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7.1 How to view my application? 

1. Log into MyCoID system with valid username and password. 

 
2. Click on the Sign In button. 

 
3. Click on the My Application from the menu on the left side. 

 
4. To view list of ROA applications, click on the ROA link from the menu listing. 

 

 

 
5. Enter the [Lodging Reference No.] in the respective field to search for a record. 

 
 

6. Click on the Filter button to filter the record, otherwise click on the Clear  button. 

 
7. Click on the Lodging Reference No. to view application details. 

Return on Allotment of Shares 
(ROA) 
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7.2 How to Lodge ROA? 

1. Log into MyCoID system with valid username and password. 

2. Click on the Sign In button. 
 

3. Click on the Return Of Allotment Of Shares (ROA) link on the menu to lodge for ROA. 
 

 

 
 

4. System shall populate lodger information based on login ID which has been  registered 
during incorporation 

 

 
 
 
 
 
 

 
 

5. Enter company registration number in the [Company Number] field. 
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6. Click on the Search button. 

 
7. System shall display company details with current shares value in the respective fields. 
 

 
 

8. Enter allotment date in the [Date of Allotment] field for single allotment date. If the 
company has a range of dates for the allotment of shares, please enter the date range in 
the [between the] & [and] fields. 

 

     Either Date of allotment for single allotment date or date range of allotment is allowed. 

 
9. Tick on [Extension Of Time] checkbox if the user has obtained approval for extension of 

time. 

10. User shall enter [EOT Granted Date] and attach approval letter in the [EOT Attachment] 
field. 
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11. To enter [EOT Granted Date], click on calendar icon and select dates. 

12. To attach document, click on the Choose File button and select the document to be 
attached. 

 

 
 

13. Click on the Upload button. 
 

14. Click on the Change button if requires to change attachments or Remove button to remove 

attachments. 
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7.3 How to add share details? 

1. Click on the Add button to enter share details. 

 

 
2. Enter the share details information in the respective fields. 

 
3. Click on the Save button to save the information, otherwise click on the Cancel button. 

 

 
 

    Field indicated with ‘*’ means that it is a mandatory field 

4. To remove a record, tick on the checkbox and click on Delete button. 
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7.4 How to add particular of allottees? 
 
 

 
 

1. Click on the Add button to enter particular of allottees. 
2. If select Shareholder Type Individual, enter the particular details 
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3. If select shareholder Body Corporate, enter the particular details 

 
4. Enter the particular of allottees in the respective fields. 

 

    Field indicated with ‘*’ means that it is a mandatory field 

5. Click on the Save button to save the information, otherwise click on the Cancel button. 
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6. Click on the Save and Enter Shareholder Shares button to enter shareholder shares 
information. 

 
 

 
 
 

7. Click on the Add button to enter shareholder shares information. 

 
 
 

 
 

8. Enter shareholder shares information in the respective fields. 

 

 
9. Click on the Save button to save the information, otherwise click on the Cancel button. 
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7.5 How to add attachments? 

1. Click on the Add button from Attachment section if requires any supporting document to be 

attached. 

 

2. Enter attachment details in the respective fields. 

 
3. Enter document title in the [Title] field. 

 
4. To attach document, click on the Choose File button and select the document to be 

attached. 

 

5. Click on the Upload button. 

 
6. Click on the Save button to save the information, otherwise click on Cancel button. 
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8. Tick on the terms and condition from the Declaration section before submitting the 

application. 

 

9. Click on the Save button to save the information or click on the Discard changes button to 

cancel. 

 

10. Click on the Back to Shareholders button to return to Particular of Allottees section. 

 
11. Preview form shall be displayed to verify the data that has been entered. 
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12. Click on the Cancel button to return back to the main screen or click on the Submit button 

to submit the application. 
 

 
13. Click on the Pay button to make payment, otherwise click on the Cancel button. 

 

 
14. Select payment method by credit card, debit card or online banking. 

 
15. Click on the Submit Payment button to resume payment. 
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16. Click on the receipt link to view payment receipt. 
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17. Click on the print icon to print the receipt. 


