
Online Form Help File 
 

User must: 

1. Complete required information as per the form fields definition. 

2. Complete the form in one sitting. It is important to review the required information and 

gather these before the form completion. 

3. Complete each section of the form as required to process to next section.  

The system informs the used which fields are missing. 

4. Not refresh the browser (F5 or CTRL+F5) and not use browser controls back and 

forward. 

5. Navigate via the form sections, use the “Back” and “Next” buttons at the bottom. 

 

6. Complete and submit the form only ones. The form link is valid only for one submission 

and can’t be accessed/edited afterwards. 

 

Browser Requirements:  

The form is designed for the latest browser versions of Microsoft Edge, Google Chrome, 

Mozilla Firefox and Safari. If there are any difficulties with the form displaying, please make 

sure you are using the up to date versions of the above mentioned browser. 

 

 

Following screens are giving information on how the form is structured in to individual 

sections and specify the information required. 



Section 1 - Presenter Details 
 

 

File upload allows .JPG, .JPEG, .PNG 

Max. file size: 10MB 

  



Section 2 - Company Details 
 

 



Section 3 - Accountant Details 
 

 

 

  



Section 4 - Directors, PSCs, Shareholders and Other 

Significant Personnel 
 

This section allows to enter multiple person or company details as per the supplier’s records. 

Multiple roles can be selected for a single person to describe the involvement as accurate as 

possible. 

 

General Notes on the function used to select the involvement in company options: 

1. Section 4 opens with a section “Significant Person / Company” including dropdown with 

message “Select Option”. 

 

 

  



2. Click on the “Select Option” opens the dropdown and shows the 4 available options. 

 

 

3. Click on a specific option will select it and place the selected option to the top section of 

the dropdown in blue. The actual dropdown option below will turn red on hover, to allow 

removal of the option from the selection. 

There are some combinations of the 4 options not allowed therefore the number of 

options in the dropdown value can change. 

Below example shows that if a Director(s) is chosen, the only available options are the 

(PSC) and (NFI). 

 

 

4. The form section under the dropdown changes based on the options selected. Below 

examples 4.1 And 4.2 shows the form’s version for a Person and a Company details.  



4.1 Person Details 
 

 

  



4.2 Company Details 
 

 

 

  



Section 5 – CMT 
 

 

 

Example of two entered values in the first section. 

 

  



Section 6 - Working Practices 
 

 

 

  



Section 7 - Sample Documentation 
 

 

First 3 file uploads allow .PDF, .DOCX, .JPG, .JPEG, .PNG  

Forth file upload allows .JPG, .JPEG, .PNG 

Max. file size: 10MB 

  



Section 8 - Sign / Notarise 
 

 


