
 
 
 

Appointment of Executor: 

Step 1: 

 

Step 2:

 

 

Click ‘Log in with Great ID’ 
and key in your Great ID 
accordingly 

Click ‘My Service Request’  
‘Appoint/Change of Beneficiary/Executor’ 
 



 
 
 

Step 3:

 

 

Step 4:

 

 

Select ‘Certificate Number’ for the 
Service Request. 

Tick on the box and click on ‘Continue, Step 2:  
Beneficiary/Executor Details’. 
 
Note: Please ensure ‘Person Covered’ and Witness are get ready 
with mobile phone to receive verification code upon submission 
of the service request. 



 
 
 

Step 5:

 

Click on the box for 

‘Appointment of Executor’ 



 
 
 

 

 

Step 6:

  

Tick on the box and update ‘Executor Personal Detail’ 

Once updated ‘Executor Personal Detail’, 

click ‘Next’. 



 
 
 

 Step 7: 

 

 

 

 

 

 

 

 

 

 

 

Update ‘Contact Information’ 

and click ‘Add New Executor’ 

 

Notification email will be sent to ‘New 

Executor’ via this email address, to inform 

on the appointment. 



 
 
 

Step 8: 

 

 

 

 

 

 

 

 

 

 

 

 

‘New Executor’ detail will be displayed. 
 
Please verify if detail is correct, or else click on 
‘Edit’ button to amend the info. 
 
Then, proceed to click ‘Continue, Step 3: Preview’. 



 
 
 

Step 9:

 

 

New Executor’s Personal 
Detail and Contact 
Information is displayed.  
 
Verify again the information. 



 
 
 

 

 

 

 

 

 

 

 

 

 



 
 
 

Step 10:

 

 

 

 

 

 

 

 

Tick on the box  

Update Witness details and tick on the box. 
Then, proceed to click ‘Confirm’.  

Witness will receive OTP 
sms via this mobile number. 



 
 
 

Step 11:

 

 

Step 12:

 

 

 

Key in OTP that send to 

Witness’s mobile number. 

Click ‘Verify’ 



 
 
 

Step 13:

 

 

 

 

 

Click ‘Submit’ 

Reference no. 



 
 
 

To view PDF copy of the Service Request Submitted 

Step 1: 

  

Step 2: 

 

 

 

Click ‘Notification’ -->  ‘View All 
Notification’  

Click ‘View’. 



 
 
 

Step 3: 

 

 

Step 4: 

 

 

Click ‘Complete’. 

Click the icon to view 
PDF copy. 



 
 
 

 

 

 

New Executor Details. 



 
 
 

 

 

 



 
 
 

 

 


