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10. MAINTENANCE OF AUTHORIZED AGENT REPRESENTATIVES 

10.1 Functional Overview 

This application will be used for maintaining the records of the agents. 

10.2 How to fill up the form 

The following screen will be displayed after clicking on “Maintenance of Authorized Agent 
Representatives” hyperlink from the main menu. 
 

Figure 10.1 

Select “Password” as the preferred sign in service from the drop down list. 
 

 
Click on [next] button. Proceed to the next page (Figure 10.2) 
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Figure 10.2 

Enter the User ID and password. 
 

 
 
Click on [logon] button. Proceed to the next page (Figure 10.4) 
Click on [change password] button. Proceed to the next page (Figure 10.3) 
Click on [reset] button. Clear the fields. 
Click on [cancel]. Go back to the previous page (Figure 10.1) 
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Figure 10.3 

Enter the mandatory fields indicated in red asterisks. 
 

 
 
Click on [submit] button. Proceed to the next page (Figure 10.4) 
Click on [reset] button. Clear the fields. 
Click on [cancel] button. Go back to the previous page (Figure 10.1) 
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Figure 10.4 

Enter the Bank Account Number of the agent. 
 

 
 
 
Click on [Next] button. Proceed to the next page (Figure 10.5) 
Click on [Reset] button. Reset fields to default values. 
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Figure 10.5 

To update/enquire/delete a representative, enter the serial number of the representative shown on the table 
and click on “Next” button. 
 

 
 
Click on [Add Representative] button. Proceed to the next page (Figure 10.6) 
Click on [View Audit Trail] button. Proceed to the next page (Figure 10.15) 
Click on [Next] button. If “Update” is chosen, go to Figure 10.9.  

If “Enquire” is chosen, go to Figure 10.12.  
If “Delete” is chosen, go to Figure 10.13. 
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Figure 10.6 

Enter the new representative’s details.  
 

 
 
Click on [Next] button. Proceed to the next page (Figure 10.7) 
Click on [Reset] button. Reset fields to default values. 
Click on [Back to Agent Maintenance Page] button. Go back to the Maintenance page (Figure 10.5) 
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Figure 10.7 

Confirm the representative details entered before clicking on the “Confirm” button.  
 

 
 
 
 
Click on [Confirm] button. Proceed to the next page (Figure 10.8) 
Click on [Previous] button. Go back to the previous page (Figure 10.6) 
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Figure 10.8 

 

 
 
 
 
 
Click on [Back to Agent Maintenance Page] button. Go back to the Maintenance page (Figure 10.5) 
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Figure 10.9 

Update the details of the representative. 
 

 
 
Click on [Next] button. Proceed to the next page (Figure 10.10) 
Click on [Reset] button. Reset fields to default values. 
Click on [Back to Agent Maintenance Page] button. Go back to the Maintenance page (Figure 10.5) 
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Figure 10.10 

Confirm the representative details for update before clicking on the “Confirm” button. 
 

 
 
 
Click on [Confirm] button. Proceed to the next page (Figure 10.11) 
Click on [Previous] button. Go back to the previous page (Figure 10.9) 
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Figure 10.11 

 
 

 
 
 
 
 
Click on [Back to Agent Maintenance Page] button. Go back to the Maintenance page (Figure 10.5) 
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Figure 10.12 

Details of the agent representative will be retrieved and displayed. 
 

 
 
Click on [Back to Agent Maintenance Page] button. Go back to the Maintenance page (Figure 10.5) 
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Figure 10.13 

Confirm that the details of the representative for deletion before clicking on the “Confirm” button. 
 

 
 
Click on [Confirm] button. Proceed to the next page (Figure 10.14) 
Click on [Back to Agent Maintenance Page] button. Go back to the Maintenance page (Figure 10.5) 
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Figure 10.14 

 

 
 
Click on [Back to Agent Maintenance Page] button. Go back to the Maintenance page (Figure 10.5) 
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Figure 10.15 

List of the audit trail recorded will be displayed in order of Rep ID and Action Date. 
 

 
 
Click on [Back to Agent Maintenance Page] button. Go back to the Maintenance page (Figure 10.5) 
 


