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Available Transactions
No Transactions

1 Update Contact Details

2 Change Payment Cycle

3 Schedule Top Up

4 Update Direct Credit Instruction

5 Update Credit Card

6 Cancel Auto Debit
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Login

1. Login with Agent ID and Password
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Customer Search

1. Perform customer search using NRIC / Old IC / Passport / Military or Policy No.
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Policy Selection

1. Select your policy / certificate

testing@aia.com 0123456789
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Transaction Selection

1. Select the transaction that you wish to perform.
(Example: Update Contact Details)
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Identity Verification Alert

1. Alert message on Review of Customer Due Diligence is required 
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Customer Due Diligence (CDD) for Policy Owner

1. By default, Customer Due Diligence info for Policy Owner will be displayed. (Note: If Policy Owner and Payor is different person, Customer Due 
Diligence info for Payor will be displayed in the next page) 

2. Agent to verify Customer Due Diligence info for Policy Owner. (Note: Update if required)
3. Click “Next”

Customer Due Diligence info
Name
NRIC No.
(For Malaysian citizen only)
Date of Birth
Gender
Passport No.
(For Non-Malaysian citizen only)
Nationality
Name of Employer
Nature of Business
Occupation
Mobile No.
E-mail Address
Correspondence Address

1

2
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Alert Message – If NRIC/Passport is required

1. If you updated Name / NRIC No. / Date of Birth / Gender / Passport No / Nationality, the above message will be displayed
2. Click “Ok” to proceed
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Alert Message – Mobile Number for OTP

1. Alert message will be displayed to remind Policy Owner to ensure the mobile no. displayed is the latest mobile no. in order to receive OTP.
2. Click “Ok” to proceed OR click “Cancel” to remain at CDD page to reconfirm the Mobile Number.

(Note: Update Mobile Number if required)
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OTP Authentication

1. OTP will be sent to Policy Owner’s Mobile Number
(Note: If Mobile Number updated, OTP will be sent to both Old and New Mobile Number)

2. Click “Resend” if Policy Owner did not receive the OTP
3. Click “Next”

2

3

Sample SMS
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Notification – NRIC / Passport required

1. System will indicate if Policy Owner / Payor is required to provide their NRIC / Passport
(Note: NRIC / Passport can only be submitted via iPad via take picture function.)

2.     Click “Next”.         

2
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Take Picture of NRIC / Passport

1. Click “Front” to take picture for front page of NRIC / Passport
2. Click “Back” to take picture for back page of NRIC / Passport
3. Click “Next” 

1 2

3

Face must be visible, and photo taken must be clear

Note:
Photo taken for NRIC / Passport must be clear and the face must be visible.
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Sample NRIC / Passport image allowed

1 2

Face must be visible, and photo taken must be clear
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NRIC / Passport Review Page

1 2

3

1. Click “Delete” if the front page of NRIC / Passport is not clear and retake the photo.
2. Click “Delete” if the back page of NRIC / Passport is not clear and retake the photo. 
3. Click “Next” 

Face must be visible, and photo taken must be clear
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Customer Due Diligence (CDD) verification completed

1. CDD verification is completed, click “Continue with your transaction”



AIA confidential and proprietary information. Not for distribution. 17

Continue with Servicing Request Transaction

1. Continue your selected transaction (eg: Update Contact Details / Change Payment Cycle / Update Credit Card  Cancel Auto Debit / Update 
Direct Credit Instruction / Scheduled Top Up )  
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Continue with Servicing Request Transaction

1. Click “Request OTP”
2. Key in 6 Digit OTP and tick “I have read and agree to the Terms and Conditions” checkbox.
3. Click “Confirm”
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Transaction Completed

1. Transaction Completed


