Access NI Online

As of April 1st 2015 ALL Access NI applications will be processed through an online based system. There will be additional paper forms for occasions where applicants do not have internet access.

Process for Candidates:
· Candidates must register at https://accessni.nidirect.gov.uk/account/register 
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· Account must be activated – an email to activate will be sent to the address provided with the subject “ani”.
· If you are not logged in automatically you can visit: https://accessni.nidirect.gov.uk/account/login
Once logged in you will be presented with this screen. (if you do not see this screen click “Access NI Home” in the top right):
[image: image1.png]nidirect

ement sees

Apply for disclosure certificates

My applications

ppT—

[ e p——

AccessNI




You can then click on the “My Applications” link, which will bring you to a screen where you can view the status of any applications in progress.
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From here follow these steps:

Click “Access NI applications” 

Click “Apply for an enhanced check through a registered body”. 

Once the page has loaded there will be a green apply button and a “before you start” section, detailing a number of things you need to apply:

· PIN provided by Direct Medics

· 5 Year address history

· National Insurance number: if you do not have please use TNXXXXXXM/F (Male/Female) replacing the “X” with your Date of Birth (DDMMYY)

· Driving License/Passport numbers (if you have these documents) 

Once you have this information ready, click the green button.

Once the next page loads you will be presented with 11 steps to apply for your Access NI:
Step 1: Enter the PIN provided to you (Access NI application email) by Direct Medics
Step 2: Registered body / Countersignatory details –

· The selected body in this case will be “Direct Medics Ltd” 

· Signatory is name of Compliance officer whom provided the details to you.
This information will be prefilled based on the PIN entered in Step 1.
Step 3: Complete personal details

Step 4: Complete details history + Place of Birth

Step 5: Complete Further Details

Step 6: Complete current address

Step 7: Complete Address History (5 years and addresses cannot overlap)

Step 8: Complete delivery address (if different from current)

Step 9: Review details – Please use the “Back” button should you need to make any changes

Step 10: Read and confirm you have read the declaration by checking the box and adding the current date (this should auto fill for you) to the “Date of Declaration field” and click “Confirm and Proceed”. 
This will send your application to the registered body for approval and submission to Access NI
Step 11: You will then be presented with a screen with some information and a link which you can use to track your application. 
You can however always view your applications and their status using the “My Applications” page you see after logging in.
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