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GBG OnlineDisclosures

The Applicant User Guide
 Enter

Helpdesk Telephone: 0845 251 5000*
Opening Times: 8.30am to 5.30pm Monday to Friday
Email: onlinedisclosures@gbgplc.com

*Calls cost 3p per minute plus your telephone company’s network access charge
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This guide will take you through the OnlineDisclosures
Application Form
Step-by-Step

To see instructions on a particular section, click the relevant
button below or simply scroll through the user guide.

Registration Completing an Identity Document
Process Application Verification

Amending your

Making a Payment Application

Back to Top
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Registering on OnlineDisclosures

To be able to sign-in and complete the disclosure application, you must Register first.
There are two ways in which you can Register on OnlineDisclosures.
How you Register is decided by the organisation you are completing the disclosure check for.

Please select how you need to Register

My Organisation has Registered Me

(I have been sent an activation email)

I need to Self-register

(I have been supplied with an Org Pin & Secret Word)

If you are unsure of how you need to register, please contact the Organisation
you are completing the disclosure check for.

Back to Top
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Self-Registration (Step 1 of 2)

The first time you use OnlineDisclosures GBG | OnlineDisclosures

you need to Register. _
Register - Step 1 of 2

You can self register to access our online application

1. C||Ck Register on the rlght hand Side Of the screen. service if you have been provided with a PIN and secret

word by your organisation.

Org pin Don't have this?

2. Enter your Org Pin: This is a unique number supplied
by your organisation

Your full name

3. Enter your full name

4. Enter your email address and confirm it by entering it Fmall address
again

Confirm email address

5. Click Next Step

Please Note: If you do not know the Org Pin, “
please contact the organisation requesting you
complete an OnlineDisclosures check.

Cancel registration

Back to Top
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Self-Registration (Step 2 of 2)

1. Depending on the organisation you will need to either;

a. Click the box to confirm that the organisation name GBG | OnlineDisclosures
provided is the organisation you are completing the check
for. Register - Step 2 of 2

[] | confirm Demonstration Organisation PO is my
OR organisation

Create password

. . Please choose a password at least eight characters in length using
b. Enter the Organisation’s Secret Word as requested a combination of UPPER CASE, lower case and numbers (0-9).
Add special characters (@ 1%5£) to increase your password
security strength.

2. Create a memorable password
3. Confirm the password by entering it again Confirm password

4. Click ‘Complete Registration’

You will be taken to the Step 1 of the application form.

Please Note: The password must be at least 8 characters Cancel registration
in length, be a combination of UPPER CASE and lower
case and numbers (0-9). You can add special characters

(@!%SE) to increase your password security strength.
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Registering with an Activation Email

Once you have been added to OnlineDisclosures you
will receive an Activation Email, this will contain;

The Organisation PIN
This is specific to your organisation

Confirmation of Email Address
This email address should be used as your username

Link to Registration Page
The link required to activate your account

1. Click the link within the email

2. Create a memorable password

3. Confirm the password by entering it again
4. Click ‘Save Password’

Please Note: The password must be at least 8
characters in length, be a combination of UPPER CASE
and lower case and numbers (0-9). You can add special
characters (@!%S£) to increase your password security

strength.

This is an automatically generated message. DO NOT REPLY TO THIS EMAIL.

Dear John,

You have been registered as a Disclosure Manager for Test Organisation. An account
has now been created for you with Online Disclosures.

Your login details are:
Organisation PIN: 123456
Email address: demoapplicant@demo.com

In order to activate your account, you will need to create a password.

Please follow the link below to activate your account:
http://.onlinedisclosures.co.uk/ActivateAccount.aspx?OrgKey=QrHItrg

For full guidance on the role of Disclosure Manager please visit the Online Disclosures

website at: https://gbg.onlinedisclosures.co.uk

If you require any assistance, please contact our helpdesk using the details below.

Thank you for using our online service.

GBG | OnlineDisclosures

Create Password

Please enter a new password which will be associated
with your new account.

Password

Please choose a password at least eight characters in length using
a combi ion of UPPER G, r case and numbers (0-3).
Add special characters (@1%5£) to increase your password
security strength.

Verify Password

Back to Top
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GBG OnlineDisclosures

How do I Sign In?

If you need to access OnlineDisclosures and you GBG | OnlineDisclosures
have already registered, simply Sign In

Sign In

Organisation pin Dan't have this?

1. Enter the Organisations PIN

2. Enter the email address used during registration

3. Enter the memorable password you created for Email address

yourself.
4. Click Sign In Password

Please Note: The password is case sensitive and must

If you have forgotten your sign in details, click
Forgotten sign in details? Forgotten sign in details?

Back to Top
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Before you begin the application...

Statement of Fair Processing

If you have any Of the docu ments |iSted Please confirm below that you agree to the following statement

1 The DBS was established in December 2012 and merges the functions previously carried

It is m a n d ato ry that yo u Su p p Iy th e i nfo rmation out by the Criminal Records Bureau (CRB) and Independent Safeguarding Authority (ISA).
r-e | a ti n g to th e m . Applications for Basic criminal record checks are processed by Disclosure Scotland.

In this fair processing statement, "we", "us" and "our” refers to the organisation requesting
a criminal record Disclosure.

By accessing the Website and providing us with your personal details, you agree to accept

TO m a ke Com pleti ng the a p pl ication eaSie r a n d and be bound by our privacy policy, the key terms of which are non-exhaustively

summarised in this fair processing statement.

fa Ste r fO r yo U rse If, m a ke S U re th e refO re th at All information is stored in a secure environment, compliant with 13027001. All information

for a Disclosure is encrypted and submitted to and from DEBS via secure government

you them readily available. pathey.

Data can only be amended by the applicant using the email address and password supplied
at registration. Therefore, it is important that you keep this information in a secure place.

All organisations requesting criminal record Disclosures are required to:

Before you Begin

= Abide by the DBS/DS Code of Practice
= Abide by the Data Protection Act 1598

This application process should only take around 4-5 minutes to complete. You can save « Have 3 policy for the recruitment of ex-offenders and 2 policy for secure storage,
your progress and return at any time to com p|ete the a pplicat]on_ handling, use, retention and disposal of Disclosure Certificates and Disclosure
Information
W h at you wi |I n EEd All information requested is used solely for the purpase of producing a Criminal Racord
Disclosure and is collected, stored and processed by us and the DBS or Disclosure Scotland
If you have any of the 'Fo||0wring then you will be asked to provide details: in accordance with the Data Protection Act 1998. We will treat your personal information
as confidential and we will not disclose it to any third party except: {i) with your prier
. agreement; (i) as necessary for providing our Criminal Record online service to you; or {iii}
= National Insurance number as required by law.
= Valid Driving licence Applicants using this service for the purpose of obtaining a Basic Disclosure from Disclosure

lid Scotland consent to:

= \alid passport

= Their Disclesure Certificate dispatched to the Registered/Responsible Body instead of

= Valid national ID card their home address.

= The exchange of electronic data between Disclosure Scotland and
Registered/Responsible Body which may indicate the presence, or otherwise, of

Begin application [J ! have read and accept the above terms

Proceed with application

Read the Statement of Fair Processing and click
Accept at the bottom of the page.

Back to Top
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Step 1: How do | complete About You: Name & Gender?

®_

GBG On|lneDISC|OSUFES About You Contact Details Verification Summary Confirmation

Documents

Please note - we require all questions to be answered unless labelled as (Optional).

Your Name & Gender Gender
Please provide your full name and any A confidential checking process exsts for transgender applicants who do nat wish to reveal details of their previous identity to the person

. who a. hem i nplete an lication for a disclosure. Pl contact th sitive Team on ive@dbs.gsi.gov.
names you have been known by in the 'ho asked them to complete an application for a disclosure. Please contact the Sensitive Team on Sensitive @dbs. gsi.gov.uk

past.
) Male (O Female

Title Forename Surname
Select ﬂ

Do you have a middle name?

O Yes (O No

You must specify your gender and supply us with your full name details.

Important: Shortened names, ‘nicknames’ and initials should not be used unless these are stated
on your Identity Documents (ID).

If you have any middle names you must provide this information.
To the question ‘Do you have a middle name?’ answer Yes and enter one middle name per box.

A confidential checking process exists for transgender applicants who do not wish to reveal details
of their previous identity to the person who asked them to complete an application for a

disclosure.
Back to Top
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Step 1: Adding Previous Names

If you have been known by any other names, you must supply the previous name
and the dates you used this from and until. To do this...

1. Se | ect Yes Have you been known by any other names?

This could be a change of first or last name (You only need to add the name that has changed i.e if your name has changed from Jenny
Smith to Jenny Jones only enter "Jones" in the last name field.

® Yes No

Z. E nte r yo u r p revi O u s n a m e . Please add any names you have previously been known as below

if adding previous forename(s), all names must be included e.g. if name changed from John David Smith to Mark David Smith, you must
add John David as a previous forename. If you need to amend a previous name please press remove and re-add it.
Forename

3. Select the name type i.e. forename or
surname from the drop down list

Middle names

Surname

4. Enter the Day of the Month, Month and o
Year that you used this name from and P— - 1 Tsoem
until — If you are unsure, enter the closest et

date you can remember or the 1 of the
month closest to the name change.
5. Click Add Name Please Note: If adding previous forename(s), all

forenames must be included e.g. if name changed
from John David Smith to Mark David Smith, you

Repeat this process until all previous names must add John David as a previous forename.

have been entered

To remove a name, click Remove Back to Top
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Step 1: Completing my Birth Details

Depending on the level of check you are
completing the disclosure application
form for, some details in this section are
optional.

All optional questions are marked as such
on the online application form

1. Enter your date of birth (DD/MM/YYYY)

2. The name of the town you were born
in e.g., Nottingham

3. Enter the country you were born in
4. Enter you Nationality at Birth

5. Enter your Mother’s maiden name

GBG | OnlineDisclosures

Please

note - we require all questions to be answered unless labelled as (Optional).

About You Contact Details Verification Summars Y Confirmation

Birth Details

Please provide details about your place of
birth.

Date of birth

e.g.31-12- 1960
Town you were born in

This can be found on your birth certificate or passport.

County you were born in (Optional)
Your county at birth as it appears on your birth certificate.

Country you were born in

Please select —| v

Birth nationality (Optional)

Mothers maiden name (Optional)
A maiden name is @ woman's surname or family name before she is married. Forenames should not be included.

Back to Top
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Step 1: My Identification Documents (ID)

If you have any of the ID documents listed in this
section you must supply this information.

1. Click the box next to any current and valid ID

that you have.

You will be asked to supply information relating to

that particular document.

2. Enter all the required information for the ID you

have selected.

If you do not have any of the documents click the

box to state this.

3. Click Proceed to Step 2

H 2 About You Contact Details Verification Summar Y Confirmation
GBG | OnlineDisclosures ~ AtYer ComtactBenalls e eanon

Please note - we require all questions to be answered unless labelled as (Optional).

Identification

Please select the items of Identification
that you own.

[ Valid passport
Please enter your passport number

1234567890

Passport country of issue

United Kingdom ﬂ

Proceed to step 2

Please Note: Do not click the box alongside
the document if you do not have it.

Back to Top
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Step 2: Complete the Contact & Address Details

Contact Details

You are not required to supply us with any contact telephone numbers. Doing so however, will make it easier for us
to contact you, should we need to.

Your email address is pre-populated — Please double check this to ensure it is correct — If not and you have Self
Registered, please do so again using the correct email address

Address Details

For your application to be processed, a full 5 year address history must be provided.

Lived Abroad or been travelling in the last 5 years? Lived Away at University?

If you have lived abroad or been travelling and visited If you are currently living away from home, but your ID
more than one country, the details for each country you relates to your home address, enter your home address
visited must be entered. as your current address.

It is possible for the dates you visited/lived in each It is possible for the dates you have lived at these
country to overlap. addresses to overlap.

Please Note: The ID documents you provide as proof of
address for verification must match the current address
details supplied in this section. If they do not support the
current address details your application will not be verified.

Back to Top
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Step 2: Entering Address Details

Automatic Look Up
1. Enter your Postcode and click ‘Find’

2. Select your house number/name

3. Enter the Day, Month and Year that you moved
in

4. Click ‘Confirm’

Manual Entry
1. Click ‘Enter address manually’

2. Enter your postcode and full address details

3. Enter the Day, Month and Year that you moved in

4. Click ‘Confirm’

Adding Previous Addresses
1. Click Add Another Address

2. Follow the steps for automatic look up or enter
the address manually

Please Note: If you cannot
remember the exact day that you
moved into or out of an address,
enter the closest, most likely date

or enter the 1t of the closest, most

likely month.

Address History Timeline

The chart below shows the last 5 years address histary, it will update as you enter your addresses below.
5 years ago Today
|

Curren it Address

GB Group Plc, 1, NOTTINGHAM, Nottinghamshire, NG11 7EP, GB
March 2013 - Fresent (2 years 4 manths) Change current address

Previous Address
4 Broad Marsh Centre, NOTTINGHAM, Nottinghamshire, NG1 7L8, GB
April 2006 - March 2013 (7 years) Change dates  Remoue address

Add anothar address

Address History Timeline
The chart below shows the last 5 years address history, it will update as you enter your addresses below.

5 years ago

We require a minimum of 5 years address history, please enter another previous address below.

Current Address
GB Group Plc, 1, NOTTINGHAM, Nottinghamshire, NG11 7EP, GB
March 2013 —Present (2 years 4 months) Change current address

When did you move into this address?
Day.. v Month... v Year... v
When did you leave this address?

Day.. * Month.. v Year. v

m o

We require a minimum of 5 years address history
Please enter another address

Add another address

Back to Top
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Step 2: Entering Overseas Address Details

If you have lived abroad or were travelling and visited Address History Timeline
. The chart below shows the last 5 years address histery, it will update as you enter your addresses below.
more than one country, the details for each country must —— -
be entered.
Postcode
Enter address manually
1. Select ‘Enter Address Manually’ | Enter address manual
2. Tick the box next to: ‘l was travelling abroad and had no Country
H ’
flxed abOde Choose country... v

When did you move into this address?

3. Select the country from the drop down list

Day... ¥ | Month... v Year. ¥
4. Enter the Day, Month and Year that you entered and When did you leave this address?
left that country

Day... v Month... v VYear.. ¥

5. Click ‘Confirm’ Cancel

Repeat this process until all overseas addresses have been
entered. It is possible for the address details to overlap.

Address History Timeline

The chart below shows the last 5 years address history, it will update as you enter your addresses below.

When sufficient address details have been entered the 5 years ago Today
address bar will go green.

Current Address

GB Group Plc, 1, NOTTINGHAM, Nottinghamshire, NG11 7EP, GB

March 2009 — Present (6 years 4 months) Change current address

6. Click Proceed to Step 3

Back to Top
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Step 2: Entering an Overlapping University Address History

If you have been to University and lived away from home during this time, you must supply
the details of all your university addresses.

The ID you provide for verification must match the current
address details supplied.

If your ID relates to your home address, but you are
currently living away from home, enter your home
address as your current address.

Enter your addresses whilst at University by clicking ‘Add
Another Address’

It is possible for the dates you have lived at these address
to overlap.

An example student, currently living away at University,
who has lived in two previous addresses during term
time, but whose ID is in their home address is shown.

Address History Timeline

The chart below shows the last 5 years address history, it will update as you enter your addresses below.

5 years ago Today

Current Address
10 Westway, Cotgrave, NOTTINGHAM, Nottinghamshire, NG12 3QD, GBR

01 January 2010 - Present (7 years 11 months 4 days) Change current address

Previous Address
Pretend Uni Address, NOTTINGHAM, Nottinghamshire, NG11 7DA, GBR

15 January 2014 - 01 April 2016 (2 years 2 months 18 days) Change dates Remove address

or Add another address

Address history complete
You can now proceed to step 3 below

Back to Top
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Step 3: How will my Identity Documents (ID) be Verified?

As part of the disclosure application you are required to provide ID for verification. This is to
ensure that you are who you say you are.

Depending on your organisation, there are 2 ways that your ID will be verified.

ID is Verified at the Post Office ID is Verified by the Organisation
You are responsible for selecting and entering the Your organisation is responsible for verifying your
information required for each piece of ID to be ID documents.

used for verification.

You may have already provided this information to

After you have completed the application, you them or be expected to arrange for these to be
must print out the ID Verification Form and take checked.

this to a Post Office along with the ID you selected.

Please Note: If you do not know how your ID
will be verified, please contact your
organisation directly.

ID Verified by ID Verified at the
Organisation Post Office Back to Top
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Step 3: Selecting ID for Post Office Verification

The default method of verification for
your organisation is listed. Do not

change the verification method © O ® D)
without contacting your organisation GBG OnlineDisclosures "™ forenedeel 20 e e
first.

Verification Method

Verification method: Post Office Change method
Please confirm your verification method
i so we can determine the verification What i iti ithin th isati
1. Select your position from the drop Y o your oo i e rgeiston
Childcare Assistant ﬂ

down list.

If there is no position present that describes your role, please contact
the organisation that has asked you ta complete this process

2. Select your Current Nationality

Current Nationality Current Nationality

United Kingdom v

2. Click Select verification
documents

If there is no position that describes Back!to step 2
your role, or you are unsure which
role to select, please contact your
organisation directly.

Back to Top
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Step 2: Selecting ID for Post Office Verification (Group 1)

1. Select the ID that you wish to use for verification

from Group 1.
2. Enter the details requested.

It is important to enter the exact
information for each document.

If the details entered do not match
the ID shown at the Post Office,
the Post Office will be unable to
process the application for you.

(A
v v 3
O—0—@—
H H bout You Ceontact Datalls rification Summan Canfirmation
GBG OnlineDisclosures ~ *" o oeatien ! t

¢ Back to verification methed

‘Which of the following group 1 documents do you own?

Please complete the information for this document below.

Date of Issue

e.g. 31/01/1980

Passport Number

Date of Birth
e.g. 31/01/1980

Nationality

Select...

&

tation must be provided for verifica

tion 1o prove your identity, At least ane of your
s listed below. Where there is no Group 1

leaded frem the

Current valid passpart

3. Repeat for all ID document you wish to provide from

this group.

4. If no green bar appears, click ‘View Group 2

Documents’.

If you have selected sufficient ID a green bar will
appear at the top of the page.

B3 —  CurrentUK, Channel islas or lsle of Man diiving licence
=
R
sam Birth certificate - issued a1 time of birth
s Biometric residence permit (UK)
-
=
1=
[ —
3 =
=
worTice Adoption certificate UK & Channel Islands
= =

| am unable te provide any or the above group 1 documents

1f you are unable to

View group 2 documents

Back to step 2

phote can

ide any of the abave group 1 documents you will be required to supply S

d

B o008

Back to Top
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Step 3: Selecting ID for Post Office Verification (Group 2a/b)

1. Select the ID from Group 2a/2b you want to
use for your ID verification

2. Enter the details requested

It is important to enter the exact information
for each document. If the details entered do not
match the ID shown at the Post Office, the Post
Office will be unable to process the application
for you.

A green bar will appear at the top of the page
when sufficient ID has been selected.

You have selected enough items of documentation, proceed to step 4 below. Jump to bottom of the page

Group 2a Documents [ Birth Certificate (UK or Channel Islands)

[ Driving Licence UK nen-phato, old style driving licence)
[ Marriage/Civil Partnership Certificate
(UK, Channel Isles or [sle of Man) accompanied by ossociated counterpart licence
O current Non-UK Photo Driving Licence
i f icants residing outside the UK at the time of application
[0 adoption Certificate (UK)
[0 HWM Forces 1D Card [UK)

O Firearms Licence (UK)

Group 2b Documents Issued within the last 3 months
M Bank/Building Society Statement (UK or EEA)

Date of Issue

£.9. 31/01/1980

Date of Issue

e.g. 31/01/1980

O utility Bill (UK}

[0 Benefit Statement e.g. child allowance, pension

3. Tick all 3 boxes to confirm that you have
selected sufficient ID for verification.

4. Click Proceed to Step 4

ititlement (UK and Channel Islands)
UK and Channel Islands) eg from Dpt of Work and Pensions,

Please confirm the following
[] Atleast one of the documents selected contains a current address
[] Atleast one of the documents selected contains a date of birth

[0 Documentary evidence was provided for all name changes where available

Proceed to step 4 Back to step 2

Back to Top
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Step 4: Completing the Summary — DBS Details

DBS Details v v v ) —

GBG Oﬂ“ﬂE‘DiS[‘DSU res About You Contact Details Verification Summary Confirmation

Documents

DBS Profile Number
If you have completed an application for a DBS

check in the past then you may have a DBS profile 085 Detals o ot e
number. If you are unsure, you can contact the DBS Feing DD et e "muc
directly or answer No to this question. I

Pa pe r Ce rtificatE? Do you wish to recisve the paper certfficats?

W fes No

You have the option to select if you would like to
receive a paper certificate and where you want this
paper certificate to be sent.

Receve paper cerificete &t curment address?

Yes No

If you choose to receive a paper certificate you must specify the address you want the certificate to be sent to. This
can be your current address or another of your choosing.

Alternatively you can select to only receive an online certificate. If this option is selected, it is NOT possible to print
the certificate.

If you are unsure on whether it is best to receive a Paper Certificate or not and where this should sent to please

contact your organisation. Selecting the wrong options here could impact on the length of time it takes the
organisation to make the recruitment decision.

Back to Top
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Step 5: Confirmation: Post Office Verification

You have now completed the Application. You
must now have your ID documents verified at the
Post Office in order for your application to
continue being processed.

1. In order to have your ID verified, you must print
out the ID verification form and take this to the
Post Office, along with the ID listed.

2. To Print the ID Verification Form, Click Print
Document Selection

The ID Verification form will open in a PDF file. You
can either print it directly from the PDF or save the
document to your desktop.

3. Click Sign Out

Payment: Any payments required should be made
at the Post Office once they have verified your ID.

O—O—0—0—0O

About You Contact Details Verification Summary

GBG | OnlineDisclosures B Y

Your application has been submitted for verification
You have selected the following identity documents

= Passport
= Birth Certificate more than 12 menths from DOB
= Bank or Building Society Statement

What happens next?

Please complete the following steps:
Print your ID VERIFICATION SERVICE form following the instructions below. Please ensure the form is

= Printed in Black and White

= Printed to full scale

= Printed on A4 white paper

Take original ID (pt ies and internet di load: ble) together with a print out of

not
the ID VERIFICATION SERVICE form to a participating Post Office® branch before 21/08/2015 . After
this date you will need to resubmit a new application

Payment requirements are specified on your ID VERIFICATION SERVICE form.

Please be aware this service is not available at all Post Office® branches. A list of participating
Post Office® branches can be found at postofficelocations.tmgcrb.co.uk,

m

To locate the nearest Post Office to
you that does this, go to
http://www.postoffice.co.uk/branch-finder
Enter a postcode and select ‘CRB & ID

Verification Service’
Back to Top
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Step 3: Selecting ID for Organisation Verification

GBG OnlineDisclosures  *

1. Click Select verification documents.

2. Select the ID from Group 1 that you the wish
to use for verification.

1_-5 Current valid passport

.=}
When sufficient ID has been selected a green bar B -
will appear at the top of the application. -
. . ;E_:: u

3. If no green bar appears click View Group 2 = e ——————————————
Documents. . =

f the above group 1 documents you will be required to supply 5

4. Select the ID from Group 2a/2b that you wish
to use.

View group 2 documents

Group 2b Documents

A green bar will appear at the top once sufficient
ID had been selected.

5. Tick all 3 boxes to confirm that you have
selected sufficient ID for verification

Please confirm the following

. At |least one of the documents selected contains a current address
6. Click Proceed to Step 4 o e e :

[ Atleast one of the documents selected contains a date of birth

[] Documentary evidence was provided for all name changes where available

Back to Top
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Step 4: Confirmation: Organisation Verification

You have now completed the application. Your ID GBG OnlineDisclosures ~ *='er  Gmiesossis ot ey cmten
docu mentS must verified in order for your Your application has been submitted for verification

What you need to bring

application to continue being processed. f you s requirad o pay for your application,pease take your et datt card 10 yourvarfition

meeting. You will als be required to enter you password when starting the verification process.
You selected to bring the following proof of identity dacuments:

= Passport

The ID you selected in Step 3 for - sk utang s s

= Credit Card Statement

Ve r‘ifi Ca t i O n Wi I I b e I i Ste d . You can print out confirmaticn of the documentation you have chosen, this print out is optional and

3lso provides a complete list of acceptable documents should you wish to have alternative
documents verified.

What happens next?

Please make an appointment to meet with a verifier from the list below.

If you have already supplied your ID to the
organisation, e.g. during interview, then you are s
not required to do so again as these will be used

.. . testverifier@outlook.com
for verification.

m

If you have not supplied your ID then please contact your organisation directly.
The contact details of nominated verifiers are listed.

Payment: If you are responsible for paying for your application, you will be prompted to do so

after your ID has been verified.
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Making a Payment Online

Thank You
The application requires payment before submission

Payment for the current application is required before it can be processed

If you are required to pay for the application yourself
after the organisation has verified your ID documents pay Now

you will receive an email notification. E

1. If payment is required before you submit the

Application Payment

application, click Pay Now Your biling detals
. . . . First name: sam
2. Sign In to OnlineDisclosures and click Pay Now. o .
Address line 1: GB Group Plc
3. Check the billing name and address details are that of Address ne 2 1
the a ee. Town/City: NOTTINGHAM
p y County: Nottinghamshire
Postcode: NG11 7EP
If different to the payees billing details, click Edit and Countey: o
enter the correct information. To change the billing Emai adress: sam smith1234@demotest com
details back, click Revert. Payment

The fee for this application is £56.60.

On proceeding to payment below you will be directed to Paypal.

PayPal to complete your payment securely

4. Click Proceed to Payment

Please note you can pay by a PayPal account or a debit/credit card.

Proceed to payment -
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How do | make a payment with a PayPal account?

It is possible to make a payment with or without a
PayPal Account.

Paying by PayPal
Choose a way to pay

1. Check the email is the one you use for your PayPal b3y with my PayPal account PayPal

a CCOU nt. Log in to your account to complete the purchase

Email
testverifier@outlock com

2. Enter your PayPal account Password and click ‘Log N
ayPal passwor
In’ |

LogIn

Forgotten your email address or password?

3. Follow the instructions provided by PayPal.

If you cannot remember your PayPal account details, Pay with a debit or credit card
Click; Forgotten your email address or Password?’ (Optional) Sign up to PayPal to make your next checkout faster
and follow the instructions. Cancel and retum to GB Group's Test Store.

Paying Without PayPal

1. If you do not have a PayPal account, click ‘Pay with
a Credit/Debit card’.
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Payment: Paying With a Debit or Credit Card

1. Click ‘Pay with debit or credit card’ Choose a wayto pay

Pay with my PayPal account PayPal
Log in to your account to complete the purchase

2. Select the type of card being used from the

sam.smith1234@demotest.com

drop down list

CThisisa private computer. What's this?

. wel
3 o E nte r t h e ca rd d eta I IS re q u eSte d Forqotten your email address or password?

Pay with a debit or credit card

{Optional) Sign up to PayPal fo make your next checkout faster rd

4. Check the billing information . ’
(If the billing information is incorrect, click change county (DRI =]
and make any necessary changes) Cargyps  [SoldCaT [9]

Billing information
sam smith
GB Group Plc

5. Enter a contact telephone number |

NOTTINGHAM, Nottinghamshire
NG117EP

United Kingdom

Change

6 . Cl iC k co nti n u e Delivery address  [¥]Same as billing address

Contact information
Telephone

Email  sam.smith1234@demotest.com

7. Double Check the billing information (if the billing information is
incorrect, click change and make any necessary changes)

Save your information with PayPal Why?
{Optional)

In order fo process your payment, PayPal collects certain
personal information from you which it holds in
accordance with its Privacy Policy. For more information
on this process, click PayPal Account Optional.

8. Click Confirm Payment. Once the payment has gone through, T
a green bOX Will appea r' Click Continue to complete your purchase. Please review your information to make sure that it

is correct.

Continue |
9. Click Continue to return to the Applications Tab or log out [—
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What do | do if my application has been rejected back to me?

If errors/contradictions are found. The OnlineDisclosures countersignatory team will reject the
application. This will allow you to clarify or amend the details in question.

My ID was verified at the Post Office What Do | Do?
You will be sent an email detailing why the 1. Click the link in the email and Sign In to OnlineDisclosures
application has been rejected back to you
and a link. 2. Click ‘Amend Application’*

My ID was verified by my Organisation ' 3. Make the required changes to the information you have

entered
The organisation must reject the
application back to you. 4. Submit the application again
You will be sent an email detailing why the 5. The email will instruct you what to do after
application has been rejected back to you
and a link.
Please Note: It is important to follow the instructions in the
*If you cannot see ‘Amend Application’, email. If you do not contact us/return to the Post
please contact your organisation. Office/contact your organisation as instructed, this can lead

to delays in your application being processed
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GBG OnlineDisclosures

If you are still unsure about what to do,
you can call or email us...

Helpdesk Telephone: 0845 251 5000*
Opening Times: 8.30am to 5.30pm Monday to Friday
Email: onlinedisclosures@gbgplc.com

*Calls cost 3p per minute plus your telephone company’s network access charge




