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My Requests – View Active Requests 
 

Navigate to the 
My Requests in 
the ITA portal. 
 

 

 
 

A list of active 
requests is 
displayed. 
 
Double click on 
the request to 
view the details. 
 
 

 

 
 

The request 
timeline is 
displayed with 
an option to 
follow up. 
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Click on the 
Add Comment 
option to follow 
Up. 

 

Enter the follow 
up comments. 
 

Click Submit. 

Click on Submit 
 

 

 
 

 


