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1. Introduction 

1.1 Purpose 

The purpose of this Training Manual is to document all the steps required to successfully create, 

submit and process an Employment Permit online.  It serves as an accompaniment to training delivery 

and as a reference document. The document is aimed at users of the Employment Permits Online 

portal.   

 

2. Portal 

2.1 Login / Create an Account 

2.1.1 Create an Account Path 1 

User clicks on ‘Register / Login’, clicks on ‘Create an Account’  

 

 

2.1.2 Create an Account Path 2 

User clicks on ‘Register / Login’, clicks on ‘Login’, clicks on ‘Register now’ 
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2.1.3 Employee Create an Account 

User clicks on ‘Create an Account’, then clicks on ‘I am an Employee’, accepts the GDPR message, 

completes the Employee Registration form and the Account Details and clicks on ‘Submit’. 
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Once the User completes the Employee Registration Contact Details, they then complete the 

Account Details below and click on Submit 

 

The next screen will be ‘Email Verification’ 2.1.6 below 



 6  

 

2.1.4 Employer Create an Account 

User clicks on ‘Create an Account’, then clicks on ‘I am an Employer’, accepts the GDPR 

message, completes the Employer Registration form (Company, Contact & Account Details) 

and clicks on ‘Submit’. 

 

 

 

Once the User completes the Company Details & Contact Details, they then complete the 

Account Details below and click on Submit 
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The next screen will be ‘Email Verification’ 2.1.6 below 

2.1.5 Agent Create an Account 

User clicks on ‘Create an Account’, then clicks on ‘I am an Agent’, accepts the GDPR 

message, completes the Agent Registration form (Company, Contact & Account Details) 

clicks on ‘Submit’. 
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Once the User completes the Company Details & Contact Details, they then complete the 

Account Details below and clicks on Submit 
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2.1.6 Email Verification 

Once User has completed steps 2.1.3, 2.1.4, 2.1.5 above they are then taken to the Email 

Verification Page with a message telling them to go to their login email which will have a 

hyperlink.  User clicks on the hyperlink; the Employment Permits system resurfaces with an 

information message guiding them to log in to the system. 

Once user clicks on the link received by email they are taken back to the Employment 

Permits Portal as below, User can click on ‘go to login’ and they are taken to the Login page 

to enter details. 
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User provides their login email address and password and clicks on ‘Login’. 

 

2.1.7 Mobile Verification 

Mobile Number Verification Notice will display and User enters code received via SMS to 

their mobile number provided. 
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User can click on resend if they didn’t receive a code sent by SMS. 

Once the code is verified, User receives a message on screen informing them that the login 

mobile number is verified and guiding them to their profile. 

 

2.1.8 Profile Completion and Document Uploads 

User clicks the hyperlink displayed on screen, step 2.1.7 above. 

Profile page surfaces and User completes mandatory / optional fields and uploads their 

passport photo and clicks on submit at the bottom of the page. 
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For Employers and Agents, the steps are the same above except they do not upload any 

documents, but they need to sign by ‘e-signature’ at the bottom of the page (under Profile 

fields) and then submit their application. 
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2.1.9 Login / Reset Password  

User clicks ‘Register / Login’ and then selects ‘Login’ and enters login email and password 

and click ‘Login’. 

 

User clicks ‘Forgotten Password’ and enters login email and clicks ‘Send’. 

 

Information message displays informing them to go to their login email and click on 

hyperlink. 
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Upon clicking hyperlink, a reset password page displays. User can enter a new password 

and repeat password and clicks save. Information message confirming password change, 

User clicks ‘back to login’ 

 

 

2.1.10 SMS / 2FA (2 factor authentication) 

User enters a valid email and password and an SMS 2FA Verification page, enters the code 

received on their login mobile and clicks on submit. User is then logged into the system. 
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2.2 Company Verifications and Renewals 

2.2.1 New Verification Application (to apply for Permits) 

After the Employer / Agent completes their profile (see section 2.1.8), User can click on 

‘Menu’ (top right hand of screen) and select ‘My Company Profile’. They navigate to the 

bottom section of the page to ‘Company Verification’. 

 
User clicks ‘Create Verification request’ and the ‘Company Verification Request’ page 

surface and the User uploads relevant documents. The pre-populated fields can be 

amended if needed. Any amendments made here will only be applied if the request if 

approved. 
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User clicks on submit and their profile page surfaces where they can see the latest 

verification request has been submitted and is pending approval. 

 

2.2.2 Renewals 

User is logged in as Employer / Agent whose verification is ‘pending renewal’. User clicks 

‘company registration renewal’ and the steps are the same as in 2.2.1 above. 
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2.3 Manage Customers - Agents 

2.3.1 Search for Employee or Employer and Submit 

User navigates to the menu and clicks on ‘Manage Customers’ and the ‘Manage Customers’ 

page surfaces.  

User clicks on ‘Request Authorisation’ button and the ‘Request Authorisation' page surfaces. 
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User enters Employee Full Name and Email address as used for their Portal Account and 

clicks ‘request authorisation’. 

 

 

The same above applies for an Employer, but they must select the Employer option (radio 

button) on the screen.  They must also enter company name and Employer Registered 

Number (ERN). 
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Pending and Approved Authorisations surface in the top grid on Manage Customers page. 

 

2.3.2 Approve / Reject by Employee/Employer 

Employee/Employer logs in and navigates to the menu and clicks on ‘Manage Agent 

Authorisations’ and this page will surface. 



 20  

 

 

User can click ‘Approve’ or ‘Reject’ on this screen to accept or reject any requests. The 

same process applies to Employer/Employee. 

 

2.3.3 Revocation of Approvals 

On the same screen, the User can see the already approved requests and here they can 

click on ‘Revoke’ to remove Agent Authorisation. 

 

2.4 Profile Updates – Employer/Employee 

2.4.1 Updating non-core fields 

Employee Users can update their editable fields on their profile page and can then click 

submit at the bottom of the page to apply changes. The same steps apply to Employer and 

Agents. 
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2.4.2 Updating core fields 

Employee Users can update their non-editable fields via ‘Profile Update Request’ section at 

the bottom of the profile page.  
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User clicks ‘Request Profile Update’ and the Profile Update request page surfaces. Here the 

User can make changes and clicks on submit. Users may be asked for proof of name 

change and this will need to be provided by uploading a document(s). These requests are 

reviewed by the Employment Permits team and if approved then changes are applied. 
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For Employers/Agents, any profile changes need to be completed via their Company 

Verification Request procedure, at the bottom of their profile page. These requests are 

reviewed by the Employment Permits team and changes applied when request is approved. 
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2.5 Apply for a Permit 

2.5.1 Selecting a Permit type 

User navigates to the Landing Page via Menu and clicks ‘My Applications and Permits’. User 

clicks ‘New Application’. Employee Users are asked to complete the question regarding any 

active permits and clicks ‘Next’.   

 

Employee Users Question: 
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Once they click ‘Next’ and a screen surfaces, where they are asked if they need assistance 

to select a Permit Type or they can select from a list. User clicks on ‘I will select Employment 

Permit Application Form from the List’ and they are taken to Permit Select page. User is 

asked to select the permit type and then clicks on save and next. 

 

 

As Agent User, you will be asked to confirm if you are an Employee Agent, Employer Agent 

or Employer and to then select save and next. 
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2.5.2 Selecting Actors – Agent, Employer, Employee 

Once the User clicks on save and next a page surfaces called ‘Other Parties’ page, here 

they can see their own details and sections to search for either Employer or Employee. If 

they have any Agents approved, an Agent can be selected. If the permit type requires a fee, 

select who will pay the fee here. 

If Employee User initiated the New application, enter Employer Name and Register Number 

and clicks on search. If the Employer is found, then they need to select an Employer Contact 

Person from the list that displays. 
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If Employer User initiated the New Application, enter Employee Full Name, Date of Birth and 

Passport Number and clicks on search. 
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If the Agent initiated the New application, they must select their approved authorisation for 

either the employee or employer. If Agent User has selected ‘Employer Agent’ then they will 

need to search for the Employee and then select their Employer. It would be the reverse 

process  if the Agent User has selected ‘Employee Agent’. 
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Once the parties (Employer, Employee, Agent) involved have been set, the User clicks on 

save and next, and the relevant permit page will surface.   

2.5.3 Completing questions – Employer, Employer, Agent 

Depending on the party, a set of questions will surface for the User to complete, followed by 

a requirement to upload a Passport Photo. 
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2.5.4 Completing permit details – Employer, Employer Agent 

Depending on the parties, a set of questions / uploads will surface for the User to complete 

an additional Details Pages, depending on the permit type. The screen shots below are an 

example of the Details Pages to complete for a general employment permit application.  
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Multi-Site Permit Questions/Fields 

If the Permit is for a Multi-Site Permit the following conditions need to be met in order for the 

appropriate fields to be visible and to be completed by Employers. The Employer must have 

their ‘Please Provide Economic Sector’ field on their Profile page set to ‘Q – Health & Social 

Work Activities’. 

 

The Permit Type of the Permit Application should be for a General Employment permit 

(GEP) and the Profession selected in the ‘Please select your Profession from the available 

list’ field should be ‘Medical Practitioner’. This will then make the section appear for user to 

complete as in below image. 

 

2.5.5 Completing declarations – All parties (Employer, Employee, Agent)  

After each User completes the relevant page, they are taken to the ‘Declaration Page’, 

where they must provide their ‘e-signature’ and then click on Submit. 
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2.5.6 Payments (where an application requires a fee) 

For permit applications that require a fee, once both parties have signed their declarations, 

the party Actor who is to pay the fee will see a ‘Pay Now’ button on the application. They 

submit their payment details.  
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Once User completes their payment, they are taken back to a ‘Payment Confirmation’ 

screen where they can select a receipt or navigate back to the landing page. 
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2.5.7 Payments (where an application does not require a fee) 

For permit applications that do not require a fee, for example where the Permit Type is one 

of the following: 

• DEP – Dependent Employment Permit 

• EAP – Exchange Agreement Permit 

or 

• If the Foreign National is married to/or in a civil partnership with an Irish or EEA national 

(regardless of who is selected to pay the Fee) 

 

 
• If the Employer is a registered Charity and provides their Charity Number and only if the 

Employer is selected to pay the Fee. 

 

 
Applications for the above will be submitted to be processed after both Declarations have 

been signed. 
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2.6 Permit Application Actions 

2.6.1 Edit a Permit Application 

Where a permit application has a status of draft, the User can click an edit button to make 

changes to the employee details page or permit details page, or to pick-up and complete 

users relevant pages of an application initiated by another party. 

 

2.6.2 Withdraw a Permit Application 

Where a permit application has a status that is not a final status, the User can click on the 

‘Withdraw’ button to withdraw their application. 

 

2.6.3 Appeal 

Where a permit application has a status of ‘Refused’, the User can click on the ‘Appeal’ 

button and the Appeal page surfaces.  Here the User can enter the grounds for their appeal 

and upload supporting documents and click on submit. 
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If the User needs to add additional information, they can click on ‘My Appeals’ in the menu 

and selects ‘Appeals’ with ‘Requested Information’ status, they can then click on ‘Upload’ 

button and proceed to upload additional information and click on submit. 
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2.6.4 Withdraw an Appeal 

Where a User has submitted an Appeal for an application, if the Appeal is not approved or 

rejected, the User can select ‘Withdraw Appeal’ which is available on the landing page. 

 

2.6.5 Request a Refund 

Where a User has an application where a fee was paid and the application has one of the 

following statuses: - Refused, Rejected, Returned or Withdrawn, they can select ‘Request 

Refund’ from the menu and a Refund request is sent to Department of Enterprise, Trade and 

Employment to process. 

 

2.7 Permit Actions 
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2.7.1 Edit a Permit 

Where a User needs to change one of the following on an issued permit:- Employee 

Location, Additional Employee Locations, Job Title, Annual Salary or Working Hours (per 

week), they select ‘Edit’ and a ‘Permit Update Request’ page will surface. The User 

completes the necessary changes and clicks on submit. Request sent to Department of 

Enterprise Trade and Employment to process. 

 

 

2.7.2 Renew a Permit 

Where a permit is renewable and the end date is due to expire (within the next 3 months), 

the User clicks on ‘Renew’ button from the menu. The ‘Renew’ button only becomes 

available during this timeline. When the User clicks on the button, it the starts the permit 

application process as in section ‘Apply for a Permit’ but the application type is ‘Renewal’ 

instead of ‘New’. 

 

2.7.3 Renew a Contract 

Where a permit is a multi-site, and where the contract end date is due to expire within 30 

days, the User will be able to see a ‘Renew Contract’ button. On click of this button they will 

be taken to the ‘Contract Renewal’ page, where they will be asked to upload a new contract 
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and confirm dates and whether a location change is needed, and clicks on submit. Request 

will be sent to the Department of Enterprise Trade & Employment (DETE) to process. 

 

 

In the event of a location needing to be changed, User can select ‘Yes’ in the ‘Are you 

moving to another location?’, this will surface fields for the User to search.   
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The User must find the Employer Name first and once they do, the then select a location and 

enter any additional locations if required.  

 

 

2.7.4 Cancel a Permit 

Where a permit is issued, if a User wishes to cancel their permit, they can click on ‘Cancel’ 

from the menu and are taken to a cancellation request page. The User selects a reason from 

the drop down options, enters a date and clicks on submit. The Request is sent to DETE to 

process. 
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2.7.5 Revocation Appeal 

Where a permit has a ‘Revoked Pending’ status, they can select a ‘Revocation Appeal’ 

button and a Revocation Appeal page will surface. User enters their grounds of appeal and 

uploads their supporting documents and clicks submit. A Request is sent to DETE to 

process. 

 

 

If the User needs to add additional information, they can select ‘My Appeals’ and follow 

steps similar to section ‘Appeal’, under section ‘Permit Application Actions’. 

 

2.7.6 Withdraw of a Revocation Appeal 

Similar to ‘Withdraw an Appeal, under section ‘Permit Application Actions’ only for 

‘Revocation Appeals.  
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2.7.7 Redundancy 

Where a permit is issued, User selects ‘Redundancy Request’ and a ‘Redundancy Request’ 

page surfaces. They then download the Redundancy Form (Form NOR002/18) via hyperlink 

and upload the complete form and letter from the Employer specified on the Permit. User 

then clicks on submit. The Request is sent to DETE to process. 

 

 

2.7.8 Transfer 

It is possible to transfer a permit where the permit type is a General Employment Permit or a 

Critical Skills Employment Permit.  

For Employee Users, a ‘Transfer’ action will be available under the ‘Action’ button on an 

eligible permit. 

 

In some cases, a reason for transferring a permit is required, in relation to the start date of 

the permit being transferred. 
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Once the User searches for the new employer they are transferring to they will follow the 

standard steps to complete the request. 

 

For Employer Users, a ‘Transfer Permit’ button will be available above the Permits grid on 

the Landing page. 

 

Once transfer Permit is clicked the User will be navigated to the Transfer Permit Search 

page. The User is prompted to Search for the Permit they would like to Transfer by providing 

the Permit ID and Employee Passport Number applicable to the relevant Permit. 

 

If the User searches for a valid permit they will be notified that the permit has been found 

and can proceed to the next step.  



 51  

 

 

Similar to the Employee procedure above, the User may be asked for Transfer reasons 

depending on dates involved. Agents will have access to the Transfer action or Transfer 

Permit button if they are involved in the permit being transferred as an Employee 

agent/Agent or using a transfer permit button if an Employer Agent. 

 

2.8 Manage Company Users 

2.8.1 Adding a new Company User 

As an Employer or Agent, the Portal account Administrator (should set up the account) 

should select ‘Manage Company Users’ from the menu, click ‘Add Company User’ to surface 

the ‘Add Company User’ page.  Here the user’s information can be added, followed by 

clicking submit.  This request means that an email will be sent to the new User asking them 

to set their password.  After setting their password, the new User must also complete the 

‘Mobile Verification’ under section ‘Login / Create an Account’.  
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2.8.2 Inviting existing (migrated) Company Users 

The Portal account Administrator (who set up the account) navigates to the same section 

mentioned above, then searches for the User in the displayed list.  Then clicks on edit and 

then clicks ‘invite to portal’ button at the bottom of the page.  This request means that an 

email will be sent to the new User asking them to set their password.  After setting their 

password the new User completes the ‘Mobile Verification’ under section ‘Login / Create an 

Account’. 

Note: User existing in system without a Portal account may need to have some information 

updated/added via Edit prior to attempting to Invite to Portal.  
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2.8.3 Activating / Deactivating Company Users 

User navigates to ‘Manage Company Users’ and locates the User they wish to Activate or 

Deactivate.  User clicks on ‘edit’ at the bottom of the page and they will be able to see an 

‘Activate’ or ‘Deactivate’ option which they can select.  
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2.8.4 Updating Company User Information 

User selects ‘Manage Company Users’ from the menu, and searches for the user they wish 

to update.  They click on edit where they can make the changes and click submit.  User’s 

information is updated.  

 

2.9 Manage Locations 

2.9.1 Adding a new location 

User navigates to ‘Manage Locations’ via the menu, they click on ‘Add Location’, enters 

name and address (including Eircode finder) of location and then clicks on submit. The 

location should then be added. 
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2.9.2 Editing a new location 

User navigates to ‘Manage Locations’ via the menu, a list of locations should surface, they 

select the location they want to edit and makes the changes and clicks on submit. The 

changes are added. 
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2.9.3 Setting a Primary Contact 

After a location has been added, the User clicks ‘edit’ on the location where they can see a 

‘primary contact field’. They can select an existing contact person to be added to the location 

and then clicks on submit. The location’s primary contact should be added. 

 

2.10 Historical Permits View 

User can view permits (‘Rejected’, ‘Returned’, ‘Withdrawn’, ‘Refused’) via a grid if they are 

logged into the system and select ‘Historical Permits’ from the menu. 
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2.11 Accessibility, Contact Us, Cookies Policy, Privacy Policy 

Content are available to the User once they click on the links, Users are navigated to the 

relevant pages for each contents area. 
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