
  Responding to requests using our client portal 

When we request additional information or documents from you, you’ll receive an email 
from our workflow system that asks you to complete a checklist.   

Click on ‘manage checklist’ in the email to see more about the information or documents 
we are requesting.  

 
 

You will see a list of the questions we have or of the documents or information we are 
requesting.  The workflow system refers to these as “tasks” needing completion. 
To act on an open item, simply click on it to comment, ask questions or upload files 

 
 

Click Comment to comment or ask questions on a task or Click Upload Document to 
attach files to a task. Don’t forget to click MARK COMPLETE once you have provided all of 
the information associated with this request. 

 

Clicking Mark Complete signals that everything for that part of the checklist is complete. 

 



 
Responding to a review or approval or to letting us know you received a document we sent 

When we request your review or approval or send a document to you, you’ll receive an 
email from our workflow system asking you to click Review and Approve or to let us know 
that you’ve received a copy of a document we are sending.   

Click on ‘review and approve’  

 

 

You’ll land on the approval page showing the file(s) we sent. To Download, click the link. 

 

Tick the approval checkbox to confirm receipt. Then, click APPROVE to approve our 
request or, where applicable, to let us know that you’ve received the document we sent. 

 


