


Enter the Login id  & Password  to 
login 

Login in to Upper Most /MO First



Click on contact us 

Home Page 



Click on Raise your Query here

Contact Us Page 



How to raise query through Query Form - (SELF)

Click on SELF- If you need the customer information for your OWN review for list of clients.
Click on CLIENT- If you need the particular client’s information. 

Email will be triggered to your email id in both the above scenarios.

Click on self option if the query needs to be raised for your 
own account or for any details required for your analysis 

(for client account ) Mention the key word of query to search … for example 
Bank… it will popup all the listed queries & select one 

Click on choose file for attaching the 
document  &  submit to raise query 

Mention subject  & Query in details as shown 



Mention client code & search 

In case if you are not able to 
understand which query type then 
you can download excel to check 

the list 

Mention the key word of query to search … for 
example Bank… it will popup all the listed queries & 

select one 

Click on Choose file for attaching the document . Note if 
multiple document …Please attach ZIP 

Click on Submit to raise the query

Mention subject  & Query in details 

How to raise query through Query Form - (Client)



Once you click on  Submit ,the Interaction id will 
be created , which can be referred for query 

tracking 

Query  raised for  Mapped customer 



Query Tracking for self and Client 

Queries raised  for self or client code can be 
tracked by clicking on Track Query

By default you will be able to view latest 5 queries 
raised by you (self/client) 

You can change from and To date and search the 
data required for period 



Query Tracking for self and Client 

Click on Interaction id for checking 
detailed conversation 

Enter the Interaction id to search any 
particular query raised by you



Detailed conversation (Mail received and 
responded) 

Click on New Query TAB  if you want to raise any 
NEW query 

Query details



In case if the query is Resolved/closed and you want more 
clarity on the same interaction ---Kindly click here 

Query details



Mention  details that you require more on same interaction  & attach if 
any document 

Click on Submit to raise the same query  for more 
clarity

How to Reopen Query



Once we submit the query we will get 
message as shown. Click done  to continue 

How to Reopen Query



Click on New Query

How to create New Query



New Query creation page 


