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1 FICS Training Scheme (FICS-TS)

The FSDF provides grant support for FICS training and assessment programmes under the FICS
Training Scheme (FICS-TS) to enhance the skills and capabilities of Singapore’s financial sector
workforce through FICS accredited programmes.

With effect from 1 January 2011, MAS will provide 70% grant support for financial institutions that
send their staff for external FICS accredited training and/or assessment programmes as well as for
individuals who are not sponsored by financial institutions and who pay for their own training and/or
assessment. Funding support is also made available to financial institutions that develop in-house
FICS accredited programmes.

The funding support described above will apply to FICS accredited programmes that commence on or
after 1 January 2011.

For more information, please visit FICS website at http://www.fics.org.sg/funding/overview.asp

The Institute of Banking & Finance Version 2.0
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The Imstiiuie of Henking & Finance

2  FICS Corporate Login ID

2.1 Application of Corporate Login ID

1)  Download the application form from IBF website, complete all required fields and mail it to IBF.

i1) Corporate Login ID and password will be emailed to applicant within 5 business days from the
receipt of the application form.

2.2 Change Password

1)  Login at http://www.fics.org.sg/application/funding/fundlogin.asp

i1) Click on “Change password”.

& FICS Funding Submission =
Applicant : The Financial Institution Change password
Assessment
Mo subrnission

Add Mew Claim
Training
Mo submission

Add New Claim
Assessment & Training
Mo submission

Add Mew Claim

EEIBF

ii1) Key in the new password and re-enter the new password.

iv) Click on “Change Password”. A pop up message stating ‘“Password Updated” will appear when
password is updated successfully.

% FICS Funding 1118} 3 Change Password - Microsoft Internet Explorer E|@® | “Taaaul Now.— ]

Applicant : The Financial Institul Change password
Assessment
Mo submission i Password'!—[- |
| 10 charact
L | GuextDihaiEctErs) TR
Re-enter New | |
bactinardd | (max 10 charackers)
Training -E!—
Mo submission o IBF Change Password
Add MNew Claim
Assessment & Training
Mo submission
Add MNew Claim

m EEIBF

FINANCIAL INOU STRY

The Institute of Banking & Finance Version 2.0
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2.3 Loss of Password

Go to http://www.fics.org.sg/application/funding/fundlogin.asp and click on “Forgot Password” to
request for the password to be emailed to your designated email.

2.4 Technical Support

Contact IBF at 6220 8566 or email fics@ibf.org.sg .

The Institute of Banking & Finance Version 2.0
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3 FICS Claim Process

i IBF

Financial Institutions or accredited training providers will need to apply to the IBF for a Corporate

Login ID before claims can be filed.

Please refer to Section 2 for details on application of Corporate Login ID.

Note: For company-sponsored individuals, the financial institutions will submit their grant claims
under both FICS and Financial Training Scheme (FTS) together to the Financial Sector Development
Fund (FSDF) Secretariat for processing if the programmes commence on or after 1 January 2011. For
more information, please visit FICS website at http://www.fics.org.sg/funding/overview.asp

3.1 FICS Funding Login

1)  Login at http://www.fics.org.sg/application/funding/fundlogin.asp
A FICS Funding Application - Microsoft Internet Explarer [BEE]
File Edit Yiew Favorites Tools Help &
@Back ) \ﬂ @ ;‘ /':‘search V\" Favories {f\ &=~ ; - _’l ﬁ
Address gj hietp:fwe Fics. org.saf aplicatianjfunding/Fundlogin, asp v B ks ?
FICS Funding Application
Login Corporate Claim 1D
a r
NRIC/Passport of Claim (!)ﬁ’\cer
| | &g S1294567A
Paszgword
&> [ 1
. Eorgnt Password
M " Togin._ ]
Io' l
iF IBF o
@] Done & Internet
The Institute of Banking & Finance Version 2.0

Page 6 of 30



& IBF
FICS Claim Application User Guide ——

3.2 Submitting Claim for Company-Sponsored Candidates

Note: This is only applicable for FICS programmes that commenced before 1 January 2011.

3.2.1 Create Draft Claim
A) Select Programme Scope

1)  Click on the "Add New Claim" button according to the scope of the programme (i.e. Assessment,
Training or Assessment & Training).

@ FICS Funding Submission (T )

Applicant : The Financial Institution Change password

Assessment
Mo submission

Addd New Claim

Training
Mo submission

Add Mew Claim
Assessment & Training
Mo submission

Addd New Claim
i
s EE IBF

B) Enter Claim Details

i)  Select the Programme Name, Programme Period, Assessment Service Provider or Training
Centre.

i1) Click on “Add Candidate” to enter the candidate’s detail.

Training Claim Details

Name of Applicant : The Financial Institution

Training Centre " | The Training and Assessment Pravider ¥ Total Amount @ § 0
Programme Period " Start - |2 February 2009 B end - |2Maye00q &

Programme Name .| The Training Programme ¥ Claim Amaount ; § 0,00 *

Remarks

* You can only zubmit a maximurm of $100,000 in each cairm, The remaining armount beyond $100,000 cshould be submitted in another claim,

Add Candidate

Back to Main Page

The Institute of Banking & Finance Version 2.0
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C) Enter Candidate’s Details

1)  State the candidate’s information and upload the required supporting documents.

Candidate Details
Mame of Company + The Financial Institution
Mame .
Citizenship - Select ... -
MRIC/Passpaort
Designation

O Executive 0 Non-executive
Invoice No. .
Course Fee  SGD3F (excluding GST)
File Attachment (max size 4MB per attachment. You can zip your file to minimize the size.)
Certification of Completion = . Browse.. | (Preferably in PDF or ZIP format)
Invoice (issued by : Browse... | (Preferably in PDF or ZIP format)
training/assessment centre)

[[] 1 declare that this candidate is based in Singapore
* Submission of Statement of Attainment (S0A) is not mandatory for (i) Assessment Claims; & (ii)
Training & Assessment Claims.

Save Reset

i1) Click “Save” to save the information.
Note: Clicking on the “Reset” button will clear all information in the fields.

iii)) The Claim Details page would appear after the information is saved. To add another candidate to
the claim, click on “Add Candidate” and repeat steps (i) and (ii).

Training Claim Details

Marme of Applicant ¢ The Financial Institution

Training Centre . The Training and Assessment Provider [ Edit] Total Amount @ $ 6000
Pragramme Period . Start - 2 Feb 2009 End - 2 May 2009 [Edit]

Programme Name . The Tramning Programme [ Edit ] Claim amount @ § 5,400.00 *
Remarks :

* rou can only submit a maximum of $100,000 in each daim. The remaining amount beyond $100,000 should be submitted in another claim.

Name NRIC Designation Citizen Course Fees Edit Delete
Candidate 51234567 A Manager =) $E000 Modify O
Add Candidate ][ Delete Candidate |

Back to Main Page

iv) Once all candidates are added to the claim, click on “Back to Main Page”. The saved claim
would be displayed in the main page.

Status indicating “Not assigned” and “Not submitted” would appear in red under the Claim No.
and Submit Date columns respectively. The claim has been saved as a draft and has not been
submitted to IBF.

v) Please refer to Section 3.2.4 on how to submit the claim.

The Institute of Banking & Finance Version 2.0
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T

3.2.2 Amend Draft Claim

1)  Locate the claim that needs to be amended in the main page, click on “Edit Claim” to proceed to
the Claim Details screen to modify the claim.

@ FICS Funding Submission [ “Tasan

Applicant : The Financial Institution

Now— |
Change passward

Assessment
Mo submission

Add Mew Claim

Training

Claim Mo FTP Program Submit Date | Created By Status Edit Delete  tction

Mot zssigned  [The Training and Assessment Provider The Training Programrme Mot Submitted appl18 Mew Edit Clsim |:| Subrnit Clair
Adc New Claim | | Delete Claim

Assessment & Training
Mo subrmission

Add Mew Claim

EE IBF

A) Amend Programme Scope / Assessment Service Provider or Training Centre / Programme
Name

a) To amend the programme scope, programme name, assessment service provider or training centre,
click on the “Edit” hyperlink to go to the “Edit Claim Header” screen.

Training Claim Details

Name of applicant . The Financial Institution

Training Centre . The Training and Assessment Provider [ Edit | Total Amount @ § 6000
Prograrme Period . Start - 2 Feb 2009 End - 2 May 2009 [Edit]

Programme Mame . The Training Programme [ Edit | Claim Amount @ § 5,400.00 *
Remarks :

* You can only zubmit & maximum of $100,000 in =ach claim, The remaining amount beyond $100,000 should be submitted in another caim,

Name NRIC Designation Citizen Course Fees Edlit Delete
Candidate 1234567 A, Wanager 3 $5000 Madify O
Add Candidate | Delete Candidete |
[ Back to Main Fage ]

b) Select the correct claim detail(s) and click “Save” to save the amendments.

Edit Claim Header

Programme Scope Training M

Training Centre The Training and Assessment Provider v

Programme Name The Training Programme b

Save Cancel

The Institute of Banking & Finance Version 2.0
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B) Amend Programme Period
a) To amend the programme period, click on the “Edit” hyperlink next to Programme Period.

b) State the correct programme period and click “Save” to save the amendments.

Edit Claim Header

Programene Period : Start - |2 Febrary 2009 B End - |2May 2003 @

Sanve Cancel

C) Amend Candidate’s Information
a) To amend candidate’s information, click on the “Modify” hyperlink for the candidate.

b) Amend the candidate’s details accordingly and click “Save” when completed.

Candidate Details

Mame of Company - The Financial Institution
MName : Candidate
Citizenship I SingaporeansPR -
MNRIC/Passport 1 S1234567A
Cresignation - Manager
@ Executive 0 MNon-executive
Invoice MNo. : 1234
Course Fee : sGD%$ o0 | (excluding GST)
File Attachment (max size AMB per attachment. You can zip your file to minimize the size.)
Certification of Completion = - _ Browse... | (Preferably in PDF or ZIF format)

Inwvoice (issued by = Browse (Preferably in PDF or ZIP format)
training/assessment centrea)

[ I declare that this candidate is based in Singapore

= Submission of Statement of Attainment (SOA) is not mandatory for (i) Assessment Claims; & (ii)
Training & Assessment Claims.

Feset

D) Delete Candidate from Claim

a) To delete candidate(s) from a claim, check the “Delete” box(es) for the candidate(s) and click on
the “Delete Candidate” button.

b) Click “OK” to confirm the deletion of the selected candidate(s).

Training Claim Details

Mame of Applicant : The Financial Institution

Training Centre . The Training and Assessment Prowider [ Edit Total Amount @ $ 12000
Programme Period ! Start - 2 Feb 2009 End - 2 May 2009 [ Edit]

Programme Name . The Training Programme [ Edit Claim amount : $ 10,800.00 *
Remarks E

* oy can only submit a maxirmumm of $100,000 in each caim, The remaining amount beyond $100,000 should be submitted in another claim,

Name NRIC Designation Citizen Course Fees Edit Delete
Candidate S1234567 A —— - $e000 Maodify ]
Candidate 2 523456734 Microsefkiniamet Explarer $6000 Madi
‘?/ Confirm deletion of 1 checked candidate(s)? [ Add Candidate ] [ Delete Candidate I
The Institute of Banking & Finance Version 2.0
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L IBF

i1)) When all necessary amendments are completed and the claim is ready for submission, click on
“Back to Main Page” to return to the main page to submit the claim.

ii1) Please refer to Section 3.2.4 on how to submit the claim.

3.2.3 Delete Claim

Only draft claims may be deleted (i.e. claims that have not been submitted to IBF). To delete a draft

claim,

1)  Check the “Delete” box and click on the “Delete Claim” button.

i1) Click on “OK” to confirm the deletion of the claim.

& FICS Funding Submission

Applicant : The Financial Institution

Assessment
Mo submission

Microsoft Internet Explorer

Training
ci o FTF P
S e 2 "/ Confirm deletion of 1 checked claim(s) and their detaiis?
Mot assigned | The Training and Assessme: nt Frovider The Traini —
430 The Training =nd Assessrment Provider The Traini
s The Trsining and Assessrent Frovider [The Traini

Assessment & Training
Mo submission

[ “Tagant How )
Change password

Add Mew Claim

Status Ediit |Delete aotion

Mew Ediit Claim Submit Claim
|Rejected Meweonly | I

fpproved wiew only

[ AddNewClaim || Delete Claim |

Al Mew Claim

iE IBF

3.2.4 Submit Claim

1)  Click "Submit Claim" under the Action column and “OK” to confirm the submission of the

claim to IBF.

& FICS Funding Submission

Applicant : The Financial Institution

Assessment
Mo submission

Microsoft Internet Explorer

Training
Claim Ho FTF

@ | Confirm submitting claim For
Program .4 ‘/
The Training P ETR{ASP : The Training and Assessment Provider

Program ; The Training Programme:

Mot 3ssigned | The Training and Sssessment Frovider

Assessment & Training
Mo submission

T,

[ “Toaalii Now
Change password

Add Mew Claim

Status Edit |Delete ction
Hew Edit Claim | []

[ AddNew Claim

Submit Claim

][ Delete Claim I

Add Mew Claim

EE1BF

The Institute of Banking & Finance
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L IBF

i1) A claim number would be assigned to the submitted claim and the status column would display

“Pending Review”.

Drics Funding Submission

aApplicant : The Financial Institution

Assessment
Mo submission

Training
Claim Mo, FTP Fragram
474 The Training and fssessment Frovider The Training Frogramme

Assessment & Training
Mo submission

[ TTogautNow |
Change password
Adld MNew Claim
Submit Date  |Created By Status Edit [Delete [Action
23452009 app113 Fending Review  ‘Wew only o -
Add Mew Claim
Add New Claim
EEIBF

3.2.5 Amendment of Returned Claim

IBF may return a submitted claim to the claimant for amendment. The claimant would receive

email notification on the amendments required.

To amend the returned claim,

1)  Login and locate the returned claim, the claim will show “Return” in the Status column.

i1) Click on “Edit Claim” to proceed to the Claim Details screen to amend the claim.

an

= FICS Funding Submission | “Togeuinaw ]
Applicant : The Financial Institution Change password
Assessment
Mo submission
Add New Claim
Training
Claim No FTF Frogram Submit Date | Created By Status Edit Delete |Aotion
429 The Training and fssessment Provider The Training Programme Mot Submitted appl12 Return Edit Claim | - Subrmit Claim
Add MNew Claim
Assessment & Training
Mo submission
Addd New Claim
I.J
A EEIBF
The Institute of Banking & Finance Version 2.0
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i) Amend the claim according to the comments in the Remarks field.

Training Claim Details

MName of Applicant : The Financial Institution

Training Centre . The Training and Assessment Provider [ Edit Total Amount @ § 6000

Programme Period . Start - 2 Feb 2009 End - 2 May 2009 [ Edit |

Prograrmme Marne . The Tramning Programme [ Edit Claim amount : ¢ 5,400.00 *

Remarks : The programme name does not match the invoice and certificate submitted, Please make the necessary amendments.
Thank yaou.

* *You can only subrit a maxirmurm of $100,000 in each claim, The remaining amount beyand $100,000 should be submitted in another claim,

Hame NRIC Designation Citizen Cowrse Fees Edit Delete
Candidate 51234567 A Manager =) $E000 Modify ]
Add Candidate || Delete Candidate |

Biack ta Main Page

iv) Pls refer to 3.2.2 on how to amend the claim.

3.2.6 View Submitted / Approved / Rejected Claim

The claimant would receive a notification email for submitted / approved / rejected claim. To view the
claim details of a submitted / approved / rejected claim,

1)  Login and locate the claim, the claim will show “Pending Review” / “Approved” / “Rejected” in
the Status column.

@ rics Funding Submission G nirnd

Applicant : The Financial Institution Change password

Assessment
Mo submission

Ald Mew Claim

Training

Claim No FTP Program Subrnit Date Crested By Status Edit |Delete  Action
430 The Training and dssessment Provider The Training Programmme 20572008 applis Fiejected Wiew only

429 The Training and fssessment Provider The Training Programme EE/5/2009 app i1 bpproved iew only

431 The Training and Assessment Provider The Training Programme 284572009 app118 Pending Review  Mewonly | -

Add New Claim

Assessment & Training
Mo submission

T

Ald Mew Claim

EEIBF

i1) Click on the “View Only” hyperlink to view the claim details.

The Institute of Banking & Finance Version 2.0
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3.3 Submitting Claim for Non-Sponsored Candidates (For Accredited Training / Assessment
Service Providers Only)

3.3.1 Create Draft Claim
A) Select Programme Scope

1)  Click on the "Add New Claim" button according to the scope of the programme (i.e. Assessment,
Training or Assessment & Training).

@D rics Funding Submission [ “Tosentien ]
Applicant : The Training and Assessment Provider Change password
Assessment
Mo submission

Add Mew Claim
Training
Mo subrmission

Add Mew Claim
Assessment & Training
Mo submission

Add New Claim
S
| D i£ IBF

B) Enter Claim Details

1)  Select the Assessment Service Provider or Training Centre, Programme Period and
Programme Name.

i1) Click on “Add Candidate” to enter the candidate’s detail.

Training Claim Details

Mame of applicant : The Training and Assessment Provider

Training Centre .| The Training and Assessment Pravider % Total smount @ $ 0
Programme Period | Start - |2 February 2009 ) End - |2 May 2009 E

Prograrmme MNarme | The Training Programme %

Remarks

Add Candidate

Back to Main Page

The Institute of Banking & Finance Version 2.0
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C) Enter Candidate’s Details

1)  State the candidate’s information and upload the required supporting documents.

W 527 7
Candidate Details
Mame of Company
Mame (Must be same as in
MRIC)H
Citizenship : Singaporean/PR
MNRIC/Passport .
Dresignation
Executive o Mon-executive
INnvoice Mo. .
Course Fee I SGDS (including GST)
File Attachment {(max size AMB per attachment. You can zip yvour file to minimize the size.)
Certification of Completion = _Browse... | (Preferably in PDF or ZIP format)
Invoice (issued by = Browse... (Preferably in PDF or ZIP format)
training/assessment centrea)
Copy of NRIC . Browse... | (Preferably in PDF or ZIP format)
= Submission of Statement of Attamment (SOAD I1s not mandatory for (1) Assessment Claims; 8 (i)
Traiming & Assessment Claims.
Sawe Reset
oo . % . . .
i1) Click “Save” to save the information.
. . . P 99 . . . .
Note: Clicking on the “Reset” button will clear all information in the fields.
ii1) The Claim Details page would appear after the information is saved.
Training Claim Details
Mame of Applicant : The Training and Assessment Provider
Training Centre . The Training and Assessment Provider [ Edit Total Amount © § 6000
Programme Period . Start - 2 Feb 2009 End - 2 May 2009 [ Edit
Prograrmme MNarme . The Trawung Programme [ Edit
Remarks :
Name NRIC Designation Citizen Course Fees Claim Amount Edit Delete
Mon Sponsored Candidate 55234567 A Manager = FE000 $3400 Modify F
Add Candidate || Delete Candidate |
Back to Main Fage

iv) To add another candidate to the claim, click on “Add Candidate” and repeat steps (i) and (ii).

The Institute of Banking & Finance
Page 15 of 30

Version 2.0



& IBF
FICS Claim Application User Guide ——

v) Once all candidates are added to the claim, click on “Back to Main Page”. The saved claim
would be displayed in the main page.

Status indicating “Not assigned” and “Not submitted” would appear in red under the Claim No.
and Submit Date columns respectively. The claim has been saved as a draft and has not been
submitted to IBF.

% FICS Funding Submission o
Applicant : The Training and Assessment Provider Change passwaord
Assessment
Mo subrmission
Add New Claim
Training
Claim Mo FTF Frogram Subrmit Date | Crested By Status Edit |Delete fotion
Mot assigned | The Training 3nd Rssessmer it Prowider The Training Programmes Mot Submitted app119 Newr Edit Claim =] Subrnit Claim
[ AddMNewClaim ][ Delete Claim |
Assessment & Training
Mo subrmission
Add New Claim
i H J

vi) Please refer to Section 3.3.4 on how to submit the claim.

3.3.2 Amend Draft Claim

1)  Locate the claim that needs to be amended, click on “Edit Claim” to proceed to the Claim Details
screen to modify the claim.

% FICS Funding Submission P

Applicant : The Training and Assessment Provider Change password

Assessment
Mo submission

Add Mew Claim

Training
Claim No FTF Frogram Subrnit Date Crezted By Status Edit Delete  Action
Mot aszigned  The Training and Assessment Prowider The Training Programmme Mot Subritted app113 Hewr Edit Clairm D Subrit Claim

[ AddNewClaim || Delete Claim

Assessment & Training
Mo submission

9]

iE IBF

Acld Mew Claim

The Institute of Banking & Finance Version 2.0
Page 16 of 30



FICS Claim Application User Guide

A)
Name

a)

£ IBF

Amend Programme Scope / Assessment Service Provider or Training Centre / Programme

To amend the programme scope, programme name, assessment service provider or training centre,

click on the “Edit” hyperlink to go to the “Edit Claim Header” screen.

Training Claim Details
Mame of Applicant
Training Centre
Programme Period
Programme Mame
Remarks

Name
Mon Sponsored Candidate

: The Training and Assessment Provider

! The Training and Assessment Provider [ Edit
. Start - 2 Feb 2009

. The Training Programme [ Edit

Total amount @ £ 6000
End - 2 May 2000 [ Edit

NRIC Designation Citizen Cowrse Fees Claim Amount Edit Delete
SE234567 A Manager S $E000 $5400 Maodify L]

[ Add Candidate

J

Delete Candidate ]

Back to Main Page

b) Select the correct claim detail(s) and click “Save” to save the amendments.

Edit Claim Header

Programme Scope Training 3
Training Centre The Training and Assessment Provider ¥
Programme Name The Training Programme =

B) Amend Programme Period

a)

To amend the programme period, click on the “Edit” hyperlink next to Programme Period.

b) State the correct programme period and click “Save” to save the amendments.

Edit Claim Header

Programme Period Start - |2 February 2009

Sawve Cancel

End - |2 May 2009

The Institute of Banking & Finance

Version 2.0
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C) Amend Candidate’s Information
a) To amend candidate’s information, click on the “Modify” hyperlink for the candidate.

b) Amend the candidate’s details accordingly and click “Save” when completed.

Candidate Details

Mame of Company I The Trading Company
Mame (Must be same as in @ pon Sponsored Candidate
MRIC)
Citizenship I Singaporeany/PR
MRIC/Passport I SE234567A
Designation > Manager
@ Executive ) MNon-executive
Invoice MNo. I 12345
Course Feea - scGDs 500 Cincluding GST)
File Aattachment { max size 4MB per attachment. You can zip your file to minimize the sizel)
Certification of Completion : ChUsers\chuachoonsie [ Browse... | (Preferably in PDF or ZIP format)
Inwoice (issued by I Ch\Users\chuachoonsie' [ Browse... | (Preferably in PDF or ZIP format)

training/assessment
central)

Copy of NRIC I Ch\Users\chuachoonsiel [ Browse... | (Preferably in PDF or ZIP format)

= Submission of Statement of Attainment (SOAY) is not mandatory for (i) Assessment Claims; 8 (ii)
Training 8 Assessment Claims.

[ Save ] [ Reset]

D) Delete Candidate from Claim

a) To delete candidate(s) from a claim, check the “Delete” box(es) for the candidate(s) and click on
the “Delete Candidate” button.

b) Click on “OK” to confirm the deletion of the selected candidates(s)

Training Claim Details

MName of applicant : The Training and Assessment Provider
Training Centre . The Training and Assessment Provider [ Edit | Total Amount @ § 12000
Programme Period ! Start - 2 Feb 2009 End - 2 May 2009 [ Edit
Programme Narne ! The Traning Programme [ Edit
Remarks E

Name NRIC | Designation Citizen | Course Fees Claim Amount [Edit \Dalete
Man Sponsored Candidate SE234567 A _tlanaoar I - | $E000 $5400 Moif O
Mon Sponsored Candidate 2 fepgeiclistopg Microsoft Internet Explorer $6000 5400 Modify

[ AddCandidste ||  Delete Candidste |

?1'/ Confirm deletion of 1 checked candidate{s)?

<
Cancel

i1) When all necessary amendments are completed and the claim is ready for submission, click on
“Back to Main Page” to return to the main page to submit the claim.

ii1) Please refer to Section 3.3.4 on how to submit the claim.

The Institute of Banking & Finance Version 2.0
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3.3.3 Delete Claim

L IBF

Only draft claims may be deleted (i.e. claims that have not been submitted to IBF). To delete a draft

claim,

1)  Check the “Delete” box and click on the “Delete Claim” button.

i1) Click on “OK” to confirm the deletion of the claim.

= FICS Funding Submission

Applicant : The Training and Assessment Provider

Assessment
Mo submission

Microsoft Internet Explorer

Training
Siaim Ho FTE Frogram

‘_’/ Corfirm deleboror L checked:claimis Y and-their dutalsy
Mot assigned The Training and Assessmel rt Providar The Traini —

Assessment & Training
Mo submission

[“Toaent Now.
Change password

Add MNew Claim

Statu= Edit Delete [Action
Hew Edit Clzim Submit Claim

[ AddmMewClaim | [ Delete Claim

A Mew Claim

EEIBF

3.3.4 Submit Claim

i)  Click "Submit Claim" under the Action column and click “OK” to confirm the submission of the

claim to IBF.

% FICS Funding Submission

Applicant : The Training and Assessment Provider

Assessment
Mo submission

Microsoft Internet Explorer

Training <@ <onfirm submitting claim For

FTRJASP : The Training and Assessment Provider
Program : The Training Progrannms

] Cancel

Mot assigned  The Traiming and Assessre rit Provider

Assessment & Training
Mo submission

Clwimta. FTP TS 39 B

ST
Change password

Ald Mew Claim

Statiz Edit Deiste [action
Hew Edit Claim | [] |Subrnit Claim
[ AddMHew Clairn | [ Delete Claim |

Ald MNew Claim

£E IBF

i1) A claim number would be assigned to the submitted claim and the status column would display

“Pending Review”.

“ Fics Funding Submission

Applicant : The Training and Assessment Provider

Assessment
Mo submission

Training
Claim No. FTP Program

a3z The Trairing and Assessme rt Prowider The Training Programme |28 2009 app113

Assessment & Training
Mo submission

Submit Date | Crestad By

Status Edit [Delete lsetion
Pending Review  Mewonly | - -

[ “Toasitrew )
Change password

Ald Mew Claim

Add Mew Claim

Al MNew Claim

EIBF
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3.3.5 Amendment of Returned Claim

IBF may return a submitted claim to the claimant for amendment. The claimant would receive an email
on the amendments required.

To amend the returned claim,
1)  Login and locate the returned claim, the claim will show “Return” in the Status column.

i1) Click on “Edit Claim” to proceed to the Claim Details screen to amend the claim.

@ rics Funding Submission G
Applicant : The Training and Assessment Provider Channe password
Assessment
Mo submission
Training
Claim Ha. FTP Frogram Submit Date | Crested By Status Edit |Delete dction
a3z Tha Training and Assessrnent Provider The Training Programme Mot Subrnitted app113 Return Edit Claim - Subrnit Claim
Assessment & Training
Mo submission
S
), Sl iE IBF
i11) Amend the claim according to the comments in the Remarks field.
Training Claim Details
Mame of Applicant : The Training and Assessment Provider
Training Centre . The Training and Assessment Provider [ Edit Tatal Amount : § 6000
Pragramme Period . Start - 2 Feb 2000 End - 2 May 2000 [ Bdit
Prograrmrme Marre . The Tramung Programme [ Edit
Remarks  Please amend course fees to include GST.
Name NRIC Designation Citizen Course Fees Claim Amount Edit Delete
Mon Sponsored Candidate 55234567 A Manager 3 $6000 $5400 Modify O
Add Candidate || Delete Candidate |
[ Back to Main Page
iv) Pls refer to 3.3.2 on how to amend the claim
The Institute of Banking & Finance Version 2.0
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3.3.6 View Submitted / Approved / Rejected Claim

The claimant would receive a notification email for submitted / approved /rejected claim. To view the
claim details of a submitted approved / rejected claim,

1) Login and locate the submitted claim, the claim will show “Pending Review” /”Approved”/
“Rejected” in the Status column.

% FICS Funding Submission G
Applicant : The Training and Assessment Provider Change password
Assessment

Mo submission

Add New Claim

Training

Claim Mo, FTF Frogram Submit Date | Created By Status Edit |Delete otion
432 The Training snd fssessment Prowider The Training Programme 234572009 sppi1d \fpproved ‘iew only -

434 The Trairing and fssessment Prowider The Training Programme 23/5/2009 sppi1d Pending Review  Miew only -

432 The Training and fssessment Prowider The Training Programme AEA2008 appi1g Rejected viewonly - |-

Add New Claim

Assessment & Training
Mo submission

9]

iE IBF

Add Mew Claim

i1) Click on the “View Only” hyperlink to view the details of the claim.

The Institute of Banking & Finance Version 2.0
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3.4 Submitting Claim for In-house Developed Programmes (For Financial Institutions Only)

3.4.1 Create Draft Claim
A) Select Programme Scope

1)  Click on the "Add New Claim" button according to the scope of the programme (i.e. Assessment,
Training or Assessment & Training).

@rics Funding Submission ™
Applicant : The Financial Institution Change password
Assessment

No submission

Adld Mew Claim

Training
No submission

Adld Mew Claim

Assessment & Training
Mo submission

Add New Claim

m EEIBF

B) Enter Claim Details
1)  Complete all the required fields

i1) Click on “Add Candidate” to enter the candidate’s detail.

Assessment Claim Details

MName of applicant . The Financial Institution

Assessment Service Provider . | The Financial Institution v Total Amount @ § 0.00

Programme Period " Start - 22 December 2000 | B End - |22 December 2008 | &

Programme Mame " | The In-house Developed Assessment Programmes v Claim Amount : § 0.00 **

Assessment Cost Per Participant B 700 (excluding GST+

Total qualifying Travel Expenses | ¢/15000 (excluding GST)*

Total Claimable Travel Expenses " ¢/13500 e

Remarks :

* Plasse dick here to download, complate and print out & copy of the declaration form that you must uplosd when you submit this daimn to IBF, Kindly note that this srmount must tally with the amount in the dadsration
farm,

% oy can enly subrmit 8 maxirmurn of $100,000 in esch daim. The remaining smount beyond $100,000 should be submitted in snother clsim.

Add Candidate
Back to Main Page

The Institute of Banking & Finance Version 2.0
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C) Enter Candidate Details

1)  State the candidate’s information and upload the required supporting documents.

Candidate Details

MName of Company - The Financial Institution

Mame T Staff

Citizenship I Singaporean/PR -~

MNRIC/Passport - S1345678A

Designation I Manager
@ Executive () Mon-executive

Invoice No. T 3645

Course Fee I SGD3% 0 (excluding GST)

File Attachment (max size 4MB per attachment. You can zip your file to minimize the size.)

Certification of Completion I C\Users\chuachoonsie [ Browse | {Preferably in PDF or ZIP format)
I declare that this candidate is based in Singapore

i1) Click “Save” to save the information.
Note: Clicking on the “Reset” button will clear all information in the fields.

i) The Claim Details page would appear after the information is saved.

Assessment Claim Details

Name of Applicant : The Financial Institution

Assessment Service Provider : The Financial Institution [ Edit ]

Programme Period . Start - 22 Dec 2009 End - 22 Dec 2009 [ Edit]

Programme Name : The In-house Developed Assessment Programme [ Edit ] Claim amount ; § 14,130,00 **
Assessment Cost Per Participant © % 700,00 (excluding STy [Edit]

Total Qualifying Travel Expenses © £ 16,000.00 {excluding 55T+ [Edit]

Total Claimable Travel Expenses D $13,500.00+ [Edit]

Rermarks :

* Please dick here to download, complete and print out a copy of the decdaration form that you must upload when you submit thiz claim to IBF, Kindly note that this amount must tally with the amount in the dedaration

farmn,

#* Yau can only submit 3 maxirmum of $100,000 in each claim, The remaining armount beyond $100,000 should be submitted in another claim,

Name NRIC Designation Citizen Course Fees Edit Delete
Staff 513456784 Manager 5 $700.00 Modifi O
Add Candidate | [ Delete Cancidate |

Back to Main Page

iv) To add another candidate to the claim, click on “Add Candidate” and repeat steps (i) and (ii).

The Institute of Banking & Finance Version 2.0
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v) Once all candidates are added to the claim, click on “Back to Main Page”. The saved claim
would be displayed in the main page.

Status indicating “Not assigned” and “Not submitted” would appear in red under the Claim No.
and Submit Date columns respectively. The claim has been saved as a draft and has not been
submitted to IBF.

@ rics Funding Submission EETTTTe

Applicant : The Financial Institution Change password
Assessment
Claim Ho. FTF Frogram Submit Date  Created By Status Edit Delete fction
Mot assigned The Finsneisl Institution The Irvhouss Developed Aszessment Programme Nt Submitted | stat202 Hew Edit Clsim | [[]  Subrait Clsim

[ AddNewClaim | [ Delete Claim
Training

Mo submission

Add New Claim

Assessment & Training
Mo submission

Add Mew Claim

w & IBF

vi) Please refer to Section 3.4.4 on how to submit the claim.

3.4.2 Amend Draft / Returned Claim

1)  Locate the claim that needs to be amended, click on “Edit Claim” to proceed to the Claim Details
screen to modify the claim.

< i | ;i _—

@ rics Funding Submission SR

applicant : The Financial Institution Change password

Assessment

Clzim Mo. FTF Frogram Submit Date Created By Status Edit Delete  Metion

Mot assigned  The Financial Institution The In-house Developed Assessment Frogramme Hot Submitted staff202 Mew Edit Claim El Submit Clzim
Add New Claim | [ Delete Claim

Training

Claim Ho, JFTP o Submit Dste | Crested By status it Deiste [Sction

it da i {THE Fiteanal Instisatio; i st Tl TF i 5 PRoGravdria Mot Submitted st=ff202 New Edit Clsim | []  Submit Clsim
Add New Claim | [ Delete Claim_|

Assessment & Training

Claim Mo. FTF Frogram Submit Date Created By Satus Edit Delete  Metion
Mot assigned  The Financial Institution The In-house Developed Assessment-and-Training Frogramme Hot Submitted staff202 Mew Edit Claim D Submit Claim
Add New Claim | [ Delete Claim |

m £ IBF

The Institute of Banking & Finance Version 2.0
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A) Amend Assessment Service Provider / Training Centre / Programme Name / Programme
Scope

a) To amend the assessment service provider, programme name or programme scope, click on the
respective “Edit” hyperlink to go to the “Edit Claim Header” screen.

Assessment & Training Claim Details

Mame of Applicant : The Financial Institution

Assessment & Training Centre : The Financial Institution Edit

Programme Period : Start - 15 Dec 2009 End - 22 Dec 2009 Edit

Programme Mame : The In-house Developed Assessment-and-Training Programme [ Edit ] Claim Amount : $ 17,500.00 ##
Murnber of Training & Assessment Days 110 days+ [Edit

Cost of Programme Per Participant Per Training 14 700.00 (excluding GST)* [ Edit |

Day

Total Qualifying Travel Expenses :$ 15,000.00 (excluding GST)* [ Edit

Total Claimable Travel Expenses 1§ 13,500.00 (excluding GST)* [ Edit]

Declaration Form : [Re-upload

Remarks : The Mumber of Training & Assessment Days in the claim should tally with the value stated in the declaration form. Please amend

accordingly
* Please click here to download, complete and print cut a copy of the declaration form that you must uplead when you submit this caim to IBF. Kindly note that this amount must tally with the ameount in the declaration

Farm.

#* You can only submit a maxirnurn of $100,000 in each daim, The remaining amount beyand $100,000 should be submitted in anather claim,

Name NRIC Designation Citizen Cowrse Fees Edit Delete
Staff 3 33456784 anager 3 ‘7 ,000.00 Modify [l
Add Candidate ] [ Delete Candidate ]

Back to Main Page

b) Select the correct claim details and click “Save” to save the amendments.

Edit Claim Header

Programme Scope Assessment he
Assessment Service Provider The Financial Institution v
Pragrarmme Name The Irhouse Developed Assessment Programme ¥

Save Cancel

B) Amend Programme Period
a) To amend the programme period, click on the “Edit” hyperlink next to Programme Period.

b) State the correct programme period and click “Save” to save the amendments.

Edit Claim Header

Frogramme Period 1 Start - 22 Decernber 2009 End - |22 December 2009

The Institute of Banking & Finance Version 2.0
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)

a)

b)

Amend Assessment / Training Cost Per Participant

To amend the assessment / Training cost per participant, click on the “Edit” hyperlink next to
Assessment / Training Cost per Participant.

State the correct Assessment Cost per Participant and click “Save” to save the amendments.

Edit Claim Header

Aszsessment Cost Per Participant : 5604 700 (excluding GST)

Save Cancel

D) Amend Total Qualifying Travel Expenses
a) To amend the total qualifying travel expenses, click on the “Edit” hyperlink next to Total
Qualifying Travel Expenses.
b) State the correct Total Qualifying Travel Expenses and click “Save” to save the amendments.
Edit Claim Header
Total Qualifying Travel Expenses : SGD¢ 15000 (excluding GST)
E) Amend Total Claimable Travel Expenses
a) To amend the total claimable travel expenses, click on the “Edit” hyperlink next to Total
Claimable Travel Expenses.
b) State the correct Total Claimable Travel Expenses and click “Save” to save the amendments.
Edit Claim Header
Total Claimable Travel Expenses : SGDY 13500 (excluding GST)
The Institute of Banking & Finance Version 2.0
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F) Upload an Amended Declaration Form

a) To upload an amended declaration form, click on the “Re-upload” hyperlink next to Declaration
Form.

b) Select the amended declaration form and click “Save” to upload the amended declaration form.

Upload Amended Declaration Form

Declaration Fomn + C\Dacuments and Satfl|_Biawse._Jplesce didk here to dounlasd = blznk copy of the declaration form

Save Cancel

G) Amend Candidate’s Information
a) To amend candidate’s information, click on the “Modify” hyperlink for the candidate.

b) Amend the candidate’s details accordingly and click “Save” when completed.

(——Cloge

Candidate Details
MName of Company : The Financial Institution
MName . Staff
Citizenship > Singaporean/PR -
MRIC/Passport 1 213456784
Designation > Manager

@ Executive () MNon-executive
Invoice Mo. I 3645
Course Fee » SGD% 0 (excluding GST)
File Attachment (max size 4MB per attachment. You can zip your file to minimize the size.)
Certification of Completion ! C\Users\chuachoonsie'| Browse.. | (Preferably in PDF or ZIP format)

I declare that this candidate is based in Singapore

Save l Reset I

H) Delete Candidate(s) from Claim

a) To delete candidate(s) from a claim, check the “Delete” box(es) for the candidate(s) and click on
the “Delete Candidate” button.

The Institute of Banking & Finance Version 2.0
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b) Click “OK” to confirm the deletion of the selected candidate(s).

Assessment Glaim Details

MName of Applicant : The Financial Institution

Assessment Service Provider . The Financial Institution Edit

Programme Period . Start - 22 Dec 2009 End - 22 Dec 2009 [ Edit

Pragrarmrme Name . The In-house Developed Assessment Programme Edit Claim Amount @ $ 14,130.00 #=*

aAssessment Cost Per Participant % 700.00 ¢excluding GST)y* [ Edit |

Total Qualifying Travel Expenses \ $ 15,000.00 (excluding GST)* [ Edit]

Total Claimable Travel Expenses o $12,500.00 % [ Edit

Remarks :

# plaaze dick hars to dounlosd, complste and print out 3 capy of tha daclsratian farm that you rust uplasd uhen yoU submit this claim to IBF. Kindly nots that this smount must tally with tha arasunt in the daclaratian
farm,

** you can only submit 8 maximum of $100,000 in each claim. The remasining amount bayond $100,000 should be submitted in another claim.

Name NRIC Designation Citizen Cowrse Fees Edit Delete
Staff 513456784 Manager =1 $700.00 Modify

Microsoft Internet Explorer x Add Candidate ] [ Delete Candidate J

0 ?) Confim ceetenof 1 checked candidaeic)?

i1)) When all necessary amendments are completed and the claim is ready for submission, click on
“Back to Main Page” to return to the main page to submit the claim.

Note: When amending a returned claim, the initial documents that were already submitted need not be
resubmitted unless changes are required in the documents. Re-uploading the documents again will

overwrite the files that were previously submitted.

ii1) Please refer to Section 3.4.4 on how to submit the claim.

3.4.3 Delete Claim

Only draft claims may be deleted (i.e. claims that have not been submitted to IBF). To delete a draft
claim,

1)  Check the “Delete” box and click on the “Delete Claim” button.

i1) Click on “OK” to confirm the deletion of the claim.

@D rics Funding Submission [Srosaitnew ]
Applicant : The Financial Institution Change password
Assessment
Cisim o, TP Froaram Submit bate | Crested By Status et Geiste laction
Not assigned | The Finansial Institution The In-house Davsloped Assessment Programms Mot Submitted |staftzoz Hew Ecit Ciaim Submit Ciaim
[ AddMewClaim | [ Delete Claim |
Trainin, 9
e — Program Subrmit Date | Crested By Stots =0 Gaista liction
Hot sssigred  The Finaneis! Institution The In-hauss Davsloped Training Programms Net SuBrittad | staft202 Ha Ecit Cisim | []  Subeit Cisim
[_AddMew Claim | [ Delete Claim _|
Microsoft Internet Explorer
Assessment & Training
I B froaram ?/ Confirm deletion of 1 checked claims) and their detailsy [ SUbmit Dste | Brested By Srates it DIE:IIE‘E potion
Mot assignea |The Financial institution Ly ———— i [ e wew  Eanom m ] |susmic o
[ AddMewClaim | [ Delete Claim |
ol
ﬂ H J
s EEIBF
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3.4.4 Submit Claim

i)  Click "Submit Claim" under the Action column and click “OK” to confirm the submission of the
claim to IBF.

@Drics Funding Submission (Tormi e )

applicant : The Financial Institution Change passward

Assessment

Claim No. FTP [Program Submit Dste | Crested By Status Edit |Delete pstion

Not assigned  The Fimaneia! Instittion The In-house Developed fesessmert Programme Mot Submitted staff202 Hew Edit Clsim | []  Submit Claim
Add Mew Claim ] [ Delete Claim

Training

Claim No. FTP Frogram Submit Date | Created By Status Edit Delete fntion

Wot assigned  The Finaneial Institution The In-heuse Developed Training Programme Mot Submitted staff202 Hew Edit Claim | []  Submit Claim
Adddd New Claim ] [ Delete Claim

Microsoft Internet Explorer

Assessment & Training 2 Confirm submitting claim For

Claim No.|FTF Frogram . bt Dste | Crested By Status Edit |Delete piction

Mot 3ssigned  The Financial Institution The In-house Developed Assessmert- FTPASP  The Financial Institution ot submitted |staffzoz Hew Edit Clsim | []  Submit Claim

Pragram : The In-house Developed Assessment Programme

Add Mew Claim I [ Delete Claim ]

9]

Submission of a New Claim

ii) Browse and upload the completed declaration form and invoices. Click on the Submit button to
submit your claim.

Submit Declaration Form

Training Centre - The Financial Institution
Programme Mame : The In-House Developed Program
Programme Cost Per Training - F00

Day Per Participant

MNumber of Training Davys

Total Claimable Travel Expenses - 13500

File Attachment {max size SMB per attachment)

Please ensure that all the following documents are scanned into one PDF file and uploaded:

e Duly completed. signed and stamped declaration form
« Relevant invoice(s) to support the amounts stated in the declaration form

Declaration Form and Invoices
(imn PDF format)

If you hawve not cempletsd the declaration form, please click hers to download a
blank copy of the declaration form

ii1) A claim number would be assigned to the submitted claim and the status column would display
“Pending Review”.

Submission of an Amended Claim

iv) There would be no change to the claim number and the status column would display “Pending
Review”.

The Institute of Banking & Finance Version 2.0
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3.4.5 View Submitted / Approved / Rejected Claim

The claimant would receive a notification email for submitted / approved / rejected claim. To view the
claim details of a submitted / approved / rejected claim,

1)  Login and locate the claim, the claim will show “Pending Review” / “Approved” / “Rejected” in
the Status column.

@ rics Funding Submission T |
Applicant : The Financial Institution Change password
Assessment
Mo submission
Training
Claim Mo. FTF Frogram Submit Date | Crested Ey Status Edit [Delete |fction
450 The Training and fssessmert Provider The Training Programme 28/5/2003 sppli8 Rejected ew only E
Az The Training and Assessment Provider The Training Frogramme 28502003 appl e fpproved Mew only
a3 The Training and Assessmert Provider 1The Training Programme E85/2009 appliE Pending Review  Meworly | - E

Adld MNew Claim

Assessment & Training
Mo submission

Add New Claim

i) 1er

CIAL INDUSTRY

i1) Click on the “View Only” hyperlink to view the claim details.
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