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User Guide to access Notification Letter on 

Change of New Servicing Life Planner

In ALPP Portal and My AIA Customer Portal
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CUSTOMER:
My AIA CUSTOMER PORTAL
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Step 1 : Login to My AIA Customer Portal
• Key in User ID and Password and click “Login” button
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Step 2 : Click on “My AIA” and select “Statements & Letters”
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Step 3 : Statements & Letters:
1) Click on “Letters” 
2) Select a policy and select a transaction year OR
3) Click on TCF Letter
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NEW SERVICING LIFE PLANNER AND LEADER: 
ALPP PORTAL
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Step 1 : Login to ALPP
• Key in your Life Planner ID and Password, box and click “Login” button
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Step 2 : Select Business Entity
• By default, system will display Business Entity as Conventional
• Click on Takaful if want to change Business Entity to Takaful
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Step 3 : My Servicing 
• Click on My Servicing and select “Policy Status Enquiry”
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Step 4 : Policy Status Enquiry by the following selection and click on “Submit” button
•Insured/Payor/Owner Name
•Insured/Payor/Owner NRIC No
•Policy Number 
•Agent code
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Step 5 : Policy Status Enquiry –Individual Life
• Select “Correspondence Letter”
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Step 6 : Correspondence Letter
• Select document type “TCF Letter”
• Click “View/ Download”
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