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Things to note

● New Account Setup requires two (2) Administrators:

1st Administrator → Set Up New Account(s) (starts on) (←click here) & 2nd Administrator → Approve Setup (starts on) (←click here)A Page 3 Page 11
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1   Login to COMSUITE & click on

2   Click on

3   Click on

4   Enter Response Code

(click on                     for instructions how to enter Response Code)

5   Click

1

2

3

4

5

A

CMS Singapore 

OK 

Corporate Admin 

Subscriber Maintenance 

A

Corporate Admin — Subscriber Maintenance
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1

2

1   Click on

2   Click on

Request to Edit 

User Group 

Subscriber Maintenance — Request to Edit
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1

OR
1

User Group Listing
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1 Scroll down to User Group Listing and click on the following applicable user rights/groups 

to tag the new account(s):

(if you have your own customized User Grouping(s), click on your customized User Group(s) that is/are applicable)

Viewer group

● (proceed to                                  (←click here))

(view statement, advices, reports, etc.)

Maker group

● (                (proceed to                                  (←click here))

(create non-salary payments)

● (proceed to                                  (←click here))

(create salary payment)

Approver group

● (proceed to                                  (←click here))

(approve non-salary payments)

● (proceed to                                  (←click here))

(approve salary payment)

03.Information Reporting 01.View IROR

05.Salary Maker

02.Make_Payt

02.Make_Sal1/2OR

04.Payment Maker OR

05.Salary Approver

02.Auth_Payt & Coll

02.Auth_Sal1/2OR

06.Payment Approver OR

Page 6

Page 7

Page 8

Page 7

Page 8



1 Click on Overview

2 Scroll down to Accounts that are available to the Company and select the applicable 

new account(s) & 8-digit format account(s) for viewing (if any)

3 Click to shift the selected account(s) to Accounts that are assigned to the User Group

4 Click

● Return to                          (←click here) to set up another User Group

● Proceed to                          (←click here) to complete the setup

Note:

A You may click to see the users(s) tagged to the group 

(If the user(s) that is/are intended to view the new account(s) is/are not tagged the group, 

please refer to GUIDE 11 – User Setup on how to assign the user(s) into the group

once you have completed following this guide)

1

2

Account(s) Tagging – Viewer Group
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3

4

> 

Save 
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Assigned Users 
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1

Account(s) Tagging – Maker & Approver Group (non-salary)
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1

2 3

4

1 Click on one of the following applicable payment types:

Cheque Issuance (SG) (SGD & USD currencies account only)

GIRO Payment (SG) (SGD currency account only)

RM-Book Transfer to Own (SG)

RM-Book Transfer to Third Party

RM-Domestic Transfer (SG)

RM-FAST Payment (SG) (SGD currency account only)

RM-Foreign Remittance (SG)

RM-Remittance (SG)

2 Scroll down to Accounts that are available to the Company and select the applicable 

new account(s) for non-salary payments

3 Click to shift the selected account(s) to Accounts that are assigned to the User Group

● Repeat Step 1 – 3 to set up the next payment type (if applicable)

4 Click

● Return to                          (←click here) to set up another User Group

● Proceed to                          (←click here) to complete the setup

Note:

A You may click to see the users(s) tagged to the group 

(If the user(s) that is/are intended to use the new account(s) for payments is/are not tagged the group, 

please refer to GUIDE 11 – User Setup on how to assign the user(s) into the group

once you have completed following this guide)

> 

Save 
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Assigned Users 

A
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Account(s) Tagging – Maker & Approver Group (salary)
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1

2 3

4

1 Click on one of the following applicable payment types:

GIRO Salary 1 (SG) (SGD currency account only)

GIRO Salary 2 (SG) (SGD currency account only)

2 Scroll down to Accounts that are available to the Company and select the applicable 

new account(s) for salary payments

3 Click to shift the selected account(s) to Accounts that are assigned to the User Group

● Repeat Step 1 – 3 to set up the next payment type (if applicable)

4 Click

● Return to                          (←click here) to set up another User Group

● Proceed to                          (←click here) to complete the setup

Note:

A You may click to see the users(s) tagged to the group 

(If the user(s) that is/are intended to use the new account(s) for payments is/are not tagged the group, 

please refer to GUIDE 11 – User Setup on how to assign the user(s) into the group

once you have completed following this guide)

> 

Save 
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1   Click

2   Click to confirm

Submit 

2

OK 

Submission
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● Task submitted. Please get another Administrator to approve the Account Setup 

(refer to next page)

Setup Submitted

COMSUITE10



1

2

1   Login to COMSUITE & click on

2   Click on

CMS Singapore 

Pending Authorisation

Pending Authorisation
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1 2

3

4

A

1   Tick on 

2   Click 

3   Enter Response Code

(click on                     for instructions how to enter Response Code)

4   Click

5   Click               to confirm

OK 

Approve 

Subscriber Maintenance

5

OK 

A

Setup Approval

COMSUITE12



1

1   Task approved. Click OK 

Setup Approved
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