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How to use Change Requests 

 

 

From your Portal, click the Create Change Request button 

 

 

Select the relevant application for which you are submitting a Change Request. Please note, 

you cannot submit Change Requests for applications once they have been Approved. 
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Supply all required information relating to the Change Request, being sure to be as 

descriptive as possible in your Change Request Description. 

Once making the applicable changes, save any updated tables (if relevant), and click 

“Submit” on the Change Request. 

If RGF Staff require more information from you, the Change Request may be sent back to 

you. It can be found under the “Pending Change Requests” section on your Portal, where 

you can make the changes RGF Staff have requested. 


