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USER GUIDE – COMPANY PORTAL 

Overview 
 

PC Requirements 
 

To access the system, a computer with an internet connection is required. Access the portal using the 

recommended internet browser software: 

▪ Internet Explorer version 11 and above 

▪ Mozilla Firefox 

▪ Chrome 

 

Important Reminders 
 

While accessing the GRTNet Company Portal, please take note of the following: 

 

▪ Use the recommended internet browser software 

▪ Do not click on the browser BACK, FORWARD and REFRESH button 

▪ Do not leave the system idle for more than 15 minutes 

▪ Always click the logout link in the system when not in use 

▪ Clear the browser cache before starting using the system 

  



 

Section 1 – Log in and log out 
 

Step 1:  

Go to Be Global Ready Portal (www.beglobalready.gov.sg), click “Login” icon from top right page.  

 

Step 2:  

Select “Company” from “Login as:” drop down list.  

 

 

 

 

http://www.beglobalready.gov.sg/


 

Step 3:  

Click “CorpPass” logo under “Please login via” section.  

 

Step 4: 

Login with valid credentials on CorpPass login page 

 



 

 

Step 5: 

If the company has not submitted any application yet, user will be redirected to “Application for the 

Global Ready Talent Programme” page to fill in. 

 

 

If the company has submitted at least one application, user will be redirected to Company Dashboard. 



 

 

Note: 

To log out from the system, click “Sign Out” hyperlink at the top right side of page. 

 



 

 

Section 2 - Company Dashboard 
User must log in to Company portal or click in navigation Dashboard. 

Section “Quick Links”: 

 “View Notifications” – hyperlink to Company page with all items pending company action. 

“View Application Status” – hyperlink to view status of submitted application(s). 

“Update Company Profile” – hyperlink to “Company Profile” page. 

 



 

 

 

COMPANY REGISTRATION 
Section 3 - Register an account 
 

Step 1:  

Visit BeGlobalReady portal and click “Register” button on right above menu.  

 

Step 2:  

Select “Company” from “Register as:” dropdown list.  

 

 

 



 

Step 3:  

Click “CorpPass” logo to proceed for CorpPass login.  

 

Step 4:  

Login with valid credentials on CorpPass login page, which will be redirected to the registration page. 

 

 



 

Step 5:  

Tick the checkbox and click “Continue” button. 

 

Step 6:  

The registration page will appear.  

 

Step 7:  

If UEN is valid and exists, company name will be retrieved. 

Note: 

Company name is retrieved from CIS and read-only. 



 

 

Step 8:  

Beside “ACRA BizFile*” section, click “Browse” button, select a file then click “Upload” button to upload 

ACRA. 

Note: 

ACRA must be the latest and Not More Than 6 month old. 

 

Step 9:  

Fill in all required fields on page. 

Note: 

All required fields are marked with *. 



 

 

Step 10:  

Click “Register account” button. 

 

Step 11:  

Acknowledgement page to notify the company that GRTNet account has been successfully created.  

Click “Apply for GRT” button to proceed for application page. Refer to Section 7. .  

Note: 

The Pre-register form will be sent to CEO with email. 

 



 

 

 

Section 4 – Register an account 2 UEN tied to one AR/CEO Email Address 
 

Step 1:  

Visit BeGlobalReady portal and click “Register” button on right above menu.  

 

 

Step 2:  

Select “Company” from “Register as:” dropdown list.  



 

 

Step 3:  

Click “CorpPass” logo to proceed for CorpPass login.  

 

 

Step 4:  

Login with valid credentials after which, will be redirected to the registration page. 



 

 

 

Step 5:  

Tick the checkbox and click “Continue” button. 

 

 

Step 6:  

The registration page will appear.  



 

 

 

Step 7:  

If UEN is valid and exists, company name will be retrieved. 

Note: 

Company name is retrieved from CIS and read-only. 

 

 

Step 8:  

Beside “ACRA BizFile*” section, click “Browse” button, select a file then click “Upload” button to upload 

ACRA. 



 

Note: 

ACRA must be the latest and Not More Than 6 month old. 

 

Step 9:  

Fill in all required fields on page. 

Note: 

All required fields are marked with *. 

 

Step 10:  

Click “Register account” button. 

 

 



 

Step 11:  

Acknowledgement page to notify the company that GRTNet account has been successfully created.  

Click “Apply for GRT” button to proceed for application page. Refer to Section 7. .  

Note: 

The Pre-register form will be sent to CEO with email. 

 

 

 

Section 5 – Authorised Representatives  
 

Step 1: 

Once access has been given to GRTNet e-services in CorpPass, go to login page. 

Click “Log in” button. 

 

Step 2: 

Fill in required fields marked by * and click “Save” button. 



 

 

Step 3: 

Information will be saved in the Company Profile. The table will show all representatives (Active or 

Inactive). 

 

Note:  

1. This process is applicable only for registered company.  

2. No limit for the number of representatives. 

COMPANY APPLICATION 
Section 6 – Update Company Profile 
 

Note: 

If company logs in the first time, user is redirected to fill in Company Profile as a part of Company 

Application, otherwise user can update Company profile through navigation menu “Company Profile”  

 

Step 1: 

Go to navigation menu “Company Profile” 



 

 

 

Step 2: 

Fill in all required fields marked by *. Fill in optional fields (without *) if necessary.  

 

Step 3: 

Click “Upload” button to upload Company Logo. 

In the popup window click “Browse” button, select a file and click “Upload”. Close the popup window. 

The company logo will appear. 

Note: 

Company logo must be 121px in height, 200px width and file size must not exceed 20Kb.  



 

 

After Upload the Company Logo effect 

 

 

Step 4: 

Fill in the oversea offices section form. 

Click “Add” button to save the record. 

Else, click “Clear” button to clear the input field.  

Note: 

To delete the record, select the record row, and click “Delete” on the right bottom table.  



 

 

 

Step 5: 

If necessary fill in “Holding Companies & Subsidiaries (of Applicant Company) Details” section. 

Note: 

This section is optional and can be left empty. But if company fills in a row for subsidiary or holding 

group company, all fields in this row are required except “Remarks” field. 

 



 

Step 6: 

Fill in “ACRA & Financial Statements” section. 

Note: 

This section must contain at least one document of type “Financial Statement - Applicant Company”. 

If company fills in a row, attachment type and a file upload fields are required. 

If a selected document type is” ACRA - Applicant Company”, this file will replace ACRA file after user 

saves changes. 

 

Step 6: 

To upload a file click “Browse” button, select a file, optional to put remark on “Remark” textbox and 

click “Upload” button. 

 

 

 

 



 

Step 7: 

Select company location in “Business Address” section, fill in HR person information in “HR Information” 

section, and fill in CEO contact number in “CEO / Director Information” section. 

Note: 

Business address is populated from CIS, but user can overwrite it. To overwrite enter postal code and 

click “Populate” button, fill in empty fields in this section. 

“CEO / Director Information” section information is populated from Company account registration form. 

For first time submission: 

 

 

Step 8: 

Click “Update” button to save the updated company profile 

Else click “Cancel” button. 



 

 

The confirmation message will display.  

 

Click “Yes” button to proceed, else click “No” button. 

 

The successful updated record displayed as below.  

 

 

Section 7 – Submit an application 
 

Step 1: 

Log in into Be Global Ready Portal.  



 

If the company has not submitted any application yet, user will be redirected to Company Profile page 

to fill in. 

 

If the company has submitted at least one application, user will be redirected to Company Dashboard. 

Step 2: 

Fill in Company Profile. Refer to Section 6 for more information. 

Note: 

This is applicable for companies who submit their first application, otherwise skip this part. 

Scroll down and click “Go to Partner Selection” button (for company that is submitting first application). 

 



 

Scroll down and click “Go to Partner Selection” (for company that has submitted at least one application 

before). 

Step 3: 

Select a partner from the “Select Partners” drop down list, tick the “I Agree” checkbox and click “Next” 

button. 

Or else click “Cancel” button to redirect back to Company Information page.  

 

 

Step 3: 

Fill in the required fields. Click “Go to Declaration” button to proceed for declaration section.  

Click “Back to Partner Selection” button to redirect back to Partner Selection page.  

Click “Save as Draft” button is to save the draft application.  



 

Click “Cancel” button to cancel the application.  

Note: 

If you select NON-ACE as a partner refer to screenshot below. 

 

 

 

Note: 

If you select ACE as a partner refer to screenshot below. 



 

 

      

Step 4: 

Read thru the Program Terms and Conditions and scroll down the page. 



 

 

Step 5: 

Tick declaration checkbox(s) and click “Submit” button. This applies for both ACE and NON-ACE.  

 

 

Step 6:  

Receive Acknowledgement application page with application ID.  

Click “Home” button to redirect to  



 

 

Section 8 – Save Application as a Draft 
 

Step 1: 

Log in into BeGlobalReady Portal.  

If the company has not submitted any application yet, user will be redirected to Company Profile page 

to fill in. 

 



 

If the company has submitted at least one application, user will be redirected to Company Dashboard. 

 

Step 2: 

Fill in Company Profile. Refer to section 12 for more information. 

Note: 

This is applicable for companies who submit their first application, otherwise skip this part. 

 

 

Scroll down and click “Go to Partner Selection” button (for company that is submitting first application). 



 

 

Scroll down and click “Go to Partner Selection” button (for company that has submitted at least one 

application before). 

 

Step 3: 

Select a partner from the drop down list.  

 

 

After select Partner, tick “I Agree” checkbox and click “Next” button 



 

  

 

Step 4: 

Fill up the number for question “How many interns on average have you taken on the past year? *” 



 

 

Step 5: 

Answer the question for “Company’s Human Capital” section. 

 



 

 

 

Click “Go to Declaration” button to proceed submit the application.  

Click “Back to Partner Selection” button to re-select partner. 

Click “Save As Draft” button to save the application as draft. 

Click “Cancel” button to discard the application. 

 

Note: 

If ACE is partner, click “Go to Start-Up Criteria” button on the bottom of main page 

 



 

 

 



 

Click “Go to Declaration” button to proceed submit the application.  

Click “Back to Partner Selection” button to re-select partner. 

Click “Save As Draft” button to save the application as draft. 

Click “Cancel” button to discard the application. 

 

Step 6: 

Tick the declaration checkbox. 

Click “Submit” button to submit the application.  

Click “Save As Draft” button to save the application as draft. 

Click “Cancel” button to discard application. 

Click “Back to HR Practices” button to return to “HR Survey” section. 

 



 

 

Note: 

If ACE as partner, 

 

 

Tick the declaration checkbox. 



 

Click “Submit” button to submit the application.  

Click “Save As Draft” button to save the application as draft. 

Click “Cancel” button to discard application. 

Click “Back to Start-Up” button to return to “Start-up Survey” section. 

 

Section 9 – Revise an application 
 

Step 1: 

On Company Dashboard click “View Notifications” hyperlink. 

 

Step 2: 

From “Action Items for Applications” section, click “Revise Company Application” hyperlink. 



 

 

Step 3: 

Review TAC comments at the top of page, make necessary changes and scroll down. 

 



 

 

Step 4: 

Click “Next” button to go to “HR Survey” (for Non-ACE) or “Start-up Survey” (for ACE) page.  

Else click “Cancel” button to disregard the change.  

 

Step 5: 

Make necessary changes, and click “Proceed to Declaration” button to proceed to declaration page.  

Click “Go to Profile” button to redirect to company information page.  

Click “Cancel” to discard changes in application. 



 

 

 

Step 6: 

Scroll down the declaration statement. Tick the checkbox (s) and click “Submit” button to resubmit the 

reworked application. 

Click “Go to HR Practices” button to redirect to HR Survey Page. (For Non-ACE Partners) 

Click “Go to Start-Up Criteria” button to redirect to Start-up Survey Page. (For ACE Partner) 

Else, click “Cancel” button to disregard the change. 



 

 

 

Step 7:  

Acknowledgement page display successful submission status for revised application.  

Click “Home” button is to redirect to Dashboard page.  

 



 

Section 10 – Application Drafts 
 

Step 1: 

In dashboard page, go to “GRT Programme Applications” tab and find the draft applications from 

“DRAFTS” section.  

Click “Retrieve Draft” hyperlink under “Action” column. 

 

 

Section 11 – Submitted applications 
 

Step 1: 

Under Dashboard page, click “GRT Programme Applications” tab and scroll down to “Submitted” 

section.  



 

 

 

Step 2: 

In “Application No” column click a hyperlink to view the application details. 

Note: 

Status “Approved” means that the application has been approved by TAC. 

Status “Rejected” means that the application has been rejected by TAC. 

Status “Submitted” means that the application is pending TAC evaluation. 

Status “Withdraw” means that the application has been withdrawn by the company. 

 

Step 3: 

Click “Go to Profile” button to redirect to Company Profile page.  

Click “Back” button at the bottom of page to return back to “Dashboard” page. 



 

 

 

Section 12 – Withdraw of application 
 

Step 1: 

From Dashboard section, select “GRT Programme Applications” tab and click application ID hyperlink 

with “Approved” status from “Application Status” column.  



 

  

Step 2: 

Scroll down and click “Withdraw” button at the bottom of page. 

Click “Back” button to cancel action. 

 

Step 3: 

Confirmation pop-up message to display as below.  



 

Click “Yes” button to proceed withdraw the application, or else click “No” button to cancel the 

withdrawal application.  

 

Section 13 – Submit an Application for Renewal 
 

Step 1:  

Go to “GRT Programme Applications” tab and click “Apply for GRT” button.  

Will redirect to company application as per Section 7 – Submit an application.  

 



 

JOB POSITION / JOB LISTING 
Section 14 – Create Internship Position 
 

Step 1: 

In navigation menu select “Dashboard” and click “Job Listings” tab. 

 

 

Step 2: 

Click “Create Internship Position” button to create the internship job position. 



 

 

Step 3: 

Fill in all required fields; tick the checkbox from “Declaration” section.  

 



 

 

 

Step 4: 

Click “Submit” button. Confirmation message will pop up for final confirmation. Click “Yes” button to 

proceed submit the internship position, or else click “No” button.  

 

Successful notification will display after click “Yes” button. 



 

 

 

Click “Save as Draft” button is to save the draft application.  

 

Click “Preview” button is to review the expected job posted on Be Global Ready Website.  

 

Or else click “Cancel” button. 

Section 15 – Create Management Associate Position 
Step 1: 

In navigation menu select “Dashboard” and click “Job Listings” tab. 



 

 

 

Step 2: 

Click “Create Management Associate Position” button to create the management associate job position. 



 

 

 

Step 3: 

Fill in all required fields; tick the checkbox from “Declaration” section.  



 

 

                          



 

Step 4: 

Click “Submit” button. Confirmation message will pop up for final confirmation. Click “Yes” button to 

proceed submit the internship position, or else click “No” button.  

 

Successful notification will display after click “Yes” button. 

 

Click “Save as Draft” button is to save the draft application.  

 

Click “Preview” button is to review the expected job posted on Be Global Ready Website.  

  

Or else click “Cancel” button. 



 

Section 16 – Retrieve the Draft  
 

Step 1: 

Go to Dashboard page and click “Retrieve Draft” hyperlink. 

  

Section 17 – Revise a Job Position 
 

Step 1: 

In navigation menu select “Dashboard” and click “Job Listings” tab. 



 

 

 

Step 2: 

Click “Revise Job Description” hyperlink to revise the internship job position. 

  

 

 



 

Step 3: 

Amend the required fields; tick the checkbox from “Declaration” section. Fill in the “Company Remarks” 

textbox. 

 



 

 

Step 4: 

Click “Submit” button. Confirmation message will pop up for final confirmation. Click “Yes” button to 

proceed submit the internship position, or else click “No” button.  

 

 

INTERNSHIP PLACEMENT 
Section 18 – View Interested Candidate  
 

Step 1: 

In navigation select “Job Listings” tab and click “View Interested Candidates” hyperlink. 



 

  

 

Step 2: 

In “GRT (Internship) Interest Pool” section, click the hyperlink of “Resume” section to view the resume 

document.  

 



 

 

  

Section 19 – Internship Placement – Submit Normal Internship via Via 
Interested Candidate 
 

Step 1: 

In navigation select “Job Listings” tab and click “View Interested Candidates” hyperlink. 

  

 

Step 2: 

In “GRT (Internship) Interest Pool” section, tick the checkbox of the student row to apply for internship 

placement application.   



 

 

 

 

Click “Make Placement” button to proceed apply for the interested candidates.  

Click “Create New Placement” button only for company to apply for student on manual basis. Refer to 

Section 20.  

 

Step 3: 

Internship Placement Form page displayed as below.  



 

 

 

 

Information is auto-

populated from 

approved job position.  



 

After click the hyperlink “Edit” of the student record,  

 

Edit the required information of the student detail, 

Click “Update” button to update the record. 

Click “Delete” button to delete the record. 

Click “Clear” button to clear the record.  

 

Step 4: 

On the “Supporting Document” section, click “Browse” button, select file and click “Upload” button to 

upload the file.  

Note: 



 

This is mandatory documents for “NRIC (Front and Back)” and “Internship Placement Letter” section.  

To delete the uploaded file, select the row of the uploaded document and click “Delete” at the right 

bottom table.  

 

Step 5: 

Tick the declaration checkbox. 

Click “Submit” button to submit the application. 

Click “Save as Draft” button is to save the application as draft. 

Else, click “Cancel” button. 

 



 

Section 20 – Internship Placement – Submit Normal Internship via 
Manual Application 
 

Step 1: 

From Dashboard page, click “Internship Placements” tab and click “Create New Placement” button to 

make a placement.  

 

 

Step 2: 

Select “internship Type” radio button from Placement Details section.  



 

 

Step 3: 

Enter a student NRIC and go to next field.  



 

 

 

Step 4: 

If the candidate is registered in the system information about them (candidate full name, IHL type, IHL 

name and current semester) will be auto-populated into fields. Select internship title, enter stipend, 

start and end dates. Click “Add Intern” button. The row will be added. Repeat if necessary. 

 

If the candidate is NOT registered in the system basic information about them (first name, last name, 

mobile, gender, email, IHL name and current semester) must be provided by the company. Select 

internship title, enter stipend, start and end dates. Click “Save” button. The row will be added. Repeat if 

necessary. 

 



 

 

 

Note: 

Stipend for ITE and Poly must be at least 800 SGD; stipend for UNI must be at least 1000 SGD. 

Internship period is computed in weeks. 

To delete a candidate click on “Delete” button in the right bottom corner of “Summary of all Interns” 

table. 

 

Step 6: 

In “Supporting Document” section, click “Browse” button, select a file and click “Upload” button. 



 

 

Step 7: 

Repeat previous step to add internship placement letter. 

Note: 

To delete uploaded file click on “Delete” button in the right bottom corner of the table. 

 

Step 8: 

Tick declaration checkbox. Click “Submit” button to submit internship placement.  

Click “Save as Draft” button is to save the draft application.  

Click “Cancel” button to discard internship placement submission. 



 

 

Note: 

Acknowledgement page will be shown upon submitting of the placement. 

 

 



 

Section 21 – Draft Internship Placement 
 

Step 1: 

 On the navigation menu, select “Internship Placements > View all Drafts”  

 

Step 2: 

In the table click hyperlink of the internship application ID from “Application ID” column. 

 

 



 

Note: 

Refer to Section 15 how to submit the placement if the draft is for normal Internship placement via 

interested candidates. 

Refer to Section 16 how to submit the placement if the draft is for normal Internship placement via 

normal application. 

 

Section 22 – Revise Internship Placement 
 

Step 1: 

On Company Dashboard click “Revise Internship Application” hyperlink under “Action Required” 

section. 

 

Step 2: 

Review TAC comments at the top of page, make necessary changes and scroll down. 

 
 



 

Step 3: 

Click “Edit” hyperlink from “Action” column under “Summary of all interns” section to populate the 

student details below. 

 

Step 4: 

Amend necessary changes on student details and click “Update” button. 

Click “Delete” button to delete the selected student detail record.  

Else, click “Clear” button to clear all the fields to reselect back the student detail from “Summary of all 

interns” section. 



 

 

Step 5: 

In “Supporting Documents” section, click “Browse” button, select a file and click “Upload” button. 



 

 

Step 6: 

Repeat previous step to add placement letter and/or other documents. 

Note: 

To delete uploaded file, select/check the document, and click on “Delete” button in the right bottom 

corner of the table. 

Both files from each type “Internship placement letter” and “NRIC (Front & Back)” are required. 

Step 7: 

Tick declaration checkbox and fill in “Company Remarks” field.  

Click “Submit” button to submit internship placement. Confirmation message displayed below. Click 

“Yes” button to proceed, else click “No” button is to disregard the change.  

 

Else Click “Cancel” button is to disregard internship placement re-submission. 



 

 

Section 23 – Internship – Accept LOF 
 

Step 1: 

On the navigation menu, select “Grant Applications > Pending Action Items” 

 

 

 

 

 

 

 

 



 

Step 2: 

Click “Accept LOF” hyperlink under “Pending Action Items” section. 

 

Step 3: 

Click “LOF number” hyperlink under “View LOF” section and save the file.  



 

 

Step 4: 

Tick the “I have read the terms and conditions…” checkbox. 

Click “Accept” button to accept the LOF, the confirmation message will display. Click “Yes” button is to 

proceed, else click “No” button.  

 

Else Click “Return to Previous page” button to redirect back to Dashboard page.  

 

 



 

Section 24 – View All Internship Listing 
 

Step 1: 

 On the navigation menu, select “Internship Placements > View all Internship Placements”  

 

Step 2: 

Click “View All Internship Placements” button to view all the placement listings.  

  

 

Click on a hyperlink on “Placement ID” column to view internship placement details. 



 

Note: 

Click “Hide All Internship Placements” button to hide all placements under “Submitted” section.  

 

Step 3: 

Close the popup window. 

 

 



 

Step 4: 

Click on a hyperlink on “LOF Number” column to download LOF. Click “Save”/”Open” on a popup 

bar/window to save or open a file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CLAIM 
Section 25 – Claim – Submission 
 

Step 1: Under Claims > My Claims tab, please click “Submit” hyperlink of the intended claim to submit. 

 

Step 2: Click the hyperlink “Select” on each student. 

Note: Submit one student at one time.   

 

 

 

 



 

Step 3: Select the radio button “Have you submitted GIRO form previously?*”, and click the following 

button 

Click “Next” button to proceed for next step. 

Else 

Click “Cancel” button to revert back 

Note: The “tick” on the checkbox “Student has submitted the feedback form and internship report” 

indicates the student has submitted the feedback form. If the checkbox is not “ticked”, please notify the 

student to complete the feedback form.  

 

 

 

Step 4: Under the Step 2: Upload Pay Slips page, click “Add New Row” button to add new record. 



 

 

After click “Add New Row” button, it will display the field to be filled.  

 

Click “Browse…” button to upload the file. Once browsed the file, click “Upload” button to upload the 

file. 

 

 

Click “Add” hyperlink to add the record, else click “Cancel” to cancel the new added record. 



 

 

After click “Add” hyperlink, the record will show is added. Follow same steps to add for next record.  

 

 

EDIT OR DELETE RECORD 

Step 1: To edit or delete the existing record, click “Edit” hyperlink to amend the record.  

 

Step 2: Update the existing rrecord and click “Update” hyperlink to update the record,  

else click “Delete” hyperlink to delete the record 

or 

click “Cancel” hyperlink to cancel the change.  

 

 

 

 

 

 



 

Step 5: After adding required records, please take the following actions below.  

Click “Next” button to proceed to Step 3 Upload Mandatory Claim Documents 

Else, 

Click “Back” button to Step 1 Company Bank & Student Details  

Else 

Click “Save as Draft” button to save the draft. 

Else 

Click “Cancel” button to cancel any action, it will redirect back to Dashboard page.  

 

 

 

Step 6: Under Step 3 Upload Mandatory Claim Documents page, there are 3 sections:  

1. Upload Bank Statements  

2. Upload Company Feedback Form  

3. Upload any other relevant supporting documents  

 



 

Under the sub-section: 1. Please upload here your bank statements 

Click “Browse…” button to search the file to upload. After that, fill in the “File Description” textbox and 

click “Upload” button to upload the file.  

 
 

Under the sub-section: 2. Please upload here your company feedback* & 3. Please upload here other 

relevant documents 

Click “Browse…” button to search the file to upload. After that, fill in the “File Description” textbox and 

click “Upload” button to upload the file.  

NOTE*: You must upload the completed company feedback form based on template provided. 

 



 

Note: You will be able to view uploaded files by click “View” hyperlink.  

To delete the uploaded file, select the intended file and click “Delete” at right bottom of the table.  

 

 

Step 7: Under Step 4 Review Claims Application page, review the input first before proceed to submit. 

To add another student to submit, click “Add Another Student” button, it will redirect to Step 2.  

Click “Submit” button to submit the claim. 

Else  

Click “Cancel” button to cancel the action.  

 

 
 

 

 



 

Section 26 – Revise Claim  
 

Step 1: Under the Claim > Action Items for Claim Tab, Click “Company Revise” hyperlink of the claim 

intended to revise and submit the rework claim.  

 

 

Step 2: Read thru the comment from “Officer Comment” in the textbox. Click “Action” hyperlink to 

amend the change.  



 

  

 

 

Step 3: After completing the changes, fill in comments on “Company Reply” textbox 

Click “Submit” button to submit the revise claim.  

Else  

Click “Cancel” button.  

 

 

 

 

 

 

 

 

 

 

 



 

Section 27 – Draft Claim  
 

Step 1: Under the Claim > Draft Tab, Click “Submit” hyperlink of the claim to retrieve draft.  

  

 

 


