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Full Airside ID Pass Applications on IDGateway



Introduction

This step by step help guide in conjunction with the Guidelines will help you to
complete your Full Airside ID Pass Applications for Aberdeen, Glasgow and
Southampton airports.

Completing your application right first time will enable the ID Security Audit Team
to process your application first time, allowing your applicant to receive their
airside pass quickly and efficiently.

If you have any queries or require further assistance, you can contact us on

0141 842 7640 or 7570 or at glaidreferencing@glasgowairport.com



mailto:glaidreferencing@glasgowairport.com

Useful Links

Disclosure Scotland (Criminal Record Certificates) - https://www.mygov.scot/basic-disclosure/apply-for-basic-disclosure

(Overseas Criminal Record Certificates) - http://www.sia.homeoffice.gov.uk/Pages/licensing-overseas-checks.aspx

CAA (info on Certificate of Disregard and Disqualifying Convictions) - https://www.caa.co.uk/Commercial-industry/Security/Regulation/Criminal-record-
checks

Right to Work - https://www.gov.uk/government/organisations/uk-visas-and-immigration

Companies House - https://www.gov.uk/get-information-about-a-company

Glasgow Airport (Reference Templates/Applicants Declaration (security interview)) - http://www.glasgowairport.com/corporate/id-centre/

Southampton Airport (Reference Templates/Applicants Declaration (security interview)) - http://www.southamptonairport.com/id-centre/id-centre/

Aberdeen Airport (Reference Templates/Applicants Declaration (security interview)) - https://www.aberdeenairport.com/about-us/doing-business-with-
us/id-centre/forms-and-templates/
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http://www.southamptonairport.com/id-centre/id-centre/
https://www.aberdeenairport.com/about-us/doing-business-with-us/id-centre/forms-and-templates/

PASS TYPE

* Under “Pass Type”
select Full Airside ID
pass from the drop-
down box. (Only Full
Airside passes are
processed by the ID
Security Team, all
other passes are
processed through
the ID Centre),

* Under “Applicant
Name” typein
applicants name,
then click the
“Continue” button.

Note: If you think your
applicant has already
been through the
IDGateway process for
your company then
you can type the
persons name to
enable you access to
their previous details.
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Make an Application

Using the below form select the Airport, Pass Type and Prelix that you wish 1o apply to this Application

@ Felds with are required

Airport *

Glasgow International Airport

Logout [

Pass Type *

@ Selec! the Application Pass Type
Full Airside 1D Pass

3

Prefix *
GLT

®

Search for the person in IDGateway®

If there is alrsady a record Tor this person 1DGaleway® can speed up the application process for you If the persan is shown click on their name, otherwise olick the
Continue bution

Applicant Name *
@ Search 1o se¢ I IDGateway® already knows aboul this person
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* You now have the option
to invite the applicant to
complete their own
details within a specific
timeframe if you want to
select this option select
“yes” from the drop down
list. NOTE: This is not the
option we would
recommend.

* Tick the box to confirm
you have understood the
new GDPR regulations
then click “continue”.

Note: The blue box at
the bottom of the
screen will inform you
of the signatories who
are able to submit the
application once

completed.
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Would you like to ask the applicant to securely provide their personal, identity and visa details?

IDGatoway® are tnalling & new product which allows you 1o roquest the applicant to provide some of the informabon required for this application, using a secure and GOPR

compliant online portal Duting thes Irial, we are providing this service al no cost for a limited time
Requesting an appbcant to provide thelr personat details using this service Is easy.

* You ptovida the applicant’s email address

» The apphcant rocaived a unigue ink via email 1o provide their parsonal Information

« The applicant enters thexr personal mformation, and uploads a copy of their dentity document

« Ther information 15 transferred securely into IDGaleway® and is visible on your dashboard and can be used 1o complete the remamning application

I you do not want to use this service  You can continue with the rest of this form and complate the application as normal

Invite Applicant *
Seloct

As the Authorised User for GLASGOW TESTING, when creating an application for a person, | confirm that the applicant is aware
that their personal data will be shared with Glasgow International Airport and IDGateway Limited for the purpose of obtaining an
Slasgow International Airport ID Pass and has been made aware of how their data will be used, processed and stored. *

ﬁ

Something not quite right? Click here fo start again

@  The tollowang Skgnatonies will be able 1o sign this Application

Fred Gibb




* You now have the option
to choose who should
have access to each
application. You don’t
have to make any changes
here if happy with access
levels.
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These settings can be changed at any time using the Selective Access link at the top of the applcation form

You cannot disable your own access, and you must select at least one authorsed signatory

Filter Lisars
Show Signatories Only Reset Filter & Templates
Template

Filter the curmant user kst by a defined tomplate. Please be aware that changes (o lamplates will affect thes, and any future apphications. but will not affect any existing
applicalions
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Save and Proceed

Set access for additional users

G,‘- Chek on iha usess o selactidesalact tham

GIBB JOHNSTONE TAINSH

FRED MARGARET CATRIONA

SIGNATORY v NON-SIGNATORY v NON-SIGNATORY v

Save and Proceed ~




PRIMARY DETAILS

Under “Gender”
select “Male” or
“Female”,

Ensure that the
applicants
Forename, Surname
and middle name (if
applicable) match
exactly as per their
ID,

Date of Birth must
also match exactly
as per the
applicants ID,

Select Country of
Birth, as per the
applicant’s ID from
the drop-down box,
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Gender *
Exactly an 2 appoars on thee ldentty Documeet ©
T |

Forename *
Givan nanw, cxactly as f appears on thar Identity Document ©

JOSEPH

Sumame *

Surname ar tamly name, sxactly a5 it appears on thair Mertty Documeant ©

KING

Middle Names

Al midda names axactly as they appear on their identity Documomt @

Previous Sumames / Maiden Names
Pravious sumarma or family nams usad by the Applicant @

Date of Buth *

DOMMMYY  Exactly as il appears on ther ldentity Document @

BB DOMMMYY eg 23JUNE

Country of Berth *

Caundry Apphicant was born in_ not natonality, Exaclly as f appeay on thay idertity Docurrent @

Select v/ v
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that if the ID is from another
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nationality is Francais on the R ey RE—
ID, then please ensure this is Applicarts cumment rabcralty, exacly 3% & appears on the idently document @
entered in English i.e.
“French”,
Daytime Phone Number *
* “Daytime Phone Number” — Select
Enter the applicants phone
number preferably a mobile Email Address
number’ Plaase ander 3 working amad address for the Apphcart @
* “E-mail Address” this is Security Interview *
optional but again enter the e i MO iy eou fur SrL appreent .
applicants e-mail address not
the signatories, Secunty Interview Notes
D 5" BZIUS XD® E--
e “Security Interview” — Select -

“yes” from the drop-down
box then click “Continue” (if
“no” is selected then this will
prevent you from submitting
the application). NOTE: The
security interview must be

fully completed and signed m
by the applicant, and carried

out within 60 days of

submitting the application —

and uploaded into the n -
system.




CURRENT ADDRESS

* When you select
“United Kingdom
and Channel Islands”
you will get the
option to use the
postcode finder,
however please note
that not all
addresses in
IDGateway are
accurate and this
could lead to
potential rejections,
therefore we would
recommend you
enter the address
manually.
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Complete the “Current
Address” fields ensuring that
care is taken over the spelling
of the full address and that
the postcode is accurate.
NOTE: If the applicants
address is on the CRC then
you must ensure that they
both match.

“Resident From Date” is the
date that the applicant
moved into the current
address given. Once
completed click “Continue”.
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Resident From Date *

DOMMMYY Month and yeal LEWIS CAPALD ressoed st thes address fm

BB DOMMMYY ¢ 26JUN1G

< Previous

Status 2
& Selectve Access o Fast Track
v




IDENTITY DETAILS

* Use the drop down field to select the
Country in which the ID document was
issued,

* Use the drop down box to select which
type of ID document you are going to use,

* Type in the expiry date of the document
and double check this against the ID as
this is quite often rejected on as not
entered correctly,

* Typein ID Number (i.e. passport number,
Driver’s Licence number or National
Identity Number) and again double check
these details before clicking “Continue”.

Note: Please ensure you only upload ONE
copy of the ID that you have checked. A
common error is that both the passport and

Driver’s Licence are uploaded and as only
one ID is permitted on the system and
produced at the ID Centre this would have
to be rejected.
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POSITION DETAILS

* The start date is the date the
applicant started/or starts with the
company not when they start
working at the airport. Once
populated this will automatically
populate the date field for your
first (sponsor company) reference,

* Position is the applicant’s job title,
once completed click “Continue”.
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REFERENCES DETAILS

Note: Under “Items for Attention on the
Right-hand side of the screen you will see
how many days you are required to cover
with references, each time you add a
reference this will reduce. At least 1
reference is required. Also IDGateway will
always automatically add a sponsor
reference section so no need to add a
separate reference for this.

* Click on the sponsor reference and add
the details of the reference ensuring
that they match what is on your own
company reference, i.e. Referee’s Full
name, Job Title and Date reference
written and click “Continue after each

page”’

* To continue adding in all your references
click on “Add Another Reference” and
choose the type of reference you need to
add.
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* Entering different types of references
onto IDGateway has the same format
however you may be asked different
guestions depending on the type of
reference,

* Providing you read and answer all
guestions accurately then the system
will tell you exactly what is required,

* All references must contain the start
and end dates (dd/mmm/yy),
referee’s full name, a contact number,
address and job title of the referee
which must be transferred onto the
system accurately,

* The most complicated reference to
enter onto the system would be if a
Company is no longer trading and you
are unable to obtain a reference.
Screen shots and notes on how to
enter this are on the following page.

Note: When entering the dates that the
reference is covering please ensure you
use the calendar option as this may
result in rejection due to dates not
being entered correctly and always click

“save” before “Continue”.
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If a company is no longer
trading/operating then
you will not be able to
obtain an admissible
reference and therefore
“no” should be picked
from the drop down list,

The blue box indicates you
must also provide
evidence that the
company is no longer
trading for e.g this would
be a print out from
Companies House
website, showing the
company is in liquidation,
administration or no
longer active and this print
out needs to be uploaded.
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*  You are then required to
obtain a HMRC letter ensuring
that the company is shown on
the letter with exact start and
end dates of employment. If
exact dates are not shown
then the system will prompt
you to obtain a gap reference
as supporting evidence.

Note: The evidence from
Companies House must be
uploaded together with the HMRC

letter and the gap reference (if
applicable) as one document.

* Once you have entered all of
your references ensuring that a
full 5 year history has been
covered and that no GAP
references are overlapping any
other references then click on
the “continue” button.

Note: For more information on
references please refer to the
Guidelines.
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CRIMINAL RECORDS

* Once you have entered all
the references the system
will then tell you which
countries you need to
obtain Basic CRC’s from,
this is taken from the
location of employment
question at the reference
details section, i.e. if you
entered Spain and the
reference dates are 6
months or more then the
system will automatically
warn you, that you need a
Spanish CRC,

* The system automatically
generates a UK CRC
therefore to enter the
details click on this,

* To add any other CRC click
on “Add CRC”

NOTE: If your applicant has
worked or resided in
another country for 6
months or more in the last 5

years then an Overseas CRC
for that country should be
obtained and uploaded
along with a translation and
the translators contact
details if applicable.
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*  Typein all the required
details ensuring that
these are taken from
the original CRC,

* Ifthe CRClists a
conviction you must
check if the conviction
is disqualifying and to
do this use the link as
highlighted on the
screen shot,

*  Once completed click
on the “continue”
button.

Note: Please double check
that the applicants name
and DoB are as per their ID.
The address given on the
CRC can be either, the
applicants address,
company address, or
referencing agency address.

Note: A UK CRC is only
valid for 10 weeks from
date of issue.
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ACCESS

* The information to be completed
on the access page will come
from your own company
therefore answer accordingly
and click “continue”.
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ACCESS AREAS

Select the access areas that
is required and then click
“continue”.
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* Uploading documents can be done 3
different ways:-

1. Click on the “Browse” button and

this will then take you to your
own computer files and you can
locate all your scanned
references/documents etc. from
where you saved them.

2. Dragand drop your files in the
drag and drop box, or

3. scan the QR Code if the
document is a photograph or on
a mobile or tablet.

* Once all documents have been uploaded
they will then appear in the list of saved
documents below.

Note: All pages for each document should
be uploaded as one document using the

Merge tool on the left of the screen for e.g.

S hips Vidgateway.co.uk i

if you have a 3 page reference then this
should be scanned as 3 pages and
uploaded as one document containing 3

pages.

* On the left hand side of the screen shot
you will see that you have the option to
Rotate, merge, split and delete the
documents, to use any of these
functions, select the document you are
looking to amend by ticking the select
box and then selecting the tool you wish
to use on the left hand side.

Once completed click “Continue”
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SUMMARY

* The application summary page
should be checked again by the
signatory for any errors
especially the references as
these create the most rejections
on an application i.e. dates,
names etc. If any
errors/mistakes are found at the
this stage then you have an
editing facility for each section
on the right hand side,

* Once you (the signatory) has
checked this then click on the
check box to confirm you have
read the signatory declaration,

* Thenclick on the green
“Submit” button — at this point
your application will then be
submitted to the ID Security
Audit Team who will carry out a
full audit.

Note: If you are a user (rather
than a sighatory) then you will not

see the option to submit the
application you will see the
button “Queue” once you click on
this the application will then go
into your signatories work for
them to check and submit.
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TIPS

* Read any flag warnings that appear on your application as these could result in a rejected application.
 When entering any dates use the calendar option and double check dates before submitting.
* Take extra care when entering numbers, e.g passport number, Driver’s Licence number and CRC numbers.
* Only upload one ID document.
* |DGateway automatically enters a section for your company reference (sponsor reference) therefore no
need to add a separate employment reference for your company.
* Ensure you read all the questions and answer accurately when entering all references.
* Read the list of documents that are required to be uploaded for your application, you may even wish
to print this off and tick each document as you upload it to ensure you have not missed anything.
* Use the “Document Tools” section to rotate, merge, spilt or delete documents.
* Take your time, read and double check everything before submitting your application to avoid rejections.




