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MTrust Overview

MTrust is a revolutionary Airport ID Pass Application management, vetting and issuance solution, hosted in the Cloud. It provides streamlined ID Pass
management with absolute certainty of identity and powerful tools to transform your Airport ID Centre performance.

REQUIREMENTS:

1.1.1 Internet Connection/Browser
MTrust is an online only system.
e |E9 orabove
e Note: IE8 has issues with document uploads — whatismybrowser.com can be used to determine browser in use.

e Latest version of Chrome recommended

1.1.2 A4 Printer/Scanner
e Printer can be used for printing select temporary passes

e Scanner to scan in documents for upload into profile and applications



MTRUST SYSTEM

1.1.3 MTrust Login Page

o

MTrust

Welcome To MTrust,

Signin ©




1.1.4 User Signup Page

Formmare * Maze Marren urrene *

ety D of anh * Pace of e *

Set your paavmard. Your pessmrerd muust be 3 memimum of § characters snd camisin 81 least one upper ang lower cass witar and oo 1pecial charactss or
ey

Panywerd * Corfom Panwwerd *

e  the e & Tondtions

Captcha Vernfication

L

nl

From the home page users can signup to MTrust which basically starts
a profile.

Once completed they have the ability to request membership to
specific companies e.g. yours.

This signup can be used to add people to your company and then you
have the ability to update their operator role to become and Business
Administrator and Authorised Signatory.

We recommend that as Signatories you create profiles for users you
need to request applications for at LCY. The above is provided in case
the person already has a profile and can then request company

membership.




1.1.5 Request Company Membership

MTrust Personal Portal - HRSOperator HRSOperator

“Request New Company Membership”






1.1.6 Forgot Password

Forgot Password

Vigaze entor the usermamescontact email address sssociated with your
actount and complets the CAPTOHA, We will then emal) you & Ik to reset
your password
REMEMBER! Your contact emall address may be your PERSONAL
emall address

Username/Contact Emad Address ¥

7~
|
\
N

by

Privacy & Terms

Simple process to enable a new password.
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MTRUST FRONT PAGE

HRSOperator HRSOperator's MTrust (Home)

Towe

| = Ayytaare.

:

Lait vastian

®© 8 0 o ©» © o © & » & » & o & 0 0

000000 OORPO0OQEOODOO0OPORDOC:

-0 - - - - - - - - - - - - - - -

00000 O0CO0ODOOODOCOOQODO0OO0 *

Dashboard Size — ability to zoom in browser to
see more fields under My Applications.




COMPANIES

1.1.7 Company page view

Companies

12

View of own Company Profile




1.1.8 Company Details view

Companies

L

Editable View of Company information.




1.1.9 Company Control view

Companies

bR ety HUMAN RECOGNITION SYSTEMS

MTrue D> 32

Notification Broadcast

NoTfcation broaocant iz 3 detling that abows you 1D COmral Row Authoraed SEnatores 1 your COmpany receve notces e

regardeg apphcations

w the 1D Centre

I enatied, all Autrormed Signatanes withen your company il recenm notces relstrg 20 APDICIN0 L. regartiess of whether they submeted the

AP atn

Notlficatien Brosdcast

WTRE Ervoid

Company control provides the ability to
update notification broadcasts.

This setting allows control how AS receive
notifications — if enabled this is global e.g. all
AS will receive notifications. If Disabled only
the AS who submitted the application will
receive notifications.

14




1.1.10 Notification Broadcast

Notification Broadcast

GATWICK AIRPORT ID CENTRE

Enabled

Enabled
Disabled

Cancel Save

Provide option to enable and disable
notification broadcasts.




PEOPLE

1.1.11 People Page view

People view includes all operators (e.g.
Authorised Signatories) and all personal
profiles that can be used to begin applications

to LCY.

16




1.1.12 Create an MTrust Profile

Create an MTrust Profile

Irce the profile o crested th

Personal Information

forename *

|

Gender *

Please choose .

Nationality *

BRITISH v

Personal Email Address

ne cantact amad address prowoes shouwld be a perzana

Username/Contact Emall Addeess *

| accept the Terms & Candaiorn

Middie Names

Dote of Birth *

Confirm Username/Contact Emall Address *

Surname *

Pace of Birth *

Cancel

This is the main method to add new personal
profiles into MTrust.

Recommendation — please ensure that email
addresses are used to create profiles.

Without an email this profile an never become
an operator for the company and the profile
can never be used outside of the initial
creation.




1.1.13 Profile Created Successfully

People

Jonathan David Busby

MTruss 1D 1883
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PROFILES

Front page view of Profile

Provides the ability to add image via right
hand side “select file”.




1.1.14 Add Previous Name

Add Previous Name

Forename * Middie Name

Surname *

Date of Change

¥

Provides ability to provide previous name e.g.
this is required when completing a Change of
Name

1.1.15 Change Account password

Change auth.sig's Account Password

Change Password

beze fasichs f you wars 10 change your pessword. Your password must be a minimum of 8 characters and contain at least one upper and lower case

letter and one special character or number.

Passwoed * New Passwerd *

Confirm New Pazswaord ¢

o ||

This is available to all Operators e.g.
Authorised Signatory and Business Admin
enabling them to change their own password.

20




1.1.16 Edit Personal Information

Edit Auth Sig's Personal Information

‘ PRETAN BRCOmmibom fstems Lo
Fure—arme * Ve Name
e of B
- | PO test @ hruia com
Place of Bvth * Norspnadity *

Provides option to update personal info.




1.1.17 Profile Addresses & Numbers

Pecple

(Vi

Auth Sig
Current Address

Previous Addresses

Contact Numbers

G4 TD B4R T D00
£ N BALE TR L

o 00 BASE 733 000

Adding an address and contact numbers to a
profile.

Note: Adding a current address will move the
existing into the Previous address list.

22




1.1.18 Add Previous Addresses

Add Previous Address x

Buirg Namo/Number * Sereet Naens * Town'City *

183
I3

.

Addition of Previous Address

1.1.19 Edit Contact Numbers

Edit Contact Numbers X

I

Adding contact numbers for the profile.




1.1.20 Profile Proof of Identity

People

Auth Sig

MYrusr 1D 2

Proof of Identity Documents

© Add a Proof Of identity Document

Signature

Add POl to a profile

Note — Add a signature not
currently used at LCY
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1.1.21 Profile Add Proof of Identity Document

Add a Proof Of Identity Document x

Document Type *

Driving Licence v

Identity Number *

Expiry Date * @

Photo/Scan * Photo/Scan *

Eal Select File Eal Select File Ea] Select File

Visa Type

Issue Date *

Photo/Scan *

Operators can add multiple POI using this
form




1.1.22 Profile Proof of Identity Document types

Document Type *

POI types

Driving Licence

National Identity Card
Passport

UKBA

Visa

Warrant Number

L4

1.1.23 Profile Add Signature

Add a Signature

Photo/Scan *

Photo/Scan * Photo/Scan *

Not used at LCY
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1.1.24 Profile National Insurance

People

Add NI documentation.

Auth Sig

MTrust

National insurance Documents

et does et b o Manioned traurence raetel, e sich ‘A0 8 prost of Matone: miewres dasimert ers sewcs the Overes
abicr

© Adet & Proof Of Nattemal iImTurance Docament




1.1.25 Profile NI Add Document Information

Add a National Insurance Document

Faidin
LUK .
National Insurarce Number * Document Type *
Please Choose v
PhotaiScan * FhotolScan * Photo/Scan *

Adding an NI document modal.
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1.1.26 Profile NI Paid In Type

Paid In *

LIk 4

Cwverseas

NI can be UK or Overseas

1.1.27 Profile NI Document Type

Document Type *

Please Choose v

Please Choose

NI Card
Other

P45

P&0
Temporary Ml

Multiple types of NI documents available.




1.1.28 Profile Employment Details

People

Home / People

Personal Information
Addresses & Numbers
Proof of Identity

MNational Insurance

Add Employment Details

References

Auth Sig

MTrust ID: 3

Employment Details

Adding Employment details.

1.1.29 Profile Add Employment Details

Add Employment Details x

Company
Human Recognition Systems Ltd

Job Title *

Department *

Employment Start Date *

If not directly employed - Company Name

Cancel

Add Employment details window — operator
must highlight if not directly employed by
adding company details in this field




1.1.30 Profile References

Auth Sig

MTrus: 1D 3

References

O Add a New Reference

Empbayrmers {Curvem|
L bk
18.10.2000

Coduradn

LW

Darvw Moy
Fat vt mut calit yervam steinst verttass nule IRTUM L termy

Arvmm stz nosirud labons esz mamguam molessae

Gabon

AUt DOSSIMIUT £3 09N

ot rwptitian e

Adding a reference to profile.

Note: There is a Copy function
allowing an operator to copy a
reference — example is Job
Seekers Allowance whereby 1
reference can have multiple
timelines.




1.1.1 Reference Copy Confirmation

Copy this Reference Document
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1.1.2 Add References

Add References

Neteres m—iarre
Heberge § mai Aovess *
Netsres » =

.......

Ea Sewa Ve

_

Add reference window.




1.1.3 Reference Types

Reference Type * Multiple reference types available.

Agency .

Character

Education
Employment (Current)
Employment (Previous)
Gap

Inland Revenue
Internal Transfer

Job seekers
Membership of HM Forces
Other

Self employment
Voluntary
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1.1.4 Qualification Documents

People

Tom Walker

e il 19

Qualification Documents

Adding qualifications to a profile.




1.1.5 Add a qualification document

Add a Qualification Document x

mmant Type 1 2 Dt

Pease (hooas . @
yial Trairirg Compery

Pleste (hoosR .

FhatodSam FhacnScm FhotaScan

i Sefect Flie B Select Fie &= Solect fie
“

Add qualification window.
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1.1.6 Qualification Document Type

Add a Qualification Document

Docurment Type

Pease choose...

Directad Training
GSATY
GSAT (Transfer)
Photo/Scan Photof/Scan

Multiple Types allowed.

Note: GSAT will be added by the ID Team into the application as a
comment as LCY request that GSAT is performed once the pass has

been approved.

1.1.7 Security Clearance

People

Tom Walker

i 13

Security Clearance

Secirity Coaunce

Adding a security clearance to
a profile.




1.1.8 Add a Security Clearance

Add a Security Clearance

Issulng Courstry * Type *
united Kinggdom v CRC

Issue Dage * Explry Date * @

i
it

CRC Nurmtier

PhetolSemn * Photo'Scan * PhetolScan

Add security clearance window.

38




1.1.9 Security Clearance Types

Type *

CRC

CRC

CTC

Higher

Clearance Transfer

Multiple security clearance types.

Note: Clearance Transfer not used at LCY.

1.1.10 Passes and Applications

People

Tom Walker

M 104

Passes & Applications

Tant Fxterencs Number Status Type Tapery Date 0 hurber

Profile page also allows you to start an application.




1.1.11 Start an Application from Profile

Start an Application for Tom Walker

Where?

LONDON CITY AIRPORT ID CENTRE r

Please choose an application

Please choose the type of application you want to apply for r

Please choose the type of application you want to apply for

1-5 days Tempaorary Airside Visitor Pass
1-3 days Tempaorary Landside Visitor Pass
6-60 days Temporary Visitor Pass

Airside Drivers Permit

| Permanent Airside Pass J
Permanent Landside Pass

Compliance Authorities Employee Airside Pass
Motification of Change of Details

Motification of Lost or Stolen 1D Pass

Request for 1D Pass to be Suspended
Reinstatement of an ID Pass

If you have multiple ID Schemes for your company
you will need to choose London City Airport ID
Centre and then choose application type.

1.1.12 Validate Profile for Application

Provides the options to Pre Check a Profile for specific applications prior to starting an application.
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OPERATOR ROLES

1.1.13 MTrust Roles Overview

Sponsor

Authorised
Signatory

Business
Administrator

Agency User

Member

@ Prepares Profiles

© Submits Applications

© Manages Member Visibility
© Manages Company Account
© Changes Operator Roles

@ Prepares Profiles

@ Start, Completes and Saves Applications
© Submit Applications

© Change Operator Roles

© Uploads References

© Uploads Security Clearance
@ Adds Applicant Information
© View or Access Applications
© Change Operator Roles

© Manages Company Memberships
© Manages Personal Data

I\C}ITrust

Manages Host Company account
Configures System
Manages Operator Roles

Vets and Approves Company Applications

Vets and Approves Authorised Signatory Applications
Manages Company accounts

Manages User Utilisation

Vets and Approves Full ID Pass Applications
Verifies References

Issues Passes to Applicants at the 1D Centre

Vets and Approves Temporary ID Pass Applications
Vets and Approves Pass Management Applications
Vets and Approves Vehicle Applications

000

000

000

Host

Super User

Team Lead

Vetting Agent

Customer Service
Agent



1.1.14 Operator Role Restriction

People

Pecsacal Informaces Jonathan David Busby

MTrues 1D 1883

Operator Roles

e protie wac oeored wirowt o Utemame/'Perzona email - The operator roles cannot tie stpssed
Fots Perzansl

mreperty Errmt Addres

Operator roles — this provides
the ability to update a personal
profile to be a Business
Administrator for your
company and if accepted by
LCY this profile can be granted
permission to submit and
therefore becomes and
Authorised Signatory.
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1.1.15 Operator Role View

People

Jon Business Administrator

MTruc © 1882

Operator Roles

Feyson

Clicking Edit opens the window
to manage the operator
profile.




1.1.16 Edit Operator Role

Edit Operator Role x

Operatar Rale

Agency .
Persona

Business Administrator

sk Lol e dandiia

paitest] S@hrsidzom

Confirm Company Email Address

pdgtestS@hrsid.com
Agency Company Name

One Resaurding Ltd

Operator roles available:

1 Personal — profile storage only with BA
and AS able to create profiles and
applications

2 Agency — Able to update profiles on
behalf of Business Administrators.

3 Business Administrators — can build
profiles and start applciations — only
Bas who have been granted
permissions can submit to LCY.

Once the company email address has been added
and this action saved the user will get an email
which needs to be validated before they are
granted the role rights.

|”

Note: This email will go to their “original” profile
email which may be personal or it may be their
business account.
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3.1.1 Operator Role Confirmation

The user will get an
email to confirm the
role upgrade.

People

P D | e

Thow aqaw 0 1o IWLARL Fatum Luwss (o Bannd s coedy Bcond Aot (1o o] 900D w00 | O0m (W00 24 vt (T WD) A s T W00 0010001 Py s ) S0t 111 100 o 00 o e L L i T T T e P

PR Jon Business Administrator

MTrgm O 1854

3.1.2 Operator Role Email Confirmation

® Email that user needs to

MTrust Account Verification : 3 )
confirm for Operator
no-reply to j.dbushy 2 C role change.
Diear Erin,

A request has been made to update the email address on your profile at HUMAN RECOGNITION SYSTEMS to jdbusby+BA1@amail.com. Additionally, your operator role will be changed
to Business Administrator

If you requested this change then please follow the link below to confirm:

https:/iwww mtrust. co.uk/profilelverify-email-change/8726269b-1b08-4714-89cc-153559504c07

Thank you,
The MTrust team.

Received in error?
If you have not requested a change to your email address, please do not click on the link above to verify the change. This request will automatically expire after 24 hours.




3.1.3 Operator Role Email Address Updated

Email address updated

Your email 300ress has baen updatad successfully

if your email address has bean updated to enabie Single Sgn On then you are now able 10 login to MTrust using your organisational I

Once the user clicks on the link in the email they will be taken
to MTrust which will detail their email has been updated
successfully.

3.1.4 Operator Role Update Email Confirmation

Role Updated

o no-reply to j.dbusby <
Please be advised that your role within the MTrust system has been amended, please check your operator functions.

This is an automated email please do not respond.

Email confirmation of Operator role change.
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3.1.5 Privacy Status & Control

People

Tom Walker

M

Profile Canmred

e

Vaibéity Rules

This allows operators to withdraw membership from
company as well as editing visibility rules.




3.1.6 Withdraw Membership

This allows you to remove a profile from your company.

Withdraw Company Membership

Are you sure?

Withdrawing membership will mean that Human Recognition Systems Ltd will no longer

be able to view or create applications for this profile.

Tom Walker will be informed that their membership has been withdrawn, along with
your reason for withdrawal stated below.

Reason *

01024 | Qwards
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3.1.7 Profile Visibility

Edit Profile Visibility

Who can see this profile?

i=} Everyone Just me Specific people

Cancel

Save

This provides security features so only certain users can see
certain profiles.




3.1.8 Profile Activity

People

R AT Tom Walker

MTrue 10; 18

scidresses & Numbers
Proof of ety

Profile Activity

Autths Sig (Hurman Recogretion

-3t

Ssrems Lad) updated peofile Tom Walker” on DV/3/2006 (19 mnutes ago

Sysveons Laa) updated peofile Tom Walker' ot 31022016 {18 hours ago}

Provides a background of all activity for the
profile.
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Applications for People

Applications for People

Applications




APPLICATION TYPES

Start an Application

Where?

LOMDOMN CITY AIRPORT ID CENTRE

Who?

Busby, Jonathan David

Please choose an application

Please choose the type of application you want to apply for

1-5 days Temporary Airside Visitor Pass
1-5 days Temporary Landside Visitor Pass
6-60 days Temporary Visitor Pass

Airside Drivers Permit

Permanent Airside Pass

Permanent Landside Pass

Compliance Authorities Employee Airside Pass
Maotification of Change of Details
Motification of Lost or Stolen 1D Pass
Request for 1D Pass to be Suspended
Reinstaterment of an |D Pass

v

Please choose the type of application you want to apply for

Applications for People allows a BA or AS to start an
application.

Drop down provides choice specific to Airport and user
permissions.
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START AN APPLICATION

Start an Application

Where?

LOMDON CITY AIRPORT ID CENTRE

Who?
Busby, Jonathan David
Please choose an application

1-5 days Temporary Airside Visitor Pass

o ] o ]

Once you have selected click Start to being the
application.




1-5 DAYS TEMPORARY AIRSIDE VISITOR PASS PROFILE REQUIREMENTS

3.1.9 Pre Check

Oops! One or more profiles are not quite

ready

® Personal Information

* The applicant must have a profile photograph. Please ensure a Passport style

photograph is uploaded into the applicants profile.

® Employment Details

* The applicant's job title must be provided

® |dentification Documents

* There are not enough non-expired identity documents (1 required).

X

Go to Jonathan David Busby's personal information

Go to Jonathan David Busby's employment details

Go to Jonathan David Busby's identification documents

Cancel

This application requires a picture as the application offers a
home (self) print option as well as internal collection points
depending on choice in application.

This details the features that must be present in the profile for
the application to begin.

5
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3.1.10 Post Check

Oops! This Application Is Not Quite Ready

X Application Form

* The completed and signed declaraticn document must be provided.
* Must provide visiting company name.
* Must provide visit start date
* Must provide visit end date
* Must select a Reason for visiting
= Must select a Access Required option
| * Pass Collection Point must be provided.
* Must confirm authorised signatory statement
* The proof of ID document must be selected

v Personal Informartion

+ Employment Details

v |dentification Documents

Update Application

This details the features that must be present in the
application for the application to be submitted.




3.1.11 Post Check with Tools of the Trade highlighted

Note: Sample highlighting differences in Post Check once
Tools of the Trade has been added to the application.

Oops! This Application Is Not Quite Ready X

¥ Application Form

* The completed and signed declaration document must be provided.
* Must provide visiting company name.

s Must provide visit start date

= Must provide visit end date

* Must select a Reason for visiting

* Must select a Access Required option

* Must provide a Trade/Profession

s Pass Collection Point must be provided.

* Must confirm authorised signatory statement

* Must confirm the Tools of the Trade pass declaration
* The proof of ID document must be selected

v Personal Information

" Employment Details

+ |dentification Documents

Update Application
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3.1.12 Pass PDF

Application Ref: LCY-HRS-15-20160404-1116-1

|0 Document Mumber: Pass Collection Point;
Test Ref DU

London City Airport: Temporary Escorted ID Pass Rules

AIRSIDE - TEMPORARY ESCORTED PASS
Mame: Helder's Signature:
Tom Walker
Trade/Profession: Tools Categories:
Plumber w
Visiting Company: Contracted Company Name:
HRS The Contractor Company
Walid From: Walid To:

04-04-2016 03-04-2016

* London City Airport (LCY) reserve the nght to withdraw a pass. once
issued, without prior warning for whatever reason.

* Security Personnel have the nght to ssarch ID pass holders at any
point whilst entering. leaving or within the Critical Part.

* Once this 1D pass is no longer required please return to Security
Personnel at the ID Unit, Customer Service Desk or Secunty check
point.

* You are responsible for all tools you carry whilst in the restricted zone.
These must not be |eft unattended at any time and any missing or
unacoounted tools must be reported to the Securtty Personnel.

* You must be escorted by a valid full LCY pass holder at all times, whilst
in the Critical part.

*ald photographic identification in the form of British photo-card
Drving Licence, Passport or EEA Mational ldentity Card must be carmed
at all imes and produced at all entry points to the Crtical Part. 1D must
alzo be produced on request where applicable.

* You must have a legitimate operational reason to enter the Critical Pard
(Restricted Zone) whilst in possession of an LCY 1D pass.

* ID passes should only be used, whilst on duty and on behalf of the
sponsoring company

Overview of Pass PDF ready
for printing.




1-5 DAYS TEMPORARY LANDSIDE PROFILE REQUIREMENTS

3.1.13 Pre Check

ready

v Personal Information

e The applicant's job title must be provided

‘ e There are not enough non-expired identity documents (1 required).

Oops! One or more profiles are not quite

X

X Employment Details Go to Jonathan David Busby's employment details

X ldentification Documents Go to Jonathan David Busby's identification documents

This details the features that must be present in the
profile for the application to begin.




3.1.14 Post Check

Oops! This Application Is Not Quite Ready

X Application Ferm

* The completed and signed declaration document must be provided.

* Must provide visiting company name.

= Must provide visit start date

* Must provide visit end date

* Must select a Reason for visiting

* Pass Collection Point must be provided.

* Must confirm authorised signatory statement

= The proof of ID document must be selected
v Personal Information

v Employment Details

v |dentification Documents

Update Application

This details the features that must be present in the
application for the application to be submitted.




6-60 DAYS TEMPORARY VISITOR PASS PROFILE REQUIREMENTS

3.1.15 Pre Check

This details the features that must be present in the
profile for the application to begin.

Oops! One or more profiles are not quite X

ready

v Personal Information

® Employment Details Go to Jonathan David Busby's employment details

s The applicant's job title must be provided

% |dentification Documents Go to Jonathan David Busby's identification documents

* There are not enough non-expired identity documents (1 required).

Cancel




3.1.16 Post Check

This details the features that must be present in the
application for the application to be submitted.

Oops! This Application Is Not Quite Ready

® Application Form

* The completed and signed declaration document must be provided.
= Must provide visiting company name.

= Must provide visit start date

* Must provide visit end date

* Must select a Reason for visiting

* Must select a Access Required option

* Pass Collection Point must be provided.

= Must confirm authorised signatory statement

* The proof of ID document must be selected

|« Personal Informartion

+ Employment Details

v |dentification Documents

Update Application




AIRSIDE DRIVERS PERMIT PROFILE REQUIREMENTS

3.1.17 Pre Check

Oops! One or more profiles are not quite X

ready

% Identification Documents

Go to Jonathan David Busby's identification documents

* The applicant must have a valid driving licence

+ Personal Information

| * Addresses & Numbers Go to Jonathan David Busby's addresses & numbers

* The applicant's building name / number must be provided
* The applicant's street name must be provided

* The applicant's town / city must be provided

* The applicant's post code must be provided

+ The applicant's country must be provided

* The applicant's home or mobile number must be provided

Go to Jonathan David Busby's employment details

* The applicant’s job title must be provided

* Employment Details

* The applicant's department must be provided

Cancel

This details the features that must be present in the profile for the
application to begin.
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3.1.18 Post Check

Oops! This Application Is Not Quite Ready

¥ Application Form

* The completed and signed medical declaration decument must be provided.
= Applicant's |D Number must be provided.

s DVLA License Share Code must be provided.

* Date Applicant Passed Driver Training must be provided.

* You must pick at least one licence category.

* The Authorised Signatory declaration must be accepted

v |dentification Documents
v Personal Information
v Addresses & Numbers

+ Employment Details

Update Application

This details the features that must be present in the
application for the application to be submitted.




PERMANENT AIRSIDE PASS PROFILE REQUIREMENTS

3.1.19 Pre Check

Oops! One or more profiles are not quite x

ready

(ir o jorathan Dewrd Butyy's addowmes & merken

ot L provded

ntf 2 st b

Y At be prowded

Tory TRIST D Crovibed far the sppd o

Tts b caTeT Tt S provided

G 1o Jovwthae O Sestry's smplogment dealy

o The spplicars's jot itk st be prosrded

o The applcare » deparTme— mun: be promint

R Idermnricaan Gaammwns oo 122 Juwrwartuan D By bidernifcaniom By

o Thare ww rot s ~on-sspewd ety decumenss (| g el

(e 301 urmetas) Dawnt Buntng's secutiy cesrance

B Herararces

o Employrmers pap from D1AOLICT e D116 m mare then 28 deyy

This details the features that must be present in the profile for the
application to begin.
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3.1.20 Post Check

Oops! This Application Is Not Quite Ready %

® Application Form

* Last mode of transport ta London City Airport (i.e. DLR/Bus/Car/Other) must
be provided.

* Applicant’s Borough must be provided.

» The completed and signed declaration document must be provided.

* Must provide the pass duration length

» Must select at least one Access Requirement

* Pass Collection Point must be provided.

* Must confirm authorised signatory statement

» At |east one security clearance docurnent must be selected.

* The proof of ID document must be selected

+ Personal Information

+ Addresses & Mumbers
+ National Insurance

v Employment Details

+ |dentification Documents

« References

Update Application

This details the features that must be present in the application for the
application to be submitted.




PERMANENT LANDSIDE PASS PROFILE REQUIREMENTS

3.1.21 Pre Check

Oops! One or more profiles are not quite x

ready

+ Personal Information

® Addresses & Numbers

Go to Jonathan David Busby's addresses & numbers

* The applicant's building name / number must be provided
* The applicant's street name must be provided

+ The applicant's town / city must be provided

* The applicant's post code must be provided

* The applicant's country must be provided

* The applicant's home or mobile number must be provided

® National Insurance

Go to Jonathan David Busby's national insurance

* National insurance number is required.
* Proof of national insurance is required.

% Employment Details Go to Jonathan David Busby's employment details

+ The applicant's job title must be provided
* The applicant's department must be provided

% ldentification Documents Go to Jonathan David Busby's identification documents

+ There are not enough non-expired identity documents (1 required).

Cancel

This details the features that must be present in the profile for the
application to begin.
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3.1.22 Post Check

Oops! This Application Is Not Quite Ready

® Application Form

* Last mode of transport to London City Airport (i.e. DLR/Bus/Car/Other) must
be provided.

* The completed and signed declaraticn document must be provided.

* Must provide the pass duration length

* Must select at least one Access Requirement

s Pass Collection Point must be provided.

* Must confirm authorised signatory statement

* The proof of |D document must be selected

v Personal Information
+ Addresses & Numbers
+ Mational Insurance

+ Employment Details

+ |dentification Documents

X

Update Application

This details the features that must be present in the application for
the application to be submitted.




COMPLIANCE AUTHORITIES EMPLOYEE AIRSIDE PASS PROFILE REQUIREMENTS

3.1.23 Pre Check

This details the features that must be present in the profile for the

Oops! One or more profiles are not quite x application to begin.

ready

+ Personal Information

X Addresses & Numbers Go to Jonathan David Busby's addresses & numbers

* The applicant’s building name / number must be provided
¢ The applicant's street name must be provided

¢ The applicant's town / city must be provided

* The applicant's post code must be provided

e The applicant's country must be provided

* The applicant's home or mobile number must be provided

X Employment Details Go to Jonathan David Busby's employment details

e The applicant's job title must be provided
* The spplicant's department must be provided

X |dentification Documents Go to Jonathan David Busby's identification documents

¢ There are not enough non-expired identity documents (1 required).

Cancel
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3.1.24 Post check

Oops! This Application Is Not Quite

® Application Form

* Must provide the pass duration length

* Must select at least one Access Requirement
* Pass Collection Point must be provided.
* Must confirm authorised signatory statement

= The proof of ID document must be selected

v Personal Information
v Addresses & Numbers
v Employment Details

+ ldentification Documents

Update Application

This details the features that must be present in the
application for the application to be submitted.




NOTIFICATION OF CHANGE OF DETAILS

3.1.25 Change of details options:

~ Reason for Changes

Please choose the reason for the change (at least one option must be selected) *

Please choose...

) Change of Name

| Change of Logo

| Change of Photo

| Change of Job Title

) Change of Access

| Replace Damaged

) Addition of or change to Toals of the Trade

) Other

Provides ability to change multiples for the
below e.g. you can select more than once.

Name
Logo
Phot
Job title

Replace damaged

1

2

3

4

5 Access required
6

7 Tools of the trade
8

other
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8.1.1 Pre Check

Oops! One or more profiles are not quite

ready

v Personal Information

b

X Addreszes & Numbers Go to Jonathan David Busby's addresses & numbers

* The applicant's building marme f number must be provided
* The applicant's street name must be provided

* The applicant's town / city must be provided

* The applicant's post code must be provided

* The applicant's country must be provided

% |dentification Documents Go to Jonathan David Busby's identification documents

* There are not enough non-expired identity docurments (1 required).

Cancel

This details the features that must be present in the profile
for the application to begin.




8.1.2 Post Check

Oops! This Application Is Not Quite Ready

X Application Form

= Must select at least one reason for change

* Must provide a detailed written description of the changes
* Must provide Applicant's ID Number

* Pass type to be changed must be provided.

* Must confirm authorised signatory statement

= The proof of ID document must be selected

v Personal Information
v Addresses & Numbers

v |dentification Documents

X

Update Application

This details the features that must be present in the
application for the application to be submitted.

72




NOTIFICATION OF LOST OR STOLEN PASS ID

8.1.3 Pre Check

Oops! One or more profiles are not quite

ready

" Perzonal Information

+ The applicant's building name / number must be provided
* The applicant's street name must be provided

+ The applicant's town / city must be provided

* The applicant's post code must be provided

* The applicant's country must be provided

* The applicant's job title must be provided
* The applicant's department must be provided

x

% Addresses & Numbers Go to Jonathan David Busby's addresses & numbers

% Emplayment Details Go to Jonathan David Busby's employment details

Cancel

This details the features that must be present in the profile for the
application to begin.




8.1.4 Post Check

This details the features that must be present in the

ODpS! ThlS Application Is Not QUitE Ready % application for the application to be submitted.

® Application Form

* Type of pass lost must be provided.

* Please provide date Applicant left company or if the Applicant is still employed
tick the box to indicate this.

* Must specify who the loss or theft of this Pass was reported to

= Must specify date pass was reported

* Must confirm authorised signatory statement

| Perzonal Information

v Addresses & Numbers

v Employment Details

Update Application
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REQUEST FOR ID PASS TO BE SUSPENDED
No Pre Check

8.1.5 Post Check

Oops! This Application Is Not Quite Ready

® Application Ferm

= Applicant's |ID Number must be provided.
* Pass type to be Suspended or Cancelled must be provided.

* The Authorised Signatory declaration must be accepted

v Personal Information

X

Update Application

This details the features that must be present in the
application for the application to be submitted.




REINSTATEMENT OF AN ID PASS APPLICATION
No Pre Check

8.1.6 Post Check

® Application Form

+ Must provide applicant’s |ID Number.
* Must provide reinstaternent date.

* Must specify Reason Pass Mot Used

v Personal Information

Oops! This Application Is Not Quite Ready

s Must confirm the authorised signatory declaration

X

Update Application

This details the features that must be present in the
application for the application to be submitted.
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Applications for Vehicles

START A VEHICLE APPLICATION

Applications for Vehicles

© Start a New Vehicle Application

Q Search Applications for Vehides

APPLICATION TYPES

Start a Vehicle Application

Where?

LONDOMN CITY AIRPORT ID CENTRE

Please choose an application

Please choose the type of application you want to apply for

Please choose the type of application you want to apply for
1-7 Days Temporary Vehicle Permit - Remote Issue
Permanent Yehicle Permit

LCY has two vehicle forms
1 1-7daystemporary —home print

2 Permanent




1-7 DAYS TEMPORARY VEHICLE PERMIT — REMOTE ISSUE

No Pre Check — vehicles do not have profiles.

2.1.1 Post Check

Oops! This Application Is Not Quite Ready

® Application Ferm

» Date Required From must be provided.

* Date Required To must be provided.

* Areas vehicle requires access to must be provided.

* Detailed reason for application must be provided.

* Registration Number must be provided.

* Fuel Type must be provided.

» Age of Vehidle (years) must be provided.

* Make must be provided.

* Model must be provided.

* Colour must be provided.

* Category must be provided.

= Must tick the insurance self certification declaration.
* Insurance Certificate Number must be provided.

* |nsurance Expiry Date must be provided.

* Must accept vehidle safety and inspection self certification

* The Authorised Signatory declaration must be accepted

Update Application

This details the features that must be present in the application for the
application to be submitted.

78




2.1.2 Post Approval Print Available

1-7 Days Temporary Vehicle Permit - Remote Issue Application

LOY-HRS- 2016040617501

~ Application Guidelines

" ks an otfence undor (v regulations IC1998 and Aviacisn Secertty Act 1932 a5 smensed by the Aviatisn and Maritime Secursty Act 1990 1o knawingly grve falye Information in canneczisn with (Ns spplcanan
100 an airport pass, by either he Autherised Signatary, tralned esteeviewer, 10 pass applicast or anyone grucidiog relerences (o e applicant.

In 158 interest of pational sacursty and for the purposes of pi and
10 1he peilco and other redavant comire autheeitins

regardng 1D pass aurharisation, appicant data, 1 pass usage aad (CTV recarding may be daclosed

Chree

Set o Resmindey

Add a Comment

Wiraaw

Fring

The temporary vehicle
form allows for you to
home (Self) print.

2.1.3 Pass PDF

Pass ID: HRS-20160331-1143-1

Application Ref: LCY-HRS-20160331-1143-1

Valid From:
31-03-2016

Valid To:
05-04-2016

London City Airport: 1-7 Day Temporary Vehicle Permit Rules

Make:
Vauxhall

Model:
Insignia

Vehicle Type:
M1

Reg No:
PK14FZR

Colour:
White

Access:
1- MANOEUVRING AREA
IN CRITICAL PART

* This permit is to be used in accordance with section 3 of AOI 13-
Airside Driving & Vehicle permits.

* The driver of this vehicle is liable 1o receive penalty points as per AOI
10 - Airside Safety, should any safety or driving offences be committed.
* Drivers, vehicles and vehicle operators should adhere to AOI 12 -
Control of Vehicles Airside.

* Once this Vehicle Permit is no longer required, you must surrender the|
permit to the Security Officer when leaving the Vehicle Check Point.

* London City Airport (LCY) reserve the right to withdraw the permit,
once issued, without prior warning for whatever reason.

* Security personnel have the right to search this vehicle at any point
whilst entering. leaving or within the Critical Part.

* If you do not have a valid Airside Driver Permit issued by LCY you will
need 1o be escorted by a permit holder or Airfield Operations (AOSU)

* Copies of any of the referenced material are available from the Airfield
Operations and Safety Unit (AOSU).

* AOSU may revoke the pass should any of the above not be adhered
to.

Overview of PDF ready for printing.




PERMANENT VEHICLE PERMIT
No Pre Check

2.1.4 Post Check

Oops! This Application Is Not Quite Ready %

% Application Form

* Date Required From must be provided.

* Areas vehide requires access to must be provided.

* Detailed reason for application must be provided.

* Registration Number must be provided.

* Fuel Type must be provided.

» Age of Vehicle (years) must be provided.

* Make must be provided.

* Model must be provided.

* Colour must be provided.

» Category must be provided.

* Please upload at least one piece of supporting documentation.
+ Must tick the insurance self certification declaration.

* |nsurance Certificate Number must be provided.

* |nsurance Expiry Date must be provided.

» Must accept vehicle safety and inspection self certification
» The Authorised Signatory declaration must be accepted

Update Application

This details the features that must be present in the application for the
application to be submitted.
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Application View
APPLICATION STATUS HISTORY

1-5 days Temporary Airside Visitor Pass Application

LCY-HRS-15-2016D404-3116-1

Application Status ruw

Approved
Saved Suhimitied N Frogress o ISsusd
for Coliecton

History



APPLICATION COMMENT VIEW

1-5 days Temporary Airside Visitor Pass Application

LCY-HRS-15-20160404-1116-1

The: petamier st NS 52 5 STITYEET RES SNt NI U WRIEIE

Save A Duse
Comments
Canuel - Dot Sonee

Twer

O Add & commant

Actxd o Cxzmemerny

SET A REMINDER

Add a Reminder

Reminder Note #

0r1024 | 0 words

Reminder Date * Reminder Time *

04.04.2016 - 12:00:00 @

Cancel Save
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ADD A COMMENT

Add a Comment

© Important

¥ you v Been asked t update o Seterence, Proct of 1D, Secrsy Cleesnos Docssmers (C0) or Quesshicamen (USAT) Feskt UErese the apgsican s PROIM 1

Arrmctments shoudsd arty te adoed o comeweres whn SPECITICALLY requarsted try thw (D Covore

Attachrmeras

G anhzzhian

Sand an smel




APPLICATION QUERIED

S —— —
Auth Sig's MTrust (Home)
N fhoasin L o et o Live A mcrs [+]
Queried
1
Ral Namines Svatia o Name Mast e Typs Suate Lot MadiNed o » > - “
- - ¥ ™ Creminnl ° [1] [e] [+]

APPLICATION QUERIED STATUS HISTORY

Application Status
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HISTORY/REASON FOR APPLICATION QUERIED

History

5]

i TN LU g e opneanoT o 04/04/2016 ¢

=0

Reason: Other: PLease re-scan the Security Interview Declaration

3]
(V]

(LONDON CITY AIRPORT ID CENTRE) set this application as in progress on 04/04/2076 §

Auth Sig (Human Recognition Systems Lid) submitted this application on 04/04/2

m5 Ltd) saved this application on 04/04/2016 @ 11:16:50 {3 hours ago)




