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Account Services 

 

 

 

Step 1 Press the “MENU” 
Step 2 Press “Account Services” 
Step 3 Select EForm Type 

 #1: Change of Information Notice include: 
a. Contact Numbers or, 
b. Emails or, 
c. Addresses 

 #2: W-8BEN 

. 
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Change of Information 
a. Update Contact Numbers 
At least one contact number is required. Therefore, if the record contains only one existing 
contact number, client can only edit that number rather than delete it. 

  
Step 1 Press [Delete] or [Edit] 
Step 2 Select from drop down list for “Home/ OƯice / Mobile” 
Step 3 Select “Country-Area Code”, input [Area Code (if any)] and the “Phone number” 

 

 
 
 

Step 4 Press [Submit] and [Confirm]  
. 
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Change of Information 

b. Update Primary or Alternative Emails 
At least one contact email address is required. 

  
Step 1 Press [Edit] to update the “Primary” or “Alternative” Email Address 
Step 2 Input the email address into “New Email” 
Step 3 Re-enter the new Email address for confirmation  

  

Step 4 Press [Submit] and [Confirm]  
. 
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Step 5 Please verify the changes and review the inputted new email address 

  
Step 7 Press [Submit] and [Confirm]  

.  
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Change of Information 
c. Update Residential or Mailing Addresses 
Valid address proof is required for updating residential or mailing address when 
using UTRADE portal. 

 

 
Step 1 Press [Edit] to update the “Residential” or “Mailing” Address 
Step 2 Input the address details 

  
Step 3 Read the requirement then press [Confirm]  
Step 4 Press [Upload Image] for valid address proof 

 Remark: Accepted formats: JPG, PNG only 



7 | P a g e  
 

 

 
Step 5 Press [Submit] and [ Confirm] 

 

 
Step 6 Press verify the changes and review the address detail 
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Step 8 Press [Confirm] to confirm the change request. 
Step 9 Press [Confirm] to acknowledge the service lead time of changes. 

. 
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Document for US Market 

a. Update W-8BEN 
Mandatory Documentation Requirement for Trading in U.S.-Related Markets or 
Products 

 

 

 

Step 1 Read the identity of form to use and press [Continue] to proceed next page 
Step 2 Input the information for Part I (#1 to #8) Identification of Beneficial Owner 

. 
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Step 3 Input the information for Part II (#9 to #10) Claim of Tax Treaty Benefits 

. 

 

 

 
Step 4 Read the content of Part III Certification 
Step 5 Tick the check box to certify 
Step 6 Press [Submit] to proceed 

. 



11 | P a g e  
 

 

 

 

Step 7 Press [Confirm] to proceed next page 
Step 8 Review the inputted information before submission 

. 

 

 

 

 
 

. 
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Step 9 Review inputted data and provide your name into the signature box 
. 

 

 
 
 

 
 
 
 

Step 10 Press [Confirm] to proceed 
Step 11 Press [Confirm] to acknowledge the service lead time of changes 

 

END 


