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1.0 FIRST TIME LOGIN 
 

 

Step 1: Merchant receives an account activation email consisting of ‘Merchant ID’ & 
‘Temporary Password’. Click ‘Portal URL’ to access Bank Muamalat Merchant Portal 
website. 

 

 

 

Step 2: Upon clicking the portal URL, merchant will be directed to the Merchant 
Portal Login Page. 
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Step 3: Fill in ‘Merchant ID’, temporary ‘Password’, and ‘Captcha’. Click ‘Login’. 

 

 

 

Step 4: Fill in old password. Create your new password and confirm your password. 
Click ‘Submit’.  
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Step 5: User will be directed to the OTP Verification page 

 

 

Step 6: The OTP verification code will be sent to the user’s registered email address. 

 

 

Step 7: Fill in the OTP code and click ‘Submit’. User will now be able to access 
BMMB Merchant Portal. 

Dear Valued Merchant, COMPANY ABC SDN BHD 
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2.0 RESET PASSWORD 
 

 

Step 1: Click ‘Reset Password’ on Login Page. 

 

 

 

Step 2: Fill in ‘Merchant ID’ and ‘Email’. Click ‘Submit’ 
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Step 3: Merchant will receive a Merchant Portal reset password email consisting of 
‘Merchant ID’ and ‘Temporary Password’ 

 

 

 

Step 4: Fill in ‘Merchant ID’, temporary ‘Password’ and ‘Captcha’. Click ‘Login’. 
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Step 5: Fill in ‘Old Password’. Create your ‘New Password’ and ‘Confirm’ your 
Password. Click ‘Submit’.  

 

 

Step 5: User will be directed to the OTP Verification page 
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Step 6: The OTP verification code will be sent to the user’s registered email address. 

 

 

Step 7: Fill in the OTP code and click ‘Submit’. User will now be able to access 
BMMB Merchant Portal. 

 

  

Dear Valued Merchant, COMPANY ABC SDN BHD 
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3.0 CHANGE PASSWORD 
 

 

Step 1: Click ‘Change Password’ from the drop-down menu in User’s Login Info. 

 

 

 

Step 2: Fill in ‘Old password’. Create ‘New Password’ and ‘Confirm’ password. 
Click ‘Submit’ 
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Step 3: Click ‘OK’. Password will be successfully changed. The next login to the 
merchant portal will be using the new password. 
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4.0 LOGOUT MERCHANT PORTAL 
 

 

Step 1: Click ‘Logout’ from the drop-down menu in the User’s Login Info. 

 

 

 

Step 2: The confirmation message will prompt. Click ‘Yes’ to log out or ‘No’ to 
continue. 
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5.0 SETTING FOR DEFAULT MERCHANT 
***Applicable for Parent Merchant only 

 

 

Step 1: Click ‘Change Default Merchant’ from the drop-down menu in User’s Login 
Info. 

 

 

 

Step 2: Select preferred default Merchant ID from drop down-menu in Merchant ID. 
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Step 3: Click ‘Submit’. 

 

 

 

 

Step 4: Click ‘OK’. The default merchant on the homepage will be successfully 
changed. 
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6.0 UPDATE PROFILE DETAILS 
 

 

Step 1: Click ‘Profile’ Tab in the Menu Bar. 

 

 

 

Step 2: Click ‘Update Details’ 
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Step 3: Fill in ‘Details’ and ‘Upload File’ if required (File size should be below 10 
MB). Click ‘Submit’ 

 

 

 

Step 4: Click ‘OK’. The request will be sent to the Merchant Admin to be processed. 
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7.0 DOWNLOAD MERCHANT STATEMENT (DAILY) 
 

 

Step 1: Click ‘Transaction’ Tab at the Menu Bar. 

 

 

 

Step 2: Click ‘Filter’ 
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Step 3: Select ‘Payment Advice’. 

 

 

 

Step 4: Select preferred ‘Date’. 



19 
 

 

Step 5: Click ‘Download’. 
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8.0 DOWNLOAD MERCHANT STATEMENT (MONTHLY) 
 

 

Step 1: Click ‘Transaction’ Tab at the Menu Bar. 

 

 

 

Step 2: Click ‘Download’. 
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Step 3: Select ‘Merchant Statement’. 

 

 

 

Step 4: Select preferred ‘Year’ & ‘Month’. 
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Step 5: Click ‘Download’. 
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9.0 DOWNLOAD TRANSACTION REPORT 
 

 

Step 1: Click ‘Transaction’ Tab at the Menu Bar. 

 

 

 

Step 2: Click ‘Filter’. 
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Step 3: Select the preferred ‘Terminal ID’. Select ‘Blank’ if prefer all terminals. 

 

 

 

Step 4: Select ‘Settled’ Status. 
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Step 5: Select Preferred ‘Date’. 

 

 

 

Step 6: Click ‘Apply Filters’. 
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Step 7: Click ‘Download’. 

 

 

 

Step 8: Select ‘Transaction Report’. 
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Step 9: Click ‘Download’. 
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10.0 DOWNLOAD PARENT MERCHANT STATEMENT (DAILY) 
*** Applicable for Parent Merchant only 

 

 

Step 1: Click ‘Transaction’ Tab at the Menu Bar. 

 

 

 

Step 2: Click ‘Filter’ 
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Step 3: Select ‘Parent Payment Advice’. 

 

 

 

Step 4: Select preferred ‘Date’. 
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Step 5: Click ‘Download’. 
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11.0 DOWNLOAD PARENT MERCHANT STATEMENT (MONTHLY) 
*** Applicable for Parent Merchant only 

 

 

Step 1: Click ‘Transaction’ Tab at the Menu Bar. 

 

 

 

Step 2: Click ‘Download’. 
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Step 3: Select ‘Parent Statement’. 

 

 

 

Step 4: Select preferred ‘Year’ & ‘Month’. 
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Step 5: Click ‘Download’. 
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12.0 REQUEST FOR REFUND 
*** Applicable for ‘settled’ transactions only 

 

 

Step 1: Click ‘Transaction’ Tab at the Menu Bar. 

 

 

 

Step 2: Select the preferred transaction and click ‘Request Refund’ button. 
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Step 3: Fill in the details of the transaction or specific request. 

 

 

 

Step 4: Upload any proof of transaction i.e., invoice/sales receipt/ any other 
relevant to the transaction (File size should be below 10 MB). 
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Step 5: Click ‘Submit’. 
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13.0 VOID TRANSACTION 
*** Applicable for E-Commerce Merchant only 
*** Applicable for ‘Unsettled’ Transactions (Before End of Day) 

 

 

Step 1: Click ‘Transaction’ Tab at the Menu Bar. 

 

 

 

Step 2: Select the preferred transaction and click ‘Void’ button. 
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Step 3: Click ‘Yes’. 

 

 

 

Step 4: Click ‘OK’. 
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14.0 GENERATE PAYMENT LINK 
*** Applicable for E-Commerce Merchant only 

 

 

Step 1: Click ‘Payment Link’ Tab in the Menu Bar. 

 

 

 

Step 2: Fill in the ‘Amount’ and ‘Purpose of Payment’. Click ‘Generate Link’. 
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Step 3: Click ‘Yes’. Payment Link will be successfully generated. 

 

 

 

Step 4: Click ‘Copy Link’. Merchant now can share the link with the customer for the 
payment process. 
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15.0 SERVICE REQUEST 
 

 

Step 1: Click ‘Payment Link’ Tab in the Menu Bar. 

 

 

 

Step 2: Select the preferred “Request Type”. 
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Step 3: Fill in the “Details” and upload any supporting documents if required (File 
size should be below 10 MB) and click “Submit”. 

 

 

Step 4: Click “History” to view the service request history and progress. 
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Step 4: Click “View” to view the remarks message. 

 

 

 

 

 

- END OF USER GUIDE - 

 


