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Uploading and Deleting Documents from the IDR

The first thing you need to know is once you have uploaded a document it is automatically saved,
there is no save button that you need to press. When you are uploading Mandatory evidence,
make sure that they are clean copies, which means copies that have not been previously wet ink
certified. If they have been previously wet ink certified, when you send them for digital certification,

they will need to be sent to that same person that wet inked them.

When uploading documents please ensure that they are not password protected or require any
special permission, if this is the case you will need to print it to pdf before you upload otherwise

you will receive an error.

Uploading Documents
e To get to the documents section click on the profile for which you need to upload

documents:

Your Profiles

e Next you need to click on the Documents button:
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e It will take you

[IDR]

My Passport » Test Guide » Passport
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directly to the

©

KYC Passport

Proof of Identity with Phote

uestionnaire Assessment Declaration
Q Documents
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Mandatery
TITLE EXPLANATION
Proof of Address Please provide a copy of your original utility bill Bank Statement, official correspandence from o

govemment office or reliable evidence from an independent online source dated within the last 3 months

Please provide o copy of your original Passport, Driving Licence or Government Issued ID Card

Documents tab of the selected profile:
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e Click Upload:
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o Select the Upload Document button for the section that you want to upload the document
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e Select the document from the pop up and then select Open:

P s [Prot of Auddress

e Once the document has been uploaded it takes a bit of time to finalise, please note that you
will only be able to select the document for certification once the finalisation has completed.

Please consult our Digital Certification guide for details on how to digitally certify

Mandatory
TITLE EXPLANATION UPLOAD
Proof of Address Please provide a copy of your ariginal utility bill, Bank Statement, official correspondence from o
government office or reliable evidence from on independent online source dated within the last 3 months

D Proof of Address.docx.pdf Requires certification
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Business under license number 2693008. The ID Register is a trading name of The ID Register group of companies. IDR
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in Guernsey with company number and 60966. The registered address for each company is 5th Floor, Market Building,
Fountain Street, St Peter Port, Guernsey, GY1 1BX.
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