
 

 
 How to assign or reassign a member contact to a complaint 

How to assign or reassign a member 
contact to a complaint 
This is a guide to assigning a complaint to another membership contact in the member 
portal. 

You may need to perform this action in the case that a complaint has been assigned to 
an incorrect contact type within your organisation. 

Logging in to the member portal 

If you are a contact for a member and have a profile, log in to your account. 

If you are a contact for a member and do not have a profile, you will need to create one 
before you can manage complaints or other tasks. You can create a profile by following 
these steps: 

1. Head to the Members page on our website and click Create a portal login. 

2. Fill in the required fields. 

3. Click Send invitation. 

You will receive an alert to an existing member account based on a match of the email 
address you entered. You will then receive a prompt to set your password.  

Once you have set your password, you can log in to your account. 

Which contacts can assign or reassign complaints 

Only the following role types can assign complaints to another membership contact: 

• Administrator 
• EDR Manager 
• Team Manager 

https://www.afca.org.au/members
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Assigning or reassigning complaints 

Member logs into their portal and navigates to the Financial Complaints tab. 

1. Log in to the member portal. 

2. Click on the Financial Complaints tab. 

3. All open complaints will appear under Active. 

4. Click the down arrow on the complaint you wish to assign or reassign. 

5. Select the contact you wish you assign the complaint to. 

6. Click Save. 

 

You can also reassign the case from within the complaint itself by clicking the down 
arrow. 
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