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vetting and issuance solution, hosted in the Cloud.  It has been designed to reduce complexity and cost, improve efficiency and increase security. 
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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. 

x IE9 or above 

x Note: IE8 has issues with document uploads – whatismybrowser.com can be used to determine browser in use. 

x Latest version of Chrome recommended 

1.1.2 A4 Printer/Scanner 

x Printer can be used for printing select temporary passes 

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

 
  



                                                                                                                    

MTRUST SYSTEM 

1.1.3 MTrust Login Page 
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1.1.4 User Signup Page 

 

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 

 
 

 “Request New Company Membership” 
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1.1.6 Forgot Password 

 

Simple process to enable a new password. 

 

 
  



                                                                                                                    

 

 
MTRUST FRONT PAGE 

 

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

1.1.7 Company page view 

 

 

View of own Company Profile 

 

 

 



                                                                                                                    

1.1.8 Company Details view 

 

Editable View of Company information. 
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1.1.9 Company Control view 

 

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. 

 

 

 



                                                                                                                    

1.1.10 Notification Broadcast 

 

Provide option to enable and disable 
notification broadcasts. 
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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. 

 
  



                                                                                                                    

1.1.12 Create an MTrust Profile 

 

 

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.  
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1.1.13 Profile Created Successfully 

 

 

 

 

 
  



                                                                                                                    

 
PROFILES 

 

Front page view of Profile 

 

Provides the ability to add image via right 
hand side “select file”. 
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1.1.14 Add Previous Name 

 

 

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

 

1.1.15 Change Account password 

 

 

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

 



                                                                                                                    

1.1.16 Edit Personal Information 

 
 

Provides option to update personal info. 

 
  



22 

 

 

1.1.17 Profile Addresses & Numbers 

 

 

Adding an address and contact numbers to a 
profile. 

 

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

 
  



                                                                                                                    

1.1.18 Add Previous Addresses 

 

Addition of Previous Address 

1.1.19 Edit Contact Numbers 

 

 

Adding contact numbers for the profile. 
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1.1.20 Profile Proof of Identity 

 

Add POI to a profile 

 

Note – Add a signature not 
currently used at LCY 

 

 

 

 



                                                                                                                    

1.1.21 Profile Add Proof of Identity Document 

 

Operators can add multiple POI using this 
form 
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1.1.22 Profile Proof of Identity Document types 

 

POI types 

1.1.23 Profile Add Signature 

 

Not used at LCY 



                                                                                                                    

1.1.24 Profile National Insurance 

 
 

Add NI documentation. 
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1.1.25 Profile NI Add Document Information 

 
 

Adding an NI document modal. 

 



                                                                                                                    

1.1.26 Profile NI Paid In Type 

 

NI can be UK or Overseas 

 

 

1.1.27 Profile NI Document Type 

 

Multiple types of NI documents available. 
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1.1.28 Profile Employment Details 

 

Adding Employment details. 

 

 

1.1.29 Profile Add Employment Details 

 

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

 



                                                                                                                    

1.1.30 Profile References 

 

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. 
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1.1.1 Reference Copy Confirmation 

 

 



                                                                                                                    

1.1.2 Add References 

 

Add reference window. 
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1.1.3 Reference Types 

 

 

Multiple reference types available. 

 

 

 



                                                                                                                    

1.1.4 Qualification Documents 

 
 

Adding qualifications to a profile. 
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1.1.5 Add a qualification document 

 

Add qualification window. 

 

 



                                                                                                                    

1.1.6 Qualification Document Type 

 

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 

 

Adding a security clearance to 
a profile. 
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1.1.8 Add a Security Clearance 

 
 

Add security clearance window. 

 

 

 



                                                                                                                    

1.1.9 Security Clearance Types 

 

Multiple security clearance types. 

 

Note: Clearance Transfer not used at LCY. 

 

1.1.10 Passes and Applications 

 

Profile page also allows you to start an application. 
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1.1.11 Start an Application from Profile 

 

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. 
  



                                                                                                                    

OPERATOR ROLES 

1.1.13 MTrust Roles Overview 
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1.1.14 Operator Role Restriction 

 

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. 

 



                                                                                                                    

1.1.15 Operator Role View 

 
 

Clicking Edit opens the window 
to manage the operator 
profile. 
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1.1.16 Edit Operator Role 

 

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. 

 

 

 



                                                                                                                    

3.1.1 Operator Role Confirmation 

 

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

 

3.1.2 Operator Role Email Confirmation 

 

Email that user needs to 
confirm for Operator 
role change. 
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3.1.3 Operator Role Email Address Updated 

 

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 

 

Email confirmation of Operator role change. 

 



                                                                                                                    

3.1.5 Privacy Status & Control 

 

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

 

This allows you to remove a profile from your company. 

 

 

 



                                                                                                                    

3.1.7 Profile Visibility 

 
 

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

 

Provides a background of all activity for the 
profile. 

 

 
  



                                                                                                                    

 

Applications for People 
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APPLICATION TYPES 

 

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

Drop down provides choice specific to Airport and user 
permissions. 

 

 
  



                                                                                                                    

 
START AN APPLICATION 

 

Once you have selected click Start to being the 
application. 
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1-5 DAYS TEMPORARY AIRSIDE VISITOR PASS PROFILE REQUIREMENTS 

 

3.1.9 Pre Check 

 

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. 



                                                                                                                    

3.1.10 Post Check 

 

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

 



                                                                                                                    

3.1.12 Pass PDF 

 

Overview of Pass PDF ready 
for printing. 
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1-5 DAYS TEMPORARY LANDSIDE PROFILE REQUIREMENTS 

3.1.13 Pre Check 

 

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

 

 

 



                                                                                                                    

3.1.14 Post Check 

 

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

 
  



60 

 

 
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. 

 

 

 



                                                                                                                    

3.1.16 Post Check 

 

This details the features that must be present in the 
application for the application to be submitted. 
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AIRSIDE DRIVERS PERMIT PROFILE REQUIREMENTS 

3.1.17 Pre Check 

 

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

 

 



                                                                                                                    

3.1.18 Post Check 

 

This details the features that must be present in the 
application for the application to be submitted. 
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PERMANENT AIRSIDE PASS PROFILE REQUIREMENTS 

3.1.19 Pre Check 

 

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

 



                                                                                                                    

3.1.20 Post Check 

 

This details the features that must be present in the application for the 
application to be submitted. 
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PERMANENT LANDSIDE PASS PROFILE REQUIREMENTS 

3.1.21 Pre Check 

 

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

 

 



                                                                                                                    

3.1.22 Post Check 

 

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

 

 

 

 



68 

 

 
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 
application to begin. 

 



                                                                                                                    

3.1.24 Post check 

 

This details the features that must be present in the 
application for the application to be submitted. 
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NOTIFICATION OF CHANGE OF DETAILS 

3.1.25 Change of details options: 

 

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

 

1 Name 

2 Logo 

3 Phot 

4 Job title 

5 Access required 

6 Replace damaged 

7 Tools of the trade 

8 other 

 



                                                                                                                    

8.1.1 Pre Check 

 

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

 

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

 

 

 

 

 



                                                                                                                    

 
NOTIFICATION OF LOST OR STOLEN PASS ID 

8.1.3 Pre Check 

 

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

 

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

 

 

 

 

 



                                                                                                                    

 

 
REQUEST FOR ID PASS TO BE SUSPENDED 

No Pre Check 

8.1.5 Post Check 

 

This details the features that must be present in the 
application for the application to be submitted. 
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REINSTATEMENT OF AN ID PASS APPLICATION 

No Pre Check 

8.1.6 Post Check 

 

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

 

 



                                                                                                                    

Applications for Vehicles 
START A VEHICLE APPLICATION 

 
 

APPLICATION TYPES 

 

LCY has two vehicle forms 

1 1 – 7 days temporary – home print 

2 Permanent  
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1-7 DAYS TEMPORARY VEHICLE PERMIT – REMOTE ISSUE 

No Pre Check – vehicles do not have profiles. 

2.1.1 Post Check 

 

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

 

 



                                                                                                                    

2.1.2 Post Approval Print Available 

 

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

 

2.1.3 Pass PDF 

 

Overview of PDF ready for printing. 
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PERMANENT VEHICLE PERMIT 

No Pre Check 

2.1.4 Post Check 

 

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

 

 

 



                                                                                                                    

 

 

Application View 
APPLICATION STATUS HISTORY 
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APPLICATION COMMENT VIEW 

 
 

SET A REMINDER 

 



                                                                                                                    

ADD A COMMENT 
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APPLICATION QUERIED 

 
 
APPLICATION QUERIED STATUS HISTORY 

 

 

 



                                                                                                                    

 

 
HISTORY/REASON FOR APPLICATION QUERIED 

 
 

 


