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1. 0 Home 
 

When you have successfully login into ASSIST PRO, the Home screen will be displayed as your default 

view. Below is the Home screen with brief explanations.

 

 

 

Section 

Latest Circular 

Latest News 

Alert 

Daily Fund Price 

successfully login into ASSIST PRO, the Home screen will be displayed as your default 

view. Below is the Home screen with brief explanations. 

Descriptions 

Displays the latest 10 circulars published by CWA. 

 

When you click the link ‘Latest Circular’, it will redirect you to the 

‘Circular’ screen that contains recent and historical circular.

 

Displays the latest 10 news information published 

pertaining to fund factsheet, research report, market alert, 

announcement and etc. 

 

 When you click the link ‘Latest News’, it will redirect you to the Info 

Centre screen. 

 

Displays the latest alerts generated by system pertaining to 

transactions, agency related matters, e-switch mandate and KWSP 

Eligibility Check access.  

 

When you click the link ‘Alert’, it will redirect you to the Alert screen 

which contains full list of alerts. 

Please refer to the Alert section in this Guide for more details.

 

Quick link to retrieve unit trust fund prices.  

 

When you click the link ‘Today Fund Price’ or ‘Historical Fund Price

it will redirect you to CWA website page containing 
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successfully login into ASSIST PRO, the Home screen will be displayed as your default 

 

 

, it will redirect you to the 

screen that contains recent and historical circular. 

 by CWA 

ket alert, 

, it will redirect you to the Info 

m pertaining to 

switch mandate and KWSP 

, it will redirect you to the Alert screen 

uide for more details. 

Historical Fund Price’, 

page containing unit trust prices. 



 

  
Page 4 

 

  

Section Descriptions 

KWSP Eligibility Check Quick link to the KWSP Eligibility Check function. 

 

Please refer to the KWSP Eligibility Check section in this Guide for 

more details. 

 

My Calendar Displays the activities and events managed by CWA for agents. 

 

Contests / Challenges Currently not active and will be made available in future release.  

For current contests related information, please login to 

https://www.cwaassist.com.my/ using your ASSIST login username 

and password. 

 

Useful Links 

 

Displays the link to e-Training System (ETS). To launch the ETS, 

please click  

Other useful links i.e. FiMM, AIA Direct, MII and CWA Corporate 

website are provided. 

 

Graph View Display charts that illustrate your unit trust sales, insurance/takaful 

sales and recruitment. 

Detailed reports are available in the Productivity screen. 

 

 

  



  

 

2. 0 Basic User Interface & 
 

This Guide explains the concept and 

system. Please refer to the below diagram and description table.

 

Customer Management Screen 

 

 

Customer Profile View 

& Navigation 

concept and standard navigation elements that you can use throughout the 

diagram and description table. 
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Section Descriptions 

Screen Tab Screen tabs provide one-click access to screens within ASSIST PRO (E.g. Home, 

Productivity, Alert, etc.) 

 

To access a screen using the screen tabs 

i. Click the screen tab. 

ii. The screen appears and the screen tab of the active screen is 

highlighted  

 

If the screen tab you need is not visible (due to the computer screen resolution 

settings), use the arrow button located at the end right of the screen to 

navigate accordingly.  

 
 

View Tab To access a view using the view tabs 

i. Click the screen tab.  

ii. Locate and drill down on the record for which you want to access a 

view.  

iii. Click the view tab. 

iv. The view appears and the view tab of the active view is highlighted. 

 

In the example above, the ‘Customer Profile’ view is selected. 

 

If the view tab you need is not visible, use the drop-down arrow to display and 

select a view. The drop-down arrow is located at the end of the currently 

displayed view tabs.  

 

View -> 

List Applet  

 

In the view tab (list applet), information is provided in a listing format. 

 

A list contains rows of records with column headers. Each record contains 

multiple fields.  

 

To show more rows, click the Show more button at the top of the list.  

 

To return to the shorter version of the list, click the Show less button.  

 

 Use the vertical scroll bars to see the previous or next set of records in a list. 

 

View -> 

Form Applet 

 

In the view tab (list applet), information is provided in a form format. 

 

A form contains information about a single record.  

There are two types of forms: standard and long.  

Standard form contains all the fields that are required for the record.  

Long form contains additional fields that are not shown in the standard form. 

 

If a long version of a form is available, you can click the Show more button at 

the top of the form to display the long form.  
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Section Descriptions 

 

To return to the shorter version of the form, click the Show less button.  

 

To see the previous or next record, you can use the record navigation buttons. 

 
 

 

 

  



  

 

  

Section Descriptions 

Menu Button 

 

A menu button appears in each form and list in the application window. 

menu button to access a set of menu options that let you perform actions that 

apply to the active 

record, saving

 

Record Navigation 

Buttons 

 
 

Record navigation buttons appear in list and form. 

the previous or the next record. If there is no previous or next record, the 

corresponding button is grayed out.

Show More and 

Show Less Buttons 

 
 

Show more and show less buttons appear at the top of lists and may appear at the 

top of forms. 

 

Click In a list

 

To show additional rows in 

the list.

 

To show less rows in the list.

 

 

 

 

 

 

A menu button appears in each form and list in the application window. 

menu button to access a set of menu options that let you perform actions that 

apply to the active record in the form or list. Actions may include creating a new 

saving a record or deleting a record, depending on the functions provided.

Record navigation buttons appear in list and form. Use the buttons to navigate 

the previous or the next record. If there is no previous or next record, the 

corresponding button is grayed out. 

Show more and show less buttons appear at the top of lists and may appear at the 

 

a list In a form 

To show additional rows in 

the list. 

To switch from a form’s standard 

(short) version to its long version

To show less rows in the list. 
To switch from a form’s long 

its standard (short) version
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A menu button appears in each form and list in the application window. Click the 

menu button to access a set of menu options that let you perform actions that 

. Actions may include creating a new 

or deleting a record, depending on the functions provided. 

se the buttons to navigate to 

the previous or the next record. If there is no previous or next record, the 

Show more and show less buttons appear at the top of lists and may appear at the 

To switch from a form’s standard 

version. 

To switch from a form’s long version to 

version. 



  

 

Section Descriptions 

Vertical Scroll Bars 

 

 

 

 

Use vertical scroll bars to navigate between records in a list.

 

Click the previous or next button to navigate to the next record or 

previous record in the list.

 

Click the previous record set or next record set button to navigate to 

the 
 

Sorting To perform simple sort (one column only)

i. Click the column header by which you want to sort. The list will be sorted 

in ascending order

ii. To sort in 

 

 

 

To perform an advanced sort

i. In a list, click the 

The Sort Order dialog box appears. 

ii. From the 

iii. From the 

iv. From the second 

by.  

v. Use the Ascending and Descending option buttons to define the sort order 

for each column you selected for the advanced sor

vi. Click OK.

The list is sorted by the column in the 

additional columns in sequence. The sort order arrow appears in the 

column header of the first column you selected for the advanced sort. 

 

 

 

 

 

 

Use vertical scroll bars to navigate between records in a list.

Click the previous or next button to navigate to the next record or 

previous record in the list. 

Click the previous record set or next record set button to navigate to 

the next or previous set of records in the list. 

To perform simple sort (one column only) 

Click the column header by which you want to sort. The list will be sorted 

ascending order. 

To sort in descending order, click the column header again.

To perform an advanced sort (multiple columns) 

In a list, click the menu button, and then click Advanced Sort.

The Sort Order dialog box appears.  

From the ‘Sort by’ drop-down list, select the first column sort by. 

From the ‘Then by’ drop-down list, select the second column to sort by. 

From the second ‘Then by’ drop-down list, select the third column to sort 

Use the Ascending and Descending option buttons to define the sort order 

for each column you selected for the advanced sort.  

Click OK. 

The list is sorted by the column in the ‘Sort by’ drop-down list, and then by 

additional columns in sequence. The sort order arrow appears in the 

column header of the first column you selected for the advanced sort. 
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Use vertical scroll bars to navigate between records in a list. 

Click the previous or next button to navigate to the next record or 

Click the previous record set or next record set button to navigate to 

Click the column header by which you want to sort. The list will be sorted 

click the column header again. 

 

, and then click Advanced Sort. 

down list, select the first column sort by.  

down list, select the second column to sort by.  

down list, select the third column to sort 

Use the Ascending and Descending option buttons to define the sort order 

down list, and then by 

additional columns in sequence. The sort order arrow appears in the 

column header of the first column you selected for the advanced sort.  
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Section Descriptions 

 
 

Organizing 

Columns in a List 

To change columns displayed in a list 

 

i. In the list, click the menu button, and then click Columns Displayed. 

Note: The Available Columns box contains the names of the columns that 

are currently hidden in the list. The Selected Columns box contains the 

names of the columns that are currently shown in the list.  

 

ii. Select one or more column names in the Available Columns box or Selected 

Columns box and use the following buttons to show or hide the columns. 

Click To 

 

Show the selected columns. 

 

Hide the selected columns. 

 

Show all columns. 

 

Hide all columns. 

 

iii. In the Selected Columns box, select a column name and use the following 

buttons to reorder the columns. 

Click To 

 

Move the selected column to the top of the list. 

 

Move the selected column up one position in the list. 

 

Move the selected column down one position in the list. 

 

Move the selected column to the bottom of the list. 

 

iv. Click Save. 

Note: To change the settings back to the default, click Reset Defaults.  

 



  

 

Section Descriptions 

 

Query 

Or 

Refine Query 

Queries let you find records that meet certain criteria. The Queries drop

lets you retrieve previously 

retrieve all the records that match the criteria defined in the query.

 

To create a query

i. Make the list or form where you want to query the active list or form in the 

application window, and then clic

– or – 

In the list or form where you want to find records, click Query.

– or – 

In the list or form where you want to find records, click the 

and then click New Query.

If you are creating a query in a list, an empty row appe

creating a query in a form, a blank form appears. 

ii. Define your query criteria by completing the fields in the row or in the 

form. 

Note: 

your query criteria. This means that if

looks for all words beginning with the letters 

 

To run a query

i. Click Go.

– or – 

Click the 

 

ii. If you executed the query in a list, records that match your criteria appear 

in the list. If you executed the query in a form, the first record that matches 

your criteria appears in the form

 

Queries let you find records that meet certain criteria. The Queries drop

lets you retrieve previously saved queries. You can select a query from this list to 

retrieve all the records that match the criteria defined in the query.

To create a query 

Make the list or form where you want to query the active list or form in the 

application window, and then click the Query button. 

 

In the list or form where you want to find records, click Query.

 

In the list or form where you want to find records, click the 

and then click New Query. 

If you are creating a query in a list, an empty row appears. If you are 

creating a query in a form, a blank form appears.  

Define your query criteria by completing the fields in the row or in the 

 

Note: The system automatically assumes a wildcard exists at the end of 

your query criteria. This means that if you search for ‘Siebe

looks for all words beginning with the letters ‘Siebe’.  

To run a query 

lick Go. 

 

Click the menu button, and then click Run Query. 

If you executed the query in a list, records that match your criteria appear 

the list. If you executed the query in a form, the first record that matches 

your criteria appears in the form 
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Queries let you find records that meet certain criteria. The Queries drop-down list 

saved queries. You can select a query from this list to 

retrieve all the records that match the criteria defined in the query. 

Make the list or form where you want to query the active list or form in the 

In the list or form where you want to find records, click Query. 

In the list or form where you want to find records, click the menu button, 

ars. If you are 

Define your query criteria by completing the fields in the row or in the 

automatically assumes a wildcard exists at the end of 

Siebe’, the system 

If you executed the query in a list, records that match your criteria appear 

the list. If you executed the query in a form, the first record that matches 



  

 

Section Descriptions 

 

 

Simple Query Operators and Examples

 

When you create a query, you use operators or conditions which the application 

uses to search the 

 

Operator Example

* *rang*

r

Notes: 

? ?rag

t?pe

< <

less than 20 June 2001. 

> >

greater than 31 May 2001. 

<> <>

not 20

<>Paris

not 

<= <=500

than or equal to 

>= >=500

greater than or equal to 

 

 

 

Simple Query Operators and Examples 

When you create a query, you use operators or conditions which the application 

uses to search the database for matching records. 

Example 

*rang* finds arrange, arranged, orange, orangutan, 

ranging, rang, strange, stranger, strangest and so on.

Notes:  

• You cannot use * to find dates.  

?rag finds brag, crag, and drag. 

t?pe finds type and tape. 

<20/06/01 finds all records in which the value of the query field is 

less than 20 June 2001.  

>31/05/01 finds all records in which the value of the query field is 

greater than 31 May 2001.  

<>20/06/01 finds all records in which the value in the query field is 

not 20 June 2001. 

<>Paris finds all the records in which the value in the query field is 

not Paris. 

<=500 finds all records in which the value in the query field is less 

than or equal to 500. 

>=500 finds all records in which the value in the query field is 

greater than or equal to 500. 
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When you create a query, you use operators or conditions which the application 

, range, ranges, 

and so on. 

finds all records in which the value of the query field is 

finds all records in which the value of the query field is 

finds all records in which the value in the query field is 

finds all the records in which the value in the query field is 

finds all records in which the value in the query field is less 

finds all records in which the value in the query field is 
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3. 0 Knowing Your Customer 
 

In ASSIST PRO, customers are categorized into retail customer and corporate customer. 

 

3. 1 Retail Customer 

 

Retail customers’ information is made available under the Customer Management Screen 

 

 
 

A total of six views are available under this screen i.e.  

1. Customer Profile 

2. Customer Products 

3. Customer Ledger 

4. Performing e-Switch  

5. KWSP Eligibility Check 

6. Update customer contact detail 

 

3.1.1 Customer Profile 

This view provides a snapshot of the customer demographics such as gender, race, marital status, 

annual income and etc of all the customers serviced by you. 

Both list and form view is available as below. Form view contains more information such as KWSP 

number, other ID No, spouse name, religion, annual income and others. 

 

 
List View 

 

 
Form View 
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To search a particular customer, please refer to the basic navigation guidelines under the Query section. 

 

The fields searchable under the ‘Query’ function are name, ID No, gender, race, status, marital status, 

mobile phone #, home #, office # and contact class. 

  

Upon any successful matching based on your search criteria, results will be displayed in the list view. 

The form view will show the relevant details based on the selected record in the list view. 

 

When you click the customer name, it will redirect you to Customer Product View which displays the 

customer asset. 
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3.1.2 Customer Products 

 

This view summarizes the products purchased by your customers i.e. unit trust, insurance, trust 

nominations, wills & trust and financial plan under its respective product category. 

 

No  Section Descriptions 

i. Product Summary Display all the customer products under respective category. 

ii. Unit Trust Display customer unit trust account and investment details. 

iii. Insurance/Takaful Display customer insurance policy details. 

iv. Estate Planning Display customer trust nominations, conventional will and wasiat 

details. 

v. Financial Plan Display customer financial plan details. 

 

The upper section shows the customer profile details. 

To search a particular customer, please refer to the basic navigation guidelines under the Query section.  

 

Upon any successful matching based on your search criteria, the customer details will be displayed 

accordingly with his/her product details tabulated in its respective section. 

 

 
Customer Products View 

 

 

  

Similar to 

customer 

profile 

form view 



 

  
Page 16 

 

  

i. Product Summary 

This section shows all products owned by the customer under four product categories i.e. Unit Trust, 

Estate Planning, Insurance/Takaful and Financial Planning. Minimum information is provided under the 

product summary view. 

To view more details of the individual product category owned by the customer, you will need to click 

the respective section as shown below. 

 

 

 
Customer with two product categories 

 

ii. Unit Trust  

This section provides more details about the unit trust investments owned by the customer in terms of 

unit trust account details, investment holdings, regular investment and joint holder details. 

 

All unit trust account under the customer will be displayed in the list view below.  

 

 

 

The selected unit trust account details will be displayed in each sub-section view below. 

You can navigate each sub-section by clicking its tab. 

 

 

 

Individual product section 

Sub-section view 

Tab 

List View UT Accounts 
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Sub-section Description 

More Info Displays the unit trust account details such as account type, date account is opened, 

first investment date, total investment, total redemption, total income distribution 

reinvested, main telephone, office telephone, email address, permanent address and 

correspondence address. 

 

 
 

Investment 

Transaction 

Displays all unit trust funds that the customer has invested. 

There are two list views i.e. investment holding and investment transaction. 

• Investment holding shows the fund name and overall summary of the 

customer holdings under the fund selected. 

• Investment transactions show the details of the transactions made within the 

fund. 

 

 

 
 

Regular 

Investment 

Displays regular investment details that the customer has enrolled i.e. regular 

investment amount, next billing date and status. 

 

 
 

Joint Holder Displays the joint holder details of the unit trust account, if applicable. 
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iii. Insurance/Takaful  

 

This section provides details about the insurance policy owned by the customer such as policy number, 

policy type and status.  

VIP insurance policy details are not available at the moment (please refer to AIA Direct). 

 

All insurance policies under the customer will be displayed in the list view below.  

 

 

 

The selected insurance policy details will be displayed in each sub-section view below. 

You can navigate each sub-section by clicking its tab. 

 

Sub-section Description 

More Info Displays insurance policy details such as policy number, last modal premium, next 

modal premium, FYAP, FYP, top up premium, in-forced date, payment method, 

premium payment mode, address, phone # and email address. 
 

 

Participants Displays the participant details under the insurance policy number. 

 

Coverages Displays the coverages under the insurance policy number. 

 
 

 

 

 

Sub-section  

view Tab 

List View Policy No 
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iv. Estate Planning 

 

This section provides details about estate planning related products i.e. trust nominations, conventional 

wills and ‘wasiat’ owned by the customer such as product name, status, approved date, type of trust and 

plan name. 

 

All estate planning products under the customer will be displayed in the list view below. 

 

 
 

 

 

v. Financial Plan 

 

This section provides details about financial plan owned by the customer.  

Not available at the moment. 
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3.1.3 Customer Ledger 

 

This function enables you to view and print the unit holder ledger of your customer. 

 

To view and print the ledger, follow the steps below: 

 

1) Select Customer Ledger, under the Customer Management screen. 

 

 
 

2) Click the Query button and enter the search criteria in any of the field below in order to search your 

customer. 

 

 
 

After you click the Go button, customers that match your criteria will be displayed in the list view below. 

 

 
 

3) Click the ‘account no.’ and the view below will be displayed. Move the cursor to select the fund under 

the ‘Holdings’ view. 

 

 
 

 

 



 

  
Page 21 

 

  

4) After selecting the fund, select Unit Holder Ledger under the Report menu (on top right). 

 

 
 

 

5) System will prompt you a selection. Un-check ‘Show Agent Code’ if you do not want to display the 

agent code in the ledger. Enter the date range. Click Submit. 

 

 
 

 

6) Select Open to view the ledger. Or click ‘Save’ to save the file in your computer. 
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7) If you have selected the option to Open the ledger file, system will then display the ledger.  You can 

print the document by using the standard print function. 

 

 
 

 

8) Should you need to print unit holder ledger for other funds, repeat from step 3 onwards. 
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3.1.4 Perform e-Switch Transaction 

 

e-Switch submission is allowed for retail customers only. 

 

To go to the e-switch function, click ‘Customer Management’ screen tab and select ‘Perform e-Switch 

Transaction’ under the drop-down list from the top left corner. 

 

 
 

Under the Perform e-switch transaction view, you will see the following details i.e. 

 

Section Descriptions 

E-switch Orders Display the e-switch orders created in list view 

Order  Display the e-switch orders created in form view 

Order Line Items  Display the switching fund details that correspond to the order selected  

Online Validation Display error returned from unit trust backend system (if any) upon the 

‘submit’ button is clicked. Transaction will not get submitted if the error is not 

rectified. 

 

 

 



  

 

e-Switch submission is termed as order in ASSIST PRO.

The overall workflow is illustrated in the diagram below

 

 

1) To create a new order, click the ‘New’ button 

 

Once you have created a new order, a

the ‘Order #’ field as shown below. 

NOTE:  If you decide to abort the order at this point of time, select ‘Undo Record’ from the Menu drop

down list. 

 

In the Order Form view, you will see the same record details being populated. 

 

2) To proceed, enter the unit trust account number

your keyboard. 

The customer name and ID No will be auto

Click the ‘Save’ button. 

 

Click here 

Switch submission is termed as order in ASSIST PRO. 

The overall workflow is illustrated in the diagram below 

 

e-Switch workflow 

To create a new order, click the ‘New’ button OR go to menu and select ‘New record’.

Once you have created a new order, an order number will be assigned automatically by the system

 

If you decide to abort the order at this point of time, select ‘Undo Record’ from the Menu drop

, you will see the same record details being populated.  

enter the unit trust account number in the ‘UT Account No’ field. Click ‘Tab’ button on 

The customer name and ID No will be auto-populated by the system. 
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go to menu and select ‘New record’. 

 

will be assigned automatically by the system in 

If you decide to abort the order at this point of time, select ‘Undo Record’ from the Menu drop-

. Click ‘Tab’ button on 

Select 
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If you cannot remember the UT account number, click the  Single select button and perform ‘Query’ 

to search the customer account as shown below. Only UT account that can perform e-switch will be 

populated in the dialog box. Click ‘OK’ once you have found your customer. 

NOTE: Please ensure that the customer name and ID No. is populated before proceeding to the next 

step. 

 

 Only UT Account that can perform e-Switch will be displayed under the single select button 

 

3) After you have selected the UT Account No, you will need to create the fund under the ‘Order Line 

Items’ view. All line item records created here will correspond to the same Order# earlier. 

To create an e-switching transaction line item, click the ‘New’ button as shown below OR select ‘New 

record’ under the Menu drop-down list. 

 

The Order Line Items will display a form view for you to enter the necessary details such as Switching 

Out Fund, Switching In Fund, Switching Out Units and Full Switch? indicator as shown below. 

Note: Do not key in any switching out units amount if you want to perform full switching. Please ensure 

the ‘Full Switch?’ indicator is checked. 

Click here to save 

Enter UT account here 

Single select button 

Click here  
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4) Click the ‘Save’ button once you have confirm and completed the details. 

 

Once the record is saved, it will be displayed in the Order Line Items list view as shown below. Each line 

item will be assigned a serial number by the system automatically. 

NOTE: DO NOT amend or change the serial number populated in the ‘cwaSerialNo’ field. 

5) To create additional switching transaction or line item, repeat step 3. 

6) To submit your e-switch order, click the ‘Submit’ button in the Order Line Items view. 

 

When you have successfully submitted the order, the transaction can no longer be amended and the 

‘Status’ field in the list view will show ‘Submitted’. This applies to order submitted before the cut-off 

time at 3.00PM only. 

 

If the e-switching transaction did not fulfill any validation rules upon clicking the ‘Submit’ button, an 

error message will be returned and displayed in the ‘Online Validation’ view as shown below.  

Each error message corresponds to the record selected at the Order Line Items and you will need to 

rectify them accordingly before you can click the ‘Submit’ button again. 

Click here to submit 

Full switch indicator  
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7) If you submit any order after the cut-off time 3.00PM, an error message will displayed as below. 

Click the ‘Back’ button to return to the ‘Order Line Items’ view.  

 

You will notice the line items (Status=‘Pending’) and the E-Switch Order (Status=‘Pending’, Sub-status: 

‘Auto Submission’). At this point, the e-switch submission is not yet submitted and the system will 

automatically submits for you the next day if the transaction passed all validations. 

For full details of the e-switch order and order line items status, please refer to the table ‘Understanding 

the E-Switch Orders Status’ and ‘Understanding the E-Switch Line Item Status’. 

  

Error message 
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Understanding the E-Switch Orders Status 
 

Status Sub-status Remarks 

New  E-switch order is created but not submitted.  

 

Submitted  E-switch order is submitted when all line items pass 

the switching requirements and before cut-off time of 

business day. 

 

Complete  E-switch order is processed and complete 

 

Pending  Pending Resubmission Upon click ‘Submit’ button, one of the line items did 

not meet the switching requirements. 

Please refer to the line items status and online 

validation message to rectify the error. 

 

Once rectified, please click the ‘Submit’ button again 

 

Pending  Auto Submission Upon click ‘Submit’ button, the system detected the 

cut-off time has passed 3.00PM. 

The line items will be submitted on the next business 

day by the system automatically. 

 

Pending Error in Auto Submission This applies to order that has been created after the 

submission cut-off time, 3.00PM. 

 

The line items have been submitted automatically on 

the next business day BUT one of the line items did 

not meet the switching requirements.  

An error message will be shown in the Online 

Validation screen which requires your action. 

 

Please click the ‘Submit’ button again once you have 

rectified the error. 

 

 

Understanding the E-Switch Line Item Status 

Status Remarks 

New E-switch line item order is created but not submitted.  

 

Pending E-switch order did not meet switching criteria and not submitted, upon clicking the 

‘Submit’ button. 

 

Submitted E-switch line item order met all criteria and is submitted. 

 

Confirmed  Submitted e-Switch line order items have been processed and complete. 
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3.1.5 KWSP Eligibility Check 

 

With this function, you are able to perform eligibility check on the customer’s KWSP withdrawal prior to 

submission of the physical documents at the counter.  

The objective of this eligibility check is to assist you in minimizing the common rejections from KWSP 

such as invested with other IPDs, invested less than 3 months, insufficient amount, etc.  

 

There are two ways for you to access the KWSP Eligibility Check function in ASSIST PRO as below:- 

• Home page -> KWSP Eligibility Check 

• Customer Management -> KWSP Eligibility Request 

 

Once you click on either of the links above, a declaration page will be shown before you can proceed. 

Read the declaration carefully and click ‘Agree’ or ‘Disagree’ button accordingly.  

If you click the ‘Disagree’ button, you will be redirected to ‘Home’ screen. 

 

 
 

When you click the ‘Agree’ button, the view below will be displayed.  

 

1) To create a new request, click the ‘New’ button. 

 

 
 

Once you click the ‘New’ button, the below screen will be shown for input. 

You will need to complete all the mandatory fields marked * i.e. ID Type, ID No, KWSP No and 

Withdrawal Amount. You can select only one ID Type from the available drop-down list. 

Please check the ‘Submit?’ box and click the ‘Save’ button. 
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Your request has been created and saved in the list below. 

To create additional records, click the ‘New’ button and repeat the steps again. 

 

 
 

 

2) To submit the request, click the ‘Submit’ button. Only request where the Submit? box is checked will 

be submitted. 

 

 
 

 

Once you click the ’Submit’ button and pass all validations, the date submitted will be reflected and the 

Request Status will be shown as Submitted. 
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3) If you would like to create requests and submit at a later stage, please DO NOT check the ‘Submit?’ 

button during creation. 

 

 
 

 

To check the ‘Submit?’ button for requests that you want to submit, check the box and select ‘Save 

Record’ under the Menu. To submit, click the ‘Submit’ button again.

 
 

 

You can edit the request details if the Request Status = New. 

To edit the request details, select the row that you want to change.  

The editable fields will turn into white color rectangular box i.e. ID Type, ID No, KWSP No and 

Withdrawal Amount.  

Once you have changed the details, select ‘Save Record’ under the Menu. 

 

 
 

In KWSP Eligibility Check, the submission and response is on batch basis as explained under the Note at 

the bottom of the list view. Only one unique customer is allowed to be submitted in a batch. 
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Understanding the ‘Request Status’ and KWSP Response 

 

Request Status KWSP Response Remarks 

New  Request is created as draft and waiting to submit.   

Record is editable at this stage. 

 

Submitted  Request is submitted into the system and pending for 

batch job to run. The date submitted is recorded in the 

system. 

 

Note: 

The batch job will not run on weekends and Selangor 

public holidays. 

 

Submitted Pending Response The respective batch job has completed and request 

has been sent to KWSP for processing.  

 

Submitted Eligible OR  

<Rejection Reason> 

The response from KWSP is returned and reflected 

either as Eligible or Rejected with any one of the 

common rejections reasons below: 

• Insufficient fund 

• Invalid minimum withdrawal amount 

• Last withdrawal less than 3 months 

• Member exceeded 55 years 

• Invalid ID Type 

• Invalid ID number 

• Invalid member number 

 

Failed  The request did not pass system validations upon 

submit i.e.  

• Customer is under 6 months KWSP investment 

servicing period of other agents 

• Customer is less than 18 years old based on 

new NRIC 

• Customer is deceased based on CWA records 

 

Failed No Response A transmission error occurred between KWSP system 

and ASSIST PRO where no results are available.  

Please create a new request for the customer and 

resubmit again. 
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How to Retrieve or Query KWSP Eligibility Check Request  

 

All submitted entry and result will be displayed for 14 calendar days ONLY from the date submitted. 

 

To query, click on the ‘Query’ button.

 
 

The screen will be shown and you may enter your criteria in any of the search criteria below i.e. ID Type, 

ID No, KWSP No, Withdrawal Amount and Submit?.  

Click ‘Go’ once you have input your search criteria. 

  

 
 

Results will be displayed in the list view if any matching request is found. 
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3.1.6 Update Customer Contact Details 

 

This function allows you to submit the request update your customer contact information such as 

correspondence address, contact numbers and e-mail address. 

 

Please take not that this function will not update the customer contact details into the system directly. 

The request submitted by you will be routed to Customer Service Department (CSD), CWA for 

verification purpose with customer. Once verification is done, the information will be updated into the 

system. 

 

Follow the steps below to update customer contact details. 

 

1) Select Update Customer Contact Details under drop down menu. 

 

 
 

2) System will display the Update Customer Contact Details view. Perform the Query function to search 

your customer.  

 

 
 

3) Key in your search criteria in any of the fields available and click the ‘Go’ button. 

 

 
 



 

  
Page 35 

 

  

3) System will then display your customer information. Click the New button under Address 

Maintenance screen. 

 

 
 

4) You will need to decide whether to update the contact information at CIF (Customer Information File) 

level or Account level. 

 

 
 

If you select Account, the contact information is updated at account level only.  

Here, you have the option to update all accounts (if customer has more than 1 account) by checking the 

‘Applicable To All Account’ box. 

 To update a specific UT account number, key in the account number in ‘UT Account No’ field. 

 

 
 

If you select CIF, the information is updated at CIF level only.  

 

Note :  CIF or Customer Information File is customer’s main profile in the system. This main profile 

consist of customers contact information and products information. At the product 

information level such as unit trust and insurance, system also keep contact information e.g. 

address for unit trust account. So, customer may have different address at CIF and product 

level. 
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5) After the selection of either Account or CIF is done, system will then display the current contact 

information. You need to update the new contact information under ‘New’ column, as below: 

 

 
 

 

 

6) Once the contact information is updated, click the submit button for further process. 

 

 
 

 

7) After submitting, the request status will change to Assigned, indicating that the request already reach 

CSD for verification process. At this stage, the record will be locked and no further update can be done. 
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3. 2 Corporate Customer 

 

Corporate customers’ information is made available under the Corporate Customer Management Screen 

 

 
 

A total of four views are available under this screen i.e.  

1. Corporate Customer Profile 

2. Corporate Customer Products 

3. Corporate Customer Ledger 

4. Update Corporate Customer Contact Detail 

 

3.2.1 Corporate Customer Profile 

This view provides a snapshot of the corporate customer details such as address, company website, 

primary contact person, contact designation and contact telephone of all the corporate customers 

serviced by you. 

Both list and form view is also available as below, similar to Customer Management Screen. 

 

 
List View 

 
Form View 

 

To search a particular customer, please refer to the basic navigation guidelines under the Query section. 

 

The fields searchable under the ‘Query’ function are Company Name, Company Reg No, Company Web 

Site, Status and Main Phone. 
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Upon any successful matching based on your search criteria, results will be displayed in the list view. 

The form view will show the relevant details based on the selected record in the list view. 

When you click the corporate customer name, it will redirect you to Corporate Customer Product View 

which displays the customer asset.  

 

 
 

 

3.2.2 Corporate Customer Products 

This view summarizes the products purchased by your corporate customers i.e. unit trust, insurance, 

trust nominations, wills & trust and financial plan under its respective product category. 

 

No  Section Descriptions 

i. Product Summary Display all the customer products under respective category. 

ii. Unit Trust Display customer unit trust account and investment details. 

iii. Insurance/Takaful Display customer insurance policy details. 

v. Financial Plan Display customer financial plan details. 

 

The upper section shows the corporate customer profile details as shown below. 

To search a particular corporate customer, please refer to the basic navigation guidelines under the 

Query section.  

 

Upon any successful matching based on your search criteria, the corporate customer details will be 

displayed accordingly with his/her product details tabulated in its respective section. 
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Customer Products View 

 

 

Product Summary 

This section shows all products owned by the corporate customer under three product categories i.e. 

Unit Trust, Insurance/Takaful and Financial Planning. Minimum information is provided under the 

product summary view. 

To view more details of the individual product category owned by the customer, you will need to click 

the respective section as shown below. 

 

 
Customer with one product category 

 

i. Unit Trust  

This section provides more details about the unit trust investments owned by the customer in terms of 

unit trust account details, investment holdings and regular investment. 

 

All unit trust account under the customer will be displayed in the list view below.  

 

 

 

Individual product section 

Similar to 

corporate 

customer 

profile 

form view 

Sub-section view Tab 

List View UT Accounts 



 

  
Page 40 

 

  

The selected unit trust account details will be displayed in each sub-section view below. 

You can navigate each sub-section by clicking its tab. 

 

Sub-section Description 

More Info Displays the unit trust account details such as account type, date account opened, first 

investment date, total investment, total redemption, total income distribution 

reinvested, main telephone, office telephone, email address, permanent address and 

correspondence address. 

 

 
 

Investment 

Transaction 

Displays all unit trust funds that the customer has invested. 

There are two list views i.e. investment holding and investment transaction. 

• Investment holding shows the fund name and overall summary of the 

customer holdings under the fund selected. 

• Investment transactions show the details of the transactions made within the 

fund. 

 

 

 
 

Regular 

Investment 

Displays regular investment details that the customer has enrolled i.e. regular 

investment amount, next billing date and status. 
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ii. Insurance/Takaful  

 

This section provides details about the insurance policy owned by the corporate customer such as policy 

number, policy type and status.  

 

Group insurance and VIP insurance policy details are not available at the moment   

(please refer to AIA Direct). 

 

 

 

iii. Financial Plan 

 

This section provides details about financial plan owned by the corporate customer.  

 

Not available at the moment. 
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3.2.3 Corporate Customer Ledger 

 

To view and print the ledger for your corporate customer, below are the steps: 

 

1) Select Corporate Customer Ledger, under Corporate Customer Management tab. 

 
 

2) Click the Query button and enter the search criteria in any of the field below in order to search your 

customer. 

 
 

After you click the Go button, system will display the list of your customers. 

 
 

 

3) Click the account no, system will then display the account screen. Select the fund that you wish to 

view. 

 
 

 

4) After selecting the fund, select Unit Holder Ledger under the Report menu (on top right). 
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5) System will prompt you a selection. Un-check ‘Show Agent Code’ if you do not want to display the 

agent code in the ledger. Enter the date range. Click Submit. 

 

 
 

 

6) Select Open to view the ledger.  

 

 
 

 

7) If you have selected the option to Open the ledger file, system will then display the ledger.  You can 

also print the ledger by using the standard printing function. 

 

 
 

 

8) Should you need to print ledger for other funds, repeat step 3 onwards. 

  



 

  
Page 44 

 

  

3.2.4 Update Corporate Customer Contact Details 

 

This function allows you to submit the request update your corporate customer contact information 

such as correspondence address, contact numbers or e-mail address. 

 

Please take not that this function will not update the customer contact details into the system directly, 

similar to retail customer. The request submitted by you will be routed to Customer Service Department 

(CSD), CWA for verification purpose with the customer. Once verification is done, the information will be 

updated into the system. 

 

Follow the steps below to update corporate customer contact details. 

 

1) Select Update Corporate Customer Contact Details 

 

 
 

2) System will display the Update Corporate Customer Contact Details screen. Perform the Query 

function to search your customer.  

 

 
 

3) Key in your search criteria in any of the fields under Corporate Customer Profile and click ‘Go’ button. 

 

 
 

System will then display your corporate customer information. Click the New button under Address 

Maintenance screen. 

 

 
 

 

 



 

  
Page 45 

 

  

4) You will need to decide whether to update the contact information at CIF (Customer Information File) 

level or Account level. 

 

  
 

If you select Account, the contact information is updated at account level only.  

Here, you have the option to update all accounts (if customer has more than 1 account) by checking the 

‘Applicable To All Account’ box.  

To update a specific UT account number, key in the account number in ‘UT Account No’ field. 

 

 
 

If you select CIF, the information is updated at CIF level only.  

 

Note: CIF or Customer Information File for corporate customer has the same function with individual 

retail customer. 

 

 

5) After the selection of either Account or CIF is done, system will then display the current contact 

information. You need to update the new contact information under New column, as below. 
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6) Once the contact information is updated, click the submit button for further process. 

 

 
 

7) After submitting, the request status will change to Assigned, indicating that the request already reach 

CSD for verification process. At this stage, the record will be locked and no further update can be done. 
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4. 0 Agent Management 
 

 

 

 
 

A total of five (5) views are available under Agency Management screen i.e.  

 

1. Agent Benefit 

2. Contest Achievement 

3. Licensing 

4. Agent Structure 

5. Commission & Income Statement  

 

 

 

 

 

 

 

 

 

  

Click on the Agency Management tab 
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4.1 Agent Benefit  

 

 

 
 

 

Agent Benefit View consists of 3 applets as below: 

 

i. Office Subsidy – sales office information and maximum subsidy entitlement 

ii. Group Insurance Coverage - period of cover and coverage amount 

iii. Car Loan Subsidy – subsidy information and status (Active/Terminated)  

 

 

 

 

 

 

 

 

 

 

 

 

  

Click on here to choose for Agent Benefit tab 

Abu Bakar Bin Ali 
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4.2 Contest Achievement  

 

 

 
 

 

This view will list down all the contests or agency campaigns achieved by the agent, which includes 

information such as Year of Achievement, Contest Name and Contest Category. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 

Click on here to choose for Contest Achievement tab 
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4.3 Licensing  

 

 

 
 

This view provides licensing information (for all product lines) of an agent, as follows:- 

 

• License Type - FiMM, LIAM, PIAM, MTA, CEILLI, IEP 

• AIA Agent Code (applicable to Insurance license only) 

• Membership No of respective license 

• Start Date (or effective Date) of respective license 

• Expiry Date of respective license  

• License Status of respective licensing – Active/Terminated 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 

Click on here to choose for Licensing  tab 
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4.4 Agent Structure  

 

 

 
 

 

This view consists of 5 tabs namely:- 

 

i. Agent Structure 

ii. Structure Change History 

iii. Active Downlines  

iv. Terminated/Resigned Downlines  

v. Print Customer Roll Up Report 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 

Click on here to choose for Agent Structure tab 
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i.  Agent Structure  

 

 
 

Agent Structure tab provides agency structure by product lines. 

 

Agency Structure for Unit Trust is referred as Master Agency Structure. 

 

Agency structure for other product lines such as Insurance & Estate Planning are referred as Child 

Agency Structure. 

 

Agent Structure tab consists of upline & recruiter information (name and rank) and GAM name.  

 

Recruiter information is defaulted to ‘Unit Trust’ recruiter. 

 

 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 
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ii. Structure Change History  

 

 
 

Structure Change History tab provides the details of the agency changes, i.e. change of sales office, 

change of upline, promotion information etc, which includes old value and new value of the agency 

changes, and the effective date of the change.  

 

For example as shown above: Promotion for agent code (15727) from UTC to AS, effective Jul 2005.  

 

 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 
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iii. Active Downlines  

 

 

 
 

 

Active Downlines provides the list of Active Direct and Indirect downlines by product lines of an agency 

leader. 

 

The list will be updated from month to month, depending on the agent movement/changes (i.e. new 

recruits, agent resigned/terminated/promoted for the month) within the agency structure of an agency 

leader.  

 

Consists of 2 applets.  

•  Direct Downlines (1
st

 applet) 

•  Indirect Downlines (2
nd

 applet) 

 

When you click on any of the Direct Downlines list applet – the Indirect downlines of the respective 

Direct Downline will be displayed.  

 

Note: Any changes in the agency structure arising from the agent movement or changes, the new data 

will be refreshed and updated into Active Downlines list by 30
th

 or 31
st

 of the month.  

 

 

 

 

  

Abu Bakar Bin Ali 

 

1
st

 applet –Direct Downlines 

2
nd

  applet –Indirect Downlines 
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iv. Terminated/Resigned Downlines  

 

 
 

This view provides the monthly terminated/resigned downlines of an agency leader for each product 

lines.  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 
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v. Print Customer Roll Up Report  

 

 

 
 

This view allows agent to view & print the customer roll up report for all product lines. 

� To select period 

� To select report type on ‘Reports’ dropdown list (on top right hand corner) 

� Once click, the report will be generated in pdf format. 

  

Sample Unit Trust Customer Roll Up report 

 

  

Abu Bakar Bin Ali 

Step 2: Click on 

Report to select 

the roll up report 

you wish to view 

Step 1: Choose the 

Period you wish to view 

for roll up report 
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Sample Insurance Policyholder Roll Up report  

 

 
 

 

 

Sample IEP Customer Roll Up report  
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4.5 Commission & Income Statement 

 

 

 
 

For rank of AM and GAM, agent is required to enter 2
nd 

level password to access the Commission & 

Income Statement View. 

 

 
 

Commission & Income Statement View provides functions to print and view the following reports:- 

 

i. Print Insurance Statement –From April-13 onwards 

ii. Print Commission Statement (refers to Unit Trust Statement) From April-13 onwards 

iii. Commission Summary 

iv. Monthly Commission  - From Jan-13 onwards 

v. Print Historical Commission (ASSIST)- From Jan-2010  till March-2013 

vi. Print Historical Income Statement (ASSIST)- From Year 2010  till Year 2012 

vii. Print UT Income Statement- From Year 2013 onwards 

Abu Bakar Bin Ali 

Enter 2nd level 

password to proceed for 

Commission & Income 

Statement view 

Click on Commission & 

Income Statement tab 
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viii. Print Insurance Income Statement - From Year 2013 onwards 

ix. Print Summary Income Statement - From Year 2013 onwards 

 

The steps to retrieve information and report are explained in each of the respective view below. 

i. Print Insurance Statement 

 
 

To print Insurance Statement 

� Select Period. 

� Then go to ‘Reports dropdown list (on top right hand cover)’, click on AIA Insurance Commission 

Statement. 

� Insurance Commission Statement will be generated in pdf format. 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 

Step 1: Select  the 

Period of the statement 

report 

Step 2: Click on AIA 

Insurance Commission 

Statement 
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Sample Insurance Commission Statement 
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ii. Print Commission Statement (refers to Unit Trust Statement) 

 
 

To print UT Commission Statement 

 

� Select Period 

� Select UT Commission Statement from ‘Reports dropdown list (on top right hand cover)’ 

� Upon click, UT Commission Statement will be generated in pdf format 

 

 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 

Step 1: Select  the 

Period of the UT 

statement 

Step 2: Click on UT 

Commission Statement 
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Sample UT Commission Statement 
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iii. Commission Summary 

 
 

Commission Summary view provides an overview of the Total Commission for UT and Insurance (1
st

 

applet), and breakdown of total commission by product line (2
nd

 applet) and by each commission type 

(3
rd

 applet), based on the following details. For example: current month is March 2013 

 

a) Total Current MTD (Month-to-date) – i.e. March 2013 

b) Total Last Year MTD (Month-to-date) – i.e. March 2012 

c) Total Current Year YTD (Year-to-date) – i.e. January 2013 – March 2013 

d) Total Last Year YTD (Year-to-date) – i.e. January 2013 – March 2012 

To select Product Line, then breakdown commission for the selected Product Line will be displayed. 

 

 

 

  

1
st
 applet –Commission Summary 

2
nd

  applet – Commission by Product Line 

3
rd

  applet –Commission by Commission Type 



 

  
Page 64 

 

  

 

iv.  Monthly Commission 

 
 

Monthly Commission tab provides monthly total commission with breakdown details by commission 

type for both UT and Insurance product line. This tab consists of 3 applets. 

 

a) Commission Summary – to select period  

b) Commission by Product Line – to select product line 

c) Commission by Commission Type - breakdown commission amount based on defined period & 

product line  

To select period, then select product line, breakdown commission for the selected period and product 

line will be displayed.  

 

 

 

  

Abu Bakar Bin Ali 

1
st
 applet –Commission Summary 

2
nd

  applet – Commission by Product Line 

3
rd

  applet –Commission by Commission Type 
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Print Summary Commission Statement 

 

 
 

 

Agent can print the Summary Commission Statement in this tab by clicking on the ‘Summary 

Commission Statement’ from the Reports dropdown button (on top right hand corner).  

 

 

 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 

Step 1: Select  the 

Period of the statement 

Step 2: Click on 

Summary Commission 

Statement 
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Sample Summary Commission Statement 
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v. Historical Commission Statement (ASSIST) 

 
 

 

Select period, then click on attachment name, the report will be generated in pdf format. 

 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 

201201                   Attachment 1 

Step 1: Select the Period 

of the statement 
Step 2: Click on 

the file 

Attachment 
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vi. Historical Income Statement (ASSIST) 

 
 

 

Select period, then click on attachment name, the report will be generated in pdf format. 

 

 

 

 

 

 

 

 

 

 

  

2012                   Attachment 1 

Step 1: Select  the 

Period of the statement 
Step 2: Click on 

the file 

Attachment 
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vii. Print UT Income Statement 

 
 

Select period, then go to ‘Reports dropdown button’, click on UT Income Statement, the report will be 

generated in pdf format. 

 

 

 

 

 

 

 

 

  

Abu Bakar Bin Ali 

2012                    
Step 1: Select  the 

Period of the statement 

Step 2: Go to ‘Reports 

dropdown button’, 

click on UT Income 
Statement 
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viii. Print Insurance Income Statement  

 
 

 

 

 

Select period, then go to ‘Reports dropdown button’, click on Insurance Income Statement, the report 

will be generated in pdf format. 

 

 

 

 

 

 

 

 

 

 

  

2012                    Step 1: Select  the 

Period of the statement 

Step 2: Go to 

‘Reports dropdown 

button’, click on 

Insurance Income 
Statement 
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Sample UT/Insurance Income Statement 
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ix. Print Summary Income Statement 

 
 

Summary Income Statement is a consolidated statement for UT and Insurance Income Statement.  

For printing – Select period, then go to ‘Reports dropdown button’, click on Summary Income 

Statement, the report will be generated in pdf format. 

 

 

 

 

 

 

 

 

 

 

 

  

Step 1: Select  the 

Period of the statement 

Step 2: Go to 

‘Reports dropdown 

button’, click on 

Summary Income 
Statement 
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Sample Summary Income Statement 
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5. 0 Circular 
 

 

 
 

 

Consists of 2 applets  

• Circular & Announcements (1
st

 applet) 

• Literature (2
nd

 applet)  

 

To view a circular, click on the Circular Name at the 1
st

 applet. The selected circular and the attachments 

of the circular (if any) will be displayed at the 2
nd

 applet 

 

• 1
st

 attachment is defaulted to Circular 

• 2
nd

 attachment (and onwards) will be the circular attachments 

 

  

Click on Circular tab 

Step 1: Select circular 

you wish to view 

1
st
 applet –Circular & Announcements 

2
nd

  applet – Literature 

Step 2: Click on 

circular / attachment 

to view 
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How to search for a circular 

 

 

 

 
 

Click on Query button at Circular & Announcements applet. 

Once click, the above search page will be displayed. 

 

Input by Ref # , Name and Date Posted of a circular only. The relevant circular based on the search item 

will be displayed.  

i.e. Query by circular name of *PRS* -  any circular name stated PRS will be displayed.   

 

  

Step 2: You can query based on Ref #, 

Name of Circular, Date Posted only 

Step 1: Click on 

Query  
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6. 0 Alert 
 

ASSIST PRO will generate alerts to notify on the status of your submission or events so that you can take 

the necessary actions. You can access and view the alerts at two locations i.e. Home or Alert screen. 

 

Home screen 

Alerts are listed at home screen, on the left side. 

However, only Agency Management and Order Capture alerts are listed.   

To view the alert details, click on the specific alert. 

 

 
 

Alert screen 

When you click on the ‘Alert’ tab, a list of alert assigned to you will be displayed as shown below.  

The list will show 10 records by default and sorted by the latest date. 

 

 
 

You need to click next button to retrieve more alerts. 
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You are able to sort the alerts based on your preference by clicking the required column header. 

 

 
 

The green arrow indicates current sorting option, as explained in the basic navigation section. 

 

You can also search the alerts using the standard query function as below. 

 

1) Click ‘Query’ button. 

 

 
 

2) System will display the query screen shown below. You can key-in your search criteria in any of the 

available fields and click ‘Go’. 

 

 
 

3) You can also query using wild card search under the ‘Description’ field. For example, you can search 

an alert for a particular customer name or alert message by including *XXXXXX* in your search criteria, 

in the ‘Description’ field. 

 

For e.g.: 

 

 
 

To click go after entering your search criteria. 

 

 

Two types of alerts are available in ASSIST PRO. 

 

Manual Alert 

This alert is manually triggered to you from time to time on specific matters when required by CWA. 

For example in the event of pending cases follow up, request to update your customer’s address and 

others. 
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System Alert 

This standard alert is generated by the system when certain processes take place such as KWSP 

Rejection, e-Switching mandate activation, order cancellation and etc.  

The full system alerts under different category is listed in the respective table below:- 

 

i. Unit Trust Category 

 

No Alert Type Alert Message 

1 KWSP Account where last 

disbursement date equals to 90 

days 

The next KWSP withdrawal for <customer name>, Account No. 

<account no> will be due on <KWSP due date>. The last 

disbursement date was on <disbursement date>.  

2 Rejection of KWSP investment 

transaction with penalty 

KWSP Investment for Customer Name: xxxxxxx, Account No: 

xxxx, submitted on: xx/xx/xxxx( Transaction Date) has been 

rejected by KWSP due to < KWSP Reason >. Please note that 

penalty of RM100 is imposed for the first and second rejection 

and penalty of RM150 is imposed for third rejection onwards, 

in which the penalty amount will be deducted from the next 

commission. 

3 Rejection of KWSP investment 

transaction without penalty 

KWSP Investment for Customer Name: xxxxxxx, Account No: 

xxxx, submitted on: xx/xx/xxxx( Transaction Date) has been 

rejected by KWSP due to < KWSP Reason >. No penalty will be 

deducted from commission. 

4 KWSP upfront rejection - 

thumbprint quality below 120 

dpi 

KWSP investment for <customer name>, Account No. <account 

no> submitted on <transaction date> has been rejected due to 

<upfront rejected reason>. 

5 Reactivation of KWSP Eligibility 

Check access  

Your access to KWSP Eligibility Check has been reactivated. 

6 Redemption Submitted by 

Terminated/Resigned Agent 

serving notice period  

 

Note: Alert will be triggered to 

Upline, GAM and ADM 

Agent Code: xxx, Agent Name: xxxxxxx has submitted 

Redemption for xxx Units of Fund xx. Agent is serving notice. 

7 Large Amount Redemption  

 

Note: Alert will be triggered to 

Upline, GAM and ADM 

Agent Code: xxx, Agent Name: xxxxxxx has submitted 

Redemption for xxx Units of Fund xx. 

 

8 eSwitch Authorization 

approved or revoked. 

• eSwitch mandate for <customer name>,  Account No 

<account no> has been activated. 

 

• eSwitch mandate for <customer name>, Account No 

<account no> has been revoked. 
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No Alert Type Alert Message 

9 Order cancellation –  

applicable to all type of order 

<order type> submitted on <transaction date> for customer 

<XX> has been rejected. For more details, please call Agency 

Hotline. 

10 RSP enrollment failure 

(Maybank). 

Standing Instruction Application for <customer name>, Account 

No <account no> with <bank name> has not been successful 

due to <reason>. 

11 RSP enrollment failure Standing Instruction Application for <customer name>, Account 

No <account no> with <bank name> has not been successful. 

12 RSP default payment Standing Instruction deduction for <customer name>, Account 

No <account no> for <transaction date>has not been successful 

due to <SI rejection reason>. 

 

Note : Highlighted alerts are yet to be activated.   

 

 

ii. Estate Planning Category 

 

No Alert Type Alert Message 

1 Trust Nomination Pending 

Resubmission Orders 

We are unable to process your <order type> application 

submitted on <date> for customer <XX>  due to <Rejection 

Reason>. Please resubmit within 10 working days from this 

notification, otherwise the application will be cancelled. 

2 IEP or Conventional Will & Trust 

Document Collection – upon 

creation of Document Activity in 

Order screen. 

The document for your <order type> application submitted on 

<XX> for customer <XX> is ready for collection at CWA 

<collection branch>. 

 

 

 

iii. Insurance Category 

 

No Alert Type Alert Message 

1 Policy Maturity – alert to be 

triggered 3 months before the 

maturity date of the Policy 

Your customer Name: xxxxxxx with <order type> will mature 

in 3 months. 

2 Policy Document Collection – 

upon creation of Document 

Activity in Policy screen. 

The document for your <order type> application submitted 

on <XX> for customer <XX> is ready for collection at CWA 

<collection branch>. 
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iv. Agency Management Category 

 

No Alert Type Alert Message 

1 Exam Registration Status <EXAM TYPE> EXAM CONFIRMATION 

 

Your/Your downline <exam type> Examination has been 

CONFIRMED as follows:- 

 

Name: <candidate Name> 

I/C: <candidate I/C> 

Exam No.: <alpha-numerical> 

Exam Date: <dd/mm/yyyy> 

Exam Session: <xx:xx AM/PM to xx:xxAM/PM> 

Exam Centre: <centre name> 

2 Exam Result <EXAM TYPE> EXAM RESULTS 

 

Your/Your downline <exam type> result has been released 

as follows:- 

 

Name: <Agent Name> 

Exam Type: <CUTE/PCEIA/TBE etc>  

Exam Date: <dd/mm/yyyy> 

Exam Results: <Passed/Failed/Absent>   

3 Non-Insurance License Approval  <LICENSE TYPE> LICENSE APPROVED!! 

 

Your/Your downline <license type> license registration has 

been APPROVED.  You/your downline may now proceed to 

sell <product type> products.  

 

Name: <Agent Name> 

Agent Code: <CWA Agent Code>  

Effective Date: <license effective date> 

 

Happy Selling!! 

 

cc. <Upline Name><Sales Office> 

       <ADC Name><Office Name> 

4 Insurance License Approval   <LICENSE TYPE> LICENSE APPROVED!! 

 

Your/Your downline <license type> license registration has 

been APPROVED.  You/your downline may now proceed to 

sell <product type> products.  

 

For submission of proposal forms, please fill in the agent 

details as follows:- 

 

Agency Name: KL-CWA 
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No Alert Type Alert Message 

Agency Code: 06150 

Agent Name: <Agent Name> 

AIA Agent Code: <AIA Agent Code> 

 

Happy Selling!! 

 

cc. <Upline Name><Sales Office> 

       <ADC Name><Office Name> 

5 License renewal fee deduction 

failure. 

ATTENTION: <LICENSE TYPE> RENEWAL FEES DUE 

 

Your <License Type> License renewal will expire on 

<xx/xx/xxxx>. License Renewal fee is <RM00.00>. As to-

date, amount deducted towards renewal from your 

commission is RM <xxx>. Please settle the balance due of 

<xxx> by the expiry date 

Note: Kindly disregard this alert if you have already settled 

the renewal fee. 

6 Card Collection <LICENSE TYPE> AUTHORISATION CARD COLLECTION 

 

Your/your downline <license type> authorisation card is 

ready for collection at <Reporting Office>. Please collect 

the card by <14 days from date notice> 

 

Agent Name/Code/Rank: <>/<>/<> 

Card Type: <New Authorisation Card/Renewal 

Authorisation Card> 

7 Certificate Collection <EXAM TYPE> CERTIFICATE COLLECTION 

 

Your/Your downline <exam type> Certificate is ready for 

collection at <Reporting Office>. Please collect the 

certificate by <14 days from date notice> 

 

Agent Name/Code/Rank: <>/<>/<> 

Certificate Type: <exam type> 

8 SD Due REMINDER - FIMM SD DUE 

 

Your FiMM Statutory Declaration (SD) for Continuos 

Eligibility Requirement will expire on <SD due date>. Please 

submit a new SD to <Reporting Office Branch> by the 

expiry date. Failing which shall result to de-registration by 

FiMM.  

 

cc. <New Upline Name><Sales Office> 

       <ADC Name><Office Name> 
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No Alert Type Alert Message 

9 Car loan reimbursement REMNDER - CAR LOAN SUBSIDY REIMBURSEMENT 

 

We will be paying the car loan subsidy payments in your 

January <yyyy> commission. Please submit your Car Loan 

Installment Slips to <Reporting Office Branch> by 10 

January <yyyy>. The car loan subsidy will only be 

reimbursed accordingly to timely submission of the 

required receipts. 

10 Demotion NOTIFICATION ON DEMOTION 

 

You - <Agent Name><Agent Code> have been demoted 

from <old rank> to <new rank> effective <>. For details, 

please refer to your ADC/Agent Upline.  

 

cc. <Upline Name><Sales Office> 

       <ADC Name><Office Name> 

11 Change of Upline CHANGE OF UPLINE 

 

Your/Your downline application for Change of Upline has 

been APPROVED. Details are as follows:- 

 

Agent Name/Code/Rank: <>/<>/<> 

Old Upline/Code/Rank: <>/<>/<> 

New Upline/Code/Rank: <>/<>/<> 

Effective Month: <> 

 

cc. <New Upline Name><Sales Office> 

       <ADC Name><Office Name> 

12 Change of Reporting Office CHANGE OF REPORTING OFFICE 

 

Your application for Change of Reporting Office has been 

APPROVED. Details are as follows:- 

 

Agent Name/Code/Rank: <> 

Old Reporting Office: <> 

New Reporting Office: <> 

Effective Month: <> 

 

cc. <ADC Name><Office Name> 

 

Note : Highlighted alerts are yet to be activated.   
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7. 0 Profile 
 

The ‘Profile’ screen provides information of you as a user in ASSIST PRO.  

Two views are available under this screen i.e.  

1. Agent Profile 

2. Update Personal Information 

 

7.1 Agent Profile 

This view provides your personal information such as name, gender, ID No, address, email address, 

income tax number, spouse information and commission information. 

 

 
 

In addition, you can change and update your password under this view. 

Two password levels are made available depending on your rank.  

The 2
nd

 level password option is applicable for GAM and AM only. 

 

Follow the steps below to change the respective level password. 

 

7.1.1 Change Password 

 

1) Navigate to Profile and click ‘Change Password’ button 
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2) Enter current password and new password. The password must contain minimum 7 characters with 

at least one numeric, one upper case alphabet and one special character.  

 

3) Click Save button. 

 

 

 

4) The message “Password has been changed” will be displayed to indicate successful change of 

password. 

 
 

 

7.1.2 Change2nd Level Password 

 

1) Navigate to Profile and click on Change 2
nd

 Level Password button 

 
 

2) Enter current 2
nd

 level password and new 2
nd

 level password. The password must contain minimum 

7 characters with at least one numeric, one upper case alphabet and one special character. 
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3) Click ‘Save’ button. 

 

 

 

4) The message “Password Reset Successful” will be displayed to indicate successful change of 2
nd

 level 

password. Click ‘OK’. 
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7.2 Update Personal Information 
 

This view allows you to update your personal correspondence information such as address, email 

address, mobile phone and phone. 

 

To update your personal information, follow the steps below. 

 

1. Click ‘New’ and the below screen will be displayed. 

Your current details will be populated on the left side. 

Enter your latest information on the white fields available on the right side. 

 

 
 

2. Click the ‘Submit’ button once you have completed. 

If successful, the fields on the right side will turn grey and the request will be processed by Agency 

Services Department. 

 

 


