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1. INIS Online

This is your guide to navigating 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 INIS Online login page, click on the words Register here
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Please login to your ISD account

Enter your email address

Enter your password.

To register for an
tyet? Register here account, click Register
here

2. Fill'in your details. You will be asked: 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 INIS Online terms conditions on our website www.inis.gov.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.
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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 DI agus C
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1. Complete
your details

_ 4, Click register
] to complete the
process

Tamrs and Conoiions

< ¥ 2. Check out
* the terms and
3. Don't forget to conditions for
tick this box to using the INIS
agrea to T&C's Online Portal

Details of
activation email

711 agree |a tha Termm an

Click here to resend
activation email
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2. Navigating your account
2.1 Log in to INIS account

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

click Login

An Roinn DIi agus Cirt
agus Comhionannais
Department of Justice
and Equality

INIS Online

Phease ogin to your INIS stcoumt

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

two headings:

« Dashboard
* My Forms

An ot Ll s Cim
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Welcome to INIS Online

& Applications for Permisslon to Remain in the State

Applications for Permission to enter in the State
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2.2 Dashboard

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

can access all our online forms.

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

L amhi,
v

My Forms

Logout or change
Yyour passwords
by clicking here

Click here to open

the Dashboard ’
Click the + button

to open the panel
containing
applications

2.3 My Forms

The second heading in your INIS 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;

+ 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.

» Completed Forms: Contains forms where we have made a decision based on the

information you gave.

This screen is called My Forms. You can see
[ ks 1 s all your saved and submitted forms here (s

ages Lumibrnrman
[Py
sad Bqaainy

piints i 2 Sl Gltk herE tu ﬂpen _
My Forms

My Forms

Complesed [

When INIS has enough

Saved form you Completed forms I'::::Imatl?ns thait information to process
are working on you have sent to INIS Sl bbbl your application, your
information to 5
form will be stored
process

here
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2.4 Account Settings

In the top-right corner, when you click the 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

o[ T —

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...

cnter your new passwordad

Enter your f}ESS‘."\-’OT'd dgdlin

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
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 four dropdown menus on the Dashboard:

¢ Applications for Permission to Remain in the State
o Applications for Permission to enter in the State

o Applications for Naturalisation

o For International Protection Applicants

1. Please select the For International Protection Applicants and
Next locate the application form you wish to use : Labour Market Access
3. Under the heading for the application form, click on Begin Application. This will take

you to the first page of your form.

Dashboard My Forms

Welcome to ISD Online

2% Applications for Permission to Remain in the State

a% Applications for Permission to enter in the State

2% Applications for Maturalisation

2% For International Protection Applicants

Labour Market Access Travel Document Application

Select this
button to begin
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3.2 Getting around the form (1): The basics

At the top of the form, there are be 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.

S nn Dli agus Cirt
1 omhionannais
You can navigate ment of Justice
between screens by ualiy

clicking these tabs

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

- : handatony fields
mandatory flelds In the Elmh her-t_ ey Lave hivie read end gereed (o thiz-declaration h are shw,'n usgng a®
. . details. Yo
section you are in for the i

out mandatary

Next button to take you to Fokhé tr i

the next section of the

form. Mandatory fields are

shown using a red asterix * Previous and Next will
maove between the farm's
screens; You need to have
mandatory fields fillad in

. . . to use these
* Previous: If you click this

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

+ Save: When you click this button a message will appear You will get this message to
L canfirm your form has
confirming Your form has been saved as a draft. bésp-samd
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 h:S i;':en saved as
ra

form will be saved.



INIS Online Portal

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 discuss further in the next section.

Dashboard My Forms

My Forms .
= 1. Click My Form to see your

saved and submitted forms

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

Revdecce Fermit card

m T

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 section 3.3 Getting around the
form (2): Finding a saved form.
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.
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Delets

ptevel degree student

. Click here to delete
Declaratior your form

3.5 Submitting your form

To submit your application form you must:

+ Complete all mandatory fields on the form,
* upload any required documentation, and
* pay any application fees

3.5.1 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.

* Mandatory fields are marked with a red asterisk (*) on your form.
+ 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.

10
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3.5.2 Supporting documentation

On your application form you will 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 upload scans of original documents and certified translations into English as
required.

* For security reasons, you may only upload files in the PDF, PNG or JPEG formats.

» 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, you can combine
images into one PDF file.

* You can only add 1 file per box.

+ If your document has multiple pages, you must ensure they are scanned into 1 single
pdf document. Guidance on how to this is available in section 3.5.3 Preparing your
files for upload.

This is a section of the

Up load Documents Page

& Drop fles wattacl, or brows:

I For each document type,
drag and drop files or browse
to the file location and add

&8 Drop files to attach, o br

11




INIS Online Portal

This is a section of the
Upload Documents Page

| To replace a document, delete the existing one

AN

Important; you mist upl nent. We gccept PDF, PNG and [PEG fie types only,

Copy of your current Pailﬁr:;tby dmkm'g g g Xd iy dmg - dmp

into a box that already contains a document. If
you try to do this you could lose unsaved work. s

x Passpartpd 338 k8
This box is not safe l
Copy of your Previous Passport (all pages). tgaddﬁ!esto
File Name Size

This box is safe
O Drop files to attach, or browse : tnaddﬁles tﬂ

12
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3.5.3 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?

Tl S ==
R e TR — e e ————
‘ l-.-_,l' |2 b Librames # Decuments » = iy | Seavch Do =]
Chgamize = New faliier == i@
Bl Microsot Word Documents library - T T
|Inshades: | locaten 3
o Favanbel T Type -
B Cesktop
B Dow b Stemioldes Pl fokde
4 Recent Places = & Addba Fila ke
L Avecentisd Pt febds
S Libeies I Cl..u.'f.um Office Tempiates T cide
% L Dicticrary I ™
&5 Pictines 4 BYWIC Label 3 F de
| MindBdanage: I 700/ 2014 1758 File el _
& Comouter '] 5 ¥
Fle names IS Caline Helgodoo o

swve utype: (Wosd Dncumant [ docal ™)
Wil Decurmant [ doc)

Wiend Matro-Enabiled Decument {* desm]|
Wiord 97- 2003 Document (*.doc)

‘Word Template (*.dokx]

Wiead Mecro-Ensbled Tesnplate [".dotm]
Whoad 87-2000 Temmplate (" .dot)

Athor

= phde Folden i
%P5 Docurmend {"apd)

Sirghe Fie Wk Page [ rmbt " mbard)
Wab Page [".hem " hml)

Web Page, Filtered (" hten;* himl})
Rich Test Foumat [*.3f)
Plaim Ted [ bt)

Word WL Documsend [ amil]

Wieid 2003 XML D umant ["aeml)
Senet Dpen KWL Dacumesd [".daes)
Openlacument Test (".odl}

You can save a word
processor document as a PDF
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How can | save my images as PNGs or JPEGs?

Chiasrste w Pt fii ity - L

¢ Favorites Documents library
M Desitop nchdee 1t
B Dowrdeady

2 Racent Placer
SyatereFolder

Ardcke
fypremiihd
Cumtoen Cifice Temnplates

w4 Librane
* Documents

b Pectures
Dheteeary

DYRAD Lkl
MindMasage:
My Dlats S

My Doty

B Cemputer

Fig mamae:  Unifted.png -

faem au type EWG'ITP"'H.

Le

We accept IPEG or PNG
image files... remember to
save your photos or scans as
one of these

= rhdr Fcide

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 a number of 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.

14
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5.1.4 Submitting your form and paying the fee

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

Third level degree students |IRP card renewal (Dublin residents only)

1. When you have pjcp

all your data and
documents

entered, go to the
Submit tab

wignrw wnd Pt L T P rrew e L S deteds 6 b e £ i

2. Click here to
submit your form

If your application form does not have a fee, you will receive an email confirming that your form

has been submitted.

*Please note Labour Market Access has no fee

Please make sure to review this email. For some applications this email may also give

information on the next steps in your application.

For forms that have a fee you will be taken to a payment page that 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.

15
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The payment page confirms the fee that will be
charged and asks for bill payer details

The Bill payer is the

person who's debit or
credit card is being

used to pay the fee,

The fee that will be
charged will be shown

- T i on this page. In this
_ example the fee is
£

€300
If you Click the Cancel

button your application The Pay and Submit

will not be submitted button takesi'y'uu to

to us an no payment the card details page
will be made.

4. A payment page will appear where you will enter credit or debit card details.
5. Enter the payment card information

6. Click Pay now.

= e 0

@ PAY NOW

7. When payment has been processed for your form, 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.

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.

16
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3.6 Responding to a request for further information
In some 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 INIS Online portal,
Go to the My Forms section,
You will find your form in the Additional Information Required tab,

Open the form,

o M D=

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.

17
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