
How to upload a passport in extranet? (1)

1. Go to Entries>ID 
Documents

2. Search for the person 
you want to add by 
entering full or part of the 
name

3. Click on “Manage ID 
Documents”

4. Verify personal 
information – family and 
given name, nationality, 
gender and date of birth

5. Select document type, 
add document number, 
country of emission , date 
of emission and validity 
date. 

6. Click on “Upload new 
Passport” Only PDF is 
permitted
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How to upload a passport in extranet? (2)

4. Verify that personal 
information is identic to 
passport (family and 
given name, nationality, 
gender and date of 
birth). Otherwise 
correct.

5. Select document 
type, and add document 
number, country of 
emission , date of 
emission and validity 
date. 

6. Click on “Upload new 
Passport” and add the 
document in PDF
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