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Update Contact Details
What are the methods

DBS IDEAL Profile and Settings Recommended: 

For individual DBS IDEAL users to update their own personal contact details. 

DBS IDEAL Customer Self-Administration (CSA) Recommended: 

Applicable when your company has CSA configured. A designated CSA user can update 
contact details for themselves or on behalf of another DBS IDEAL user within the 
company. You may refer to our CSA registration guide or user guide.

IDEAL Maintenance Online Form: 

To be used when updating contact details for yourself or another individual with DBS 
IDEAL access, and you are unable to do so via DBS IDEAL Profile & Settings, or if your 
company does not have DBS IDEAL CSA. 

Company Contact Detail Update Form: 

Specifically for updating the contact details of Authorized Signatories who do not have 
DBS IDEAL access.
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https://www.dbs.com.sg/sme/pdf/DBS-IDEAL-Customer-Self-Administration-Registration-Guide.pdf
https://www.dbs.com.sg/sme/pdf/IDEAL-Customer-Self-Administration-Guide.pdf
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Login to DBS IDEAL.
1
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Swipe to verify your identity.
2
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Click on “Profile & Settings” 
icon.

3
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Click on “Update” button to 
update your email address.

4
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Key in your new email address.
5

DBS IDEAL | Update Contact Details Guide | Profile & Settings

Click on “Verify” button to 
proceed.
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Key in your One-time pin sent 
to your new email address.

7
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Verify your identity through 
your digital token or security 
device.

8
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Click on “Confirm” button to 
proceed.
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Click on “Update” button to 
update your phone number.

10
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Key in your new phone number.
11
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Click on “Verify” to proceed.
12
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Key in your One-time pin sent 
to your new phone number 
through SMS.
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Verify your identity through 
your security device.

14

Click on “Confirm” button to 
proceed.
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Click on “Administration” menu 
followed by “Manage company 
& users”.

1
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Go to “Users” Tab.
2
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Click on ”Action” button.
3

Select “Edit” for the user you 
wish to update their contact 
details.

4
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Change the contact details 
accordingly.

5
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Click on “Continue” to proceed.
6
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Ensure that the changes are 
captured accordingly.

7
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If you wish to edit, you may 
click on “Edit” button.

8

Click on “Submit” to proceed.
9
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Your request will be ”Pending 
Approval”.

10
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Tick on the check box of the 
service request you wish to 
approve.

14
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To approve the request, go to 
“Dashboard”.

11

Go to “My approval” tab.
12

Click on the request to view 
the details.
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Click on the “Approve” button.
15

DBS IDEAL | Update Contact Details Guide | Customer Self Administration (CSA)



22

Approve using your digital 
token or security device.

16
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Click on “Create a new 
application”.

2
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Go to IDEAL Online 
Maintenance form .

1

https://www.dbs.com.sg/ibg-eforms/sg/idealmaintenance
https://www.dbs.com.sg/ibg-eforms/sg/idealmaintenance
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Select “Login with DBS IDEAL”.
3
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Login DBS IDEAL with your 
credentials.
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Swipe to verify your identity.
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Verify your details of your 
organisation and you as an 
applicant.

6
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Click on “Next” to proceed.
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Check your organisation 
details.

8
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Select ”Update personal details 
for existing user(s)”.

9
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Click on “Next” to proceed.
10
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Key in the details of the user 
you wish to update, followed 
by the new contact details.

11
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You may add another user if 
required.

12

Click on “Next” to proceed.
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Check through the details in 
the preview page.

14
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You may click on “Edit” button 
to make amendment.
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Tick on the checkbox to 
acknowledge the important 
notes and declarations.

16
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Click on “Authorise 
Submission” to proceed.

17
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Select your authorised 
signatories from the dropdown 
to approve this application.

18
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Select “DBS IDEAL” as the 
authorisation method.

19
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Acknowledge the supporting 
documents requirement.

20
Click on “Next” to proceed.

21
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Your application is now 
pending for approval; you may 
track the application status 

through Self-service using your 
Application reference ID.

22
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https://www.dbs.com.sg/sme/self-service
https://www.dbs.com.sg/sme/self-service
https://www.dbs.com.sg/sme/self-service
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Go to Company Contact Details 
Update Form and perform the 
same steps to create a new 
online application.

1
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Check your organisation 
details.

2

Select “Update/add authorised 
signatories particulars”.

3

Click on “Next” to proceed.
4

https://www.dbs.com.sg/ibg-eforms/sg/contactdetails
https://www.dbs.com.sg/ibg-eforms/sg/contactdetails
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Click on ”Update” button 
specific to the person you want 
to edit.

5
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Indicate their new contact 
details accordingly.

6
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Click on “Next” button to 
proceed.

7
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Check through the details in 
the preview page.

8

You may click on “Edit” button 
to make amendment.

9
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Tick on the checkbox to 
acknowledge the important 
notes and declarations.

10

Click on “Authorise 
Submission” to proceed.

11
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Fill in your Directors’ details.
12



41

DBS IDEAL | Update Contact Details Guide | Company Contact Details Update Form

Select the authorisation 
method. If DBS IDEAL or DBS 
Digisign is available for you, we 

recommend you to select 
digital signing methods.

14

Click on “Add approver” if you 
need more Directors to 
authorise this application.

13

Click on “Next” button to 
proceed.

15
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1. Download the application form (which is 
also sent to you via email). 

2. Open the pdf with the password sent to 

your registered mobile number via SMS.
3. Print the application and get it signed by 

your Directors before sending us the 
hardcopies for processing.
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With JoyAI, You are Always First in Line
JoyAI is our new Generative AI-powered chatbot designed to make your workday easier

Whether you need help navigating DBS IDEAL or would want to check on the status of your payments or form submissions, 

JoyAI is able to guide you every step of the way

IDEAL Desktop IDEAL Mobile App
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