password Message Display 

7. User need to re-enter id, password or verification and click  button.  

8. If user still cannot log in to the system. Please call system administrator. 
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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:Profile Submenu 

 

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.  
 
 

Click ‘Account’ 
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Diagram 6: My Profile Display 

Update Password 

3. Click ‘Change Password’ at account page. System will display Change Password 
page. 

 

Diagram 7: Reset Password Page 
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a. User can insert 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 

error message. 

 

Diagram 8: Error Message Display 

ii. If the current password entered is not the same, the system displays an error 
message. 

 

Diagram 9: Error Message Display 

iii. If the password is successfully updated, the system displays a notification 

message. 

 

Diagram 10: Successful Message Display 
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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 their 

User ID and click  button. 
 

 

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 

Click ‘Forgot Password’ 
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Diagram 13: Notification Message Display 

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

 

Diagram 14: Email Reset Password 

 
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. 
 

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

 

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. 

 

 

Diagram 16: Change 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 17: Logout 

 

Click ‘Logout’ 

Click ‘User Role’ 
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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 Application Task 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 message. 

 

Diagram 19: Dashboard Notification  

Click ‘Notification icon’ 
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CHAPTER 3: Continuing Professional Development (CPD) 

MODULE 
 
The CPD Management Module (M05) is part of the Federation of Investment Managers 

Malaysia (FIMM) Registration System and is designed to facilitate and regulate the 

Continuing Professional Development (CPD) activities for industry professionals. It 

ensures compliance with training requirements, manages program approvals, and tracks 

CPD points. 

Sub-Modules of the CPD Management Module : 

1. Pre-Vetting 

 Approves CPD programs before they are conducted. 

 Evaluates program content, speakers, and supporting documents. 

2. Repeated Pre-Vetting 

 Enables training providers to update and resubmit pre-approved programs. 

 Supports modifications to training dates, speakers, and participant listings. 

. 

3. Program Cancellation 

 Manages the cancellation of CPD programs. 

 Requires re-submission of participant listings for compliance tracking.. 
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3.1 Training Provider Management 

3.1.1 Create Application 

3.1.1.1 Process Flow  
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3.1.1.2 Manual Step 
 

Sign Up 

1. User sign up to FIMM Core System and select role 

 Role: Training Provider 

 Email 

 

Diagram 20: Sign Up 

 

2. User click : 
i. Password 
ii. Confirm Password 
iii. Tickbox 

 

 

Diagram 21: Sign Up 
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3. User click  . System will send email verification 
and message. 

 

Diagram 22: Sign Up 

4. User receive email and click Verification Link. 

 

Diagram 23: Email 

 

  



 

 Project Reference File Version Date Page 

Federation of Investment 
Managers Malaysia (FiMM) 

ZANKO/FIMM/UM/V1.0 User Manual Document 1.1 10/04/25 
32 

 

 

 

5. User login to system using the registered Email and Password.  

 

Diagram 24: Login 

 

Register as ESC 

1. Click menu Continuing Professional Development. System will display submenu 
under Continuing Professional Development. 

 

Diagram 25: Menu 
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2. Click submenu Training Provider. 

 

Diagram 26: Submenu 

 

3. Click  to register.  

 

Diagram 27: Register 

 
4. System will display the form. User fill in the detail. 

 
i. Training Provider Profile 

a) Training Provider Name 
 

ii. User click . 

 

Diagram 28: Form Training Provider 
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5. System will show the form. User fill in the details (Section Profile) 

 

Diagram 29: Form Training Provider 

i. Training Provider Profile 
a) Training Provider Name  
b) Registration No (New)  
c) Registration No (Old) 
d) Training Provider Type 
e) Business Address 
f) Country 
g) Postcode 
h) State 
i) City 
j) Postcode 
k) Phone Number 
l) Website 
m) Email 
 

ii. Admin profile 
a) Email Address 
b) Name 
c) Phone Number  

 

iii. User click  to go to the next page. 
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6. System will show the form. User fill in the details (Section CEO Profile) 

 

Diagram 30: Form Training Provider 

i. CEO Profile 
a) CEO Name 
b) NRIC/ Passport No 
c) Citizenship 
d) Email 
e) Phone Number 

 

ii. User click  to go to the next page. 
 

7. System will show the form. User fill in the details (Section Additional Information) 

 

Diagram 31: Form Training Provider 

i. Attachments 
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ii. User click  to upload file.  

 

Diagram 32: Upload 

iii. System will display a popup.  
a) Upload 

 Upload File 

 

Diagram 33: Upload 

 

iv. User click to cancel upload and close the page. 
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v. User click  to upload new file. 

 

Diagram 34: Popup Message 

vi. User click  to save the application as draft. 

 

Diagram 35: Popup Message 

vii. User click  to submit the application to FIMM. 

 

 

Diagram 36: Popup Message 
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View Application 

8. Click submenu Training Provider.  

 

Diagram 37: Submenu 

 
9. User click tab Log. System will display the log history.  

 

Diagram 38: Log 
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Add Company User 

10. Click menu Administration. System will display submenu under Administration. 

 

Diagram 39: Menu 

 
11. Click submenu User Management.  

 

Diagram 40: Submenu 
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12. System will display List of User Management. 

 

Diagram 41: List of User Management 

13. User can filter the list by either one or more of and click : 

 Roles 

 Email 

 User ID 

 Status 

 

Diagram 42: Filter 
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14. User click  to clear the filter.  

 

Diagram 43: Reset 

 
 

15. Click   to create new company user.  

 

Diagram 44: Add New Company User 
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16. System will display this form. User fill in the details: 

 

Diagram 45: Add New Company User 

i. Add New User 
a) Roles 
b) Email 
c) Name 
d) Designation 
e) Department 
f) Contact No. 
g) Status 

ii. User click . 

 

Diagram 46: Popup Message 
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iii. User receive email and login using the credentials.  

 

Diagram 47: Email 

Update Roles to Existing User 

17. In List of User Management, under column Action user click . 

 

Diagram 48: List of User Management 
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18. System will display the form. 

 

Diagram 49: Update Roles 

 
i. Update User Roles 

a) Add New Role 

ii. User click  to remove existing role. 

 

 

Diagram 50: Popup Message 
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iii. User click  to add new role. 

 

Diagram 51: Popup Message 
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3.2 Pre-Vetting 

3.2.1 Create Application 

3.2.1.1 Process Flow  
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3.2.1.2 Manual Step 
 

Submit Program Details 

1. Click menu Continuing Professional Development. System will display submenu 
under Continuing Professional Development.  

 

Diagram 52: Menu 

 
2. Click submenu Pre-Vetting.  

 

Diagram 53: Submenu 
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3. System will show List of Pre -Vetting. 

 

Diagram 54: List of Pre-Vetting 

 

4. User can filter the list by either one or more of and click : 
i. Program Title 
ii. Status 
iii. CPD Code 
iv. Submission Date 

 

 

Diagram 55: Filter 
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5. User click  to clear the filter.  

 

Diagram 56: Reset 

 
 

6. User can choose total entries to display per page.  

 

Diagram 57: Filter Total Entries 

 
 

7. System will show number of entries at the bottom of the list. 

 

Diagram 58: Total Entries 
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8. System will show pagination at the bottom of the list. User click on the numbers and 
system will show the listing on the next page.  

 

Diagram 59: Pagination 
 

9. Click   to submit new program.  

 

Diagram 60: Submit Pre-Vetting 

 
 

10. System will display this form. User fill in the details: 

 

Diagram 61: Form Pre-Vetting 
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i. Training Provider Details 
ii. Program Details 

a) Program Title 
 

iii. User click  to go back to List of Pre-Vetting. 

 

Diagram 62: Popup Message 

iv. User click  to go to the next form. 
 

 
11. System will display this form. User fill in the detail in section Program Details. 

 

 

Diagram 63: Form Pre-Vetting 
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i. Training Provider Details 
a) Training Provider Name 
b) Training Provider Code 
c) Submitted By 
d) Email Address 
e) Contact Number 

 
ii. Program Details 

a) Program Title 
b) Start Date 
c) End Date 
d) Session 
e) Venue 
f) Total Hours 
g) Mode of Delivery 
h) CPD Point 
i) Speakers 

 

iii. User click to add speaker.  
 

 

Diagram 64: Form Pre-Vetting 
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iv. System will display a popup. 
a) Add Program Speaker 

 Name 

 Profile 

 

Diagram 65: Upload 

 

v. User click to cancel add speaker and close the page. 

vi. User click  to add new speaker. 

 

Diagram 66: Popup Message 

vii. Required Information 
a) Upload File 
b) Additional Information 
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viii. User click  to upload file.  

 

Diagram 67: Upload 

ix. System will display a popup.  
a) Upload 

 Upload File 

 

Diagram 68: Upload 

 

x. User click to cancel upload and close the page. 

xi. User click  to upload new file. 

 

Diagram 69: Popup Message 
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xii. System will display error message if the file exceeds 2 MB. 

 

Diagram 70: Error Message 

 

xiii. User click  to go back to List of Pre-Vetting. 

 

Diagram 71: Popup Message 

xiv. User click  to save the application as draft. 

 

Diagram 72: Popup Message 
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xv. User click  to submit the application to FIMM. 

 

 

Diagram 73: Popup Message 

 

Submit Feedback and Participant Details 

12. In List of Pre-Vetting under column Action, click   with approval status Pending 
Update.  

 

Diagram 74: List of Pre-Vetting 
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13. System will display the form. 

 

Diagram 75: Form Pre-Vetting 

14. User click  to go to the next section. 
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15. System will display the form. User fill in the details. 
 

 

Diagram 76: Form Pre-Vetting 

 
i. Participant Details 

a) Upload Feedback 
b) Upload Participant List 
c) Tickbox 

ii. User click to download Participant List 
Template.  

 

Diagram 77: Form Pre-Vetting 
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iii. User fill in the participants list. 
 

 

Diagram 78: Upload Excel 

 
iv. System will display error if wrong file type is uploaded for participant list. 

 

Diagram 79: Error Message 
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v. System will display the summary if the file is successfully uploaded. 

 

Diagram 80: Form Pre-Vetting 

 
Notes: 

 List of Participants Accepted – Consultant is registered with FIMM. 

 List of Rejected Participants – Duplicate consultant 

 List of Error/ Not Exist – Consultant is not registered with FIMM. 
 

vi. User click  to go to previous section. 
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vii. User click  to go back to List of Pre-Vetting. 

 

Diagram 81: Popup Message 

viii. User click  to submit the application to FIMM. 

 
 

 

Diagram 82: Popup Message 
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View Application and Log 

16. In List of Pre-Vetting, user can view applications for all statuses. User click . 
 

 

Diagram 83: List of Pre-Vetting 
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17. System will display: 
 

i. Tab Details 

 

Diagram 84: Form Pre-Vetting 
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ii. Tab Log (Log history of the application): 
a) Date 
b) Process 
c) From 
d) Status 
e) Remarks 

 

Diagram 85: Log 
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3.3 Repeated Pre-Vetting 

3.3.1 Create Application 

3.3.1.1 Process Flow  
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3.3.1.2 Manual Step 
 

Submit Program 

1. Click menu Continuing Professional Development. System will display submenu 
under Continuing Professional Development.  

 

Diagram 86: Menu 

 
2. Click submenu Repeated Pre-Vetting.  

 

Diagram 87: Submenu 
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3. System will show List of Repeated Pre -Vetting. 

 

Diagram 88: List of Repeated Vetting 

 

4. User can filter the list by either one or more of and click : 
i. Program Title 
ii. Status 
iii. CPD Code 
iv. Submission Date 

 

Diagram 89: Filter 
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5. User click  to clear the filter.  

 

Diagram 90: Reset 

 
 

6. User can choose total entries to display per page. 

 

Diagram 91: Filter Total Entries 

 
 

7. System will show number of entries at the bottom of the list. 

 

Diagram 92: Total Entries 
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8. System will show pagination at the bottom of the list. User click on the numbers and 
system will show the listing on the next page.  

 

Diagram 93: Pagination 
 

9. Click   to submit new Repeated Pre -Vetting.  

 

Diagram 94: Submit Repeated Pre-Vetting 
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10. System will display this form. User fill in the details: 
 

 

Diagram 95: Form Repeated Pre-Vetting 

i. Training Provider Details 
ii. Program Details 

a) Program Title (Choose from Dropdown) 
 

iii. User click  to go back to List of Repeated Pre-Vetting. 

 

Diagram 96: Popup Message 

iv. User click  to go to the next form. 
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11. System will display this form. User fill in the detail in section Program Details. 
 

 

Diagram 97: Form Repeated Pre-Vetting 

 
i. Training Provider Details 

 
ii. Program Details 

a) Program Title 
b) Start Date 
c) End Date 
d) Session 
e) Venue 
f) Total Hours 
g) Mode of Delivery 
h) CPD Point 
i) Speakers 
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iii. User click to add speaker.  
 

 

Diagram 98: Upload 

iv. System will display a popup. 
a) Add Program Speaker 

 Name 

 Profile 

 

Diagram 99: Upload 

 

v. User click to cancel add speaker and close the page. 
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vi. User click  to add new speaker. 

 

Diagram 100: Popup Message 

vii. Required Information 
a) Upload File 
b) Additional Information 

 

viii. User click  to upload file.  

 

Diagram 101: Upload 

 
Notes: 

 Documents from Pre-Vetting is not allowed to be deleted. 
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ix. System will display a popup.  
a) Upload 

 Upload File 

 

Diagram 102: Upload 

 

x. User click to cancel upload and close the page. 

xi. User click  to upload new file. 
 

xii. System will display error message if the file exceeds 2 MB. 

 

Diagram 103: Error Message 

 

xiii. User click  to go to the next section. 
 
 

  



 

 Project Reference File Version Date Page 

Federation of Investment 
Managers Malaysia (FiMM) 

ZANKO/FIMM/UM/V1.0 User Manual Document 1.1 10/04/25 
75 

 

 

 

12. System will display this form. User fill in the details. 
 
 

i. Participant Details 
a) Upload Feedback 
b) Upload Participant List 
c) Tickbox 

ii. User click to download Participant List 
Template.  

 

Diagram 104: Upload 

 
iii. User fill in the participants list. 

 

 

Diagram 105: Upload Excel 
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iv. System will display error if wrong file type is uploaded for participant list. 

 

Diagram 106: Error Message 

 
v. System will display the summary if the file is successfully uploaded. 

 

Diagram 107: Form Repeated Pre-Vetting 
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Notes: 

 List of Participants Accepted – Consultant is registered with FIMM. 

 List of Rejected Participants – Duplicate consultant / Participant 
already take the same program in the same year. 

 List of Error/ Not Exist – Consultant is not registered with FIMM. 
 

vi. User click  to go to previous section. 

vii. User click  to go back to List of Pre-Vetting. 

 

Diagram 108: Popup Message 

viii. User click  to save the application as draft. 

 

Diagram 109: Popup Message 
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ix. User click  to submit the application to FIMM. 

 
 

 

Diagram 110: Popup Message 

 
 

View Application and Log 

13. In List of Repeated Pre-Vetting, user can view applications for all statuses. User click 

. 

 

Diagram 111: List of Repeated Pre-Vetting 
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14. System will display: 
 

i. Tab Details 

 

Diagram 112: Form Repeated Pre-Vetting 
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ii. Tab Log (Log history of the application): 
a) Date 
b) Process 
c) From 
d) Status 
e) Remarks 

 

Diagram 113: Log 
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3.4 Revocation 

3.4.1 Create Application 

3.4.1.1 Process Flow  
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3.4.1.2 Manual Step 
 

Accept or Appeal Program Revocation 

1. Click menu Continuing Professional Development. System will display submenu 
under Continuing Professional Development.  

 

Diagram 114: Menu 

 
2. Click submenu Pre-Vetting. 

 
Notes: 
This manual covers cancellation process for Pre-Vetting but it is also applicable to 
Repeated Pre-Vetting.  

 

Diagram 115: Submenu 
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3. System will show List of Pre-Vetting. 

 

Diagram 116: List of Pre-Vetting 

 

4. In List of Pre-Vetting under column Action, click   with approval status Pending 
Acceptance – Revocation.  

 

Diagram 117: List of Pre-Vetting 
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5. System will display the details. 
 

i. Tab Details 
a) Program Revocation Details 

 

Diagram 118: Form Program Revocation 
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ii. Tab Log (Log History of the application)  

 

Diagram 119: Log 

iii. User click  to accept the revocation. 

 

 

Diagram 120: Popup Message 
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iv. User click  to reject the revocation. 

 

 

Diagram 121: Popup Message 

 
6. System will bring to another form. User fill in details: 

i. Appeal 
a) Grounds for Appeal 
b) Upload Supporting Document 

 

Diagram 122: Form Program Revocation 

  



 

 Project Reference File Version Date Page 

Federation of Investment 
Managers Malaysia (FiMM) 

ZANKO/FIMM/UM/V1.0 User Manual Document 1.1 10/04/25 
88 

 

 

 

ii. User click  to submit the application to FIMM. 

 

 

Diagram 123: Popup Message 

 

iii. System will display validation if mandatory field is not fill in. 

 

Diagram 124: Form Program Revocation 
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3.5 Program Cancellation 

3.5.1 Submit Program Cancellation 

3.5.1.1 Process Flow  
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3.5.1.2 Manual Step 
 

Cancel Program 

1. Click menu Continuing Professional Development. System will display submenu 
under Continuing Professional Development.  

 

Diagram 125: Menu 

 
2. Click submenu Pre-Vetting.  

 
Notes: 
This manual covers cancellation process for Pre-Vetting but it is also applicable to 
Repeated Pre-Vetting.  

 

Diagram 126: Submenu 
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3. System will show List of Pre-Vetting. 

 

Diagram 127: List of Pre-Vetting 

 

4. Under column Action, user click . 

 

Diagram 128: List of Pre-Vetting 
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5. System will display the program details. 

 

Diagram 129: Form Program Cancellation 
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6. User click  to cancel the program. 
 

 

 

Diagram 130: Popup Message 

 

7. System will bring to another form. User fill in details: 
i. Program Cancellation Details 

a) Reason 
b) Upload Supporting Document 

 

Diagram 131: Form Program Cancellation 
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ii. User click  to cancel the program. 

 

 

Diagram 132: Popup Message 

 
iii. System will display validation if mandatory field is not fill in. 

 

Diagram 133: Form Program Cancellation 
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View Application and Log 

8. In List of Pre-Vetting, user can view application status. User click . 

 

Diagram 134: List of Pre-Vetting 
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9. System will display: 
i. Tab Details 

 

Diagram 135: Form Program Cancellation 
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ii. Tab Log (Log history of the application):  

 

Diagram 136: Log 

 

 


	DOCUMENT DESCRIPTION
	DOCUMENT CONTROL
	CONTENT
	LIST OF DIAGRAMS
	LIST OF TABLES
	ACRONYM
	ABBREVIATIONS ROLE
	CHAPTER 1: INTRODUCTION
	Purpose
	Contact Information
	1.
	1.1
	1.2

	CHAPTER 2: GENERAL SYSTEM INSTRUCTION
	2.
	2.1.1 Log in
	2.1.2 Update Account and Password
	2.1.3 Forgot Password
	2.1.4 Multiple Role
	2.1.5 Log Out
	2.2 Dashboard
	2.2.1 Pending Task
	2.2.2 Dashboard Notification


	CHAPTER 3: Continuing Professional Development (CPD) MODULE
	3.1 Training Provider Management
	3.1.1 Create Application
	3.1.1.1 Process Flow
	3.1.1.2 Manual Step
	3.2 Pre-Vetting
	3.2.1 Create Application
	3.2.1.1 Process Flow
	3.2.1.2 Manual Step
	3.3 Repeated Pre-Vetting
	3.3.1 Create Application
	3.3.1.1 Process Flow
	3.3.1.2 Manual Step
	3.4 Revocation
	3.4.1 Create Application
	3.4.1.1 Process Flow
	3.4.1.2 Manual Step
	3.5 Program Cancellation
	3.5.1 Submit Program Cancellation
	3.5.1.1 Process Flow
	3.5.1.2 Manual Step


