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Process an eForm
- Click on Pending Applications to view & approve/reject the eForm
- Date Range: Click on the date(s) to filter the list according to a date range



Process an eForm
Toggle to the respective tabs to view the Application Forms according to their status.
- All: eForms of all statuses
- Pending: eForms pending for Staff’s actions (To approve or reject)
- Not Approved: The rejected eForms
- Approved: The approved eForms



Process an eForm
- Click on Change Status to approve or reject the eForm



Process an eForm – Reject Application
- After clicking Not Approved, Staff will need to state the reason for rejection
- It is mandatory to tick the checkbox before proceeding
- The reason of rejection will be recorded. Resident will receive the App Push Notification see the 

note in their App



Process an eForm – Approve Application
- After clicking Approved, it is optional for Staff to state a note
- It is mandatory to tick the checkbox before proceeding
- Resident will receive a Push Notification and see the note in their App

Optional
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