
Making a Letters of Administration application online  - Citizen 

 

The online portal can be used to make applications for probate in most standard applications for 
Grant of Probate or Grant of Letters of Administration provided that: 

• The deceased was domiciled in Northern Ireland 

• all acting applicants have an email address and mobile telephone number (to facilitate the 
signing of the statement of truth)  

• All acting applicants can make their own decisions 

 

The online portal cannot currrently be used to make applications where: 

• The executor is a Company or Trust Corporation 

• A power of Attorney has been appointed to act on behalf of an applicant 

• The intestacy entitlement is below sibling  

• A Will exists, but no named executors or substitue executors are acting in the application 

• The applicant is not the next of kin in an application for grant of letters of administration 

• The deceased got married or entered into a civil partnership after signing the Will 

 

You can access the portal on nidirect using the link below: 

https://www.nidirect.gov.uk/services/apply-probate 

 

https://www.nidirect.gov.uk/services/apply-probate


 

 

 



 



 

 

 

 

 

When you click the link above it takes 
you to this nidirect account page. If you 
have an account you can log in here. If 
not you will need to create an account 
to access the Probate online application 

When you click the green ‘Apply for 
probate’ button above it takes you to 
this page. Select ‘No’ to indicate that 
you are making an application yourself, 
then click the green ‘continue’ button. 



 

 

 

 

 

 

 

 

Once you have logged in to your account 
you will see this view of ‘my 
applications’ this will show any previous 
applications that you have made and is 
where you will be able to see the status 
of your application once submitted or 
review the details of previously 
submitted applications. 

To create a new application click ‘create 
application’. 

Applications will be deleted from the 
portal approximately one month after 
the issue of a Grant of Probate and 
incomplete applications will also be 
deleted if not completed within six 
months. 

This question determines the type 
of application you are making. If 
‘Yes’ then you are making a Grant 
of Probate application. If ‘No’ 
then you are making an 
application for Letters of 
Administration. Then click the 
green ‘Save and continue’ button. 



 

This is the summary screen and 
shows the steps required to 
complete the application. To 
begin, click on the green ‘Start’ 
button in section 1 to enter the 
details of the person who has 
died. 

You must complete each section 
before you can move on to the 
next section. You will be given the 
opportunity to review and amend 
the answers you have provided 
once the section is complete. 



 

  

 

 

 

 

 

Enter the name of the person 
who has died, as it appears on the 
death certificate, in the boxes 
provided. Then click the green 
‘Save and continue’ button. 

Type the person’s date of birth in 
the format shown (DD MM YYYY), 
then click the green ‘Save and 
continue’ button. 

Type the person’s date of death in 
the format shown (DD MM YYYY), 
then click the green ‘Save and 
continue’ button. 

If the person lived in or intended 
to return to Northern Ireland, 
click ‘Yes’, then click the green 
‘Save and continue’ button. If not, 
then click ‘No’ and then click the 
green ‘Save and continue’ button 
– though you will be unable to 
complete the online application  if 
you answer no to this question 
and will be redirected to use a 
downloadable form to be printed 
and completed on paper. 



 

 

 

 

Type the address of the person 
who died. If the address is in 
Northern Ireland you can use a 
find address lookup by entering 
the postcode and then selecting 
the address from the dropdown 
list. If this address does not match 
the exact address of the person 
you can manually update it.    If 
the address is outside Northern 
Ireland or cannot be found in the 
find address function, you will 
need to manually enter the 
address, then click the green 
‘Save and continue’ button.  



 

 

 

Type the place of death as printed 
on the death certificate, then click 
the green ‘Save and continue’ 
button.  

Type the former occupation of 
the person who died, then click 
the green ‘Save and continue’ 
button.  

Upload a copy of the death 
certificate. Click on the ‘Choose 
file’ button to browse for the 
document or to take a photo of it.  
Next click the ‘Upload button to 
upload the death certificate to 
the application. Then click the 
green ‘Save and continue’ button.  



 

 

Select which type of IHT form was 
completed. Then click the green 
‘Save and continue’ button.  

Once you have selected which 
type of IHT form was completed 
you will have to complete the 
amounts of the gross and net 
estate as completed in the form.    
You will be informed which box to 
take the information from the IHT 
form. Then click the green ‘Save 
and continue’ button.  

Upload a copy of the inheritance 
tax form. Click on the ‘Choose file’ 
button to browse for the 
document or to take a photo of it.  
Next click the ‘Upload button to 
upload the death certificate to 
the application. Then click the 
green ‘Save and continue’ button.   
All pages of the document must 
be uploaded and more than one 
document or photo can be 
uploaded. 



 

 

  

  

 

 

If the person who has died had 
property, shares or accounts in 
another name, click ‘Yes’ to 
record these so that they appear 
on the Grant. If not, click ‘No’. 
Then click the green ‘Save and 
continue’ button.  

Enter the other names used by 
the person who has died. If there 
are more than one, click the ‘Add 
another name’ button to add 
each additional name. Once all 
names have been entered, click 
the green ‘Save and continue’ 
button.  



 

 

 

Section 1 is complete and you can 
click the green ‘Start’ button at 
section 2 to enter your details.  

Enter your name in the relevant 
boxes. Then click the green ‘Save 
and continue’ button  



 

For this example ‘Sibling’ was selected to give the full potential route of application. The higher up 
the entitlement you are, the less questions you will asked to complete in order to rule out anyone 
above you.  

 

 

Select the relevant relationship. 
Then click the green ‘Save and 
continue’ button  

This is asked to rule out the 
possibility of a spouse or civil 
partner being most entitled to 
apply. If you select ‘Yes’, you will 
be asked to account for why the 
spouse or civil partner is not 
making the application.  Select 
the appropriate answer, then click 
the green ‘Save and continue’ 
button  

This is asked to rule out the 
possibility of a surviving child 
being more entitled to apply. If 
you select ‘Yes’, you will be asked 
to account for why the child is not 
making the application.  Select 
the appropriate answer, then click 
the green ‘Save and continue’ 
button  



 

 

 

 

 

 

This is asked to rule out the 
possibility of a surviving 
grandchild being more entitled to 
apply. If you select ‘Yes’, you will 
be asked to account for why the 
grandchild is not making the 
application.  Select the 
appropriate answer, then click the 
green ‘Save and continue’ button  

This is asked to rule out the 
possibility of a surviving parent 
being more entitled to apply. If 
you select ‘Yes’, you will be asked 
to account for why the parent is 
not making the application.  
Select the appropriate answer, 
then click the green ‘Save and 
continue’ button  

This is the level of entitlement 
selected as siblings, therefore 
select ‘Yes’, then click the green 
‘Save and continue’ button  



 

 

 

Enter your mobile telephone 
number and email address (these 
will be used to contact you with 
progress and notifications relating 
to this application. Then click the 
green ‘Save and continue’ button  

Enter your occupation. Then click 
the green ‘Save and continue’ 
button  



 

 

Proving your identification in probate applications 

To make a probate application without using a legal representative, the lead applicant will have to prove their 
identification. 

A certified copy of photographic ID is required. 

ID documents which are accepted include: 

Enter your address details. Then 
click the green ‘Save and 
continue’ button  

Upload a certified copy of your 
identification. Details below state 
the acceptable forms of ID and 
the recognised professions who 
can certify them as true. Then 
click the green ‘Save and 
continue’ button  



• a full or provisional driving licence (photographic part) 
• a passport 
• an Electoral Identity Card 
• a Translink Senior SmartPass 
• a Translink 60+ SmartPass 
• a Translink War Disabled SmartPass 
• a Translink Blind Person’s SmartPass 

A photocopy of the ID will have to be certified - the person certifying should write the following on a 
photocopy of the ID: 

• I certify that this is the photographic ID of [insert the lead applicant’s name and address] 

By certifying, the person is confirming that: 

• they have known you for at least two years 
• they are be able to identify you, for example they’re a friend, neighbour or colleague (not just 

someone who knows you professionally) 
• they are ‘a person of good standing in their community’ or work in (or be retired from) a recognised 

profession 

Recognised professions 

Examples of recognised professions include: 

• accountant 
• airline pilot 
• articled clerk of a limited company 
• assurance agent of recognised company 
• bank or building society official 
• barrister 
• chairman or director of a limited company 
• chiropodist 
• commissioner for oaths 
• councillor, for example local or county 
• civil servant (permanent) 
• dentist 
• director, manager or personnel officer of a VAT-registered company 
• doctor/ medical practitioner/ surgeon 
• engineer with professional qualifications 
• financial services intermediary, for example a stockbroker or insurance broker 
• fire service official 
• funeral director 
• insurance agent (full-time) of a recognised company 
• journalist 
• justice of the Peace 
• legal secretary (fellow or associate member of the Institute of Legal Secretaries and PAs) 
• licensee of a public house 
• local government officer 
• manager or personnel officer of a limited company 
• member, associate or fellow of a professional body 
• Member of Parliament 
• Merchant Navy officer 
• minister of a recognised religion (including Christian Science) 



• nurse (RGN or RMN) 
• officer of the armed services 
• optician 
• paralegal (certified paralegal, qualified paralegal or associate member of the Institute of Paralegals) 
• person with honours, for example an OBE or MBE 
• pharmacist 
• photographer (professional) 
• police officer 
• Post Office official 
• president or secretary of a recognised organisation 
• Salvation Army officer 
• social worker 
• solicitor 
• surveyor 
• teacher or lecturer 
• trade union officer 
• travel agent (qualified) 
• valuer or auctioneer (fellow or associate members of the incorporated society) 
• Warrant Officers and Chief Petty Officers 

 

 

 

Section 2 is now complete and 
you can click the green ‘Start’ 
button to begin section 3. 



 

 

If Yes: 

 

 

 

If No: 

Up to four applicants can apply as 
long as they are all at the same 
level of entitlement, in this case 
siblings. If there are more 
applicants, select ‘yes’ to allow 
you to add their details to the 
application, if not, select ‘No’ and 
then click the green ‘Save and 
continue’ button. 



 

  

 

 

 

 

  

  

 

 



 

 

 

Check the answers you have 
added and if there are any errors, 
click the word ‘change’ beside the 
entry to amend the answer. If 
everything is correct, click the 
green ‘Save and continue’ button  



 

 

 

 

This is the statement of truth and 
is the basis of the application. You 
must carefully check the details 
on this page to ensure that it is 
correct, as, if not, you could face 
criminal proceedings for fraud. If 
content, tick the box to confirm 
and digitally sign the statement of 
truth, then click the green ‘Save 
and continue’ button  



 



  

  

 

 

 

 

 

You now need to notify the other 
applicants (if applicable) to review 
and sign the statement of truth. 
Click the green ‘Notify the other 
executors who are applying’ 
button and this will automatically 
generate emails to the email 
addresses provided previously 
asking them to read and sign the 
statement of truth to progress the 
application. 

This is an example of the email 
sent to the other executor.  



  

This is the screen that will be 
displayed to the other executor 
when they click on the link in the 
email.  They must firstly click the 
‘Generate pass code’ button to 
generate a SMS message with the 
pass code to their mobile phone. 
Once received, they enter the 
code and click the green ‘Submit 
pass code’ button  



  

The executor needs to check the 
statement of truth and, if content, 
click the box to digitally sign it and 
then click the green ‘Save and 
continue’ button  



 

  

 

Once the executor has signed the 
statement of truth the 
Declaration complete screen will 
display and the executor can close 
the application.   At this time an 
email will be sent to the lead 
executor informing them that the 
executor has signed the 
statement of truth 

This is an example of the email 
that the lead executor (the one 
completing the application) will 
receive to alert them that the 
final executor has signed the 
statement of truth. You can now 
log back in to complete the 
application, pay and submit it 



 

 

Click on the green ‘Start’ button 
to begin section 5.  

Enter the number of copies you 
require (or put 0 in the box if no 
copies are required). If you want 
to use the copies for official use 
i.e. to access bank accounts etc. 
you will need certified copies. 
Then click the green ‘Save and 
continue’ button.     The fees for 
any requested copies will be 
added in to section 7 Pay and 
Submit  



 

Section 5 is complete and you can 
click the green ‘Start’ button to 
complete section 6  



 

 

Check that you have uploaded all 
required documents. Then click 
the green ‘Save and continue’ 
button.    It is necessary to upload 
all the required documents at this 
stage, if they haven’t previously 
been uploaded. 



 

 

 

Section 6 is complete and you can 
click the green ‘Start’ button to 
complete section 7  

This is a summary of the payment 
due, click the green ‘Continue to 
payment’ button.   You should 
check that you have ordered the 
correct number and type of 
copies before proceeding.    If you 
need to order copies after this 
stage you can do so by contacting 
the Probate Office. 



 

 

 

 

Enter your payment details and 
once complete, the ‘Make 
payment’ button will turn green. 
You can then click this to 
complete your payment. 

Your payment is complete, this is 
your payment reference. Click the 
green ‘Continue to receipt’ button  

You will receive and email to 
confirm that the application has 
been submitted.   This is an 
example of the email.  The 
application will be sent to the 
Probate Office to be processed 
during normal office working 
hours.  

 



 

 

This is an example of the payment 
receipt. You can print or 
download a copy of this receipt 
for your records by clicking the 
relevant buttons on this page  
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