£ | AnRoinn Dli agus Cirt

Department of Justice

Immigration Online Portal

Regularisation of Long-Term
Undocumented Migrants Scheme

Guidance on completing the application
form for persons applying as a Family

Immigration Service Delivery




Immigration Online Portal

Contents
1. Immigration ONINE ........oeie e 2
1.1 How do | register for an account? ...............uuueuuuiieiiicicceeeee e 2
2. Navigating YoUr @CCOUNT.........uuiiii i e 4
2.1 Log in to Immigration aCCount..............uviiiiiiiiiii e 4
2.2 DASHDO0AIA ... 5
2.3 MY FOIMS ..ottt e e e e e e e e e e e e e e e 5
3. Completing YOUF FOIM ... ..oiiiiiie e 7
3.1 Starting an application ..........coooiiiiiiiiiiiiieeeeeeeeeeeee e ———————- 7
3.2 Getting around the form (1): The basiCs ........oooovviiiiiiiiiiieee 8
3.3 Getting around the form (2): Finding a saved form ............cccccoeiiiiiiiiiinennnn. 9
3.4 Getting around the form (3): Deleting a saved form............ccccccoiiiiiiinnnen. 10
3.5 Completing the fOrm..........ooo e 11
3.5.1 Section 1 of the form - Introduction .............ccccciiiiiiiii 11
3.5.2 Section 2 of the form - Data Privacy Notice ...........cccccceiiiiiiiiiiiiiennnnn. 12
3.5.3 Section 3 of the form — Applicant Details .........cccooeeieeiiiiiiiiiiien. 13
3.5.4 Note about Mandatory fields ..o 17
3.5.5 Section 4 of the form - Supporting documentation................cccceeeeennn. 18
3.5.6 Preparing your files for upload ..............cccceeiiiiiiiiiiii e 20
3.6 Section 5 of the form - Submitting your form.....................c 22
3.6.1 Submitting your form and paying the fee............ccccoi, 22
3.7 Responding to a request for further information................c..cooooeeel. 24

3.8 What documents must | submit as part of the application?.................... 24



Immigration Online Portal
1. Immigration Online
This is your guide to using our online forms.

Please read our instructions carefully to understand how to use our online forms.

To begin your application, you must first register an account for our online portal.

1.1 How do | register for an account?

1.  On the Immigration Online login page, click on the words Register here

An Roinn DIi agus Cirt
Department of Justice

ISD Online

Please login to your ISD account

Enter your email address

Enter your password.

To register for an
account, click
Register Here

> Register here ‘4

2. Fillin your details. You will be asked for: your name, current e-mail address

and a password of your choice.

3. You must also tick the box to confirm you accept our terms and conditions. You can

read the Immigration Online terms conditions on our website_

www.irishimmigration.ie

Tip: Your password must contain at least eight characters, including at least one
number, one upper case letter and one lower case letter. For extra security, choose a
phrase that is easy for you to remember, difficult for other people to guess and not used

for any other online account.



http://www.inis.gov.ie/en/INIS/Pages/inis-online-terms-and-conditions
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4. Click Register
5. We will then send you an activation email with a link. You must click this link to prove
you used a valid email address. If you do not receive this email within ten minutes of

your registration, please check your spam folder.

Tip: The email will include a time limit in which you are to confirm your registration. If you do not
validate your email within the stated timeframe, it is possible to have a new email sent to you.
This can be done by clicking the button at the bottom of the registration page, marked request

new validation email.

An Roinn DIi agus Cirt
Department of Justice

ISD Online

REGISTER FOR AN INIS ACCOUNT

Enter your first name

Enter your last name , 1. Complete
eyt e e your details
Enter your password
Re-type your password 4. Click register
Back _ Regster " | tocomplete the
[]! agree to the Terms and Conditions Terms and Conditions ; BIEGEESS
ih & here to request a new account validation email .
" 2. Check out
the terms and
3. Don't forget to conditions for
tick this box to using the INIS
agree to T&C's Online Portal

An Roinn Dli agus Cirt
Department of Justice

ISD Online

REGISTER FOR AN INIS ACCOUNT

e e | alsor
Piease activate within 60 minules. i

activation email

studentregister@email ie

.........

Back Register

(/]! agree to the Terms and Conditions

Click here to resend
activation email

Click here to request a new account validation email €
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2. Navigating your account

2.1 Log in to Immigration account

Once your account is confirmed, you can log in to your Immigration Online account.
To do this, enter your email address and password on the Immigration Online login

page and then click Login

An Roinn DIi agus Cirt
Department of Justice

ISD Online

Please login to your INIS account

Login

yet? Register here

This will take you to the Dashboard page of your Immigration Online account. On this page you

see two headings:

e Dashboard
e My Forms

An Roinn DI agus Cirt 9

Department of Justice -

Dashboard My Forms

Welcome to ISD Online

&% Applications for Permission to Remain in the State

&% Applications for Permission to enter the State [+]
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2.2 Dashboard

The Dashboard is the first page you will see when you log into Immigration online. It is also

where you can access all our online forms.

This screen is called the Dashboard. You
can launch applications from here o

Departamcnt of Justice s

An Roinn DIf agus Cirt

Logout or change
your passwords
by clicking here

Dashboard My Forms

Click here to open Click the + button
the Dashboard A% Applications for Permission to Remain in the State to open the pa nel
: containing
an Applications for Permission to enter in the State app lications

2.3 My Forms

The second heading in your Immigration Online account is marked My Forms. This is where

you can see forms you have submitted to us or have partially completed (in progress).
This section has four sub-headings for different stages of your application forms;

o Draft Forms This is where the forms you have saved but not submitted to us are
located.

¢ Submitted Forms: Here you can see forms you have submitted to us.

¢ Additional Information Required: Forms you have submitted to us but where you need
to give us further information to process your application are located here.

o Completed Forms: Contains forms where we have accepted your application
based on the information you gave.

This screen is called My Forms. You can see
all your saved and submitted forms here o

An Roinn DIf agus Cirt
Department of Justice

Dashboard My Forms < S el _
My Forms

My Forms
i Applications that When INIS has enough
Saved form you Completed forms IN?: . information to process
are working on you have sent to INIS . fequf.E more your application, your
information to :
form will be stored
process

here
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2.4 Account Settings

In the top-right corner, when you click the small arrow under person icon you will be taken to a

menu where you can select to change your password or log out of your account.

o

-

Change Password
Logout
pleted Z) | |
To change your password:

1. Click Change Password.
2. On the following page enter your new password in the boxes provided.

3. Click Change Password button.

To change your password, provide the following...

Enter YOUr New passwora

Change password

To logout of your account:

1. In the menu under the person icon, select Logout.

We advise you to log out of your account before closing your browser.
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3. Completing your form

Information in relation to the eligibility criteria for this scheme and who can apply as part of a
family application is available at https://www.irishimmigration.ie/reqularisation-of-long-term-
undocumented-migrant-scheme/

3.1 Starting an application

To begin your application, you first need to select a form from the drop down menus on the
Dashboard.

There are two dropdown menus on the Dashboard:

¢ Applications for Permission to Remain in the State

e Applications for Permission to enter the State

1. Please select applications for Permission to Remain in the State.

2. Next locate the application form you wish to use i.e. Regularisation of Long Term
Undocumented Migrants Scheme.

3. Under the heading for the application form, click on Begin Application.

This will take you to the first page of your form.

An Rolnn DI agus Clrt 9

| Department of Justice -

Dashboard My Forms

Welcome to ISD Online

You can use this button t0 e
2%, Applications for Permission to Remain in th I
A% Applications for Permission to Remain in the State open and close the panel i‘ .

containing applications
Special Scheme for Regularisation of Long
Students Term Undocumented
Migrants Scheme

**This scheme is now

closed** Apply for a Application form for
residence permission persons who have been
under the Special residing in the State
Scheme for Students without permission for at e
from 01/01/2005 to least 4 years (3 years if To start filling out an

311212010 you have a child under 18) online form click Begin

I
{:\g !] Application under the

relevant form
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3.2 Getting around the form (1): The basics

Dashboard

Regularisation of long term undocumented migrants scheme

nn DIi agus Cirt

You can navigate ment of Justice

between screens by
clicking these tabs

At the top of the form, there are tabs that open sections section of the form. When you click on

one of these, it will take you to that section of the form.

At the bottom of the form there are three buttons:

¢ Next: If you click this button it will bring you to the next section of the application form.

You must complete all the
Mandatory fields

mandatory fields in the @A e e e I have read and agreed to this declaration ‘ e tir s o
. details. Yt
current section of the form i

don’t need to fill 5
before clicking Next button ST ‘ Save

fields to do this

to take you to the next

section of the form. f
Mandatory fields are shown Previous and Next will

. - move between the form’s
using a red asterix * . screens. You need to have

mandatory fields filled in
to use these

e Previous: If you click this

button it will bring you to the previous section of the form.

e Save: When you click this button a message will appear You will get this message to
L. confirm your form has
confirming Your form has been saved as a draft. been saved
We recommend you click Save multiple times while l
completing the form. This way if you are interrupted or lose
internet connection, your most recently saved draft of the Your form has been saved as
draft

form will be saved.
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3.3 Getting around the form (2): Finding a saved form
To find a saved form:

1. Click My Form.

2. Select Draft Forms.
3. Click Submit Additional Information.

From here, continue working on the form, or select the red Delete button to cancel your

application, this is discussed further in the next section.

Dashboard My Forms

My Forms _
1. Click My Form to see your

saved and submitted forms

Draft Forms (1)

Third level degree® ats IRP card
renewal (Dublin resi

2. Click Draft Forms to see
fepreeenforner the forms you have saved

students living in Dut
County applying 10 rencw uicn wisn

Residence Permit card
3 Open yourform




Immigration Online Portal
3.4 Getting around the form (3): Deleting a saved form

To delete a saved (draft) form

1. Find the form you wish to delete as described in the above section 3.3 Getting
| the f (2); Findi | f _
Open the form.
Select the Delete button on the top right of the form.

Do not touch this button unless you want to delete your application form. Once you
click this button the form will be deleted and cannot be retrieved.

R
2]

Delete

evel degree student

Click here to delete
Declaratio your form

10
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3.5 Completing the form
The e-application form contains a number of sections, all of which you must complete.

Mandatory fields are questions on the form where you must give an answer. Please note that

you cannot proceed to the next section unless all of the mandatory fields have been completed.

3.5.1 Section 1 of the form - Introduction

The first section is the introduction and contains important information regarding the scheme.
It is important that you carefully read this information. Before you can proceed to the next

section, you must confirm that you have done so by ticking the box below:

Regularisation Scheme

Introduction | Data privacy notice | Applicants details | Supporting documents

Introduction

(/47 | AnRoinn Dliagus Cirt
\ Department of Justice

Scheme information will appear here
—

[ By tickinglthis box | acknowledge that | have read and understood the information provided above by the Department of Justice and Equality *

Scheme selection

Blying as an individual or as a family? * \ Select Whle?her you
. are submitting a
M single application
golications, you can only include spouse/defacto partner and your children up to the age of 23, if the childsesraTe o
unmarried : . . ora fam”y
application

Save

This guidance is for applicants applying as a family. If you are completing an application
for yourself only then you should open the guidance document for single applicants.
Once you select the application type, you can then click next to proceed to the Data

Privacy Section.

11
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3.5.2 Section 2 of the form - Data Privacy Notice

This contains important information regarding how we will process and retain your
information. Again, you must confirm that you have read this information by checking the

box below before you can start completing the form.

If you are completing the form as the legal representative of the applicant, then you must

confirm that you are authorised and satisfied to make the declaration on their behalf.

. . - w - m} x
! 15D Online Forms x | @ [INIS Task manager X ISD Online Forms X +
& c @ inisonlinetest.jahs.ie/home/rglr/617e94e53a078313657921e3 o B Y B a2
i Apps G i Administrative Imm... 4 inis-online-portal-g.. # Bodeand OrsvMin., @ Application by a pe..  dif Microsoft Word - ~... » @ Reading list
GNIB (Garda National Immigration Bureau) -

Department of Foreign Affairs & Trade and bodies acting under its aegis
Department of Employment & Social Protection and bodies acting under its aegis
Office of the Revenue Commissioners

TUSLA

6. The personal data provided in this form may be transferred to the policing agency INTERPOL .

7. Your data may be retained until 1SD can be sure that you will have no further contact with the Irish immigration services. This is an
indeterminate period as your immigration history in the State may span your lifetime. It will be referred thereafter to the Director
of National Archives for appraisal under the National Archives Act 1986.

8. The personal data you provide in this form is necessary for us to determine your immigration position in the State. If you do not
provide such data, your immigration case will be determined based on the information and documentation already held on your
case file.

9. You have the right to request access to, and a copy of, your personal data that we process. You can do this by filling in a Subject
Access Request form, available at http://www.justice.ie/en/|ELR/Pages/Data_Protection or from any Department of Justice Public
Office, and forwarding it to subjectaccessrequests@justice.ie or by post to the Department of Justice Data Protection Officer at the
address below. You may be required to verify your identity before we send the information to you.

10. You have the right to ask us to correct any errors in your data or to erase your data, as well as to seek a restriction of the
processing of your data or to object to the processing of your data in certain circumstances. To do this you should write to:
Regularisation Scheme, Immigration Service Delivery, the Department of Justice, 13 - 14 Burgh Quay, Dublin 2, D02 XK70
explaining what errors need to be corrected or erased or your reasons for seeking the restriction of, or objecting to, the
processing.

. You have a right to lodge a complaint with the Data Protection Commission if you believe your personal data is being processed
by us unlawfully. You will find information about how to make a complaint on http://www.dataprotection.ie/ or Data Protection
C iiiemr am Square South, Dublin 2, D02 RD28.

() By ticking this box | acknowledge that | have read and understood the information provided above by the Department of Justice, which relates to my data
protection rights, for the purposes of ensuring fair and transparent processing of my personal data *

Please select here to indicate if you are filling In this TOrM TOT SOMEONE €15 and that your are satisfied to have made this declaration on

€ applicant. Failure to do so will result in

jon form being returned. *

(& Iam filling out this farm as the applicant
> lam filling out this form as an authorised legal representative of the applicant

Save
cn

If a representative is completing the form (e.g. your solicitor) then they must complete the
following fields providing representative details:

12
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13U wnine rorms X | % 1 1askmanager ~ 13U Uniine rorms T
& c @ inisonlinetestjahs.ie/home/rglr/617294e53a0783136879213 o 2 W B &
Apps G 4l Administrative Imm... d inis-online-portal-g.. 4fl Bodeand Ors v Min.. @ Application by a pe..  #f Microsoft Word - ~... » | 18 Reading

Please select here to indicate if you are filling in this form for someone else and that your are satisfied to have made this declaration on
behalf of the applicant. Failure to do so will result in the application form being returned. *

> 1am filling out this form as the applicant
I am filling out this form as an authorised legal representative of the applicant

Representative details

Name of person completing the form *

Company name of the person completing this form *

Address of the person completing this form *

Email contact of person completing this form *

[ 1 confirm | am authorised to act on this applicant and that the
information provided in this application form and the supporting
documentation is true to the best of my knowledge. | acknowledge
that the provision of false or misleading information in this regard
may have implications for any immigration permission granted on the
basis of this application and my continued ability to submit
applications under the Regularisation Scheme *

Save

3.5.3 Section 3 of the form — Applicant Details

In the first part of this section you provide your first name, your last name, any other names you
have used in the State, your date of birth, your country of birth, your gender and your nationality.

<« C & inisonlinetestjahs.ie/home/rglr/617e94e53a078313687921e3 o 2 F B &
Apps @ i Administrative Imm... 4 inis-online-portal-g.. Zfl Bodeand OrsvMin.. @ Applicationbyape.. ¢ Microsoft Word - ~. » | 13 Reading list
Reguldli>duort scrierie -

Data privacy notice | Applicants details [[FSupporting documents

An Roinn Dli agus Cirt
Department of Justice

Panel
Applicant Details ®
Forenames) * surname *

Have you ever used a different name (alias) in the State? *

Yes
No
Date of birth * Country of birth *

i) -
Gender * Nationality *

T5of5 23dwords X English (reland)

13
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You are then asked to provide any Irish immigration or other identifiers you may have. You may

provide your PPS Number if you wish to use it to support your application, but this is optional.
You are also asked about your previous interactions with Immigration Service Delivery/the Irish
National Immigration Service and/or the Garda National Immigration Bureau and any previous
applications, such as a visitor or other visa application. Please answer all of these questions.

ISD Online Forms. X | & INIS lask manager x ISL Online Forms x o+
C @& inisonlinetestjahsie/home/rglr/617e94e532078313687921e3 o B WA
ipps G §#f Administrative Inm... §§ inis-online-portal-g... ‘ Bodeand Orsv Min.. @ Application by ape.. i Microsoft Word - ~... » @ Reading lis
Male X Afghanistan X

Identifiers

PPS number (If you have one)

5825866K

Have you ever had any interaction with the Immigration
service Delivery/irish National Immigration Service or the
Garda National Immigration Bureau? *

@ Yes

O No

Immigration Person ID
Example of an Irish Residence Permit (IRP) card

IRP/GNIB number

IR1RLN4: 7634365<:
45020522710095 AR6<:

©ld reference number SHITHSCJ OHNCE<2Eeex.

Example of a visa card:

Have you ever been granted a visa to enter Ireland * Visa number
@ Yes

IRL

(O No

0 Tof 1503 words  [|¥  Enalish reland] E

You are then asked to provide your contact details.

15D Online Forms. X | @ IS lask manager x 1S Online Forms X 4

C @ inisonlinetestjahs.ie/homeyrc

Contact Details

Current address * Phone number *

| Eman

County *

Eircode

Country *

Ireland X -

Passport or Travel Documents

Please select the type of passport or travel document *

‘ ‘

Arrival and Residency in the State

Date of arrival in the state * Immigration status in the state upon arrival

14
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Next, you are asked to provide details of your identity or travel document, if you have one and
then the details of your arrival and residency in the State.

Passport or Travel Documents

Please select the type of passport or travel document *

-
Arrival and Residency in the State

Date of arrival in the state * Immigration status in the state upon arrival *

Have you ever had legal residency in the state? *
Yes
No

Do you have any active Deportation Order? *
Yes
O No
Have you ever applied for Asylum or International
Protection in Ireland? *
Yes
No

Since your arrival, have you ever left the state? *
D Yes
O No

You are then asked what your employment status is:

Connection with the State

What is your current employment status? *

-

You are then asked to provide details of any criminal history. It is extremely important that you
provide accurate and complete information here. Failure to disclose this information is considered to
affect your character and your application may therefore be refused. Add a separate entry for each
offence by clicking “Add Another” highlighted below:

I oAPPS 0 W AGMINSUAIVE IMM.. WE INS-ONINE-POrTEi-g.. i SO0EANG ISV M., 1 APPICEUON OY 3 Pe. WE MICFOSOTT WOrd -~ » | Lz neacing st

Employment history in Ireland *

Cleaning / Maintenance ® v

Criminal Declaration

Have you ever been convicted of offence in Ireland or

abroad? *
® Yes

No
Name
under Country
whichyou  where you Term of
were were Date imprisonm
convicted convicted  Type of Sentence sentenced  ent (ifany)
* * offence * given * * *

* * v * * =3 * ®
months months

+ Add Another

Have you ever been charged or indicted in any country
(including Ireland) with a criminal offence for which you
have not been tried in court? *

(O Yes
No

Are there, or have there ever been any Court Orders in
relation to Family Law matters to which you are/were party
(e.g. Barring Order, Care Order, Protection Order or Safety
Order etc)? *

15
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You are also asked to answer a series of mandatory questions as follows:

Have you ever been charged or indicted in any country
{including Ireland) with a criminal offence for which you
have not been tried in court? *
) Yes

No

Arethere, or have there ever been any Court Ordersin
relation to Family Law matters to which you are/were party
(e.g. Barring Order, Care Order, Protection Order or Safety
Order etc)? *

Yes
) No

Have you ever been involved in, supported, or encouraged
terrorist activities in any EEILII’V[?")/? *

) Yes
No

Have you ever served in a military force or State-sponsored
private militia, undertaken any military or paramilitary
training, or been trained in the use of weapons and/or
explosives? *

Yes
O No

Have you ever been a member of, or given suppart to, an
organisation, which has been associated with terrorism? *

Yes
No

Have you, in either peace time or war time, ever been

involved in, or been suspected of invalvement in, war
crimes, crimes against humanity or genocide? *

Yes

At the end of these questions there is a button to add another member of your family, with a
similar set of information required for each family member. You should complete this for each
member of your family.

Family for the purposes of this application include you, your spouse or de facto /civil partner, your
children or the children of your spouse/de facto/civil partner included in the application, who are
under the age of 23, and are living with you as a family unit. The child must also not be married
or in a de facto relationship.

You must provide a valid email address for each member of your family who is aged 16 or above.
This is so that you can be sent a link for eVetting which we will use to assess your character and
conduct within Ireland.

FrVE YO, I SILET PEEUE LTS OF Wail LTS, Bver Ueer
involved in, or been suspected af involvement in, war
crimes, crimes against humanity or genocide? *

7 Yes
No

=+ Add Another

L

16
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3.5.4 Note about Mandatory fields

Mandatory fields are questions on the form where you must give an answer.
You will not be able to submit an application form to us without completing all

mandatory fields.

e Mandatory fields are marked with a red asterisk (*).
¢ If you do not complete these parts, they will be marked in red boxes after
you complete each page.

¢ You must complete these parts to submit an application to us.

Tip: if you can’t proceed using the Next button, then you may have forgotten to

complete a mandatory field. Scroll up the page to check for a red box.

Current Address in the State

1 Main Street

Country *

Eircode *

|H‘T‘I'H

17
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3.5.5 Section 4 of the form - Supporting documentation

On your application form you will be asked to upload documentation as part of your
application to us. This will be on the Supporting Documentation section of the
form.

Please note:

¢ You must provide a copy of your original identity document(s) and

translations into English or Irish if in another language for each family

member included in the application.

¢ You must also provide scanned copies of documents that provide evidence
that you and your eligible family members included in this application have
lived undocumented in the State immediately prior to the launch of this
scheme 31 January 2022. Further information in relation to the required
undocumented time period that each family member must meet is available

at https://www.irishimmigration.ie/regularisation-of-long-term-

undocumented-migrant-scheme/

o We would expect to receive at least one proof of address for each year, plus
evidence that each family member has lived undocumented in the State for
this required time period. A link to the list of acceptable documents is
provided at the back of this document.

¢ For security reasons, you may only upload files in the PDF, PNG or JPEG formats.
e You can only add 1 file per box.

e There will be a heading for each document you are required to submit, and
a button to upload one file per heading. If your file requires multiple
images, for example proofs of address for each year, you can combine all

of the scanned images into one PDF document. Guidance on how to do

this is available in section 3.5.6 Preparing vour files for upload.

18
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This is a section of the
Upload Documents Page

To replace a document, delete the existing one

' first by clicking on the X. You can’t drag and drop
Copy of your current pas, _ : : u ;
|into a box that already contains a document. If

you try to do this you could lose unsaved work. | Size

Important: you must up! nent. We accept PDF, PNG and JPEG file types only.

Passportodf I S
' This box is not where
Copy of your Previous Passport (all pages). you add files to
File Name Size

& ' This box is where
Drop files to attach, or browse to ad_d files to

19
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3.5.6 Preparing your files for upload

The following section will give you guidance on how to save your documents as
PDF, PNG images and JPEG images, and how to combine multi-page
documents into one single document.

How can | save my documents as PDFs?

O wve s =
GG [# » Libraries » Docuenents » 'llr a5 | feareh Docmment ,IE'
Ciganize = Mew fnider == @

B i :
B Micresoht Wod Documents library e
Incluctes: 1 iocatsen 5
i Favatives "lams - [ate moddfied Type s
B Desictep
8 Dok b Systemifolder IOEA IS Fia fodde
2 Pecent Places ¥ fidobe 8 i .y
L Avocentibd Fie 1oide
S Uibesins 4 Custoen Office Templates Fée fodde
R b Dicticoary e {oide
& Fictures b DO Labed 2 fobde
L Minddanage: de
& Comouter htle| 2 !
File name:  INIS Cinking Helpodoos -

seveasype: (i Docwmed e z)
Wignd Degument (*doc)

AEARET et M ro-Ensbled Document (* docm]
Wond O7-2003 Document [*.doc]
Wond Template {".doks)
‘Woad Mecro-Enstried Template [~ .dotm)
Woad 57-2003 T lade {".diok)
= Hide Folders i

KPS Documant [xpd)

Sersgle File Web Page [*.mht " mbtml)
Wb Page (" bt " ami]

‘Wb Page. Filtered ("t " html)
Rich Tes Formaed [*.rif]

Plain Tt (" bk}

Wond ML Diocumsent {" smil]

Wead 2003 XML Degumnt ("oml)
Sknet Open XM, Document [".doca)
OpenDocumant Tedt [ .odt)

You can save a word

processor document as a PDF

20
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How can | save my images as PNGs or JPEGs?

Cwganae - HMew lolder = vﬂ

¢ Favorites Documents library
M Desiciop Ry 1Nt
§ Dowrdosds
wu Racent Place
_SyiterrFolder

4 libranes Adcbe

& K
N Documients wocerkbd

&3 Pichures Custom Ofice Templates
Dictecrary
OVRA0 Lkl
Mindhlanages
by Dipta Senarems

& Ceemputer

Wy Documents

Fie rarme  Uniitled.png -
S a5 Bype I_MGI;'_W rj'

Meochcme Bamap C b 48) We accept IPEG or PNG
o HideFoldes 15 ColorBamep e i : ;
: imib image files... remember to
save your photos or scans as
one of these

4-ba Barmap (" benp &

PG {"png)

How can | upload many pages as a single document?

When you are submitting multi-page documents, such as a copy of your full passport, you will
need to combine the different images into a single document for upload. You can do this by

three main methods:

1. Use a scanning application for your phone or tablet that will allow you take multiple
photos and combine them into a single PDF. There are several applications available for
free on app stores.

2. Use a modern photocopier/scanner that will scan multiple pages and combine them into
a single PDF.

3. Take individual digital photos and copy them into a single word processor document,

then save that document as a PDF, as described above.

- https://www.irishimmigration.ie/wp-content/uploads/2021/11/Trouble-Uploading-Documents.pdf
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3.6 Section 5 of the form - Submitting your form

To submit your application form you must:

¢ Complete all mandatory fields on the form, and
e upload any required documentation, and
e pay the required application fee.

3.6.1 Submitting your form and paying the fee

1. When all your information and documents are on the form, go to the Submit section.
2. Please read the information in this section.
3. Click the button marked Submit Form.

vt g

An Roi li agus Cirt
1. When you have tjce
all your data and

documents

Please make sure you have completed all sections of this form correctly. If you do not the form will not submit
entered, go to the
.

Submit tab
By clicking the "Submit Form” button, you agres tha: the provided data is accurate and confirm submission,
i this is your firss submission, you will be redirecied 1o the Payment screen. whene you will need to complete payment
Once you have completed the payment you will be sent an acknowledgement email from us. You must review this email. Iz containg the details of what you need to do next.

.
2. Click here to

submit your form

You will now be taken to a payment page. The payment page confirms the fee that will be

charged and asks for bill payer details.

Please:

Review the information contained here and complete the required fields.
2. Click the Pay and Submit button.
Note: If you select the cancel button, your application will not be submitted to us and

no payment will be made.
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A payment page will appear where you will enter credit or debit card details.

4
5. There is only the option to pay the full fee, which in the case of a family application is €700.
6. Enter the payment card information

7

Click Pay now.
Card Number e @0 3

Expiry
Security Code

Cardholder Name

® PAY NOW

@) | 28

8. When the payment has been processed, you will receive an email confirming that
your form has been submitted. Please make sure to read this email as it will give
information on the next steps in your application. If you have not paid the fee
then the application will not be submitted.

9. The application fee is non refundable. Please ensure you are eligible for

this scheme before applying.

Please note once you submit your application to us, you will not be able to edit it again unless
we ask you to provide further information.
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3.7 Responding to a request for further information

In rare situations, we might send you an email looking for extra information.

The instructions you will receive will tell you to:

Log into your account in the Immigration Online portal,
Go to the My Forms section,
You will find your form in the Additional Information Required tab,

Open the form,

o~ 0N~

You will find our requirements for further information within the form in a box called
Further information Required,

6. You must update information in your application form or remove an update and a
required document in your application as stated, and

7. Then submit your application again. You will not be charged for this.

3.8 What documents must | submit as part of the application?

A list of the required documents that must be submitted as part of your application are available at
https://www.irishimmigration.ie/required-documents-quide-reqularisation-of-long-term-undocumented-
migrants-scheme/
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