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1.0 Introduction 
 
The Foreign Worker Employee Account Opening file process will take approximately 7 working 

days. Upon successful processing of the account opening, you will be contacted by the Bank to 

arrange for onsite account activation at your premises.  

Note: On site activation will only be conducted at your premises with a minimum of 5 foreign 

worker employees at any one time.    

Customer is to upload the specified file format in Microsoft Excel.  
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2.0 Foreign Worker Employee Account Opening File Upload & Approval 

 
2.1 Foreign Worker Employee Account Opening File Preparation 

 
2.1.1 Download the Foreign Worker Employee Account Opening File template in Excel [.xls] as shown 

below: 

  
 
2.1.2 Key in Employee’s information for account opening in given fields. Mandatory fields must not be left 

blank. 
 

Field name Data type Mandatory (Y/N) 

Full Name Alphanumeric Y 

Passport/ID number Alphanumeric Y 

Country of Passport Alphabet (Code) Y 

Nationality Alphabet (Code) Y 

Date of Birth Numeric (ddmmyyyy) Y 

Religion Alphabet (Code) Y 

Gender M/F (Dropdown list) Y 

Marital Status Code Alphabet (Code) Y 

Occupation Alphanumeric (Code) Y 

Corresponded Address Alphanumeric Y 

Postcode Alphanumeric Y 

City Alphanumeric Y 

State Alphabet (Code) Y 

Office number Numeric Y 

Email Address Alphanumeric (xxx@domain.com) N 

Work Permit Expiry Date Numeric (ddmmyyyy) Y 

 
Note: Fields that should enter Code (in capital letters) must use Code provided in the Reference 
Documentation.  File Upload will fail to upload if invalid codes are used. Date fields must be in ddmmyyyy 
format. 
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2.2 Foreign Worker Employee Account Opening File Preparation and File Upload 
 

2.2.1 Login to Alliance BizSmart as a ‘Maker’. 
 

 
 

2.2.2 Select Company of choice (*Applicable to only Users who are assigned to more than ONE (1) 
company account). 
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2.2.3 Select Employee Account Opening > Employee Account Opening File Upload. 
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2.2.4  At File Upload, click ‘Browse’. Select the Excel sheet with all mandatory data inputted for Foreign 

Worker Employee Account Opening.  
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2.2.5 Enter Batch ID (textbox) for reference purposes, and choose a Servicing Branch (dropdown list). 
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2.2.6 Check on the checkbox to indicate that all Terms & Conditions for this product and services are 

read and accepted. Click ‘Confirm’ to proceed to Employee Account Opening File Upload – 
Preview. 
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2.2.7 Tick on checkbox to indicate that all Terms & Conditions for this product and services are read and 

accepted. Click ‘Submit’ to upload the file for processing. 
 

 
 

2.2.8 ATTENTION! If there’s a data error detected in the file during uploading, the screen will prompt an 

error message which points to the field where the error is. 
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2.2.9 The screen will display a successful status if the file is successfully uploaded to BizSmart. AOB 

Reference Number will be generated for every successful file upload. The Authorization status will 
be updated to ‘Created’. 

 

 
 

2.2.10 Click ‘Download PDF’ to download the batch details in PDF. 
2.2.11 Click ‘Print’ to send the acknowledgement to browser printing function. 
2.2.12 Click ‘OK’ to return to Employee Account Opening File Upload screen. 
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2.3 Foreign Worker Employee Account Opening File Approval 

 
2.3.1 Login to Alliance BizSmart as ‘Authoriser’. 
2.3.2 Select Company of choice (*applicable to Users who are assigned to MORE THAN ONE (1) 

company account only) 
2.3.3 Transaction Status & Authorisation > View Pending Transaction > Proceed with the approval as 

usual. 
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3.0 Check Foreign Worker Employee Account Opening Status 

 

3.1 Go to Employee Account Opening > Employee Account Status 

 

 
 

3.2 Generate the intended batch report by keying in the relevant fields and click ‘Generate Report’ 

button. 
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3.3 Once the report is generated, the list of batches will be displayed according to the search criteria 

selected. Details of the batches can be viewed by clicking on the “Date, Time” hyperlink. Key 

information to take note of are as follows: 

 

Information Description 

Status  Processing – The employee account opening batch is being processed by the 
Bank. 

 Successful – The employee account opening batch has been successfully 
activated. 

 Failed – Error Reason – The employee account opening batch failed to be 
activated. 
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3.4 Customer will be able to see all employees’ information and status given the batch selected. Key 

information to take note of are as follows: 

 

Information Description 

Status - 
Reason 

 Processing – The employee details are being processed by the Bank. 

 Ready for Activation – The employee details have been processed and is ready 
for on-site activation. 

 Successful – The employee account has been successfully activated. 

 Failed – Error Reason – The employee account failed to be activated.  
 

 
 

3.5 Click ‘Back’ to return to previous pages. 

3.6 Click ‘Download PDF’ to download the batch details in PDF.  

3.7 Click ‘Download CSV’ to download the batch details in CSV. 

3.8 Click ‘Print’ to send the acknowledgement to browser printing function.  

 

 
 


