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Chapter 13: Request for Action
Overview of Request for Action

Request for action is triggered by the agency officer from FE intranet or agency 
backend to applicant. It is a channel of communication between the agency officer 
and the applicant.

View Request for Action Details
1. Click My Portfolio >> Request for Action.

2. Search for Request for Action.

3. Click Request ID to view the Request for Action.

You may view the RFA for an application or a licence from the respective application 
details screen.

4. The Request for Action Details screen will be displayed.

5. Please ignore the RFA document as shown in the Documents attached section.

6. Click Respond. It will bring you to the general information page.

ANNEX A
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7. The General Information would display, Click Next.

8. The screen will be redirected to Application Details Page.

9. In Licence Application form, please don’t amend any data in the form.
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1. Click Edit 
button to 

enter 
customer 

3. Click Add
button to confirm 
customer reply.

Repeat for other 
RFA items.

This section display all the 
RFA History details

2. Enter remarks 
in this Customer 

Reply field
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10. To enter the Cutomer Reply field .Click on the “Edit” button  

11. The values are pre-populated to the form field, all the fields are disbled and only 
only Customer Reply is editable.

12. Enter the Customer Reply.

13. Click on “Add” button.

14. Click Proceed to go to Supporting Document Page. 

15. In Attach Supporting Documents,
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16. Click Upload to upload the supporting documents required. For RFA Supporting 
document is no more required to upload. 

17. Click Next.
18. The Information review screen will be displayed.
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19. Click the checkbox and submit.
20. The Acknowledgement screen will be displayed.

Click >> Submit
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