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Trade Module
Overview



Trade Module

Trade Inquiry Trade Upload

Trade Inquiry allows you to view and manage your:
1. Trade facilities, limits, and utilization
2. Transactions received by the Bank that are pending 

processing
3. Transactions pending settlement.
4. Settled Trade Transactions
5. Past Due Bills and upcoming Bills Due.
6. Download Trade advices online

• Trade Upload allows you to submit 
your trade documents to the Bank 
via a secured online bank platform. 

• Physical documents are NOT 
required to be submitted to TW / TSC 
subsequently.

Convenience brought to you by our Electronic Trade Services Module 



Once documents are submitted via TU, customers are NOT
required to submit the physical documents to TW / TSC.

• Trade document submission via TU:

Processed by Trade 
Operations  team

Customer Login to HLCF and upload 
Trade documents

Scan the Trade 
documents 

• Benefits to Customer:

1. Convenience: Submit Trade documents digitally from anywhere, anytime, eliminating the hassle of needing 
to submit physical documents to the Bank.

2. Speed to financing / Time and cost savings: Get financing more quickly, as the turnaround time starts 
when the Trade documents are digitally received by the Bank.

3. Safe and secure: Trade documents are uploaded and submitted by the authorized Maker and Authoriser
appointed by the customer. 

Trade Upload (TU) [1/2]



• Cut-off Time:

Please refer to the Product Disclosure Sheet for the respective Trade Product cut-off time. For TU 
submissions during the weekend or public holidays the transaction will be processed on the next 
business day unless stated otherwise.

Upload Status Trade Document Upload
Pending Authorisation Maker initiated upload pending Authoriser approval.
Sent to Bank Maker initiated upload and Authoriser has approved.
Status returned from Bank Trade Document Processing
In Process at Bank Bank processing Trade documents.
Processed by Bank Processing completed.
Rejected by Bank Documents rejected by Bank

• Check your document upload status on TU:

Trade Upload (TU) [2/2]

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/Commercial-and-SME-Banking/trade/product-disclosure-sheet-all-trade-products-en.pdf


Roles of the parties in your Company involved after being 
onboarded on Trade Upload 

System Administrator 

System Authoriser 

Maker  

Authoriser

To perform permissible 
maintenance or change request.
• Create Maker and Authoriser
• Enable, disable, and reset 

passwords for users

To approve all maintenance 
or change request initiated 
by the System Administrator 

To perform transactional requests
• Upload documents for Trade
• Payroll type transactions
Note: The maker role for trade 
upload does not need to be the same 
person as the maker for payment. 
Please refer here for conditional 
setup.

To approve transactional requests 
initiated by the Maker.
Note: The authoriser role for trade upload 
does not need to be the same person as 
the authoriser for payment. Please refer 
here for conditional set up. 

System Admin Transaction Users



First Time Activation on HLCF Web



First Time Activation – for first time users [1/4]
You will receive an email from noreply@eservices.hongleong.com.my and SMS to your registered email address 
and mobile number upon successful onboarding to HLB ConnectFirst:
a) Email – Contains a password-protected attachment (PDF file). The content of the PDF file will display the 

Company ID, User ID and temporary PIN for you to activate the user.
b) SMS – Contains a password to unlock the attachment content.



First Time Activation – for first time users [2/4]
You will see a first time activation screen appear, if it is your first time logging into HLB ConnectFirst.



First Time Activation – for first time users [3/4]



First Time Activation – for first time users [4/4]

https://www.hlb.com.my/Connect_First/QuickGuide.pdf#page%3D5
https://www.hlb.com.my/Connect_First/QuickGuide.pdf#page%3D5
https://www.hlb.com.my/Connect_First/QuickGuide.pdf#page%3D5
https://www.hlb.com.my/Connect_First/QuickGuide.pdf#page%3D5


Login to HLCF Web



Login to HLB ConnectFirst Web - Via Mobile Notification

A request notification will be sent to your 
mobile phone. Please click "Ok" to proceed 
with the authentication process.



Login to HLB ConnectFirst Web - Via Mobile Notification



Login to HLB ConnectFirst Web – Access Trade Finance 
Module

Click Access Trade 
Finance Module

8



Login to HLB ConnectFirst Web - Via QR Code

Click on "eToken" in the HLB ConnectFirst 
Mobile app to scan the QR Code.



Login to HLB ConnectFirst Web - Via QR Code

Note: Please refer to the HLCF User Guide for more information.

https://www.hlb.com.my/Connect_First/WebQuickGuide.pdf#page=2


Usage of Trade Inquiry (TI)



Limit and Utilization [1/3] – View your trade facilities, limit and 
utilization

1 Select “Trade Finance” to access the module  

2 Select “Limit and Utilization” to check Trade Limit 
and Utilization  

3 4Enter "Company Name" and "Branch Name" to check 
Trade Limit and Utilization

Select “Search” 



Download data in 
different formats. 

Select ‘Utilized Amount” to 
view Facility Utilization 

Listing 

1

Limit and Utilization [2/3] – Download your trade advices 

2
Select the 
Bank Ref. 

No. to view 
Transaction 

Details



Select ”View Advice” to 
download trade advices

Select ”View Transaction 
History” to view history 

3

4

Limit and Utilization [3/3] - Download your trade advices 

Click “Download” to 
download trade advices



Transactions [1/4]

Select “Transactions” to view Transaction Inquiries 

• In Process: To view transactions that are received by the bank and pending processing. 

• Outstanding: To view transactions that are processed by the bank and pending settlement.

• Trade Alerts: To view Past Due Bills and upcoming Bills Due.

• Settled: To view settled Trade Transactions.

• History: To view all past Trade Transactions.

• Previous Month End Outstanding:  To view outstanding Trade Transactions by month (up to one year).



1 Select  “Outstanding” under the Transaction Inquiries tab to 
view outstanding trade transactions 

Transactions [2/4] – Download your trade advices for your 
outstanding bills

2 Select product description to show details



Select ”View Advice” to 
download advice

Select ”View Transaction 
History” to view history 

Select Bank Ref. No. to view 
Transaction Details

3

4

Transactions [3/4] – Download your trade advices for your 
outstanding bills



Transactions [4/4] - Trade Alerts

Select the Bank Ref. No. to view Transaction Details and download trade advices

c

1

3

2 Select “Past Due Bill” or “Bills 
Due” then select “Search”

Select “Trade Alerts” under the Transaction Inquiries tab to 
view Past Due Bills and Bills Due



Incoming Documents Inquiry [1/1] 

Select “Incoming Documents Inquiry ” to check on incoming documents 
[e.g: Inward Bills Collection (IBC), Inward Bills Letter of Credit (IBLC), 

Usance Bills Letter of Credit (UBLC)] 



Usage of Trade Upload (TU)



Steps to submit Trade Documents on TU [1/4] 

1 2

3

Select “Trade Finance” to access the module  Select “Initiate”

Select “Upload Document” under “Initiate”

• Maker Role (Initiate & upload the documents)



4

5 Upload Trade 
Application Form and 

supporting documents

6
Accept Terms & Conditions and select  

“Submit”

Enter Required 
Details

Steps to submit Trade Documents on TU [2/4] 
• Maker Role (Initiate & upload the documents)



1 Select “Trade Finance” to access the module  
2 Select “Pending Activities”

3 Select on the document upload request that you wish to authorize. Double click 
to view transaction details & documents uploaded by the Maker 

Steps to submit Trade Documents on TU [3/4] 

Note: The Authorizer for TU need not be the same as the Payment Authorizer. See here for conditional setup. 

• Authorizer Role (Authorize documents to be submitted to the bank)



4 After checking all information, authorizer may select  “Authorize” or “Reject”

Steps to submit Trade Documents on TU [4/4] 
• Authorizer Role (Authorize documents to be submitted to the bank)



• Trade Upload - Video User Guide

No. Video Links

1. Perform trade document upload

2. Authorize trade document upload

Other User Guides:

1. ADM & SAU Guide on Linking the Account to Users
2. System User Guide
3. HLBCF User Guide

Please email cmp@hlbb.hongleong.com.my to request for the above user guides.

https://www.youtube.com/watch?v=UUYaUB-qJkM&authuser=0
https://www.youtube.com/watch?v=ROP3lGD_aV0&authuser=0
mailto:cmp@hlbb.hongleong.com.my


HLCF 1.0 Trade Module access via mobile browser:
You may access to HLCF 1.0 Trade Module via mobile browser with the following steps:

1. Switch your mobile browser to desktop mode:

a. For Android users, here’s how:
i. Open Chrome on your Android device.
ii. Tap the three dots (More) in the top right corner.
iii. Scroll down to "Settings" and tap on it.
iv. Under "Advanced," tap on "Site settings" and then "Desktop site".
v. Toggle the switch to enable "Desktop site". 

b. For iPhone users, here's how: 
i. Open Safari: and navigate to the desired website.
ii. Tap the 'aA' button: in the top corner before the address bar.
iii. Select 'Request Desktop Site': from the menu that appears.
iv. You can also enable this feature by default by going to Settings > Safari > Request Desktop Website and toggling the 

"All Websites" option on. 

2. Access HLCF https://www.hlb.com.my/en/business-banking/connect-biz/hl-connectfirst.html?icp=hlb-en-bizhome-text-
bizbanking via mobile browser desktop view.

3. To switch back to mobile view, you may repeat step 1 above and disable the "Request Desktop Site" or "Desktop View" option

Note: Given that this is not the main method for customer to access HLCF 1.0 Trade Module, please confirm with your 
respective Trade Sales or Trade Ops that the transaction was successfully received via TU.

https://www.hlb.com.my/en/business-banking/connect-biz/hl-connectfirst.html?icp=hlb-en-bizhome-text-bizbanking
https://www.hlb.com.my/en/business-banking/connect-biz/hl-connectfirst.html?icp=hlb-en-bizhome-text-bizbanking


Forms Guide



HLCF Application Form – Part C (page 9) 
Click here to retrieve the form.

Step 1: Select your 
accounts to link (if 
any)

Step 3: Indicate other  
HLB/HLISB Trade 
Services  linkage (if 
any)

Steps to fill in the Onboarding Documents
NOTE: As this is a standard process, below will only show SPECIFIC steps to enable Trade Inquiry and Trade Upload

Step 2: Select both  
Inquiry and 
Transaction to 
establish  account 
linkage for Trade  
services

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf


HLCF Application Form – Part C (page 12) : Authorisation for Electronic Instructions (AEI)
Click here to retrieve the form.

Step 1: Indicate the 
Company / Business 
Name(s). If there are 
multiple 
companies/businesses
using the same set of 
Authorised Person(s), 
indicate all the 
company/business names 
(e.g: Company A, 
Company B & Company C)

Step 2: Select either 
Fax/Email/Fax & Email 
according to 
customers preference. 

Step 3: Provide details 
of Authorised Person(s) 
to issue Electronic 
InstructionsStep 4: If there are 

multiple 
companies/businesses
using a different set of 
Authorised Person(s), 
indicate the 2nd 
Company / Business 
Name

Steps to fill in the Onboarding Documents

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf


Step 1: Fill in Company Name
Step 2: Fill in Date
Step 3: Draw a line diagonally  if 
sections are not applicable

Note:
Refer to Appendix 1 for Company (SDN BHD & BHD) 
Refer to Appendix 2 for LLP
Refer to Appendix 3 for Sole Proprietorship/Partnership

Board Resolution (Appendix section of the form)
Click here to retrieve the form.

Steps to fill in the Onboarding Documents

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf
https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf


Step 4: Ensure that this  
section IS NOT CROSSED 
OUT

Steps to fill in the Onboarding Documents
Board Resolution (Appendix section of the form)
Click here to retrieve the form.

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf
https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf


Step 5: Ensure that this  
section IS NOT CROSSED 
OUT

Steps to fill in the Onboarding Documents
Board Resolution (Appendix section of the form)
Click here to retrieve the form.

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf
https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf


Step 6: All Authorised 
Signatories to sign

Steps to fill in the Onboarding Documents
Board Resolution (Appendix section of the form)
Click here to retrieve the form.

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf
https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf


Step 9: Company 
Secretary  to sign

Step 7: Fill in the date.

Step 8: All Company 
Directors to sign.

Steps to fill in the Onboarding Documents
Board Resolution (Appendix section of the form)
Click here to retrieve the form.

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf
https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf


Step 1: ALL authorized
signatory(ies) to sign

HLCF Setup Authorisation Form (Page 1)
Click here to retrieve the form.

Steps to fill in the Onboarding Documents

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-first-setup-authorization-form.pdf


Step 3: Indicate 
Maker’s  
access matrix

HLCF Setup Authorisation Form (Page 2)
Click here to retrieve the form.

Steps to fill in the Onboarding Documents

Step 2: Fill in Maker 
User details.

Step 4: Select 
“Trade  
Services”

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-first-setup-authorization-form.pdf


Step 5: Select “Trade  
Document Upload” based 
on  Maker’s access matrix

HLCF Setup Authorisation Form (Page 3)
Click here to retrieve the form.

Steps to fill in the Onboarding Documents

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-first-setup-authorization-form.pdf


Step 7: Indicate 
Authoriser’s  access 
matrix

Step 8: Select 
“Trade  Services”

Step 6: Fill in 
Authoriser User 
details.

Steps to fill in the Onboarding Documents
HLCF Setup Authorisation Form (Page 4)
Click here to retrieve the form.

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-first-setup-authorization-form.pdf


Step 9: Select “Trade
Document Upload” 
based on  Authoriser’s 
access matrix

Steps to fill in the Onboarding Documents
HLCF Setup Authorisation Form (Page 5)
Click here to retrieve the form.

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-first-setup-authorization-form.pdf


Steps to fill in the Onboarding Documents (Conditional Setup) 
Conditional setup restricts selected maker/authorise to trade services only.

HLCF Setup Authorisation Form (Page 6) 
Click here to retrieve the form.

Select Trade 
Services

Select Trade Document Upload

Choose one

Strike out 
this section

Strike out 
this section

Strike out this 
section

Strike out this 
section

Strike out this 
section

Fill up “Other 
Request”

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-first-setup-authorization-form.pdf


Step 1: Fill in name of the company 
holding the trade facility and Date

Linking Board/Partners Resolution – for customers who wish to link accounts.
Duly passed and certified in accordance with:
(a)Memorandum & Articles of Association (M&A) or constitution, if any
(b)LLP Agreement

Click here to retrieve the form.

If Sole Proprietorship/Partnership, Click here for 
linking Board Reso

Step 2: Fill in the name of the 
company holding the HLCF setup.

Steps to fill in the Onboarding Documents

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-form-d.pdf
https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-letter-of-authorisation.pdf


Step 4: Director & 
Company  Secretary to 
sign

Step 3: Fill in the Date

Steps to fill in the Onboarding Documents
Linking Board/Partners Resolution – for customers who wish to link accounts.
Duly passed and certified in accordance with:
(a) Memorandum & Articles of Association (M&A) or constitution, if any
(b) LLP Agreement

Click here to retrieve the form.

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-form-d.pdf


Step 5: Select Trade Services 
if the customer intends to 
enable a link Trade Services 
view on HLCF for their own 
or other accounts.

Linking Board/Partners Resolution – for customers who wish to link accounts.
Duly passed and certified in accordance with:
(a) Memorandum & Articles of Association (M&A) or constitution, if any
(b) LLP Agreement

Click here to retrieve the form.

Steps to fill in the Onboarding Documents

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-form-d.pdf


Function of each Service Request Forms (SR Forms)

SR01 SR02 SR03

SR04 SR05 SR06

System Administrator & Authorizer 
User ID & Password Maintenance
• Unblock System Administrator & 

System Authorizer User ID (still 
remember password)

• Reset password for System 
Administrator & System Authorizer 
(generate new password)

Corporate Profile Maintenance
• Change Correspondence Address
• Change Daily Transaction Limit
• Change Debiting Account
• Change Payment Control Option

Account Maintenance
• Link Own Accounts
• Link Subsidiary Accounts
• Link Merchant IDs

Token Maintenance
• Replace token
• Request additional Payment 

Authorizer's token(s)

Add, Update & Remove System User ID
• Add new System Administrator & 

System Authorizer
• Update information for existing System 

Administrator & System Authorizer
• Remove existing System Administrator 

& System Authorizer

User ID Linking
• Link an existing User ID to 

another HLB Connect First 
account

Click here to access to the forms

about:blank
about:blank
about:blank
about:blank
about:blank
about:blank
https://www.hlb.com.my/Connect_First/requestForms.htm


Step 1: Fill in the Company Name
(For linkage scenarios, fill in the name of the 
company holding the HLCF setup)

Step 2: Fill in HLCF ID  
(Customer should have the HLCF ID
as it is part of their login credentials to  HLCF)

Account Maintenance Form (SR03)

Click here to retrieve the form.

Steps to fill in the Service Request (SR03) to Onboard onto Trade Module 

https://www.hlb.com.my/Connect_First/form/c1st_SR03_Account_Maintenance_Form_v1.3a.pdf


Step 3: Indicate 
Company  Name(s)
(Including all 
related/subsidiary/linke
d  companies)

Step 4: Select either/both
(a)Inquiry: Trade Inquiry
(b)Transaction: Trade 

Upload

Please note:

Steps to fill in the Service Request (SR03) to Onboard onto Trade Module 
Account Maintenance Form (SR03)

Click here to retrieve the form.

https://www.hlb.com.my/Connect_First/form/c1st_SR03_Account_Maintenance_Form_v1.3a.pdf


Step 1: Indicate the 
Company / Business 
Name(s). If there are 
multiple 
companies/businesses 
using the same set of 
Authorised Person(s), 
indicate all the 
company/business 
names (e.g: Company A, 
Company B & Company 
C)

Step 2: Select either 
Fax/Email/Fax & Email 
according to 
customers preference. 

Step 3: Provide details 
of Authorised 
Person(s) to issue 
Electronic InstructionsStep 4: If there are 

multiple 
companies/businesses 
using a different set of 
Authorised Person(s), 
indicate the 2nd 
Company / Business 
Name

Steps to fill in the Service Request (SR03) to Onboard onto Trade Module 
Account Maintenance Form (SR03)

Click here to retrieve the form.

https://www.hlb.com.my/Connect_First/form/c1st_SR03_Account_Maintenance_Form_v1.3a.pdf


Step 5: All authorised 
signatories to sign

Steps to fill in the Service Request (SR03) to Onboard onto Trade Module 
Account Maintenance Form (SR03)

Click here to retrieve the form.

https://www.hlb.com.my/Connect_First/form/c1st_SR03_Account_Maintenance_Form_v1.3a.pdf


Common Mistakes when filling up forms



HLCF Forms: Common mistakes when filling up the forms [1/5]

1. Onboarding: Setup Authorization Forms

Unfit User ID format
⮚ Ensure User ID is 9-12 alphanumeric. Special characters are NOT allowed.

2. All Service Request (SR) forms

Company ID, company name, user ID, and user name is incorrect or does not match
➢ Avoid entering the “Company ID” in the “Company Name” column and vice versa.
⮚ Ensure the correct Company name and ID is provided.

abc1234567

Lee Ah Kim 

Sand Stone Sdn Bhd 

1   2   3   4   5   6   7   8



3. System Administrator & Authorizer User ID & Password Maintenance Form (SR01)

a.Wrongly tick System Admin / System Authorizer

⮚Clarify the responsibilities of System Administrator and System Authorizer to avoid incorrect selections.

b.Wrongly tick unblock / reset password

⮚Clarify the differences between unblock or reset password to avoid incorrect selections.

Select “System Administrator” 
if the user’s role is to perform 

hands-on tasks like user 
management (for the maker 

and authoriser)

Select “System Authorizer” if the 
user’s role is to approve 

administrator-initiated changes

If a user is locked out of their account 
but still remembers their password, 

select 'Unblock Password' function to 
regain access If a user has completely forgotten their 

password, select the 'Reset Password' 
function. This will provide the user with a 

brand new password.

HLCF Forms: Common mistakes when filling up the forms [2/5]



4. Account Maintenance Form (SR03)
a. Customer did not select inquiry or transaction section for trade

b. No trade clause in initial Board Resolution. 
To add trade functions, customers will need to complete and submit the Service Request (SR) 03 Form along with the
Board Resolution (refer to HLCF application form, Appendix). This Board resolution, which includes the necessary trade
clause, is crucial for ensuring proper authorization and compliance. Please ensure both documents are submitted together
to expedite the onboarding process.

Select “Inquiry”: to view trade 
limits & utilization, transaction 

information and status

Select “Transaction”: to initiate 
upload for trade documents 

HLCF Forms: Common mistakes when filling up the forms [3/5]

https://www.hlb.com.my/content/dam/hlb/my/docs/pdf/Business/hl-connect-biz/connect-business-account-application-form.pdf


5. Token Maintenance Forms (SR05)

a. Select incorrect request
To prevent confusion, it's crucial to understand the differences between token actions.

b. Not providing reasons after selecting the “other reason” box
Provide the reasoning for the token request and DO NOT leave the reason columns blank when “Others” is selected.

Select "Deactivate 
token" to disable the 
token permanently.

Select "Replace Token" 
when token is lost, 

broken, or outdated, 
resulting in the need to 

issue a brand-new 
token.

Select “Unlock Token" when there 
are temporary lockouts due to 
incorrect code entries, and when 
a simple reset process is required.

HLCF Forms: Common mistakes when filling up the forms [4/5]



Other common mistakes: 

1. Unclear handwriting 
Highlight the importance to customers on legible handwriting and its impact on processing time and accuracy.

2. Signature mismatch or insufficient authorized signatory based on board resolution. 
Ensure the signatory is as per the board resolution. 

3. Forget to attach a front and back IC scan. 
A copy of the front and back IC is required and will need to be attached with the SR04 and SR06 forms.

4. Insufficient signatures on corrected / amended fields on forms.
All corrected /amended fields need to be countersigned by the customer. The countersignature must follow the 
signing condition as per board resolution/LOA in LATTE. 
Recommended for customer to fill up a new form if there are any corrections / amendments on the forms.

HLCF Forms: Common mistakes when filling up the forms [5/5]



FAQ



1. How many documents can the user submit via HLB ConnectFirst (HLCF) Trade Upload (TU)?
The user may submit up to 10 documents, file size of 10MB per document, a total of 100MB per transaction/application.

2. Can the user submit the file if it exceeded the 10MB limit?
No. The user may split the documents and upload separately within the same document upload.

3. What are the acceptable file formats for TU?
Acceptable file formats are jpg, tif, msg, xps, png, xls, xlsx, doc, docx & pdf.

4. Is this service available for free?
Yes, TU is available for free for all HLCF Trade customers.

5. How long does it take for the uploaded documents to be processed?
Documents submitted before 12pm on a business will be processed on the same day. Submissions made after 12pm or during a
non-business day (weekend/public holiday) will be processed on the next business day.

6. How would the user know if the upload has successfully been processed?
When the maker initiates an upload and the authorizer approves it, the status will update to "Sent to Bank."

The status then changes to "In Process at Bank" once the team begins processing.

Upon completion of processing, the status will become "Processed by Bank."

If the upload is rejected, the status will show "Rejected by Bank."



7. Can the customer who has signed up on HLCF TU continue submitting via physical channels or email / fax? 
Submitting documents via HLCF TU offers significant benefits: convenience, faster financing, cost savings, and enhanced
security. While TI and TU may be new, HLBB's support helps customers quickly become active users. Once a customer begins TU
submissions, they must discontinue physical, email, or fax methods to prevent duplicate financing. For specific issues
preventing TU submission, contact your Trade Sales representative. HLBB will resolve these to ensure customers can resume TU
submission. This exception for alternative submission applies only to system-related issues. For non-system issues like
suspended user IDs, customers can perform reactivation/password resets via their administrator or the HLB Contact Centre.
Note: During system downtime, if submission is via email/fax, a callback will occur, but physical documents are not
subsequently required.

8. Would a customer need to execute the Authorisation for Electronic Instruction (AEI)? 
Existing LAEI customers are not required to execute the AEI.
Non-LAEI customers are encouraged to execute the AEI. This enables email/fax submissions if HLCF TU experiences system 
issues (triggering Alternative Submission) or for specific case-by-case submission problems. Without an executed AEI, only 
physical submission is permitted.

9. Why should the customer sign up on HLCF TU? 
Enjoy convenience, faster financing, cost savings, and enhanced security. Eliminate the hassle and cost of couriering or
physically delivering documents to the Bank. Financing turnaround time is reduced as it begins immediately upon the Bank
receiving uploaded documents. All trade documents are securely uploaded and approved by your appointed maker and
authoriser.



10. What if the TU customer would like to update the authorised person in sending email/fax instruction when HLCF TU has 
system issues and Alternative Submission is triggered?
The TU customer would just need to submit a fresh Authorisation for Electronic Instruction (AEI) supported by AEI Board
Resolution.

11. Can the customer upload and submit copies / non-original documents to the Bank via HLCF TU?
Original documents should be uploaded to the Bank. However, if this is neither possible nor practical, copies or non-original
documents may be submitted.

For instance, in today's operating environment, original documents may not be in the customer's custody or possession:
a) For Purchases/Imports: If the supplier retains the original invoice and provides a scanned or photocopied version via email, the
customer may upload and submit this document via HLCF TU.
b) For Sales/Exports: If the customer has already sent the original invoice to the buyer, they may scan, upload, and submit a
carbon copy or photocopy via HLCF TU.

12. If a user had resigned from the company, how would the Company enable a new user?
Depending on the role of the resigned staff:
a) If the resigned staff is a system user (System Administrator (ADM) / System Authorizer (SAU)): The customer must sign and
submit form SR04.
b) If the resigned staff is a payment user (Payment Maker / Payment Authorizer): The System Administrator and System Authorizer
can perform the removal and/or addition of users (refer to the system admin guide).
The new staff member / user must install the ConnectFirst app for first-time e-token activation.



HLCF CONTACT / ESCALATION POINT

Any HLCF related inquiries, please reach out to cmp@hlbb.hongleong.com.my

HLCF related inquiries:

• Login

• Statement

• Payments

• Trade Inquiry / Trade Upload

• Submission of SR01-SR06

• Submission of Setup Authorization Form

• Status inquiry of form submission

Or,

You may call Hong Leong Call Centre (HLCC) at 03-76617777 for further assistance.

mailto:cmp@hlbb.hongleong.com.my


Thank You
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