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Manage and control user accesses and your company’s profile digitally with CSA module, 
at no additional charges:

DBS IDEAL | Customer Self Administration

Introduction
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1. An administrator cannot add another administrator using CSA 
module

2. Administrator cannot act alone to add/modify any setup. Maker 
checker is mandatory.

3. A minimum of 2 administrators are required to operate the self-
service module.

4. 2 Factor Authentication (2FA) is required via M-Challenge with 
token response to approve any service request on CSA.

5. Post notification are triggered for action performed by the 
administrator (Both maker and approver)

6. Audit trail is captured for all activities performed by 
administrator.

DBS IDEAL | Customer Self Administration

What are the Controls in place
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Access to CSA via DBS IDEAL:
https://ideal.dbs.com/

1

Login to your DBS IDEAL account.

2

DBS IDEAL | Customer Self Administration | Access CSA module 

https://ideal.dbs.com/
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Verify your identity 
with your digital token.

1

DBS IDEAL | Customer Self Administration | Access CSA module 
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You will land on DBS IDEAL 
“Dashboard”. Expand “Administration” 
dropdown on the left menu and click 

on “Manage company & users”.

1

DBS IDEAL | Customer Self Administration | Access CSA module 
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You will land on 
CSA  “Dashboard”.

1

DBS IDEAL | Customer Self Administration | Access CSA module 



13

Go to ”Users” tab on the top menu.

1

DBS IDEAL | Customer Self Administration | Create a user 

Click on “Create a new user”.

2
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Key in the user particulars. Ensure 
that all information is accurate.
Email address and mobile number 
needs to be valid to receive their 
first-time login package.

1

DBS IDEAL | Customer Self Administration | Create a user 
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Key in ”User ID” and check for 
availability.

1

DBS IDEAL | Customer Self Administration | Create a user 

User entitlements can be granted 
through these two methods:
1. Copy User
2. Manual Setup

2
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DBS IDEAL | Customer Self Administration | Create a user 

If you are copying entitlements from 
an existing user, you may search and 
select their name/user ID.

1
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DBS IDEAL | Customer Self Administration | Create a user 

All entitlements will be displayed for 
your review. You can make any 
changes if required.

1
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DBS IDEAL | Customer Self Administration | Create a user 

If you are setting up entitlements 
manually, select ”Set up 
entitlements manually”.

1
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DBS IDEAL | Customer Self Administration | Create a user 

Select “Yes” if you wish to appoint 
this user as a contact person to 
represent your company for DBS 
matters.

1
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DBS IDEAL | Customer Self Administration | Create a user 

Select “Yes” if you wish to grant this 
user enquiry access and click on the 
dropdown to select the accounts.

1
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DBS IDEAL | Customer Self Administration | Create a user 

Click on ”Show advanced enquiry 
detail” to grant enquiry access to 
specific products.

1
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DBS IDEAL | Customer Self Administration | Create a user 

Select “Yes” if you wish to grant this 
user custom report access and click on 
the dropdown to select the accounts.

1

Click on ”Show advanced enquiry 
detail” to grant access to specific 
custom reports.

2
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DBS IDEAL | Customer Self Administration | Create a user 

Select “Yes” if you wish to grant this 
user transaction access.

1

Tick on the roles you wish to grant the 
user. 

For access to create transactions, tick 
on “Transaction Maker” and how user 
can create transactions (By default, 
manual creation and file upload 
should be given).

2
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DBS IDEAL | Customer Self Administration | Create a user 

For access to approve transactions, 
tick on “Transaction approver” and 
indicate the approving group the 
user belongs to. (By default, user 
should have dual control and ability 
to approve files, risk disclosure is 
required to allow single control 
approval).

1

”Transaction Releaser” & 
“Transaction Verifier” roles are not 
recommended unless required.

2
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DBS IDEAL | Customer Self Administration | Create a user 

Click on ”Show advanced 
payment options” to grant 
specific transaction types.

2

Tick on “Payments” if you wish to grant 
this user payment access and click on 
the dropdown to select the accounts.

1



26

DBS IDEAL | Customer Self Administration | Create a user 

Tick on ”View confidential payroll details” if 
user is allowed to view payroll details (which 
includes specific employee name and salary). 
If not, user can only see bulk information.

2

If you wish to segregate different 
payroll groups, you may grant user 
with other payroll transaction types. 

4

If user is to create/approve payroll 
transactions sent to DBS accounts 
only, select “Payroll DBS”.

3

Tick on “Payroll” if you wish to 
grant this user payroll access 
and click on the dropdown to 
select the accounts.

1
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DBS IDEAL | Customer Self Administration | Create a user 

Tick on “Collections” is you wish to 
grant user with collection access 
and click on the dropdown to select 
the accounts.

1

Tick on “Loan Servicing” is you wish 
to grant user with loan access.

3

Click on ”Show advanced enquiry 
detail” to grant access to specific 
collections types.

2
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DBS IDEAL | Customer Self Administration | Create a user 

Tick on “Others” is you wish to grant 
user with other access and click on 
the dropdown to select the 
accounts. 

1

Click on ”Show advanced others 
options” to grant specific 
transaction types.  

2
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DBS IDEAL | Customer Self Administration | Create a user 

Tick on transaction management settings as required. 
(By default, user should be allowed to modify and delete 
transactions created by others).

1

“File Exchange approver” should be 
granted to all authorised signatories.

2

Tick on “FX Contracts” if user is allowed to 
convert funds from one currency to another. 

3

Tick on “PayNow File Enquiry” if user is 
allowed to upload/approve PayNow 
enquiry files to check PayNow Proxy.

4

Tick on “Manage PayNow” if user is 
allowed to manage/approve PayNow 
proxy and SGQR.

5
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DBS IDEAL | Customer Self Administration | Create a user 

Select “Yes” if you wish to allow 
customers to create/approve 
payees, local and/or foreign, and 
whether any beneficiary creation 
requires approval.

Tick on ”Maker” and/or ”Approver” 
accordingly to the roles required.

1

Select “Yes” if you wish to grant 
”Trade Finance Access” to user as an 
enquiry, transaction maker and/or 

transaction approver.

2
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DBS IDEAL | Customer Self Administration | Create a user 

Select the trade products 
to grant the user.

1



32

DBS IDEAL | Customer Self Administration | Create a user 

Ensure that your company 
subscribes to the products/services 
before granting users with the 

respective entitlements. If not, your 
service request might be rejected.

1

Click on ”Continue” to proceed to 
Review page.

2
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DBS IDEAL | Customer Self Administration | Create a user 

For creation of new transaction 
approvers, the cover letter and 
supporting documents (For 
Example: Original or Certified True 
Copy of Identity Document, Proof of 
Residential Address) is required to 
be mailed to the bank.

1

Click on ”CSA cover letter” to open 
the download window and save the 
cover letter to your computer.

2

Tick on the checkbox to 
acknowledge the supporting 
documents required.

3

Click on ”Continue” to proceed to 
Review page.

4



DBS IDEAL | Customer Self Administration | Create a user 

34

User details will be auto-
populated in the cover letter.

1

Refer to the supporting documents 
requirements over here and click on 
the “checklist” to view accepted 
certifiers.

2

Mail the documents to the bank only 
after all approvals has been given. 
(Documents needs to be received by 
the bank 90days from full approval)

3

Refer to additional information of 
processing time and next step for 
new users first-time login.

4
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DBS IDEAL | Customer Self Administration | Create a user 

Review and ensure that user particulars 
and entitlements are selected correctly.

1
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DBS IDEAL | Customer Self Administration | Create a user 

You may click on ”Save as draft” if 
you wish to continue later or click 
on ”Submit” to proceed.

1
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DBS IDEAL | Customer Self Administration | Create a user 

Notification will be displayed to 
show that user has been created 
successfully, and it is now pending 
for approval.

1
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DBS IDEAL | Customer Self Administration | Create a user 

User particulars and entitlements 
will be shown in the summary page.

1

You may click on ”Create another 
user” if you wish to create another 
user or click on ”Finish” to go back 
to the “Dashboard”.

2
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DBS IDEAL | Customer Self Administration | View user profile

To view your own user profile, you 
may click on “My Profile” tab.

1

To view other user profiles, you may 
click on the user’s name in “Users” 
tab.

2
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DBS IDEAL | Customer Self Administration | View user profile

From here you will be able to view 
their particulars with sensitive 
information masked.

1



41

DBS IDEAL | Customer Self Administration | View user profile

View user’s IDEAL profile 
from “IDEAL Settings” tab.

1
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DBS IDEAL | Customer Self Administration | View user profile

View their entitlements 
from “Entitlements” tab. 

1

You may print this 
information if required.

2



43

DBS IDEAL | Customer Self Administration | Edit a user

To modify a user entitlements, 
you may click on ”Edit”.

1
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DBS IDEAL | Customer Self Administration | Edit a user

Or click on ”Edit” under the Action 
dropdown menu on ”Users” tab.

1
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DBS IDEAL | Customer Self Administration | Edit a user

You will land on “Edit a User” page which 
look similar to “Create a user” page. 
Existing entitlements of the user will be 
displayed for your reference. You may edit 
the entitlements accordingly.

1
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DBS IDEAL | Customer Self Administration | Edit a user 

Click on ”Continue” to proceed to 
Review page.

1
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DBS IDEAL | Customer Self Administration | Edit a user 

Return to ”Edit a user” page to 
make any amendments if required.

2

Review the modifications. Any new 
entitlements added will be highlighted in 
green and any existing entitlements 

removed will be highlighted in red with 
the entitlements strike off.

1



48

DBS IDEAL | Customer Self Administration | Edit a user 

If you wish to view user particulars 
and entitlements, you may click on 
“View full user details”

1
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DBS IDEAL | Customer Self Administration | Edit a user 

You may click on ”Save as draft” if 
you wish to continue later or click 
on ”Submit” to proceed.

1
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DBS IDEAL | Customer Self Administration | Edit a user 

Notification will be displayed to 
show that user has been edited 
successfully, and it is now pending 
for approval.

1
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DBS IDEAL | Customer Self Administration | Edit a user 

User particulars and entitlements 
will be shown in the summary page.

1

You may click on ”Create another 
user” if you wish to create another 
user or click on ”Finish” to go back 
to the “Dashboard”.

2
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DBS IDEAL | Customer Self Administration | Delete a user

Click on ”Delete” in the Action 
dropdown menu on ”Users” tab.

1
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DBS IDEAL | Customer Self Administration | Delete a user

A pop-up window will be shown to 
confirm the deletion. Click on 
“Delete” to proceed.

1
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DBS IDEAL | Customer Self Administration | Delete a user

Notification will pop-up to show 
that user deletion is now pending 
for approval.

1
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Go to ”Users” tab on the top menu.

1

DBS IDEAL | Customer Self Administration | Review user access

Click on “Review user access”.

2
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You will land on ”Review user access” 
page. You may use the search bar to 
find a specific user in the list.

1

DBS IDEAL | Customer Self Administration | Review user access

View their last login date to 
determine if they are inactive.

2

Indicate if you wish to ”Retain”, 
“Suspend”, or “Delete” user under 
the “Action” dropdown menu.

3
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An overview will be shown at the 
bottom.

1

DBS IDEAL | Customer Self Administration | Review user access

Click on “Next” to 
proceed to review page.

2
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Return to ”Review user access” page 
to make any amendments if required.

1

DBS IDEAL | Customer Self Administration | Review user access

Review the summary for user access. 

2
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You may click on “Print” if 
you wish to print this page.

1

DBS IDEAL | Customer Self Administration | Review user access

Notification will be displayed to show 
that your service request has been 
submitted successfully, and it is now 
pending for approval.

2
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Summary will be shown over 
here.

1

DBS IDEAL | Customer Self Administration | Review user access

Click on “Finish” to 
return to “Dashboard”.

2
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To view company profile, go to 
”Company” tab and click on 
“Company Profile”.

1

DBS IDEAL | Customer Self Administration | View Company Profile

Navigate to:
Company profile - To view company information
Bank Account Settings – To view accounts belonging to your company

Approval Policies - To view authorisation policy (example: FAST,GIRO)
Approval Groups – To view approvers under each approval groupings
Trade Finance Settings – To view trade finance settings
Signing Mandate – To view who are your company’s authorised signatories

2
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Click on “Admin audit trail 
report” to download the report.

2

DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Go to “Dashboard” tab.

1
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To download 
other reports, Go 
to “Reports” tab.

1

DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Find the report you wish to 
create and click ”Create New”.

2
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Indicate report name and 
select the information 
you need in your report.

1
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Select Report Date, format and 
setup a password (if required).

1

Click on ”Save and publish 
report” to proceed.

2
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

You will land on the preview 
page to view your selection.

1

Click on ”Edit” if you wish 
to make any amendments. 

2
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Click on “Submit 
to proceed.

1
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Notification will be displayed 
to show that report has been 
created successfully.

1
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Summary will be 
displayed here.

1

You may create another report or click 
on “Finish” to go back to ”Reports” tab.

2
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Click on “Show saved reports”.

1

Expand the ”Action” dropdown 
menu and click on “Publish”.

2
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Click on “Publish” 
to proceed.

1
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Dismiss the pop-up window 
showing that the report has 
been published successfully.

1
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DBS IDEAL | Customer Self Administration | Download Audit Trail & Report

Go to “Published Reports”.

1

Key in the report name to search 
for the published report.

2

Expand “Action” dropdown 
menu  and click on “Download”. 
A download window will appear 
for you to save the report.

3
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DBS IDEAL | Customer Self Administration | Approve a service request

Go to “Dashboard” tab

1

Search for the service request to 
approve. Expand ”Show additional 
filters” and ensure you have 
indicated the correct filtering for 
request date and status. 

3

Go to ”My Approval”.

2

Tick the checkboxes of 
the service requests that 
you wish to approve. 

4



75

DBS IDEAL | Customer Self Administration | Approve a service request

Click on “Approve now” and 
use your IDEAL mobile app to 
approve the service request.

2
Click on “Approve” at the 
bottom of the page

1
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DBS IDEAL | Customer Self Administration | Approve a service request

Go to “Dashboard” tab

1

Search for the service request to 
approve. Expand ”Show additional 
filters” and ensure you have 
indicated the correct filtering for 
request date and status. 

3

Go to ”My Approval”.

2

Click on the service 
request you want to view.

4
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DBS IDEAL | Customer Self Administration | Approve a service request

Review the service request.

1

Choose if you wish to 
“Delete”, “Reject”, 
“Approve” or “Cancel” to go 
back to the “Dashboard”

2
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DBS IDEAL | Customer Self Administration | Approve a service request

Click on “Approve now” and 
use your IDEAL mobile app to 
approve the service request.

1
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DBS IDEAL | Customer Self Administration | Approve a service request

Alternatively, you may click on  
“Alternatively, use your digital 
token or security device for 
approval” to approve via 
security authentication code.

1

Click on ”Get Challenge via 
SMS” and key the code into 
your digital token or security 
device. A response code will 
be displayed for you to key it in 
the response field before 
clicking on ”Approve”.

2
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DBS IDEAL | Customer Self Administration | Approve a service request

Click on the push notification 
on your mobile device (setup 
to be your digital token). 
Remember to turn on 
notification for DBS IDEAL 
mobile app to receive such 
notifications.

1

Swipe to approve.

2

The screen will display that 
your service request has been 
successfully approved on your 
digital token.

3
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DBS IDEAL | Customer Self Administration | Approve a service request

Click on “Dismiss” to go back 
to the “Dashboard”.

2

Popup window will display that 
your service request has been 
successfully approved.

1
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Visit https://www.dbs.com.sg/ibg-
eforms/sg/idealmaintenance to 
access the Online IDEAL 
Maintenance Form .

1

Click on “Create new application”.

2

DBS IDEAL | Customer Self Administration | How to Apply?

https://www.dbs.com.sg/ibg-eforms/sg/idealmaintenance
https://www.dbs.com.sg/ibg-eforms/sg/idealmaintenance
https://www.dbs.com.sg/ibg-eforms/sg/idealmaintenance
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DBS IDEAL | Customer Self Administration | How to Apply?

Select “Login with DBS IDEAL” 
to verify your identity.

3
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DBS IDEAL | Customer Self Administration | How to Apply?

Log in to DBS IDEAL using 
your preferred method (try 
QR Login!).

4
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DBS IDEAL | Customer Self Administration | How to Apply?

Authenticate yourself using your 
IDEAL mobile app.

5
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Verify your Identity using your digital token.

6

DBS IDEAL | Customer Self Administration | How to Apply?
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DBS IDEAL | Customer Self Administration | How to Apply?

Upon successful log in, your 
information will be 
automatically populated. 

7
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DBS IDEAL | Customer Self Administration | How to Apply?

Your organisation 
information will be 
automatically populated. 

8



91

Select “Nominate an administrator to 
manage your company’s DBS IDEAL 
(Customer Self-Administration)” to grant 
new administrator entitlements.

9

Select “ Add/ update administrator approval 
policy (CSA)” to setup CSA approval policy.

10

DBS IDEAL | Customer Self Administration | How to Apply?

Click on the ”Next” button to proceed.

11
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DBS IDEAL | Customer Self Administration | How to Apply?

Read the important information 
regarding CSA, and click on “Next”.

12
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For new IDEAL user: Provide user 
information and indicate a 
preferred IDEAL user ID. Ensure 
that information are provided 
correctly to receive first-time login 
welcome package.

13

DBS IDEAL | Customer Self Administration | How to Apply?
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DBS IDEAL | Customer Self Administration | How to Apply?

For existing IDEAL user: Provide 
user information and indicate their 
IDEAL user ID. Ensure that 
information are provided correctly 
to prevent any delay in processing.

14
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Click on “Next” to proceed.

15

DBS IDEAL | Customer Self Administration | How to Apply?



96

To setup administration approval 
policy for your company, select 
the number of Customer Self 
Administrators (CSA) required to 
approve a request.

16

Click on “Next” to proceed.

17

DBS IDEAL | Customer Self Administration | How to Apply?
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Review the information that 
you have provided on the 
preview page. Ensure that it is 
correctly indicated in the 
online form.

18

Click on “Edit” if you need to 
make any amendments.

19

DBS IDEAL | Customer Self Administration | How to Apply?
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Read through the Terms & 
Conditions before providing us 
your acknowledgement.

21

Click on “Authorise 
Submission” to proceed.

22

DBS IDEAL | Customer Self Administration | How to Apply?
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Select your company’s Authorised 
signers according to your signing 
requirements.

Ensure that their contact details 
are reflected correctly.

23

Read the supporting 
documents required for 
granting users with CSA 
entitlements.

24

DBS IDEAL | Customer Self Administration | How to Apply?



100

Select “Print & Send” authorisation 
method. You are required to mail 
the form (signed with wet ink 
signature by authorised 
signatories) together with the 
Certified True copy of the 
supporting documents to the bank 
for processing.

25

Click on “Next” to submit.

26

DBS IDEAL | Customer Self Administration | How to Apply?
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Your request will take an estimated 
duration of 7 working days to process 
(once it is received by us), depending 

on complexity.

27

Download the PDF form here or from the 
email sent by dbseforms@dbs.com . If you 
cannot locate the email, you may check your 
junk folder.

28

DBS IDEAL | Customer Self Administration | How to Apply?

7
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Open the PDF form with the 
password received via SMS to 
your registered mobile device.

29

If you did not receive the 
SMS, you might need to 
update your IDEAL contact 
information.

30

DBS IDEAL | Customer Self Administration | How to Apply?
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DBS IDEAL | Customer Self Administration | How to Apply?

Review to ensure that all 
information is generated 
correctly.

31



104

Print this form and obtain wet ink signature 
from authorised signatories before mailing it 
together with the required supporting 

documents to the bank for processing.

T&O-SG IBG Ops
Corporate Account Services - Channel R&M
2 Changi Business Park Crescent
#04-06 DBS Asia Hub
Singapore 486029

32

DBS IDEAL | Customer Self Administration | How to Apply?



105

DBS IDEAL | Customer Self Administration | How to Apply?

1. Signatories not according to mandate (Manual Entry)

• Indicate wrong signer information or signing requirements

2. Incomplete mandatory setup

• Select products that your company did not sign-up for

3. Incomplete Documents

• Missing supporting documents

4. Unable to identify and verify IDEAL approver/CSA

• Supporting documents does not match

5. Signature Irregular / Not found (Print & Send)

• Wet-ink signature differs from bank record

What are the common mistakes
IDEAL Maintenance Online Form
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DBS IDEAL | Customer Self Administration

Key takeaways

1. CSA should be the primary solution to perform any IDEAL maintenance

2. Update company mandate and contact details with the bank whenever required

3. Regularly review user accesses to safeguard your company’s business account for 
optimal security.

4. If you wish to check the application status for DBS IDEAL Online Maintenance form, 
visit https://www.dbs.com.sg/sme/self-service

https://www.dbs.com.sg/sme/self-service
https://www.dbs.com.sg/sme/self-service
https://www.dbs.com.sg/sme/self-service


DBS IDEAL Customer Self Administration (CSA): 

Webpage | Registration Guide | User Guide

IDEAL Online Maintenance Form: 

Webpage | Online Form | User Guide | FAQs

Self-Help Resources

https://www.dbs.com.sg/sme/day-to-day/ways-to-bank/online-banking-ideal/easy-maintenance
https://www.dbs.com.sg/sme/pdf/DBS-IDEAL-Customer-Self-Administration-Registration-Guide.pdf
https://www.dbs.com.sg/sme/pdf/IDEAL-Customer-Self-Administration-Guide.pdf
https://www.dbs.com.sg/sme/day-to-day/ways-to-bank/DBS-IDEAL-Online-Maintenance-Form
https://www.dbs.com.sg/ibg-eforms/sg/idealmaintenance
https://www.dbs.com.sg/sme/pdf/IDEAL-maintenance-online-form-step-by-step-guide.pdf
https://www.dbs.com.sg/sme/pdf/IDEAL-maintenance-online-form-FAQs.pdf
https://www.dbs.com.sg/sme/business-banking/frequently-asked-questions.page
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