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EXECUTIVE SUMMARY  
 
The purpose of this document is to present an updated user and training manual for the Secured 
Transactions/Collateral Registry System. This document provides a detailed description of the Collateral 
Registry System and covers fundamental elements of the operational and logistical components for the 
use of a modern secured transaction registry.  
 
The report presents overall structure of the product, which is defined from a functional viewpoint. It 
describes the basic steps to be followed by the users and BDCB to enable them to efficiently use the 
system, thus ensuring BDCB ’s capacity to use, support and administer the system.   
 
The report outlines the following procedures:  
 

 Opening of a New Account in the Registry 
 Registration updated with new system’s functions  
 Survey 
 Amendments with new system functions 
 Search with new system functions 
 My Registrations with new system functions 
 Account Management  
 Reports updated with new system’s functions 
 Master Account Management updated with new system’s functions.  

 
The content of this document will assist to introduce users to the functions of the STR ensuring successful 
implementation of the Secured Transactions/Collateral Registry System.   
 
This document will be presented to the representatives of the Brunei Darussalam Central Bank 
(BDCB) in order to obtain feedback on the user manual for the Secured Transactions/Collateral Registry 
and ensure smooth project implementation and effective communication between the counterparts and 
the IOS Team.   
 
 



USER MANUAL  APRIL 2021 

 

 
IOS PARTNERS, INC.       PAGE | 8  

 

1.  USER AND TRAINING MANUAL: OVERVIEW  
 

The purpose of this document is to present the user manual for the Secured Transactions/Collateral 
Registry System. This document provides a detailed description of the Collateral Registry System and 
covers fundamental elements of the operational and logistical components for the use of a modern 
secured transaction registry.  
 
The report presents overall structure of the product, which is defined from a functional viewpoint. It 
describes the basic steps to be followed by the users and BDCB to enable them to efficiently use the 
system, thus ensuring BDCB ’s capacity to use, support and administer the system.   
 
The report outlines the following procedures:  
 
 

 Opening of a New Account in the Registry 
 Registration updated with new system’s functions  
 Survey 
 Amendments with new system functions 
 Search with new system functions 
 My Registrations with new system functions 
 Account Management  
 Reports updated with new system’s functions 
 Master Account Management updated with new system’s functions.  
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1.1. Opening of a New Account in the Registry  

 
Introduction  
 
This function allows the user to enter the application and use the functionalities in accordance with 
the defined access authorization. Once the user has entered the application, he/she can perform 
registrations, amendments and changes. 
 
New user wants to use the application, but does not have a user account opened and can only access 
the STR home page. User must enter personal data, necessary to open the user account. The account 
will be activated once it is verified by the authorized administrator. 
 
Procedure  
 
Follow the steps below to open a new account in the STR.  
 

STEP ACTION 
1. Opening the new account enables accessing the data in the Secured Transactions Registry 

database in order to perform the registration and search functions. The account number 
must be a unique company number issued by the authorized institution. The unique 
number for an individual is a personal ID number from the ID card issued by the 
authorized body. Opening an account procedure should be conducted in a way that 
Registry application must strictly support the written process of account opening. A 
request for opening an account can only be submitted electronically using the Registry 
web application. 
 
The user will log in into the STR home page and will select Register New User option.      
 

 
 

 

The user will click on button.  
 
 

2. The application provides general instructions for creating a new account.  
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STEP ACTION 

 
 

To go to the next step the user should select  
option.  
 

4. The application provides the option for further confirmation of the account opening 
process and displays the "General Terms and Conditions" of the use of Registry. 
 
Terms and conditions for the use of Registry 

 
5.  Accepting Terms and Conditions 

 
After General Terms and Conditions are displayed, the application shows options "Accept" 
and "Do Not Accept."   
 
In the case that user does not accept of selection the user must click of the  

  option, the application returns the user to the home page of the 
application. In the case of acceptance of the General Terms and Conditions, the application 
displays the form to enter the data required to open an account.  

  ACCEPT GENERAL TERMS AND CONDITIONS 
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6.  
Form for the entry of the user information 

 

 
 

 

 
The suggested sequence for 
entry of the data required for 
opening an account is as 
follows: 
 
- Type of User 

o Private or Legal 
entity  

Legal name 
- Unique Identification 

Number 
- Address: 
- City 
- ZIP Code 
- Country (Default Brunei 

Darussalam)  
- District 
- Fax 
- Telephone 
- E-mail address 
 
Note: For two types of user 
accounts: for Business ID: the 
company name is mandatory; 
for National ID: the name and 
surname are mandatory. 
Validation algorithm will be 
run against the national or 
business ID.   
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7. Validation and confirmation of entered data 
 

The user validates the entered data and confirms by selecting the Next 
option.  

8   

 
Account Info  
 
The user will enter the required data in the form provided for the entry of the Master 
Account Information. 
 
Form for the entry of the Account’s Information 

 

The suggested sequence for entry of the 
data required for opening an account is 
as follows: 
 
_      *Name  
_      * Surname 
_      * Email   
- * User  
- * Password  
- * Confirm Password  
- * Pin (Alfa/Numeric)  
 
Note: * Mandatory fields of entry in the 
application 
 
Note: For two types of user accounts: for 
Business ID: the company name is mandatory; for 
National ID: the name and surname are 
mandatory. Validation algorithm will be run 
against the national or business ID.   

 

9. Validation and confirmation of user registration.  

 

Click  
 
NOTE: User will receive a notification on registration via email.  
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1.2. Registration 
 
Introduction  
 
This function allows the registered user to do the real-time registry searches of existing registrations, 
which in turn allows him/her seeing pledge priority order. User is given possibility to register the 
property and create registration document. 
 
User intends to register a pledge but first needs to check if the property is already pledged. It is 
necessary to provide user information on chosen property in real-time, with user entering all the 
necessary data. User must be given information of the costs at any given time, and cost must be 
evident on the user’s account. Registration document must be created and printed out, and it will 
serve as a basis for legal certification of the pledge.  
 
Procedure  
 
Follow the steps below to do the registration:  
 

STEP ACTION 
1. 1. Process starts with the user deciding to register assets in the Collateral Registry 

2. User needs to enter the application portal.  
 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
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STEP ACTION 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  On the user home page, there is an info board, which shows summary functions and 
information dashboard.  

 
2.1 Optional Function – New Enforcement Functionality 

 
Registry can enable and disable enforcement functionality. If enforcement functionality is 
activated and user account has active enforcements, the info board will show all ongoing 
enforcements. Enforcement notification will remain on user’s info board as long as 
enforcement is active. Users cannot remove or delete enforcement notification. 
 

 
 

3 By clicking on the option Registration, user opens the registration menu with the Balance 
of funds available for user id login in this session. 
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STEP ACTION 

 

 
 
 
Main menu functions  

 

 
 

 
Balance of funds available for user ID login in this 
session.  

 

 
 
 
 
The list of most recent fees and payment 
transactions  

 

 
 

 
Interactive Help Function  
 

 
 

Control Validation Follow up 
 

 
Internal Message 
 

 
 
 

4. By clicking on the option Registration, user opens the registration menu.       

 
 
 

5.  With selection of the chosen values for each field, there is a drop-down menu in the form. 
On the right side of the field, the fee is shown for each parameter of registration, as well 
as the total registration fee, which is visible at the bottom of the form ("Total Fee").  
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STEP ACTION 

 
The user chooses duration of the pledge, number of creditors, data - if specific or general 
property is being pledged, and value of basic fee. 

 
On the page “Registrations”, user sees the table with following options: 

- - Years - to choose how long the registration will last. Options are from 1 to 10 
years. 

- - Number of creditors, from 1 to 5  
- - Number of debtors, from 1 to 5 
- - Serial number collateral, from 1 to 20, or 0 when there is none to register 
- - Number of files to upload, from 1 to 3, or 0 when there is no file to upload 
- - General collateral, with check mark box. 

Below the options above, there is a Total fee field, which automatically shows the amount 
of fee for the registration of the chosen combination of property.  
 
Also, next to every registration category, user can see fee of that individual category for 
that specific registration, which changes depending of the chosen value.   

If the user clicks the Back to main menu option, the system will  take the 
user to the main menu. 

If the user clicks Next  option, the system will first check if the PIN number is 
valid. If the PIN is not valid, the system will show the message Wrong PIN.  
 
If the PIN is valid, the system will generate a form for registration entry.  
 
The information on registration fees will be shown to the user.  Upon completion of the 
process, user is ready for next Step – registration entry form. 

6. The user enters the required information in the empty fields in sections from 1 to 6 of the 
form. 
 

1. Registration of Creditors  
2. Registration of Debtors  
3. Register Serial Collateral 
4. Register General Collateral  
5. Authorized person  
6. File Upload 
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STEP ACTION 

 
 Part 1 – Creditor – is where user enters the data about the creditor(s). In the title banner, 
there is a field Personal/Business ID to enter creditor ID number.  
 
Below the title, the form starts with two sections:  

- Individual  
- Company   

 
User needs to enter data in one of these sections, depending if creditor(s) is a company or 
an individual. 
 
Below there are fields for the address and various contact options, city, country, phone, 
fax & email (the last two are not mandatory fields). 
 
Part 2 – Debtor – is where user enters the data about the debtor(s). In the title banner, 
there is the field Personal/Business ID to enter debtor ID number.  
 
Below the title, the form starts with two sections:  

- Individual  
- Company   

 
User needs to enter data in one of these sections, depending if debtor(s) is a company or 
an individual. 
 
Down below are fields for the address and various contact options, city, country, phone, 
fax & email (the last two are not mandatory fields). 
 
Part 3 – Register Serial Collateral. This section has one part:  

- Specific property sections – the users will see the following three fields here:  
o “Serial number”- to be entered as written on the specific property 
o “Manufacturer”  
o “Year” of production fields 

- Note: If for serial collateral motor vehicle is selected the system will require 
another Vehicle registration number field to be filled  

 
Part 4 – Register General Collateral. This section has one part:  

- General property – to enter description or any other relevant data referring to 
the general property being pledged.  Below the text box, there is “Number of 
characters” field counting the used number of characters as user types. There will 
be no fee charged for number of characters entered.  
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STEP ACTION 
 

Part 5 – Authorized person section has three fields: 
- “Name” of the authorized person 
- “Account number” automatically filled in by the system to display on user’s 

account 
- “Reference number/Court Order Number” field  

 
Part 6 – File Upload section has three fields: 

The user has the option to upload one pdf document as a supporting document to 
the registration. The system accepts documents only in pdf format and the 
maximum size of document is 5MB.  

- “File Description” Detail or name of the document will be uploaded into the 
registration.  

- Choose the library that document will be uploaded. 
At the bottom of the form there are two buttons: 
 

 

- “Back” that takes user back to the home page  

-  “Next”  takes the user to the next step     
6.1 Optional Function – New Enforcement Functionality 

  
Registry can enable and disable enforcement functionality. If the enforcement 
functionality is activated, system will perform additional search to check if debtor or serial 
collateral are already under enforcement.  
 
If there are no enforcements on debtor or serial collateral, the system will move to step 7. 
 
If debtor or unique serial collateral are under enforcement, the system will stop the 
process and inform the user with new notification screen. 
 

 
 
User has an option to go Back or to Continue with registration (step 7 of this manual) 
 
User also has an option to see enforcement number, original registration number and time 
when the enforcement started. Also user can review original registration that is under 
enforcement by clicking on link.   

7. To double check the data entered into the system, the system shows the user the form 
filled out with user’s data.  
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STEP ACTION 

 
User confirms everything is correct and registration is archived in the database. 
 
If everything is correct, user can continue with the registration by selecting “Next” option 
and registration is entered into database.  User has the option to make correction to this 
document by clicking “Corrections” button at the bottom of the page, or to cancel the 
entire registration process by clicking the button “Exit”, on the left side at the bottom of 
the page. 

8. System automatically performs search on debtor and serial collateral if there are any. 
 
On the left side of the screen results will be displayed and user can click on results to 
review original registration. 
 
If there are no registrations with Debtor ID and/or Serial collateral result will be zero and 
no registrations can be reviewed. 
 

 
 
In case Debtor and/or Serial collateral are already registered system will give result with 
number of registrations containing debtor ID and serial ID.  
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STEP ACTION 

 
 

 
  
By clicking on registration number the original registration will open.  
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STEP ACTION 

 
 
 

8.1 Optional Function 1 – New Enforcement Functionality 
   
Registry can enable and disable enforcement functionality. If enforcement functionality is 
activated, the system will perform additional search to check if debtor or serial collateral 
are already under enforcement.  
 
If there are no enforcements on debtor or serial collateral, the system will display regular 
search result. 
 
If debtor or unique serial collateral are under enforcement, the system will add additional 
mark to the search result – red asterisk 
 

 
 
If user hovers with mouse pointer over asterisk, the system will present pop up screen to 
the user 
 

 
 
By clicking on registration number the original registration with enforcement will open 
and user can review the registration. 
 

9 Optional Function 2– Survey - Based on Registry’s decision to enable it or not  
 
If the function is not enabled the user will immediately get the registration certificate.  
 
If the function is enabled, after completion of registration, a new window will open where 
the user is required to enter the registration survey data.  
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STEP ACTION 

 
After the entry of the survey data, the user has to select the “Complete registration” 
option, which takes the user to the next step.    

10. System will display a success message of successful completion of registration.  

 
 

This registration will not be shown in search and it will be recorded as P-XXXXXXX-X 
where P is for pending registration. 
 
Pending registrations will be only visible in My registrations  Registration function and 
will be marked (flagged) in the system as pending for approval. 
 

11. At the moment data is saved in the database, a pre-registration document is generated 
(user should print it out) but the fees are not charged from the user account. 
  
Fees will be charged only after user approves the registration. 

 
System automatically generates/saves the PDF document (as user sees it). It will remain 
available in the Registry. In addition to the registration data archived in the database, the 
original document created at the time of registration is also being archived. 
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1.2.1 Confirming Registration 
 
In order to complete registration and to have registration effective, user needs to approve the pending 
registration. 
 
It is not possible to approve registration from same account that was used to initially perform the 
registration. 
 
For example if User 1 performs the initial registration the User 2 (or User 3, or User 4 etc.) can approve 
the registration if they have appropriate authorization assigned by the Master Account.  
 
There is no option for User 1 to perform the initial registration and to approve the same registration 
even if the user has all authorizations. 
 

Procedure  
 
Follow the steps below to approve the registration:  
 

STEP ACTION 
1. 1.  Process starts with the user logging in to the Collateral Registry 

2. User needs to enter the application portal.  
 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
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STEP ACTION 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  On the user home page, there is an info board, which shows summary functions and 
information dashboard.  

 
 
On the right side new option is visible and shows if there are any pending registrations 
for approval. Process is automatic and all pending registrations will appear automatically 
to the authorized users. 

3 By clicking on the option Preview Registration, user opens the preview window where 
he/she can preview registration and accept or decline registration.  
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STEP ACTION 

 
 
 

4 In order to confirm or decline registration the user needs enter PIN before 
selecting/clicking on confirm or decline button. 
 

 
If wrong PIN is entered message “Wrong PIN, please try again” will be displayed. Preview 
window will be closed. 
 

 
 

5 If user confirms the registration, new registration window will open with registration 
certificate and user will be informed of successful registration. 
 
At that moment data is saved in the database, permanent registration document is 
generated (user should print it out) and the fees are charged from the user account. 
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STEP ACTION 
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1.4. Survey  
 
Introduction  
 
A Survey Module is available in the system if enabled by Registry and it is part of the registration 
process which is performed at the end of registration as follows:  

 
 Each time when the user enters new registration system will request to complete a survey 

form 
 The survey is flexible to request for different types of information such as gender, loan 

amount, if the business is woman owned enterprise, movable property, business type, etc. 
 All information will be stored into data base and small statistical module report will be 

available. 
 
This option provides the Registry to generate survey results for data processing or reporting purposes. 
While this function is performed during the registration process it is not part of the registration 
certificate and is not used for any identification of the pledge registration. 

 
Procedure  
 
Follow the steps below to do the survey:  
 

STEP ACTION 
1. 2. The user will need to fill in the required data below>  

 
 

Answer and complete questions at the end click    
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2.4. Amendments 
 
Introduction  
 
This function allows the registered users to amend the registration, and every amendment to be 
registered and associated with the existing registration. Amendments must be valid and in the order 
of established priorities. 
 
User wants to amend the data of existing registration, if the registration contains wrong information 
or if the update of registration data is required. The possibility to make these changes must be 
provided to the users. Registration amendment must be created and printed out, and it will serve as 
a basis for legal certification of the pledge.  
 
Procedure  
 
Follow the steps below to do the amendment:  
 

STEP ACTION 
1. 3. Process starts with the user deciding to do the amendment of registered assets in the 

Collateral Registry. 
4. User needs to enter the application portal.  
 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
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STEP ACTION 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  At initial user screen, user chooses “Amendment” option from the main menu on the left 

side.       
 

3. The first step is to validate the ownership of the registration that should be amended. To 
validate the ownership of the registration user has to enter the following information on 
the basis of which the application will approve the options for different amendments:   
 

 Registration number of the previous registration entry (unique registration 
number) 

 Identification number of one of the debtors from required registration 
 PIN security code of the logged on user 

 
Only in the case of a positive response to all three processes described above, the 
application can allow the user to continue to the next step for amendments of registration. 

 
This option allows the user to preview the registration that is being amended. 
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STEP ACTION 

 
 
 

User enters the required data and clicks “Next”  option to find and double 
check the registration user wants to amend. 

4. A window opens up where users can choose the edit option that he/she would like to make 
to the registration.  

 
With the registration confirmed, system displays menu with possible change(s) to the 
registration: 

 
- Extend duration of registration 
- Delete registration 
- Delete creditor in registration 
- Delete debtor in registration 
- Delete serial collateral 
- Delete general collateral 
- Add new creditor 
- Edit creditor 
- Edit debtor 
- Authorized person  



USER MANUAL  APRIL 2021 

 

 
IOS PARTNERS, INC.       PAGE | 31  

 

STEP ACTION 
 
User needs to mark the changes he/she wants to make by selecting check mark “√” next 
to the change category.  
 
If changes are done to creditor, debtor or collateral, user must also enter the identification 
number for that specific item. 
 
There is also a field to enter the name of the authorized person at the bottom left corner. 
  
User needs to go at the bottom of the page or go to the next step by pressing Next” 

  
 

 
 

New function is added in the system. Every time user starts an amendment, at the 
bottom of the screen, system will automatically display date when specific financing 
statement is expiring.  
 

 
 
 

4.1 Optional Function – New Enforcement Functionality – Register Enforcement 
 

Registry can enable and disable enforcement functionality. If the enforcement 
functionality is activated and financing statement is not under enforcement, a new option 
is provided in the amendment screen. 
 
Start enforcement 
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STEP ACTION 

 
By selecting Start enforcement option and clicking on Next button new enforcement 
screen will open (step 4.1.1 below).  
 

4.1.1 Optional Function – New Enforcement Functionality – Register Enforcement 
 

Registry can enable and disable enforcement functionality at any time. 
 
By selecting Start enforcement and clicking on Next option the registration preview 
screen will be presented to the user. 
 

 
 
On this screen user can review information but it is not possible to edit information. 
 
Also automatic search is performed and user can open original registrations that contains 
debtor and/or serial collateral info. 
 
By clicking on Back button user returns to previous step, 
By clicking on Complete registration a confirmation window is presented to the user.  
 

 
 
By clicking on Return to home page  process is stopped, no changes are recorded and 
user is returned to homepage. 
By clicking on Confirm button, the confirmation window will open.  
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STEP ACTION 

 
 
PDF certificate will be created and presented to the user.  
 
User is informed that this enforcement is in pending approval status meaning - until this 
enforcement is approved/authorized by another user enforcement is not active. 
 
User is also informed that pending status is time limited. And after the time set is 
expired, and if enforcement is not approved, the system will automatically delete 
enforcement and restore registration to original state.  
 
Registry can at any time extend or reduce time limit. 
 
PDF certificate that is presented to user is also clearly presenting status of enforcement.  
 

 
 

4.2 Optional Function – New Enforcement Functionality – Enforcement Amendment 
  

Registry can enable and disable enforcement functionality. If enforcement functionality is 
activated and user has active enforcements on financing statement that user wants to 
amend, no regular amendments are possible and user will be presented with new 
enforcement amendments option. 
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STEP ACTION 

 
System displays menu with possible change(s) to the registration: 
 
- Complete Enforcement Process 
- Cancel Process and Reinstate Agreement 
  
There is also a field to enter the name of the authorized person at the bottom left corner. 

User goes to the next step by pressing Next”  option.  
 
By pressing back option, user will cancel the process.  
 

4.2.1.1 Optional Function – New Enforcement Functionality – Enforcement Amendment – 
Complete Enforcement Process 

   
Registry can enable and disable enforcement functionality.  

 
If user selects Complete Enforcement Process option, new window will be displayed to 
the user. 
 

 
 
User needs to select the date when enforcement is starting and Reason for Disposition. 
 
Reason for disposition can be: 
- Sale 
- Auction 
- Public tender 
- Other – with free text box where user can write other reasons. 
Only one option can be selected! 
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STEP ACTION 
By clicking on date small pop-up calendar will be presented where user can select month, 
day and year.  
 

 
 
User can also manually enter date. 
 
Reason for Disposition 
 

 
All options are radio button. User can select only 1. If user clicks on other option, free text 
box will be enabled where user needs to enter the reason for disposition. 

User goes to the next step by pressing Next”  option. 
By pressing back button, user will be returned to selection screen (step 4.2).  

4.2.1.2 Optional Function – New Enforcement Functionality – Enforcement Amendment – 
Complete Enforcement Process – Confirmation window 
 
By clicking on Next button new confirmation window will be presented to user. 
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STEP ACTION 

 
 
By clicking on Confirm button user confirms the amendment of enforcement. 
By clicking on Back button user returns to the previous screen (step 4.2.1.1).   

4.2.1.3 Optional Function – New Enforcement Functionality – Enforcement Amendment – 
Complete Enforcement Process – Confirmation window – Confirmation window 2 
 

 
 
After clicking on Confirm button user is presented with information that amendment is 
successfully finalized. This amendment is following regular amendment process, same as 
any other amendment this amendment is pending approval - to be authorized by the 
appropriate supervisor. 
 
Completion of Enforcement Process, once approved, will remove enforcement notification 
over specific collateral and/or debtor. Specific collateral and/or debtor will be free of 
obligation and registration (financing statement) will be closed. No search on specific 
collateral and/or debtor will display registration that has completed enforcement process 
finalized. 
 
Finally information on specific registration under enforcement in bulletin board will be 
removed.  
 
No future amendments to financing statement are possible.  

4.2.2.1 Optional Function – New Enforcement Functionality – Enforcement Amendment – 
Cancel Process and Reinstate Agreement 
 
Registry can enable and disable enforcement functionality.  

 
If user selects Cancel Process and Reinstate Agreement option, new confirmation 
window will be displayed to the user. 
 

 
 
By clicking on Confirm option user confirms the amendment of enforcement.  
By clicking on Back option user returns to the previous screen (step 4.2.).  
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STEP ACTION 
 

5. Regular amendment process 
 
Before amendment is completed, name of authorized person needs to be entered.   
 

 
 

Once the types of changes are chosen, user needs to click on “Next”  and new 
window for entering amendments is opened. 

 
6. A window opens up displaying entered data for double checking. 

 

 
 

7. To verify all the changes that user entered, including that they are part of changed 

registration, after double checking, user will press  “  
8. System has created the new registration form that includes the amendments that user 

entered and this form is available on user’s (company or individual) account to be 
authorized by the appropriate supervisor. 
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STEP ACTION 

 
 
User will be shown the following message “Amendment Completed.” 
 

 
2.4.1 Confirming Amendments 
 
In order to complete amendment process and for amendment to be effective, user needs to approve the 
pending amendment. 
 
It is not possible to approve amendment from the same account that was used to initially perform the 
amendment. 
 
For example if User 1 performs the amendment of registration the User 2 (or User 3, or User 4 etc.) can 
approve the amendment if they have appropriate authorization assigned by the Master Account.  
 
There is no option for User 1 to perform the amendment and to approve the same amendment even if 
the user has all authorizations. 
 

Procedure  
 
Follow the steps below to approve the registration:  
 

STEP ACTION 
1. 1.  Process starts with the user logging in to the Collateral Registry. 

2. User needs to enter the application portal.  
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STEP ACTION 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  On the user home page, there is an info board, which shows summary functions and 
information dashboard.  

 
 
On the right side new option is visible and shows if there are any pending amendments 
for approval. Process is automatic and all pending amendments will appear automatically 
to the authorized users. 

3 By clicking on the option Amendment Preview, user opens the preview window where 
he/she can preview amendment and accept or reject the amendment.  
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STEP ACTION 

 
 
 

4 In order to confirm or reject amendment the user needs enter PIN before 
selecting/clicking on Confirm amendment or Reject amendment button. 
 

 
If wrong PIN is entered message “Wrong PIN, please try again” will be displayed. Preview 
window will be closed. 
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STEP ACTION 
5 If user confirms the amendment, he/she will be informed of successful amendment 

approval. 
 
At that moment data is saved in the database, permanent registration document is 
generated (user should print it out) and the fees are charged from the user account. 
 

 
 

 
6. Optional Function – New Enforcement Functionality – Enforcement Approval, 

Enforcement Amendment Approval 
   
Registry can enable and disable enforcement functionality. If enforcement functionality is 
activated and after successful enforcement registration / enforcement amendment new 
pending enforcement options will appear.  
 
On the right side new option is visible and shows if there are any pending enforcements 
and/or enforcement amendments for approval. Process is automatic and all pending 
amendments will appear automatically to the authorized users. 
 
New options are: 
  
For pending enforcement 

 
 
 
 
 
For pending enforcement amendment: 
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STEP ACTION 
By clicking on Preview enforcement and/or Preview enforcement amendment user 
can preview enforcement and approve or reject it. 
 
Process is identical as for regular amendments (please see amendment process above).  
 
After approval of enforcement amendment, the notification on specific financial statement 
will be automatically removed from dashboard. 
 
If enforcement was amended with Complete option and approved, the financial statement 
will be automatically discharged and removed from search.  
 
If enforcement was amended with cancel option and approved, a security interest will 
continue and only enforcement will be canceled. Special search notifications will be 
removed. – character (asterisk), special warning that financing statement is under 
enforcement etc. 
 
Authorized user is again able to perform other types of amendments to the financing 
statement. 
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1.5. Search  
 

Introduction  
 
This function allows the registered users to conduct real-time searches of existing registrations for 
the chosen assets, and also to find the information on the current order of priorities that those 
registrations hold.  
 
User is looking for the information about the client or specific property. In order to see this data, user 
will have to conduct a search in the Secured Transactions Registry database. User must be provided 
real-time information on existing pledges. Cost must be evident at all times, and charges have to be 
displayed on user accounts. For each search, there must be a document created and archived. 
 
Procedure  
 
Follow the steps below to do the search: 
 

STEP ACTION 
1. 1. Process starts with the user deciding to search assets in the Collateral Registry 

2. User needs to enter the application portal.  
 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
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STEP ACTION 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  
Once the user has entered the application and opened click at the search 
screen, there are four search options available: 

 Search by national or business ID 
 Search by serial number   
 Search by Registration ID or Search ID 

 

 
 
 
All options allow user to check the existing priority registrations against the property. 

 
On the main menu, the user will click on the criteria user wishes to search, choosing from:  

 Search by national ID or business ID 
 Search by serial number 
 Search by registration ID or search ID. 

 
3. The user will click on the search option he/she wants to use. A window will open requiring 

user to enter the search parameter.  
4.  Search based on the National ID or Business ID  – is used to find the registration of any 

property that in accordance with the Regulations/Rulebook on the Secured Transactions 
Registry is not a specific property. 

5. The user will click on the search option he/she wants to use. A window will open requiring 
user to enter the search parameter.  
 

 

The user will enter the data and press “Search” . 
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STEP ACTION 
6. Search result report will appear based on the required search result criteria and will list 

all the existing registrations for the specific business or national ID number.  
 
 

 
 
On the menu on the left side there are two options: 1) to order the Certificate or 2) to open 
the Certificate that appeared as result of search.  
 

` 
 

7.  After the user selects the registration from the menu on the left side he/she wants to see 
that specific registration certificate will be opened.  
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STEP ACTION 

 
8. Search based on the serial number of collateral – is used to find the registration of any 

property that in accordance with the Regulations/Rulebook on the Secured Transactions 
Registry is a specific property. 
 

 
The user will click on the search option he/she wants to use. A window will open up 
requiring user to enter the search parameter.  

The user will enter the data and press “Search” . 
9. Search based on the registration or the serial number – is used to find the original 

Certificate of registration or Search results. 

 
The user will click on the search option that wants to be used. A window will open 
requiring user to enter the search parameter.  

 

The user will enter the data and press “Search” . 
10 

If user would like to order certificate he/she will need to click on .  
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STEP ACTION 
 
A pop up window opens and search results can be seen on the main window. The user can 
select the certificates to be delivered.  
 

 Mail 
 DHL  

 

 
 
User will receive a notification e-mail.   

11 Optional Function – New Enforcement Functionality – Updated Search Result 
   
Registry can enable and disable enforcement functionality. If enforcement functionality is 
activated, the system will perform additional search to check if debtor or serial collateral 
are already under enforcement.  
 
If there are no enforcements on debtor or serial collateral system will display regular 
search result. 
 
If debtor or unique serial collateral are under enforcement system will add additional 
mark to the search result – red asterisk 
 

 
 
If user hovers with mouse pointer over asterisk system will present pop up screen to the 
user. 
 

 
 
By clicking on registration number original registration with enforcement will open and 
user can review the registration.  
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1.6. My Registrations   
 

Introduction  
 
This function allows to display a chronological list of all registrations and amendments performed 
by the user of the account.  

 
STEP ACTION 
1.  1. Process starts with the user deciding to review the chronological list of all 

registrations and amendments executed by the user of the account. 
2. User needs to enter the application portal.  
 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
 

  
3. If no user or password is entered at the top corner of the page, Incorrect User or 

Password message will appear. 
2. At the main menu depending on the user authorization the user sees menu called “My 

registrations” and the following sub-menu options:  Registrations, Amendments, 
Batch upload, Batch upload history and Batch upload errors.  
Only users with appropriate authorizations will see batch upload options. 
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2.1 Optional Function – New Enforcement Functionality 

   
Registry can enable and disable enforcement functionality. If enforcement functionality is 
activated, the system will display new Enforcement option. 
 

 
 

3. System offers to the user the possibility to see a chronological list of all registrations 
executed by the user of the account. 
 

By clicking on user will see the list of all 
registrations. 

4. The system will display the following information.  
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At the bottom right side, the system has navigational control of pages for the display. 

 
 

5. System offers to the user the possibility to see a chronological list of all amendments 
performed by the user of the account. 

6. 

By clicking on  option, user will see the list of all 
amendments and their status (if it is approved or is pending approval). 

7. This option opens a new form where the user can see all information on all amendments. 
 

 
At the bottom right side, the system has navigational control of pages for the display. 

 
 

8. Optional Function – New Enforcement Functionality 
 
Registry can enable and disable enforcement functionality.  



USER MANUAL  APRIL 2021 

 

 
IOS PARTNERS, INC.       PAGE | 51  

 

By clicking on  option, user will see the list of all 
Enforcements and their status (if it is approved or is pending approval). 

9. Optional Function – New Enforcement Functionality 
 
Registry can enable and disable enforcement functionality.  
 
This option opens a new form where the user can see information on all enforcements.  
 

 
On this screen user can see enforcement number, original registration number, when 
enforcement is started and by whom, when it was approved or rejected and by whom, 
current status of enforcement and user can also open registration with enforcement by 

clicking on action button . 
 
At the bottom right side, the system has navigational control of pages for the display. 
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1.9. Account Management   
 

Introduction  
 

This function allows to the registered users to do an overview of their account, to do management 
permissions for user account and their account users. Allows account administrator the option to modify 
account owner’s data, users’ permissions, their statuses and PINs. 

 
Procedure  
 
Follow the steps by function:  
 

STEP ACTION 
1. User needs to enter the application portal.  

 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2. 
 On user’s menu the user needs to open option.  

 
3. System shows menu for “Account management” 
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STEP ACTION 
User can choose from three main user account options: 
 Change PIN 
 Change Password 
 Change User Account Info 
 

 
4. Change PIN function enables the user to change his/her PIN. To change his/her PIN the 

user will need to enter current PIN, enter new PIN and confirm new PIN,  

 
To confirm the change of the PIN the user will need to select “Change PIN” option.  

 

The more information  provide info about changing PIN  
 

 
End of process 
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STEP ACTION 
5. Change Password – function enables the user to change his/her password. To change 

his/her password the user will need to enter current password, enter new password and 
confirm new password, 

 
Enter CURRENT PASSWORD and replace with new PASSWORD with confirmation steps. 

The click   to end the process. 

6. User Profile -  The system allows to change some info from the user’s profile: 
 

 
This option allows image to be tied to the profile and edit elements of information from 
the profile.  
 
Once all info is entered the process ends.  
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STEP ACTION 

7. Change Application User Settings function enables the user to change Application User 
Settings.  

 
 

Settings that can be changed are the following: 
a. OTP = One-time Passwords (OTP) is more secured than a static password, 

especially a user-created password, which is typically weak. OTPs may 
replace authentication login information or with the another layer of 
security.  

b. Language = Allows the change of language that is used in the account 
profile.  

c. STR Notification = These are internal notifications and messages 
exchanged internally between the system administrator and end user. 

d. Email Notification = Allows to receive email from the STR to the external 
email system of the client profile. 

 
Once all info is entered the process ends.  
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1.10. Reports 
 

Introduction  
 

This function allows the user to get transaction reports for a specific period (daily or other time span) for 
its account. 
 

Procedure  
 
Follow the steps by function:  
 

STEP ACTION 
1. User needs to enter the application portal.  

 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2. 

On user’s menu the user needs to click on   
option and new window would open. 
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STEP ACTION 
 
Depending on reports enabled by Registry user would have a chance to review and print 
number of reports. 
 
For example : 
 

 
 
Please note, this is just an example of reports and may differ from actual reports enabled 
by Registry. 
 

8. User has an option to download reports in PDF, Word and XSL (Excel) format.  
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1.11. Master Account Management    
 

Introduction  
 

This function allows to the registered users to do an overview of master accounts, to assign management 
permissions for master account and add mew master accounts. Allows account administrator the option 
to modify users’ permissions, their statuses and PINs. 
 

Procedure  
 
Follow the steps by function:  
 

STEP ACTION 
1. The user (account manager) must enter the application with the user name and ID the 

user received when the account was opened.  
 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2. 

On user’s menu the user needs to open  option. 
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STEP ACTION 
 

3. System shows menu for “Master account management” 
User can choose from two main options: 

 Master Account 
 Users. 

 

 
4. 

By clicking on option user will see the screen 
with options to change master account data such as: Unique Identification Number, Type 
of User, Legal name, Address, Country, District, ZIP code, Phone number, Fax and e-mail.  
 

 
 

Once the new info is entered to change the data user will need to select 
option.  

5. User is presented with an additional option to deposit funds to master account. 
 

User will click on option and select payment options to deposit funds 
to user’s account. 

 
 
By clicking on “Pay now” button the system will open an authorized bank application that 
will process the payment. After the payment is successful account will be automatically 
credited and user will return to the Registry page. 
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STEP ACTION 
6. 

By clicking on option a new table is opened with 
the list of all users, with data on users and their rights.  

7. Account master sees all the users associated with the account that belongs to the user’s 
company, type of user, e-mail, PIN and password and their status.   
 

 
Here the system also allows the option to “Create new master user” and “Create new 
sub-user”. 
 

8. System shows list of all users. For each user there are two options. 
 
“Change password/PIN” and “Edit” link  
 

 
 
 

9 Change password/PIN 
 
By clicking on change password/PIN new widow will open 

 
 
Master user has an option to change password or PIN or both. After clicking on save 
changes new password/PIN is set and effective. 

10 Edit user 
 
By clicking on “Edit user” option the new window will open. 



USER MANUAL  APRIL 2021 

 

 
IOS PARTNERS, INC.       PAGE | 61  

 

STEP ACTION 
 

 
 
Master user have options to change: 
 

1. User’s personal data (name, surname, phone number, email, etc.) 

 
2. To Activate or de-activate user account 

 
3. Set up user rights 

 
 
 

11. Optional Function – New Enforcement Functionality – New User Roles 
 
Registry can enable and disable enforcement functionality.  
 
New user roles are added to system. If Registry enables enforcement, new roles will be 
automatically added to master account. All other users need to be manually assigned new 
roles. 
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STEP ACTION 
New roles are 
 

 
  
Allow Enforcement role - enables user to register new Enforcement.  
Allow Enforcement approval role - enables user to approve new Enforcements. 
Allow Enforcement amendment role - enables user to amend existing Enforcement. 
Allow Enforcement amendment approval role - enables user to approve Enforcement 
amendment. 
 
1 or more roles can be assigned to each user. 
 

 Any change entered will become effective after the account master clicks on 

 option. 
 
 


