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Introduction

This document aims to assist the user on how to use the Organisation Management System. It includes
accessing the different pages on the website and using the different functionalities that can be found on
these pages.

The document is divided into a number of sections related to the actions that can be done by an

administrator or by an employee. Each section contains screenshots that reflects how to proceed.

Menu Bar and Navigation

The navigation pane is located to the left of the page. It contains links to pages to which the logged in user
has access. It is divided into two main sections: one for accessing pages related to the logged user and
another for accessing pages related to a company, which can be selected from the drop-down list.

The Start Application button is a quick link to start an application for any of the user’s companies (see
Figure 1). The links shown depend on the access rights of the user and on the actions already taken.

The top part, dedicated to the logged user contains the following links:
= Dashboard screen: It is described in Dashboard section below.
= My Notifications screen: It is described in My Notifications section below.
= My Applications screen: It is described in My Applications section below.
= My Companies screen: It is described in My Companies section below.
= My Profile screen: This page contains the user personal details.

= My Personal Applications screen: This page shows the list of applications submitted by the user
for Renewal or Reprint. If there is not any reprint or renewal application the link is not shown.

=  Log Out button: It is a button to log out from the system.
The section dedicated to the company contains the following links:

= Details screen: It is described in Company Details section below. The link is shown if the user is
an administrator of the selected company.

= Applications screen: It is described in the Company Applications section below.

= Users screen: It is explained in User Management section below. The link is shown if the logged
in user is an administrator.

= Mandatories screen: It is described in Company Mandatories screen section below. The link is
shown if the company has mandated (delegated) services to another company and the logged in
user is an administrator.

= Mandating Companies screen: It is described in Company Mandating screen section below. The
link is shown if the company has mandating companies.
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Dashboard
The Personal Dashboard screen can be accessed by any user who has an elD account with active status.

identita management of companies and employees

Dedlan Guerra

online application
non-eu: single permit

() dashboard
new features

0 my notifications

© start application

Wie are constantly improving the site and introducing new features to simplify the online application process, This release introduces a number of new features, aimed at providing easier access to
manage companies and to submit your applications online.
3 my applications

B3 my companies © management of companies

s

& my profile All the features required to manage your companies and employees have now been moved to this central portal. All company infarmation and employees, related to Single Permit, that were previously
available In Subscribed Services have been migrated for you to this portal.

3 my personal applications

wihile we have made every effort to confirm the Corectness of
company are still valid. The users should also be assigned the carre

tion, we kindly ask you to venfy the inform
depending on the function that they are autharis

about every company, and confirm that the employees linked to each
0 CarTy out.

[ togout
A user manual is available here and we ask you to spend some time to go through it and familiarise yourself with the system and the new features.

© roles and access rights
my companies

The following roles are avallable:

Select Company (-] Administrator: The administrator can access all areas of a company. The administrator can add o remove employees, mandate the service, change the Information of 3 company and submit

Employee: The employee can anly submit applications on behalf of the company.

(@) personal dashboard

Dismiss Message

© identita Privacy Policy  Terms And Conditions  Cookies Policy  Disclaimer  Website Accessibillty Statement  News

Figure 2 — First screen shown when a user is logged in.

A user can access the Personal Dashboard screen by clicking on Personal Dashboard button or by clicking
on Dashboard link in the navigation pane (see Figure 2).

Click on Dismiss Message to stop the message from showing up again after the next login.
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The information and features included in the Personal Dashboard screen depend on the access rights and
actions that have been done related to the user’s companies. For example, if no services have been
mandated to the company, then the Mandating Companies section will not be shown.

In summary, the Personal Dashboard contains:

=  Your Notifications: The list of notifications related to the logged in user.

= Your Companies: The list of companies accessible by the logged in user.
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Register a new company card: From this card, the user can register a new company by clicking
on the Start Submission button. Further details can be found in
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How to register a new Company (employer) section).

Submit application as a Company card: From this card, the user can start a new application for
single permit on behalf of a company. The user can also view the applications already started by
clicking View Applications. Further details can be found under How to view and manage
applications for companies with groups section.

Mandating Companies: The list of companies that have mandated their services to any of the
companies where the logged in user is administrator.

Apply for Live-in Carer as Individual card: From this card, the user can start an application for a
live-in carer, either for himself or on behalf of another person. More information can be found
under How to apply for a Live-in Carer as Individual section.

Other links card: This card contains links to which the logged in user has access. The Submit
Request button is used to request a reprint when a card has been lost or stolen (see Figure 3).

My Notifications
As mentioned above, the Personal Dashboard includes a section to show the user’s notifications.

identita 0 my notifications

@ start application

[ my personal applications

[ togout

@ identita Privacy Policy  Terms And Conditions  Cookies Pelicy  Disclaimer  Website Accessibillty Statement  News

Figure 4 — User Notifications screen

There is also a specific screen dedicated only to notifications, that can be accessed by clicking on My
Notifications link in the navigation pane (see Figure 4).

vl.6

Page 9 of 58



@ identita

My Applications
From the My Applications link in the navigation pane, the user can view all the applications that he/she
has access to (see Figure 5).

identita [ my applications

Dedlan Guerra

This page shows a list of applications and their corre:
exported by using the Export to Excel button

tus. The applications belong to companies that you are autho

access. The list of applications

© start application

R dashboard filters  geserriters
[} my notifications Quick Search Created Date Submitted Date
| Tp——— : - 0 5 » @
& my profile Select Application Context (-] Select Processing Stage (-]
3 my personal applications
B tog out °
my companies © search & export to excel

Select Company o

Reference Y  Employer Name Y  Applicant Y  Date of Birth Y Job Title Y Submission.. Y Status 2 £

A Yuval WANG - - - % Processing by Third
193850771 VolO 02 Feb, 2000 Softw Develope! 6 Oct, 20. »
R93850770 ol0rg 1 ettt 2 Feb, oftware per 2 2
Lindiwe MICHALAK 5 -
9 VolO 02 Feb, 2000 Software Develope 6 Oct, 2023
R97665589 rg 1 801584 eb, 2 ware Developer 26 0ct, 202
R98423550 volorg 1 Yiaval WANG:- 02 Feb, 2000 Software Developer 25 Oct, 202 Approved

0601369A

Aryan YOUNG -

R91968352 Volorg 1 0601351A 02 Feb, 2000 As Current ‘Withdrawn
90225483 volorg 1 B APUERD 02 Feb, 2000 Software Developer 12 Oct, 2023 Sppeoval 10 itaciole

R90773507 VolOrg 1 zi;;,i;s)(;v(n - 02 Feb, 2000 Software Developer 12 Oct, 2023 Rejected

R90858030 volorg 1 3?{3’3}?}"‘6 02 Feb, 2000 Software Developer 12 Oct, 2023 Rejected

R91822032 Volorg 1 ki s 02 Feb, 2000 As Current 12 Oct, 2023 Rejected

R94168330 Volorg 1 ;Zf;;;’;m“ B Software Developer 12 Oct, 2023 Issued

R99365040 volorg 1 Nancy NICHOLS Software Developer Withdrawn

1 » (¢}
© identita Privacy Policy  Terms And Conditions  Cookies Policy  Disclaimer  Website Accessibilty Statement  News

Figure 5 — My Applications screen

The applications that can be viewed depend on a number of factors and the role of the user logged in. For
example, the administrator of a company can view all the applications submitted on behalf of the
company.

If the user has been assigned the employer role and the company has groups, the access is limited to the
applications and groups assigned to the user (more details in section Group Management).

The page includes search criteria that can be used to search for one or more applications.
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My Companies
From the My Companies link in the navigation pane, the user can view and access the list of companies
where he/she is assigned as a user.

identita £ my companies

Robbie Williams
This page shows a list of companies and their corresponding status. The list includes companies that you have mandated to ancther entity and the status of the mandate.

© start application

Before you can submit an application on behalf of a business entity or for Self-Emplayment, you need to register the company with Identita. Once the company has been approved you can then submit
(@ dashboard applications under the said company.

£ my notifications
(@) register company

3 my applications.

T —— |

Name Company Status company Type user Role Mandated To Employee Email Mandate Status Assigned
& my profile
My Childcare Approved Childcare Centre Administratar - ab@c.d - - View
3 my personal applications
Swimming School Approved Sport Entity Administrator - agb.c - - Wiew
[ togout
Household Employer
AA Approved (Excluding Live-In Administrator - a@b.c - View
Carer)
my companies Swimming School Approved Sport Entity - My Childcare - Active No View
Select Company o UTest Approved Limited Liabilty - Swimming Schoal - Active Mo View

Company

Sole Trader/Self

The Agenc Approved Swimming Schoal - pendin No View
gency pp Employed g g View
Jcompany Approved Government Entity - Swimming School - Active ves view
=2 B 1-70f7ems O
@ identita Privacy Policy ~ Terms And Conditions  Cooldes Policy  Disclaimer  Website Accessibility Statement  News

Figure 6 — My Companies screen

The list includes companies that the user has mandated to another entity and the status of the mandate
(see
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identita F= my companies

Robbie Williams
This page shows a list of companies and their corresponding status. The list includes companies that you have mandated to anather entity and the status of the mandate.

© start application

Before you can submit an application on behalf of a business entity or for Self-Employment, you need to register the company with Identita, Once the company has been approved you can then submit
([ dashboard applications under the said company.

0 my notifications
(@ register company

3 my applications

B3 oy companies |

Name Company Status  Company Type User Role Mandated To Employee Email Mandate Status Assigned
& my profile
My Childcare Approved Childcare Centre Administrator - abgc.d wigw
2 my personal applications
Swimming School Approved Sport Entity Administrator - a@b.c - - fiew
[ togout
Hausehold Employer
Ad Approved (Excluding Live-In Administrator - a@b.c - View
Carer)
my companies swimming School Approved Sport Entity - My Childcare - Active No wiew
. . uimited Liability
Select Company L Approvec wimming School - Activ No iew
[ -] UTest pproved Company Swimming Schoal e
The Agency Approved ;:t‘;::d“ Self Swimming Schaol pending No View
JCompany Approved Government Entity - Swimming Schoal - Active Yes View
Mo+ 1 » ow 1-7of 7items ©
© identits Privacy Policy  Terms And Conditions  Cookies Policy  Disclaimér  Website Accessibillty Statement  News

Figure 6). By clicking on View link on the right of each company, the user will access the company’s
Dashboard.

Company Applications

From the Applications link, under the company selected from the drop down in the navigation pane, the
user can access the applications for the selected company. The applications are filtered by the selected
company (see Figure 7).
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@

identita [0 my childcare - applications

Robbie Williams

This page shows the company list of applications and their corresponding status. The applications belong to the groups you're currently assigned to. The list of applications shown in the search can be

exported by using the EXport o Excel button

© start application

@) dashboard filters  ese: Firers

L my notifications Quick Search Created Date Submitted Date

O3 my applications &, Re: . g >

Ll

7

B my companies

Application Context Pracessing Stage

s
& my profile Select Application Context (-] Select Processing Stage (-]
[ my personal applications _
Group
s
B tog ot Select Group [-]
my companies © search & export to excel {3 reprint issued permit
My Childcare (-]

() dashboard

B ceis

Reference T  Employer Name T  Applicant T  Date of Birth T JobTitle T Submission ..
3 applications I
R92117263 My Childcare Mary SMITH 24 Jul, 1998 software programmer
Sz users
B mandatories RS7800037 My Childcare John TEGARDEN 29 Dec, 1999 Plumber
" X
& mandating companies 1
© identita Privacy Policy  Terms And Conditions  Cookdes Pulicy  Disclaimer  Website Accessibillty Statement  News

Figure 7 — Company Applications screen

How to apply for a Live-in Carer as Individual
To apply for a live-in carer as individual, the user must follow the next steps:

- 0

Status T

Pending Completion by
Employer

1-20f2kems O

1. From the Personal Dashboard, click on Start Application button in the Apply for a Live-In as
Individual card (see Figure 3) to open the Apply for Live-In Carer as Individual screen (see Figure

8).

2. Choose who will be employing the registered applicant. There are two options:

- Myself: If the user is the person employing the live-in carer

- Add a new individual employer: If the user is submitting the application on behalf of

another person.

3. Complete the application details with the required information and click on the Start Application

button.

vl.6
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identita @ apply for live-in carer as individual

Dedan Guerra
Before you can submit an application for a Live-In Carer, you need to provide the personal details and address of the person who requires full time medical care, and with whom the Live-In Carer will be

residing. The person wha is employing the Live-In Carer will be referred to as the “Individual Employer”.

© start application

() dashbosrd who will be employing the registered applicant?

a Select "Myself" if you are the person empioying the Live-In Carer. If you are submitting this application on behalf of another person then select "Add new Individual Empioyer”.
my notifications

15 o = [ Select an Individual employer QJ
B3 my companies
& my profile
Select an individual employer
T my personal appiications ) res full time medical care, and with whom the Live-In Carer will be residing.
Add a new Individual Employer
[" log out Mysell
Fun waie

my companies
1D Card No

Select Company (-]

Date of Birth

address details

This must be the address of the person who requires fuil time medical care, and with whom the Live-In Carer will be residing.

Address Line 1
Address Line 2
Address Street

Locality Post Code

© start application

© identita Privacy Policy  Terms And Conditions  Cookles Policy  Disclaimer  Website Accessibility Statement  News

Figure 8 — Apply for Live-In Carer as Individual screen
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How to register a new Company (employer)
To register a company, a user must follow the next steps:

1. From the Personal Dashboard, click on Start Submission button in the Register a new Company

card (see Figure 3) to open the Register Company screen (see Figure 9).

2. Choose the Company Type from the drop-down menu, fill in the Company Details, upload the
required documents and click on the ‘Register Company’ button to proceed. Note: The user who

is registering the company will be assigned the role of administrator.

@

identita

Declan Guerra

© start application

@) dashboard
01 my notifications
3 my sppications
B3 my comoanies
& my profile

[ my personal applications

& booat

my companies

vl.6

@ register company

n on behalf of a business entity, you need to register the company with Identita. This is a two-step process;

[ Select Type (]

company details

Company Description

Registration No VAT Registration No PE Number

Locality Post Code

Mobile Number Phone Number comgany Email Address

company administrator

This person will be assigned the rofe of Company Administrator, The company administrator will have access to all the features provided by the system.

06013504

First Name Last Name

Decla

Administrator Emall Address

(%) register company

© identita Privacy Policy  Terms And Conditions  Coobles Policy  Disclaimer  Website Accessibility Statement  News

Figure 9 — Register Company screen

Page 15 of 58



@ identita

3. Click on Register Company button. After a successful registration, the user will receive an email
on the Company Email Address provided and will be redirected to the confirmation page shown
in the Figure 10.

identita ® register company

Dedan Guerra

© start application

@ dashboard

0 my notifications

3 my applications

B3 my companies

& my profile

(3 my personal applications

B log out registration request submitted

Your request will be reviewed and you will be informed of the outcome
by e-mall to declanguerra@mail.com.

my companies

Select Company [ (@ go to dashboard

© identita Privacy Policy  Terms And Conditions  Cookies Policy  Disclaimer  Website Accessibility Statement  News

Figure 10 — Page shown after successfully registering a company

When the user returns to the Personal Dashboard, the new company will be listed under Your Companies
and its status will be set to Pending Approval (see Figure 11). The company registration will be verified by
Identita and once the verification has been completed the status will be changed to Approved.
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Dedan Guerra

© start application

() dashboard

Q0 my notifications

3 my applications

B3 my companies

& my profile

3 my personal applications

[ tog out

my companies

The View Applications link takes the user to the list of applications created for the company. Companies

i personal dashboard

Identita's Online portal that gives you quick and e: ess to submit and man,
egories being individual services and business serv pply for Live-in Carer as

ications. The services are divided
s to be used by applicants submittl.

Into two ¢

Show more

my notifications

You have no notifications

submit application as a company

Select the company and then click Start Application.

Note: Companies t

ill being approved by Identita and have the status Pending cannot be used

T, I —— ° |
°

Application Type Please Select

© start application 3 view applications

register a new company

Before you can submit an application on behalf of a business e
Once the company has been approved you can then submit

nt, you need to register the company with Identita,

y or for Self-Employ
ons under the sai

@ register company

apply for live-in carer as individual

Apply for Live-In Carer

This application fs to be used by individuals who are seeking to employ a Live-In Carer on a personal basis. Recruitment Agencies must apply
Jevant company by using the My Companies section.

© start application

other links

® company user guide

©® application user guide
® myorofile

® my noufications

©® my apelications

©® my personal applications
©® report lost or stolen card

® news

© identita Privacy Policy  Terms And Conditions  Cookies Policy  Disclaimer  Website Accessibility Statement

Figure 11 — Personal Dashboard showing the newly registered company.

m!

(<]

y companies

Volorg 1
View Applications

VolOrg 2

View Applications

Volorg 3
View Company Dashboard

Vol Org 1
View Company Dashboard

(@ register company

that are still in the status Pending Approval will have a link View Company Dashboard.

By clicking on the View Company Dashboard, user will be redirected to the Company Dashboard screen

that shows all the information related to the company (see Figure 12).

vl.6
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E)

identita

Declan Guerra

© start application

() dashboard

£ my notifications

3 my applications

B3 my companies

& my profile

3 my personal applications

[ log out

my companies

vol 0rg 1 (-]

@ dashboard

B cenis

vl.6

) vol org 1 - dashboard

This page shows a summary of information and applications for your company. From this dashboard you can submit applications on behalf of
the company and track the progress. You can also grant access to people who can submit applications on behalf of the company.

volorg 1

Registration No RegNO142626102023 VAT Registration No VATRegNO142626102023

PE Mumber PENO142626102023 Company Status Pending Approval

Company Type voluntary Organisation company Email volorg@mail.com

Administrator Email Address  declanguerra@mail.com Employee Role Administrator

View Company Details

applications
in progress 0
pending completion 0
pending submission 0

your users

Declan Guerra (]

Administrator

© identita Privacy Policy Terms And Conditions Cookies Policy Disclaimer Website Accessibility Statement

Figure 12 — Company Dashboard screen

Mews

other links

@ user gashboard
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Access rights for Administrator and Employee
This section summarises the main differences between the role of company employee and company
administrator.

A company employee can only:

= view and manage the applications of a company that he/she has access to (see Figure 13).
Further details about application access can be found in How to view and manage applications
for companies with groups section below.

@

identita @ my childcare - dashboard

Sébastien Goldammer

ary

he progress. You can also grant submit an application

comp SS to peop an st applications on beh: mpany
Click Start Applical bmit an
© start application application on omp

of information and applic

© start application

)} bbcad my childcare
0 my notifications

Registration No 987 VAT Registration No 567A
O3 my applications

PE Number NA Company Status Approved mandating companies
E2 my companies

Company Type Company Email a@b.c .
B v orlls @ CsL Single Permit

Administrator Email Address Employee Role Employee Lanfalorans
[ togout

my companies other links
Childcare o ® user dashboard
in progress 0
@ dashboard |
pending completion 2
pending submission 0
mandating companies
@ st Single Permit
View Applications
© identita Privacy Policy Terms And Conditions Cookies Policy Disclaimer Website Accessibility Statement News

Figure 13 — Company Dashboard seen from an employee

The company Dashboard also includes in this case, a section to show the number of applications In
Progress or under Pending Completion status related to the company (see Figure 13).

A company administrator can:
= start or view the applications for a company,
= jnvite, edit, and remove users,
= add additional administrators to manage the company,

= create and/or delete company groups and assign/unassign users to these groups, and
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= mandate service: this means can allow another company to submit applications on its behalf.

®

identita 2 my childcare - dashboard

Robbie Williams
This page shows a summary of information and applications for your company. From this dashboard you can submit applications on behalf of - i
the company and track the progress. You can also grant access to people who can submit applications on benalf of the company submit an application
Click Start Application to submit an
© startapplication application on behalf of the Company.
. © start application
(@ dashboard my childcare friendly id: 100069
L) my notifications
Registration No 987 VAT Registration No 567A
O3 my applications
= PE Number NfA Company Status Approved mandate service
my companies
Company Type Childcare Centre Company Email a@b.c The function ta submit applications can be
& my profile assigned to another company. Click on the
button below to authorise another company
Administrator Email Address  ab@c.d Employee Role to submit applications on your behalf

3 my personal applications

view Company Detalls
[ togout rZ mandate services

my companies s
mandating companies

My Childcare (-]
in progress 0 © swimming School
[ dashboard | View Applications
ending completion 2
B detaits P 9 P @® company
View Applications
pending submission 0
S users
e required 1
X mandatories other links

1. mandating companies

@ user dashboarg

Robbie Williams =)

Ann Diaz [
Empioyee
Paul Cleary [
Sébastien Goldammer =
Empioyes.

View All

mandating companies

@ swimming School

View Applications

@ company
View Applications

© identita Privacy Policy  Terms And Conditions  Cookles Policy  Disclaimer  Website Accessiblity Statement  News

Figure 14 — Company Dashboard from an administrator

Similar to an employee, the company Dashboard includes a section to show the number of applications
In Progress or under Pending Completion status related to the company. Besides, it includes a section
to show the users assigned to the company with the corresponding role (see Figure 14).
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Company Details

The Company details screen can be accessed from the navigation pane by clicking on Details link under
My Companies section (see Figure 15). Some of the company details can be updated by clicking on the
Edit Details button.

identita [ my childcare - company details

Robbie Williams
This page shows the infarmation about the company. You can change certain company information by clicking the Edit Details button and then
save.

notification email(s)

© start application If no Email addresses are specified
below, notifications will be sent to the
Default Email
a@b.c

([ dashboard my childcare @ Approved )
Emall address(es) - press Enter after

each Email address

0 my notifications

Registration No 587 VAT Registration No 5674
S o=
Company Friendly ID 100069 Company Type Childcare Centre
my companies
= . 12233 1 understand that notifications
. Mobile Number 112233 Phone Number A e e
& my profile processing will be sent to the emall
Full Address 12, ASD,Triq Test, Birkirkara addresses above.
3 my personal applications
B) save emails
B logout edit details

documents

List of documents submitted when company

my companies
Y comp: was registered

edit details
My Childcare (-]

Click confirm to submit any changes to the personal details information Owner Authorisation Letter

@ dashboard Mabile Numbe: Phone Number testingInv.pdf

. View Document
112233
B detaits
1D Card (Back & Front) - Organisation

3 applications Company Email Address ST
testingInv. pdf

o, a@b.c

e View Document

X mandatories Address Line 1 Childcare Centre Registration Certificate
testinginv.pdf

1. mandating companies 12, ASD gInv.p

View Document

Address Line 2

Streat

Trig Test

Locality

Birkirkara L]

Post Code

&) confirm

© identita Privacy Policy  Terms And Conditions  Cookles Policy  Disclaimer  Website Accessibility Statement  News

Figure 15 — Company Details screen

The email address used for all notifications can be updated from the Notification Emails section. More
than one email address can be used.
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User Management

All functions related to company employees are managed by a company administrator. An administrator
can:

= |nvite a user to be part of the company, either as an employee or as an administrator.

= Remove an employee or an administrator from the company. Notice the company creator can
never be removed.

= Update user details, by changing the user role (employee or administrator) or email address.

The following sections explain in detail how an administrator can accomplish all the actions mentioned
above.

How to invite a user to be an employee of a Company
A user can be invited to be part of a company through the company’s Dashboard (see Figure 14) .

1. Asacompany administrator, click on Manage Users on the company dashboard. This will redirect
you to the company users screen that contains the Invite User button (see Figure 16).

identita 2: my childcare - users

Robbie Williams
This page shows a list of users that are allowed ta submit applicaticns for the company. To add new users, click the Invite User button and complete the required information. You can alsc manage the
groups tab by clicking on the Groups tab or using the Manage Groups button

© start application

@ dashboard all users groups 21 manage groups @ Invite user
L) my notifications
O3 my apslications Full Name Email Role Status Groups
B3 my companies
Robbie williams ahg@c.d Administrator Active N/A r
& my profile
3 m personal applications Ann Diaz ann@b.c Employee Active No Groups Assigned )
B tog out
Paul Cleary c@d.e Emplayee Active Group A; S O
my companies
Sébastien Goldammer lizzyfarrugla@gmail.com employee Active Group A; Group B; )
My Chidcare o
a B 1-4ofaitems O
(@ dashboard
detail :
B e related items
O3 applications
(® assion users to handle the services of a mandating company,
e |
£ mandatories
1E. mandating companies
© identita Privacy Policy Terms And Conditions Cookies Palicy Disclaimer Website Accessibility Statement MNews

Figure 16 — Company Users screen

2. Click the Invite User button to open the Invite a new user section Figure 17.
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identita

Robbie Williams

© startapplication

@ dashboard

L my notifications

3 my applications

3 my companies

& my profile

(3 my personal applications

[ tog out

my companies

My Childcare [-]

@ dashboard
B details

3 applications
2 users

X mandatories

1 mandating companies

3. Complete the form and click on the Invite button (see Figure 17). A request is sent to the user to
become an employee of the company. A message is shown at the top of the screen where the

2= my childcare - users

This page shows a list of users that are allowed to submit applications for the company. To add new users, click the Invite User button and complete the required information. You can also manage the
groups tab by clicking on the Groups tab or using the Manage Groups button

all users groups

£= manage groups

@ invite user

invite a new user

ect, as these will be verified before the user can accept the invitation. An invitation

Invite a new user to your company by filling in the details below, making sure that the details ar
plete the process. Users can be assign one of two roles:

email will be sent to the email address provided and the user will need to accept the invitation t

Administrator: The administrator has full access to the company and can add administrators, add or remove users and assign users to groups. The administrator can also change the
detalls of the company.

Employee: The employee can only submit and view applications for the assigned group.

1D Card No Date of Birth Role
dd/mm/yyyy = Please Select Role [-]
Email Address First Name Last Name
@ invite
Full Name Email Role Status Groups
Robbie Williams ab@c.d Administrator Active N/A 7
Ann Diaz ann@b.c Employee Active No Groups Assigned 7 O
Paul Cleary c@d.e Employee Active Group A; 7 0
Sébastien Goldammer lizzy.farrugia@gmail.com Employee Active Group A; Group B; VK <]
W o<l > M 1-4ofditems O
related items
® assign users to handle the services of a mpan
© identita Privacy Policy  Terms And Conditions  Cookles Policy  Disclaimer  Website Accessibilty Statement  News

Figure 17 — Company Users screen after clicking on Invite User button

invitation was sent successfully (see Figure 18).

© start application

(A dashboard
£ my notifications
O3 my acpiications

B3 my companies

R LI U Ry I S SRR G U I I R R DS

| ©  Your invitation has been successfully sent

all users groups &2 manage groups

Figure 18 — Message shown after successfully sent a user invitation

The invited user will be added to the company’s users list with Pending status (see Figure 19).

vl.6
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Note: It is important to insert the correct ID Card No and Date of Birth as this information will be used to
verify the identity of the user when the invitation is accepted.

How to remove an employee from a company
An employee can be removed by the company administrator following the following steps.

1. As an administrator, go to the company user screen.
2. Click the delete icon (red icon) next to the user that you want to remove (see Figure 19).

Figure 19 — Company User screen just after doing a user invitation

A company administrator can remove users in Active or Pending status.

How to update a company’s user details
The company administrator can update the details of an Active user following the next steps:

1. Asan administrator, click on the edit icon (pencil icon) next to the user that you want to update.
2. Update the details (email address and role) and click the save icon.

How to Accept/Reject an Invitation to be part of a Company
A user can accept or reject an invitation only if he/she is in possession of an active e-ID account. Once the

user has logged in, the invitation received from the company, will be visible in the notifications (see Figure
20).
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identita » personal dashboard

Demi-Leigh Berry R

's Online portal that gives you quick and easy access to submit and manage your applications. The services are divided

nto twa categories being Individual services and business services. Apply for Live-in Carer as Individual Is to be used by applicants submitti.. my companies

© start application Show morg ® Myvolorg2
View Applications

() dashboard l ©® Moo
01 my notfcations my natifications View All Notfications view Applications

o et © user Invite Request
my applications

Declan Guerra has invited you to join their company: Viol Org 1  accept () reject @ register company
B2 my companies
& my profile
3 my personal applications submit application as a company i i
mandating companies

[ tog ot
select the company and then click Start Application. @ myvolorgl

View Applications

Note: Companies that are still being approved by Identita and have the status Pending cannot be used.

my companies

Company Please Select. -]
Select Company (-]
Application Type Please Select [}
© start application [ view applications

register a new company

Before you can submit an application on behalf of a business entity or for Self-Employment, you need to register the company with Identita.
Once the company has been approved you can then submit applications under the said company.

(® register company

apply for live-in carer as individual
Apply for Live-In Carer

This application is to be used by individuals who are seeking to emplay a Live-In Carer on a personal basis. Recruitment Agencies must apply
under the relevant company by using the My Companies section.

O start application

other links

company user guide
application user guide
my profile

my notifications

my applications

my personal applications
report lost or stolen card

QEREOREO

news

© identita Privacy Policy  Terms And Conditions  Cookies Policy  Disclaimer  Website Accessibility Statement  News

Figure 20 — Personal Dashboard of a user that received an invitation to be part of a company

When the invitation is accepted (see Figure 20), the notification will be removed from Your Notifications
list and the user who is now an employee or another administrator, can submit applications for this
company (see Figure 21).
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®

identita

Demi-Leigh Berry

© start application

([ dashboard
0 my notifications
03 my appiications
B3 my companies
& my profile

[3 my pessonal applications

[ togout

my companies

i personal dashboard

Welcome to Identitd’s Online portal that gives you quick and easy access to submit and manage your applications. The services are divided

into two categories being individual services and business services. Apply for Live-in Carer as Individual is to be used by applicants submitti..

Show mere

@ The invitation has been accepted X

my notifications

You have no notifications

submit application as a company

Select the company and then dick Start Application.

Mote: Companies that are still being approved by Identits and have the status Pending cannot be used.

Figure 21 — User accepts the invitation to be part of a company

The company that sent you the invitation will be added:

= to Your Companies list,

= tothe drop-down list in the navigation pane, and

my companies

@ mMyvolorgz
\ Applications

@ myvolorgl
View Applications

® voorgl
View Applications

(® register company

mandating companies

@ Myvolorgl

= can be selected from the drop down in the Submit application as a Company card.

vl.6
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Mandate (Delegate) Company Service

Mandate or delegate service is used when a company administrator authorises another company to
submit applications on behalf of her/his company. For instance, the administrator for Company A, can
authorise Company B and its employees to submit applications on behalf of Company A. Once the
service has been mandated, Company A is called mandating company and Company B is called
mandatory company.

Company Mandatories screen

Mandating companies (the ones that have mandated services to another company) will have the
Mandatories link under My Companies section in the navigation pane, that redirects to the company
Mandatories screen (see Figure 22). This page shows:

= the existing mandatory company contact details with the corresponding status, and

= the Mandate Your Services button

identita £ swimming school - mandatories

Robbie Williams
This page shows the mandatary {representing the company) that you have authorised to submit applications on behalf of your company. The contact details of the administrators for the mandatary
company are listed below.

© start application Show more

@ cashooard
(3 o all mandatories

otifications @ mandate your services

B2 my companies Name Email Moabile No Status

My Childcare N/A NA © rending [

e 1-1oftitems @&

my companies
simmingshos @

@ dashboard

B oetsis

O3 applications

S22 users

L mandatories l

1. mandating comgaries

© identita Privacy Policy  Terms And Conditions  Cooles Policy  Disclaimer  Website Accessibility Statement  News

Figure 22 — Company Mandatories screen

A company cannot mandate services to more than one company. If an administrator wants to mandate
services to a different company, he/she must first remove the existing delegation.
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How to mandate (delegate) services to another company
1. As an administrator, go to the company dashboard and click on Mandate Service button (see
Figure 14). Alternatively, click on Mandatories link under My Companies section, in the navigation
pane (see Figure 22).

2. Click on Mandate Your Services button, to open the Mandate Your Services section.

3. Insert the Friendly Company ID and click on Submit (see Figure 23). A mandating service request
is sent to the specified company (matching the Friendly ID). The Friendly Company ID can be
found either on the company Details screen (see Figure 15) or on the company dashboard (see
Figure 14).

identita £ swimming school - mandatories

Robbie Williams
This page shows the mandatary {representing the company) that you have authorised to submit applications on behalf of your company. The contact details of the administrators for the mandatary

e
company are listed below.

© start application Show more

[ gashboard
all mandatories

£ my notifications ® mandate your services

o mandate your services

Mandate the s
[3 my personal applications complete

e to another company by entering the Friendly ID below. An invitation email will be sent to the company and an administrator will need to accept the invitation to

where can 1 find my company's frien 2
B logout y company’s friendly ID?

Friendly ID
my companies

Swimming Scho o @ submit

@ dashboard

B getaits

O3 applications Name Email Mobile No Status

S22 users

= Wy Childcare NA WA © rending o
. mandatories l

. < - 1-1ofLitems O
16 mandating companies

© identita Privacy Policy  Terms And Conditions  Cookdes Policy  Disclaimer  website accessibility Statement  News

Figure 23 - Mandate Your Services section

After a mandatory request has been sent, the status will be Pending. Once the mandatory company
accepts the request (see Figure 24), the status will change to Active (see Figure 22). Employees can be
assigned to the mandating company to submit applications on its behalf (see How to assign an employee
to a Mandating Company section below).
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How to accept/reject the Mandate (Delegation) Request
When a mandatory request is received, the status is shown as Pending and there is a Manage link
beside the company name.

identita ) personal dashboard

Rabbie Williams

e to Identitd’s Online portal t to submit and manage your applications. The services are divided
ing i Live-in Carer as Individual is to s

i e used by applicants my companies
@ start application @ My Childcare
view Applications
[ dashboard l @ swimming Schaol
1 my notifications my notifications View All Notifications View Apolications

© User Invite Request
3 my apslications Q@

Elizabeth Sahagun has invited you to join their company: JCompany o accept () reject view Applications
B3 my companies

o © Mandatory Request
& my profile

Swimming School has mandated their services to My Childcare accept &) reject (® register company

3 m personal applications

© Applications

You have applications which have been sent back for review. View Applications

[ togout
mandating companies

@ swimming School

submit application as a company e
fect ] )
© Utest
View Applications
ntita and have the status Pending cannot be used.
@ 1company
Company Please Select. o View Applications

Figure 24 — Mandatory Request shown in Your Notifications section for company administrator.
To accept or reject the request:

1. As an administrator of the mandatory company, click on Accept or Reject button (see Figure 24).
Alternatively, click on the Manage link that redirects the user to the Mandating Companies screen
of the mandatory company (see Figure 25).

After the mandate has been accepted, additional employees can be assigned to the mandatory
company, and the assigned employees can submit applications on behalf of the company (refer to How
to assign an employee to a Mandating Company).

Company Mandating screen

Mandatories companies (the ones that have been authorised to submit applications on behalf of
another company) will have the Mandating link under My Companies section in the navigation pane,
that redirects to the company Mandating screen (see Figure 25). This page shows:

= The existing mandating companies with the corresponding contact details and status.
= |f the mandating company is on Pending status, then it will have the Accept and Reject buttons

= |f the mandating company is on Active status, then will have the View Applications, Assign
Users and Remove buttons. The View Applications button redirects to the mandating company
Applications screen; the Assign Users button redirects to the Assigned Users tab (see Figure
26); and the Remove button will remove the mandating company.
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=  The Assigned Users tab includes the list of employees assigned to the mandating company and
the Assign Users for a Company section (see Figure 26).

@

identita & swimming school - mandating companies

Robbie Williams
This page shows the mandating companies that have authorised your company to submit applications on their behalf, The list
clicking on the required action. Once an invitation has been accepted, make sure to assign the service to one or more users f

© start application
(A dashboard mandating companies | assigned users

3 my applications Name Email Mobile Ho Status

mmmmmmmmmm
= e Company 79797 © A Assign L R
s
& my profile
UTest 123455€ © A ppl an u
2 my personal appli
The Agency 79797979 © Fending ot Reject
[ togout
1 1 t <
my comp:
0 ¢ (-]
(R dashboard
B detaits
3 appiications

Figure 25 — Mandating Companies screen

How to remove a mandate (delegation)
Both the mandating company and the mandatory company can remove the mandate (delegation) at any
time.

The mandating company can remove the mandate (delegation) following the next step:

= Asthe administrator of the mandating company, click on the Remove button located next to
the mandatory company name in the Mandatories screen (see Figure 22).

The mandatory company can remove the mandate (delegation) following the next step:

= Asthe administrator of the mandatory company, click on the Remove button located next to
the mandating company in the Mandating Companies screen (see Figure 25).

How to assign an employee to a Mandating Company

After a mandate has been accepted, the administrator of the mandatory company can assign employees,
who can submit applications on behalf of the mandating company. In the example, a company called My
Childcare has mandated the service to a company called Swimming School.

An employee can be assigned for a mandating company following the next steps:

1. As an administrator, click on Mandating Companies under My Companies section in the
navigation pane.

v1.6 Page 30 of 58



@ identita

identita my childcare mandating companies

Robbie Williams

This page shows the list of users in your corm

applications until they have been assign the service.

that have been granted access to a submit applications on behalf of an external company (Mandating comparty

Users will not be able ta submit
© start application
G) cashboard mandating companies | assigned users
£ my notifications
3 my apslications
B my companies assign users for a mandating company |
N . Mandating Company
2 my profile
Swimming School [-]
[ my personal applications
[ togout
Please Select User [-]
my companies @ e
My Childcare (-]
@ dashboard
=) Full Name Ccompany Email Role Assignment Date
details
O3 aoplcations JE . No Match Found | @
S22 users

X mandatories

1€ mandating companies l

© identita Privacy Policy  Terms And Conditions  Cooles Policy  Disclaimer  Website Accessibility Statement  News

Figure 26 — Assigning users to a mandating company

2. Click on Assigned Users tab, to view a list of users already assigned to a mandating company.
Alternatively, click on the Assign Users button next to the corresponding mandating company
(see Figure 26).

3.

Select the mandating company, the employee and click on Assign User. Multiple employees can
be assigned to the mandating company.

The employee can now submit applications on behalf of the mandating company. To view the
applications of a mandating company.

Select the mandating company from the drop-down list under My Companies section in the
navigation pane and click on the Applications link (see Figure 27).
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Robbie Williams
@ start application

() dashboard

£ my notifications

O3 my apglications

B3 my companies

& my profile

3 my personal applications

[ iog out

my companies

Icompany (Mandating

3 applications
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[J jeompany [mandating to: swimming school) - applications

This page shows the company list of and their status. The
exportad by using the EXport to Excel button.
filters  mese: Fiters
Quick Search Created Date
Name, Referance, Reg wo. B

Application Context Pracessing Stage

Select Application Context [-] select Processing Stage

© search & export to excel (5 reprint issued permit

Card Lost/Stolen, Damaged or Changa of Address

More than 100 matches were found. Please refine your search.

Reference Y  Employer Name
R95367238 JCompany
R93907464 JCompany
R39768249 Company
RO6826327 JCompany
R90093719 JCompany
R97634549 1Company
R95380950 JCompany
R37971826 JCompany
R95188788 JCompany
R96990508 JCompany

© identita

Margreet SHIFRA -
0601386A

Oleg SATT

Tamzen KATARINE

Mariya ONFROT -
06013824

Sashok PADMA -
0601383A

Albertina AMADI -
0601381A

Erica NIKI - 06013804

Jaseph GALEA -
0601375A

Golifried LEIBNIZ -
0601377A

Mike LEVY

Privacy Policy  Terms And Conditions

Date of Birth

10 Nav, 1997

10 Nov, 1997

10 Nov, 1997

10 Nav, 1997

10 Nov, 1997

10 Nov, 1997

10 Nov, 1997

10 Nov, 1997

10 Nov, 1997

10 Nav, 1997

Cooldes Policy

Disclaimer

Submitted Date

- )
]

Job Title hd Submission ...
Driver 30 Oct, 2023
Domestic Housekeeper

Domestic Housekeeper

Driver 28 Oct, 2023
Driver 28 Oct, 2023
Driver 28 Oct, 2023
Driver 28 Oct, 2023
Driver 27 Oct, 2023
Driver 27 Oct, 2023
Driver 26 0Oct, 2023

Website Accessibility Statement  News

Figure 27 — Applications screen of a mandating company

¥
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belong to the groups you're currently assigned to. The list of applications shown in the search can be
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Processing by Third

Parties

Pending Completion by

Employer

Pending Completion by

Employer

Rejected

Rejected

Rejected

Rejected

Rejected

Processing by Third

Parties

Submitted

1-100f 100 items G
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Application Management
The applications of a company can be submitted and managed by:

= a3 company administrator,

= acompany employee with the corresponding access (depending on the company group if any,
see Group Management section),

= the mandatory company administrators (if the company has mandated services, see Mandate
(Delegate) Company Service section) and,

= an assigned employee of the mandatory company

How to submit an application on behalf a company
When the company does not have groups, the process of starting a new application is the same for any of
the user roles mentioned above.

An application can be started by following the next steps:

4. Click on Start Application button on top left of the screen to open the Submit Application as a
Company window (see Figure 28). Select a company and click on Start Application button.
Alternatively, select a company from the Submit an Application as a Company card on the
Personal Dashboard screen and click on Start Application button (see Figure 24).

4

submit application as a company

Select the company and then click Start Application.

Note: Companies that are still being approved by Identita and have the status
Pending cannoct be used.

Company [ Please Select... 9]

Please Select...

Application Type My Childcare
Swimming School
AA

o start applical JCompany (Mandating to: Swimming
Schoal)

Figure 28 — Start an application for a company with no group.

As seen in the Figure 28, when an application is being submitted on behalf of the mandating company,
(this is shown in the format Company name of mandating company: Company name of company
mandated the service).
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Online Portal — Status Description

Portal Status Description

Pending Completion by Employer Application still needs to be finalized by Employer

Pending Review by Applicant Applicant needs to review, update, and proceed with
application

Applicant Review in Progress Applicant is in the process of reviewing, updating the
application

Pending Submission by Employer Application has been updated by applicant but needs to be
submitted to Identita by Employer

Submitted Application has been submitted to Identita

Withdrawn Employer has withdrawn application before it was sent and

accepted by ldentita

Rejected Application has been rejected by Identita

In Progress Application has been received and is being processed
Processing by Third Parties Application is being validated by the relevant authorities
Ready for Final Approval Application is being processed and will be ready soon.

Applicant will be receiving the Approval in Principle to set

an appointment for the biometric and picture process

Revoked Application has been processed by Identita but
revoked
Approved Application is approved
Collection letter posted to Application has been approved and applicant will receive
registered address the collection letter in post to proceed to Identita and

collect — note that no collection is possible without
presentation of letter

Issued Residence Card has been issued and collected
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Group Management

Groups can be used to restrict an employee of a company to view certain applications. When an employee
is assigned to a group, for example Group A, then he/she can only view and manage applications linked
to the same Group A. If an application is assigned to a different group, or has not been assigned to any

group, then it will not be visible to employees of Group A.

It is worth noting that groups are only used for the employees. Company administrators will have access
to all applications and for this reason cannot be assigned to a group. Note: The restrictions linked to
groups is not inherited by the mandatory company. If a company with groups, mandates the service to
another company (see How to mandate (delegate) services to another company section), the mandatory

company will have access to all applications without restrictions.

Everything related to the company groups is handled by a company administrator who can:

= create and/or delete groups

= assign and/or unassign company employees to one or more groups.

The following sections explain in detail how an administrator can accomplish the above two actions.

How to create a company group

An administrator can create groups for a company by clicking on Manage Groups link on the Company

dashboard (see Figure 14).

1. As an administrator, click the Create Group button to open the Create Group section (see Figure

29)

identita 2= my childcare - groups

Robbie Williams

© start application

£ oy notfcations all users groups

create group

Create a new group for your company by filing in the group name below. Once the group has been created, you can assign users to the group

® create group

@ dashboard

B detaiis Full Name Email Role status

O3 spplications v GroupA | 2 / @

Figure 29 — Company Groups screen

2. Insert the group name and click on the Create Group button.

vl.6
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A new group is added to the company and employees can be added to the newly created group (see
Figure 30).

B oot assign a user to a group

Assign a user to a group by using the drop-downs below. Once the user has been assigned to a group, the user will only view applications within the assigned group.

my companies Group  Select Group ©  User | Selectuser o

@ add user to group
[ dashboard

B cetaitz

O3 applications
22 users l Full Name Email Role Status
o mandatories

v GroupA | &t /@

1. mandating companies
paul Cleary c@de

v GroupB | &+ / @

Mo Assigned Users
v Unassigned Users
Ann Diaz ann@b.c

Employee Active

« 1

related items

(3) assign users to handie the services of a mandating compan

Figure 30 — Group B has just been created and the company has now Group A and Group B

The company groups screen includes a section with the list of all the groups and the users assigned to
those groups (see How to assign an employee to a Group). From this section, it is possible to assign a new
user to the corresponding group, change group name or delete the group.

How to assign an employee to a Group

An administrator can assign an employee to one or more groups from the company groups screen.

1. As an administrator, click on Assign User to Group button. Alternatively, click on the green icon

beside the corresponding group. This will open the section Assign a user to a Group (see Figure
31).

2. Select the group and the employee you want to assign to the selected group.

3. Click on Add User to Group button.

v1.6 Page 36 of 58



@ identita

identita 2= my childcare - groups

Rabbie Williams

shows a list of groups that are allowed to submit applications for the company. Groups can be used to re:
up A, the: h

or access to particular applications. When a user is assigned to a group, for
hen the user can only see applications linked to the same Group A. Any applications that are as: n

ent groups, or have not been assigned a gr ot be visible, to..

© start application Show more

(@ cashboard
all users groups

£ my notifications @ create group Z= assign user to group

O3 my apglications.

B3 my companies
2 oy profie assign a user to a group
Assign a user to a group by using the drop-downs below. Once the user has been assigned to a group, the user will only view applications within the assigned group.

[ my personal applications

= log ou
B tog ot Group  Group B © | user | paul Cleary [}

my companies @ add user to group

My Childcare (-]

@ dashboard

B detaits Full Name Email Role Status

O3 applications v GroupA | & 7 ©

o,

||

&% mandatories

Paul Cleary cade Employee Active 2

1 mandating companies * GroupB | 2+ /@
No Assigned Users
* Unassigned Users

Ann Diaz ann@b.c Employee Active

« 1 r W 1-3of3items ©

related items

(3) assign users to handle the services of 4 mandating compan

© identita Privacy Policy  Terms And Conditions  Cookies Policy  Disclaimer  Website Accessibility Statement  News

Figure 31 — Assign a user to a company group

A user can also be removed from a group that was previously assigned by clicking on the delete icon in
the corresponding row (see Figure 31).

How to view and manage applications for companies with groups

When a group is created within a company, a number of features will change, and the employee and/or
administrator will be required to choose the group when performing certain actions. Groups can be
changed during the whole application process and after the card has be Issued.

When an employee and/or administrator of company with groups enabled start an application, he/she
must select a group for that application.

Administrators have access to all the company applications and can submit applications under any group,
including the Unassigned one. For starting an application under Unassigned group, the administrator
must select No Group from the drop-down list (see Figure 32).
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submit application as a company

Select the company and then click Start Application.

Note: Companies that are still being approved by Identita and have the status
Pending cannot be used.

Company My Childcare '°
Application Type Single Permit e
Company's Group [ Select Group °]

Select Group
© start applical g Group

Group A

_ Group B —

Figure 32 — Start an application for a company with multiple groups as administrator

Employees with no group assigned will only have access to Unassigned applications and can only submit

applications under Unassigned group. Once an employee is assigned to one or more groups, he/she can
only view or submit applications under the assigned groups (see Figure 33).
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r D |
submit application as a company

Select the company and then click Start Application.

Note: Companies that are still being approved by Identitd and have the status
Pending cannct be used.

Company My Childcare 9
Application Type single Permit 9
Company's Group [ Select Group 0]

Select Group
© start applical  group A

Group B

-— i

Figure 33 — Start an application for a company with multiple groups.

It is worth to notice that the company group drop down will not appear when:
= the company has no groups created.
= the employee is not assigned to any groups.

= the user is assigned to only one group.

How to change the group for an application

A group can be assigned to an application either before submission to (see Figure 34, Figure 35, Figure 36,
Figure 37) or at any stage while the application is being processed (Figure 38 and Figure 39).
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application context

Application for Employer

My Childcare

Employer Group for this Application

[ Group A ° ]

select group

Group A

Group B
Application Context

select context °

foreign applicant's details

BN personal details

Maltese Registration No

Figure 34 — Changing group on Single Permit Application Wizard - Personal Details step

Online Application
Non-EU: Single Permit

Group:
Mary SMITH - R92117263 .
Pending Completion by Employer Group A ° @ () withdraw
Group A
Step 1: Applicant's Step 2: Applicar 3: Step 4: Step 5:
o Personal Details © Residence Deta ' °UP © Jyment Details Documents Upload O Application Summary

applicant's residence details

@ settlement

Currently Residing In Since

Figure 35 — Changing group on Single Permit Application Wizard - Applicant's Residence Details step
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Mary SMITH - R92117263

Online Application
Pending Completion by Employer

Non-EU: Single Permit

Step 4:

Step 3: p4:
Documents Upload

Step 2: Applicant's =
Employment Details

Step 1: Applicant's
Residence Details

Personal Details

] o ©

employment details

Employer

My Childcare

Groups

® withdraw

() Sten s:
Application Summary

[ Group A

Selact Group
Group A

Group B

My Childcare

Figure 36 — Changing group on Single Permit Application Wizard - Employment Details step

Online Application
Non-EU: Single Permit

Group:
Mary SMITH - R92117263
Pending Completion by Employer Group A ° @
Group A

Step 4:

Step 2: Applicant p4:
Documents Upload

Step 1: Applicant's
Residence Details

Personal Details Group B

ment Details

Check your application's status at any time without logging in:
° https://dev.nidmsdev.local/Exigy.NIDMS.OnlineResidence. UI/App/neuhh3 MqO0go0rvde5SxF-Q2

application summary

Single Permit - Still Abroad Application [Excluding
Recruiting/Temping Agents])

BN applicant's personal details

® withdraw

Step 5:
Application Summary

|H'|

=

Figure 37 — Changing group on Single Permit Application Wizard - Application Summary step
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Online Application
Non-EU: Single Permit

Group:
Mary SMITH - R92117263 . i . X
Pending Review by Applicant Group A ° @ @ withdraw modify resend link to applicant
Group A
Group B

Check your application's status at any time without logging in:

° https://dev.nidmsdev.local/Exigy. NIDMS.OnlineResidence.UL/App/neuhh3 Mqg0goOrvdeSxF-0Q2

application summary

Single Permit - Still Abroad Application [Excluding
Recruiting/Temping Agents)

=N applicant's personal details
Figure 38 — Changing group when the application is on Pending Review By Applicant status

Online Application
Non-EU: Single Permit

Group:
Bill STUART (0601335A) - RO6180219 )
Issued - Valid Until 08/12/2023 NoGroup @ | & renew | reprint

No Group
Group A

Group B

Check your application’s status at any time without logging in:

° https://dev.nidmsdev.local/Exigy.NIDMS.OnlineResidence.UI/App/-Ho7 3TO5BUYRpSMwt4fnvg2

application summary

Single Permit - Renewal

0 . . .
= applicant's personal details
Last Name Former Surname First Name(s)

Figure 39 — Changing group when the application is on Issued status
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How to submit an application for two or three years

As an employer, you can submit an application for two or three years through the Online portal. This
option is only available for applications related to Health Professional and some other applications
depending on the application context. Table 1 - Application Context Health Professional Option lists the
number of years that employers can request per application context.

For health professionals, you can request a permit for either 1, 2 or 3 years. The online payment will be
updated automatically to reflect the number of years selected. The full payment must be made online
before the application is submitted to Identita.

On the other hand, for non-health professionals, depending on the application context, you can request
a maximum of 3 years, but the online payment will be for 1 year. Should Identita accept the permit for
the non-health professional for 1 or 2 additional years, you or the applicant shall pay the remaining
amount at Identita.

To submit an application for two or three years:

1. Asan employer start a new application and navigate to the Employment Details section. The Job
Description section shows the Health Professional options.

= job description

Job Title

Occupation

Is this application for a Health Professional?(excluding live-in carers and carers)

@ Yes, this application is for a Health Professional - as regulated by the Medical Council of
Malta.

No

Requested Permit Duration

Select Duration @

Place of Work

employment will take place. Recruitment/Temping agencies

Starting Date Ending Date Annual Gross Salary

Figure 40 - Updated Job Description section (for health professionals)

2. Select whether the application is for a Health Professional. Depending on the option selected the
Requested Permit Duration field is populated accordingly (refer to Figure 40 - Updated Job
Description section (for health professionals) and Table 1 - Application Context Health Professional
Option). The Requested Permit Duration field is not shown when the permit duration is only valid
for one year.

3. Select a Starting and Ending Date. The system validates the range according to the selected
Requested Permit Duration, which by default is one year.
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4. Upload the necessary documents in the Documents Upload step. The Declaration by the Employer
section in the CEA forms reflects the selected health professional option and the requested permit
duration. For example, Figure 41 - Updated CEA form, depicts the Declaration by the Employer
section for a New Single Permit application.

(05 DECLARATION BY THE EMPLOYER

Section &

Choose os applicable by ticking box:

[ an Health ]

I am hereby endorsing the applit for i it under S.L 21717 with reference number

[x] Heatth Professionals* Only

| am hereby endersing the for an i under S.L. 21717 with reference number

RO7058921
I confirm that the offer of employment remains the same as per the position description submitted.

will remain in with  MyVolOrg1
for atotal period of [¥]1year []2years [[]3 years (tick as applicable) with the same conditions of work indicated in
the original application.

I confirm understanding that this Residence Permit may anly remain valid for the entire period issued, if
Health screening email issued by the IDCU is provided upon the deadline notified by identita when due.

Figure 41 - Updated CEA form

5. Before initiating the payment transaction, confirm that once the application is paid, the
application context, health professional and requested permit duration options cannot be
changed. (Refer to Figure 42 - Updated Card Payment Details section). For health professionals,
the amount displayed in the payment gateway will reflect the selected requested permit duration.

= card payment details

Once the application is paid, the following cannot be changed:

Application is for a Health Professional
Requested Permit Duration: 1 year

Tick to confirm

proceed to payment

-or-

Applicant will proceed with the payment

Defer payment to submission stage

cancel send to applicant €

Figure 42 - Updated Card Payment Details section

6. Should Identita decide to accept a permit for non-health professionals for more than 1 year, you
will be notified by Identita to pay the remaining amount.

vl.6
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Purpose

Health Professi |
Context e t HOIESSIONd Max Requested Duration
Applies

Single-Permit

Single-Permit

Single-Permit

Single-Permit

Single-Permit

Single-Permit

Single-Permit
Single-Permit

Single-Permit

Single-Permit

Single-Permit
Single-Permit

Single-Permit

Single-Permit

Single-Permit

Single-Permit

Single-Permit

Single-Permit

vl.6

Health Prof. - 1 to 3 years

New Application Yes

Other — 1 year

Health Prof. - 1 to 3 years
New Application (KEI) Yes

Other — 1 year
New Application (Recruiting & Ves Health Prof. - 1 to 3 years
Temping) Other — 1 year
New Application (Live-in-Carer) No -

Health Prof. - 1 to 3 years
Still Abroad Yes

Other — 1 year

Health Prof. - 1 to 3 years
Still Abroad (KEI) Yes

Other — 1 year

Health Prof. - 1 to 3 years
Still Abroad (Recruiting & Temping) Yes
Other — 1 year

Still Abroad (Live-in-Carer) No -

Health Prof. - 1 to 3 years
Change in Employer Yes

Other — 1 year

Health Prof. - 1 to 3 years
Change in Employer (KEI) Yes

Other — 1 year
Change in Employer (Recruiting & Yes Health Prof. - 1 to 3 years
Temping) Other — 1 year
Change in Employer (Live-in-Carer) No -

Health Prof. - 1 to 3 years
Renewal Yes

Other — 1to 2 years

Health Prof. - 1 to 3 years
Renewal (Recruiting & Temping) Yes

Other - 1 year

Health Prof. - 1 to 3 years
Renewal (KEI) Yes

Other—1to 3 years
Renewal (Live-in-Carer) No 1to 2 years

Health Prof. - 1 to 3 years
Change in Designation Yes

Other —1to 2 years

Health Prof. - 1 to 3 years
Change in Designation (KEI) Yes

Other —1to 3 years
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Single-Permit

Blue Card

Blue Card

Blue Card

ICT

ICT

ICT

Less than 6
Months
Less than 6
Months

Self-Employed
Self-Employed

vl.6

Change in Designation (C6.1
Recruiting & Temping)

New Application

Still Abroad

Renewal

New Application

Still Abroad

Renewal

New Application

Still Abroad

New Application

Renewal

Table 1 - Application Context Health Professional Option

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No
No

Health Prof. - 1 to 3 years
Other — 1 year

Health Prof. - 1 to 3 years
Other — 1 year

Health Prof. - 1 to 3 years
Other — 1 year

Health Prof. - 1 to 3 years
Other — 1to 3 years
Health Prof. - 1 to 3 years
Other — 1 year

Health Prof. - 1 to 3 years
Other — 1 year

Health Prof. - 1 to 3 years
Other — 1 year
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How to submit a Change in Designation application

As an employer, you can submit an application for Change in Designation when a person who is in
employment has a change in the Job Title/Designation.

To start a Change in Designation the applicant must be in possession of an Issued Single-Permit Residence
Application. However, the Change in Designation cannot be submitted more than 15 days (about 2
weeks) after expiry.

There are three Change in Designation contexts:
= Change in Designation (with same employer)
= Change in Designation (with same employer) — Key Employee Initiative
= Change in Designation (with same employer) — Recruiting & Temping Agents
There are two ways to start a Change in Designation application (similar to Renewal applications):

Starting a Change in Designation application

Option 1: Employer has access to the issued Single Permit application
1. Asanemployer access the Online portal and open the issued application. Applications that satisfy
the above criteria have the Renew button shown at the top, as shown in Figure 43 — Renew button.

Online Application
Non-EU: Single Permit

Group:

candice MCGUIRE (0601337A) - R94772329 )
Issued - Valid Until 09/12/2023 NoGroup @ [ renew | reprint

Check your application's status at any time without logging in:
o https://dev.nidmsdev.lecal/Exigy.NIDMS.OnlineResidence. UL/App/KQHBYgagx0a0GUYfOtSNA2

Figure 43 — Renew button
2. Click the Renew button.

3. The Personal Details view is loaded and is populated with data from the issued application. If the
application only satisfies the Change in Designation criteria, and not the Renewal criteria (i.e.,
renewal applications cannot be started less than 90 days before expiry), a Change in Designation
Application Context (that corresponds with the issued residence application options: KEI,
Recruiting & Temping Agents) is automatically selected.
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Option 2: Employer does not have access to the issued Single Permit application

@

identita

Levi Rice

o start application

dashboard l

B 2

my notifications

my applications

® U

my companies
= my profile
= my personal applications

E—’ log out

Figure 44 — Start Application button

1. Click the Start Application button (Figure 44 — Start Application button), select the Single Permit
Application Type, select a Company, and click the Start Application button.

2. The Personal Details view is loaded. The different Change in Designation contexts are included in
the list of Application Contexts, as shown in Figure 45 — Change in Designation Application
Contexts.

Application Context

[ select context ° ]

select context
Change in Designation (with same employer) -

Change in Designation (with same employer) - Key Employee Initiative
Change in Designation (with same employer) - Recruiting & Temping Agents
Change in Employer

Change in Employer - Key Employee Initiative

Change in Employer - Recruiting & Temping Agents

Figure 45 — Change in Designation Application Contexts
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3. Insert the Maltese Registration No and Date of Birth of the employee that corresponds to the
issued residence application.

4. Populate the other required fields and click the Next button. An error is shown if the Registration
No and Date of Birth are invalid. Otherwise, the Residence Details view is loaded.

Change in Designation Details

=] job description

Change in Designation
The employee has been promoted.

The employee's position has been changed laterally.

Is this application for a Health Professional?(excluding live-in carers and carers)

Yes, this application is for a Health Professional - as regulated by the Medical Council of
Malta.

® o
Requested Permit Duration

Select Duration @

Place of work
Enter the name of the organisation/company where employment will take place. Recruitment/Temping agencies
are to enter the client organisation/company name.

Exigy
Starting Date Ending Date Annual Gross Salary

B B €30,000 + [-]

Figure 46 — Job Description Details

5. Navigate to the Employment Details view and select one of the Change in Designation options
available. These include:

= No change of designation: this option is only shown when the application has a renewal
application context. If you choose one of the two other Change in Designation options, the
system automatically updates the application context to the corresponding Change in
Designation application context.

= The employee has been promoted: when selected, you are required to insert the current Job
Title (From) and the new Job Title (To) (Refer to Figure 47 - From and To Job Title fields).

= The employee’s position has been changed laterally: when selected, you are required to insert
the current Job Title (From) and the new Job Title (To).
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Change in Designation
® The employee has been promoted.

The employee's position has been changed laterally.
Previcus Job Title
Software Developer

New Job Title

Previous Occupation

PROGRAMMERS AND DEVELOPERS, SOFTWARE
New Occupation

PROGRAMMERS AND DEVELOPERS, SOFTWARE e

Figure 47 - From and To Job Title fields

Documents

6.

vl.6

Upload the required documents in the Documents Upload step. The Declaration by the Employer
section in the CEA forms reflects the selected health professional option and the requested permit
duration. For example, Figure 41 - Updated CEA form, depicts the Declaration by the Employer
section for a New Single Permit application.

Upload the necessary documents in the Documents Upload step. For all three Change in
Designation application contexts, amongst other documents, you are required to upload the
following documents:

=  Work Contract
= Position Description
= Jobsplus’ Declaration of Suitability

Furthermore, for the Change in Designation (with same employer) — Recruiting & Temping Agents
application context, you are required to upload the Declaration of Posting document.

Download, sign, and re-upload the CEA form. The Declaration by Employer section reflects the
selected Change in Designation option, and the inserted Job Titles, as shown in Figure 48 - CEA
form Change in Designation section.
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| confirm that the offer of employment remains the same as per the position description submitted.

The applicant will remain in employment with MyVolOrgl

for a total period of [X] 1year [] 2 years (tick as applicable) with the same conditions of work indicated in

the original application.

Iz‘ he/she has been promoted from Software Developer

to Software Developer 2

I:l his/her position has been changed laterally from

to

Figure 48 - CEA form Change in Designation section

Submission of Application
9. In case you want to complete the payment, before initiating the payment transaction, you will
need to confirm that once the application is paid, the application context, health professional and
requested permit duration options cannot be changed. Complete the payment, send the
application for applicant review, and after the review submit the application to Identita.
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How to submit a Withdrawal or Revocation Request
The Online portal allows the employer to submit a request to:

= withdraw the residence application of an employee, or.

= revoke the residence permit of an employee.

To submit a withdrawal request:

1. Access an online application that has online status In Progress, Processing by Third Parties, Ready
for Final Approval and Approval in Principle Letter Available. The Withdraw button is shown at the
top right corner of the page (refer to Figure 49 - Withdraw button).

2. Click the Withdraw button.

Online Application Lindiwe MICHALAK (0601368A) - R97665589 i . }
Non-EU: Single Permit Processing by Third Parties resend link to applicant (®) withdraw

Check your application's status at any time without logging in:

° https://dev.nidmsdev.local/Exigy. NIDMS.OnlineResidence.UI/App/r3fn23zagkWyiblczBxVog2

application summary

Single Permit - New Application For Single Permit -
Recruiting & Temping Agents

=N applicant's personal details

Figure 49 - Withdraw button

3. The Withdrawal Request page, depicting essential information of the applicants’ application is
loaded (refer to Figure 50 - Start / Submit Withdrawal Request).
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withdrawal request

This application is currently in progress.

You can however submit a Withrawal Request which will be reviewed and processed by Identita.

Note that fees are non-refundable.

E=N applicant's details

Reference First Name
R97665589 Lindiwe
Registration No Employer Name
0601368A VolOrg 1

El comments

Last Name
Michalak

Job Title
Software Developer

cancel request submit withdrawal request

Figure 50 - Start / Submit Withdrawal Request

4. Insert comments. If you wish to submit the withdrawal request, click the Submit Request button.
Otherwise, if you wish to cancel the request, click the Cancel Request button. Once you submit
the request, you and the applicant are notified by an e-mail notification that a withdrawal request
has been submitted to Identita (refer to Figure 51 - Submission of Withdrawal Request E-mail

Notification).

® identita

Malta Single Permit - Withdrawal Request Notification

ineApplication/ViewApp/TOVSIZled EeuSIEwKLOPIw2

Figure 51 - Submission of Withdrawal Request E-mail Notification

To submit a revocation request:

1. Access an online application that has online status Issued. The Revoke button is shown at the top
right corner of the page (refer to Figure 52 - Revoke button).

vl.6
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2. Click the Revoke button.

Online Application Aryan YOUNG (0601351A) - R94168330 )
Non-EU: Single Permit Issued - Valid Until 11/12/2023 renew reprint revoke

Check your application's status at any time without logging in:

° https://dev.nidmsdev.local/Exigy.NIDMS.OnlineResidence. UL/App/AWMxvibh Ea6TWgN-0Q3kog2

Changes requested for this application

Figure 52 - Revoke button

3. The Revocation Request page, depicting essential information of the applicants’ application is
loaded (refer to Figure 53 - Start Revocation Request).

revocation request

This permit is issued.
You can submit a Revocation Request which will be reviewed and processed by Identita.

Note that fees are non-refundable.

= applicant's details

Reference First Name Last Name
R94168330 Aryan Young
Registration No Employer Name Job Title
0601351A VolOrg 1 Software Developer
cancel request start request

Figure 53 - Start Revocation Request

4. To create the revocation request, click the Start Request button. Otherwise, to cancel the request,
click the Cancel Request button.

5. The Revocation Request page is updated, depicting the Comments and Documents section (refer
to Figure 54 - Submit Revocation Request).

6. Insert comments and upload a Covering letter. To submit the request to Identita, click the Submit
Request button. Otherwise, to cancel the request, click the Cancel Request button. Once you
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submit the application, you and the applicant are notified by an e-mail notification that a
revocation request has been submitted to Identita (refer to Figure 55 - Submission of Revocation
Request E-mail Notification).

revocation request
This permit is issued.

You can submit a Revocation Request which will be reviewed and processed by Identita.

Hote that fees are non-refundable.

2 applicant's details

First Hame Last Name

Registration No Employer Name
6013514 Vvolorg 1

D—l comments

D compulsory documents

1. Covering Letter

Covering Letter exposing the reasans why the revocation Is requested

1, select files...

[ additional documents

1. Other Document

Any other applicable document requested by Identits,
Please ensure the name of the file reflects its content.

=, select files...

withdraw request submit request

Figure 54 - Submit Revocation Request

@ identita gov.mt

Malta Single Permit - Revocation Request Notification

Dear Volorg 1,
The Revocation Request for Application R94168330 (Aryan Young) has been submitted and will be reviewed

Revocation Request Details:

Comments test
Submission Date 27/10/2023
Submitted By Volorg 1

You can access the application directly by following this link:
https://dev.nidmsd igy.NIDMS. OnlineResi uL/Oni ion/Vi bSUKWY_qpFL-fwIQ2

Regards,
Identita

Disclaimer

This message and attachments are intended only for the use of the person or persons to whom it is addressed. It may contain information which is privileged and confidential within the meaning of applicable law. If
you are not the intended recipient kindly notify the sender immediately by return e-mail and delete the message from your system.

Figure 55 - Submission of Revocation Request E-mail Notification
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To view created online change requests:

1. Access the application in the Online portal. The list of withdrawal and revocation requests are
shown at the top of the screen, as depicted in Figure 56 - List of Change Requests.

Online Application Aryan YOUNG (0601351A) - R94168330 )
Non-EU: Single Permit Issued - Valid Until 11/12/2023 renew | reprint

Check your application's status at any time without logging in:

o https://dev.nidmsdev.local/Exigy. NIDMS.OnlineResidence. UT/App/AWMxvibh Ea6TWgN-Q3kog2

Changes requested for this application

Change Request Type Status Submission Date
Revocation Submitted 27/10/2023
Revocation Rejected 12/10/2023
Revocation withdrawn 12/10/2023

Figure 56 - List of Change Requests

To withdraw a submitted withdrawal or revocation request:
1. Access the application for which you want to withdraw the change request, in the Online portal.

2. Click on the change request in the list of Changes Requested for this Application. You are
redirected to the request page, as shown in Figure 57 - Withdrawing a Submitted Revocation
Request.

3. Click on the Withdraw Request button. An e-mail notification is sent to you and the applicant.
Figure 58 - Withdraw Revocation Request E-mail Notification illustrates a sample of such an e-mail
notification.
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revocation request

This permit is issued.
You can submit a Revocation Request which will be reviewed and processed by Identita.

Note that fees are non-refundable.

2 applicant's details

Reference First Name Last Name
R94168330 Aryan Young
Registration No Employer Name Job Title
0601351A VolOrg 1 Software Developer

D—I comments

test

D documents

1. Covering Letter - 27/10/2023 12:40
FakeDocument.pdf

withdraw request

Figure 57 - Withdrawing a Submitted Revocation Request

@® identita gov.mt

Malta Single Permit - Revocation Request Notification

Dear VolOrg 1,
The Revocation Request for Application R94168330 (Aryan Young) has been withdrawn.

Revocation Request Details:
Comments test
Submission Date  27/10/2023
Submitted By Volorg 1

You can access the application directly by following this link:
https://dev.nidmsd igy.NIDMS.Onli i UL/Onli ion/ViewApp/tHnbN2bsukWV _qpFL-fwIQ2

Regards,
Identita

Disclaimer

This message and attachments are intended only for the use of the person or persans to whom it is addressed. It may contain information which is privileged and confidential within the meaning of applicable law. If
you are not the intended recipient kindly notify the sender immediately by return e-mail and delete the message from your system.

Figure 58 - Withdraw Revocation Request E-mail Notification
Once a withdrawal or revocation request is submitted to Identita, Identita will have the option to either:

= send for review — sends the request back to you, requesting further information or additional
documentation.
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= reject the request — the request is rejected.

= revoke permit — in case of the revocation request. The status of the online and residence
application is updated to Revoked.

= Withdraw application — in case of a withdrawal request. The status of the online and residence
application is updated to Withdrawn/Withdrawn Internal.

For all the above actions, an e-mail notification informing you of the action taken is sent to you and the
applicant.
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