
 

How to Perform – Open an Individual Account (Step-by-Step Guide) 

 

1. Click on the ‘Open an Account’. 

 

2. Click on ‘New Account Opening Individual’. 



 

3. Fill in all your details in the ‘Applicant Details’. Click ‘Next’ to continue. 

 

4. Fill in all your details in the ‘Employment Details’. Click ‘Next’ to continue or ‘Previous’ to go 

back to the previous screen. 



 

5. Tick all the relevant details on ‘FATCA’. Click ‘Next’ to continue or ‘Previous’ to go back to 

the previous screen. 

 

6. You may upload your scanned Identification Card or Passport only on the ‘Upload file’. Click 

on the ‘Declaration’ box then click ‘Submit’ to continue or ‘Previous’ to go back to the 

previous screen. 

 

Required documents: 

1. Opening Account Form 

2. A photocopy of your I/C (back and front)/passport 

 



You may fax the required documents to (03-2711 3036) or send via mail or mailing address: 

Email: philipmutual@poems.com.my 

B-2-7, MEGAN AVENUE II 

NO. 12, JLN. YAP KWAN SENG 

50450 KUALA LUMPUR 

 

 

7. All your details will appear in this section and click ‘Confirm and Generate’ to proceed or click 

‘Back’ to go to the previous screen. 
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How to Perform – Open an Joint Account (Step-by-Step Guide) 

 

1. Click on the ‘Open an Account’. 

 

2. Click on ‘New Account Opening Joint’. 



  

3. Fill in all your details in the ‘First Applicant’ section. Click ‘Next’ to continue. 

  

4. Fill in all your details in the ‘Joint Applicant’ section. Click ‘Next’ to continue or ‘Previous’ to 

go back to the previous screen. 



 

5. Tick all the relevant details in ‘FATCA’ section. Click ‘Next’ to continue or ‘Previous’ to go 

back to the previous screen. 

  

6. You may upload your scanned Identification Card or Passport only on the ‘Upload file’ for First 

Applicant and Second Applicant. Tick the relevant info for ‘Authorize’ part. Click on the 

‘Declaration’ box then click ‘Submit’ to continue or ‘Previous’ to go back to the previous 

screen. 

 

Required documents: 

1. Opening Account Form 

2. A photocopy of your I/C (back and front)/passport 

 



You may fax the required documents to (03-2711 3036) or send via mail or mailing address: 

Email: philipmutual@poems.com.my 

B-2-7, MEGAN AVENUE II 

NO. 12, JLN. YAP KWAN SENG 

50450 KUALA LUMPUR 

 

  

7. All the ‘First applicant and Second applicant details’ will appear in this section and click 

‘Confirm and Generate’ to proceed or click ‘Back’ to go to the previous screen. 
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How To Perform - First Time Login (Step-by-Step Guide) 

 

1. Click on ‘First Time Login’. 

 

2. Click to select ‘By One Time Password (OTP)’ via SMS and click ‘Accept’. 



 

3. Type in ‘full name’ in the name section and type in your ‘NRIC number’. Click ‘Next’ to continue.

 

4. Type in your preferred ‘New User ID’, ‘New Password’, ‘Confirm New Password’, select your 

‘Security Question’ with ‘Answer’. Click ‘Request Security Code’, to receive security code via sms to 

your mobile phone and type in the code provided via sms. Click ‘Submit’ and you may now login 

with your new User ID & Password you have chosen. Receiving the security code SMS might take 

from 5 to 30 minutes to reach your mobile phone, kindly be patient for it. 

*If you have an old mobile phone number registered, kindly contact us to change it to your latest 

mobile phone number. 

If you encounter any difficulties performing first time login, do not worry and contact our customer 

service at 03-27830300 or email phillipmutual@poems.com.my for assistance and support. 
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How to Perform – Buy Transaction (Step-by-Step Guide) 

 

1. Click on the ‘Login’. 

 

2. Type in your ‘Username’ and ‘Password’ then click on the ‘Login’. 



 

3. Click on the ‘Transaction Management’. 

 

4. Choose your account on the ‘Account No.’ section. 



 

5. Click on the ‘Add Fund’ to start buy. 

 

6. Select which fund that you want to invest on the ‘Fund Name’ and type in the ‘Investment 

Amount’. 



 

7. Click on the ‘Add Fund’ if you plan to invest more than 1 fund. Click on the ‘Proceed’ to 

continue or ‘Reset’ to clear all the transactions. 

 

8. All the details will appear in this section and you need to read all the ‘Prospectus’ and ‘Product 

Highlight Sheet’ of the fund. Click on the ‘Client’s Declaration’ box. (continue) 



 

9. You can select which payment method you want to use on the ‘Buy’ section then select which 

‘Bank’ you want to transfer. You may upload ‘Proof of Payment’ file if you are using other 

than FPX payment method or fax/email to us and the Proof of payment must reach us before 

the Cut off time. (continue) 

 

10. Type in your password and click ‘Confirm’ to continue or click on the ‘Return to Create 

Transaction Page’ to go to previous screen. Click ‘Cancel’ if you wish to cancel the transaction. 



 

11. Click on the box and click ‘Next’ to continue or ‘Back’ to go to previous screen. 

 

12. If you are using FPX payment method, click ‘Confirm Pay Using FPX’ to continue with the 

payment or you may change payment method by click at the ‘Change Payment Method’ 

button. 

 



 

13. All the buying transaction details will appear in this section and click ‘Print’ to print, click ‘Save’ 

to save the transaction and click ‘Close’ to go to the Main Menu. 

 

Note: 

Cut off time for investment:  

All Money Market - 10.30am  

All Equity & Bond Funds - 3.00pm 



 

How to Perform – Switch Transaction (Step-by-Step) 

 

1. Click on the ‘Login’. 

 

2. Type in your ‘Username’ and ‘Password’ then click on the ‘Login’. 



 

3. Click on the ‘Transaction Management’. 

 

4. Choose your account on the ‘Account No.’ section. 



 

5. Click on the “Switch”. 

 

6. Select which fund you to switch. The fund details will appear in the “Switch Details”. 

(continue) 



 

 

7. Choose “Switch All Units” or type in the Switch Out amount at the “S/O Units” or type in 

Switch Out percentage amount at the “S/O % of Available Units” that you plan to switch. Click 

“Add S/I Fund” if you plan to switch-in more than 1 fund. Select which fund at the “Switch-In 

Fund” you want to switch in. Select “Dividend Option” either you want the dividend to be 

reinvest or withdraw. Click “Delete” to delete the transactions, click “Reset” to reset all the 

transactions and click “Proceed” to continue. 

 

8. Summary for the transaction will appear in the “Transaction-Summary of Confirmation”. You 

need to read all the “Prospectus” and “Product Highlight Sheet” by clicking at the PDF icon. 

Click the “box” to confirm all the declaration. (continue) 



 

9. Type in your password and click on the “Confirm” to continue, click on the “Return to Create 

Transaction Page” to go to the previous screen and click “Cancel” to cancel the transaction. 

 

10. Click on the box for Acknowledgement and click on the “Next” to continue or “Back” to go to 

the previous screen. 



 

11. “Order Submitted Successfully” message will appear and click on the “OK” to continue. 

 

12. Summary for the transaction will appear in the “Transaction – Receipt of Confirmation”. Click 

on the “Close” to go to the Main Menu, “Save” to save the transaction or “Print” to print the 

transaction details. 



 

13. If you click “Save”, all the transaction details will come out in the form format. 

 

 

 



 

How to Perform – Sell Transaction (Step-by-Step) 

 

1. Click on the ‘Login’. 

 

2. Type in your ‘Username’ and ‘Password’ then click on the ‘Login’. 



 

3. Click on the ‘Transaction Management’. 

 

4. Choose your account on the ‘Account No.’ section. 



 

5. Click on the “Withdrawal/Sell”. 

 

6. Choose which fund you want to sell at the fund list. Once you select, the fund will appear at 

the “Sell Details”. (continue) 



 

7. Please select “Sell all” or you can type in how many unit you want to sell in the “Units to 

sell” section. Click on the “Delete” if you to delete the transaction, “Reset” if you want to 

reset or click on the “Proceed” to continue. 

 

8. All the transaction details (Transaction – Summary of Confirmation) will appear in this 

section. Click the “box” to confirm all the declaration. (Continue) 



 

9. Choose the Payment method and which bank you want to use and type in your bank account 

number. Type in your password and click “Confirm” to continue, “Return to Create 

Transaction Page” to go to the previous screen and “Cancel” to cancel the transaction. 

 

10. Click on the box for Acknowledgement and click on the “Next” to continue or “Back” to go to 

the previous screen. 



 

11. “Order Submitted Successfully” message will appear and click on the “OK” to continue. 

 

12. Summary for the transaction will appear in the “Transaction – Receipt of Confirmation”. Click 

on the “Close” to go to the Main Menu, “Save” to save the transaction or “Print” to print the 

transaction details. 



 

13. If you click “Save”, all the transaction details will come out in the form format. 


