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MAIN MENU

1. Certificate Alteration

Guide : i-Get In Touch - Certificate Alteration



3

i-Get In Touch – Certificate Alteration
Step 1: Go to 'My Form Submission'  then click ‘Certificate Alteration‘.

1
2

• Click ‘My Form Submission’ 
• Click ‘Certificate Alteration’Step 1
• Select a Certificate Number
• Click ‘Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9
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1

2

TIPS:
Click ‘Submission Checklist’ to check on Form/Document that need to be submitted according to 
Service Request Type and to download Form required there.

• Click ‘My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’ 
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 2: Select a Certificate then click 'Continue, Step 1.2: Certificate Information'.
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2
TIPS:
Please double check your certificate information displayed. If the information is not 
up to date, please click 'Update' to update your certificate information.

• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 3: Ensure all data are up to date then click ‘Continue, Step 2: Service Request Type’.
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1

• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 4: Choose your ‘Service Request Type’,
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• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 4: Choose your ‘Service Request Type’,  then click ‘Continue, Step 3: Upload Documents’.
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TIPS:
Click ‘Submission Checklist’ to check 
on required Form/Document to be 
submitted and download required 
document there. 

2

Preview file

Delete file

1

3

• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 5: Select Form/Document from dropdown list.

Click ‘Browse File’ to upload document.

NOTE: Total document size for all documents upload per claim submission is 25MB
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1

• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’ 
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 6: Read & Accept ‘Terms & Conditions’. 
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• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 6: Read & Accept ‘Terms & Conditions’, and update Witness details. Then, click Submit button. 

NOTE: The witness appointed must be above 18 years old and cannot be the nominee. 
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• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 7: Key in OTP numbers sent to your registered mobile number and click Next button. 
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• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 8: Key in the six-digit pin number sent to Witness mobile number and click ‘Verify’, then click ‘Submit’. 
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To  monitor the status of a 
certificate alteration submission

2

• Click 'My Form Submission‘ 
• Click ‘Certificate Alteration'Step 1
• Select a Certificate Number
• Click 'Continue, Step 1.2: Certificate 

Information’
Step 2

• Ensure all information are up to date. 
• Click ‘Continue, Step 2: Service Request Type’Step 3

• Choose your ‘Service Request Type’
• Click ‘Continue, Step 3: Upload Document’Step 4
• Select Form/Document from dropdown list 

and browse file to upload documents
• Click ‘Continue, Step 4: Declaration’

Step 5

• Read & Accept ‘Terms & Conditions’
• Update Witness detailsStep 6

• Key in the six-digit pin number sent to your 
registered mobile number, then click ‘Next’ Step 7

• Key in the six-digit pin number sent to 
Witness mobile number, then click ‘Submit’ Step 8

• ‘Successful’ page
• ‘Track and Trace’ pageStep 9

i-Get In Touch – Certificate Alteration
Step 9:  Click ‘Track and Trace’. Then, click on ‘Action’ to view PDF copy of the summary form/document that was submitted. 
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i-Get In Touch-New Claim

Need help? Please contact us

1 300 13 8338 (Customer Careline) 

i-greatcare@greateasterntakaful.com



FOLLOW US ON:
Great Eastern Takaful

greateasterntakaful

www.greateasterntakaful.com

www.youtube.com/c/greateasterntakaful

http://www.facebook.com/GreateasternTakaful
http://www.instagram.com/GreatEasternTakaful
http://www.greateasterntakaful.com/
https://www.youtube.com/c/greateasterntakaful
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